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Managing Email
Messages with Outlook

Objectives
After completing this module, you will be able to:
* Add a Microsoft account to Outlook * Check spelling as you type an email
» Set language preferences and Sensitivity message
levels * Attach a file to an outgoing email
message

* Apply a theme

. * Forward an email message
* Compose, address, and send an email 9

message * Copy another person when sending an

. . email message
* Open, read, print, and close an email 9

message * Create and move messages into a folder
* Preview and save a file attachment * Delete an email message
¢ Display the People Pane * View the mailbox size

* Reply to an email message

What Is Outlook?

The Office application, Microsoft Outlook, helps you organize and manage your
communications, contacts, schedules, and tasks. Email (short for electronic mail) is the
transmission of messages and files between computers or smart devices over a network.
An email client, such as Microsoft Outlook, is an app that allows you to compose, send,
receive, store, and delete email messages. Outlook can access mail servers in a local
network, such as your school’s network, or on a remote network, such as the Internet.
Finally, you can use Outlook to streamline your messages so that you easily can find and
respond to them later.

"To use Outlook, you must have an email account. An email account is an electronic
mailbox you receive from an email service provider, which is an organization that
provides servers for routing and storing email messages. Your employer or school could
set up an email account for you, or you can do so yourself through your Internet service
provider (ISP) or using a web application such as a Microsoft account, Google Gmail,
Yahoo! Mail, or iCloud Mail. Outlook does not create or issue email accounts; it merely
provides you with access to them. When you have an email account, you also have an
email address, which identifies your email account on a network so you can send and
receive email messages.
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Project: Composing and Sending Email
Messages

The project in this module follows the general guidelines for using Outlook to
compose, open, and reply to email messages, as shown in Figure 1-1. To communicate
with individuals and groups, you typically send or receive some kind of message.
Texting, tweeting, and email are examples of ways to communicate a message. Email
is a convenient way to send information to multiple people at once.
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(c) Reply and Attach a File to a Message

Figure 1-1

Jackson Torborg, an intern at the Disrupt Rockland Code Squad, uses Outlook
to connect with the youth in the Rockland area to educate them about career pathways
in coding. This module uses Microsoft Outlook to compose, send, read, reply to, and
forward email messages regarding an upcoming field trip to a major tech company.

OuT 1-2
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Jackson has been asked by Dr. Chloe Pauley, the director of Disrupt Rockland, to
coordinate the tech giant field trip. Using Outlook, Jackson reads email messages
from his director and local youth regarding the field trip and coding workshop
opportunities. He replies to email messages and includes a document containing a flyer
about the field trip. To organize messages, he also creates folders and then stores the
messages in those folders.

In this module, you will learn how to perform basic email messaging tasks. You
will perform the following general activities as you progress through this module:

1. Configure the account options.
Compose and send an email message.
View and print an email message.
Reply to an email message.

Attach a file to an email message.

T

Organize email messages in folders.

To Start Outlook

If you are using a computer to step through the project in this module and you
want your screens to match the figures in this book, you should change your screen’s
resolution to 1366 x 768.

The following steps, which assume Windows 10 is running, use the Start menu
to start Outlook based on a typical installation. You may need to ask your instructor
how to start Outlook on your computer.

o Click the Start button on the Windows 10 taskbar to display the Start menu.
e Scroll to and then click Outlook in the apps list to run Outlook.

9 If the Outlook window is not maximized, click the Maximize button on its title bar to
maximize the window.

Setting Up Outlook

Many computer users have an email account from an online email service provider
such as Outlook.com or Gmail.com and another email account at work or school. You
can add many types of email accounts to Outlook, including an Office 365 account

as shown in Figure 1-2, and Gmail, Yahoo, iCloud, and Exchange accounts. Instead
of using a web app for your online email account and another app for your school
account, you can use the Outlook client (installed version of Outlook) to access all of
your email messages in a single location. Outlook provides cloud storage for storing
information like emails, calendars, contacts, and tasks. When you access your email in
Outlook, you can take advantage of a full set of features that include social networking,
translation services, and having Outlook read your email aloud to you. You can read
your downloaded messages offline and set options to organize your messages in a way
that is logical and convenient for you.

OuUT 1-3
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OUT 1-4 Outlook Module 1 Managing Email Messages with Outlook

CONSIDER THIS

What should you do if you do not have an email address?
Use a browser such as Microsoft Edge to go to the Outlook.com or Gmail.com website. Look for a Create an Account link or
button, click it, and then follow the instructions to create an account, which includes creating an email address.

@4 Outlook

Enter an
email address

Jjackson.torborg@outlook.com -

Advanced options v

Figure 1-2

Parts of an Email Address

An email address is divided into two parts. The first part contains a user name,
which is a combination of characters that identifies a specific user. The last part is a
domain name, which is the name associated with a specific Internet address and is
assigned by your email service provider. A user name must be different from other user
names in the same domain. For example, the outlook.com domain can have only one
user named Jackson. Torborg. An email address contains an @ (pronounced #¢) symbol
to separate the user name from the domain name. Figure 1-3 shows an email address
for Jackson Torborg, which would be read as Jackson dot Torborg at outlook dot com.

jackson.torborg@outlook.com

J J
Y Y

user name domain name

Figure 1-3

To Abpb AN EMAIL ACCOUNT

You can add one or more of your email accounts to Outlook. For most accounts,
Outlook automatically detects and configures the account after you type your name,
email address, and password. Add an email account to Outlook when you are working
on your personal or home computer only. You do not want your personal information
or email messages on a public computer. Although most people add an email account
the first time Outlook runs, you can add email accounts at any time. This module
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Managing Email Messages with Outlook Outlook Module 1 OUT 1-5

groups appear on the ribbon,
depending on the computer
3. Click the Connect button and then select the type of account, such as Outlook. or mobile device’s screen

com, in the Advanced setup window. resolution. Thus, your ribbon
may look different from the
4. Click the Password text box, and then type your password to verify the password  ones in this book if you are

to your email account. using a screen resolution
other than 1366 x 768.

associate your email address with the account.

=
=

assumes you already set up an email account in Outlook. If you choose to add an email =~ BTW 3
account to Outlook, you would use the following steps. The Ribbon and §

. . . Screen Resolution

1. Click the File tab, and then click Add Account. Outlook may change how the aot

2. Click the Email Address text box, and then type your full email address to groups and buttons within the <)

=)

>

o

5. Click the Retype Password text box, and then type your password again to
confirm your password.

6. Click the Finish button to add your email account.

To CHANGE FROM THE SIMPLIFIED RIBBON TO THE CLASSIC RIBBON You may see a

When you first open Microsoft Outlook, the Simplified ribbon (single-row) different ribbon using
is displayed to dedicate more screen space to viewing your email than the traditional Office 2019 rather
Classic ribbon as shown in Figure 1-4. The Simplified ribbon includes the most than Office 365.
frequently used features. You can expand it to access the full set of commands on the
Classic three-line ribbon. This module uses the full Classic ribbon. If you need to
change the Simplified ribbon to Classic ribbon, you would use the following steps.

1. Click the Switch Ribbons arrow on the right side of the Simplified ribbon to
display the Classic ribbon.

Switch Ribbons
arrow

Inbox - Jacksan.Tarbo utlook.com - Outlook

File Home Send / Receive View Help Q  Tell me what you want to do

1 New Email + ]E[ Delete ¥ [=] Archive D\L Move ¥ 6_) Reply <€) Reply Al —> Forward @Fweldmp @ Unread/ Read EE L ﬁ + | | Search People E ? v

(a) Simplified Ribbon

Inbox - Jackson.Torborg@outlook.com - Outlook

File Home Send / Receive Folder Wiew Help Q Tell me what you want to do
&~ % S Ignore @] 'El' bl W &4 EiMesting | T Fieleltrip — To Manager D\], % @ 8 ]| Search People /ﬂ\u)
[ Clean Up - S B = M~ 2 Team Email ~* Done [E[E] [B] Address Book
New New Delete Archive Reply Reply Forward e) 1z = Move Rules OneNote | Unread/ Categorize Follow Read
Email ltems~ | $OJunk~ Al 1 More ~ el dhnlete: . amate e 7 - - Read - up- | W FiterEmailt g0 g
Mew Delete Respond Quick Steps W Move Tags Find Speech A
(b) Classic Ribbon Switch Ribbons
arrow
Figure 1-4

How do you remove an email account in Outlook?

e Click the File tab on the ribbon.

e Click the Account Settings button, and then click Account Settings to display the Account Settings dialog box.
e Click the account you want to remove, and then click Remove.

* In the Account Settings dialog box, click the Yes button.

CONSIDER THIS %
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OUT 1-6 Outlook Module 1 Managing Email Messages with Outlook

The Navigation Pane and Navigation Bar

The Navigation pane appears on the left side of the Outlook window and is how
you switch between the different areas of Outlook, such as Mail, Calendar, Contacts,
Tasks, and Notes. The lower-left corner of the screen provides a Navigation bar that
displays small icons representing Mail, Calendar, Contacts, and Tasks as shown in

Figure 1-5.

Drag Your Favorite Falders Here

‘= OB R Be
A —

S OB -
File Home Send / Receive Folde

E% S Ignore m =

IEZ Clean Up~
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Figure 1-5

If the left pane in your Outlook window is not expanded as it is in Figure 1-5,
click the Expand the Folder Pane button, which is a small arrow button to the left of
today’s date in the Outlook window.

To Open an Outlook Data File

Microsoft Outlook uses a special file format called a personal storage table (.pst file) to save your email

files, calendar entries, and contacts. The email messages with which you work in this module are stored in a
personal storage table file named SC_OUT _1-1.pst, which is located with the Data Files. To complete this
assignment, you will be required to use the Data Files. Please contact your instructor for information about
accessing the Data Files. In this example, SC_OUT_1-1.pst contains a Jackson mailbox and is located in the
Module folder in the Outlookl folder in the Data Files folder. The following steps open the SC_OUT_1-1

.pst file in Outlook, display the Inbox for the Jackson mailbox, and then make your Jackson mailbox match the
tigures in this module. Why? Importing a .pst file allows you to move your email and other Outlook information to

another computer.
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0 Open & Backstage view
Export tab

° . .
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Backstage view to Save As GE Open a calendar file in Outlook (.ics, vs).
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gallery (Figure 1-6). Open Outlook Data File

m Open an Outlaok data file [ pst). \ Open (.JUﬂOOk
Open Outlook Data File

Office Data File
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Feedback
Import or export files and settings.
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Figure 1-6
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e Click Open Outlook Data File to
display the Open Outlook Data

anager

| 4 Team Email +" Dane

=y ﬁ Meeting

P T -S—

fual P

F||e d|a|og bOX. 4 [ Open Outlook Dats File X T
° Navigate to the mailbOX |0cation ~ v o <¢ DataFiles » Qutlookl » Module v O Search Module P F
(in this case, the Module folder in fmal | Organize v Newfolder Module folder | 2~ [ @ DneD)
the Outlook1 folder in the Data & OneDrive | here -
Files folder) (Figure 1-7). rites — SEDURE et borg@o
orite Fal :j 3D Objects h how th
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; Downloads
Jﬁ Music
[&] Pictures
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Figure 1-7
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o Click SC_OUT_1-1.pst to select the file, and then click OK (Open Outlook Data File dialog box) to open the mailbox
in your Outlook window.

o |f necessary, click the white triangle next to the Outlook Data File mailbox in the Navigation pane to expand the
folders.
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e Click the Inbox folder below the Outlook Data File heading in the Navigation pane to view Jackson'’s Inbox

(Figure 1-8).

What is the Inbox?
The Inbox is the Outlook folder that contains incoming email messages.

The contact photo shown in Figure 1-8 does not appear in my Outlook window. What should | do?

Import/Export instead of Open Outlook Data File. The pictures are also part of the student files.

Inbox — Outlook
Data File — Outlook
window

Inbox folder

title bar

|
i

Inbox - Jackson.Torborg@outlook.com - Outlook

Outlook needs to synchronize the contact photos with the email addresses in the Jackson mailbox. Click the Close
button to close Outlook, restart it, and then expand the Outlook Data File in the Navigation pane to have the
photos appear. You also might need to import the Data File rather than opening it. In Step 2 on this page, click

|
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Figure 1-8
Navigation pane message pane
«» How do I change the language preferences, for example from Spanish to English?
£ Click File on the ribbon to open Backstage view.
E e Click the Options tab in Backstage view to display the Outlook Options dialog box.
a
& ° Inthe left pane, click Language (Outlook Options dialog box) to display the Language options.
8 e Click the '[Add additional editing languages]’ arrow to display a list of editing languages that can be added to Outlook.

e If necessary, scroll the list and then click English (United States) to set the default editing language. Otherwise, click the ‘[Add

additional editing languages]’ arrow again to close the list.

To Set the Sensitivity Level for All New Messages

The Sensitivity level of a message advises the recipient on how to treat the contents of the message.
Sensitivity levels are Normal, Personal, Private, and Confidential. Changing the Sensitivity setting in the

Outlook Options dialog box changes the default Sensitivity level of all messages created afterward. Why? For

example, if you set the Sensitivity level of a message to Confidential, the information should not be disclosed to anyone except

the recipient. The following steps set the default Sensitivity level.
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0 Backstage
view

e Click File on the ribbon to open
Backstage view (Figure 1-9).
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Figure 1-9
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o Click the Options tab in Backstage view to display the Outlook Options dialog box.
e In the left pane, click Mail (Outlook Options dialog box) to display the Mail options.
e Drag the scroll bar to display the Send messages area (Figure 1-10).
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E@ the MailTips bar and which MailTips to display. | MsilTips Optons.. |
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[-2_ Delivery and read receipts help provide confirmation that messages were successfully received. Not all email
B servers and applications support sending receipts.

For all messages sent, request:
[J Delivery receipt confirming the message was delivered to the recipient's email server
[ Read receipt confirming the recipient viewed the message
For any message received that includes a read receipt request:
) Always send a read receipt

) Never send a read receipt

(®1_Ask each timewhether tn send a read receint
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Allfolders are up to date.  Connected to: Microsoft Exchange | [] B

Figure 1-10
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13

e Click the ‘Default Sensitivity level’
arrow to display a list of Sensitivity

levels (Figure 1-11).

4]

o If necessary, click Normal to set
the default Sensitivity level of all

new messages.

e Click OK to close the Outlook

Options dialog box.
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Figure 1-11

Composing and Sending Email Messages

Composing an email message is the most frequent personal and business task you
perform in Microsoft Outlook. Composing an email message consists of four basic
steps: open a new message window, enter message header information, enter the
message text, and add a signature. When composing an email message, it is best to
keep your message text concise and to the point. If you must write a longer, detailed
message, break up your message into bullet points or into separate emails each with a
clear summary of action.

An email message is organized into two areas: the message header and the
message area. The information in the message header routes the message to its
recipients and identifies the subject of the message. The message header identifies
the primary recipient(s) in the To box. If you have multiple recipients in the To box,
you can separate each email address with a semicolon. Recipients in the Cc (courtesy
copy or carbon copy) and Bcce (blind courtesy copy) boxes, if displayed, also receive the
message; however, the names of the recipients in the Bee box are not visible to other
recipients. The subject line states the purpose of the message.

The message area, where you type an email message, consists of a greeting line
or salutation, the message text, an optional closing, and one or more signature lines as
shown in Table 1-1.
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=

.

=)

Table 1-1 Message Area Parts 'g

Part Description b=

Greeting line or salutation  Sets the tone of the message and can be formal or informal, depending on the %

nature of the message. You can use a colon (:) or comma (,) at the end of the o

greeting line. .5

Message text Informs the recipient or requests information. o
Closing Informs the recipient or requests information. A closing line is an end to the

message using courtesy words such as Thank you or Regards. Because the
closing is most appropriate for formal email messages, it is optional.

Signature line(s) Identifies the sender and may contain additional information, such as a job
title, business name, and phone number(s). In a signature, the name usually is
provided on one line followed by other information listed on separate lines.

To Compose an Email Message

An email message from Jackson Torborg, the intern at Disrupt Rockland Code Squad, requests
information about the tech field trip from the director named Chloe Pauley. The following steps compose

a new email message. Why? Composing email messages is a direct and efficient method to connect with personal and
professional contacts.

o

e Click the New Email

| Untitled — Message (HTML) window

button (Home tab | Home  Send/Receive Folder  view  Help Q  Tell me win you want to do
= Resd | [Search People
New group) [ yew ™M & 2 [ AdressBook
f New New
to open the Ema” T bl feme-| Fle  Message  Insert  Options  FormatTet  Review  Help @ Tell me what you wantto do . | T Filter Email -
utton N T
: New e 5 5 Find
Untitled — Eﬁ[)& Al A Q\% &Aﬁazhmz TFanvap L!J D
I3} — Attach tem = | High Importance
Favorites| Paste 7 P = = = | == == | Address Check Dictate | View
MeSSage (HTM L) b v\( EVFM 1 Li£-A-[= TRl Book Names | [2fSignature~ | Low Importance i Templates
tg
WindOW BT Clipboard 1| Basic Text Names Include Tags 5l Voice | My Templates ~ € Reply | % Reply
H 4 My Outloon|
Figure 1-12). I
( 9 ) v Folders B
Inbox Send Ce
Drafts upcoming the tech co
Sent ltems Subject
Deleted Ite]
Archive . . A
- 4 insertion point
onversa inTotextbox | —————r—

Figure 1-12
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e Type chloe
.pauley@outlook
.com (with no
spaces) in the To

Send / Receive Folder View

File Message Insert Options Format Text Review Help Q@ Tell me what you want to do

| X G mPaE Q Q | O attachFile- | B Follow Up -
text box to enter the pﬁ::l i St a_ A (‘f\/k PAattach tem~ | | High Importance ngt P
email address of the i | BIYZ2-A-E Book Names | [2f Signature - 1 Low Importance - | Templates
.. Clipboard & Basic Text Names Include Tags | Voice |MyTemplates
recipient.
° ClICk the Subject text 4 utlaok.com I recipient email address I
box, and then type |
Tech Giant Field Subject  Tech Giant Field Trip
Trip to enter the ) —
. . email message subject line I
subject line.

® Press TAB to move
the insertion point

into the message [ [ | ——

area (Figure 1-13). M

Figure 1-13
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(3]

e Type Dear Ms.
Pauley, asthe
greeting line.

Send / Receive Folder View v el me what you want to do

Tech Giant Field Trip - Message (HTML)

File Message Insert Options Format Text Review Help @ Tell me what you want to do
® Press ENTER to move f‘i A | [Calibri Boc- |11+ A : = p\% 0 attach File- 1 Follow U - LD; D
the insertion point Paste 21 B e Batachitem= | Hghlmportance | = 1 T
i - ¥ b — — = Book Names | [2f Signature~ | Low Importance - Temnplates

to the beginning of
the next line.

Clipboard ra Basic Text Names Include Tags il woice | MyTemplates

chloe.pauley@cutlock.com
® Press ENTER again

to insert a blank
line between the
greeting line and Dear Ms, Pauley,

the message text I
(Figure 1-14),

< | My message text

| .

o | includes paragraph
and space marks.
How can | hide
them?

Click Format Text on the ribbon, and then click the Show/Hide button (Format Text tab | Paragraph group) to hide
the paragraph and space marks.

(4]

e Type Please send
me the details
about the Tech

insertion point

Figure 1-14

Send / Receive Folder View = e what you want to do

Tech Giant Field Trip - Message (HTML)

File Message Insert Options Format Text Review Help Q Tell me what you want to do
Giant Field Trip X T Gl e O | O AttachFile- | P Follow Up~ 0
0 Calibri (Boc - |11 - A" &7 [I=-1=~ | 20 L ¥
event so I can 0 et B attach tem= | | HighImportance | j
Paste Brulz-aA. === Address Check Dictate View
begin inviting i . & = =" = = Book Names | [ Signaturer . Low Importance - Templates
avarite Fol| Clipboard & Basic Text Mames Include Tags 5l Woice |MyTemplates
our local youth.
to enter the message torborg T chloe pauley@outlook.com
text.
® Press ENTER two times Subject  Tech Giant Field Trip

to insert a blank line

below the message
text (F|g ure 1-1 5) Please send me the details about the Tech Giant Field Trip event so | can begin inviting our local youth.

‘ I blank line inserted
message
text

Dear Ms. Pauley,

Figure 1-15

(5]

e Type Thanks, to enter the closing for the message.

e Press ENTER to move the insertion point to the next line.

e Type Jackson Torborg as the first line of the signature.
® Press ENTER to move the insertion point to the next line.

e Type Disrupt Rockland Code Squad as the second line of the signature.
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=

® Press ENTER to move ~
i K : Send / Receive Folder View Q Tell me what you want to do -g

the Insertlon. pOInt Tech Giant Field Trip - Message (HTML) E
to the neXt Ilne' File Message Insert Options Format Text Review Help @ Tell me what you want to do v
o

° Type Intern as ﬁj EX i =] =l 95 &Atta:h File = FIFouuwupv L!J D o
. . Attachtem~ | | High Importance ) _—

Paste = — = | Address Check Dictate View =]

the third line of i B £-4-F = = | Book Names | [ZfSignature~ | Low Importance - Templates |
o

the signature i Clipboard | Basic Text (®l
(Figure 1-16).

Names Include Tags & Voice | My Templates

chloe.pauley@outlook.com

Subject  Tech Giant Field Trip

Dear Ms. Pauley, closing

Please send me the det3ils about the Tech Giant Field Trip event so | can begin inviting our local youth.

Thanks,

Jackson Torborg
Disrupt Rockland Code Squad signature lines
Intern

Figure 1-16
‘ Other Ways

‘ 1. Click Inbox folder, press CTRL+N

To Apply a Theme

An Outlook theme can give an email message instant style and personality. Each theme provides a unique
set of colors, fonts, and effects. The following steps apply a theme to the message. Why? Themes give your
organization’s communications a modern, professional look using subtle styles.

o

e Click Options on the ribbon to display the Options tab.
e Click the Themes button (Options tab | Themes group) to display the Themes gallery (Figure 1-17).

| Options tab

Curren

Q  Tell me what you want to do

Tech Giant Field Trip - Message (HTML)

Themes [o!d

Message Options Format Text Review Help Q  Tell me what you want to do
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Aa Aa I Aa Ll | Aa
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!d trip event so | can begin inviting our local youth.

Figure 1-17
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(2]

e Click Slice in the
Themes gallery to
change the theme
of the message
(Figure 1-18).

Send / Receive Folder View Q Tell me what you want to do

Tech Giant Field Trip - Message (HTML)

Message i Format Text Review Help Q Tell me what you want to do

[] Request a Delivery Receipt D‘l’ @ %

I Colors - @

AlFonts -
- Page Permission | UseVoting [ poc et a Read Receint SaveSent Delay Direct
[@]Effects - Color= - Buttans - B .3 ltem To - Delivery Replies To
Themes Show Fields | Permission Tracking 5 More Options &
Send
or To chloe.pauley@outlook.com
button w =

Subject  Tech Giant Field Trip

Dear Ms. Pauley.

Please send me the details about the Tech Giant Field Trip event so | can begin inviting our local youth.

Thanks,

Jackson Torborg

Disrupt Rockland Code Squad
Inte

N

Slice theme is applied

| — to message text r\_/_'

Figure 1-18

To Send an Email Message

The following step sends the completed email message to the recipient. Why? After you complete a message,
you send it to the recipient, who typically receives the message in seconds.

(1)

e Click the Send button in the message header to send the email message and close the message window.

< | What happened to the email message?

o3
(=4

email’?

Other Ways

Outlook automatically sends email messages to their recipient(s) when you click Send in a new message window if
you have your own email account set up.

Why did | get an error message that stated that ‘No valid email accounts are configured. Add an account to send

If you do not have an email account set up in Outlook, you cannot connect to the Internet to send the email.
Click Cancel to close the error message.

1. Press ALT+S

How Email Messages Travel from Sender to Receiver

When you send someone an email message, it travels across the Internet to
the computer at your email service provider that handles outgoing email messages.
This computer, called the outgoing email server, examines the email address on
your message, selects the best route for sending the message across the Internet,
and then sends the email message. Many outgoing email servers use SM'TP
(Simple Mail Transfer Protocol), which is a communications protocol, or set of

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. WCN 02-200-203

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



Managing Email Messages with Outlook Outlook Module 1 OUT 1-15

rules for communicating with other computers. An email program such as Outlook
contacts the outgoing email server and then transfers the email message(s) in its
Outbox to that server. If the email program cannot contact the outgoing email
server, the email message(s) remains in the Outbox until the program can connect
to the server.

As an email message travels across the Internet, routers direct the email
message to a computer at your recipient’s email service provider that handles
incoming email messages. A router is a device that forwards data on a network.
The computer handling incoming email messages, called the incoming email
server, stores the email message(s) until your recipient uses an email program such
as Outlook to retrieve the email message(s). Some email servers use POP3, the
latest version of Post Office Protocol (POP), a communications protocol for
incoming email. Figure 1-19 shows how an email message may travel from a sender
to a receiver.
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o
o
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How an Email Step 1 ‘
Using an email program, = Youremail program contacts software on
Message May
you create and send ¢ your service provider's outgoing mail server.
I f
Travel from a amessage.
Sender to
a Receiver ——

Step 3

Software on the outgoing
mail server determines the
best route for the data and
sends the message, which
travels along Internet routers
to the recipient's incoming
mail server.

Internet router

ER
INCOMMING WAIL SERV/

£
o
g
X~
5
<]
8
4
I3
Step 4 £
When the recipient uses an email program to check Internet service S
for email messages, the message transfers from the provider's incoming E
incoming mail server to the recipient’s device. mail server Internet router e
-

Figure 1-19
BTW

Know the Sender
If you receive an email

Working with Incoming Messages message from someone you

do not know, you should

When you receive email messages, Outlook directs them to your Inbox and displays not open it because it might
trigger a virus. Unsolicited

them in the message pane, which lists the contents of the selected folder (Figure 1-20). ol messages, known as

The list of messages displayed in the message pane is called the message list. An spam or junk email, are
unread (unopened) email message in the message list includes a blue vertical bar in email L”essages Ssnttfrom

. . . . . an unknown sender to many
front of the message and displays the subject text and time of arrival in a blue bold email accounts, usually
font. The blue number next to the Inbox folder shows how many unread messages advertising a product or
are stored in the Inbox. The email messages on your computer may be different from service such as low-interest

loans or free credit reports.

Do not dlick a hyperlink in

an email message from an
unknown sender. A hyperlink
is a word, phrase, symbol, or
picture in an email message

or on a webpage that, when
clicked, directs you to another
document or website.

those in Figure 1-20.
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Inbox - Jackson.Torborg@outlook.com - Outlook

File Home  Send/Receive  Folder  View  Help Q@ Tell me what you want to do
[ B = ClMoveror? > ToManager 5 F ) Unread/ Read | |Search People
=] = B A i Meeting - 9
] I Clean Up - o= = =1 Team Email + Done ™~ B2 Cotegorize~ | B Address Bog
New New Delete Archive | Reply Reply Forward g\ = prs — | Move Rules OneNote 3
ey s | NS bl 1 Mare Reply & Delete % Create New N e PH Follow Up - 7 Filter Email
New Delete Respond Quick Steps 53 Move Tags Find
Search Current Mailbox O T iseenit it = . n
gtzge;?:nu:;:ad Tech Field Trip
b ? d All  Unread ByDatev T e 0k
Inbox folder o ;nﬂday g Chloe Pauley <chloe.pauley@outlook.cor © Reply © Re
%
: To jackson.torborg@outlo
4 My Outlook Data File ol Bt = blue_bo!d
~ Folders Giant Tech Company Event Wed 3:21 ... E Teltipdiag + || text indicates
e 2 Jackson, Please forward the Wd=| 666 KB unread
Drafts message
" Zion Gibson ckson, 9
Sel q Field Trip Information ~ Wed 3:07 PM
5 blue_ Ve_mcal Jackson, Do you have more
bar indicates Thanks for organizing the tech field trip in January. | have attached a flyer prom|
A1 unread Chioe Pauley i} event.
€4 message Tech Field Trip Wed 2:10 PM
F— Jackson, Thanks for Chloe Pauley
Outbox o p Events Director
iy = Disrupt Rockland Code Squad
ceds
Search Folders T
message list in the
____/—'\‘ message pane

Figure 1-20
You can read incoming messages in three ways: in an open window, in the

Reading Pane, or as a hard copy. A hard copy (printout) is information presented on a
physical medium such as paper.

To View an Email Message in the Reading Pane

"The Reading Pane appears on the right side of the Outlook window by default and displays the contents of a
message without requiring you to open the message. An advantage of viewing messages in the Reading Pane is that if a
message includes content that could be harmful to your computer, such as a malicious script or an attachment containing
avirus, the Reading Pane does not activate the harmful content. An attachment is a file such as a document or picture
you send along with an email message. The attached document can be a file saved to your local computer or from
OneDrive, as long as you have Microsoft’s cloud service account connected. The events director Chloe Pauley has sent a
response to Jackson concerning the next Code Squad workshop. The following step uses the Reading Pane to display an
email message from a sender. Why? You use the Reading Pane to preview message in your Inbox without opening them.

(1)

o Click the message
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i 4 My Qutlook Data File € To jacksontorborg@outlook.com
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: _ v Folders Giant Tech Company Event Wed 3:21 ... | fieldtripdoc v ile
(F|gure 1 21) e 5 Jackson, Please forward the m: oooks B O | -
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< | What happens o Znlan Jackson,
ent ltems ield Trip Information  Wed 3:07 PM
h e Jackson, Do you have more B ) o
o to the meSSage Thanks for organizing the tech field trip in January. | have attached a flyer prom|
Archive
Chloe P: event.
header when | select Conversation History /Te(hFiei!u!;le?p L wmz:EJ:PE m
Jackson, Thanks for
2 Junk Email . Chlee Pauley
another message? o Events Director
Outlook e Disrupt Rockland Code Squad
automatically marks seechFoldes | Chioe Pauley
messages as read message header
after you preview
the message in the

Reading Pane and Figure 1-21
select another message
to view. A read message is displayed in the message list without a vertical blue line or bold text.
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To Open an Email Message in a Window

The following step displays an email message from a sender in a window. Why? 1o fully evaluate an email
message and use additional Outlook tools for working with messages, you display the email message in a window.

o

e Double-click the
Chloe Pauley
message in the
message list to
display the selected Tech Field Trip

email message in i g Chloe Pauley <chloe.pauley@outlook.com>} fant DllREREAl [ = e
< 4—{

T kson.torborg@outlook, identifying foumation 1 11/21/2021 210 PM
H H o jackson.terborg@outlook.com Wed 11/21/2021 210
its own window f i : g

=
O
=)
©
o
=
]
o
o
=}
=}
o

Send / Receive Folder View = € what you want to do
Tech Field Trip - Message (HTML)

File Message Help Q Tell me what you want to do

I -
(Figure 1-22). B ar= 3 W
Jackson, greeting line

Thanks for organizing the tech field trip in January. | have attached a flyer promoting the Tech Giant Field Trip event.

Chloe Pauley

Events Director } signature

Disrupt Rockland Code Squad

michaeljung/Shutterstock.com

Figure 1-22

Opening Attachments

Email messages that include attachments are identified by a paper clip icon in
the message list. Users typically attach a file to an email message to provide additional
information to the recipient. An attachment in a message can appear in a line below
the subject line or in the message body. To help protect your computer, Outlook does
not allow you to receive files as attachments if they are a certain file type, such as
.exe (executable) or .js (JavaScript), because of their potential for introducing a virus
into your computer. When Outlook blocks a suspicious attachment in a message, the
blocked file appears in the InfoBar at the top of your message. An InfoBar is a banner
displayed at the top of an email message that indicates whether an email message has
been replied to or forwarded.

The Attachment Preview feature in Outlook allows you to preview an
attachment you receive in an email message from either the Reading Pane in an
unopened message or the message area of an opened message. Outlook has built-in
previewers for several file types, such as other Office programs, pictures, text, and
webpages. Outlook includes attachment previewers that work with other Microsoft
Office programs so that users can preview an attachment without opening it. These
attachment previewers are turned on by default. To preview an attached file created
in an Office application, you must have Office installed on your computer. For
example, to preview an Excel attachment in Outlook, you must have Excel installed.
If an attachment cannot be previewed, you can double-click the attachment to open
the file. If you suspect an attachment is not safe or decide it is not necessary, you can
delete the attachment by right-clicking it in the message window, and then clicking
Remove Attachment on the shortcut menu.
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To Preview and Save an Attachment

Why? When you receive a message with an attachment, you can preview the attached file without opening it if
you are not sure of the contents. A common transmission method of viruses is by email attachments, so be sure
that you trust the sender before opening an attached file. The following steps preview and save an attachment
without opening the file. You should save the attachment on your hard disk, OneDrive, or a location that is
most appropriate to your situation. These steps assume you already have created folders for storing your files,
for example, a CIS 101 folder (for your class) that contains an Outlookl folder with a Module folder (for your
assignments). Thus, these steps save the attachment in the Module folder in your desired save location.

(1)

e Click the fieldtrip
.docx file
attachment in the
message header
of the opened
email from Chloe
Pauley to preview
the attachment
within Outlook
(Figure 1-23).

(2]

e Click the Save As
button (Attachment

Favorites

‘our Favorite Fol

earch Folders

File Message

€ Back to message
Authar: - Corinne Hoisingtan

2

fieldltrip.docx
666 kB

Help

< file attachment

12 o m— [ RO

Attachment Tools Tech Field Trip - Message (HTML)

Aftachments Q Tell me what you want to do

attachment is
displayed in
message window

Join us for a
field trip to one
of our local tech
giants to see
which job roles
might interest
you!

ed a flyer pro

Be ready to ask
questions about
each tech
employment role

All folders are up to dat,

Close button

Figure 1-23

Attachment Tools
Attachments tab

AaBbCcC

YAKOBCHUK VIACHESLAV/Shutterstock.com

Tools Attachments tab
Save Attachment SEhhtE
| Save to Computer { dialog box &
group) to display the Tt | e i B |
Save Attachment Adtions Save to Computer - - - -
. b

dlalog bOX_ R, Save Attachment

— o “ v 4 || « DataFiles » Outlookl » Module v @ | Search Module 2l b

. ave 1o
° NaVIgate to the Computer group 5 Organize New folder = - (7] :; |

—

desired save location
(in this case, the
Module folder in
your Outlook1 folder
or your class folder
on your computer or
OneDrive).

Change the file
nameto SC

OUT 1 Fieldtrip,
and, if requested by
your instructor, add
your last name to

the end of the file name (Figure 1-24).

Z 3D Objects A Name

I Desktop SC_OUT _Fieldtrip
Documents

4 Downloads
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v o<

File name: | SC_OUT_1_Fieldtrip
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~ Hide Folders
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-
O
=]
(3) 3
o
e Click the Save button (Save Attachment dialog box) to save the document in the selected folder in the selected =
location with the entered file name. %
. . . . . [©)
e Click Close to close the attachment preview window and email message (Figure 1-25). =
S
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Figure 1-25

To Open an Attachment

If you know the sender and you know the attachment is safe, you can open the attached file. The following
steps open an attachment. Why? By opening a Word attachment in Microsoft Word, you can edit the document with the
full features of Word.

document opens in Microsoft
Word in Protected View

Close button

o If necessary, click

ive Save All Upload __Upload Al
the message header i ] dtip - Protected avedtothisP : by O
from Chloe Pauley in File Home Insert Draw Design Layout References Mailings Review View Dictation Help R Tellme ®
the |nbOX message @ PROTECTED VIEW  Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer ta stay in Pratected View. ‘ Enable Ed\tmgﬁ'l x
ers Her
i . T R R KRR RS KERA SRR, — -
list to select the | =
. outl %
email message and
display its contents : ——— §
. . : G g v <
in the Reading Pane. : . s field trip to one 8
e Double-click the . ; y . . of our local tech fient %
attachment in vl A . ¥ 3 iy giants to see <« document | £
the Reading Pane : . : b S
o -
¢ th 9 £l “ £ might interest Q
O open eTlle i 1 (o]
. : - > you! g
attachment in ] S
. o ¥
Microsoft Word 5 2
. . 1 o
in Protected View b
. Page 10of 1 31 words ! ] + 100% ~
(Figure 1-26). \ <
9 depending on Microsoft
Word sgttlj‘rtlgs, Navigation Figure 1-26
e Click Close to close pane might appear
the Word file.
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To Print an Email Message

Occasionally, you may want to print the contents of an email message. Why? A bard copy of an email message
can serve as reference material if your storage medium becomes corrupted and you need to view the message when your
computer is not readily available. A printed copy of an email message also serves as a backup, which is an additional
copy of a file or message that you store for safekeeping. You can print the contents of an email message from an
open message window or directly from the Inbox window.

You would like to have a hard copy of Chloe Pauley’s email message for reference about the upcoming
tech field trip. The following steps print an email message.

e If necessary, click Home on the ribbon to display
the Home tab.

Attachment Tools Inbox - Jackson.Torborg@outlook.com - Qutlook

Folder View Help Attachments Q Da Copy to do Quick Pri
i i . : - % Quick Print «—— Quick Print
e In the message list, right-click the Chloe Pauley E o @ BB Pl command
message header to display a shortcut menu that [ W= Seect B 1 Repya
bmputer Save to Cloud Selection M —>  Forward

presents a list of possible actions (Figure 1-27).

Mark as U d
Search Current Mailbox ,O Current Mai = sl Lo

B8 Caegorize  + eld Trip
Al Unread ByDate~ M Follow Up »
H . H S Chloe Pauley <chloe.pauley@outl
e Click the Quick Print command on the shortcut v Yesterday B Erdiceted > Y DELTEY
- o jackson.torborg@outlook.com
menu to send the email message to the Yumi Mori 7 Quokdteps ¥
A Giant Tech Company Event Wed 321 .. B2, Rules » KEF" -
currently Selected prlnter. 2 Jackson, Please forward the B i ;
Zion Gibson OneNote
Field Trip Information ~ Wed 3:07 PM \ message shortcut
Jackson, Do you have more S lgnore —
5 Junk ) organizin| nuary.
Chloe Pauley @ ]E Delete
Tech Field Trip Wed 2:10 PM o
Jackson, Thanks for B Archive.. by
A % i Events Director
Disrupt Rockland Code Squad

Chloe Pauley
message header

Figure 1-27

Using the Outlook People Pane

Outlook provides a means of viewing email history, attachments, and meetings
associated with each sender in the Reading pane. The People Pane accesses
information about each of your contacts. The People Pane can display the photos and
contact information of the email sender and recipient at the bottom of the Reading
Pane in one location.

To Change the View of the People Pane

By default, the People Pane is not displayed in the Reading Pane. By changing the People Pane to the
Minimized setting, the contact information is displayed as a one-line bar below an open email message and does
not take up a lot of room in the Reading Pane or open message window. To view more details, you can change
the People Pane view to Normal. Why? When you are reading a message in Outlook, you can use the People Pane to
view more information about the contacts associated with the message, such as the senders and receivers of the message. The
following steps change the view of the People Pane.
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o

e Click View on the ribbon to display the View tab.

Managing Email Messages with Outlook Outlook Module 1 OUT 1-21

o Click the People Pane button (View tab | People Pane group) to display the People Pane gallery (Figure 1-28).

Attachment Toals
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Experiment

o Double-click the first contact picture in the People Pane. A contact card opens that displays the contact information.

Figure 1-29

When you are finished, click Close to close the contact card.

o Click the People Pane button (View tab | People Pane group) to display the People Pane gallery.
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e Click Minimized in
the People Pane
gallery to collapse

the People Pane into
a single line below

the Reading Pane
(Figure 1-30).
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Figure 1-30

CONSIDER THIS %

CONSIDER THIS %

How do I reposition the Reading Pane using the Tell me what you want to do search tool?

e Click the 'Tell me what you want to do’ text box, and then type Reading Pane.

e Click the Reading Pane matching text option to display the Reading Pane options.

e Click Bottom in the Reading Pane options to place the Reading Pane for all mail folders at the bottom of the window.

* Using the ribbon, click the Reading Pane button (View tab | Layout group) to display the Reading Pane gallery.

e Click Right in the Reading Pane gallery to return the Reading Pane to the right side of the Outlook window for all mail

folders.

Responding to Messages

When you receive a message, you can send a reply to the sender. You also have the
option to forward the message to additional people.

How should a formal business response differ from a close friend’s response?

e An email response you send to an instructor, coworker, or client should be more formal than the one you send to a close
friend. For example, conversational language to a friend, such as “Can’t wait to go out!” is not appropriate in professional

email messages.

¢ A formal email message should be businesslike and get to the point quickly. An informal email is more conversational and

friendly.

e Most professionals are required to sign a contract with their employer that states that the company has the right to access
anything on the employee’s work computer, so do not send personal email messages using company email services.

e All standard grammar rules apply, such as punctuation, capitalization, and spelling, no matter the audience.
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When responding to email messages, you have three options in Outlook: Reply,
Reply All, or Forward. Table 1-2 lists the response options and their actions.

Table 1-2 Outlook Response Options

Response Option Action

=
b
=)
T
o
=
<
o
o
=}
=}
o

Reply Opens the RE: reply window and sends a reply to the person who sent the
message.

Reply All Opens the RE: reply window and sends a reply to everyone listed in the message
header.

Forward Opens the FW: message window and sends a copy of the selected message to
additional people, if you want to share information with others. The original
message text is included in the message window.

You reply to messages you already have received. You can forward an email
message to additional recipients to share information with others. Based on the
situation, you should request permission from the sender before forwarding a message,
in case the sender intended the original message to remain private. When forwarding,
you send the message to someone other than the original sender of the message. A
reply sends the message to the person who sent the message.

To Reply to an Email Message

When you reply to an email message, the email address of the sender is inserted in the To box
automatically. If you select Reply All, the To box automatically includes the sender and the other people who
originally received the message (except for those who originally received a Bce message).

In an email message, a local teen named Zion Gibson has requested that Jackson send him information
about the tech field trip. The following steps reply to an email message. Why? When replying to a colleague,
responding in a professional manner in an email message indicates how serious you are about your role and enhances your
reputation within the organization.

1)

e Click Home on the ribbon to display the Home tab.

o Click the Zion Gibson message header in the message list to select it and display its contents in the Reading Pane
(Figure 1-31).

L

@:‘ T = Inbox - Jackson Torborg@outlook.com - Qutlook
File Home Send / Receive Folder lew Help Q@ Tell me what you want to do
IS 1] . Search Peopl
~ % & lgnore m E‘ @ «)WJ E SiMecting | [ Moveta:? ~> To Manager E];I % @ﬂ £ Unread/ Read | | Search People A}) Hél_
I Clean Up - EA Team Email +/ Dene B8 Categorize - [B] Address Book
New New Delete Archive | Reply Reply Forward e /o 5 e — | Move Rules OneNote Read Get
Email ftems= | s&Junk= Al u Ay & Lol Eeis 1w & - - P8 Follow Up ~ % FilterEmail = | Apud | Add-ins
New | Delete Respond | Quick Steps rl Move | Tags | Find | Speech | Add-ins | A
i Respond /rssarch Current Mailbox O ‘ Current Mailbox v| . . .
~ Favarites group Field Trip Information
Drag Your Favorite Folders Here Al Unread ByDatev T
= Zion Gib ion.gib: jokicom: | "2 Fel | %) Rep displayed
o : ion Gibson <zion.gibson@outlook.com: message displaye:
4 My Outlook Data File b ij To jackson.torborg@outlook.com in Reading Pane
Yumi Mori
v Folders Giant Tech Company Event Wed 3:21 .. Jackson,
e 2 Jackson, Please forward the c
o
Drafts Zion Gibson Do you have more information about the upcoming tech company field trip? | am very interested in learning ;
Sent ltems Zion Gibson ol Ficld Trip Information I:? Wed 3:07 PM [il] more about the opportunities in the tech field. 3
Deleted tems | MeSsage header Jackson, Do you have more ‘g
e - i Zion Gibson g
: oe Pauley Data Science Major <
Conversation History Tech Field Trip Wed 2:10 PM Kland Coll ©v
Jackson, Thanks for Rockland College <
Junk Email ‘ 5
Outbox g
~
RSS Feeds [
4
Search Folders Qo
[]
>
©
L ————— e —————————— e ————————R e —————— >

Figure 1-31
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(2]

e Click the Reply
button (Home tab |
Respond group) to
reply to the message
in the Reading Pane

Pop Out button;
yours might appear
in a different

location

Outlook

Compase Tools Inbox - Jackson.Torborg@outlook.com -

View Help

Message

B

Address Check
Book MNames

Q  Tell me what you want to do
@ @Z @ | Highlmportance | == E=m ) D g
1
| LowImportance ER 53\ A ¢ () D
Dictate View

Attach Attach Signature Becc From Read Check
Filer Item - i Aloud | Accessibility = Templates

Text [ MNames Include Tags | Show Fields Speech | Accessibility | Voice | My Templates ~
(Figure 1-32). Scarch Cunrent Mailbox O | Current Mailbox - [ Discard  [¥] Pop Out
All Unread ByDatex T B> To Zien Gibsen <zien.gibson@outlosk.com>
v Yesterday
Send Ce
Yumi Mori

Giant Tech Company Event Wed 3:21 ...
Jackson, Please forward the

Subject RE: Field Trip Information RE: represents reply

[Draft] Zion Gibson

Field Trip Information Wed 3:07 PM
Jackson, Do you have more
From: Zion Gibson <zion.gibson@outlock.com>
Chioe Pauley Sent: Wednesday, November 21, 2021 3:07 PM
= original message
Tech Field Trip Wed 2:10PM To: jackson.torborg@outlook.com 9 9

Jackson, Thanks for Subject: Field Trip Information

Jackson,

Do you have more information about the upcoming tech company field trip? | am very interested in learning
more about the opportunities in the tech field.

Zion Gibson

Data Science Major
Rockland College

Zion Gibson Fieid Trip Information

wavebreakmedia/Shutterstock.com

apnected to: Microsoft Exchana

Figure 1-32

RE: Field Trip Information —
Message (HTML) window

(3]

e Click the Pop Out
button to display
the RE: Field Trip

ell e ubotuo o

RE: Field Trip Information - Message (HTML)

File Message Insert Options Format Text Review Help Q  Tell me what you want to do
Information - ; e e :

fﬁ Calibri(Boc = |11+ A" A" == fo ,Q\% &A&E(h File F:J fellowrllp @J D
Message paste 1 BIU|2-A-El== 5 | Addes Check Attxch e & Sifoblmedtance Sl .o I S

- = =" === = = | Book Names | [¥ Signature~ J Low Impartance - Templates

(HTML) window
(Figure 1-33).

Basic Text ] Names

Clipboard Include Tags % Voice | My Templates ~

P To Zion Gibson <zion.gibson@outlook.com>

< | Why does RE: appear
o I

o| at the beginning of
the subject line and
in the title bar?

The RE: indicates this

Send Ce

Subject  RE: Field Trip Information

From: Zion Gibsen <zien.gibson@outlock.com>
Sent: Wednesday, November 21, 20213:07 PM

message is a reply

To: jackson.torborg@outlook.com

original message
header

Subject: Field Trip Information

to another message.
The subject of the
original message
appears after

the RE:.

Jackson,

Do you have more information about the upcoming tech company field trip? | am very interested in learning more about the
opportunities in the tech field.

Zion Gibson

Data Science Major

W

Figure 1-33

(4]

o If necessary, click the message area below the message header to position the insertion point at the top of the

message area.
e Type Ziomn, asthe greeting line.

® Press ENTER two times to insert a blank line between the greeting line and the message text.
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e Type As you requested, I have attached a flyer that Ms. Pauley recently
sent me about the Tech Field Trip in January. to enterthe message text.

® Press ENTER two times to insert a blank line between the message text and the closing.

e Type Thanks for your interest, asthe closing, and then press ENTER to move the insertion point to
the next line.

=
O
=)
©
o
=
]
o
o
=}
=}
o

e Type Jackson
Torborg as
signature line 1, and
then press ENTER to
move the insertion
point to the next
line.

File Message Insert Options Format Text Review Help Q Tell me what you want to do

fﬁ; o s i g U Attach File~ | [ Follow Up - @:J [}

A sttachtem- | | High Import
Paste = 5= | Address Check ach fem 3 PIGmPariance | Gitate View

< - Book MNames @S\gnature' \L Low Importance - Templates

Clipboard Basic Text Mames Include Tags o Woice | My Templates

° Type D i a rup t To Zion Gibson <zion.gibson@outlook.com>

Rockland Code i i
Squad assignature Subject  RE: Field Trip Information
line 2, and then press " Zion,
ENTER to move the ! As you requested, | have attached a flyer that Ms. Pauley recently sent me about the Tech Field Trip in January.
insertion point to the : message
. Thanks for your interest, reply text
next line. Jackson Torborg
b Disrupt Rockland Code Squad
e Type Intern as T

SI g n atu re | Ine 3 From: Zion Gibson <zion.gibson@outlook.com>
H Sent: Wednesday, November 21, 2021 3:07 PM

(F ! g ure 1 34) : To: jacksen.terborg@outlook.com

Subject: Field Trip Information

Jackson,

line separates reply
from original message

Jackson Torborg Na tems

wavebreakmedia/Shutterstock.com; ArtOfPhotos/Shutterstock.com

/ All folders BW_
Figure 1-34
Message Formats BTW

Dictating Email
As shown in Figure 1-34, Outlook’s default (preset) message format is HTML Messages

(Hypertext Markup Language), which is a format that allows you to view pictures When you're signed in to
and text formatted with color and various fonts and font sizes. Formatting refers to your Office 365 account,

h ine th f . d h he £ f . turn on your microphone
changing the appearance of text in a document such as the font (typeface), font size, and use the Dictate tool to
color, and alignment of the text in a document. write your email messages.

Before you send an email message, reply to an email message, or forward an tThe D'tCtate tool is available
. . . O Capture your voice In
email message, consider Whl‘Ch message for‘mat you want to use. A message format multiple languages (Message
determines whether an email message can include pictures or formatted text, such as tab | Dictate group).
bold, italic, and colored fonts. Select a message format that is appropriate for your Punctuation can be inserted

by saying the name of the

message and your recipient. Outlook offers three message formats: HTML, Plain .
punctuation mark.

"Text, and Rich Text, as summarized in Table 1-3. If you select the HT ML format,

for example, the email program your recipient uses must be able to display formatted
messages or pictures. If your recipient does not have high speed connectivity, a Plain
Text format is displayed quickly, especially on a device such as a smartphone. Reading
email in plain text offers important security benefits, reducing the possibility of a virus
within the email.
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Table 1-3 Message Formats

Message Format Description

HTML HTML is the default format for new messages in Outlook. HTML lets you include pictures and basic formatting, such
as text formatting, numbering, bullets, and alignment. HTML is the recommended format for Internet mail because
the more popular email programs use it.

Plain Text Plain Text format is recognized by all email programs and is the most likely format to be allowed through a
company’s virus-filtering program. Plain Text does not support basic formatting, such as bold, italic, colored fonts, or
other text formatting. It also does not support pictures displayed directly in the message.

Rich Text Rich Text Format (RTF) is a Microsoft format that only the latest versions of Microsoft Exchange (a Microsoft
message system that includes an email program and a mail server) and Outlook recognize. RTF supports more
formats than HTML or Plain Text; it also supports hyperlinks. A hyperlink can be text, a picture, or other object that is
displayed in an email message.

To Change the Message Format

Why? You want to make sure that your reply message is not blocked by an antivirus program, so you will change the
message format to Plain Text. The following steps change the message format to Plain Text.

0 Format Text tab

e Click Format Text on the ribbon
in the message window to display
the Format Text tab (Figure 1-35).

Message Insert Opticns Format Text, Review Help Q  Tell me what you want to do

| A | AGHTML | Calibri (Bod | = EE
{2 e - (E e
T

i) ‘ AaPainTed | B I U ab x, x| B
=4

|

Paste | Styles Change | Editing | Zoom

% Aa Rich Text | LA AN Aa- v Styles= | 7
8 Lamize 5 romat | Font 5l ml o Syles 5l | ~
ol

To Zion Gibson i itleck.com
o B
Send Cc

Subject RE: Field Trip Information
Zion,
As you requested, | have attached a flyer that Ms. Pauley recently sent me about the Tech Field Trip in January.
H &
Thanks for your interest,
Jackson Torborg

Disrupt Rockland Code Squad
Intern

e Plain Text

e Click the Plain Text button (Format button
Text tab | Format group) to select

Figure 1-35

RE: Field Trip Information - Message (Plain Text)

the Plaln TeXt message formatl Options Format Text Review Help Q  Tell me what you want to do |
which removes all formatting in pawrm | | == Al | (2] |
Aafaniet] | B I Uw x x A | = = = | 2 | e
the message. =t el R el e |
" | | |
° When the MicrOSOf‘t Outlook Clipboard 2 meat‘|\iz:nt | Paragraph | Styles |Szonm ~ 1
Compatibility Checker dialog box - To | Zion GhRomegion -
is displayed, click the Continue Send &
bUtton to Change the formatted Subject RE: Field Trip Information o
text to plain text (Figure 1-36). Jiom, 5

As you requested, | have attached a flyer that Ms. Pauley recently sent me about the Tech Field Trip in January.

< | What happened to the line

g separating the existing message
and the new message?

When Plain Text is selected as the
message format, all formatting
such as text color, font type, lines,
themes, and size is removed.

H Thanks for your interest,

Jackson Torborg

Disrupt Rockland Code Squad

Intern| I
From: Zion Gibson <zion.gibson@outlook.com:
Sent: Wednesday, November 21, 20213:07 PM
To: jackson.torborg@outlock.com

Subject: Field Trip Information

line separating the reply
Jackson, from the original message

| is removed /_\
Figure 1-36
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underline. A red wavy underline means the flagged text is not in Outlook’s main a professional email message,
your clients may think you

dictionary because it is a proper name or misspelled. A green wavy underline indicates 3¢ just sending a quick
the text may be incorrect grammatically. A blue wavy underline indicates the text may ~ message and not giving the
contain a contextual spelling error such as the misuse of homophones (words that are email your full attention
. . . when responding.
pronounced the same but have different spellings or meanings, such as one and won).
Although you can check the entire message for spelling and grammar errors at once,
you also can check these flagged errors as they appear on the screen.
A flagged word is not necessarily misspelled. For example, many names,
abbreviations, and specialized terms are not in Outlook’s main dictionary. In these
cases, you instruct Outlook to ignore the flagged word. As you type, Outlook also
detects duplicate words while checking for spelling errors. For example, if your email
message contains the phrase to the the store, Outlook places a red wavy underline below
the second occurrence of the word, the.

-
=

. . F]
Checking Spelling and Grammar BTW B S
Misspelled Words in K]

Outlook checks your message for possible spelling and grammar errors as you an Email Message =

type and flags any potential errors in the message text with a red, green, or blue wavy When you misspell words in i
o

=)

S

o

BTW

Original Message in Replies

Many email users prefer to reply to a message without including the original email message along with their
response. To remove the original message from all email replies, click File to open Backstage view, and then
click the Options tab. Click Mail to display the Mail options. In the Replies and forwards section, click the ‘When
replying to a message box' arrow, select the ‘Do not include original message’ option, and then click OK.

To Check the Spelling of a Correctly Typed Word

Jackson adds one more sentence to his email message, recalling that Zion is interested in attending the
beginner’s code squad camp. In the message, the tech mentor with the last name of Malick has a red wavy
line below it even though it is spelled correctly, indicating the word is not in Outlook’s main dictionary. The
following steps ignore the error and remove the red wavy line. Why? The main dictionary contains most commion
words, but does not include most proper names, technical terms, or acronyms.

o

o Click after the first sentence in the email message to Zion to place the insertion point, and then press SPACEBAR to
insert a space.

e Type I understand that Rhea Malick, the tech mentor, is personally teaching
at the next coding event. toenterasecond sentence in the message text, and then click a blank spot
in the window to have Outlook mark a spelling error (Figure 1-37).

Why does a red wavy
line appear below
Malick even though

Q&A

As you requested, | have attached a flyer that Ms. Pauley recently sent me about the Tech Field Trip in January. | understand that Rhea Malick, the

the last name is n tech mentar, is personally teaching at the next coding event.
?

Spe”ed COfreCtly. Thanks for your interest,
Outlook places a red Jackson Torborg

. Disrupt Rockland Code Squad 1l lled
wavy line below any - correctly spelle

. . proper name is

word that is not in flagged
. ) L From: Zion Gibson <zion.gibson@outlook.com: —
its main dictionary. Sent: Wednesday, Novemnber 21, 2021 3:07 PM

To: jackson.torborg@outlook.com
Subject: Field Trip Information

Figure 1-37
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(2]

e Right-click the red wavy line below the proper
name to display a shortcut menu that presents

a list of suggested spelling corrections for Ly field trip? | am very interested in learning
the flagged word (in this case, the last name)
(Fl ure 1—38) e Tech Field Trip in January. | understand that Rhea Malick. the
9 ,
i I [No reference informatian
;(5 What if Outlook d'oes not flag my'spelllng and -
©| grammar errors with wavy underlines? : [No reference information]
. . B eflic
To verify that the check spelling anq grammar - -
as you type features are enabled, click the i Add to Dictionary
File tab on the ribbon to open Backstage view = aneretl +————{ lgnore Al
and then click Options to display the Outlook g i”““‘im"”" [T _geeore
Options dialog box. Click Mail (Outlook Options — ) =
d|al(_)g box) and C-|ICk the.Edltor Options button EE—!:& % @E
to display the Editor Options dialog box. In the e - .
‘When correcting spelling in Outlook’ section,
ensure the ‘Check spelling as you type’ check Figure 1-38

box contains a check mark. Click OK two times
to close each open dialog box.

(3]

e Click Ignore All on the shortcut menu to ignore this flagged error, close the shortcut menu, and remove the red
wavy line beneath the proper name.

To Check the Spelling of Misspelled Text

In the following steps, the word event is misspelled intentionally as evnt to illustrate Outlook’s check
spelling as you type feature. If you are performing the steps in this project, your email message may contain
different misspelled words, depending on the accuracy of your typing. The following steps check the spelling of
a misspelled word. Why? The way you present yourself in email messages contributes to the way you are perceived, so you
should be sure to proofread and check the spelling of all communications.

(1)

e Click after the second sentence in the email message to Zion to place the insertion point, and then press SPACEBAR to
insert a space.

e Type Let Ms. T e ey
Pauley know if Subject  RE: Field Trip Information
you have any =
questions about zion,
the field trip As you requested, | have attached a flyer that Ms. Pauley recently sent me about the Tech Field Trip in January. | understand that Rhea Malick, the
evnt to com p | ete tech mentar, is personally teaching at the next coding event. Let Ms. Pauley know if you have any questions about the field trip evnt. T
the message text, Thanks for your interest,
Jackson Torborg
and then press Disrupt Rockland Code Squad
SPACEBAR so that Intern
) flagged
a rEd WaVy | ine From: Zion Gibson <zion.gibson@outlook.com: misspelled word
appears below the Sent: Wednesday, November 21, 2021 3:07 PM

. To: jackson.torl k.com
misspelled word || TorckoliolgmRaioglan  — e

(Figure 1-39). Figure 1-39
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2]

e Right-click the flagged word (evnt, in this case)
to display a shortcut menu that presents a list of
suggested spelling corrections and contextual
definition for the flagged word (Figure 1-40).

=
b
=)
T
o
=
<
o
o
=}
=}
o

nt me about the Tech Fieldtrip in January. |
at the next coding event. Let Ms. Pauley know

< | What should | do if the correction | want to use
g is not listed on the shortcut menu?
You can click outside the shortcut menu to

e Tech Field Tripin January. | understand that ghea Malick, the

you have any guestions about the field trip e\mq:

2 Spelling H event
aceasion, result, happening

suggested
~—— correct spelling
and definition

e
. =} its
close it and then retype the correct word. S X el D
§ 8 EB - vent
Z -
3 é [fy Paste Options: opening, expel, outlet '
é g i) Add to Dictionary
_f\_‘, 5 cume Ignore All
o <
g % shortcut menu O Smart Lookup [H SeeMore
§ ° B Translate id
Y = ~
o
£g @ By X @ »
£ L mwuse e

Figure 1-40

(3]

e Click the correct
spelling on the
shortcut menu (in

Zion,

As you requested, | have attached a flyer that Ms. Pauley recently sent me about the Tech Field Trip in January. | understand that Rhea Malick, the

th IS case, eVent) tech mentor, is personally teaching at the next coding event. Let Ms. Pauley know if you have any guestions about the field trip event.
to replace the I
. . Thanks for your interest,
misspelled word in Jackson Torborg
the email message :Z:::::t Rockland Code Squad
with the correctly red wavy line removed
55 - e Sl and misspelled word
spelled word From:zian tlook.com> e COTected
(Figure 1-41). Figure 1-41
‘ Other Ways
1. Click Review tab (message window), click Spelling & Grammar button 2. Press F7

(Review tab | Proofing group)

Saving and Closing an Email Message

Occasionally, you begin composing a message but cannot complete it. You may
be waiting for information from someone else to include in the message, or you might
prefer to rewrite the message later after you have time to evaluate its content. One
option is to save the message, which stores the message in the Drafts folder for your
email account until you are ready to send it. The Drafts folder is the default location
for all saved messages. Later, you can reopen the message, finish writing it, and then
send it.

To Save and Close an Email Message without Sending It

The tech field trip information that Zion Gibson requested has been drafted, but Jackson is not ready
to send it yet. The following steps save a message in the Drafts folder for completion at a later time. Why? If
you are in the middle of composing a lengthy or important email and get called away, you can save your work so you can
resume it later.
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o

e Click the Save
button on the Quick
Access Toolbar to
save the message
in the Drafts folder
(Figure 1-42).

How does Outlook
know where to store
the saved message?
By default, Outlook
stores saved
messages in the
Drafts folder for
your email account.

Q&A

o

e Click the Close
button on the
title bar to close
the RE: Field Trip
Information -
Message (Plain
Text) window
(Figure 1-43).

How do | know
when a message is a
draft rather than an
incoming message?
The message
appears in the
message list with
[Draft] displayed

in red.

Q&A

Quick Access
Toolbar Close button

RE: Field Trip Information - Message (Plain Text)

= FESava(CtrhS] e Insert Options Format Text Review Help Q Tell me what you want to do A
ew | — g
(tems - EE' X = QQ‘ 0 AttachFile~ | @ Follow Up~ @J | D ‘ v
P liEE cY s
Attach ltem ~ | High Import

pabre 01 B I U |Z-A. ===|=5 | Addes Check gl - AHETRRERNCS Dmte| View
. ¥ 2l &A= ==|= Book MNames | [Zf Signature~ . Low Importance - Templates
rites

Cliphoard 1| Basic Text | Names Include Tags ul  voice |MyTemplates ~
worite Foll

> To Zion Gibson <zion.gibson@outleck.com>
torborg
ers Send Ce
Save buttonl Subject RE: Field Trip Information

t ltem:

Zion,

Figure 1-42

Can | save the message to a location other than the Drafts folder?

To save the message to the Outlook student folder, click the File tab on the ribbon to open Backstage view, and
then click Save As in Backstage view to display the Save As dialog box. Navigate to the Outlook student folder. In
the File name text box, type the name of the message file and then click the Save button. The message is saved with
the extension .msg, which represents an Outlook message.

What should | do if Outlook did not save the message in the Drafts folder?
Click the Home tab, click the Move button, click Other Folder, select the Drafts folder for Jackson Torborg’s Outlook
Data File, and then click OK.

Inbox - Jackson. Torborg@outlook.com - Outlook

Compose Tools

File Home Send / Receive Folder View Help Message Q  Tell me what you want to do
A cut el | QQ mJ @IJZ‘ @ | High Impartance %i @ A))
(13 Copy = v | Low Importance
Paste B I U | &£.A. = ==|z=3= | Addes Check | Aftach Attach Signature Bec  From | Read
> & Format Painter et T | Book Names File= Item - ¥ Aloud Ac
Clipboard &l Basic Text | MNames | Include | Tags | Show Fields Speech | Ac

Search Current Mailbox O | Current Mailbox =

~ Favorites

Drag Your Favarite Folders Here Draft ﬂ Unread ByDatev T B Te Zion Gibson <zion.gibson@outlook.com>
message | v Wednesday

4 My Outlook Data File | o Send Ce
# Yumi Mori
~ Folders : 5
F'mt e oy e W 220 Subject RE: Field Trip Information
ackson, Please forward the
Inbox 1
Drafts 1
o [Draft] Zion Gibson I} Zion,
Sent ltems Field Trip Information Wed 3:07 PM
Deleted ltems adsonrhioynubmemors As you requested, | have attached a flyer that Ms. Pauley recently sf
A - = o understand that Rhea Malick, the tech mentor, is personally teachi
Lhioe Baloy you have any questions about the field trip event.
Conversation History Tech Field Trip Wed 2:10 PM
Jackson, Thanks for
Junk Email Thanks for your interest,
Outbox Jackson Torborg
RSS Feeds number of messages Disrupt Rockland Code Squad
in the Drafts folder Intern
Search Folders

From: Zion Gibsen <zion.gibson@outlook.com>
Sent: Wednesday, November 21, 2021 3:07 PM
To: jackson.torborg@outlos

Figure 1-43

To Open a Saved Email Message

The following steps open the message saved in the Drafts folder. Why? By default, Outlook saves any email
message in the Drafts folder every three minutes. You can also save a message and reopen it later.
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e Click the Drafts folder in the Navigation pane to eI e e
dlsplay the message header fOr the Zion Gibson File Home Send / Receive Folder View Help Message Q' Tell me what you want to do
email message in the message list (Figure 1-44). E}gcm oA A Al = P

[3 Copy =
. Paste T ddress Check Attach Attach Signature
< | What should | do if the message does not e BIU[Z-A [ message header [Fook temes | e tan- =%
g appear In my Drafts folder7 Clipboard & Basic Te Names Include
If the message does not appear in the Drafts ~ Favorites S Ll
-folder’ return tO the |thX, and then C|iCk the Drag Your Favorite Folders Here All nread By Datew T E}
message header in the message pane. .+ My Outlook Data File ﬁ‘[‘j’;if;“::i’:lmmm MEZ Send
Drafts Gt akiae Zion, Asyou requested, |
folder |\ Inbox 1
> Drafts 1 T
Zion,
Sent ltems
Deleted ltems Draft As you req d
TR message understand that

ou have any qu
Conversation Histary ¥ 'y

Figure 1-44

(2]

e Double-click the Zion Gibson
message header in the Dr‘af‘ts - RE: Field Trip Information - Message (Plain Text)
folder to Open the email message File Message Insert Options Format Text Review Help Q Tell me what you want to do
(Figure 1-45). ﬁ & S = Q\% | O attachFile- | P Follow Up~ @ l:'}

7 attach ltem= | | High Import:
pacte B ) = = — | == = | Address Check BeLIR o EATRRIENSE e e | Wil
B = — — — | Book Names | [¥fSignature~ | LowImportance - Templates

Clipboard 1 | Basic Text | Names Include Tags 5 Voice |MyTemplates|

Zion Gibson <zion.gibson@eutlook.com>

Subject  RE: Field Trip Information

Fion, I

As you requested, | have attached a flyer that Ms. Pauley recently sent me about the Tech Field Trip in January. | understand that Rhea Malick, the
tech mentor, is personally teaching at the next coding event. Let Ms. Pauley know if you have any questions about the field trip event.

Thanks for your interest,
Jackson Torborg

Disrupt Rockland Code Squad
Intern

saved message opened

From: Zion Gibson <zion.gibson@outleok.com>
ERs0nE from Drafts folder

Sent: Wednesday, November 21, 2021 3:07 PM
To: jackson.torborg@outlook.com
Subject: Field Trip Information

tackenn
JacksonTorborg No'tms

Figure 1-45

To Attach a File to an Email Message

"To share a file such as a photo, flyer, or business document through email, you attach the file to an email
message. Outlook does not have a predefined file size limit for attachments, but an email service provider may
restrict the size of incoming attachments or the size of the email mailbox. Very large email attachments may be
rejected by the recipient’s email service provider and returned to the sender as undeliverable. Consider storing
large files in OneDrive and sharing a link to the file within an email.

Before you send the email message to Zion, you need to attach a file of a flyer describing the informational
meeting about the field trip. The file may be listed on a Recent Items listing when the Attach File button is
clicked, or you can browse web locations or the local PC for the file attachment(s). The following steps attach a
file to an email message. Why? Attaching a file to an email message provides additional information to a recipient.
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o Insert File
dialog box Message tab Attach File
e Click the Attach File button button
1
(Message tab | Include group) to JE
dISp|ay a ||St|ng Of Recent Items_ Jul il Message  Insert Options Format Text Review  Help Q@  Tell me what you want to do
H : . = Q Q | O attachFile- | B Follow Up-
e Click Browse This PC and navigate ED o i A ffﬁ BAattach tem~ | | HighImportance DL% VD
L aste PR = = = ress Chec ictate ew
to the folder contalnlng the Data - ¥ Book Mames | [ Signature~ | LowImportance - Templates
. . . . Clipboard 1 Basic Text Names Include Tags 5l voice |y Templates ~
Files for this module (in this case, =y
the Module folder in the Outlook1 B> « v 4 || « DataFiles » Outlookl > Module v|® | | SearchMod Include group
folder in the Data Files folder) send P — - @ ©
(Figure 1-46). . — - &
e 5] SC_OUT_1_Fieldtrip.docx =
zion, = SC_OUT_1-pst Outlook1 > Module
L B 3D Objects el
As you requested, || > [ Desktop #a Malick, the
tech mentor, is pers @ ey % It
Thanks for your inte > & Downloads
Jackson Torborg > Music
Disrupt Rockland Cg [&] Pictures
Intem, > [E videos
From: Zion Gibson 4 7 = Windows (C)
Sent: Wednesday, N £ SDHC (D)
To: jackson.torborgt o ey s v < b3
Subject: Field Trip In
File name: | [AllFites -
Iarkean st
Jackson Torborg Nofems. Teols e E !::i ;

12

e Click the document SC_OUT_1_
Fieldtrip.docx to select the file

Figure 1-46

ou want to do

RE: Field Trip Information

to attach. Fle  Message  Insert  Options  FormatText  Review
e Click the Insert button (Insert File fﬁ - = = allln &5
Paste E BT U |£.A. === =5 | Addres Check

el S T Book MNames

dialog box) to attach the selected
file to the email message and
close the Insert File dialog box
(Figure 1-47).

< | What should | do if | saved the

g field trip document to include my
last name in the filename?
Select that document and then
click the Insert button.

666 KB

lZ\on,

SC_OUT_1_Fieldtrip.docx

Basic Text Mames

Zion Gibsen <zion.gibson@outlook.com>

Subject  RE: Field Trip Information

Word document

v —
file attachment

- Message (Plain Text)

Help

Q' Tell me what you want to do

U AttachFiler | [ Follow Up - L_[,]_J D
87 Attach ltem - | High Import

ach ltem | High Importance | = sl
[Zf Signature - . LowImportance - Templates

[ Wy Templates

Voice

Include Tags

I

As you requested, | have attached a flyer that Ms. Pauley recently sent me about the Tech Field Tripin January. | understand that Rhea Malick]
tech mentor, is personally teaching at the next coding event. Let Ms. Pauley know if you have any questions about the field trip event.

Figure 1-47

To Set Message Importance and Send the Message

Outlook provides the option to assign an importance level to a message, which indicates to the recipient
the priority level of an email message. Why? When you have a message that requires urgent attention, you can send
the message with a bigh importance level. The default importance level for all new messages is normal importance,
but you can change the importance level to high or low, depending on the priority level of the email message.

A message sent with high importance displays a red exclamation point in the message header and indicates to
the recipient that the message requires a higher priority than other messages he or she might have received. The
low importance option displays a blue arrow and indicates to the recipient a low priority for the message. The
following steps set the high importance option for a single email message and to send the message.
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o

e Click the High
Importance button
(Message tab | Tags
group) to add a

Close button

Folder

View aryou want to do

High Importance
button
i =t A RE: Field Trip Information - Message (Plain Text)

File Message Insert Options Format Text Review Help Q Tell me what you|want to do 7 Filte

=
b
=)
T
o
=
=
o
o
=}
=}
o

Eﬁ % Kol ’QQ | O attachFies | PO FollgUp~ ‘ L!J | [H’ [ i
igh i o gt * | [ vigh importance,
high importance Paste LD B I U |2 A. === x5 | Addes Check Bt avnch e | [ [l Dictate  View

R | = = =1==| Book Names | [&Signature~ | Low Importance - Templates

level (a red
exclamation point)
to the email message
(Figure 1-48).

Basic Text Mames Include Tags G Voice | My Templates

Zion Gibson <zion.gibson@outlook.com>

Send e Tags group

T Subject RE: Field Trip Information

SC_OUT_1_Fieldtrip.docx
666 KB

Send button

When does a

red exclamation
point appear in a
message with high
importance?

The red exclamation
point appears in the message header when the message is received.

Q&A

Figure 1-48

How would | set a low importance to an email message?
Click the Low Importance button (Message tab | Tags group).

o

o Click the Send button in the message header to send the email message.

o If necessary, click Cancel to close the Microsoft Outlook dialog box and then click Close to close the message
window.

A message appeared that states ‘No valid email accounts are configured. Add an account to send email’. What does
this mean?

The SC_OUT_1-1.pst Data File is an Outlook Data File, which cannot send an email message. If you are using the
SC_OUT_1-1.pst Data File, the sent message remains in the Drafts folder unless you configure an email account. You
can set up and configure your own email address in Outlook to send an email message.

Q&A

What happens to the actual email message after | send it?

After Outlook closes the message window, it stores the email message reply in the Outbox folder while it sends the
message to the recipient. You might not see the message in the Outbox because Outlook usually stores it there only
briefly. Next, Outlook moves the message to the Sent Items folder. The original message in the message list now
shows an envelope icon with a purple arrow to indicate a reply was sent.

Can you place a tag in an email message that requests the recipient to respond within a certain time
period?

e If you are sending an email message that requires a timely response, you can click the Follow Up button (Message tab | Tags
group) to insert a flag icon indicating that the recipient should respond within a specified period of time.

* Based on your expected response time, you can select the Follow Up flag for Today, Tomorrow, This Week, Next Week, No
Date, or Custom.

CONSIDER THIS %

To Forward an Email Message

When you forward an email message, you resend a received or sent email message to another recipient.
Yumi Mori, the Community Outreach coordinator, sent Jackson an email message requesting that she forward
Ms. Pauley’s email message about the field trip to advertise on their website. Jackson adds Ms. Pauley as a
courtesy copy (cc) recipient to make her aware that Yumi is receiving a copy of her email message. The following
steps forward a previously received email message. Why? Forwarding sends an email to someone who was not on the
original recipient list.
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(1)

e Click the Inbox folder to display the Inbox messages.
e Double-click the Yumi Mori message header and read her message requesting information about the tech field trip.
e Click the Chloe Pauley message header in the message list to select the email message (Figure 1-49).

< | Why do my message headers show times instead of dates?
Outlook shows today’s messages with times in the headers and messages prior to today with dates in the headers.

Forward button

Inbox - Jackson. Torborg@outlook.com - Outlook

File Home Send / Receive Folder View Q Tell me what you want to do
= % IS Ignore m = 5 B ) Etvesting E Movetar 7 — ToManager 4 % @ﬂ EUnread/ Rea
IEZ Clean Up = 2 Team Email " Done oo Categorize
New  New Delete Archive Reply Reply Forward CoMars GJR v & Del +Z c N = Move Rules OneNote
Email hems= | #®unk- Al U | >3 ph e Relele: - Geabe R x = . P Foliow Up~
New Delete = Respond = — = Quick Steps Yumi Mori Move Tags
= | Search Current Mailbox O | current Mailbox + | message header
it
INbOX |, Foycrite Folders Here All Unread By Date v
folder v Wed e Chloe Pauley <chloe.pauley@outlook.cor
\Vly Outlook Data File £ To jackson.torborg@outlook.com
Yumi Mori I 1
Folders Giant Tech Company Event Wed 3:21 PM |. 1h ket v
o Jackson, Please forward the 666 KB
Drafts 5 2
Zion Gibson o Jackson,
Sent ltems Field Trip Information Wed 3:07 PM
S Jackson, Do you have more g
SRS Thanks for organizing the tech field trip in January. | have atta I¥]
1 7
Archie Chloe Pauley [UREER Syant 5]
Conversation History Tech Field Trip I} Wed 2:10 PM ml §
e Jackson, Thanks for \ Chloe Pauley 2
§ " =}
it Events Director 5
RSS Feeds your message list might show g
Coepr s rinees Chloe Pauley dates instead of times =
©
message header IS

Figure 1-49

(2]

e Click the Forward
button (Home tab |

5 Tech Field Trip - & (HTML)
Respond gI’OUp) to ] FW: Tech Field Trip - Message (HTML)
dISplay the message Message Insert Options Format Text Review Help Q Tell me what you want to do
i i « { ) - [0 Attach File - P Follow Up -
in the Reading Pane | C A =i R b 8 E';

(Flgure 1_50). ! R 2 = o ) attach Item ~ | High Importance Dottt View
“ 3

Book MNames QS\gnature' \l, Low Importance = Templates

Mames Include Tags | Voice | My Templates |

\ Cc (Courtesy
<ch Field Trip

copy) text box

SC_OUT_1_Fieldtrip.docx

~

FW: for

forWard :

From: Chioe Paul file attached  flook.com>
. Sent: Wednesday automatically p:1opm

To: jackson.torborg@outiook.com

Subject: Tech Field Trip

Jackson,

Thanks for organizing the tech field trip in January. | have attached a flyer promoting the Tech Giant Field Trip event.

Chloe Pauley
Ewvents Director

original message

Figure 1-50
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(3]

e Click the To text
box, and then

Folder

Search Peopl

=
0
=)
©
o
=
=
o
o
=}
=}
o

type yumi.morie
outlook.com File Message Insert Options Format Text Review Help Q Tell me what you want to do o
. g ST
(with no spaces) as p ﬁn] Ol B W AtachFile- [ Follow Up - D
the recipient's email Fold Paste I B I Address Check B attach ttem - ' HighImportance Dictate View
Rk PR § Book MNames QSlgnature' J,Lowlmportance - Templates
address Clipboard 1 Basic Text [Fl MNames Include Tags | Voice |MyTemplates -~
g@o
° C|iCk the CC text E’ To yumimeri@outlook.com 1
box, and then type 1 P [ —— To and Cc email
chloe.pauley@ addresses
i Subject  FW: Tech Field Trip
outlook.com (with
no spaces) to send B S rdes
a courtesy copy to
. - reply area above
inform the original original message
SEnder that you From: Chloe Pauley <chloe.pauley@outlook.com>
. " Di| Sent: Wednesday, November 21, 20212:10 PM
are fOrWardlng ! To: jackson.torborg@outlock.com
her email message .
(Figure 1-51). .
Figure 1-51
5 Why does the
o | original message appear in the message area of the window?

By default, Outlook displays the original message below the new message area for all message replies and forwards.

©

Experiment

e Click the Bcc button (Message tab | Show Fields group) to display the Bcc (Blind carbon copy) text box. When you
are finished, click the Bcc button (Message tab | Show Fields group) again to hide the Bcc text box.
e Click the message area above the original message text, type yvumi, asthe greeting line, and then press SPACEBAR.

o If necessary, right-click Yumi and then click Ignore All to remove the red wavy line.

® Press ENTER two times to enter a blank line before the message text.
e Type Per your request, I am forwarding the email and field trip flyer from Ms. Pauley
about the tech field trip event. to enterthe message text.

View

Folder

® Press ENTER two
times to place a
blank line between
the message text

Tech Field Trip - Message (HTML)
FW: Tech Field Trip - Message (HTML)

Q Tell me what you want to do

File Message Insert Options Format Text Review Help

and the Slgnature fﬁ il ciriacn s = ’Q\% U AttachFile= | [ Follow Up - @_J D

: S B Attach ltem - | High Importance :

lines. Paste BT Ul#2.A. B==|c 5 | Addes Check Dictate View
- ¥ = =" === == Book Names | [¥Signaturer . Low Importance - Templates

Gl Voice |MyTemplates

Include Tags

Names

Basic Text

e Type Jackson
Torborg as
signature line 1,
and then press
ENTER to move the
insertion point to
the next line. =

yumi.mori@outlook.com
chloe.pauley@outlook.com

FW: Tech Field Trip

Subject

| SC_OUT 1 Fieldtripdocx
666 KB

A

Yumi,
e Type Disrupt : -
Per your request, | am forwarding the email and field trip flyer from Ms. Pauley about the tech field trip event. greeting, message,
Rockland Code s E <—— and signature
Di entered
Squad, and then kSO TLOTE
Disrupt Rockland Code Squad ‘

Intern

press ENTER.

e Type Intern as
the third line of
the signature to
represent his title (Figure 1-52).

From: Chloe Pauley <chloe.pauley@outlook.com>
r 21, 20212:10 PM

Figure 1-52
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Does Outlook automatically forward the attachment to the recipient?

<
g Yes. Outlook automatically adds the attachment to the forwarded message unless you choose to remove it.

e Click the Send button in the message header to forward the message.

e If necessary, click Cancel to close the Microsoft Outlook dialog box.

Organizing Messages with Outlook Folders

To keep track of your email messages effectively, Outlook provides a basic set of
folders, which are containers for storing Outlook items of a specific type, such as
messages, appointments, or contacts. Email is supposed to help you be more efficient
and save time, but if you do not manage it effectively, you can quickly become
overloaded with messages. The Inbox is an email folder that stores your incoming
email messages. Instead of leaving all of your incoming messages in the Inbox, you
can create additional folders and then move messages to these new folders so you can
organize and locate your messages easily.

To Create a New Folder in the Inbox Folder

By creating multiple folders within the Inbox folder, and then organizing messages in the new folders, you
can find a specific email message easily. The following steps create a folder within the Inbox folder. Why? Folders

provide an efficient method for managing your email.

o New Folder button Folder tab

e If necessary, click
Home Send / Receive Folder View Help Q  Tell me what you want to do

Outlook

ook.com -

the Inbox folder to
select it. 2 Copy Folder et Up Faltier
E E—| E—w I:'_—\ ;c py Fold @ E‘D % I3 Clean Up Fold P l_zlg E&

T Delete All

H Mark All Run Rules  Show All _ Folder dialog box AutoArchive  Folder Fol
e Click Folder on the X asRead Now FoldersAtoZ [ Recover Deleted | 9 Settings  Permissions Prop
ribbon to d|5p|ay the I3 mew Actions Clean Up /Ates Online View Properties
Folder tab. . Search Current Mailbox /O Current Maif= 1
i /lmotites —| Create New Folder » X
. Draf) Your Favorite Folders Here All " Unread By Date
e Click the New Folder — Home: biey 1
New . ~ Wednesday Name text box
button (Folder tab utlook Data File [ Maskoaslenel |
group Yumi Mori Folder contains: 1:06 BM.
| New group) to lders. Giant Tech Company Event Wed 3:21 PM| | Mail and Post Items ~
o Jackson, Please forward the
display the Create Select where to place the folder:
play . Riaths Zion Gibson o~ £3 JacksanTorborg@outiook.com A
New Folder dialog Sent tems e et e =1 inbox
. it Jacksen, Do you have more (¢ Drafts
box (Figure 1-53). L] sent tems
Archive [ Deleted items .
Chloe Pauley b - ] Archive in January. | have atta
Conversation History Tech Field Trip Wed 210 PM| > [ Calendar
| Inbox folder I Junk Email ks, Thanksfor 5 A% Contads
> [ Conversation History
Hrkbox [ Journal
RSS Feeds 52 Junk Email o
Search Folders Cancel

i P.Q aes Chloe Pauley Noltems

Figure 1-53
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e Click the Name text box, and then type Field olders Ato Z Favorites §s Permission
Trip to name the folder within the Inbox Clean Up Favorites | Online View Properties
folder. on O | current Maip= |

. i Create New Folder X
o |f necessary, click the Folder contains arrow, ByDate v |
. . . . ame:
and then click ‘Mail and Post Items’ in the list to fmder name |FieldTrip R e mionksr
place only email messages in the new folder. ——— "
: 1:06 )
; f ' ny Event Wed 3:21 PM| | Mail and Post Items ] Folder contains

o If necessary, click Inbox in the ‘Select where to e arrow

place the folder’ list to place the new folder acledwherele placeihic iblace
eils . (j M. E& Jackson.Torborg@outlook.com ~
within the Inbox folder (Figure 1-54). — = mboxb) i Inbox folder I
ve more ¢ Drafts
D Sent Items
b — % ::!:it:: ftems b in January. | have at
Wed Z10PM) | » > [7] Calendar
/ » A= Contacts
> D Conversation Histary
your folders might appear [ Journal
in a different order 2 Junk Email v
[k ]| canca |
Y

Figure 1-54

3]

e Click OK to create the Field Trip folder within e e
the InbOX and Close the Create NeW FOIder File Home Send / Receive Folder  View Help Q Tell me what you want to do
dialog box. B4 Copy Folder A I3 Clean Up Folder~
H R H ;D ET E_‘ I::‘ t i Mr%qu RER_|[>| Shz Al e
o If necessary, click the Inbox to view the Field L Pereepoer || o e [l Reeser D s
Trip subfolder (Figure 1-55). New Actions Clean Up
1 H H . v E it ‘ Search Current Mailbox O | Current Mailbox = .
< | Why is the Field Trip folder indented below the avorttes Tech Field
o Drag Your Favorite Folders Here Al Unread ByDate~ T
o | Inbox folder? W g Chlo
The Field Trip folder is stored within the Inbox 4My Outlook Data File R Te i
i i i i Foklers ent Wed 321PM Doudorwared
folder. Outlook indents the folder in the list to T Field Trip folder [fe "~ g
indicate that it is within the main folder. bl ke
Zion Gibson
Drafts Field Trip Information Wed 307 PM
Sl Jackson, Do you have more Jackson,
Deleted ltems Chioe Pauley [ Thanks for org
Archive Tech Field Trip Wed Z10PM event.
Conversation Histary Jackson, Thanks for
Junk Email Chloe Pauley
Bt Events Director
Disrupt Rockland
RSS Feeds
ﬁm\/_\/_\_}

Figure 1-55

To Move an Email Message to a Folder

Organizing important email messages about the tech field trip event into the Field Trip folder saves time
when you search through hundreds or thousands of email messages later. Specifically, you will move the message
trom Chloe Pauley from the Inbox folder to the Field Trip folder. In this case, the Inbox folder is called the
source folder, and the Field Trip folder is called the destination folder. A source folder is the location of the
document or message to be moved or copied. A destination folder is the location where you want to move
or copy the file or message. The following steps move an email message into a folder. Why? By organizing your
emails into topical folders, you can access your messages easily.
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o

e In the Inbox folder (source folder), click the Chloe Pauley message header in the Inbox message list to select the
email message.

e Click Home on the ribbon to display the Home tab.
e Click the Move button (Home tab | Move group) to display the Move menu (Figure 1-56).

@J - = Inbox - Jackson.Torborg@outlook.com - Outlook
File Home Send / Receive Folder View Help @ Tell me what you want to do
IS Ignore i 7 > Unread/ Read | | Search People +
= % Slo @ =] 5 & [ Eetveeting E Move ta: 7 To Manager ™ % = Aa) s
I5Z Clean Up ~ ™ Team Email + Done B8 Categorize - [B] Address Book
New  New Delete Archive | Reply Reply Forward g P 2 ~ | Move Rules OneNote : Read Get
Email ltems - | SSlunk~ Al e s Repyfheite: _FiGieasibw, L= i - PO Followup~ | 7 FiterEmail~ | Al | Add-ins
Mew Delete Respand ck Steps G Field Trip nd Speech | Add-ins
—_—————— eld Trip folder
. | Search Current Mailbox  § . . Tl Other Folder..
~ Favorites Tech F|e1dTr|p " Move menu
B Copy to Folder..
Drag Your Favorite Folders Here All - Unread By Datev T
= il Tl Always Move Messages in This Conversation... % ReplyAll | — Forward
At oe Pauley 4 —
4 My Outlook Data File To jacksen.torborg@outiock.com Wed 11/21/20212:10 PM
Yumi Mori S
You forwarded this message on 11/23/2021 1:06 PM.
v Folders Giant Tech Company Event Wed 321 PM ® .
S ke < Inbox Jackson, Please forward the SC_OUT_1_Fieldtrip.docx
folder 666 KB
Field Trip . =
Zion Gibson
Drafts Field Trip Informaticn Wed 3:07 PM ke
5, Jackson, Do you have more Jackson,
ent ltems
Delereditems) Chloe Pauley B> Thankg Chloe Paule ield trip in January. I have attached a flyer promoting the Tech Giant Field Trip
Archive Tech Field Trip Wed 2:10 PM —event] h yd
. Jackson, Thanks for message heaaer
Conversation History
Jonk Email Chloe Pauley

Events Director
Disrupt Rockland Code Squad

Qutbox
RSS Feeds

Search Folders

michaeljung/Shutterstock.com

Figure 1-56

2]

e Click Field Trip on the Move menu to move

Field Tiip - Jackson.Torborg@outlog

the SeleCted message from the source f0|der Home Send / Receive Folder View Help Q@  Tell me what you want to do
inati i [ — w—
_(rlr?bixIZOIder) to the destination folder (Field & & E: U =1 1 & ] Seens D:‘m;ﬁ”l j;Mg
il ; B
rip To er). ENme:I,I It::u:' @ e Delete Archive | Reply R;ﬁ»‘ly Forward 1o 16 Reply ubelte ¥ Creste ew
e In the Navigation pane, click the Field Trip New Detete Respond Quidesteps
folder to display its contents (Figure 1-57). T Search Field Trp P |eremroaer -| | o L ey
. Drag Your Favorite Folders Here Al Unread ByDatew T

< | Can | move more than one message at a time? T g chid
o . . : : ; : = _ =
o| Yes. Click the first message to select it. While MVO“;'DD'(DHIH hile e 0o E
. . . A [y
holding CTRL, click additional messages to select y .FZ e AL g
them. Click the Move button (Home tab | Move rea iy £
group) and then click the destination folder to Dists \ [ g
select it. S Field Trip =
Deleted ltems folder message moved to Thanks for orgal &
. . Archive destination folder S
Can | copy the email messages instead of | pmem— £

moving them?

Yes. Select the message(s) to copy, and then
click the Move button (Home tab | Move group). Click Copy to Folder on the menu to display the Copy Items dialog
box. Select the destination folder, and then click OK to copy the selected message to the destination folder.

Figure 1-57

Other Ways

1. Right-click selected message, point to Move, click folder 2. Click selected message, drag message into destination folder
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Outlook Quick Steps

An Outlook feature called Quick Steps provides shortcuts to perform redundant
tasks with a single keystroke. For example, you can move an email message to a folder
using a one-click Quick Step. You can use the built-in Quick Steps to move a file to a
folder, send email to your entire team, or reply to and then delete an email message.

To Move an Email Message Using Quick Steps

If you frequently move messages to a specific folder, you can use a Quick Step to move a message in one
click. The following steps create a Quick Step to move an email message into a specific folder. Why? Quick Steps

allow you to customize email actions that you use most often.
Move to: ?
Quick Step

1)

e Click the Inbox oo s

]

fOIder in the File Home Send / Receive Folder View Help Q Tell me what you wh
Navigation pane ™ & | EStgnere m = i 5T ouick st i EMDJHD;?% 5 To Manager | ™Y = B | ©Unreads Res

I he Inb T Clean Up - — RuUiCkSteps LS X1 Emai /" Dene B gorize
to select the Inbox New  New Delete Archive | Reply gallery = ) % = Move Rules OneNote

et %junkv e e ‘ Reply & Delete Create New 5 _ £ F Follow Up =
fOIder' New Delete I Respond Quick Steps IT-! Move Tags
° If necessary’ C|ICk S ‘ Search Current Mailbox O |CurrentMa\Ibnx - First Time Setup Lo
Home to Drag Yaur Favorite Folders Here Al Unread ByDatew 1. dialog box
. Inbox Ea First Time Setup 4~ ? X [lookcom:
v Wednesday p
display the folder |,y Outiook Data File .
First Time Setu
Home tab \L v Folders JGia:tTec:‘ Com’p This quick stepl:nnves mail to a specified folder. After this Quick Step is created, you do
TE ackson, Please fof  not have to enter this information again.
e Click Move to: ? Feld Tip S I
in the Quick Steps Drafts Field Trip Informat] ming tech com
R Jackson, Doyouh| Adions
ga”ery (Home tab | Delated [tame Move to folder | Choose folder
QUIC.k StepS grOUp) Archive Mark as read
to display the First Gt kiokey
- . Junk Email _Q tions
Time Setup dialog o =
box (Figure 1-58). RSS Feeds
. e e button
g What should | do if
o | Move to: ? does not Figure 1-58

appear on the Home tab?
Click Untitled Folder (Home tab | Quick Steps group) instead. If necessary, type Move to: ? in the Name box.

9 First Time Setup

o Click the Move to folder arrow (First Time il dialog box -
Setup dialog box) to display the list of available :
folders (Figure 1-59).

al

teps

| Search Current Mailbox O | c.mentmyﬁbux ‘ Field Trip Information

All Unread By Date 2
o s First Time Setup ? % [look.com:
Yumi Mori First Time Setup
Giant Tech Compa  This quick step moves mail to a specified folder. After this Quick Step is created, you do
Jackson, Please fol  not have to enter this information again. Move to
folder arrow
o B :
Fer Ghon Name: [Move to: 7
Field Trip Informat, w’{g tech comp
Jackson, Doyouh| Adions
Move to folder Choose folder
Mark as read o I
1 Field Trip = Field Trip folder
_—
QntiuM CY Other Folder.. —

list of available
folders

[ e

Figure 1-59

Always ask for folder
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13

e Click the Field Trip

folder to create File Home  Send/Receive  Folder  View Help @ Tell me what you wpnt to do g
H S Ignore Bl Field T SToMm @ﬂ ElUnread/ Read | |Search Peopld

a Quick Step that My 2, IO S8 Mo | i, Sove | M @ S gl
Mew  New o g i | s e et = iz Mive Rules Onehote | DR CR1eg0MEe 1

moves a message to Email tems= | SO Junk- Al AMore~ | |3 Reply &uDelete 7 Create New = [ B folowup- | FiterEmaily &
the specified folder_ New Delete Respond Quick Steps B Mave Tags Find g
- <

Search Current Mailbox O | Current Mailbox . . . Q

H v Favorites Field Trip Information <

[ ] Lo
Click the Save button IDrag Your Favorite Folders Here Al Unread ByDatev 7 i 1§ B
(First Time Setup o ;Edn?sday Zion Gibson <zion.gibson@outlook.com> O Reply | G E
4 J To jackson.torborg@outlook.com ©

. 4 My Qutlook Data File E ()
dialog box) to save Yumi Mori ¥ lied to th 11/23/2021 12:31 PM. <]
9 ) ~ Folders Giant Tech Company Event Wed 3:21 PM Qloasshelishitmesmsrari °

the Quick Step and SR Jackson, Please forward the e §

display it in the
Quick Steps gallery (Figure 1-60).

4]

e In the Inbox folder,

CIICk the Yuml Morl File Home Send / Receive Folder View Help Q el ghat you want to do
message header n E = IS Ignore @ E‘ @ @ F|_> 54 Mecting T Field Trip — To Manager E\I;I % @ﬂ 2 Unread/ Re:
the Inb I3 Clean Up - = Team Email ' Done | P
€ Inbox message New ew Delete Archive Reply Reply Forward +z Move Rules OneNote | 2
Eal e 53 Junk ~ Al £ More - ) Reply & Delete 7 Create New 5 M Eollow Up~
. - 4 % 3
list to select the :
New Delete Respond Quick Steps ] Move Tags
email message. —=
::'led Trip Favorites Search Field Trip £ | current Folder ~ Giant Tech Company Event
e Click Field Trip older ur Favorite Folders Here Al Unread ByDatev T
. . == Yumi Mori <yumi.mori@outlook.com>
v Wednesd
n the QuICk My Outlook Data File == Dﬁ‘ To jackson.torborg@outlook.com
Yumi Mori
Steps ga”ery (Home Folders Giant Tech Company Event Wed 3:21 PM e
tab | Quick Steps ¥ ‘”hl“"‘ ‘ A ks Yumi Mori message £
group) to move the Field T”Pb Chloe Pauley TS Ple| in Field Trip folder  Pauley sent recently about the ;
. Drafts Tech Field Trip Wed 2:10 PM heard about the opportunity today. S
message to the Field et Jackson, Thanks for g
Tnp folder Deleted ltems Thanks, g
- Yumi Mori £
Archive v
[ ] In the Navlgatlon Conversation History é
pane, click the e o
X X Outbox w
Field Trip folder to —_—

display its contents
(Figure 1-61).

new Quick Step

Inbax - Jackson.Torborg@outlook.com - Outlook

Figure 1-60

Field Trip
Quick Step

Field Trip - Jackson Torborg@outlook.com - Qutlook

Figure 1-61

To Delete an Email Message

When you delete a message from a folde
Items folder. For example, Jackson no longer n

1, Outlook moves the message from the folder to the Deleted
eeds to keep the email message from Zion Gibson in the Inbox

and has decided to delete it. The following steps delete an email message. Why? Delete messages you no longer need

50 you do not exceed the limits of your mailbox.

e Click the Inbox folder in the

Navigation pane to select the Fle  Home Send/Receive  Folder View Help @ Tell me what you want to do
[, | Mignore ceing | [Cd Field T = To Manager 5 =2 S unread
Inbox fOIder' = ™ IE2 Clean Up - @ E @ @ B) Clltesting 9 Team Er:a\\ ~ Dane ] D =1 @ﬂ B8 Categ

New
Email ftems~

e Point to the Zion Gibson
message header in the message
list to display the Delete icon
(Figure 1-62).

Hew

~ Favorites

Inbox
folder

~ Folders

M~ Inbox
Field Trip
Drafts

Sent ltems
Deleted Items
Archive
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IDrag Your Favorite Folders Here

4 My Outlook Data File

Inbox - Jackson. Torborg@outlook.com - Outlook

Mot Akl | Cheple. Reakt kool Fy %

7 M Rules OneNote
O Reply & Delete 7 Create New Flis

S Junk~

[ Move

Delete Quick Steps

Zion Gibson
message header

Sear, Int Mailbox =

Field Trip Information

All Unread ByDate~ T
~ ;Ed,,&,ay Zion Gibson <zion.gibson@outlook.com:

B 10 jacksontorborg@outiook.com

Zion Gibson R ge on 11/23/2021 12:31 PM.
Field Trip Information Wed 3:07PM [l Delete icon
Jacksan, Do you have more

Jacksom,

Delete the
item

Do you have more information about the upcoming tech cd
more about the opportunities in the tech field.

Zion Gibson
Nata Sci

wavebreakmedia/Shutterstock.com

Figure 1-62
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(2]

e Click the Delete icon on the

Deleted Items - Jackson.Torborg@outlook.com - Outlook
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message header to move the File Home Send / Receive Folder View Help Q@ Tell me what you want to do
email message from the Inbox = % | @7 IS Ignore @ = b e | gne.mp = ToMansger
folder to the Deleted Items folder. Newt Vi | Recotenn | R eaUpr i SR Rk Ry o Teamima s
Email Items~ | ltems from Server £ Junk - e AFI]IY - ﬁRePIy&DEME 7 Create New i
e Click the Deleted Items folder in New | Actions Delete | Respond | Quick Steps nl
the Navigation pane to verify the  Favorites | search Delted kems O | curent Folder - A T WA

location of the deleted message Drag Your Faverite Folders Here ﬂ Unread ByDate~ T
. Zion Gibson <zion.gibso
and d|5p|ay the Deleted Items 4 My Qutlook Data File f"::_f'b‘s‘:n . P ! ’éf To jackson.torborg@outlook.com
message list in the message pane, Graklere S Dy R o (T) You replied to this message on 11/23/2021 1
which shows all deleted email ¥ Inbox TSR,
. Field Trip
messages (Flgure 1_63). Drafts Do you have more information about { c
. Sent ltems deleted message in more about the opportunities in the td 8_
§ Is the email message permanently Dokt s [y ey L o z
o | deleted when | click the Delete Archive ZignlGibion z
i . Data Science Major 2
icon? Converationtiston Rockland College I2
Junk Email Q
No. After Outlook moves Deleted ltems  Nitas <
the email message to folder s Feeds £
the Deleted Items folder, seseh foers 5
. . >
it stores the deleted email g

message in that folder until you
permanently delete the message.
One way to permanently delete a message is to select the Deleted Items folder to view its contents in the message
pane and then select the item to be deleted. Click the Delete icon on the message header and then click the Yes
button in the Microsoft Outlook dialog box to permanently delete the selected item from Outlook.

Figure 1-63

Working with the Mailbox

The system administrator who manages a company’s or school’s email system
may set limits for the size of the Outlook mailbox due to limited space on the server.
Some email service providers may not deliver new mail to a mailbox that exceeds the
limit set by the system administrator. You can determine the total size of your mailbox
and other details about individual folders.

To View Mailbox Size

The following steps view the amount of space available in the mailbox. Why? You can determine if you are
close to your mailbox size limit.

0 Folder tab

e Click Outlook Data 8- B s TR R
F||e in the Navigation Fle  Home  Send/Receie ﬂ'} View  Help G Tell me what you want to do 1§ Coming Soon (GO

pane to select the 0 G ; gi e &g 2l ¢ B @
. Hew Mark Al Run Rules  Show All ) Add to Aatohrchive  Folder Fobder
mailbox. Folder : whd Mo FMTALT oo Fuvostes | Setings’ Permimions Propities
e Click Folder on the m:; w.::ay.mmm.aa o - o .
ribbon to dlsplay Jorasy Your Eavonte Fedders Here calendar messages
the Folder tab « My Outiook Data File bl :
(Figure 1-64). i > °
£ oy tasks
Drafes
< | What is the Outlook senthems
g Data File in the e
Navigation pane? e
In this case, the o — e — — sl

Outlook Data File is

the mailbox of Jackson Torborg. Figure 1-64
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12

e Click the Folder
Properties button
(Folder tab |
Properties group)
to display the
Properties dialog
box for the mailbox
(Figure 1-65).

13

e Click the Folder Size
button (mailbox
Properties dialog
box) to display the
Folder Size dialog
box (Figure 1-66).

4]

o After viewing the
folder sizes, click
Close to close the
Folder Size dialog
box.

e Click OK to close the
mailbox Properties
dialog box.

ers Here

Send / Receive

Folder tab

Folder View Help

04

Dutlook Today - Outiots

Q@ Tell me what you want to do

(i}

Al IE2 Clean Up Folder

Outlook Data File r
Properties dialog box [ T —>

Mark
as Rea

&=

Adtions
Saturday, November 21, 2021

calendar

Folder Size

Outlook Data File Properties

General Home Page Permissions
Outlook Data File

Type:
Microsoft Outlook

Location:

Description:

® Show number of unread items
() Show total number of items

Folder containing Mail and Post Items

When posting to this folder, use: | IPM.Post

Folder Size...

button

Upgrade to Color Categories...

OK button I—> Cancel

Advanced...

=

Figure 1-65

Actions

Folder Size £

Sy dialog box

calendar

Folder Size

Local Data  Server Data

=

b AutoArchive  Folder
s Settings
Bs Properties

messages

Inbox
Drafts
Outbox

tasks

Properties

Folder Properties

Permissions Properties

Folder Name: Qutlook Data File messages
Size (without subfolders): 0 KB
Inbox
Total size (including subfolders): 3388 KB Drafts
Outhox
Subfolder Size Total Size
Archive 0KB 0KB
Calendar 0KB 1455 KB tasks
Calendar\Birthdays 0KB 0KB size of each
Calendar\United States holi... 1455 KB 1455 KB folder
Contacts 127 KB 178 KB
Conversation History 0KB OKB
Deleted Items 49 KB 49 KB
Drafts 0KB o0KB ¥

Figure 1-66

Close

i Close button

Falder

Properties
group
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To Save a Mailbox and Exit Outlook

Q00000

Click File on the ribbon to display Backstage view.

Click the Open & Export tab in Backstage view to display the Open gallery.

Click Import/Export to display the Import and Export Wizard dialog box.

Click Export to a file, and then click Next.

Click Outlook Data file (.pst), and then click Next.

Click Outlook Data File to select the mailbox for Jackson Torborg, and then click Next.
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Click Browse, navigate to the Outlook1 > Module folder containing your Data Files,
name the exported file sSC_OUT 1 Jackson, and then click OK.
Click Finish to export the mailbox file.

If you have an email message open, click Close on the right side of the title bar to
close the message window.

=
O
=)
©
o
=
]
o
o
=}
=}
o

Click Close on the right side of the title bar to exit Outlook.

e 00 ©

Summary

In this module, you learned how to use Outlook to set up your email account. You
discovered how to compose, format, send, open, print, reply to, delete, save, and
forward email messages. You viewed and saved file attachments and attached a file to
an email message. You learned how to add a courtesy copy to an email message and set
the sensitivity and importance of email messages. Finally, you created a folder in the
Inbox and moved an email message to the new folder.

Consider This: Plan Ahead
What future decisions will you need to make when composing and responding to email messages, attaching files, and organiz-
ing your Outlook folders?

1. Set up Outlook.

a) Determine the language preferences.

CONSIDER THIS %

b) Decide on the Sensitivity level.
2. Compose the email message.

a) Plan the content of your email message based on a formal or informal tone.
b) Select an appropriate theme.
3. Open incoming email messages.

a) Determine your preference for displaying messages.
b) Save the attachment to the appropriate folder.
4. Respond to messages.

a) Plan your response to the incoming message.
b) Correct errors and revise as necessary.
¢) Establish which file you will attach to your email message.
d) Determine the importance level of the message.
5. Organize your Outlook folders.

a) Establish your folder names.
b) Plan where each email message should be stored.
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Apply Your Knowledge

Reinforce the skills and apply the concepts you learned in this module.

Note:  To complete this assignment, you will be required to use the Data Files. Please contact your
instructor for information about accessing the Data Files.
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Creating an Email with an Attachment

Instructions: ~ Start Outlook. You are to send an email message addressed to your instructor with
information about an urban traffic study to your boss. You also attach an Excel workbook called
Support_OUT_1_UrbanTraffic.xlsx, which is located in the Data Files.

Perform the following tasks:

1. Compose a new email message addressed to your instructor and add your own email address as
a courtesy copy address.

2. Type Urban Traffic Data as the subject of the email message.

w

. Type Greetings, as the greeting line. Check spelling as you type.
4. Enter the text shown in Figure 1-67 for the message text.

Urban Traffic Data - Message (HTML)

File Message Insert Qptiens Format Text Review Help Q Tell me what you want to do
> Io instructor.name@schoal.com
Send Ce your.name(@school.com
Subject Urban Traffic Data
Greetings,
Thank you for contacting us far your company project, comparing city traffic from our open source traffic big data. | have attached our most recent data analysis for traffic congestion, gas cost, and freeway daily miles. Let
us know how we might further assist in your study.
Figure 1-67
5. Iype Thanks, as the closing line.
6. Enter your name as the first signature line.
7. Type Urban Traffic Data Analyst as the second signature line.
8. If requested by your instructor, type your cell phone number as the third signature line.
9. Attach the Excel workbook called Support_OUT_1_Urban'Traffic.xlsx, which is located in the

Data Files, to the email message.

10. Click the File tab, and then click Save As. Save the message on your hard drive,
OneDirive, or a location that is most appropriate to your situation using the file name
SC OUT 1 UrbanTraffic.

11. Submit the email message in the format specified by your instructor.
12. Exit Outlook.
13. €3 The attachment in the email message contained an Excel workbook. What file types are

typically not allowed as a file attachment? Name at least two file types and explain why they are
not allowed.
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Extend Your Knowledge

Extend the skills you learned in this module and experiment with new skills. You may
need to use Help to complete the assignment.

Organizing Email Messages

Note:  To complete this assignment, you will be required to use the Data Files. Please contact your
instructor for information about accessing the Data Files.

Instructions: ~ Start Outlook. You are organizing travel for two different job interviews in Seattle and
Chicago. You will create two folders, add a folder in the Favorites section, and then move messages into
the appropriate folders. You also will apply a follow-up flag for the messages in one of the folders. Use
Outlook Help to learn how to duplicate a folder in the Favorites section, how to add a flag to a message
for follow-up, and how to create an Outlook Data File (.pst file).
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Perform the following tasks:

1. Open the Outlook mailbox file called SC_OUT _1-2.pst, which is located in the Data Files.

2. Create two new folders within the Inbox folder. Name the first folder Seattle and the
second folder Chicago. Move the messages into the appropriate folders. Make sure that only
mail items are contained in the new folders.

3. The Favorites section is at the top of the Folder Pane on the left. Display a duplicate of the
Seattle folder in the Favorites section.

4. Reply to the Seattle Interview message indicating that you would like to select the flight for this
interview to stay an extra day. Sign your name to the email message. Assign high importance to
the message.

5. Based on the message headers and content of the email messages in the SC_OUT_1-2.pst
mailbox, move each message to the appropriate folders you created. Figure 1-68 shows the
mailbox with the messages moved to the new folders.

Seattle - zion.gibson@outlook.com - Outlook

File Home  Send/Receive  Folder  View  Help Q@ Tell me what you want to do B¥ Coming Soon  EHD
(5] ~ ﬂ I~ il E 7| Pamore: E’ Move~ B Unread/ Read searchPEOnlE ) +
= % = el =S E £ inbox [ Address Book A)) H
- S ress Bool
New  New B2~ Delete  Archive Reply  Reply Forward o . i Rules~ oo Categorize Read Get
Email  Items~ All qu - | i s L T4 Emz Aloud Add-ins
- [ OneNote 2 Fallow Up -
New Delete | Respond Quick Steps l Move Tags Find Speech Add-ins |~
3 | Search Seattle yeol | Current Folder -| =
* Favorites Seattle Interview
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v Today g‘ Yumi Mori <yumi.mori@outlook.com> g
’ Y DB
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' ; (3) You replied to this message on 11/25/2021 10:35 AM. B
e Seattle Interview 3:44 PM <]
3 1
Zion, Your first interview is 2]
v Inbox Zion, e .,"q:‘),
Seattle Your first interview is planned for February 7th at Dixon Online Marketing Strategies with Rhea Martin. | have @ _g
Chicago forwarded your flight details earlier this morning departing on February 6th. = 9
=
Drafts = 9
est Wishes, N
Sent It R
S0 Yumi Mori [ e
Deleted | SR B = -
Figure 1-68

6. Export the Inbox mailbox to an Outlook Data File (.pst) on your hard drive, OneDrive,
or a location that is most appropriate to your situation using the file name SC_OUT 1
Interview, and then submit it in the format specified by your instructor.

7. Exit Outlook.

8. €3 Saving your mailbox as a .pst file provides a backup copy of your email messages to submit
to your instructor. What are other reasons for saving your mailbox as a .pst file?
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Expand Your World

Create a solution that uses cloud or web technologies by learning and investigating on
your own from general guidance.

Opening an Outlook.com Web-Based Email Message in the Outlook Client
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Note: To complete this assignment, you will be required to use the Data Files. Please contact your
instructor for information about accessing the Data Files.

Instructions: In your role in the Human Resource Office, you are presenting the topic, Work-

Life Balance. Using Outlook, you compose the email message shown in Figure 1-69 and include

a PowerPoint file attachment. Save the attachment from your Outlook.com account to your
OneDrive and edit the PowerPoint slides as a web app. Share the PowerPoint slides by providing a
link to your OneDrive. Sharing files in the cloud as links can eliminate large attachments and saves
email storage space.

1= 3 ®- o= Work-Life Balance Presentation - Message (HTML) Ea] - ] x
Message Insert Options Format Text Review Help Q  Tell me what you want to do
Gill Sans MT (Body) L1 ER I A . O [ Attach File - fa-
fﬁ S 2 g
e B B U =F ¥ £ = Address  Check £ httach ttem - ! P
E— Book  MNames 3

¥ = 2 - A= = = Ao [Zr signature - i

Clipboard [ Basic Text ] Names Include Tags & Vaice ~
b To acob.thompson@outlook.com

Send Ce

Subject Work-Life Balance Presentation

L1 Support OUT_1_Workl ifeBalance.pptx
B swie

Dear Mr. Thompson,

| have attached the slides for my presentation on achieving a proper Work-Life Balance for the presentation next Tuesday afternoon. | tried to stress the point in my
presentation that the office needs you and your family needs you as well. Please let me know if | should add other aspects.

Thank you in advance,

Colin Fix

Human Resource Department

The Next Realm Resource Comp«anﬁ

Figure 1-69

Perform the following tasks:
1. If necessary, create a Microsoft account at outlook.com.

2. Compose a new email message from the client program, Outlook (not Outlook.com). Address
the email message to your Microsoft account with the subject and message text shown in
Figure 1-69. Select a theme of your choice and write an email message about which theme you
selected. Replace the signature with your name and school name.

3. Attach the PowerPoint presentation called Support_ OUT_1_WorkLifeBalance.pptx, which is
located in the Data Files, to the email message.

4. Save the email message as SC_OUT 1 WorkLifeBalance, and then send it with high
importance.

5. Open your Microsoft account at outlook.com. Open the email message that you sent from
Outlook, and then click View online to view the PowerPoint file attachment.

6. Click Edit in Browser to edit the PowerPoint presentation in the Microsoft PowerPoint web app.
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12.

13.
14.

Managing Email Messages with Outlook Outlook Module 1 OUT 1-47

. I requested by your instructor, change the name on the first slide to your name on the

bottom line.

. Add a fifth slide to the PowerPoint presentation showing how the percentage of employees who

telecommute to work and of the web link source. (Hint: Research this statistic on the web.)

. Click the Insert tab, and then add an online picture about telecommuting to the fifth slide.
10.
11.

Click the File tab, and then click Share to share the PowerPoint file.

Click ‘Share with other people’, and then type your instructor’s email address and a short
message describing how sharing a file by sending a link to your OneDrive can be easier than
sending an attachment. Include your name at the end of the message.

Click the Share button to send the shared link of the completed PowerPoint file to your
instructor.

Exit the PowerPoint web app, and then exit Outlook.

€7 In this exercise, you sent an email message from the Outlook client to your web-based email
service provider at outlook.com. What are the advantages of using a Microsoft account with
Outlook on your personal computer and checking the same email address at outlook.com when
you are on a public computer?

In the Lab 1

Composing an Email Message with Attachments

Note:  'To complete this assignment, you will be required to use the Data Files. Please contact your
instructor for information about accessing the Data Files.

Problem: Your career coach recommended that you use a professionally designed resume template
as you apply for jobs and post your resume publicly on LinkedIn, a professional social network.
Compose an email message as shown in Figure 1-70 with the three Word resume layout attach-
ments found in the Data Files for Module 1.
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B © @ @- = Resume Templates - Message (HTML) = - 0o X
Message Insert Options Format Text Review Help Q@ Tell me what you want to do
¥ 1 A . Q [ Attach File - fo -
0 22 L!J
[i B I u = = = = 27 attach ltem - |
e B U EFETE B A;drfs '::he:k " Dictate
- A — — — ol ames .
¥ g-R: = E E M [3 Signature - il
Clipboard & Basic Text Hames Include Tags Voice ~
E‘ To your.name@outlook.com
Send Cc ourinstructor@school.com
Subject Resume Templates

% Support_ OUT_1_Resumelayout01.docx Suppert OUT_1 Resumelayout02.docx Suppert_ OUT 1 Resumelayout03.docx
L s wd b W v
161 KB 852 KB 43 KB

Dear Saba,

As your career coach, | want you to remember that to get the job you want, you will need a compelling resume. | have attached three possible
resume templates that can be tailored for your work experience and sense of design. Simply choose your favorite and start listing your qualifications
to land your dream job. Share your resume on LinkedIn to start your job search.

Tracey Thompson
Career Coach
REACH Services

Figure 1-70
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Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



OUT 1-48 Outlook Module 1 Managing Email Messages with Outlook

In the Lab 1 continued

Perform the following tasks:
1. Compose a new email message. Address the message to yourself with a courtesy copy to your
instructor.

ASSIGNMENTS

2. Enter the subject, message text, and signature shown in Figure 1-70. Insert blank lines where
they are shown in the figure. If Outlook flags any misspelled words as you type, check their
spelling and correct them.
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3. Change the theme of the email message to the Facet theme.
4. Change the signature to your name.

5. Attach the three Word files called Support_ OUT_1_ResumeLayout01.docx, Support_ OUT_1_
ResumeLayout02.docx, and Support_OUT_1_ResumeLayout03.docx, which are located in the
Data Files, to the email message.

6. Send the email message.

7. When you receive the message, open it, and then save the message on your hard drive,
OneDrive, or a location that is most appropriate to your situation using the file name
SC_OUT 1 Resumes. Submit the file in the format specified by your instructor.

8. €3 Using one of your own email service providers, determine the maximum allowed mailbox
size. Report the name of your email service provider, the maximum size, and whether you feel
that is enough storage space.

In the Lab 2

Composing and Replying to an Email Message

Note: To complete this assignment, you will be required to use the Data Files. Please contact your
instructor for information about accessing the Data Files.

Problem: You are in a new role at a tech start-up company. Your boss has asked you to represent
your tech company at a large conference. Your first step is to ask your boss about the conference
booth request form. You need to send the booth request form to your boss, ask the questions shown
in the email message shown in Figure 1-71a, and then attach a file. Your boss responds to your
email as shown in Figure 1-71b.

Perform the following tasks:
1. Create a new email message. Address the message to your instructor with a courtesy copy to
yourself.

2. Enter the subject, message text, and signature shown in Figure 1-71a. Check spelling and
grammar.

3. If requested by your instructor, change the address in the email message of the conference
center to your own address.

4. Change the theme of the email message to the Wisp theme.

5. Change the importance of this email to high importance because you would like a response as
soon as possible.

6. Attach the document called Support_OUT_1_BoothRequestForm.docx, which is located in the
Data Files, to the email message. You do not need to fill out this form.

7. Send the email message and use the HI'ML format for the message.

8. When you receive the email message, move it to a new folder in your Inbox named Tech
Conference.
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9. Open the message in the Tech Conference folder, and then compose the reply. Figure 1-71b
shows the reply from your boss. Reply using the text in the email message shown in Figure 1-71b.
If Outlook flags any misspelled words as you type, check their spelling and correct them.

H 9 U 1 | - = Booth Request Information - Message (HTML) 5 - 0O X

Message Insert Options Format Text Review Help @ Tell me what you want to do

fn y Century Gothic (Body) R Q U Attach File - - 0
U 20 L
B F W Gmew i owm 59 7 Attach ttem - |
Paste @ - " e - - Agd’f‘ sh“k RalE : Dictate
. . . ool ames .
& 2- Al = = A [ Signature - "y
Clipboard 1 Basic Text 5 Mames Include Tags m | Voice -~
> To yourinstructor@school.com
Send Cec your.name@school.com
Subject  Booth Request Information
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SC_OUT_1 BoothRequestForm.docx
45KB

Dear. Ms. Femandez,

[+]

| am locking forward to representing our company at the technology conference on March 7-8, 2021 at the Intercity Conference Center in
Casita, FL (300 West Village Road]. | have attached the Booth Request Form that | will fill out and submit to the conference. | have a
question about which area of the show would you prefer to exhibit? When you have a moment, take alook at the form and let me know
which would be the best placement for our company. | am looking forward to representing our company at this prestigious conference.

Thank you for your input!
Reagan Willow

Assistant Director
Advancement Technologies

(a) Composed Email Message

=] ] 1 | ®- = RE: Booth Request Information - Message (Plain Text) B — m| x
Message Insert Options Format Text Review Help Q@  Tell me what you want to do
Elﬁ A Aa HTML 1 = b b Q
=7 @™ Aa Plain Text B I U e x ¥ fp Para%raph St):\es Edifing Zoom
# § Aa Rich Text £ - A A Aa-
Clipboard & Format Font Zoom ~
= Te Zion Gibson <zion.gib: tlook.com>
Send Cec
Subject RE: Booth Request Information
Dear Reagan,

Thank you so much for reaching out about the upcoming InterCity Conference. Please request Software and Technology Pavilion as our preference for our booth
exhibition. | know you will represent our company proudly. Thank you!

Maria Fernandez
Outreach Director
Advancement Ts[:hnblugiesl

From: your.instructor @school.com Sent: Sunday, January 25, 2021 6:46 PM
To: Zion Gibson <zion.gibson@outlook.com>

Cc: your.name@school.com

Subject: Booth Request Information

Importance: High

Dear. Ms. Fernandez,

(b) Response to Email Message
Figure 1-71

Continued >
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In the Lab 2 continued

10. If necessary, change the format of the email message to Plain Text, and then send the message
to yourself.

ASSIGNMENTS

11. When you receive the RE: Booth Request Information message, move it to the Tech
Conference folder in your Inbox folder.
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12. Select the original Booth Request Information message in the Sent Items folder. Save the
message on your hard drive, OneDrive, or a location that is most appropriate to your situation
using the file name SC_OUT 1 Booth. Submit the file in the format specified by your
instructor.

13. €3 Some conference websites do not include a phone number or a physical address. Why
do you think that these business and conference sites only include an email address for
correspondence?

In the Lab 3

Compose an Introductory Email Message to an Online Class Instructor and Attach a File

Problem: For an upcoming job interview, your potential employer requests that you send an
email message to introduce yourself. You compose a new introduction message and attach a
PowerPoint file.

Part 1: The email message you write should be addressed to yourself and your instructor. Insert
an appropriate subject line based on the content of your message. Write a paragraph of at least

50 words telling a potential employer about yourself (career path, past jobs, and so forth). Next,
create a PowerPoint presentation with an opening slide with your picture and two additional slides
with your academic and employment background with bulleted lists with your own information.
Name this slide presentation My Background and attach it to the email message. Apply a theme
other than the Office theme. Use the concepts and techniques presented in this module to create
this email message. Be sure to check spelling and grammar before you send the message. Submit
your assignment in the format specified by your instructor.

Part2: €3 You made several decisions while creating the email message in this assignment. When
you decide on the subject of an email message, what considerations should you make? Why is it
important that the email subject be eye-catching and informative? Why should you not use the
following subject lines: LOL, Hey You, or Open This Now?
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with Outlook

Objectives

Managing Calendars

After completing this module, you will be able to:

* Describe the components of the Outlook

Calendar an appointment
* Add a personal calendar to Outlook
* Add a city to the calendar Weather Bar list overlay mode

* Navigate the calendar using the Date

Navigator * Schedule meetings
* Display the calendar in various views

* Add national holidays to the default
calendar

* Peek at a calendar

e Print a calendar
* Enter, save, move, edit, and delete
appointments and events

* Organize your calendar with color
categories

Introduction to the Outlook Calendar

Plan your day, keep track of your deadlines, and increase your daily
productivity. Whether you are a business professional, a student, or a
community organizer, you can take advantage of the Outlook Calendar to
schedule and manage appointments, events, and meetings. In particular, you
can use Calendar to keep track of your class schedule and appointments and
to schedule meetings. If you are traveling, you can view your calendar on
your mobile phone or you can print a copy to keep with you. Use Outlook to
view a daily, weekly, or monthly calendar.

In addition to using Calendar in your academic or professional
life, it is helpful for scheduling personal time. Most people have multiple
appointments to keep each day, week, or month. Calendar can organize
activity-related information in a structured, readable manner. You can create
a calendar folder for a specific project and share it with your friends and
professional colleagues.

* Set the status of and a reminder for
* Import an iCalendar and view it in

* Schedule and modify events

* Respond to meeting requests

e Save and share a calendar

BTW

Using Calendars

You can share your
calendar with others
online using OneDrive

to make appointments,
check free times, schedule
meetings, and refer to
contact information. This is
especially useful when you
are arranging and syncing
events that depend on other
people’s schedules.
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BTW
Deleting Items

Permanently

[tems you delete, including
events and email messages,
are stored in the Deleted
Items folder in Mail view
until you empty the folder

by right-clicking the Deleted
[tems folder and then clicking
Empty Folder on the shortcut
menu.

Project: Appointments, Events, and Meetings
in Calendar

By creating a daily schedule to manage your time, you can stay organized and reduce
your stress level. Managing your schedule using a calendar can increase productivity
while maximizing free time. Outlook is the perfect tool to maintain both a professional
and a personal schedule. The Calendar is the Outlook folder that contains your
personal schedule of appointments, events, and meetings. In this project, Jackson
Torborg, an intern of the Disrupt Rockland Code Squad, sets up the basic features of
Calendar to track his appointments, classes, work schedules, and meetings (Figure 2-1).

Calendar - Outlook Data File - Outlook

File Home

“ January 2021
SU MO TU WE TH FR
27 28 229 30 3 1

3 4 5 6 7 8
0 11 12 13 14 15
17 18 19 20 21 2
24 25 2 271 28 29

EEFowm o~

February 2021
SU MO TU WE TH FR SA
1 2z 3 4 5 &

7 8 9 10 11 12 13
4 15 16 17 18 19 20
2 2 B3 224 35 26 2

28 1 2 3 4 5 6
7 8 9 10 1 12 13
~ Calendar

> [0 My Calendars
[0 Other Calendars

B E & B

Send / Receive View

Help Q'  Tell me what you want to do
E New Appointment [T_:q New Meeting | ﬂi’- New Teams Meeting | Today Next 7 Days | ﬁ Day E Work Week Week Month E Schedule View
I} I} =
. Today Tomorrow Saturday E s
¢ v January 2021 T oy 66°F/41°F 61°F/50°F 63°F/39°F [ searc Catencr A
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
Dec 27 28 29 30 31 Jan 1,21 2
3 4 5 6 8 9
10 16
17 23 ;)i
24 25 26 27 28 29 30
3 Feb 1 5 6

Figure 2-1

People use a calendar to keep track of their schedules and to organize and
manage their time. For students, a class list with room numbers and class times would
be a good start toward managing their school schedule. For business professionals,
the calendar is a dynamic tool that requires frequent updating to keep track of
appointments and meetings. You also may want to keep track of personal items, such as
doctor appointments, birthdays, and family gatherings.

In this module, you will learn how to perform basic calendar tasks. You will
perform the following general activities as you progress through this module:

1. Configure the Calendar options.
Create and manipulate appointments.
Schedule events.

Schedule meetings.

Print a calendar.

S

Save and share a calendar.

OuT 2-2
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Configuring the Outlook Calendar

When you start Outlook, Mail view appears. The Navigation bar displays
four views: Mail, Calendar, People, and Tasks. By selecting Calendar, you can create
a customized calendar to assist in scheduling your day, week, and month. Before
scheduling your first calendar appointment, you can add a personal calendar and
customize your settings to fit the way you work. Each day as you check your calendar
for the day’s events, the Weather Bar displays your local weather so you can determine
whether you need an umbrella or dress professionally for work based on the climate.
By adding national holidays to your Outlook calendar, you can make sure these dates
are prominent in your calendar.

BTW
The Ribbon and

Screen Resolution
Outlook may change how
the groups and buttons
within the groups appear on
the ribbon, depending on the
computer’s screen resolution.
Thus, your ribbon may look
different from the ones in
this book if you are using a
screen resolution other than
1366 x 768.

What advantages does a digital calendar like Outlook provide compared to a paper planner

or wall calendar?

A digital calendar provides access from any location by syncing your computer or smartphone with the cloud to view your
appointments and meetings. You can view your schedule within an email meeting invitation. You can view more than one
calendar at a time, share others’ calendars, and overlay calendars to plan a meeting date with colleagues.

Using the Calendar Window

The Calendar - Outlook Data File - Outlook window shown in Figure 2-2
includes a variety of features to help you work efficiently. It contains many elements
similar to the windows in other Office programs, as well as some that are unique to

Outlook. The main elements of the Calendar window are the Navigation pane and the

appointment area.

Calendar - Outlook
Data File - Outlook
window

Month button
is selected

Calendar - Outlook Data File - Outlook

Weather Bar

CONSIDER THIS %

Search
Calendar box

File Home  Send/Receive  Folder  View Help ~ Q Tell me whatlou want to do
- e
O B & = = B + 8 =2a 7 &
New New  New Today Next7 Day  Work Week  Month Schedule Open  Calendar E-mail  Share  Publish d B Address Book
Appointment Meeting  Items = Days Week View Calendar~ Groups~ | Calendar Calendar Online~ Permissfns
New GoTo i Arrange o Manage Calendars Share New Event
4 October 2021 » Tod ~ T Wednesd
z oda oy Tomarrow ednesda
SU MO TU WE TH FR SA < » QOctober 2021 Washington, DC. - <& 52"Fyl4o"F A4°F734°F 42.,”345); SeanchGaltndas R
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3 4 5 6 7 8 9 SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY =
RIS G Sep 26 27 28 29 30 Oct 1 2
7 18 19 20 21 2 23
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31 date banner =
Date , { f
Navigator Bt o] 3 5 7 = . Today
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My Calendars > [0 My Calendars
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Items: 0
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BTW
Mouse Mode and

Touch Mode

You can work with Microsoft
Outlook in Mouse mode, in
which the buttons on the
ribbon use a size and spacing
suitable for clicking with a
mouse. In Touch mode, the
buttons are spaced farther
apart, making it easier to
select them with a fingertip.
In Touch mode, Outlook
displays icons for frequently
used commands on the right
side of the window. Use the
Touch/Mouse Mode button
on the Quick Access Toolbar
to switch from one mode to
the other.

BTW

Searching for
Calendar Items

To find a calendar item,
click the Search Calendar
Name calendar box, and
then type a word or phrase
in the calendar item you
are seeking. Items that
contain the text you typed
are listed with the search
text highlighted. When you
are finished, click the Close
Search button (Search Tools
Search tab | Close group).

The Navigation pane includes two panes: the Date Navigator and the My
Calendars pane. The Date Navigator contains the current month’s calendar and
the future month’s calendar. The calendars on the Date Navigator display a blue box
around the current date, scroll arrows to advance from one month to another, and bold
for any dates on which an item is scheduled. The My Calendars pane lists available
calendars; you can view them one at a time as a single calendar or view more than one
calendar displayed side by side. The appointment area contains a date banner and
a Weather Bar that shows today’s weather in the selected city. The appointment area
displays one-hour time slots split in half hours by default when viewing Calendar in
Day, Work Week, or Week view. (The appointment area is not available in Month
view).

Identifying Calendar Items

An item is any element in Outlook that contains information. Examples of
calendar items include appointments, events, and meetings. All calendar items start as
an appointment. Outlook defines an appointment, such as a doctor’s appointment, as
an activity that does not involve other people or resources, such as conference rooms.
Outlook defines an event, such as a seminar or vacation, as an activity that occurs
at least once and lasts 24 hours or longer. An appointment becomes an event when
you schedule it for the entire day. An annual event, such as a birthday, anniversary,
or holiday, occurs yearly on a specific date. Events do not occupy time slots in the
appointment area and, instead, are displayed in a banner below the day heading when
viewing the calendar in Day, Work Week, or Week view. An appointment becomes a
meeting when people and other resources, such as meeting rooms, are invited.

When you create items on your calendar, it is helpful to show your time using
the appointment status information. You set the appointment status for a calendar item
using the Show As button, which provides four options for showing your time on the
calendar: Free, Tentative, Busy, and Out of Office. For example, if you are studying or
working on a project, you might show your status as busy because you are unable to
perform other tasks at the same time. On the other hand, a dental appointment or a
class would show your time as Out of Office because you need to leave your home or
office to attend. Table 2—1 describes the items you can schedule on your calendar and
the appointment status option associated with each item. Each calendar item also can
be one-time or recurring.

Table 2-1 Calendar Items

Calendar Item

One-time appointment

Recurring appointment

One-time event

Recurring event

One-time meeting

Recurring meeting

Description

Show As Default

Default calendar item; involves only your schedule and does not invite other Busy
attendees or require resources such as a conference room

Occurs at regular intervals, such as weekly, biweekly, monthly, or bimonthly Busy
Occurs at least once and lasts 24 hours or longer, such as a vacation or Free

conference

Occurs at regular intervals, such as weekly, biweekly, monthly, or bimonthly, such  Free

as holidays
Includes people and other resources, such as meeting rooms Busy
Occurs at regular intervals, such as weekly, biweekly, monthly, or bimonthly, such ~ Busy

as staff meetings or department meetings
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When you schedule an appointment, Outlook adds the appointment to the Calendar folder by default.
Jackson Torborg plans to keep track of his intern business tasks at the Disrupt Rockland Code Squad as well as
his personal and academic items instead of creating separate calendars for every aspect of his life. Users often
create multiple calendars to keep personal items separate from academic or business items. As in other Outlook
folders, such as the Inbox, you can create multiple folders within the Calendar folder that each contains one or
more calendars. The following steps create a calendar to store your personal and school-related information
separate from your default Calendar within the same calendar group. Why? In certain situations, you may need to
keep more than one calendar, such as one for business items and another for personal items.

(o]
0
=)
©
o
=
]
o
o
=
=}
o

New Calendar
o button Folder tab
e Start Outlook 2019.
o ®- s Calendar - Outlook Data File - Outlook
® Cl |Ck calendar on the File Home Send / Receive Folder  View  Help Q Tell me what you want to co
Navigation bar to display = T Copy o -+ =
the Outlook Calendar. :
. Newe Rename  [3 Move Calendar e Baken Calendar
X . Calendar | Calendar Calendar~ Properties
e Click Folder on the ribbon 5
. Mew Actions Share Properties
to display the Folder tab
s New Calendar J Toda To
(Flgure 2—3) Create a new calendar in the Folder | SA el January 2021 Washington, DC. ~ <3 39nFy,!33nF It
Pane. p
Nz SUNDAY MONDAY TUESDAY WEDNESDAY 1
group 3 4 5 6 T 8 9
10 11 12 13 14 15 16 Dec 27 28 29 20 2
7 18 19 20 21 2 23
24 25 26 27 28 29 30
= Note: To help you locate screen
T 3 4 elements that are referenced
* | in the step instructions, such
RIS W F O GIHG S SR - as buttons and commands, this
1.2 3 4 5 &6 E - book uses red boxes to point
7 8 9 10 11 12 13 = to these screen elements.
14 15 16 17 18 19 20 g
Fal 2 23 24 25 26 27 <:Kl
28 1 2 3 4 5 & 2 18 19 20
7 8 9 10 1 12 13 =
default
v Calendar 7 | Calendar 25 26 27
~ [ My Calendars
Calendar - Outlook Data File
[ United States holidays 31 Feb 1 2 3
=1 22

2]

e Click the New Calendar button

Create New
(Folder tab | New group) to . Cq C Folder dialog box
. pen | alendar
display the Create New Folder Calendar - Properties
dialog box. Share pert
Create Mew Folder x
e Type Jackson inthe Name box 4 » January 2021 | neme e Fiday g | Sench Cale
. | -
(Create New Folder dialog box) to ecsen I
SUNDAY MONDAY | Folger contains: THURSDAY FRIDAY
enter a name for the new folder. g 5 [ Catendar tems ] n1,21
. . Select where to place the folder: \ Folder contains
o Click the Folder contains arrow to r T arrow
~ [ Outlook Data File A
display a list of items the folder 3 4 B
will contain. I items and ? E o i Calendar is selected I
. their o_rder > > [ Conversation History
e If necessary, click Calendar Items £ | maydiffer | , Slpon: 14 15
H H E = Journal
to specify what the folder will g Do
contain. E 18 L otes v 5 -
2 oK | Cancel
o If necessary, click Calendar in the |
‘Select where to place the folder’ =
list to specify where the folder will

be stored (Figure 2-4).
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(3]

e Click OK to close the Create New Folder )
dialog box and add the new folder to the My New G e pragerics
. ] January 2021 »
Calendars group (Flgure 2_5) SU MO TU WE TH FR SA 4 » January 2021 Washington, D.C. ~
) . . 277 2 2 330 N 1 2
;(5 Why is the Jackson calendar not displayed in 3 4 05 6 7 8 9 SUNDAY MONDAY TUESDAY
o | the Outlook window? i ey o Dec 27 28 29
Outlook does not automatically display the % % 2% w2 W N
newly created calendar until you select it. = 3 4 5
February 2021
. . SU MO TU WE TH FR SA
Can | change the order of the calendars listed in ot o o
the My Calendars group? Te o3 o1 om £ B 2
. . . 4 15 16 17 18 19 20 "g_
Yes. Right-click a calendar and then click Move 2 m 3 o a5 o m g
Up or Move Down on the shortcut menu. Sl D = 18 3
7 8 9 10 M 12 13 &
v [ MyColendars «——— | My Calendars group %
other calendars Calendar - Outlook Data File 5 Glippllayee
might appear in » 2 [ United States holidays
your My Calendars
group 00 Jackson Jackson calendar 2
_ " folder added to My
= a8

4]

Calendars group

Figure 2-5

e In the My Calendars pane, click Jackson to insert a check mark in the check box, so that both the default Calendar
and the Jackson calendars are selected and displayed in the appointment area of the Outlook window (Figure 2-6).

<
o3
(=4

Can | select a color for the calendar?
Yes. Click the View tab, click the Color button (View tab | Color group), and then select a color from the Color

Why is the default calendar displayed in a different color from Jackson’s calendar?
Outlook automatically assigns a different color to each new calendar you create to make it easier to distinguish one
calendar from the other. Your calendar colors might be different from those shown in Figure 2-6.

gallery.
Calendar - Outlook Data File - Outlook
File Home Send / Receive Folder  View Help Q@ Tell me what y|
e selected calendars
=l are displayed in
T Copy Calendar
E E‘I + ET appointment area
New Rename [ Move Calendar Open Calendar in different colors
Calendar Calendar Calendar~ ions Properties
New Actions Share Properties ~
4 January 2021 13 T Frid
y amorrow Tida
SU MO TU WE TH FR SA 4 » January Washington, D.C. - <30 % A°F/37°F A6oFrapop | Seereh Calendar P ‘
27 28 29 30 3N 1 2
3 4 5 6 7 8 9 Calendar X # lackson X
WM o2 13 14 15 6 SUN MON TUE WED THU FRI ST SUN MON TUE WED THU Rl SAT [
ek g S g e 27 28 29 30 3 1 2 27 28 29 30 31 1 2
24 25 26 27 28 29 30
= £
Exmemn ) 3 4 5 3 7 8 9 3 4 5 3 7 8 9
SU MO TU WE TH FR SA — E
R Lq . L
TR N L z 1 12 13 12 15 1 [§ |2 1 12 13 14 15 N S
14 15 % 17 18 19 20 = E = E
2 2 23 24 25 26 27 3\ é 3 § El
28 1 2 3 4 5 6 a < Z g
P e - 18 19 20 21 » = B 18 19 20 2 2 2 @&
~ O My Calendars E‘ |
et AT i 24 25 26 27 28 29 30 24 25 26 27 28 29 30
[ United States holidays
J - = 3 4 5 6 31 Feb1 2 3 4 5 6
& \ Jackson calendar in = L
[ ] - My Calendars pane e /—JI\
Figure 2-6
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(5]

e Click Calendar in the My Calendars pane to remove the check mark from the Calendar check box so that the default
calendar no longer is displayed in the appointment area.

< | What is the purpose of the colored tabs on each side of the appointment area?
g The colored tabs are for navigating to the previous and next appointments.

(o]
b
=)
T
o
=
<
o
o2
=
=}
o

‘ Other Ways

‘ 1. Press CTRL+SHIFT+E

To Add a City to the Calendar Weather Bar

Outlook provides a Weather Bar so you can view the current three-day weather forecast when you open
the calendar. By default, Washington, D.C. is displayed. When you click the forecast, further details appear such
as the wind condition, humidity level, and precipitation, along with a link to a detailed weather forecast online.
Why? Each morning as you view your schedule, the Weather Bar informs you about the day’s weather so you can plan your
day accordingly. The following steps add a city to the calendar Weather Bar to display the current forecast.

0 Jackson calendar has

« Clck the arrowto  (— pirdrand :
. > _

the rlght_Of the SU MO TU WE TH FR SA 4 * January 2021 Washington, D.C. 'I} ;‘;Ez'asvr I:TFD;;.V:F ;25?_,41

current city in the @ om o2 3 on 1 2 Add Locstion

Weather Bar to 13‘3 1: 1: 1: 1: 1? 1: SUNDAY MONDAV/ TUESDAY WEDNESDAY THURSDAY

. Dec 27 29 30 3 Jal
dlsplay the Add o1 19 20 21 2 23 Add Location
Location command 24 25 26 27 28 29 30 command
31
(Figure 2_7)- February 2021 3 4 5 6 7 g
SU MO TU WE TH FR S .

< | My Weather Bar BNER =
(] y 7 8 9 1w M 12 13 £ " 12 13 14 1
o does nOt 14 15 16 17 18 19 20 '§

appear check mark o W s 2

inth removed so 2% 1 2 3 4 5 6 £ 18 19 20 21

in € default calendar [ T R i

is no longer

calendar. Siianed \\g My Calencirs s . . . "

What ] Calendar- Outloak Data File

should | do? 00 United States holidays

. . Jackson
Click the File tab to 2 Eebd 2 3 4 5

-

display Backstage
view, click Options,
and then click the Figure 2-7

Calendar category.

Scroll down to the Weather section, and then click the Show weather on the calendar check box to insert a
check mark.

2]

e Click Add Location to display a search box.

e Type Tulsa and then press ENTER to search for the city location (Figure 2-8).

Can | search for a city using a postal code?

<
g‘ Yes. Type the postal code to search for the location in the Weather Bar search box.

city entered in Weather n | Color Layout Window

F Bar search box
Sl Tada Tomorrow Frids
Tul ® > ¥ 7= g Search Jacks
R SA v January 2021 — » 30°F/33°F °E/3TF 46°F/41°F serenieeen 2]
TS Please tect one.
7 8 9 SUNDAY MONDAY drbadke WEDNESDAY THURSDAY FRIDAY SATURDAY =
15 16 n .
I desired location found 29 30 31 Jan1, 21 2
2 23
Figure 2-8
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(3]

o Click Tulsa, OK to select the
location and display its three-
day forecast in the Weather Bar

(Figure 2-9).

If requested by your instructor,
replace Tulsa, OK with your

three-day weather forecast in
Weather Bar for Tulsa, OK

Layout

Window

y

-

-~
Today Tomorrew <7 Friday Search Jackson o
60°F/43°F 67°F/44°F *“ 66°F/52°F - .

ONDAY TUESDAY I} WEDNESDAY THURSDAY FRIDAY SATURDAY
29 30 31 Jan 1, 21 2

hometown in the Weather Bar.

<
o3
o

forecast.

Figure 2-9

Why does my Weather Bar display the message ‘Weather service is not available’?
Most likely, you are not connected to the Internet. You must have Internet connectivity to display the weather

Navigating the Calendar

Each Microsoft Outlook folder displays the items it contains in a layout called
a view. The calendar view is the arrangement and format of the folder contents by
day, work week, week, month, or schedule, which is a horizontal layout. Recall that
the default view of the Calendar folder is Month view. Some people prefer a different
view of their calendar, such as weekly or daily. For instance, you might want to view
all the items for a day at one time, in which case Day view would work best. Although
the Outlook window looks different in each view, you can accomplish the same tasks in
each view: you can add, edit, or delete appointments, events, and meetings.

To Go to a Specific Date

"To display a date that is not visible in the current view so that you can view that date in the appointment
area, one option is to use the Go To Date Dialog Box Launcher. The following steps display a specific date in the
appointment area in a calendar. Why? Rather than scrolling through your calendars in Outlook to find a specific date,
you can quickly find a date in Outlook by using the Go To Date dialog box.

(1)

e Click Home on the
ribbon to display the
Home tab.

e Click the Go To Date
Dialog Box Launcher
(Home tab | Go To
group) to display the
Go To Date dialog
box (Figure 2-10).

Home tab Go To Date Dialog
Box Launcher
s’ f- s Calendar - Outlook Data File - Outlook

File Home Send / Receive Folder

ew Help Q@ Tell me what you want to do

=1 = p—h  p—h  p—h
0 B & O EHHEE + B =248 7 M
New New New Today Next7 Day Work Week  Month Schedule Open  Calendar E-mail Share  Publish
Appointment Meeting ltems - Days Week View Calendar= Groups= | Calendar Calendar Online~

New GoTo FT} Arrange % Manage Calendars Share

: 5 5 i :‘
- Go To Date dialog box | .+ Teday Tamorrow < Friday
SU MO TU WE TH R SA + * January 2021 9 " G0°F/43°F 6T°F/A8F 7 66°F/52°8

21 28 29 30 AN
MONDAY TUESDAY WEDNESDAY THURSDAY FRIJ

= D 28 T % = Ja
17 18 19 20 21 ellotete /I Date box I
24 25 26 27 28 29 30 /
o Date:  Fii1/1/2021 ~

February 2021 3 4 Show in: | Month Calendar ~ 7 8

SU MO TU WE TH FR SA

A el

7 8 9 1 1 12 13 E 1 " o 14 13
415 16 17 18 19 20 =
20 2 23 24 25 2 27 <
22 1 2 3 4 5 & 2 18 19 20 21
7 8 9 10 M 12 13 £
2% LMy GakEncrs 24 25 26 27 28 29

O calendac-

Figure 2-10
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2]

R .
Type 1/4/2021 in the Dat.e box to enter Jamuary 2021 o - T o i
the date you want to display in the current
calendar. UNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIC)

ec 27 28 31 Jan
Go To Date x

e Click the Show in button, and then select Day
Calendar to show the calendar in Day view
(Figure 2-11).

date entered

—_—1 .
Date: Mon 1/4/2021 in Date box

Show in: |Daycalendar Vk z
ks \I Show in button I
14

(o]
b
=)
T
o
=
<
o
o2
=
=}
o

< | Why did ‘Mon’ appear next to the date in the
o | Date box?
Outlook automatically includes the day of the
week (Monday, in this case) when you enter a
date in the Date box.

(3]

e Click OK to close the Go To Date dialog box and display the selected date in Day view (Figure 2-12).

Figure 2-11

Calendar - Outlook Data File - Outlook

File Home  Send/Receive Folder  View elp Q  Tell me what you want to do
= = = B Search People
N OFEEE + 8 @38 7T C
New New  New Today  Next? Day | Work Week Month Schedule Open  Calendar E-mail  Share  Publish ] Address Book
Appointment Meeting  Iltems » Days Week View Calendar~ Groups= | Calendar Calendar Online~ ns
New GoTo m Arrange TPt Manage Calendars Share Find A
4 January 2021 » Tod T & Fid
g Today omorrow iday .
SU MO TU WE TH FR SA 4 » January 4, 2021 Tulsa, Oldahoma = 50 Lo GTF/AF ™ geoR{5aop | earchjackson £
27 28 29 30 A 1 2
3 4 5 6 7 L 9 MONDAY
16 4
23
30
date selected
in Date
12 3 4 5 & Navigator
7 8 9 10 11 12 13
e
14015 16 17 18 19 20 0
| it e
Figure 2-12
‘ Other Ways

‘ 1. Press CTRL+G

To Display the Calendar in Work Week View

Why? In Outlook, you can display several calendar days at once so that you can see multiple appointments at the same
time. Work Week view shows five workdays (Monday through Friday) in a columnar style. Hours that are not
part of the default workday (8:00 am — 5:00 pm) appear shaded when viewing the calendar in Day, Work Week,
and Week view. The following step displays the calendar in Work Week view.

o

o Click the Work Week button (Home tab | Arrange group) to display the work week in the appointment area for the
selected date (Figure 2-13).

Experiment

e Scroll up and down in Work Week view to see how the color changes to reflect hours outside the default workday.

< | Why are Monday through Friday highlighted on the Date Navigator?
g The calendar days displayed in the appointment area are highlighted on the Date Navigator.
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ok ek
button

File Home Send / Receive Folder View Help

Calendar - Outlook Data File - Outlook

Tell me what you want to do

ol SEEeE + 8|2 a 1 o |

New Today  Next7 Day | Work | Wesk Month Schedule Open  Calendar E-mail  Share  Publish , B Address Book
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New Go To IF1 Arrange LM Manage Calendars Share Find ~
! thaaw cary AL ' Arrange group Tod T
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SU MO TU WE TH RS oot dates E
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78 9 10 11 12 1 Navigator and displayed rf|
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Figure 2-13
‘ Other Ways

‘ 1. Press CTRL+ALT+2

To Display the Calendar in Week View

In Week view, the seven days of the selected week appear in the appointment area. The following step
displays the calendar in Week view. Why? The advantage of displaying a calendar in Week view is to see how many
appointments are scheduled for any given week, including weekends.

o

o Click the Week button (Home tab | Arrange group) to display the full week, including weekends, in the
appointment area (Figure 2-14).

Calendar - Outlook Data File - Outlook

File Home  Send /Receive Folder  View  Help Q  Tell the what you want to do
—
[;1 =Y =4 = | 5 |Search People =
0 &S N EHEHEE O+ B =28 1 0 e
New New  New Today Next7 Day  Work | Week | Month Schedule Open  Calendar E-mail  Share  Publish , B Address Book
Appointment Meeting  ltems~ Days Week N View Calendar~ Groups= | Calendar Calendar Online~ :
New GoTo ] Arrange 5 Manage Calendars Share Find -
‘4 January 2021 3 Tod T
A oday omOorrow ~
SU MO TU WE TH FR SA 4 » January 3 -9, 2021 Tulsa, Oldahoma - 5 (%, o Srorramg | Searchlackson o) ‘
27 28 9 30 3 1 2
3 4 5 6 7 8 9 SUNDAY MONDAY Arrange DAY WEDMNESDAY THURSDAY FRIDAY SATURDAY

M0 11 12 13 14 15 16
17 18 19 20 21 2 23
24 25 26 27 28 29 30

3 4 group 6 7 8 9

February 2021

SU MO TU WE TH FR SA
1 2 3 4

7 & o 1w 1| fullweek highlighted

in Date Navigator

and displayed in

appointment area

q

Figure 2-14

‘ Other Ways

‘ 1. Press CTRL+ALT+3
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To Display the Calendar in Month View

Month view resembles a standard monthly calendar page and displays a schedule for an entire month.
Appointments can be displayed in each date in the calendar. The following step displays the calendar in Month
view. Why? By viewing the entire month without scrolling through individual appointments, you can see when you have
an open day.

1)

o Click the Month button (Home tab | Arrange group) to display one full month in the appointment area
(Figure 2—-15).

Experiment

o By default, Month view displays dates from the beginning to the end of a calendar month. To select several weeks
across two calendar months, click the Date Navigator and then drag to select the weeks you want to view.
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o
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Calendar - Outlook Data File - Outlook
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= = P = | B Search People
i & [E B + B =20 D C
New New  New Today  Mext7 Day  Work Week | Month |Schedule Open  Calendar E-mail  Share  Publish B Address Book
Appointment Meeting  ltems » Days Week s View Calendar~ Groups~ | Calendar Calendar Online~ P s
New GoTo m Arrange T Manage Calendars Share Find A
4 January 2021 I3 Tod T 3 Frid
gk Today omorrow tiday i
SU MO TU WE TH FR SA 4 » January 2021 Tulsa, Oldahoma - <5 0L g GTF/AF ™ gaoFf5aop | oovehjackson /O|
27 28 29 30 N 1 2
3 4 5 6 7 8 9 SUNDAY MONDAY WEDNESDAY THURSDAY FRIDAY SATURDAY =
MEan e dx e Dec 27 28 30 31 Jan1,21 2
17 18 19 20 21 22 23
24 25 26 27 28 29 30 Arrange
3 group [i?l
6 7 8 9 =
February 2021
SU MO TU WE TH FR SA = E
12 3 4 5 &
13 14 15 16 =
7 8 3 10 1 12 13 5 ri]
415 16 17 18 19 20 Fr— E
o om was o w BN L =
28 1 2 3 4 5 & n 92 19 20 21 22 23 3
and displayed in g
7 8 9 10 11 12 13 .
appointment area
(]
PR |~ B it 24 25 26 27 28 29 30
efault —[] Calendar - Outlook Data Fil
Calendar alendar - Outlook Data File
[0 United States holidays
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Figure 2-15

‘ Other Ways

‘ 1. Press CTRL+ALT+4

To Display the Calendar in Schedule View

Schedule view allows you to view multiple calendars over the course of a single day in a horizontal
layout to make scheduling meetings easier. The following steps display the default Calendar and the Jackson
calendar in Schedule view. Why? Schedule view is useful when trying to see multiple calendars so that you can check for
overlapping items.
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(1)

e Click Calendar (default Calendar)

File tab

Home tab

Schedule
View button

Calendar - Outlook Data File -

Outlook

in the My Calendars pane to insert File Home Send / Receive Folder ~ View  Help Q@ Tell me what you waXt to do
a check mark in the check box
. 0 ] o B e = E =
and to display both the default 0 B & mio B + B
. New New New Today  Next7 Day Work Week Maonth  [Schedule Open  Calendar E-mail Sharg

Calendar and Jackson’s calendar in Appointment Meeting Items = Days Week View Calendar~ Groups~ | Calendar Calend
the appointment area. New GoTo & Arrange % Manage Calendars

. . 4 January 2021 3 -

e Click the Schedule View button T ——— < v January 4, 2021 Tulsa, Oldahoma - ¢ loday

(Home tab | Arrange group) to s B2 MiBL T2 Arrange group

. . Il s 6 7 8 9 8am 9 U 11
display both calendars in Schedule TR T R =
view (Figure 2-16). mR o’z

24 25 26 2r 28 29 30
. 3 Calendar
SB Why does Schedule view show T
o| asingle day instead of multiple SU MO TU WE TH PR SA Calendar and
5 e Je.lckson cale'ndar
days. 7 E % A e s displayed with
. . . same date

Schedule view is designed to #1516 718 10 20

. . 21 2 23 24 25 26 27
display one day at a time. W s+ e Jackson

7 3 9 0 " 12 13
What does the dark blue shaded -
. W My Calendars

area in the calendar represent? ;‘Emrmmmm

e ar ue shade area [0 United States holidays
The dark bl haded
in Day view.

Figure 2-16

Other Ways

1. Press CTRL+ALT+5

To Add Holidays to the Default Calendar

Before you add appointments to a calendar, you can mark the standard holidays for one or more countries.
You may have noticed a separate United States holidays calendar in the My Calendars area, but you can add
holidays directly to your default calendar folder only, not to a public folder or nondefault calendar such as
Jackson’s calendar. However, you can drag holidays from your default calendar to nondefault calendars. Why?
International businesses should be aware of national holidays within each country where they do business. The following
steps add national holidays to the default calendar.

o Outlook Options

e Click the File tab on the ribbon to : dialoglbox
open Backstage view. T O Opons &
. . . = bl + | Change the settings for calendiars, meatings. and time 25
e Click Options to display the = g ey mananpuiny
. . Calendar LR v s s Bogk
Outlook Options dialog box. category e <goueromm
H - & a—'-'u Span time: BO0AM - b
e Click Calendar in the left pane o s~
H H H ] Tuw Wied S ] St Fh Calund
to display the options in the ol il S RIC AT e
Calendar category (Figure 2-17). ey g Statton an :
o 2 n Cabendas options
s » 2 _i;l Eel Defaul peminders | 15 minutes = Add Holidays
i = B Aligw sttendees to propose new times =1 button
e T & Mse this response when proposing  new mee w | 7 Tentatin
;] 4 5 -‘ i . Add hohdays 1o the Catendar Add Hnllﬂl;‘i.
LT F O Change the permisneny tor viewing Free/Busy intormaten: | Free/Busy Optiee.
Tw oW on ] Enabie an amemate calendar

B When gending meeting reque
L] Shes eall sceen e thee cabe

Display aptisns
‘a Default galendar celor, | 63 =

on all calendars

] Shew vtk plambiast in the menth view and in the Date Navigator

Figure 2-17

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, dT duplicated, in whole or in part. WCN 02-200-203

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



(2]

Managing Calendars with Outlook Outlook Module 2 OUT 2-13

o Click the Add Holidays button
to display the Add Holidays to

i

Peaple
Calendar dialog box (Figure 2-18).  [5]| Tess
Search

< | Can | select multiple countries —

Ease of Access

g to display more than one set of

national holidays? Advanced

Work time
) Werk hours: Add Holidays to
Start time: E Calendar dialog box
End time: 5:00PM  ~

Workweek: [] Sun [¥] Mon ue [Vl Wed [ Thu [ Fri [ Sat
First day of we

Add Holidays te Calendar X

First week of yi
Select the lacations whose holidays you

would like copied to your Outlook Calendar:

Cenlaroptine Tunisia A

Yes. You can select the holidays of
multiple countries to display in the

Add-ins

CustomizsBilats
Quick acd select your country
of residence o

Turkey

Ukraine

United Arab Emirates
United Kingdom

ault rem

ter

default calendar.

Trust Center

T This respor] nited States Tentative =
ruguay
Add helidays #f (] Venezuela
[] vietnam [N
Changethe pe| (] Yemen ¥ || Free/Busy Options...
[] Enable an a oK Cancel
E i regorian -

When sending
[ Show bell icon

OK button

pointments and meetings with reminders

(3]

o If necessary, click the check box for e
your country of residence to add
that country’s national holidays to

6 Advanced
the default calendar. :

Language

Ease of Access

Customize Ribbon
e Click OK to close the dialog box, Qick Access Toolbar
import the holidays, and display
the confirmation message that

the holidays were added to your

calendar (Figure 2-19).

Add-ins

Trust Center

Workweek: [] Sun Mon Tue Wed Thu Fri [ Sat

First day of we

Add Holidays to Calendar X
First week of
Select the locations whose holidays you

would like copied to your Qutlook Calendar:
[ Tunisia

[ Twrkey

Calendar options

i |

[ Default]

[ Show bell icon on the cal ts and meetings with reminders

Display options

Default calendar color:

[ Use this color on all calendars

[ Show week numbers in the month view and in the Date Navigator

side of your organization, use the iCalendar format

v
Figure 2-18

g Microsoft Outlook X
[v] Allgw a
Use thi -
= o The holidays were added to your Calendar. El
Add holidal
0K
Changeth (e | m—
Dgnamm% [omer ]
English 1| Gregorian| "

When sending meeting re OK button r organization, use the iCalendar format

OK button

4]

Figure 2-19

e Click OK to close the Microsoft Outlook dialog box and the Add Holidays to Calendar dialog box.

e Click OK to close the Outlook Options dialog box.

e Click the Month button (Home tab | Arrange group) to display both calendars in Month view in the appointment

area (Figure 2-20).

< | The national holidays do not appear in Jackson’s calendar. Where are they displayed?

g Holidays are displayed only in the default calendar.

Why are the national holidays on my default calendar different from Figure 2-20?
Your default calendar holiday dates might differ from those shown in Figure 2-20 if you selected a different

country.
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Home tab

Month button

)

File Home Send / Receive Folder View Help Q Tell mywhat you want to do
[:] s r—h p—h H—h r—h Search People ~
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E
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Calendar - Outlook Data File 30 24 25 26 27 28 29 30
[ united States holidays
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W e —— G Calendar F_—___-—______--"__7 —\__
Figure 2-20
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e Click Calendar in the My Calendars pane to remove the check mark from the Calendar check box so that the default
calendar no longer is displayed in the appointment area.

BTW

Deleting a Calendar
If you no longer need one
of the calendars, you can
delete a calendar by clicking
the Delete Calendar button
(Folder tab | Actions group).
Click the Yes button in the
Microsoft Outlook dialog box
to delete the folder. Outlook
sends the deleted folder to
the Deleted Items folder.

Creating and Editing Appointments

An appointment is an activity you schedule in your Outlook calendar that does

not require an invitation to others. Recall that every calendar item you schedule in
Outlook Calendar begins as an appointment. In Outlook, you easily can change an
appointment to an event or a meeting. Scheduling a board meeting, dental visit, or a
class schedule as a recurring appointment helps you successfully manage your activities
and obligations. To better organize your appointments and meetings in your Outlook
calendar, you can add color categories that let you scan and visually associate similar
items. For example, you can set the color blue to represent your business meetings and
the color green for doctor’s appointments.

Creating Appointments in the Appointment Area

A one-time appointment, such as a concert event, conference call, or course
exam date, is an appointment that occurs only once on a calendar. A recurring
appointment, such as a class throughout an academic course, repeats on the calendar
at regular intervals. Appointments can be created in two ways: using the appointment
area, where you enter the appointment directly in the appropriate time slot, or using
the Untitled - Appointment window, where you can enter more specific details about
the appointment such as the location or address of the activity.

You can also create an appointment from an email message. In Mail view, drag an
email message from the Inbox to the Calendar icon on the Navigation bar to open an
Appointment window where you can enter appointment details.

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. WCN 02-200-203

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.




Managing Calendars with Outlook Outlook Module 2 OUT 2-15

To Create a One-Time Appointment Using the Appointment Area

When you click a day on the calendar in the Navigation pane, Outlook displays the calendar for the
date selected in Day view in the appointment area. Day view shows a daily view of a specific date in half-hour
increments. The following steps use the appointment area to create a one-time appointment for Jackson’s yearly
dental cleaning. Why? If you are scheduling a one-time activity such as a doctor’s appointment, you can type directly in the
appointment area because you do not need a detailed description.

o

o Click the month name January on the Date
Navigator to display a list of months with the

(o]
b
=)
T
o
=
<
o
o2
=
=}
o

Calendar - Outlook Data File

File Home Send / Receive Folder  View Help Q  Tell me what you want to do
associated year (Figure 2-21). s wm . g
B & = B & El | =+
. New New New Today Week Month  Schedule Open Cal
Experiment Appointment_Meting _ltems - January month ek View Calendar - G|
October 2020 name
. . November 2020
e View several dates that are not consecutive December 2020 Arrange & | Manage Calen
by clicking a date on the Date Navigator, o 4 v January 2021 Tulsa, Oklahoma -
holding down the CTRL key, and then clicking April 2021
g 3 4 5 6 b 8 9 SUNDAY MONDAY TUESDAY
additional days. TR e e e e 29
17 18 19 20 21 2 23
24 25 26 27T 28 29 30
2 } 3 | Date 4 5
Fel o] Navigator
SU MO TU WE TH FR SA &
1 2 3 4 5 6 =
T 8 9 10 n 12 13 E n 12
14 15 16 17 18 19 20 '§
21 2 23 24 25 26 27 2
22 1 2 3 4 5 & E 18 19
7 8 9 10 n 12 13 J g

v [ My Calendars 24 25 %
O Data File

Figure 2-21
January 2021
selected

o If necessary, click January 2021 on the Date o T wansge s
Navigator to display the selected month in the : T ;
appointment area. SU MO TU WE TH FR SA 4 » January 13, 2021 Tulsa, Oklahoma -

27 28 29 30 3N 1 2

e Click 13 in the January 2021 calendar on the Fd imk i o
Date Navigator to display the selected date in s afe %
the appointment area in Day view (Figure 2-22). pFRERERE N é?s“r:‘lj;‘;fihm“

13 on January P 8’ appointment area
2021 calendar |7 FR sS4

Figure 2-22

3]

e Drag to select two half-hour increments from - : T Mansge G hare
the 9:00 Am to the 10:00 Am time slot in the
appointment area (Figure 2-23).

i Today 3 Tomorrow
60°F /43°F 67°F/44°F

4 » January 13, 2021 Tulsa, Okdahoma =

WEDNESDAY
< | What if | select more or less than two half-hour

g increments?
If you incorrectly select the appointment time,
repeat this step to try again.

9:00 AM—10:00 Am time slot
selected in appointment area

Figure 2-23
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4]

e Type Dental
Cleaning:
Dr. Li asthe
appointment title
and then press
ENTER to enter the
appointment in the
appointment area
(Figure 2-24).

Q&A

the appointment
entry?

entry is saved
automatically when
yOu press ENTER.
Why is Busy
displayed in the

Other Ways

Do | have to perform
another step to save

No, the appointment

Managing Calendars with Outlook

appointment status
shown as Busy

Calendar Tools
Appointment tab

Calendar - Outlook Data File - Outlook

Calendar Tools
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Open Delete  po o Invite E _ Recurrence Categorize I High Importance
. Attendees L Reminder: |15 minutes - =
- [+ Low Importance
Actions Attendees Options Tags
4 January 2021 L3 -
T TR bold _date means one or more b = S ;Eiyfﬁ"r ;;TFG;ZV:F ;Zd:y,'sz
appointments are scheduled on that day

27 28 29 30 31 1

3 4 5 & T 9 WEDNESDAY

0 n 12 13 14 15 16 13

17 18 19 20 21 22 23

24 2o

3

Dental Cleaning: Dr. Li
suU - -
Start: 1/13/2021 :00 AM Dental Cleaning: Dr. Li I
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7

" Reminder: 15 minutes
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SE 2 3 4 5 & 11
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Figure 2-24

Show As box (Calendar Tools Appointment tab | Options group)?
When you create an appointment, Outlook assigns your time as busy by default.

Why does the date of the dental cleaning appointment appear in bold on the Date Navigator?
Outlook displays in bold any date with a time allocated on your calendar as busy to indicate that you have
something scheduled on that day.

BTW
Adding a Calendar

Group

To organize multiple
calendars, you can create
calendar groups. Click the
Calendar Groups button
(Home tab | Manage
Calendars group) and then
click Create New Calendar
Group. Type a name for the
new calendar group, and
then click OK.

1. Select beginning time slot, hold down SHIFT, click ending time slot, type appointment name, press ENTER

Organizing the Calendar with Color Categories

As you add appointments to the Outlook Calendar, you can use categories to
color-code the appointments by type. Adding color categories allows you to quickly
scan and visually group similar items such as classes or work-related appointments. For
example, Jackson can assign his work tasks to a blue category, doctor’s appointments
to green, classes to orange, and all friends- and family-related activities to purple.
After you associate each category with a color, he can categorize each appointment.
The associated color is used as the item’s background color on the calendar in the
appointment area.

To Add Color Categories

Why? Color categories enable you to easily identify and group associated items in the Outlook Calendar. 'The
following steps add color categories in the calendar.
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Tools Appointment o
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y Figure 2-25
take advantage of
categories and other special features.

e Color Categories
dialog box

e Click All Categories \
L January13,202‘w Tuka OMlahoma - To0% S Tomovow <y e | Seerchlackson

to display the Color

. . Color Categories X
Categories dialog i
. To assign Color Categories to the currently selected items, use the checkboxes next to
box (F|g ure 2—26)_ ® 15 16 13 each category. To edit a category, select the category name and use the commands to the
n » =B fatt: I
28 29 30 Name Shorteut key | New...
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I Blue Category I/ T Green Categary
1 Orange Category

9 Dental Cleaning: [ | [ [I] Purple Category

[ Red Category
2 13 [/ Yellow Category

\I Rename button I \

Figure 2-26

9 Color Categories dialog box |

o Click Blue Category

»
to select the —— < » January 13, 2021 Tuka OMlahoma - To0% S Tomovow <y P | Seerchlackson
31 1 2 Color Categories Es
category. 7 8 9 WEDNESDAY 7 ;
; o5 T e D R ety e S e U
e Click the Rename ik 1 ngnte ‘
button to select ® 2 ) Name Shortcut key [ new.
Blue Category is 1 ._I_I
the category for = renamed Work DI Green Category } Green, Orange, Emam[ N Rename button \
H [0 orange Category -<e—— and Purple Delete
H R SA
renaming. e s . 5 [ Dental Cleaning: 1 E: Purple Category Categories Color:
Red Category =
L] Type Work and [ 1 Yellow Category
5 19 20 10 Shortcut Key:
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(Figure 2-27). o
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A

Figure 2-27

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. WCN 02-200-203

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



OUT 2-18 Outlook Module 2 Managing Calendars with Outlook

a Color Categories dialog box

e Click Green Category, and then

Today = Tomarrow [y Friday Sparch J

click the Rename button to select 4 * January 13, 2091 T, Odahoma -~ (N GI°F[44°F 66°F /52°F
H Coler Categories =
the category for renaming. TR id
To assign Color Categaries to the currently selected items, use the checkboxes next to
. each category. To edit a category, select the category name and use the commands to the
e Type Dr. Appointments 12 o
and then press ENTER to rename Neme Shorteut key New..
I Work
the category. : £ - :
categories Delete
e Click Orange Category, and then 9 | Dental Ceaning: renamed Cotor
click the Rename button to select tellow Categary E;.:mwv
the category for renaming. (None)
e Type Friends & Family
and then press ENTER to rename
the category. =
e Click Purple Category, and then 1
OK button

click the Rename button to select
the category for renaming.

e Type Classes and then press ENTER to rename the category (Figure 2-28).

Figure 2-28

< | How many color categories can | set?
g You can assign 15 color categories in Outlook Calendar. Click the New button in the Color Categories dialog box to

select colors not shown in the dialog box by default.

e Click OK to close the Color Categories dialog box.

To Assign a Color Category to an Appointment

The following steps assign a color category to a calendar appointment. Why? By color coding your Outlook
calendar appointments, you can quickly distinguish among your assigned categories such as class, work, or birthdays.

0 Calendar Tools Categorize

. Appointment tab button
o If necessary, click the Dental g sy rc——
Cleanlng app0|ntment at 900 AM nd / Receive Folder View Help Appointment Q  Tell me phat you want to do
to select the appointment.
] EO ) Private
. . s = showas [HBusy o Ragr g
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i i i 2 - B Classes Toda S Tomorrow Frida
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W s B Dr. Appointments W Work in alphabetical order
0 21 22 23 category B Red Category
;7 28 20 30 Yellow Category
g BB Al Categories...
2021 Set Quick Click...
TH FR SA
Bl e 9 Dental Cleaning: Dr. Li
1M 12 13 A
18 19 20 10
25 26 27
G 11 Dental Cleaning
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12
ook Data File

Figure 2-29
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e Click the green Dations
Dr. Appointments
category to display
the selected WEDNESDAY .
appointment £
With a medium- Dental Cleaning appointment displayed

backg rOUI‘\d with medium-green background
green
(Figure 2-30).

o Today < Tomorow Ly Friday Search Jacks
4 » January 13, 2021 Tulsa, Oftaliona 60°F/43°F 67°F/a4°F 66°F/52°F EeeE

Figure 2-30

Creating Appointments Using the Appointment Window B™

) ] ] ) ] Entering Locations
Another way to create an appointment is by using the Appointment window, As you enter calendar items,

which provides additional options for entering an appointment, such as the location ?/r%lércr?wgtiigﬂubdecll?cﬁ;iorj[he
of the appointment and a recurrence pattern. When you set a recurrence pattern, Location arrovil/ and sje cting
Outlook schedules the appointment on the calendar at regular intervals for a a location on the list.
designated period of time, such as a class that Jackson takes for an entire semester on
Tuesdays and Thursdays.
Outlook also allows you to configure a reminder, similar to an alarm clock reminder,
which is an alert window that briefly appears on your screen to remind you of an upcoming
appointment. You also can set a chime or other sound to play as part of the reminder.
Another option when creating an appointment is to set the appointment status,
which is how the time for a calendar item is marked on your calendar. The default
appointment status setting is Busy, as indicated in the previous steps, but you can
change the status to reflect your availability as appropriate.

To Create an Appointment Using the Appointment Window

Why? Instead of directly entering an appointment in the appointment area, you can specify various details such as
the location by using the Appointment window. To schedule an appointment such as Jackson’s CIS 110 computer
class that meets repeatedly over the semester in a particular room on campus, you decide to use the Appointment
window. The following steps create an appointment using the Appointment window.

New Appointment

0 button
Untitled - Appointment

e Click Home on the puindon

- Outlook Data File - Outlook

ribbon to display the O el me wiNou want 1o co
Home tab. Untitled - Appaintment
E Event Scheduling Assistant Insert Format Text Review Help Q  Tell me what you want to do
e Click the New e Wk =1 = |
. 3] itle
Appointment New | %
group 53’*3‘ Starttime | Wed 1/13/2021 B 1200am - Allday [ @ Timezones

button (Home tab )

sU Mo End time Wed 1/13/2021 (59| 12:00am ¥ {3 Make Recurring
| New group) to B
open the Untitled - 2 o Locstion
Appointment window B

24 25
(Figure 2-31). »
How can | hide

the ribbon in the Figure 2-31
Untitled - Appointment window?

If the ribbon is expanded, click the Collapse the Ribbon button in the lower-right corner of the ribbon. Double-click
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e CIS 110 - Appointment window ‘
° Type CIS 110 in —crEminder: |13 minutes e
the Title box as the T A
appOIntment tltle' File Appointment Scheduling Assistant Title box [rmat Text Review Help Q Tell me what you want to do

Press TAB to move

B Tie  CIST10
the insertion point -
to the Start ti 55";:‘ Starttime | Wed 1/13/2021 @L 12:00 AM w| O alday [J @ Timezones
o the Start time. Fe Engtm‘i 22 Yl 12doam ~| O Make Recurring
. . SU MO TU WE TH FR SA
e Click the Start time R start time
calendar button to lgcgtio 3 4 5 6 7 8 9 calendar button
display a calendar [y 12 e s e
f h 24 25 26 27 28 28 30 | CateliRiavedbn
or the current ) calendar
. 7 31 1 2 3 4 5 6
month (Figure 2-32). . -

Why did the title of
the window change
from Untitled -
Appointment to CIS Figure 2-32

110 - Appointment?

The title bar displays the name of the appointment. Because the name of the appointment has changed, the name
on the title bar also changes.

Q&A

e e ———

Why are the date and time already specified?
When you start to create a new appointment, Outlook sets the start and end times using the time selected in the
appointment area.

3]

e Click 18 on the

calendar to select g ! CIS 110 - Appointment
the next CIS 110 class Fle  Appointment  Scheduling Assistant  Insert  FdrmatText  Review  Help @ Tell me what you want to do
as January 18, 2021. .
® CIICk the Start time 5;“':;? Start time Mon 1/18/2021 [ aday [ @ Timezones
. "Ny
a FI’IOW to _dlsplay Endtime | Mon 1718/2021 O Make Recurring
a list of time slots start time
(Flgure 2—33) Ea Locatien 10:00 AM slots

Start time

Q Figure 2-33

e Click 10:00 am to
select it as the
Sta rt tlme -for the File Appointment Format Text Review Help Q Tell me what you want to do

appointment.

te  CISTIO
Tit
e Click the End time SmveBl | starttme | Mon 11972021
arrow to display Endtime | Mon 1/18/2021

a list of time slots 1000 AM (0 minutes)
10:30 AM (30 minutes)

Figure 2-34). :

(Fig ) T30 AM |
< Wh d End time 12:00 PM (2 hours)

y Id the End 12:30 PM (2.5 hours)

g time change to the e
same date as the
Start time?
Outlook
automatically sets Figure 2-34

appointments to occur during a single day.
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< | Why does the second end time list have a duration for each time?

g Outlook automatically displays the duration next to the end time to help you set the length of the appointment.

5]

e Click 11:30 AM (1.5 hours) to

select it as the End time for the e | i
appointment. Atendees
o Click Location and type 2408 L
as the room number of the class i B Tye  Csno
(Figure 2-35). 8 otime | Mon iz
End time Mon 1/18/2021

Scheduling Assistant Insert

Location box
e 200 ] oction i

! High Importance

(o]
b
=)
T
o
=
=
o
o2
=
=}
o

L. LowImportance
CIS 110 - Appointment

Format Text Review Help

@ Tell me what you want to do

B | 1000am v [ andyy [ & Timezones

(| 1:30aM + i3 MakeRecurring

‘ Other Ways

W

Figure 2-35

‘ 1. Press CTRL+SHIFT+A

Setting Appointment Options

When creating appointments on the Outlook calendar, you can set a number of
options that determine how the appointment is handled. Table 2-2 lists the options

available when creating an item on your calendar.

BTW

Time Zones

Use the Time Zones button
(Appointment tab | Options
group) to specify a time zone
for the start and end times of
an appointment.

Table 2-2 Calendar Window Options

Option Description

Show As Indicates your availability on a specific date and time; if you want to show others your
availability when they schedule a meeting with you during a specific time, this must be set
accurately

Reminder Alerts you at a specific time prior to the item’s occurrence

Recurrence If an item on your calendar repeats at regularly scheduled intervals, set the recurring options
so that you only have to enter the item once on your calendar

Time Zone Shows or hides the time zone controls, which you can use to specify the time zones for the

start and end times of the appointment

Outlook provides five options for indicating your availability on the Calendar, as

described in Table 2-3.

Table 2-3 Calendar Item Status Options

BTW

Room Finder

Some features in Outlook
2019 require a Microsoft
Exchange Server account.
Exchange is a collaborative
communications server that
many organizations use.
Microsoft Office 365 includes
Exchange Online, and some
Internet hosting providers
offer Exchange accounts. If
you use a Microsoft Exchange
account, you can click
Rooms to check availability
and reserve rooms when

you select a location in the
Location box. A feature

Option Description called the Room Finder
. . . . ) assists you in locating times
Free Shows time with a white bar in Day, Week, Work Week, or Month view for your meeting when most

Working Elsewhere

Tentative Shows time with a slashed bar in Day, Week, Work Week, or Month view
Busy Shows time with a solid bar in Day, Week, Work Week, or Month view
Out of Office Shows time with a purple bar in Day, Week, Work Week, or Month view

Shows time with a white bar with dots in Day, Week, Work Week, or Month view

attendees are available. To
select a meeting time, click a
time suggestion in the Room
Finder pane in the Suggested
times section, or pick a time
on the free/busy calendar.
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To Change the Status of an Appointment

"To make sure your time is displayed accurately on the calendar, you can change the appointment status
from the default of Busy to Out of Office, meaning Jackson is not in the Code Squad office during class time
while attending CIS 110. The following steps change the status of an appointment. Why? You can display time

indicators such as Busy or Out of Office to show calendar entries that reflect your availability. If you share your calendar,
others can see at a glance if you are available.

(1)

e Double-click the
Appointment tab
to expand the

Q  Tell me what you want Ty oo

Appointment tab

m il

®- o= CIS 110 - Appointment

. Folder Ve Rppointment
ribbon

expanded

. File Appointment Scheduling Assistant Insert Format Text Review Help @ Tell me what you want to do
rlbb0n m @ ﬁ Eﬂ p+ = Show A :m G ED & Private LQJ
e Click the Show As Delete CopytoMy _s _ Teams Meeting Invite L Rermindie O Free L ice | Categorize i Highlmportance | .= L
. Calendar Meeting MNotes Attendees WoHinG Elceihers = Low Impartance =
arrow (Appointment sctons. | s e e JEREE R i e |
. tatus opti 7
tab | OpthﬂS group) =l Tie  CISTIO status opfions [ Busy \ Options
in the CIS 110 ) B Oueoffce L2
. SaveB | gattime | Mon 1/18/2021 10:00 AM - Ald Tirne zones
appointment to Close = = D @ Time:
: Endtime | Men 1/18/2021 11:30 AM v O MakgRecurring
display the Show As
list of appointment 2 Out of Office
. ool status
status options
(Figure 2-36).

e Figure 2-36

e Click Out of Office
to change the
appointment status

ome Send / Receive Folder

2 rppontment () Tell me what you wantTooo -
Out of Office
®- = IS0 An BT ent status is selected [

File Appointment Scheduling Assistant Insert Format Text Review - Q@ Tell me what you want to de
(Figure 2-37).
A \l/ = $ Eﬂ aQ m T O A rrivate
4 m i EShWAS: .OUtE’fO-‘- b . | High Importance @
Delete CopytoMy | Teams Meeting Ivite | () pinder 15 mimes < [RECUTENCE | Categorize ik Dictate -
SU MO Calendar Meeting Notes Attendees i

- Low Importance -

Actions Teams Meeti.. | Meeting Notes

Attendees

Options Tags Voice | ~

10 11 Title s 110 I
17 18 -
Save &

= Starttime | Mon 1/18/2021 | 1000am v [ Aldy [0 & Timezones
ose

End time Mon 1/18/2021 ﬁ 11:30 AM - A2¥ Make Recurring

Location e

W

Figure 2-37

To Set a Reminder for an Appointment

With the start and end dates and times for the class set and the appointment status selected, Jackson
wants to schedule a reminder so that he does not forget class. Why? Your Outlook Calendar can be your personal
alarm clock by displaying reminders of your appointments with options such as snooze and dismiss. When the reminder is

displayed, you can open the appointment for further review. The following steps set a 30-minute reminder for an
appointment.
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c Appointment tab

e Click the Reminder

Outlook Module 2

ment Q@ Tell me whaty
rrow (Appointmen
arro ( ppo tment CIS110 - Appointment
tab | Options
p File A intment Scheduling Assistant Insert Format Text Review Hel Q@ Tell me what you want to do
X ppoi g p G y
group) to display i E— | EE A
. [m] w @ Q&- = showas Eloutoto. - A | L!J
the Reminder ! = | Highlmportance | r
Delete CopytoMy _ Teams Mesting Invite Tl Reminaer Recurrence | Categorize Dictate
|ist of available SU Mo Calendar Meeting MNotes Attendees E T = = J; Low Importance -
. . 27 28 Actions | Teams Meeti... | Meeting Notes | Attendees | 0 N — Tags Voice A
reminder intervals 3 4 inutes -
: 101 = Titl c1s 1o 5 minutes Reminder arrow
(Figure 2-38). .. 10 minutes
et . 15 minutes
24 25 —a’e Starttime | Mon 1/18/2021 [F3| 30 minutes | a4y, .. me zones
3 o5 reminder B
End time Mon 1/18/2021 &) - 3 M
SU MO 3 hours E
: 2408 4 hours
1 Location
o o 5 hours
6 hours
o 7 hours
= = 8 hours
2508 ) 9 hours
708 10 hours
11 hours
4|m| My C 0.5 days
[7] cal¢ 12 hours
[ cal by
2 days
[ United States holidays 3y
[ Birthdays 8 4days
1 week

Figure 2-38

o

L] C|ICk 30 minutes to lome Send / Receive Folder iew ppointment Q' Tell me what you want to do
set a reminder for i _ T —
30 minutes prior n Deld  Hje Appointment  Scheduling Assistant  Insert  FormatText  Review  Help ' Tell me what you want to do
to the sta.rt time of waf ] It‘l’_il @ W O | e Wowaro. ] € =g B Private g
the appointment : Delete CopytoMy y . Teams Mesting Imite |\ e 0 minutes - |Recumence | Categorize | e || 2 =
H U Mo Calendar Meeting Notes Attendees _ - Low Importance -
(Flgure 2 39) 27 28 Actions | Teams Meeti... | Meeting Notes| Attendees | Options | Tags Voice | A
3 4
g Why was the reminder | w Tite  CISTIO | Reminder is 30 minutes |
1 Ha 17 18 o
(o time Orlgma”y 4 25 5;“';:‘ Starttime | Mon1/18/2021  [T] | 10:00AM w [ aldsy [ @ Timezones
scheduled for 5
. End time Mon 1/18/2021 ﬁ 11:30 AM - 42> Make Recurring
15 minutes?
i i . S ———— ]
Fifteen minutes is the
default reminder time. Figure 2-39
However, you can increase or decrease the default reminder time.
Can you customize the sound that is played when a reminder is displayed? n
¢ When you click the Reminder arrow (Calendar Tools Appointment tab | Options group), click Sound to open the Reminder =
Sound dialog box. E
e Click the Browse button, and then select the sound .wav file that you want played. a
n
e Click the Open button. Click OK to select the custom reminder sound. g
)

e A reminder time must be selected before the Sound command appears.

Creating Recurring Appointments

Many appointments are recurring appointments, meaning they happen at regular
intervals for a designated period of time. The recurring appointment is configured
with a recurrence pattern designating the rate of recurrence, for example, weekly, and
on what day(s) of the week the appointment occurs.
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To Set Recurrence Options for an Appointment

The next CIS 110 class is on January 20 and is held every Monday and Wednesday from 10:00 am to

11:30 am at regular intervals for the rest of the semester, making it

a recurring appointment. The following steps

configure a recurrence pattern for an appointment. Why? By establishing a recurrence pattern, you do not have to

enter each class into the schedule for the entire semester.

(1]

Appointment

Appointment tab

Recurrence button
Q Tell me Whal Jobe—

e Click the Recurrence Recurrence
button (Appointment dialog box SRR e ’
tab | Optlons group) to File Appointment Scheduling Assistant Insert Format Text Review Help ¢ Tell me what you want to do
display the Appointment - ~ HE O erivete

| A e @ M| Q|G Moo O BE 2 | B
Recurrence dialog box Delte Copyloby y . | Teoms  Meeing || Imie | e oo Recumence | Categorsl o) Dieate | [
(Figure 2_40). Mo Calendar Meeting Notes Aftendees 2 5 =
Actions Teams Meeti... |Meeting Notesy Attendees | Options Tags Voice ~
Why are the start and o [ Appointment Recurrence X
3 e 2
o end times and the 25 53’:5? Start time Mon 1718/ start: 10:00 AM =
duration already set in _ End |1m30AM B b« Valuesarels
) . Endtime | Mon 1/13/ = already provided
the Appointment time 3 SRR bours e
. R itk
area of the Appointment |5 e R Oy | nurerey ] weersyon —
Recurrence dialog box? i @Weeky | [sundey  EIMondey  [ruesey  []Weanesday
Outlook uses the Settings 8M°”t”'y Othursday [ Friday [ saturday
Yearly
you already selected for i
the appointment. Range of recurrence
o Start:  Mon 1/18/2021 [~] ®Endby: Mon 7/5/2021

A (O End after: 25 occurrences

[l € (O Mo end date

[| United States holida

i e | R

Figure 2-40

(2]

e If necessary, in the Recurrence pattern area, click the Weekly option button (Appointment Recurrence dialog box)

to set the recurrence pattern.

e If necessary, in the Recur :
b (Appo'ntment Adtions Teams Meeti.. Meeting Notes| Attendees Options Tags Voice -~
every box
R dial b - e asmo Appointrent Recurrence
ecurrence dialog box), o e
type 1 to schedule 5| PR gpntme  Mon118) s [1m00aw =
the frequency of the S :1:—:’“” =
recurrence pattern. Mo e P Vxedlr:isday
1 Location i " ched 0X
. . - O Daily Recur every |1 week(s) on:
e Click Wednesday to insert ; Weekly option |__e@weety | [liwke | Doy iy
a check mark in the check |, button Omorttly | Otnusday Oy Dsaturday
box and to schedule the oL
class two times per week T davs meets Monday and
(in this case, Monday cd Sl Mon 1718201 | Wednesday each week
ar?d Wednesday) E*m Start box in Range |7 ONgenddate
(Flgure 2-41). MEEAE of recurrence area P PR
Calendar - | = =
SB Why is the Monday check ~ {®™*
o | box already selected in

the Recurrence pattern

area?
Monday is already selected because the class starts on that day of

the date the appointment starts.

Figure 2-41

the week.

Why does the Start box in the ‘Range of recurrence’ area contain a date?
When you display the Appointment Recurrence dialog box, Outlook automatically sets the range of recurrence with
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(3]

e In the Range of recurrence area,
click the End by option button
(Appointment Recurrence dialog
box), and then press TAB to select
the End by box.

g

Teams Meeti...

Meeting Notes  Attendees Options

Appointment Recurrence x
Tile  CISTIO

| Appointment time L
Starttime | Mon 1/18/ Start:
Duration:

Outlook Module 2

I

End time Mon 1/18/|

Recurrence pattemn

R B
Type 5/12/2021 asthe day om0 R =
the class ends to replace the @ Weekly B Eiery  Biers  Eaesn
displayed end date with a new Outonthy | Cltnusaey  Cleisay  Dsawday_J ey b ootion button I

O ¥Yearly

date (Figure 2-42).

Range of
recurrence area

™ Range of recurrence

g What if | do not know the end L e e
o | date, but | know how many times Otndstter occurrence
() Ng end date

the class meets?

You can click the End after option
button and then type the number
of times the class meets in the End
after box.

4]

e Click OK to close the Appointment Recurrence dialog box and set the recurrence pattern (Figure 2-43).

e |

A
| End by box I

Figure 2-42

< | Why did the Appointment tab change to the Appointment Series tab?
g When you set a recurrence pattern, the tab name changes to reflect that you are working with a series.

end / Receive Tell me wha

€IS 110 - Appointment Series '
g_e S:t File Appointment Series Scheduling Assistant Insert Format Text Review Help Q Tell me what you want to do
cend T[] 133 & S| Eswowas Moworo. -0y | B8 ;?.p,m g
e High | rt:
Delete CopytoMy _y _ | Teams Mesting Imvite | e St < ReUNence | Categorize S PO pictare i
Calendar Meeting Notes Attendees E = Low Importance i
Actions Teams Meeti... | Meeting Motes| Attendees | Options | Tags Voice | A
= Tie ~ CISTIO
'
Save& | Recurrence Occurs every Monday and Wednesday effective 1/18/2021 until 5/12/2021 from 10:00 pM to 11:30 AWM <Z> Edit Recurrence
Close
Location il
Recurrence button
T —— selected because
- N recurrence pattern
information

has been set

/—\__/—\__/—---.

Figure 2-43

To Save an Appointment

With the details entered for the CIS 110 class, you can assign the appointment to a color category and
then save the appointment. The following steps categorize the appointment, save the appointment series, and
close the window. Why? By changing the color-coded category and saving the appointment, your recurring appointment is
scheduled.
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0 ’ Appointment Series tab ‘

e Click the
Categorize button

Tell me what yotwrve

Categorize
button

®- s €IS 110 - Appointment Series

(Appointment Series e File Appointment Series Scheduling Assistant Insert Format Text Review Help Q gl me what you want to do
tab | Tags group) to Curren =5 S showas Wowcio. -PERE OO A Private g
dlsplay a ||St Of COIOI’- D@e CoEMy = 15;;5 Mﬁg \5§ [ Reminde 30 mintes: Rec&:nce CaEqE'Ee ! High Importance Dt::te
Su MO Calendar Meeting Notes Attendess g - . Low Importance -
COded Catego”es a7 28 Actions Teams Meeti... | Meeting Motes | Attendees % Voice ~
(Figure 2-44). i e purple Classes |+ m cie
Actions y [l Dr. Appointments
group iaf:j Recurrence  Occurs every Monday effective 1/18/2021 until 5/12/2021 from 10:00 AM to 11:30 AM <> Edit [l Friends & Family
31 W work
Location 2308 B Red Category
BTW =
Organizing Files . BE Al Categories..
and Folders f,?,\ﬁoidose
You should organize and S et ———
store files in folders so that Figure 2-44

you easily can find the files e

later. For example, if Jackson i . . i

is taking an introductory o Click the purple Classes category to assign this appointment to a category.
computer class called CIS

e Click th | n (A intmen ri Actions gr h
110, a good practice would Click the Save & Close button (Appointment Series tab | Actions group) to save the

be 10 save all Outlook files recurring appointment on the calendar and close the window.
in g”folgtmk folder in a CIS e Click Home on the ribbon to display the Home tab.
110 folder.

e Click the Month button (Home tab | Arrange group) to display the calendar in Month
view (Figure 2-45).

Calendar Tools Calendar - Outlook Data File - Outlook
File Home Send / Receive Folder View Help Appointment Q  Tell me what you want to do
ﬁ] = = =5 —= Search People
0 RS B B = + |2 QT @ | G
New New  New New Teams Today Next7 Day Work Week |Month|Schedule Open E-mail  Share Publish
Appointment Meeting ltems+= | Meeting Days Weelk View Calendar Calendar Calendar Online -
New Teams Meetin calendar displayed Lerdfige k s | Manage Calendars Share Find
o oty TOEE ' | in Month view . = Fi T Til
Today S Tomorrow Friday =
SU MO TU WE TH FR SA 2021 Tuba Okishra 3 59°F/43°F 66°F/44°F 6o F/spop | Seorchlackson B
21 2% 9 30 AN i e o
3 4 5 6 7 8 g SUNDAY MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY SATURDAY [<
W E B e Dec 27 28 29 30 3 Jan 1, 21 2
7 18 9% 2 21 2 23
24 25 26 21 228 29 30
31
3 4 5 6 7 8 9
February 2021
SU MO TU WE TH FR SA
1 2 3 4 5 &
7 & 9 10 1 12 B 10 11 12 13 14 15 16
U o159 W 18 19 2 | Bl
21 22 23 24 5 26 27
28 1 2 3 4 5 & 17 18 19 20 21 22 23
Ll Galeds ) : 25 26 27 28 29 30
[0 Calendsr- Outlo| F€CUrring appointments
displayed with purple | LG | [(COREERED |
United States h
L] nited St o background
Jackson 31 Feb 1 2 3 4 s 6
I I T

Figure 2-45

To Add More Recurring Appointments

With the CIS 110 class appointment series created, the next step is to create
recurring appointments for the remainder of Jackson’s class and work schedule using
the appointment information in Table 2—4. The following steps create the remaining
class schedule using the Appointment window. Why? By adding your full schedule to the

Outlook calendar; you will not miss any important appointments.
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N
()
E
S
s
ENG 112 1402 1/21/2021  Setin 5:30 Pm 8:30 Pm QOut of 30 minutes  \Weekly, every Classes %
Recurrence Office Thursday; end o
by Thursday, 5
5/13/2021 o
History Project ~ Online 2/06/2021  Setin 5:00 pm 5:00 pm Busy 1 day Weekly, every Classes
Due Date Recurrence Saturday; end
by Saturday,
5/15/2021
Disrupt 123 1/04/2021  Setin 1:00 pm 5:00 pm Busy 15 minutes  \Weekly, every Work
Rockland Office Recurrence Monday, Tuesday,
Hours & Wednesday; end
by Wednesday,
5/12/2021

If necessary, click Home to display the Home tab.

Click the New Appointment button (Home tab | New group) to open the Appointment
window.

Type ENG 112 asthe appointment title.

Select January 21, 2021 to set the start date.

Select the start time as 5:30 pm and the end time as 8:30 pwm.
Type 1402 asthe location.

If necessary, expand the ribbon and select the Show As arrow to display the list of
appointment status options, and then click the option shown in Table 2-4.

Select the Reminder arrow to display the list of time slots, and then click the option
shown in Table 2-4.

Click the Recurrence button (Appointment tab | Options group) and set the recurrence
pattern shown in Table 2-4, and then click OK to close the Appointment Recurrence
window.

Click the Categorize button (Appointment Series tab | Tags group) and select the color-
coded category shown in Table 2-4.

Click the Save & Close button to close the Appointment Series window.

68 6 0 0 00000 ©0

Repeat Steps 1 through 11 to add the information shown in the second and third rows
of Table 2-4 (Figure 2-46).

Why is the Calendar Tools Appointment Series tab displayed instead of the Calendar
Tools Appointment tab?

The Calendar Tools Appointment Series tab is displayed when you select an
appointment that is part of a series. This tab provides tools for working with recurring
appointments.

Q&A

What if | have appointments that recur other than weekly?

You can set daily, weekly, monthly, or yearly recurrence patterns in the Appointment
Recurrence dialog box. A recurring appointment can be set to have no end date, to end
after a certain number of occurrences, or to end by a certain date.
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BTW

Outlook Help

At any time while using
QOutlook, you can find
answers to questions and
display information about
various topics through
Outlook Help. Used properly,
this form of assistance can
increase your productivity
and reduce your frustrations
by minimizing the time you
spend learning how to use
Outlook.

Managing Calendars with Outlook

ENG 112, History Project, \_/—\
i Saturd
4 » January 2021 Tulsa, Oklahoma + and Work recurring = AR | Search Jacksan ,O| ,
appointments added
SUNDAY MONDAY TUESDAY WEDNESDAY, THURSDAY FRIDAY SATURDAY =]

Jan3 7

4 8

Figure 2-46

Using Natural Language Phrasing

In the previous steps, you entered dates and times in the Appointment window
using standard numeric entries, such as 2/08/2021. You also can specify appointment
dates and times using natural language. A natural language phrase is a phrase closely
resembling how people speak during normal conversation. For example, you can type
a phrase, such as “next Thursday” or “two weeks from yesterday,” or you can type a
single word, such as “midnight,” and Outlook will calculate the correct date and time
relative to the current date and time on the computer’ system clock.

Outlook also can convert abbreviations and ordinal numbers into complete
words and dates. For example, you can type “Feb” instead of “February” or “the first of
May” instead of “5/1.” Outlook’s Calendar also can convert words such as “yesterday”
and “tomorrow” and the names of holidays that occur on the same date each year, such
as Valentine’s Day. Table 2-5 lists various natural language options.

Table 2-5 Natural Language Options

Category Examples

June twenty-third, March 17th, first of May
This Fri, next Sat, three days from now

Dates Spelled Out

Noon, midnight
Nine o’clock Awm, five-twenty

Times Spelled Out

Descriptions of Times and Dates Now
Yesterday, today, tomorrow

Cinco de Mayo

Christmas Day, Christmas Eve

10/15/2021 + 12d converts the date to 10/27/2021; use d for day, m for
month, or y for year and add that amount of time to any date

Holidays

Formulas for dates and times
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To Create an Appointment Date and Time Using Natural Language Phrases

Using a natural language phrase, you can make an appointment for a Code Squad mentor meeting for one
of your friends next Friday at 2:00 pm. The following steps create an appointment using natural language phrases
for the date and time. Why? If you are not sure of the exact date for next Tuesday or 36 days from now, you can use a
natural language phrase.

)
Appointment

(o]
b
=)
T
o
=
<
o
o2
=
=}
o

Home tab

e Click the New button 7
Appointment File Home Send / Receive Folder View Help Q Tell me what you want to do
button (Home tab (] 9 g- - e e m - o
| NeW group) to App:I:twmer File Appointment Scheduling Assistant Insert Format Text Review Help Q  Tell me what you want to do
open the Untitled e | @ 02w O B|o 8|05
- Appointment T J::tn":‘sg = | (e | ] i 18 mimtes < Recuence Cate%onzai’ picate TE:;.,:M
WindOW- New group |25 Actions Teams Meeting | Meeting Notes | Att . . Options Tags Voice | My Templates | ~
)3
® Type Mentor 9 10 Title Mentor Meeting
Meetlng in the 23 2 5;;’;? Start time b e day [ & Time zones
Title box. el Endtime | Sat1/9/2021 B || a30am | {3 Mgke Recurring
® Press TAB to select St N
. . Location
the first Start time o ]
box, and then type —
next friday to Figure 2-47

enter the start date
(Figure 2-47).

2]

® Press TAB to convert
the phrase to a start

Send / Receive Folder me what you want to do

Mentor Meeting - Appointment

date and to Se|GCt | Save & Close |ppointment Scheduling Assistant Insert Format Text Review Help Q Tell me what you want to do
the second Start button = : - | mE & m | -
the secor e 8 | B B[ Qs O e8]
. DAlete Copy to M, Teams | Meetin Invite | : Recurrence | Categorize * | Dictate View
SU MO ¢ C‘:i;adary‘) " | Meeting Ni; Attzm;es £ Reminder: |15 minutes - 2 | Templates
[ ] Type two PM as 25 26 Actions | Teams Meeting | Meeting Notes | Attendees Quiian Tags | voice | My Templates ~ =
the sime m e x -
9 10 Title lentor Meeting 20
second Start time s 7
23 24 5;;*5‘ Starttime | Fri 1/15/2021 s [J Alldsy [ @ Time zones
box to enter the start 5
. . Endtime | FA/15/2021 230 AM + & Make Recurrin 7
time (Figure 2-48). / = \ ® 2
5U MO
i second End
< | Do | need to use Start time converted Ao
from natural language to ime box
o proper cap|ta||zat|on standard date format; your
. next Friday date may be
when entering different Figure 2-48
natural language
phrases?

No. Outlook converts the text to the proper date or time, regardless of the capitalization.

Why did the text change to a numeric date when | pressed TAB?
If you enter the date using natural language phrasing, Outlook converts typed text to the correct date format
based on the actual date when you click to move the insertion point to a different box.

3]

® Press TAB two times to convert the Start time entry to 2:00 pwm.

e Type three PM asthe time in the second End time box.
® Press ENTER to convert the end time text to 3:00 pv, and then click the Location box.
e Type Disrupt Rockland Code Squad to add the location.

e Expand the ribbon, if necessary, and click the Categorize button (Appointment tab | Tags group) to display the
Categorize list.
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e Click the orange
Friends & Family
category to assign
this appointment to
a category.

e Click the Save
& Close button
(Appointment
tab | Actions
group) to save the
appointment and
close the window.

o If necessary, scroll
to next Friday's date
(Figure 2-49).

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
Dec 27 28 29 30 3 Jan 1, 21 2
Mentor Meeting
3 4 5 6 7 appointment
displayed in
- - - appomtment aree
10 11 12 13 14 15 j 16
| < |
[ ST |
17 18 19 20 21 22 23
| R | | (et esiiany | FENaEl e |
[ LS DR IR
24 25 26 27 28 29 30
 FICE) | I |EERREEREE
T IECETE
31 Feb 1 2 3 4 5 6
| e | | (onziEsiany |l s | _
W] [ F T D

Figure 2-49

BTW

Emailing Calendar
Items

To send a calendar item to
someone else, click the item,
such as an appointment, and
then click the Forward button
(Calendar Tools Appointment
tab | Actions group). Enter the
email address of the recipient
and send the message.

Editing Appointments

Schedules often need to be rearranged, so Outlook provides several ways to
edit appointments. You can change the title or location by clicking the appointment
and editing the information directly in the appointment area. You can change
the title, location, date, or time by double-clicking the appointment and making
corrections using the Appointment window. You can specify whether all occurrences
in a series of recurring appointments need to be changed, or only a single occurrence

should be altered.

To Move an Appointment to a Different Time on the Same Day

Suppose that you cannot attend the Dental Cleaning appointment at 9:00 am on January 13,2021. The
appointment needs to be rescheduled to 11:00 am for the same amount of time. The following step moves an
appointment to a new time slot. Why? Instead of deleting and then retyping the appointment, you can drag it to a new time slot.

o

o If necessary, click a scroll arrow on

Calendar - Outlook Data File - Outlook

Calendar Tools

the Calendar in the Navigation File Home Send / Receive Folder View Help Appointment @ Tell me what you want to do
pane until January 2021 is il =2 @B 9 | Sseess Ees - > | BB r?l:ht‘ .

. . o | High Importance
dlSplayed In the calendar on the Open Delete Forv‘vard M;stgg At\tz:lsis QRemmden s . Recurrence Categnnze i
D N Vi r. Actions Meeting Notes| Attendees Options Tags

ate Na gato January 13 January 2021 1 Today Tomorro

e Click 13 in the January Novigator PO WE T a3 TR A, TSRS ™ ety " e
7 29 30 31 1 2
2021 calendar on the >;\\ 678 s Lo
. . 10 11 12 13 14 15 16
Date Navigator to display S
the selected date in the nEmmEEE o
appointment area. G
SU MO TU WE TH FR SA 9
e Drag the Dental Cleaning e
appointment from 9:00 Am to _
the 11:00 Am time slot on the SR S
same day to reschedule the .
Reminder: 13 minutes .
P H _ ) Dental Cleaning
appOIntment (Flgure 2 50) | L me— appointment moved to 2
11:00 am time slot

Figure 2-50
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‘ 1. Double-click appointment, change time

BTW
Moving a Recurring Appointment

2. Press CTRL+0, change time

If you move a recurring appointment, you move only the selected instance of the appointment. To move all instances of a recurring appointment,
open the appointment, click the Recurrence button (Appointment Series tab | Options group), and then change the recurrence pattern.

To Move an Appointment to a Different Date

Why? If you are moving an appointment to a new date at the same time, you can drag the appointment to the new
date on the Date Navigator instead of retyping it. The following step moves an appointment to a new date in the

same time slot.

1)

e Drag the Dental Cleaning

Calendar - Outlook Data File - Outlook

appointment on January 13, 2021 File Home  Send /Receive  Folder  View  Help @ Tell me what you want to do
i [ G Search Peopls
to January 21,2021 onthe Date | ] [ @ HoEmE | - O 5
Navigator to move the appOINEMeNt | il . "ty = 7 [P0y e sy o 2wy
to a new date (Figure 2—51) New TﬂmZMﬂtmg GoTo & Arrange | Manage Calendars Find
1 January 2021 v Tods Tomorrow Saturda
SU MO TU WE TH FR SA 4 v January 21,2021 Tulsa, Oklahoma - e F—- €2 i i
27 28 29 30 31 1 2
S EE 9 Y THURSDAY
January 21, 10 11 12 13 14 15 16 21
2021 on Date 21 22 3
Navigator 3 25 26 27 2920 3
£l ¢ appointment moved
February 2021 to new date
SU MO TU WE TH FR SA 9

1.2 3 4 5 6
7 8 910 1 12 13

10
14 15 16 17 18 19 20
21 22 23 24 35 26 27
28 1 2 3 4 5 6 1
7 8 9 10 11 12 13

12"

~ [ My Calendars

Figure 2-51

To Delete a Single Occurrence of a Recurring Appointment

Because your school is closed fo

r a Spring Break holiday on March 8, 2021, no classes will meet during

that day. The following steps delete a single occurrence of a recurring appointment. Why? Occasionally,

appointments are canceled and must be deleted from the schedule.

1)

o Click the forward navigation arrow
on the Date Navigator until March
2021 is displayed.

e Click 8 in the March 2021
calendar on the Date Navigator
to display the selected date in the
appointment area.

Calendar Tools Appointment Series tab is
displayed when appointment is selected

forward navigation

Calendar Tools Calendar - Outlook Data File - Outlook

Fle  Home  Send/Heceive  Folder View Help  Appointment Series @ Tell me what you want to do
| mE O
= X ™ B | Estowss Mowaro. [ {3 FF O
Open Delete Forward Invite ) Reminder: [30 minutes | RECUTNGE | Categorize SHHL
2 T 3 Atendess ~ : e Low Importance
Actions | Meetigg Notes|  Attendees Options Tags
<
4 February 2021 £ Todar < T
. y omorrow

SU MO TU WE TH FR SA < *» March 8, 2021 O 59°F/43°F 66°F /44°F

Eal 1.2 3 4 5 &

7 8 9 10 11 12 13 LHZl

14 15 16 17 18 19 20 8

e If necessary, scroll down March g,
and click the class, CIS 2021 in Date

21 22 23 24 25 26 27
28

Navigator
110, scheduled for
March 8, 2021, to select
the appointment and display the
Calendar Tools Appointment Series
tab (Figure 2-52).
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March 2021
U MO TU WE TH FR SA g CIS 110 class

12 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31 1 2 3
4 5 6 7 8 910

~ [ My Calendars

Figure 2-52
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9 Delete button

e Click the Delete button (Calendar
Tools Appointment Series tab

Calendar Tools Calendar - Outlook Data File - Outlook

File ome Send / Receive Folder View Help Appointment Series Q  Tell me what you want to do
Actions group) to display the ‘ ‘
| group) play =X = E Q| Eshowss Wowaro. -y | 2B [?Prlvate
Delete list (Figure 2-53). Open [MEEB Forword | Meeting e . S | ... - ''ohimporiance
Reminder: 30 minutes b
- - Notes | A z Low Impartance
%eleteg:cunemeahl.nm.._ Del_ete Occurrence | options Tags
7 option
! Detete Series Today =, Tomermow
SU MO TU WETH FR SA 1 Tt Oidsbama - 66°F/41°F 67°F/50°F
12 3|4 5 8
Actions | 5 g of11 12 13 UL
group b 45 15 17]18 19 20 8
21

28

March 2021

SU MO TU WE TH FR SA 9

1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27
29 30

Figure 2-53

(3]

e Click Delete Occurrence on Calendar - Outlook Data Fle - Outlook

the DEIete IlSt to delete 0n|y File Home Send / Receive Folder View Help Q  Tell me whels you want to do

the selected occurrence (single ‘ ‘ ' el i ' ‘

: (sing 0 Hx B HE OHEEE] - 2 a8 1
appomtment) from the calendar. New New New | NewTeams Today Net7 | Day Wark Week Month Schedule Open E-mail  Share Publish
Appointment Meeting ltems= | Meeting Days Week View Calendar - Calendar Calendar Online ~ P
e Click the Month button (Home tab New | Teams Meeting GoTo & Arrange 1| Manage Calendars Share ~
. “ February 2021 »
| Arrange group) to dlsplay Month SU MO TU WE TH FR SA 4 » March 2021 ;EEF{.‘“DF e 207:
view (Figure 2-54). n o1 2 3 4 5 6
7 8 9 10 u 12 13 SUNDAY MONDAY TUESDAY WEDNESDAY

14 15 16 17 18 19 20

Feb 28 Mar 1 2 Z]
bl e | | | AT P |
= T [ e |
March 2021 |5 class is not 9 10
su Mo TU WE TH scheduled on March 8 | 10:00am Cis 110 2408
7 & 9 w0 1 12 13
4 15 16 17 18 19 20 14 15 16 17 1

21 2 23 M B 26

3

Figure 2-54

‘ Other Ways

1. Click appointment, press DELETE, click Delete this occurrence, click OK 2. Right-click appointment, click Delete on shortcut menu, click Delete

Occurrence

Break Point: If you want to take a break, this is a good place to do so. To resume at a later time, continue to follow the steps from
this location forward.

Scheduling Events

Similar to appointments, events are activities that last 24 hours or longer. Examples
of events include seminars, vacations, birthdays, and anniversaries. Events can be one-
time or recurring and differ from appointments in one primary way—they do not
appear in individual time slots in the appointment area. Instead, the event description
appears in a small banner below the day heading. As with an appointment, the event
status can be free, busy, tentative, or out of the office and categorized according to the
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type of event. An all-day appointment displays your time as busy when viewed by other
people, but an event or annual event displays your time as free. By default, all-day

events occur from midnight to midnight.

To Create a One-Time Event in th

Managing Calendars with Outlook Outlook Module 2 OUT 2-33

e Appointment Window

The Tech Giant Field Trip is leaving the Disrupt Rockland Code Squad lobby on January 12, but Jackson is

assisting with the setup starting on January 11

Giant Field Trip event will last for a couple days, Outlook will schedule it as an event. Why? An event represents an

appointment that is scheduled over a period of days

show his time for the event as Out of Office. The following steps create an event on the calendar.

o

e Click the New Items button (Home

tab | New group) to display the
. . File Home Send / Receive Folder View Help Appointment Series Q  Tell me what you want to do
New Items list (Figure 2-55). e d ; i
O G B EE I OEHEHEE | + Q |5
o i | [ Address Book
New New  MNew | NewTeams | Today Next7 | Day Work Week Month Schedule Add Share
Appointment Meeting ltems= |  Meeting Days Week View Calendar - Calendar~ |
- |
New E-mail Message Goda Arrange [ Manage Calendars Find
1 February 2| Appointment New Items list Toda
= [ A —— Tulsa, Oklahoma R
MO TU WE T8 Megting
New ST
- =k diant, Ay MONDAY TUESDAY WEDNESDAY
group e 0 -
Task
14 15 16 17
smen i All Day Event
28
More ltems
March 20) [f¢  Teams Meeting
SU MO TU WE TH FR SA
1.2 3 4 5 ¢

, s0 he wants to block out both days for the event. Because the Tech

such as a conference. Jackson will be busy both days, so he decides to

New Items
button

Calendar - Outlook Data File - Outlook

Calendar Tools

o

Figure 2-55

o Click ‘All Day Event’ to open the Untitled - Event window and expand the ribbon, if necessary.

in the

e Type Tech Giant Field Trip
e Click the Start time

Title box.

Calendar - Ut

Tech Giant Field Trip —

Calendar button to Home Send / Receive Folder Vies Event window R
disol he Start ) ‘ S_how As box displays I
isplay the Star eNEle time as Free
tlme Calendar. Tech Giant Field Trip - Event B = m]
tment M
° If necessa ry diSp|ay Ne File Event Scheduling Assistant Insert Format Text Review Q Tell me what you want to do
r 1
Jang - | | EHE 3 Private
the January 2021 r— fil] ‘ B B & |Gwsl= - B i SR -
Delete s, Teams Meeting | Invite 1 Remanetes |19 b  Recurrence | Categorizs Reminder box sets reminder to
calendar. 282 ‘ Meeting |  Notes | Attendees = appear 18 hours before event
C| K h 4 5 Actions Teams Meeti... | Mesting No... | Attendees Options Tags T Voice My Templates | A
e Click 11 in the i 12
18 19 e Tech Giant Field Tri Titl
January 2021 = " ' -
calendar to display i Start time 1200AM v Allday [ @ Timezones
Febr
Mon 1/11/2021 as i Tu"‘ End time Mon /1172021 [ | \j2:00 AM v O MakeMegurring
the day the field 12 All day event check box
. . 2 . automatically checked
trip setup begins 15 1 5;3'1 t'fge Start time J
. @nEnE calendar button
(Flgure 2—56) 2 — __-\__/__-

Can | create an event
by checking the “All
day event’ check box in an appointment?

Q&A

Figure 2-56

Yes. Click the New Appointment button (Home tab | New group) and then click *All day event’ to create an event.
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(3]

e Click the End time calendar button to display the End time calendar.
e Click 12 in the January 2021 calendar to set the end date.

e Move the insertion point to the Location box and type Disrupt Rockland Code Squad lobby asthe
location of the event.

e Click the Show As arrow (Event tab | Options group) to display the Show As list of event status options.

e Click Out of Office = Event tab Show As arrow Categorize Search People
to set the event P e e e : button —
H a d p Eal O
status. ent b
Ne File Event Scheduling Assistant Insert Format Text Review Help @  Tell me what yoli want to do
e Click the Categorize - —
g Dec @ ﬁ ﬁ ﬁ: % Eshowas: Eoutofo.. - O EE [?P § L@J m
button (Event tab il | e B . Teams Tl vite | (o en [18hows < [Recumence | Cotegorize - FrabmEertanest N
T. ) ahd Calendar Meeting Attendees i - Low Impartance =
| ags group - 2 Adtions Teams Meeti.. Meeting Notes| Attendees Options Tags Voice | A Faipay
to dlsplay the g‘:;t’:s ﬁ; J wore 4—{ Work category selected (blue) ’ \ lo
ICategf]orllze 4 25 Tie  TechGiant Field Trip 1 CEHEE GIEUE l 1 RS GOUE l
ist of color )
K sz\ﬁ‘oi Close o 5&"“’2& Start time Mon 1711/2021 [ | 1200 AM - Allday [ @ Timezones
categories.
End time Tue 1/12/2021 12:00 AM w O Msake Recurring
e Click Work to
assign the event Locats Disrupt Rockland Code Squad lobby E[\Jgt;irr]ne calendar P
to a category End time
. changed X 1
(Flgure 2—57). Location box —— ]

< | Why does the Show As
o | box originally display
the time as Free?
The default Show As appointment status for events is Free because events do not occupy blocks of time during the
day on the calendar.

o

o Click the Save & Close button (Event tab | Actions group) to save the event and close the window.

Figure 2-57

e Click 11 in the January 2021 calendar on the Date Navigator to display the selected date in the appointment area
(Figure 2-58).

Why is the Tech Giant Field Trip event displayed at the top of Day view of the calendar?
Events do not occupy time slots on Day view of the calendar, so they appear as banners at the top of the calendar
on the day they occur.

g
o3
(o4

Calendar Tools Calendar - Outlook Data File - Outlook

File Home Send / Receive Folder View Help Appointment Series Q  Tell me what you want to do
= & @ p i OO0 A Private
— S EHshow A= [0utof0.. e i | High Impertance
January ete Forward Weeting Invite e isminites Recurrence | Categorize 2 e
11, 2021 @ e MNotes Attendees ~ : - Low Importance
in D_ate ions Meeting Notes|  Attendees Optians T P
Navigator e S Tech Giant Field Trip |, >, Tomorrow
USRI WESTH FeR 4 » January 11,2021 event listed in event lgefsa1°F 6T°F/50°F | SearchJackson 2|
banner
7 28 29 30 31 1 2
Results
4 5 6 7 8 9
MOMDAY
10 1}\\)12 13 14 15 16
17 1819 20 21 22 23 !
2425 26 27 28 23 B P TehGEntfedTapDiwptReclandCodeSquadloby  Tekniz
Bl
February 2021 g
TR TR

Figure 2-58
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To Delete a One-Time Event

Ms. Pauley, the Code Squad director, decides that the Tech Giant Field Trip must be cancelled due to
a conflict with another event in the local area. The following step deletes an event from your calendar. Why?
Because the schedule has changed, the lech Giant Field Trip event is cancelled but will be rescheduled later in the spring.

1)

e Click the Tech Giant

(o]
0
=)
©
o
=
]
o
o
=
=}
o

Calendar - Outlook Data File - Outlook

Fleld T”p eVent File Home Send / Receive Folder View Help Q Tell me what you want to do
banner in the T e p SEiHESHE
\ H RE @B O HE E | + Q |
appointment area New New New | NewTeams | Today Ne7 | BB Work Week Month Schedule | Add  Share
Appointment Meeting tems= | Meeting Days Week View Calendar ~ Calendar
Of the calendar L\\’Mew Teams Meeting GoTo N Arrange 5l Manage Calendars Find
to select it and to Cmmean o f ; 11 2091 — JPp———
H anua i Tulsa, Oklahoma ~ ) " 2 t earch Jac

display the Calendar SUTMORTL WETR FRSK v eor/aT 7 Grer S0t

. 27 28 29 30 3 1 2 - It
Tools Appointment 14567589 N

H 10 11 12 13 14 15 16
tab on the ribbon. SO

e Click the Delete G
Eal

button (Calendar February 2021 g™

. SU MO TU WE TH FR SA
Tools Appointment A -
tab | Actions il i Tech Giant Field

14 15 16 17 18 19 20 5

group) to delete b 10 Trip event deleted
the field trip event
from the calendar Figure 2-59

(Figure 2-59).

‘ Other Ways

‘ 1. Select event, press DELETE

To Create a Recurring Event Using the Appointment Window

A recurring event is similar to a recurring appointment in that it occurs at regular intervals on your
calendar. However, editing a recurring event is slightly different from editing one-time events. You can specify
whether all occurrences in a series of recurring events need to be changed, or if a single occurrence should be
altered.

On the first day of each month, the Code Squad website highlights a tech mentorship opportunity that
Jackson wants to add to the calendar to keep track of when to prepare the website. The following steps create
a recurring event for the tech mentorship opportunity. Why? 1o keep up with a periodic event such as a monthly or
weekly occasion, the recurring event feature gives you a way to remind yourself of important dates.

o

e Click the New Items button (Home tab | New group) to display the New Items list.

e Click ‘All Day Event’ to open the Untitled - Event window.

e Expand the ribbon, if necessary, and in the Title box, type Tech Mentorship Update as the title.
e In the first Start time box, type 2/1/2021 asthe date, and then press ENTER (Figure 2-60).

Do | need to add a location to the Tech Mentorship Update event?

<
g No, an event such as a website update, payday, or marketing campaign does not have a location.
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New Items
button

Tech Mentorship Update —
Event window

File Home Sefd / Receive Folder View ~ to do
New Tech Mentorship Update - Event
Appointment Me
e File Event Scheduling Assistant Insert Format Text Review Help Q Tell me what you want to do
New gro@/

Jani e @ @ﬂ EE Private D

SU MO TuI| [m] g‘ St | e : G O l?l @J 14 on
= High I i
Delete _y | Teams Meeting e I Y s o C|Recurrence | Categorize * o PO | Dictate View
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3 ichics B = I T e eting o o e peie Hnticys T35 Vaiee b Emeiat s
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= I
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31 Save &
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Close
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78 9 Location _

\ Location does not apply,
14 15 16 .
so leave it blank =

Ao JI=
28 1 2

— e ———— T —

Figure 2-60

(2]

e Click the Recurrence button (Event tab | Options group) to display the Appointment Recurrence dialog box.
e In the Recurrence pattern section, click the Monthly option button to set the Recurrence pattern to Monthly.
o If necessary, in the Day box, type 1 to have the event appear on the calendar at the first of each month.

e If necessary, in the Range of recurrence section, click the ‘No end date’ option button so that the event remains on
the calendar indefinitely (Figure 2-61).

Event tab h._ _ | Recurrence =
Ul el [m o] ][] [ button

Tech Mentorship Update - Event

File Event  Scheduling Assistant Insert Format Text Review  Help @ Tell me what you want to do
Janu m ﬁ Eﬂ Q{» B showas: [ JFree p= O OO 3 Private @J D -
Mo TU 3 o og o High Importance . o
Delete 5 | Teams Meeting Inite |\ porninder [18 hours ~Recurrence | Categorize ° Dictate View
22 Meeting Motes | Attendees | i ‘ - Low Impartance - Templates
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Figure 2-61

In Folder
03

[] Jackson

3]

e Click OK to accept the recurrence settings and close the Appointment Recurrence dialog box.
e Click the Reminder arrow (Recurring Event tab | Options group) to display the Reminder list of reminder time slots.

e Click None, if necessary, to remove the reminder from the event.
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e Click the Save
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Reminder

Home tab

N
(S

Figure 2-62
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Figure 2-63

To Move a Recurring Event to a Different Day

Why? A recurring event may change to a different day or duration. The Code Squad Jackson works for is
changing the mentorship website rollout to the first Friday of each month. The recurring Tech Mentorship
Update event must be changed for the entire series. The following steps change the date for all occurrences in a

series.

1)

o Click the Day button (Home tab | Arrange group) to display Day view.

e Click 1 on the Date Navigator to display February 1, 2021 and the Tech Mentorship Update event banner in the
appointment area.

e In the appointment area, click the Tech Mentorship Update event banner to select it and to display the Calendar
Tools Appointment Series tab (Figure 2-64).

< | What does the double arrow symbol on the right side of the event banner represent?
g The event appears in the Outlook calendar with a double arrow symbol to show that it is a recurring appointment.
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Calendar Tools
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e Click OK to close the Appointment Recurrence dialog box and change the event day.

e Click the Month button (Home tab | Arrange group) to view the full month calendar (Figure 2-66).
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Figure 2-66
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‘ Other Ways

1. Double-click event, click entire series option button, click Recurrence 2. Click event, press CTRL+0, click entire series option button, click
button Recurrence button

(o]
O
=)
©
o
=
]
o
o
=
=}
o

To DELETE A RECURRING EVENT

Deleting a recurring event is similar to deleting a recurring appointment. If you
choose to delete a recurring event, you would use the following steps.

1. Click the scroll arrow on the Date Navigator to display the date of the event.

2. Click the event to display the Calendar Tools Appointment Series tab.

3. Click the Delete button (Calendar Tools Appointment Series tab | Actions
group) to display the Delete menu.

4. Click Delete Series on the Delete menu to delete the event from the calendar.

Scheduling Meetings BTW

Scheduling Assistant

As defined earlier, a meeting is an appointment that you invite other people to attend. If you have an Exchange
account, you can use the

Each person who is invited can accept, accept as tentative, or decline a meeting Scheduling Assistant to
request. A meeting also can include resources such as conference rooms. The person find a meeting time when
who creates the meeting and sends the invitations is known as the meeting organizer, ~ 2ttendees and resources,

. . . . . L1 such as rooms, are available.
The meeting organizer schedules a meeting by creating a meeting request, which is When you set up a meeting

an email invitation to the meeting and arrives in each attendee’s Inbox. Responses to and are connected to an

a meeting request arrive in the Inbox of the meeting organizer. To create a meeting Exchange server, click the
he Untided - Meeti t wind hich is similar to th Scheduling button (Meeting

requ.est, you use.t e Unt1 .e - e(.e ng reques w1p ow, which 1s .Slml ar to § tab | Show group) and add

Untitled - Appointment window with a few exceptions. The meeting request window attendees to view their

includes the To box, where you enter an email address for attendees, who are people schedules.

invited to the meeting, and the Send button, which sends the invitation for the meeting
to the attendees. When a meeting request arrives in the attendee’s Inbox, it displays an
icon different from an email message icon.

Before you invite others to a meeting, confirm that the meeting date and
time are available. Your school or business may have shared calendars that can be
downloaded to your Outlook calendar. This shared calendar may be an iCalendar with
an .ics file extension. An iCalendar represents a universal calendar format used by
several email and calendar programs, including Microsoft Outlook, Google Calendar,
and Apple iCal. The iCalendar format enables users to publish and share calendar
information on the web and by email.

Before | send out a meeting request, how can | set the groundwork for an effective meeting?
 Import other calendars to compare everyone’s schedule.
* Prepare an agenda stating the purpose of the meeting.

e Be sure you include everyone who needs to attend the meeting. Invite only those people whose attendance is absolutely
necessary to ensure that all of the agenda items can be addressed at the meeting.

CONSIDER THIS %

» Confirm that the location of the meeting is available and that the room is the appropriate size for the number of people
invited. Also, make sure the room can accommodate any multimedia equipment that might be needed for the meeting, such
as a projector or telephone.
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To Import an iCalendar File

Before scheduling a meeting, you can open your school’s calendar to view your availability. Your school has
a shared calendar in the iCalendar format that contains the school’s master schedule. The following steps import
an iCalendar file into Outlook. Why? By importing another calendar, you can compare available dates for a meeting.

Open gallery

o

e Click the File tab on the ribbon to
open Backstage view.

e Click Open & Export to display the
Open gallery (Figure 2-67).

Open & Export tab

2]

e Click Open Calendar in the Open
gallery to display the Open
Calendar dialog box.

e Navigate to the mailbox location
(in this case, the Module folder in
the Outlook2 folder in the Data
Files folder) (Figure 2-68).

(3]
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Figure 2-68

e Click School Calendar to select the file, and then click the Open button (Open Calendar dialog box) to open the
School Calendar next to Jackson’s calendar in the appointment area (Figure 2-69).

< | Why is the School Calendar not displayed in the My Calendars group?
Outlook organizes multiple calendars in groups. If you frequently work with a set of calendars, you can view them
in groups. When you open an iCalendar, it initially might appear in an Other Calendars group.

o3
(o4

The School Calendar is not displayed in the appointment area. What should | do?
Click the School Calendar check box in the My Calendars area. If the School Calendar overlays Jackson’s calendar,
click the View in Side-by-Side Mode arrow on the School Calendar.
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To View Calendars in the Overlay Mode

You can view multiple calendars at the same time side-by-side or combined into an overlay view to help
you see which dates and times are available in all calendars. Why? Before Fackson schedules a meeting on his calendar,
he may want to review bis school’s official calendar to avoid scheduling conflicts. The following steps display both
calendars in overlay mode and make the Calendar folder the active folder.

0 View in Overlay Mode
. . arrow changes to the View
» Clck the View T | e e

n Overlay MOde View Help @ Tqll me what you want to do ,
arrow on the School = . p——
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. 4 5 6 7 8 9
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Figure 2-70
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(2]

e Click the Jackson tab to display the Jackson calendar in front of School Calendar (Figure 2-71).

< | What happens if | click the arrow on Jackson's calendar at this point?
g Outlook again displays the calendars side by side.
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Figure 2-71

School Calendar
check box

To View and Dock the Peek Calendar

The Outlook Navigation bar provides a Peek feature, a pop-up window that provides access to email,
calendar, people, and tasks. Why? Using the Peek feature, you can take a quick glance at your schedule without having
to rearrange windows or lose your train of thought. When you hover over Calendar in the Navigation pane, a Peek
calendar of the current month opens and the current date is highlighted with a blue background. The Peek
calendar can be docked in the right pane of the calendar. Appointments and meetings scheduled for today appear
below the calendar. The following steps view, dock, and remove the Peek calendar.

o

e Click the School Calendar check box in the Navigation pane to remove the School Calendar from the Outlook
window.

e Point to the Calendar icon on the Navigation bar to display the Peek calendar with today’s appointments or
meetings (Figure 2-72).
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Figure 2-72

‘Remove the

e peek’ button
o Click the ‘Dock the peek’ button
to dock the Peek calendar in the

right pane of the Outlook window
(Figure 2-73).
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Figure 2-73

3]

o Click the ‘Remove the peek’ button on the docked Peek calendar to remove the Peek calendar.

To Create and Send a Meeting Request

Jackson needs to meet with Ms. Pauley to discuss rescheduling the Tech Field Trip. Rather than send an
email message requesting the meeting, he decides to use Outlook Calendar to create this meeting. Why? 1o find
the best time to meet with other people, request a meeting, and keep track of the meeting date in your Inbox, you can send a
meeting request in Outlook. Meetings can be scheduled on your default calendar or supplemental calendars. The
following steps display the default calendar, create a meeting request, and send an invitation to the accounting
office. The meeting owner adds email addresses of those required to attend the meeting and email addresses of
those that are optional attendees. If you are completing this project on a personal computer, your email address
must be set up in Outlook (see Module 1) so you can send an email meeting invitation. Use the email address of

your instructor instead of Ms. Pauley’s email address.
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(1)

o Click the Jackson check box in the My Calendars
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section of the Navigation pane to deselect g January 2021 v o .
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Figure 2-74

e Click the New Meeting button (Home tab | New group) to open the Untitled - Meeting window.

e Type New Date for Tech Field Trip as the title of the meeting.

T2 Manage Calendars

[Tulsa, Oklshoma _~

TUESDAY
29

26

o Click the Required box and then type chloe.pauley@outlook.com (substitute your instructor’s email
address for the email address) as the required attendee to this meeting.

® Press TAB twice to select the date in the first Start time box.

e Type 1/12/2021 asthe start date of the meeting, and then press TAB to select the time in the second Start time box.

e Type 1:30 PM asthe start time for the meeting, and then press TAB two times to select the time in the second

End time box.

e Type 2:30 PM asthe end time for the meeting.

e Click the Location box and type P21 as the location of the meeting (Figure 2-75).

;(a Why does the message header include the text, “You haven't sent this meeting invitation yet”?
o | This notice reminds you that you have not yet sent the invitation to the meeting. If you review this invitation after
sending it, the notice no longer appears.
New Date for Tech
New Meeting Home tab Field Trip — Meeting
button window
File Home Send / Receive Folder View Help Q Il me what you want to do
%\— = — =y A [ Search People
New El a d Trip g £ o
Appointrment M
Ne File Meeting Scheduling Assistant Insert Format Text Review Help Q@ Tell me what you want to do
e | B @G (eme (288D
Delete Teams Meeting b ek B Ql5mi Rl iy | e View
New group il e Notes | Invitation £ Response Options - ey £ - | Templates
e A 8 Adtions Teams Meeti... | Meeting No... Attendees Options Tags Voice |MyTemplates|  fgipay
10 11 12 .
Lo (i) You haven't sent this meeting invitation yet. /I Title box I
z& 5 2 s Tite New Date for Tech F\e\dTrlp/M | S e |
ey Send Required | chloe pauley@outlook.com
SU MO TU 2
12 Optional
7 8 9
3 Start time Tue 1/12/2021 130PM - All da Time zones
Send L/ Ch & u v (e h o
button b End time Tue 1/12/2021 F z30pm w| 43 Make Recurring
7 8 9 - N~ -
Location p21| T T +  [& Boom Finder
=L iy v
[ Calendal l 6
] Cale Start time and End
Location box time information
entered

Fi
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(3]

e Click the Send button to send the invitation and add the
meeting to the calendar.

New Date for Tech Field

(o]
b
=)
T
o
=
=
o
o2
=
=}
o

o |f necessary, add an email account to Outlook to send 12 Trip
the invitation to view the meeting on the calendar —— o s TR T
(Figure 2—76) default calendar Rcen e I’\\> Buly VDOET 2R
19 Organizer: Jackson Torborg
< | When | sent the meeting request, an error message appeared frerkigos; il A

tes

g that states “No valid email accounts are configured.” Why
did | get this error message?
A meeting request sends an email to each of the invitees. You
must have an email account set up in Outlook to send the
meeting request. Figure 2-76

To Change the Time of a Meeting and Send an Update

Your schedule has changed, which means you need to change the time of the meeting about the Tech Field
"Trip and send an update about the change. Though the attendee can propose a new time, only the originator
(owner) can change or delete the meeting. Why? You can update any meeting request to add or remove attendees or
resources, change the meeting to a recurring series, or move the meeting to a different date or time. The following steps
change the time of the meeting and send an update to the attendee. If you are completing this project on a personal
computer, your email account must be set up in Outlook (see Module 1) to be able to view the meeting request.

0 New Date for Tech Field
Trip — Meeting window
e Double-click the B Outook Data Fle -

meeting with B Mew Date far Tech Field Trip - Meeting

Ms. Pauley (OI' yOur File Meeting Scheduling Assistant Tracking Insert Format Text Review  Help Q  Tell me what you want to do

instructor) in the =] @ B Address Book = mE o 0

X =] Eshovss Wewy | 1 0= &)
default calendar to T E Contact 92 Check Names Recurence | Categorize | o
open the New Date J Meeting Calendsr —> - Attendeas - e ot T\ iiermaien - . .
. . 1
for Tech Field Trlp _ N Adtians Attendees Options Tags Voice ~ b
. . (i) Na responses have been received for this meeting,
Meeting window. i ’ ’ N
. ] > Title New Date for Tech Field Trip
e Click the Send Update |1 . send ccauid N ‘ ook s 5
. = en equire chloe.pauley@outlook.com second Start
Start time button [ time arrow
Optional

arrow to = :

dlsplay a |iSt Of Start time Tue 1/12/2021 = O] Allday [ & Timezones

times. Endtime Tue 1/12/2021 By | a30em w| O MakeRecurring 16)
e Click 3:30 pm as o P21 B teomnia |

the new start time I

for the meeting .

(Figure 2-77). —

Figure 2-77

2]

e Click the Send Update button in the message header to send
the new information, close the meeting request, and view
the updated meeting in the appointment area (Figure 2-78). 1

New Date for Tech Field

Trip

g What if | need to c.ancellthe meeting.? . um:de;'tgg e it e ah
o | To remove a meeting, click the meeting in the calendar . e ,

appointment area to display the Calendar Tools ST E SR R L

Meeting tab, click the Cancel Meeting button (Calendar —

Tools Meeting tab | Actions group), and then click the Send 25

Cancellation button to send the cancellation notice to the

attendee and remove the meeting from the calendar. Figure 2-78

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. WCN 02-200-203

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



OUT 2-46 Outlook Module 2 Managing Calendars with Outlook

‘ Other Ways

‘ 1. Drag meeting to new time, click ‘Save changes and send update,’ click OK, click Send Update

To Reply to a Meeting Request

Ms. Pauley has received Jackson’s meeting request in an email message. Outlook allows invitees to choose
from four response options: Accept, Tentative, Decline, or Propose New Time. Why? Providing response options
makes it easy for invitees to reply to a meeting request. The following steps accept the meeting request. If you have
a meeting request in your personal email that is set up using Outlook, substitute your meeting request in the
following steps. If you do not have any meeting requests, read these steps without performing them.

(1)

e Click Mail on the
Navigation bar to
display the Inbox
folder.

e Double-click the
email message
header to open the
meeting invitation
(Figure 2-79).

New Date for Tech Field
Trip — Meeting window

New Date for Tech Field Trip - Meeting

File Meeting  Help @ Tell me what you want to do

New Date for Tech Field Trip

Accept Tentat Decl P New T
{E Jackson Torborg <Jackson.Torborg@outlook.con Y aascepr 7 Tentative v X, Decinesc © Propose New Time

Required G chloe.pauley@outlock.com

() Please respond.

okd (© Tuesday, January 12 2021 330 PM 430 PM, Tuesdertonueni2 203113000 22000 © P21 v

A

meeting invitation
to reschedule the
T Tech Field Trip — S —

Figure 2-79

(2]

e Click the Accept .
button to display the TR
options for accepting File Meeting  Help  Q Tell me what you want to
the meeting
(Figure 2-80).

New Date for Tech Field Trip

I Accept v | 7 Tentative v Decline v Propose New Time ~ | +=» L
Jackson Torborg <Jackson.Torborg@outlook.con i x Sl

"B FRequied G chioepauley@outiock.com Edit the Respense before Sending

(3) Please respond. Send the Response Now Send the Response Now I

Do Not Send a Response
bokd (© Tuesday, January 12, 2021 3:30 PM-4:30 PM, {Tuesday Jonuari2 202113000 ey g 9

[ .

Figure 2-80

(3]

e Click Send the Response Now to send the accept response and add the meeting to the calendar.

< | What happened to the meeting invitation in the Inbox?
g When you accept or tentatively accept a meeting request, the invitation is deleted from the Inbox and the meeting
is added to your calendar. The meeting response is in the Sent Items folder.

What happens when | decline a meeting request?
When a meeting request is declined, it is removed from your Inbox and the meeting is not added to your calendar.
The reply is placed in the Sent Items folder.

To PrRorPoSE A NEw MEETING TIME

When you receive a meeting invitation, you can propose a new time if the
original time is not available in your calendar. When you propose a new time, a
proposal is sent to the meeting originator via email, indicating that you tentatively
accept the request, but propose the meeting be held at a different time or on a different

date. To propose a new time for a meeting, you would perform the following steps.
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1. Click the appropriate meeting request to display the Calendar Tools Meeting
Occurrence tab on the ribbon.

2. Click the Propose New Time button (Calendar Tools Meeting Occurrence tab |
Respond group) to display the Occurrence menu.

3. Click the Tentative and Propose New Time option to display the Propose New
Time dialog box for the selected meeting.

(o]
b
=)
T
o
=
<
o
o2
=
=}
o

4. Drag through the time slot that you want to propose, or enter the appropriate
information in the Meeting start and Meeting end boxes (Propose New Time
dialog box).

5. Click the Propose time button to open the New Time Proposed - Meeting
Response window.

6. Click the Send button.

To CANCEL A MEETING
"To cancel a meeting, you would perform the following steps.

1. Click the meeting request in the appointment area to select the meeting and
display the Calendar Tools Meeting tab on the ribbon.

2. Click the Cancel Meeting button (Calendar Tools Meeting tab | Actions group)
to open the window for the selected meeting.

3. Click the Send Cancellation button in the message header to send the
cancellation notice and delete the meeting from your calendar.

Printing Calendars in Different Views

All or part of a calendar can be printed in a number of different views, or print styles.
You can print a monthly, daily, or weekly view of your calendar and select options such
as the date range and fonts to use. You also can view your calendar in a list by changing
the current view from Calendar view to List view. Table 2-6 lists the print styles
available for printing your calendar from Calendar view.

Table 2-6 Print Styles for Calendar View
Print Style Description

Daily Prints a daily appointment schedule for a specific date including one day per page, a daily
task list, an area for notes, and a two-month calendar

Weekly Agenda Prints a seven-day weekly calendar with one week per page and a two-month calendar

Weekly Calendar Prints a seven-day weekly calendar with one week per page and an hourly schedule,
similar to the Daily style

Monthly Prints five weeks per page of a particular month or date range
Tri-fold Prints a page for each day, including a daily task list and a weekly schedule

Calendar Details Prints a list of calendar items and supporting details

To Print the Calendar in Weekly Calendar Style

Jackson would like to print his calendar for a hard copy of his first week of classes. Why? Printing a
calendar enables you to keep or distribute the calendar in a form that can be read or viewed, but cannot be edited. The
following steps print a calendar in a weekly calendar style.
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o

e Click Calendar on the Navigation bar to display the Outlook calendar.

o If necessary, click the Jackson check box to display Jackson’s calendar.

o If necessary, click the other check boxes to close the other calendars.

e Click the Go To Date Dialog Box Launcher (Home tab | Go To group) to display the Go To Date dialog box.
e Type 2/1/2021 inthe Date box to select that date.

o If necessary, click the Show in button, and then click Month Calendar to show Month view in the appointment area
(Figure 2-81).

File

Send / Receive

Go To Date Dialog
Folder  Vview | Box Launcher

E@

New New Today  Next7
Appomtment Meeting  Items - Days

Home you want to do

+— B =28 7T

Work Week  Month Schedule Open  Calendar E-mail  Share  Publish
Week View Calendar ~ Groups = Calendar Calendar Online -

New GoTo I Arrange I Manage Calendars Share
Ll January 2021 3 Go To Date = = S
4 A . ). Today omorrow unday

su sA January 2021 | dialog box p Okishoma G F/SIPE O G1F/30°F 51°F/33
2 50 2

3 4 5 6 T 8 9 SUNDAY MONDAY UESDAY WEDNESDAY THURSDAY FR
10 11 12 13 14 15 16 Dec 27 28 31 Ja
17 18 19 20 21 2 23 Go To Date ks
24 25 26 21 28 29 30

Date: Mon 2/1/2021 [~]

February 2021 3 m 7 g
SU MO TU WE TH FR SA
1 2 3 a4 5 & | sicacii

J 8 9 10 11 12 13

14 15 16 17 18 19 20 10 ,2/1/2021 typed 12 13

in Date box

21 2 23 24 25 26 27 OK button

28 1 2 3 4 5 6

78 9 10 11 1z 13

17 19
~ O My Calendars

[ Calendar - Outlook Data File
[0 United States holid|  31endar on
Jackson Navigation bar 24

Jackson
check box

Figure 2-81
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e Click OK to close the Go To Date dialog box.
e Click File on the ribbon to open Backstage view.
e Click the Print tab in Backstage view to display the Print gallery.

e Click Weekly Calendar Style in the Settings list to preview how the printed calendar will look in Weekly Calendar
Style (Figure 2-82).

Experiment
o Click the other settings to preview the different print styles. When finished, select Weekly Calendar Style.
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(o}
()
Print gallery =
Jacksen - Outlock Data File - Outlock ? - b b o]
© o
Info P r th ~
o
pcridbrpor Specify how you want the ~ 1K
%] item to be printed and - f =]
then click Print. - January 31, 2021 - — pr—— preview o =S
Print Print B Jackson's (@)
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e T T T e T when printed
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e
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tab Ofiice S e R e FEETE
Account Settings o CEE o SN s o
W
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=
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Exit [ 1 =]
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| % Style setting 3
Manthly Style E:
= -
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Figure 2-82
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o |f necessary, click the desired printer to change
the currently selected printer. Janumy 2021 Febraary 2021

SuMo TuWe Th Fr 5a

January 31, 2021 - Sublo TuWe Th Fr 5

o Click the Print button in the Print gallery to 1455733 PEdded
: February 6, 2021 prnihe Dekaeon
print the calendar on the currently selected SRR R
prlnter (Flgure 2_83)' SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
. . . 31 1 2 3 4 5 6
g H(?W can | prlnt mL.JItlpIe copies of my calendar? |
o | Click the Print Options button to display the 7

Print dialog box, increase the number in the
Number of copies box, and then click the Print | |~ L. | .l
button to send the calendar to the printer and 5
return to the calendar.

What if | decide not to print the calendar at
this time?

Click File on the ribbon to close Backstage view
and return to the Calendar window.

—

Figure 2-83
‘ Other Ways

‘ 1. Press CTRL+P, press ENTER
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To Change the Calendar View to List View

By default, the Outlook calendar is displayed in Calendar view, but other options include List view, which
displays the calendar as a table with each row displaying a unique calendar item. Why? To display all of your
calendar appointments, events, and meetings, change the current Calendar view to List view. The following steps change
the view from Calendar view to List view.

(1) burton

e Click View on the ribbon to display the

& - = Jackson - Qutlook Data File -

VieW tab Filg Home Send / Receive Folder  View  Developer Help @  Tell me what you want to do
e Click the Change View button (View . o O B & fo s &)
tab | Current View group) to display the cvhange SViaw \R;set Day xﬂr: Week | Month S:CEdula [m| Gty
] ) lew~  Settings  View eel iew -
Change View gallery (Figure 2-84). pex &
P Arrangem o Color
Current / ﬁ ﬂ '«——| Change View
View group Calendar Preview List Adive |, Feb gallery Tulsa, Okishoma -
Manage Views...
Save Current View As a New View... SUNDAY MONDAY TUESDAY
Apply Current View to Other Calendar Folders.» Feb 1 5

17 18 19 20 29 22 23

E] . .
List option

Figure 2-84

(2]

e Click List in the Change View gallery to display a list of calendar items in the appointment area (Figure 2-85).

Window

Current View Arrangement Layout

ey I} Search Jackson
v [ My Calendars 5
[ calendar- Outlook Data File ()] .Subjed |Location :Slart ok |End .Recurrence Pattern “Categar\es
[ United States holidays v [none): 2 itemis)
Jackson [ ] Mentor Mesting Disrupt Rockl... Fri 1/15/2021 2:00PM  Fri 1/15/2021 3:00 PM [ Friends & Family
[ Eirthdays [Z]  Dental Cleaning: Dr. Li Thu 1/21/2021 11:00 .. Thu 1/21/2021 12:00 P... [ Dr. Appointments
> [ Other Calendars v Weekly: 4 item(s)
[F  Disrupt Rockland Office H... T23 Mon 1/4/20211:00 PM  Mon 1/4/2021 5:00 PM _ every Monday, Tuesday, and Wednesday from... [J| Work
Jackson’s calendar EF asio 2408 Mon 1/18/2021 10:00 ... Mon 1/18/2021 11:30 ... every Monday and Wednesday from 10:00 AM... [[] Classes
displayed in List view
B N2 1402 Thu 1/21/20215:30 PM  Thu 1/21/20218:30 PM  every Thursday from 5:30 PM to 2:30 PM [ Classes
@ Histery Project Due Date Online Sat 2/6/2021 3:00 PM  Sat 2/6/2021 3:00PM  every Saturday at 5:00 PM I Classes
v Monthiy: 1 item(s)
L [E Tech Mentorship Update Fri 2/5/202112:00 AM  Sat 2/6/2021 12:00 AM  the first Friday of every 1 month(s) I Work
—
Figure 2-85
BTW To Print the Calendar in List View
Changing Settings
before Printing To print a list of your calendar items in a table, print the List view display. The

To change the margins, page
orientation, or paper size
before printing, click the Print
Options button in the Print
gallery and then click the
Page Setup button to display
the Page Setup: Table Style
dialog box.

following steps print the calendar in Table style.

Click File on the ribbon to open Backstage view.
Click the Print tab in Backstage view to display the Print gallery.
Click the Table Style option in the Settings list to preview the calendar in Table Style.

If necessary, click the Printer box to display a list of available printer options, and then
click the desired printer to change the selected printer.

0000
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6 Click the Print button to send the list of appointments to the selected printer.

< |When | change the view from List view to Calendar view, why does the Calendar
g display the current date and not the date | printed?
The calendar always displays the current date when you change from List view to
Calendar view.

‘ Other Ways

‘ 1. Press CTRL+P, click Print

Saving and Sharing the Calendar

For security and convenience, you can save your Outlook calendar by backing up

your entire Outlook personal folder files (.pst) or an individual calendar (.ics). As a
reminder, in Module 1 you saved the Outlook .pst file, which contained a backup of
your email, calendar, and contacts. Saving your calendar file allows you to back up your
appointments, events, and meetings in a single file. You can then move your calendar
to another computer, for example, and continue to schedule items there. Besides saving
your calendar, you can share it with others, whether they use Outlook or not. Finally,
scheduling a meeting with someone who cannot see your calendar can be difficult, so
you can share your calendar through email.

With Outlook, each appointment, task, or contact can be saved as a separate
iCalendar file or you can save the whole calendar to your local computer or external
storage device. An iCalendar file with the .ics file extension can be imported by
other programs such as Google Calendar. Instead of emailing an iCalendar file as
an attachment to share your calendar, you can share portions of your entire calendar

through a built-in function in Outlook.

To Save a Calendar as an iCalendar File

(o]
0
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©
o
=
]
o
o
=
=}
o

BTW

Distributing a
Calendar

Instead of printing and
distributing a hard copy of a
calendar, you can distribute
the calendar electronically.
Options include sending the
calendar via email; posting

it on cloud storage (such as
SkyDrive) and sharing the

file with others; posting it

on a social networking site,
blog, or other website; and
sharing a link associated with
an online location of the
calendar. You also can create
and share a PDF or XPS image
of the calendar, so that users
can view the file in Acrobat
Reader or XPS Viewer instead
of in Outlook.

You have performed many tasks while creating this calendar and do not want to risk losing work
completed thus far. Accordingly, you should save the calendar on your hard disk, OneDrive, or a location that is

most appropriate to your situation.

The following steps assume you already have created folders for storing your files, for example, a CIS
folder (for your class) that contains an Outlook folder (for your assignments). These steps save the calendar in
the Module folder in the Outlook2 folder on your desired save location, such as the CIS > Outlook folder on

your hard drive.

Why? By saving a copy of your calendar to an iCalendar format, you can back up or share your calendar with your

business colleagues or friends. The following steps save a calendar.
e Click File on the ribbon to display Backstage view.
o Click the Save Calendar tab to display the Save As dialog box.

e Type SC OUT 2 Jackson Calendar in the File name box to provide a file name.
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Save As dialog box
o Navigate to the desired save

<y =
. . . Egories Recurrence X
location (in this case, the Module e |9 Lo | i s ol e —————— e ——
Start Date
. S Save As b4
folder in Outlook?2 folder of your &
H H « . <« DataFiles > Outlook?2 » Module v O Search Module ye
Data Files folder) (Figure 2-86).
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Savemtype: [ A -
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Figure 2-86
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e Click the More Options button to
display the Save As dialog box.

=
atEgories ' Recurrence

=
gf EétartDate g 1> | ¥=1 Add Columns. e e e

L Bﬂ Save As ®
e Click the Date Range arrow e « 4 | save As dialog box } Module «|©| [ Search Module P
| |
to display the Date Range list Otganize = Newfolder B @ loocon
. ¥ B
(Figure 2-87). o] EThsec | Svehs x
v | W00
5 | B Deskto E Specify the calendar information you want to include.
tlook.c B | [ Docum Date Range: | whole calendar Date Range arrow
=2 W| ¥ Downlg Today
Tomorrow
= iy N_‘“"‘ Dre st vy, lednesday from..
= =l Bicturel Whole calendar from 10:00 AM...
5 il |
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= date range
5
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= Advanced: [ snowss bo
Filen v
Cancel | =
Save as. ~
Jacksan; Whole| ¢ hytton More Options...
Full details
» Hide Folders Tools = Save Cancel

Save button

Figure 2-87
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e If necessary, click Whole calendar on the Date Range list to save the calendar’s full details.
e Click OK (Save As dialog box) to specify the whole calendar date range.

e Click the Save button to save the calendar as an iCalendar file in the selected location.

To Share a Calendar

Ms. Pauley, the director of the Disrupt Rockland Code Squad, needs to meet with Jackson to reschedule
the field trip. She requests a copy of Jackson’s calendar. Why? Jackson can send a copy of bis calendar in an email
message directly from Outlook to inform Ms. Pauley when be is available for a meeting. The following steps share a
calendar by forwarding the selected calendar. These steps assume you have an email account set up in Outlook.
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e Click OK to attach
the Jackson calendar
to the email
message.

e Click the To box,
and then type
chloe.pauley@
outlook.com

Jackson Calendar - Message (HTML)

Message Insert Options Format Text Review Help @ Tell me what you want to do

Io chloepauley@outiookcom T To box

Subject Jackson Calendar

s Jackson Calendarics Jackson Calendar attached |
[Torbg 23248

(substitute your
instructor’s email dackson Calanidat
Monday, January 4, 2021 — Saturday, May 15, 2021
addreSS for MS. Time zone: (UTC-05:00) Eastern Time (US & Canada)
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Pauley’s address)
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(Figure 2-89). 54567 809 7831011213
10 11 12 13 14 15 16 14 15 16 17 18 19 20
17 18 19 20 21 22 23 21 22 23 24 35 76 27
24 25 26 27 28 29 30 28
31
March 2021 April 2021

Figure 2-89

3]

o Click the Send button to send your iCalendar to share with the email message recipient.
e Exit Outlook.

< | When | sent the email with the calendar attachment, an error message opened stating that “No valid email
g accounts are configured.” Why did | get this error message?
You must have an email account set up in Outlook to send the calendar.
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Summary

In this module, you have learned how to use Outlook to create a personal schedule by entering appointments,
creating recurring appointments, moving appointments to new dates, and scheduling events. You also learned
how to invite attendees to a meeting, accept a meeting request, and change the time of a meeting. To review your
schedule, you learned to view and print your calendar in different views and print styles. Finally, you learned how
to save your calendar and share your schedule with others.

What decisions will you need to make when configuring the Outlook calendar; scheduling appointments,
events, and meetings; printing calendars; and saving and sharing your calendar in the future?
1. Configure the Outlook Calendar:
a. Determine the purpose of your calendar—personal, professional, or for a group.
b. Determine the city displayed on the Weather Bar and if you prefer holidays in your default calendar.
2. Schedule appointments, events, and meetings:

CONSIDER THIS

a. Determine if each calendar item is an appointment, event, or a meeting.

b. Determine which appointments and events are one-time or recurring.

¢. Plan which color-coded categories would best organize your calendar items.
3. Edit appointments, events, and meetings:

a. Update the details of your calendar items as your schedule changes.

b. Respond to meeting requests.
4. Print your calendar:

a. Plan which calendar style would best fit your needs.
5. Save and share your calendar:

a. Plan where your calendar should be stored.
b. Determine how you will share your calendar with friends and colleagues.

How should you submit solutions to questions in the assignments identified with a % symbol?

Every assignment in this book contains one or more questions identified with a % symbol. These questions require you to think
beyond the assigned file. Present your solutions to the questions in the format required by your instructor. Possible formats may
include one or more of these options: write the answer; create a document that contains the answer; present your answer to
the class; discuss your answer in a group; record the answer as audio or video using a webcam, smartphone, or portable media
player; or post answers on a blog, wiki, or website.

CONSIDER THIS %
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Apply Your Knowledge

Reinforce the skills and apply the concepts you learned in this module.

Note: 'To complete this assignment, you will be required to use the Data Files. Please contact your
instructor for information about accessing the Data Files.

Updating a Calendar

Instructions: ~ Start Outlook. You are updating your company’s Medical Frontiers Marketing
iCalendar, which is located in the Data Files, by revising the scheduled activities.

Perform the following tasks:

1.
2.

Open the SC_OUT_2-1.ics calendar file from the Data Files.

Display only this iCalendar in the Outlook Calendar window. Use Month view to display the
calendar for March 2021.

. Add a weekly VR Medical Apps appointment for every Wednesday from March 3,2021 to

May 19, 2021, starting at 1 pm and lasting for one hour in Al Hall.

4. Create two color categories for Surgical Apps (red) and Phobia Apps (yellow).

10.

11.

12.
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. Change the Flying Phobia App Meeting appointment from March 11 to March 18. Move the

appointment to one hour later with the same duration and color categorize the meeting.

. Change the location of the Public Speaking Phobia App meeting on March 15 to Augmented

Reality Hall. Color categorize this calendar event.

. Reschedule the VR Developers Meeting appointment recurrence from Thursdays starting on

February 18 to meet at the same time on Mondays starting on March 1 until April 12.

. Change the starting and ending time of the Surgical VR Conference on May 6 to May 8 and

make it an all-day event. Color categorize this calendar event.

. Add a monthly appointment that addsa Twitter Announcement at 9:00 am for 30 minutes

about a new surgical app the first Tuesday of each month starting in February 2021 for
12 months and color categorize the appointment.

If requested by your instructor, change the location of the Flying Phobia App meeting from the
VR Demo Room to a room named after your birth city.

Save the Calendar as SC_OUT 2 Virtual Reality Events Calendar and submit the
iCalendar in the format specified by your instructor.

Print the final calendar in Month view to a Microsoft Print PDF or to paper for March 2021
as specified by your instructor, shown in Figure 2-90, and then submit the printout to your
instructor.
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Apply Your Knowledge continued

13. Delete this calendar from Outlook and exit Outlook.

14. €3 Most calendar programs save files with the .ics format. Why is it convenient that most
calendar programs use the same format? What is a website link with a shared .ics calendar?

March 2021
e e o= oAy oy T oy
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B
T 8 2 10 1 12 13
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o
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e eieein: Pt
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D
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Figure 2-90

Extend Your Knowledge

Extend the skills you learned in this module and experiment with new skills. You may
need to use Help to complete the assignment.

Creating and Sharing a Calendar

Instructions: ~ Start Outlook. You work as a forensic scientist at Lindy Digital Labs. Create a new
calendar to share your availability for open cases. Use Outlook Help to learn how to create a calen-
dar group, change the color of the calendar, and create a private appointment.

Perform the following tasks:

1. Create a blank calendar named Lindy Digital Cases and then move it to a new calendar
group named Lindy Digital Labs within the Other Calendars group.

2. Change the color of the entire calendar to light teal.

3. Add a recurring Case Reporting appointment from 8:00 am to 9:30 aM on Monday and
Wednesday beginning on June 14,2021 and continuing for 22 occurrences in the Adkins Room.

4. Create an event named DNA Conference starting on June 26, 2021 at the Rexburg
Conference Center lasting four days from this Saturday to Tuesday.

5. Add a recurring Toxicology Reports Due event as an All Day event starting on June 30
and lasting for 12 months on the last day of each month.

6. If requested by your instructor, change the Weather Bar to display weather information for
your hometown. The completed calendar is shown in Figure 2-91.
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7. Save the Calendar file as SC_OUT 2 Digital Labs and submit the iCalendar in the format
specified by your instructor.

8. Exit Outlook.

9. €3 Think about the reason you might share your Outlook Calendar. In the case of sharing
your work schedule with others at your company, why would a digital calendar be more helpful
instead of a paper schedule?
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Figure 2-91

Expand Your World

Create a solution that uses cloud or web technologies by learning and investigating on
your own from general guidance.

Opening a Web-Based Calendar in the Outlook Client

Instructions: In your role as a social media manager for a restaurant chain named Dinner in the
Dark, you market the restaurant chain on social media by posting to Facebook, Twitter, and
Pinterest. Use the calendar dates shown in Table 2-7 to create an online calendar at Outlook.com
using your Microsoft account. Share the online calendar with your instructor. Using Outlook, open
the online calendar and print the calendar in the Outlook client. Sharing your calendar in the cloud
as a link allows anyone to see it, such as the restaurant’s management, even if they do not have their
own calendar established.

Perform the following tasks:
1. If necessary, create a Microsoft account at outlook.com.
2. Open the calendar option at outlook.com and add a calendar with the name Social Media
for Dinner in the Dark Calendar.
3. Open the Social Media for Dinner in the Dark Calendar only and add the items shown in
Table 2-7 to the online calendar.

Continued >
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= Expand Your World continued

G

g Table 2-7 Social Media for Dinner in the Dark Calendar Items

< Description Recurrence Due Date Availability

-

E Surprise Dinner Monthly First Saturday in October 2021 until the end of the year Free

g Loyalty Customer Dinner Monthly First day of each month starting on October 2021 Free

= 20% Off at 5pm-11pM, never ends
Vegetarian Special Mondays Every Monday in October 2021 from 6:00 pm for 3 hours Busy
Halloween Dinner Special None October 31, 2021 All Day Event Busy

4. If requested by your instructor, add a promotional calendar item on your birthday in 2021 titled
Birthday Night — 1 Free Dessert for your Birthday.

5. Click the Share button to view the sharing options for this calendar. Share this calendar with
your instructor with a view-only to access this calendar online.
6. Exit outlook.com, and then exit Outlook.

7. €3 In this exercise, you shared an online calendar with your instructor. Outlook.com does not have
the full functionality of the Outlook client. Name at least four calendar functions that are part of
the Outlook client that outlook.com does not support.

In the Lab 1

Creating Recurring Events

Problem: You are an entrepreneur who has started a digital scavenger hunt company for team-
building and would like to set up a calendar as shown in Figure 2-92.

March 2021

e T T A

—_— T

Figure 2-92
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Perform the following tasks:

1. Create a calendar named Scavenger Hunt Calendar in Outlook.

2. Create the events in the calendar in the year 2021, using the information listed in Table 2-8.

3. For each event, enter the location as Customer Choice unless otherwise stated.

Table 2-8 Scavenger Hunt Activities

Calendar Item Due Date

City Digital Scavenger Hunt First Saturday of each month at 3:00 pwv for
2 hours (Location: City Square)

Digital Crime Scene Whodunnit  Every Friday at noon for three hours (except
December)

GPS Night Outdoor Rally Every Friday night in June, July, and August
at 8:00 pv for 2 hours

Indoor Office Wild Goose Chase  Feb 14, March 17, April 1 at 1:00 pm for two hours
History Detectives August 1 all day

Holiday Goose Chase Every day in December except Dec 24
and Dec 25 10:00 am for two hours

4. For each event, show the time as Free.

5. For each event, set the reminder to one day.

Category

Samsung Tablets
iPads
GPS Units

Tablet PC
iPads

iPads and Samsung
tablets

Color Code

blue

yellow

green

red
yellow

yellow, blue

6. If requested by your instructor, add your own choice for a scavenger hunt party on your

birthday as an event in your 2021 calendar.

7. Save the calendar as an .ics file using the name SC_OUT 2 Scavenger Hunt Calendar,

and submit it in a format specified by your instructor.

8. Print the month of March using the Monthly Style as shown in Figure 2-92, and submit it in a

format specified by your instructor.

9. €3 A calendar can keep you organized. In the case of scheduling your work activities, why might
you want to share this calendar on your company’s customer-facing website?

In the Lab 2

Creating a Blogger Calendar

Problem: You are a local YouTube video blogger who reviews local activities for your hometown.
By taking the time to develop a plan for your event visits, as shown in Figure 2-93, you will remem-

ber to produce regular reviews for your local blog.
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In the Lab 2 continued

Today Tomorrow Monday Seaich Calead |
¢ May 2021 T G1oF /55°F T0°F/49°F 62°F/37°F e Y
Results
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY H

4 5 6

3 7 8
10

May 2

14 15

Figure 2-93

Instructions:  Open Outlook. Perform the following tasks:

1. Create a calendar named Blogger Calendar in Outlook.

2. Create the appointments in the calendar, using the information listed in Table 2-9.

Table 2-9 Local Events Table

Event Location Event Date Catego Color Code
First Fridays City Market All Fridays in May—August Cultural orange

Ring Seize Concert Pond Amphitheatre May 8, 2021 Concert green

Garlic Festival 7800 Garlic Lane May 16, 2021 Festival purple
Farmhouse Craft Festival Magnolia Park May 20, 2021 Festival purple

Greek Food 129 45t St May 22, 2021 Restaurant red

Kayla Fast Singer Pine Lake Stadium May 26, 2021 Concert green

Movies Under the Stars Crater Park Every Saturday Night in May Other teal

3. For each event in the table, set the reminder as two hours before the event.

4. For each event, show the time as Tentative.

5. Set each restaurant dinner for 7:30 pum for two hours, concerts at 8:00 pm for two hours, festivals
at noon for three hours, and other events at 7:00 pm for 2.5 hours.

6. For each Monday and Wednesday throughout the month of May 2021, add a recurring
appointment. Enter Write Blog as the title. For location, enter My Office. Show the
time as Busy. The appointment should start at 9:00 pm and end two hours later. Add all of the
color-coded categories shown in Table 2-9 and set a 10-minute reminder.

7. Delete the one occurrence of the recurring appointment for your blog on May 17.

8. If requested by your instructor, change your Weather Bar to show the weather for your
hometown.
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9. Save the calendar as an .ics file using the name SC_OUT 2 Blogger Calendar, and submit
it in a format specified by your instructor.

10. Print the calendar for the month of May in Monthly style, and then submit the printout in the
format specified by your instructor.

11. €3 What are the advantages of syncing your Outlook Calendar to a mobile phone?

In the Lab 3

Creating a Personal Calendar and a Meeting Invitation

Problem: You are meeting with your career coach to plan a few paid summer internship interviews.
She has requested that you create an interview calendar listing all the details (date, time,
opportunity, and pay). In addition, add two other dream job interviews with all the details and the
link of where you found the online job listing in the body of the calendar item.
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Instructions: Open Outlook. Perform the following tasks:
1. Create a calendar named Interview Calendar in Outlook.

2. Add the meetings shown in Table 2-10 to the calendar and then send an invitation for the first
meeting to your instructor. Enter the pay in the body of the calendar item. All the interviews
are held at the Company HR Suite. Send a meeting invitation to yourself.

Table 2-10 Interview Calendar Meetings

Opportunity Date Time Show As Reminder Pay Category
Pinterest Human April 4 1:00 pm — 2:00 Pm Out of Office 3 days $22 per hour ~ Summer Only
Resource Analyst (dark orange)
Facebook Human April 8 12:00 M —2:00 M Tentative 30 minutes  $27 per hour  Part-Time (purple)
Resource Temp

Apple Store Human ~ April6  9:00 am 1.5 hours Tentative 1 day Negotiable Summer Only
Resource Insurance (dark orange)

3. Research online and add two interviews for dream jobs for you in the calendar based on your
present career pathway. Schedule the interviews for the second week of April and include the
details and the web link to actual job listings in the body of the calendar item.

4. Save your calendar as an iCalendar named SC_OUT 2 Interview Calendar. Submityour
assignment in the format specified by your instructor.

Part2: €3 If you receive a meeting request, you can respond in several ways. What are the four
ways to respond to a meeting request? You can add comments with each of these responses. Provide
comments to each of the four meeting request responses explaining why you can or cannot attend
the meeting with your advisor.
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Managing Contacts
and Personal Contact
Information with Outlook

Objectives

After completing this module, you will be able to:

* Create a new contact
* Create a contact from an email message information
* Modify a contact

* Add a contact photo

* Delete a contact

* Manipulate attachments to contacts

* Display contacts in different views

« Sort a contact list * Print a contact list

Introduction to Outlook Contacts

"To keep track of your colleagues, friends, family, and others with whom you
communicate, you can use Outlook to create contact lists and contact groups.
A contact list lets you record information about people, such as their email
address, phone number, birthday, physical address, and photo. Each person’s
information is stored in a contact record in the contact list. If you have
several colleagues at work who you email frequently, you can add them to a
contact group. You then can send email messages to all of your colleagues
using the contact group rather than having to select each contact individually.

Project: Contact List with Groups

People and businesses create contact lists to keep track of people who are
important to them or their business. A contact list may contain groups

so that several contacts can be identified with a group name rather than
individual contact names. Managing your contacts using a contact list can
increase productivity greatly.

* Preview a contact list

* Find contacts using complete or partial

* Find contacts from any Outlook folder
* Create a contact group
* Modify a contact group

* Add and remove names in a contact group

BTW
The Ribbon and

Screen Resolution
Outlook may change how the
groups and buttons within
the groups appear on the
ribbon, depending on the
computer or mobile device’s
screen resolution. Thus, your
ribbon may look different
from the ones in this book

if you are using a screen
resolution other than

1366 x 768.

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. WCN 02-200-203

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



The project in this module follows general guidelines and uses Outlook to create
the contact list shown in Figure 3—1. This contact list displays individual contacts and
contact groups in a business card layout. In this layout, the individual contacts present
essential information, such as the name, affiliation, and email address of the contact. A
photograph of each contact helps you associate a face to a name. The contact groups
display the name of the group, have a group label, and include a different graphic from
the individual contacts.

Contacts - Outlook Data File - Outlook

File Home Send / Receive Folder View Help Q Tell me what you want to do

8= o AL | @] F‘ R | Y = 7 E Eﬂ | mE F IELl | [Search People | |
= | L] ad ) &= % 5 ‘ ™ ‘ Om [B] Address Book |
New MNewContact New | Delete | Mecting Mare v [——— prote: ove Mail_OneNote | F Categorize Follow Privat
Contact Group Items ~ o contact’s | = Up~
| ‘

New | Delete ‘ Communicate | Current View | photograph Share | Tags | Find ~
<
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cd 3
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Figure 3-1

In this module, you will learn how to perform basic contact management tasks.
The following list identifies general activities you will perform as you progress through
this module:
1. Create a new contact.
Modity a contact.
Change the view of contacts.
Find a contact.

Create a contact group.

AT i

Print the contact list.

Creating a Contact List

The first step in creating a contact list is to enter information, such as names,
email addresses, and phone numbers for the people you communicate with regularly.
After you enter and save contact information, that information is available as you
compose email messages. You can type the first few letters of a contact’s name into an
email message, and Outlook will fill in the rest of the email address for you. If you are
working on a mobile device that can make and receive phone calls, you can also use
contact information to call someone on your contact list.

OUT 3-2

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. WCN 02-200-203

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.

Chloe Pauley: michaeljung/Shutterstock.com; Jackson Torborg: ArtOfPhotos/Shutterstock.com

Zion Gibson: wavebreakmedia/Shutterstock.com; Yumi Mori: Faiz Zaki/Shutterstock.com;



What advantages does an Outlook contact list provide for marketing a new business such as an Etsy

Online Store?

Creating a contact list of your customer contacts lets you reach more people who can help your business grow by becoming
repeat customers and spreading the word about your business. The Etsy store owner can keep an email address mailing list
so that customers can keep up with the latest products and deals. For example, the online store might send monthly email

messages to advertise specials, such as 20 percent off a special vintage item or homemade table.

Contacts - Outlook Window

The Contacts - Outlook window shown in Figure 3-2 includes a variety of
teatures to help you work efficiently with a contact list. The Contacts - Outlook

window contains many elements similar to the windows in other Office programs, as
well as some elements that are unique to Outlook. The main elements of the Contacts

window are the My Contacts pane, the contact list, and the People pane.

contact information

a
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-
-4
]
a
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BTW
Using More than One

Outlook Data File

If you have multiple email accounts or
data files set up in Outlook, you may
need to remove the email accounts or
data files to practice the steps in this
module. To remove an account, click
the File tab, click Account Settings,
and then click the Account Settings
option. Select the email account and
then click the Remove button to

To Create a New Contact

My Contacts displayed in People remove the email account.
pane view
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Figure 3-2

To create the contact list in this module, you start by adding Jackson Torborg as the first contact.
In Modules 1 and 2, you set up Jackson’s email account and calendar in Outlook. When you create or update
a contact, you add the contact’s name, company name, email address, and other information, such as a Twitter
username. The following steps create a new contact in People view. Why? To organize the contact information of
your friends, clients, and colleagues, you should keep an Outlook contact list to communicate efficiently without having to

OuT 3-3
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search for information in multiple locations. Jackson is adding bimself to bis contact list to organize bis contact information
in a central place. To perform the steps, you will be required to use the Data Files. Please contact your instructor
for information about accessing the Data Files.

e Start Outlook and open the SC_OUT_3-1.pst Outlook Data File from the Data Files for Module 3.
e Click People (shown in Figure 3-2) on the Navigation bar to display the Outlook Contacts.
e Click the New Contact button (Home tab | New group) to display the Untitled - Contact window (Figure 3-3).

What should | do if | have more than one Outlook data file open in the Navigation pane?
Open only the SC_OUT_3-1.pst Outlook data file, which appears as Outlook Data File in the Navigation pane. Close
any other Outlook data files open in the Navigation pane, and then repeat Step 1.
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e Type Jackson Torborg in the Full Name box to enter a name for the contact.

e Type Disrupt Rockland Code Squad inthe Company box to enter a company (or in this case, an
organization) for the contact.

e Type jackson.torborg@outlook.com inthe Email box, and then press TAB to enter an email address for
the contact (Figure 3-4).

Why did the title of the Contact window change after | entered the name?

As soon as you enter the name, Outlook updates the Contact window title to reflect the information you have
entered. Outlook also displays the name in the File as box. The contact is not saved, however; only the window title
and File as boxes are updated.

Can | add information to other fields for a contact?
Yes. As long as you have the information, you can fill out the fields accordingly. You even can add fields besides
those listed by clicking the All Fields button (Contact tab | Show group).
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Phone numbers

(3]

e Click the Save & Close button (Contact tab | Actions group) (shown in Figure 3-4) to save the contact record and
close the Contact window (Figure 3-5).
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‘ Other Ways

1. Right-click contact list, click New Contact
2. Press CTRL+SHIFT+C

To Create Contacts from Email Messages

Jackson frequently emails Chloe Pauley, the director of the Disrupt Rockland Code Squad. In addition,
as an intern, Jackson contacts one of his colleagues named Zion Gibson, who is assisting at the next coding
event. Creating contacts for Chloe and Zion will simplify communications for Jackson. Outlook can create a
contact based on the information located within email messages. The following steps create contacts from email
messages. Why? You can quickly add a contact from an email message to keep better track of the sender’s information. If
you type the first few letters of a contact’s name into a new email message, Outlook fills in the email address for you.
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o

o Click the Mail button in the Navigation bar to display your mailbox from the Outlook Data File for Module 3.
e Click Inbox in the Navigation pane to display Jackson Torborg’s Inbox.

e Click the Chloe Pauley message header to preview the email message in the Reading pane (Figure 3-6).

What if | do not have an email message from Chloe Pauley?
If you did not open or import the data file for this module, you might not have an email message from Chloe
Pauley. In that case, perform these steps using another email message in your mailbox.
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BTW

Contacts Window
By default, clicking the People button in the Navigation bar displays the contacts in the Microsoft Outlook window. To display the contacts in a
new window, right-click the People button in the Navigation bar, and then click ‘Open in New Window’ on the shortcut menu.

o

e Right-click Chloe
Pauley’s email
address (shown in
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o

e Click the Save and Close button (shown in Figure 3-8) in the contact window to save the contact.

e Click the Zion Gibson message header to preview the email message in the Reading pane.

e Right-click Zion Gibson’s email address in the message header of the Reading pane to display a shortcut menu.
e Click ‘Add to Outlook Contacts’ to display the contact window.

e Click the Save & Close button in the contact window to save the contact and close the contact window.

e Click People in the Navigation bar to display your contact list, including the new contacts for Chloe Pauley and Zion
Gibson (Figure 3-9).
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o
(o4

Can | add more details such as a phone number or work number to the contact window?
You always can add more information such as another email address or photo to the contact window when you

create a contact or later when you have more time.

CONSIDER THIS %

How can | import contacts from an external source such as an iPhone or Android smartphone?

To create a master list of all your contacts in one location in Outlook, you can import your contacts from your smartphone’s
address book, from Internet-based email address lists such as your Gmail contacts, or from within another program such as an
Access database. To import your contacts from an external address book:

1. Click Address Book (Home tab | Find group) to open the Address Book: Contacts dialog box.
2. Click the Address Book arrow to view a list of Other Address Books.

3. Click ‘Other Address Books, such as Contacts (Mobile)’, to display a list of external contacts.

4. Click the first contact, press SHIFT, and click the last contact to select the entire list of contacts.

5. Click File to display the File menu. Click ‘Add to Contacts’ to add the selected contacts to your Outlook contact list.

6. Click Close to close the Address Book: Contacts dialog box.

BTW

Organizing Files and
Folders

You should organize and
store files in folders so that
you easily can find the files
later. For example, if you
are taking an introductory
technology class called CIS
101, a good practice would
be to save all Outlook files

Editing a Contact

After setting up your contact list, you need to keep the information current and add
new information, such as a new work phone number, Twitter account username, or
picture, to help you interact with your contact. You can attach one or more files to a
contact to store documents, tables, pictures, or clip art, for example, along with their
contact information. If your colleagues transfer to other companies, remove contact
information that you no longer need unless you will continue to interact with them on
a regular basis.

in an Outlook folder in a CIS

101 folder.
BTW
Importing Contacts from External Sources
If you need to copy an existing contact list into Outlook, click the File tab and then click ‘Open & Export’. Next,
click Import/Export to open the Import and Export Wizard. Based on the type of contact file, select the import file
type and follow the steps for the appropriate import type.
e? When | maximize the Contact window, | noticed a Map It button next to addresses. What is the purpose
T of the Map It button?
; The Map It button opens a Bing map within a browser of the address listed in the Addresses box. You could use the map to find
unJ directions to the address.
0
2
o
|9

To Edit a Contact

When you created a contact record for Chloe Pauley, it did not include her business name, job title, work
phone number, or photo. You want to edit her contact record to include the new information. In addition, you
need to include contact photos for Jackson and Zion. The following steps edit a contact by entering additional
information including pictures. To perform the steps, you will be required to use the Data Files. Please contact
your instructor for information about accessing the Data Files. Why? The more information you have about a
business contact, the better you can provide personalized service. For example, including a business photo of your contact
associates a name with a face. A company logo also could be used instead of a professional photo.
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o Click the Chloe
Pauley contact to

Chloe Pauley’s

Delete Communicate

display Chloe Pauley’s Chloe Pauley
. . 123
contact information . @ Zion Gibson
in the People pane @ @ _ e
. of Kwan Kim
(Figure 3-10).
an Contact >
i ,ﬁi Yumi Mori
Chloe p Presence unknown
Pauley [=] chloe.pauley@outlook.com
contact T Chloe Pauley N Showmr: o

El

Jackson Torborg

contact information Confact~
: : displayed in People ! Adtions | Snar’
<
htacts Search Contacts Pane

iStock.com/ajr_Images; Faiz Zaki/Shutterstock.com

Figure 3-10
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e Double-click the Chloe Pauley contact to display the Chloe Pauley - Contact window.
e Type Disrupt Rockland Code Squad inthe Company box to enter an organization name for the contact.

o In the Phone numbers section, type (954) 555-2220 in the Business box, and then press ENTER to enter
a business phone number for the contact (Figure 3-11).

Chloe Pauley -
Contact window

Chloe Pauley - Contact
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button e
P 5@ e, B8 8 81 Q
& 2 - § Cerficates = ! 22 click to add or change
Save & Delete Save & OneNote = General Mare Address Check " 9 Private | Zoom
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Figure 3-11

3]

o Click the placeholder picture to open the Add Contact Picture dialog box.
e Navigate to the file location, in this case, the Module folder in the Outlook3 folder provided with the Data Files.
e Click Chloe to select the photo of Chloe Pauley (Figure 3-12).

< | What if | only see filenames and not actual pictures of the contacts?
o| An image is displayed only if the Large icons view is set for the dialog box.
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(4]

e Click OK (shown in Figure 3-13) to add an
image to the contact record.

e Click the Save & Close button (Contact tab |
Actions group) to save the contact and close the
Contact window (Figure 3-13).

(5]

e Double-click the Jackson Torborg contact
to display the Jackson Torborg - Contact
window.

e Click the placeholder picture to open photos added
the Add Contact Picture dialog box. for Jackson

e Click Jackson to select the photo of
Jackson.

e Click OK to add an image to the contact
record.

e Click the Save & Close button (Contact tab |
Actions group) to save the contact and
close the Contact window.

e Repeat these steps to add the contact
photograph named Zion for the Zion
Gibson contact (Figure 3-14).
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Do | have to add actual pictures of every client?
You may not have access to images of every client, but consider adding at least a company logo, which could assist you in
making a mental note of where the client is employed.

To Delete a Contact

Outlook allows you to store a lifetime list of contacts, but keeping a contact list current involves deleting
contacts that you no longer need. In addition to deleting old contacts, you may have duplicate contacts that have
the same contact information. Duplicate contacts might be created when you import contacts into Outlook. In
this case, you can delete the unwanted duplicates. An intern named Kwan Kim has moved to another coding
firm and Jackson no longer needs his contact information. The following step deletes a contact. Why? Keeping a
contact list current makes your activities with email, phone calls, and social networks more efficient.

1)

o Click the Kwan Kim contact (shown in Figure 3-14) to select the contact.

® Press DELETE to delete the contact information for Kwan Kim (Figure 3-15).

lete Communicate Current View Adtions
<

| Search Contacts jo ‘ Current Mailboxy

Kwan Kim umi Mori

contact deleted
. Zion Gibson

= Yumi Mori

g Chloe Pauley ‘b\ Yumi Mori

contact selected

T
@ Jackson Torborg &
ow more

Shutterstock.com; michaeljung/Shutterstock.com;

wavebreakmedia/Shutterstock.com; Faiz Zaki/
ArtOfPhotos/Shutterstock.com

L ———

Figure 3-15

‘ Other Ways

1. Click contact, click Delete (Home tab | Delete group)
2. Right-click contact, click Delete

To Add an Attachment to a Contact

Zion Gibson sent you his resume, which he plans to send to apply to a coding position. You want to attach
the resume document to his contact record. Why? Including this document as part of bis contact record will help
you find the document easily. Any files you attach to a contact are displayed in the Notes section of the Contact
window. You can also insert items such as financial spreadsheets, pictures, and meeting slides to the Notes
section. The following steps add an attachment to a contact.

o

e Double-click the Zion Gibson contact to display the Zion Gibson - Contact window.
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o Click Insert on the ribbon to display the Insert tab (Figure 3-16).

Zion Gibson -
Contact window

Zion Gibson - Contact
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Figure 3-16
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e Click the Attach File button (Insert tab | Include group) to display a list of Recent Items.
e Click ‘Browse This PC' to display the Insert File dialog box.

e If necessary, navigate to the file location, in this case, the Module folder in the Outlook3 folder provided with the
Data Files.

e Click ‘Zion Gibson Resume’ to select the Word document (Figure 3-17).
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o Click the Insert button (Insert File dialog box) to attach the document to the contact record in the Notes area

(Figure 3-18).

Contact tab

Zion Gibson -

Contact

Figure 3-18

< | Can | add more than one attachment?
o | Yes. You can add as many attachments as you want.

How do | view an attachment after | have added it?
Open the contact and then double-click the attachment to open it.

o

e Click Contact on the ribbon to display the Contact tab.

e Click the Save & Close button (Contact tab | Actions group) to save the contact record
and close the Contact window.

< | Can | send a meeting request to a contact?

o | Yes. To send a meeting request to a contact, click the contact to select it, click Meeting
(Home tab | Communicate group), enter the details of the meeting in the Untitled -
Meeting window, and then click the Send button.
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BTW

Changing an
Attachment

If you need to change an
attachment to another file
within a contact, select the
original file and then click
the Insert tab on the ribbon.
Click Attach File and select
the new attachment. Because
the original file was selected
before attaching the new
file, the new file replaces the
original file. If the original file
were not selected, Outlook
would add the new file while
keeping the original file.

To Remove an Attachment from a Contact

Sometimes you need to remove attachments that you have added to a contact. Zion Gibson has asked
you to delete the original document you attached because he is updating his resume. You need to remove the
attachment from his contact information. Why? Removing an outdated attachment is important to keep your contact

information current. The following steps remove the attachment from a contact.

1)

e Double-click the Zion Gibson contact to display the Zion Gibson - Contact window.
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e Click the Zion Gibson
Resume document to
select it (Figure 3-19).

(2]

® Press DELETE to remove
the attachment
(Figure 3-20).

(3

e Click the Save & Close button (Contact tab | Actions group) to save the contact and close the Contact window.

‘ Other Ways
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Figure 3-20

‘ 1. Click file icon, click Delete (Contact tab | Actions group)
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How can | tag a contact to include a color-coded category or follow-up flag to remind me to follow up
with a contact later?

To search through your contacts more efficiently, add color-coded categories such as a green tag to remind you of a new intern
in the Disrupt Rockland Code Squad, for example. You may want to tag a contact with a Follow Up Tomorrow flag to remind
you to email that person in the next day. To add a tag to a contact:

1. Double-click a contact in the contact list to display the Contact window.

a
==
-
e
]
a
(7))
=
o
v

2. Click Categorize or Follow Up (Contact tab | Tags group) to display a list of color-coded categories or follow-up flags.

3. Click the color-coded category or follow-up flag that you want to use. You can use multiple tags on each contact if needed.

Viewing and Sorting a Contact List

Outlook supports several ways for you to view your contact list. People view is the BTW

default view and shows the People pane. Business Card view displays the contactsas ~ Filing Contacts

if they were business cards, a well-recognized format in business. Card view shows the \C/Zt:f:ctcr%ﬁ'trl‘goi new
contacts as cards but much smaller than Business Card view, with most information automatically inserts in the
being only partially visible. In Phone view, you see the contacts in a list displaying File as box the contact’s full

phone information. Finally, in List view, the contacts are arranged in a list according name, usually in Last Name,
First Name format. Outlook

to businesses. You also can create custom views to display your contacts in a way that Sorts contacts on the value

suits a particular purpose. stored in the File as box for
When working with contacts in any view, you can sort the contacts to display them  €ach contact.

in a different order. Each view provides different sort options. For example, in Phone

view, you can sort the list using any of the column heading buttons that are displayed.

To Change the Current View

People view provides useful information, but the other views also can be helpful. Changing the view
sometimes can help you find a contact’s information more quickly. Use Phone view, for example, when you are
looking for a contact’s phone number in a long list. Why? Phone view provides a tabular layout with each contact in
one row, and each column containing one contact’s information. The following steps change the current view to Phone
view and then to People view to display the contact information on digital business cards.

1)

o If necessary, click the More button (Home tab | Current View group) to display the Phone button.

e Click the Phone button (Home tab | Current View group) to switch to Phone view (Figure 3-21).
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Figure 3-21
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(2]

e If necessary, click the More button (Home tab | Current View group), and then click Business Card to switch to
Business Card view (Figure 3-22).
SB What if the More button is not displayed in the Current View group?
(<4

Card button in the Current View group to switch to Business Card view.

Experiment

o Click the other views in the Current View group to view the contacts in other arrangements. When you are finished,
click Business Card to return to Business Card view.
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Figure 3-22
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To Sort Contacts

Business Card view lists contacts in alphabetical order by default; however, you can sort the contacts to
view them in reverse order. Why? Reverse order is especially belpful if you want to quickly open a record for a contact
at the end of a long contact list. The following steps sort the contact list in reverse order, and then switch back to

alphabetical order.

o

e Click View on the ribbon to display the View tab.

o Click the Reverse Sort button (View tab | Arrangement group) to display the contact list in reverse alphabetical

order (Figure 3-23).
Reverse Sort E= QOutlook Data File - Outlook
button !

Figure 3-23
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(2]

e Click the Reverse Sort button (View tab | Arrangement group) to display the contact list in the original order

(Figure 3-24).
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Figure 3-24

Break Point: If you want to take a break, this is a good place to do so. To resume at a later time, continue to follow the steps from

this location forward.

Using Search to Find a Contact

Over time, contact lists can grow quite large, making them difficult to navigate. In
addition, you sometimes may not remember details about a contact you want to find.
For example, you may remember that someone works for a particular company, but not
their name. Alternatively, you may remember a phone number but nothing else. If this
happens, you can use the Search People box to search your contact list.

You also can find contacts using the Search People search box in the Find group
on the Home tab. This works no matter which folder you are using (such as Mail,
Calendar, People, or Tasks). This means that anytime you need to find your contacts,
you can look them up quickly.

You can maximize your search efforts if you create a list of keywords that you
can assign to contacts. The more general the keyword, the more results you will find.
Using more specific keywords will reduce the number of results.

To Find a Contact by Searching for Text

BTW

Outlook Help

At any time while using
Outlook, you can find
answers to questions and
display information about
various topics through
Outlook Help. Used properly,
this form of assistance can
increase your productivity
and reduce your frustrations
by minimizing the time you
spend learning how to use
Outlook.

If you only know partial information such as the area code in a phone number, the first word in a company
name, or the domain name in an email address, you can use it to find matching contacts. Note that you might
find many contacts that contain the text for which you are searching. The text you are using as the search term
could be part of an email address, a school name, or a Twitter username, for example. Therefore, you may have
to examine the results further. The following steps find all contacts that contain the text, rockland. Why? 1o save
time, you can search for text or tags such as the city name Rockland to locate the correct contact(s) quickly.
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o

e Click the Search Contacts box to display the Search Tools Search tab (Figure 3-25).

< | Why is the Search Tools Search tab displayed when | click the Search Contacts text box?
o'| The Search Tools Search tab contains buttons and commands that can help you search contacts.

Search Tools
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Figure 3-25

e Type rockland in the Search Contacts box to search for all contacts containing the text, rockland

(Figure 3-26).

<
o3
(=4

Can | modify a search further after getting the initial results?
Certainly. You can use the Search Tools Search tab to refine your search by specifying a name or phone number, for

example. You also can expand the search to include all of the Outlook folders.
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Figure 3-26
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e Click the Close Search button (shown in Figure 3-26) in the Search Contacts box to close the search and return to
the Contacts - Outlook Data File - Outlook window (Figure 3-27).
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‘ Other Ways

‘ 1. Press CTRL+E

To Refine a Search

If you type a full name or email address in the Search Contacts text box, you will find your contact, but
the information need not be only in the Email field or the Company field. The results might contain contacts
where the name or email address is part of the Notes field, for example. In that case, you can find a contact by
searching only a particular field. Why? The results will contain only contacts with the search term in the specified field.
No contacts will appear that contain the search term in a different field.

You want to update the Zion Gibson contact record by searching only the Full Name field. The following
steps search for an exact name in a particular field.

o Click the Search Contacts box to display the Search Tools Search tab.

e Click the More button (Search Tools Search tab | Refine group) to display a list of common properties for refining a
search (Figure 3-28).
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o

e Click Full Name (shown in Figure 3-29) to display the Full Name box below the Search Contacts box.
e Type Zion Gibson in the Full Name box to search for the Zion Gibson contact (Figure 3-29).

Why might Outlook display search results that do not seem to contain the search text?
When you perform a search, Outlook searches all specified fields for a match. However, the matching fields might
not be displayed in the list of search results, although the contact record does contain the search text.
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3]

e Double-click the Zion Gibson contact to open it.

e Type Applying for a position at the Virtual Reality Factory inthe Notes field to update
the contact (Figure 3-30).
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o

e Click the Save & Close button (Contact tab | Actions group) (shown in Figure 3-30) to save the contact and close the

Contact window.

e Click the Close Search button in the Search Contacts box to close the search and return to the Contacts - Outlook

Data File - Outlook window.

To Find a Contact from Any Outlook Window

You do not have to be working in the Contacts - Outlook window to search for contacts. You can use the
Search People box in the Find group on the Home tab to search for contacts when you are working with email
or performing other Outlook tasks. If what you type in the search box matches a single contact, that entry will
be displayed in a contact window. If what you type matches more than one entry, you will be asked to select the

contact that you want to view. Why? For example, if you search for a contact using part of the company name, more than

one contact may appear in the search results. You then can select a single contact from the results.

The following steps search for a contact from the Inbox - Outlook Data File - Outlook window using only

part of the company name or title. In this case, you are searching through your contacts for the word code.

1)

e Click the Mail button on the Navigation bar to
display the mailbox for the Outlook Data File.

New
Drag Your Favo

e Click the Inbox folder, if necessary, to display
the Inbox (Figure 3-31).
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App Developer

(2]

e Type code in the Search People box
(Home tab | Find group) to search for contacts
containing the search text (Figure 3-32).

Outlook searched a different Outlook data

file instead of the SC_OUT_3-1.pst file in the
Outlook3 > Module folder. What should | do?
Open only the SC_OUT_3-1.pst Outlook data
file, which appears as Outlook Data File in the
Navigation pane. Close any other Outlook data
file open in the Navigation pane, and then
repeat the steps. You can make an Outlook
Data file the default by clicking the File tab, the
Account Settings button, Account Settings, the
Data Files tab, select the appropriate Outlook
data file, and then click Set as Default.
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Figure 3-31
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13

e Click Chloe Pauley to select the contact and display her
contact card (Figure 3-33).

BEO Search People a
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(954) 555-2220

Figure 3-33

4]

e Click Close to close the window.

e Click the People button on the Navigation bar to return to the
Contacts - Outlook Data File - Outlook window (Figure 3-34).

People button

Figure 3-34
Creating and Editing a Contact Group
When you have several contacts that you frequently email or work with as a group, BTW

you can create a contact group and add contacts to it. A contact group, also called

a distribution list, provides a single name for you to use when working with two or
more contacts. You are not creating subfolders for contacts, but rather another way to
reference multiple contacts at one time. For example, you could create a group called
Inner Circle and then add all your closest family and friends to the group. Whenever
you want to send an email message to your closest family and friends at one time,
you could enter the contact group name, Inner Circle, as the recipient of the email
message, and every contact in the group would receive the email message.

To Create a Contact Group from Existing Contacts

Contact Groups

If you receive an email
message sent to a contact
group, you can add the
contact group to Microsoft
Outlook. To add the contact
group, right-click the name
of the contact group in the
To or Cc box, and then select
Add to Outlook Contacts.

Why? A message sent to a contact group goes to all recipients listed in the group. If your contact list gets too cluttered,
you can use a contact group to communicate with friends, family, and coworkers more quickly. When creating contact
groups, you choose the name for your contact group and then add the contacts you want to have in the group.
"To quickly send out an email to all the stakeholders within the Disrupt Rockland Code Squad, you want to
create a group of all the members who are part of your contact list named Code Squad. The following steps

create a contact group and then add the related contacts to the group.

o Click the ‘New Contact Group’ button (Home tab | New group) to display the Untitled - Contact Group window

(Figure 3-35).
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box to enter a name for the group
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Select Members:
Contacts dialog box

'Y CIle ‘From Outlook contacts' m— iew Help Tell me what you want to do
Select Members: Contacts
to display the Select Members:
i i Search: (@ Name only () More columns ~ Address Book
Contacts dlalog box (Flgure 3-38). % [ | 6o [Contacts - Other Address Books ~|  Advanced Find

Email Address

LName Display Name
oe Pauley Chloe Pauley
list of Jackson Torborg (jackson.torborg... jackson.torborg@outlook.com
contacts 8 vumi Mari Yumi Mori fyumi.meri@outlook.com} yumi.mori@outlook.com
,QZ\on Gibson Zion Gibson zion.gibson@outlook.com
b |
q
g N

Figure 3-38

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. WCN 02-200-203

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



OUT 3-24 Outlook Module 3 Managing Contacts and Personal Contact Information with Outlook

(5]

e Click the Zion Gibson contact to select it, press and hold CTRL, and then click the Yumi Mori contact to select both
contacts.

e Click the Members button to move the information to the Members box (Figure 3-39).

older  View Help 6 do
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Search: (® Mame only () More columns  Address Book
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ok I oo | Lo

button

Figure 3-39

Q

e Click OK to add the contacts to the group (Figure 3-40).

What if | add the wrong member(s) to the contact group?
In the Contact Group window, select the member you want to remove, and then click the Remove Member button
(Contact Group tab | Members group). Next, repeat Steps 3-6 to add any missing members.
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Figure 3-40

7

e Click the Save & Close button (Contact Group tab | Actions group) to save the contact group and close the window
(Figure 3-41).

Why are the contacts and the group displayed in the Contacts window?

You use a contact group to send email messages to a set of contacts using the group name; it does not replace or
move the existing contacts.
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To Create a Contact Group from an Existing Email Message

Outlook allows you to create a group for individuals who are not in your contact list but have sent you
an email message. To do this, you copy a name from an email message and then paste the name in the Select

Members dialog box when creating the group. The following steps create a contact group named Instructors and
then add a member by using information in an email message from Samuel Marks. Why? You can create a group

and add a new contact right after reading an email.

o

e Click the Mail button on the Navigation Bar to display your mailbox (Figure 3-42).
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(2]

e Click the Samuel Marks message header to preview the email message in the Reading pane.

e In the Reading pane, right-click the email address to display a shortcut menu (Figure 3-43).

Inbox - Outlook Data File - Outlook

Folder View Help Q  Tell me what you want to do

= 571 &1 EﬁMeﬂing B Move to: 7 R @ p B [y | [sesrchPeople N)

= = ' D
= i ~| | Move OneNote | Un
[ Moge = £ Cdte i = 2 R Samuel Marks <samuel.m...

E Archive | Reply Reply Forward
AlL

email message Quick Steps [ Move
— preview in \
Search Current Maill H L3 & 5 o
| R A Reading pane [ "W |ntarest in Coding Squad Instruction B e ot
Al Unread ByDate~ T
il N - rd
v T Samuel Marks <samuel.marks@outlook.gm~ Ly 2 il
Samuel To jacksen.torborg@outlook.com Y Col Fri 1/4/20211
Marks Samuel Marks (@ Copy+— cor‘r)%and
message Interest in Coding Squad I... 1232PM Jackson: =
Jackson, After hearing great :
header After hearing great things about Disrupt Rockland Code ¢ terested in hearing more abo
v Yesterday the opportunity of being an instructor. | have experience B SelectAll s mobile development.

Zion Gibson . Add to Favorites
Field Trip Information Thu 2:14 PM Thank You in Advance, shortcut _ =
Jackson, Do you have more Samuel Marks A —| R7 Add to Outlook Contacts
S App Developer Open Outlook Properties
Open Contact Card
Chloe Pauley
Tech Field Trip 12/4/2021

Jackson, Thanks for

Older

Yumi Mori
Giant Tech Company Event

11/21/2021

Figure 3-43

New Items

9 button
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e Click Contact Group to display the Untitled - Contact Group window.

e Type Instructors inthe Name box to enter a name for the group.

e Click the Add Members button (Contact Group tab | Members group) to display the Add Members menu.
e Click ‘From Outlook Contacts’ to display the Select Members: Contacts dialog box (Figure 3-45).

Why did | click From Outlook Contacts?
You need to display the Select Members dialog box, and you click the From Outlook Contacts menu option to open
it. You also could have clicked From Address Book to display the dialog box.
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e Right-click the Members box to display a shortcut menu.

o Click Paste on the shortcut menu to paste the copied name and email address (Figure 3-46).
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e Click OK to add the contact to the group.

o Click the Save & Close button (Contact Group tab | Actions group) to save the contact and close the window.
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e Click the People button on the Navigation bar to display your contacts (Figure 3-47).

Can | forward a contact group to someone else?
Yes. You can forward a contact group by selecting the contact group, clicking Forward Contact (Home tab | Share
group), and then selecting the option you want to use to forward the contact group.

g
o3
(o4

Communicate Current View Share Tags Find
Instructors T 1
Search Contacts O | current Folder -
contact group L
Results
123
[Eodesanadis [Gihse oy | Eipelusea | [EMor Vi
ab Code Squad Zion Gibson Instructors Yumi Mori
cd Group Group -
; ‘ b p zion.gibson@outlook.com 1 yumi.mori@outlook.com
E ¥4
gh | o

Torborg, Jackson
Jackson Torborg
Disrupt Rockland Code Squad

Chlce Pauley
Disrupt Rockland Code Squad L
i

(954) 555-2220 Wark | A jockson torborg@outiook.com

chloe. pauley@outlook.com

Shutterstock.com; michaeljung/Shutterstock.com;

wavebreakmedia/Shutterstock.com; Faiz Zaki/
ArtOfPhotos/Shutterstock.com

Figure 3-47

To Add a Name to a Contact Group

As you meet and work with people, you can add them to one or more contact groups. The director Chloe
Pauley is also a coding instructor and you want to add her to the Instructors contact group. Why? By adding
people to a group, you can send email messages and meeting invitations to groups of people that you contact frequently
without having to enter each individual email address. The following steps add a new contact to the Instructors
contact group.

(1)

e Double-click the Instructors contact group to display the Instructors - Contact Group window (Figure 3-48).

Instructors - Contact
Group window

Instructors -

Contact Graup

Format Text Review

Members

button p_'{_ Q_ ,Q% EE FD IEI O\

Save & Delete Members MNotes Add Remove Update | Categorize Follow Private Zoom
Close Group Members ~ Member  Now - Up~
Actions Show Members Tags Zoom

Mame | Instructors

[/ Name « [Email
A= Samuel Marks samuel.marks@outlook.com
e —————
_‘_A

Figure 3-48

(2]

e Click the Add Members button (Contact Group tab | Members group) to display the Add Members menu.
e Click ‘From Outlook Contacts’ to display the Select Members dialog box.

o If necessary, click Chloe Pauley to select her contact record.
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e Click the Members
button to add
Chloe Pauley to
the Members box
(Figure 3-49).
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(3]

e Click OK to add

m

()

_—

=]

Select Members: b o]

Contacts dialog box o

<

Select Members: Contacts X 8

Search: (® Name only () More columns  Address Book =

[ | 6o | [contacts - Other Address Books ~|  Advanced Find 3

g | Name Display Name Email Address | o
Chloe Pauley Sauley Chloe Pauley 2

contact record

R

Chloe Pauley to
the contact group.

o Click the Save
& Close button
(Contact Group tab |
Actions group) to
save the contact and
close the Instructors -
Contact Group
window.

)
! ?{Jacksnnmmorg Jackson Tarborg (jackson.tarborg... jackson.tarborg@outlook.com

2 Yumi Mori Yumi Mori yumi.mori@outlook.com) yumi.mori@outlook.com

,szon Gibson Zion Gibson zion.gibson@outlook.com

Members Iny Memb”;gkhlneﬁulg | |
button | OKbutton l\r‘— Sor | [ o
T — R ————

Figure 3-49

To Add Notes to a Contact Group

You can add reminder notes to a contact group. Why? As you create groups, you may have trouble remembering
who is part of the group and why. The contact group notes are only displayed in the Contacts list when Card
view is selected. You would like to add a note to the Instructors contact group that their class schedule must be
assigned by January 3. The following steps add a note to a contact group and display the note in Card view.

o

e Double-click the
Instructors contact
group to display the
Instructors - Contact
Group window
(Figure 3-50).

12

e Click the Notes button (Contact

Group tab | ShOW group) to glave & File Contact Group Insert Forprét] am
display the Notes page ose \{ L T -
’ ] = Q Q| EE
o | NE M 22 A A L L EMES|Q L
° Type The class schedule Save & Delete Forward | Members Notes " A::)d R e U:date Categorize FE\Iﬂw Privale | Zoom I.S‘t(art
. embers ~ Member  Now = p~ | nking

must be assigned to each Www ChaisE firE | s |
instructor by January 3.
in the Notes page to create a

reminder (Figure 3-51). [ reminder added

Instructors - Contact

Group window =

= 2 p al O

File Contact Group Insert Format Text Review

Pl s Il & K3 B MO Q

= o oy =8 % 25| OE
Save & Delete Forvard | Members Notes Add  Remove Update | Categorize Fallow Private : Zoom

Close Group Group Members - Member  Mow - Up~ |

Actions Show | Members Tags | Zoom ~
m

Mame |

" Name & | Email
A= Chioe Pauley chioe.pauley@outlook.com
A= Samuel Marks samuel.marks @outlook.com

Figure 3-50

Contact Group tab

Instructors - Contact Group

The class schedule must be assigned to each instructor by January 3. I

to contact notes

Figure 3-51
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(3]

e Click the Save & Close button

on the Notes page to close the =

Instructors - Contact Group

window.

e Click the Card button (Home tab |
Current View group) to display
the contact list in Card view, which
in this case includes the contact
group note for the Instructors
group (Figure 3-52).

Mew
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123 r

contacts
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Card view

Full Name:

Gibson, Zion

Full Name:

Email:
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the Virtual Reality Factary
<end>

Instructors L]
Full Name:

The class schedule must be
assigned to each instructor
by January 3. <end>

Mori, Yumi
Full Name:
Email:

Pauley, Chioe
Full Name:
Company:
Business:

\ Email:
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L & &

People

Code Squad e

Contacts - Outlook Data File - Outlook
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8
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Mg B | R
Move Mail Onellote
-~ Merge

Business C...

Adtions

Current View
Current View group

Torborg, Jackson
Full Name:
Company:

Email:

contact group note

Figure 3-52

To Remove a Name from a Contact Group

Why? Periodically, you may need to remove someone from a contact group. For example, contacts may switch jobs or

ask to be removed from your list because they no longer are working on or participating in a company or project. Yumi Mori

has moved from the area and will no longer be participating in the Disrupt Rockland Code Squad. You have
decided to remove her from the Code Squad contact group so that she will not receive email messages sent to
the group. The following steps remove a contact from a group.

(1)

o If necessary, scroll in the Contacts window until the Code Squad contact group is visible.

e Double-click the Code Squad contact group to display the Code Squad - Contact Group window (Figure 3-53).

Yumi Mori
contact
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(2]

o If necessary, click the Yumi Mori member to select it.

o Click the Remove Member button (Contact Group tab | Members group) to remove Yumi Mori from the contact
group (Figure 3-54).
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Name | Code Squad Members
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Figure 3-54

(3]

o Click the Save & Close button (Contact Group

Contacts - Outlook Data File - Outlook

. Peopl >
tab | Actions group) to save the changes to the FRioer i : il g
contact group and close the window. = ’ )
group D 8 & | UEHE
e Click the People button (Home tab | Current mereste can cepeee SN S ©
i H i elete | ommunicate urrent View ions E
V|_ew group) to display the Contact list i ) e [T g
(Flgure 3_55) 2 | Search Contacts jol |Au0ut|uuk|t=ms - View group S
fsuits % g
< | When you remove a contact from a contact 124 =1
[~ . " Code Squad 2 g
o | group, does it also remove the contact from A o= g3
cd S
Outlook? +1 . B zion Gibson N g
. . | Members > =
No. The contact remains in Outlook, even after an o £2
. . contact list ij Instructors " £ _g
removing it from a contact group. by i ’ ;g%
People view B . f . S 2
How can | delete a contact group? . ”ﬁ vumiort g8
[T
To delete a contact group, select the contact op g Chloe Pauley Eg
group to delete, and then click Delete (Home q . S
tab | Delete group). . "‘EJ“"“‘" et EE
\ £3
33
uv % g
/M §§
Figure 3-55
Printing Your Contacts BTW
Outlook Screen
All or part of your contacts can be printed in a number of different views, or print Resolution
styles. You can distribute a printed contact or contact list to others in a form that can If you are using a computer

. . . or mobile device to step
be read or viewed, but cannot be edited. You can choose to print only one contact or through the project in this

the entire list. To print only part of your contacts, select one or more contacts and then  module and you want

change the print options so that you print your selection. This section previews the your screens to match the
entire contact list and then prints the selected contacts in Card style. Table 3-1 lists the Z'ﬁg&fj lcr;w;r;Zeb;gE; Zfrienfs
print styles available for printing your contacts from Contact view. resolution to 1366 x 768.

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. WCN 02-200-203

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



OUT 3-32 Outlook Module 3 Managing Contacts and Personal Contact Information with Outlook

Table 3-1 Print Styles for Contact View

Print Style Description

Card Prints a list of contacts separated by alphabetic dividers and provides a sheet
for adding more contact information

Small Booklet Prints a list of contacts similar to Card style but designed so that it can be
folded into a small booklet

Medium Booklet Prints a list of contacts similar to Card style but designed so that it can be
folded into a medium-sized booklet

Memo Prints a page for each contact, each page formatted to look like a memo

Phone Directory Prints a list of contacts showing phone numbers only

To Preview a Contact List

You can print preview a single contact or multiple pages of contacts displayed as cards or in phone lists.
The following steps preview the contact list in various print styles. Why? Unless you change the print options, you
will see all your contacts when you preview the list before printing.

o

e In the Contacts window, select the Zion Gibson and Chloe Pauley contacts (Figure 3-56).

Contacts - Outlook Data File - Outlook
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Figure 3-56

2]

e Click the File tab on the ribbon (shown in Figure 3-56) to open Backstage view.
e Click the Print tab in Backstage view to display the Print gallery.
e Click Small Booklet Style in the Settings area to change the print style (Figure 3-57).

Why are all the contacts displayed when | selected only two contacts?
By default, the print range is set for all items to display and print. You can change the Print Options to print only
the selected items.

<
o3
(=4
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Figure 3-57

o Click Phone Directory Style in the Settings area to change to Phone Directory Style (Figure 3-58).

Contacts - Outlook Data File - Outlook 3

©
Print

Lt Specify how you want the preview of
%] it o s e selected style
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Figure 3-58
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(4]

e Click Card Style in the Settings area to change to Card Style (Figure 3-59).

Contacts - Outlook Data File - Outlook ?
Print
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Open & Export - : p!
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Figure 3-59

(5]

e Click the Print
Options button to

display the Print i Print| box ™~y

©

Print dialog

* Print X

dialog box.

9 EEn Rl Specify howyouwantthe | printer

. item to be printed and
e Click the ‘Only Save As Ig] ekt BRSO MicTosOTLAES Document Wilter | | Properties
. , Print Status:
selected 1tems Tpe: Microsoft XPS Document Writer v4
. Where: [ print to file
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Figure 3-60
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(6]

e Click the Preview button (Print dialog box) to close the dialog box and preview only the selected contacts.
e Click the print preview to zoom in to view the selected contacts (Figure 3-61).
If | click the other styles, will they only show selected contacts?

No. If you change the style, the preview returns to showing all contacts. To see the selected contacts in a particular
style, you select the style and then change the print options.
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BTW

Printing Contacts
Contacts can be printed directly to paper, saved as a PDF file, or sent to OneNote using the Printer button.

To Print a Contact List and Export an Outlook Data File

Why? Before beading to a meeting, you may want a printed list of contacts for reference.
The following steps print the selected contacts in Card style, and then exit Outlook.

Click the Print button to print the selected contacts.
Export the Outlook Data File using SC_OUT 3 Jackson as the file name.

If you have a contact open, click Close on the right side of the title bar to close the
Contact window.

© 000

Click Close on the right side of the title bar to exit Outlook.
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Summary

In this module, you have learned how to use Outlook to create a contact list, view and sort contacts, and search
for contacts. You learned to create and edit a contact group, add notes to a contact, and print contacts.

Consider This: Plan Ahead

% What decisions will you need to make when creating contacts from friends, family, and coworkers, editing contacts, creating a
:; contact group, and printing contacts in the future?
E 1. Create contacts.
2 a. Determine the people with whom you plan to interact on a regular basis, such as your friends, family, and
8 coworkers. Adding too many contacts can make it difficult to manage your contact list.
b. Determine the information that would be most helpful about each of your contacts.
2. Edit contacts.
a. Determine if any additional contact information should be added to a contact.
b. Determine which contacts should be deleted, such as those with whom you no longer have regular communication.
. Request pictures of your contacts to add to their contact information.
d. Add file attachments as needed to contacts.
3. View and sort contact lists.
a. Select a view that displays the information you need in a contact list.
b. Switch views as necessary to have quick access to people’s information.
c. Create a custom view if none of the built-in views is suitable for you.
d. Sort contacts to display them in a different order.
4. Use Search to find contacts.
a. Determine the preferred way to view the contacts to find the information you are seeking.
b. Determine the sort order to use for your contacts, considering what information you are trying to find.
5. Create and edit contact groups.
a. Plan the relationship of the contacts that are organized under the group name.
b. Consider a good name for a contact group that will make it easier for you to remember the purpose of the group.
6. Print your contacts.
a. Plan how best to display your contacts.
D
v How should you submit solutions to questions in the assignments identified with a e@ symbol?
l:'_: Every assignment in this book contains one or more questions with a €§ symbol. These questions require you to think beyond
e the assigned file. Present your solutions to the question in the format required by your instructor. Possible formats may include
E one or more of these options: write the answer; create a document that contains the answer; present your answer to the class;
g discuss your answer in a groyp,‘ recorq the answer as audio or video using a webcam, smartphone, or portable media player; or
8 post answers on a blog, wiki, or website.
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Apply Your Knowledge

Reinforce the skills and apply the concepts you learned in this module.

Note:  To complete this assignment, you will be required to use the Data Files. Please contact your

instructor for information about accessing the Data Files.

Updating a Contact List

Instructions: ~ Start Outlook. Edit the contact list provided

in the file called SC_OUT_3-2.pst, located in the Data Files
for Students. The SC_OUT_3-2.pst Contacts file contains
five contacts and a contact group. Many of the contacts have
changed and some are incomplete for your snorkeling tours
business. You now need to revise these contacts and print them

Adventure Snorkeling
File A= Adventure Snorkefing

Kayla Alveras

File A Abveras, Kayla
utyla shoeray Demail com
(434) 555-7301

Hugo Arenas

File As Arenas, Hugo
penvian snorkelemai com
5552220

in Card view (Figure 3-62).

Perform the following tasks: ]
. H Jacob:
1. Open the SC_OUT_3-2.pst Contacts file in Outlook, e e
. . Hansen Jacabs@ermai.com
switch to People view, and select the Contacts file you g
added, if necessary, to display contacts including Kayla El
Alveras and Willow Watts. Louren Mariel
2. Change the company for Kayla Alveras to Playa s
Snorkel. Move Kayla’s Mobile phone number to the n
Business box. Change her job title to Tour Guide. Add e e
an email address of kayla.alveras@email.com. o el
3. Change the company for Hugo Arenas to Peruvian w |
Snorkeling. Type peruvian.snorkel@email.com AR
as his new email address, and change his phone number to S =T e N N

555-2220. Add the following as his webpage address:
http://www.hugorafting.com/peru.

Figure 3-62

4. Change Willow Watts’s email address to willow@adventure.com. Add a Home
phone of 555-9965. Add the note Mention her new certification at the
next meeting.

5. Change the job title for Lauren Mariel to Group Guide.

6. Change the Snorkeling Staff contact group name to Adventure Snorkeling. Add the
Hansen Jacobs contact to the contact group and remove the Willow Watts contact from
the contact group.

7. Add a new contact using your name, email address, and photo. Add yourself to the Adventure
Snorkeling group.

8. Print the final contact list in Card Style, as shown in Figure 3—62, and then submit the printout
to your instructor.

9. Export the Contacts file using SC_OUT 3 _Snorkel as the file name. Submit the file to your
instructor.

10. €3 Outlook can display your contacts in a variety of views. Which view do you prefer, and why?
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Extend Your Knowledge

Extend the skills you learned in this module and experiment with new skills. You may
need to use Help to complete the assignment.

Note: 'To complete this assignment, you will be required to use the Data Files. Please contact your
instructor for information about accessing the Data Files. An active email account is necessary to
email the contacts to your instructor.
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Creating a Contacts Folder

A\

o

Instructions: ~ Start Outlook. A local non-profit organization e p———
is sponsoring a silent auction with dinner gift certificates in
your town and needs to create a contact list of restaurant

owners. The SC_OUT_3-3.pst Contacts file located in the

5355-0011

B
z
2
]

Data Files has no contacts. You will create a new contacts ot A0 oo B 5551290
folder, add the names of restaurants owners to the new con- n
tacts folder, and print the contact list (Figure 3-63). You also Lo Teever -
will share the contacts folder with others. n

o P R, 1~ |
Perform the following tasks: i3l

g
5
™

LI e il 555-1058

1. Use Help to learn about creating a contacts folder and
sharing a contact list.

2. Open the SC_OUT_3-3.pst Contacts file in Outlook, MR e (RS
and then create a new contacts folder within it named n
Res taurants. WllTMS, LUCES s (NOTIE)
3. Create the contacts displayed in Table 3-2. Add the job T ™ ™ N
title of Owner for everyone. Figure 3-63
Owner Restaurant Email Address Business Phone Notes
Eva Scorpio North Italia eva.scorpio@email.com 555-1228 Pizza
Aiko Hada Unami Japanese Sushi aiko@world.net 555-1290 Japanese
Ella Rauch Frozen Cream ella.rauch@earth.com 555-1058 Dessert
Trevor Levi Trevor's Deli tlevi@rest.com 555-6751 Sandwich
Brittany Fix Main Street Eatery bfix@earth.net 555-0011 American
Lucas Williams Chocolate Creations lucasw@email.com 555-2689 Dessert

4. Create a contact group called owners. Add all of the contacts to this group.

5. Create a contact group called Dessert Restaurants. Add the dessert restaurants from
Table 3-2 to the Dessert Restaurants group.

6. Create a contact using your mother’s name as a restaurant name and email address. If you do
not want to disclose your mother’s email address or if she does not have one, replace it with
your email address. Place your picture in the contact record.

7. Print the contact list in Phone Directory Style, as shown in Figure 3—63, and then submit the
printout to your instructor.

8. Select all the contacts. Use the Forward Contact button (Home tab | Share group) and click As
an Outlook Contact to email the contact list to your instructor.

9. Export the Contacts file using SC_OUT_3 Restaurants as the file name. Submit the file to
your instructor.

10. €3 How can you stay more organized by creating separate multiple folders within your contacts?
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Expand Your World

Create a solution that uses cloud or web technologies by learning and investigating on
your own from general guidance.

Note: 'To complete this assignment, you will be required to use the completed Module 3 files from
this text and outlook.com with a Microsoft email account.

Opening Contacts in Microsoft OneNote 2016

Instructions:  Using Outlook Online (outlook.com), you can add contacts that automatically sync
with the installed Outlook client when logged into the same Microsoft account. Add the four
contacts from Module 3 to your outlook.com contacts, as shown in Figure 3—64.

B e ) {nr & https:y//outlook.live.com/people/ ¥r = 4. = L 2
Outlook L Search
= + New contact | ﬁ Add to favorites f Edit ]ﬁl Delete pg Manage
~ My contacts All contacts By last name
*  Favorites ! Zion Gibson @ ZIOH GIbSOﬂ
" ## ziongibson@outlook.com 4
2 All contacts =1 Send email [ Start chat
) & Yumi Mori
# Al contact lists "B jumimon@outicok.com
Contact  Files  Email
®  Suggested
Chloe Pauley
~  Folders chicepauly@rtoaiceor Contact information & Edit contact
e Jackson Torborg
ER Contacts 1 Jackson Torbarg@outlook.com Email

zion.gibson@outlook.com
Mew folder

Chat

Notes

& Add notes

Figure 3-64

Perform the following tasks:
1. If necessary, create a Microsoft account at outlook.com.

2. Open the contacts option at outlook.com and add four new contacts with first and last names
and email addresses from Module 3 for Jackson, Zion, Yumi, and Chloe.

3. Click the Manage button and select Export contacts. Click the Export button and save the
exported .csv fileas SC_OUT 3 Contacts on your local computer or USB drive.

4. Submit the SC_OUT_3_Contacts.csv file in the format specified by your instructor.

5. €3 Why would you want your contacts automatically synced between outlook.com and your
Outlook installed client? Write at least three reasons in sentence format.
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In the Lab 1

Creating Travel List Contacts

Problem: You have agreed to create a contact list for your team at work of the email and phone
contacts for travel services needs for a company sales meeting overseas. Table 3-3 lists the contact
information for each travel service. Enter the contacts into a new contact list.
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Perform the following tasks:
1. Start Outlook and create a new Outlook Data File named SC _OUT 3 Travel Contacts.

2. Create the contacts in the Contacts window, using the information listed in Table 3-3.

Table 3-3 Travel Contact Information

Travel Contact Email Address Business \[e} (=

Travel Agent GeoWorld travelagent@geoworld.net 888-555-8319 8aM-8PM ET

Medical Evacuation Insurance medivac@insure.net 888-555-2812 24 hours a day

State Department statedept@us.net 888-555-8178 24 hours a day

Legal Counsel legaldept@geoblue.net 888-555-8421 business hours

Consular Services sos@world.com 888-555-0101 hours differ in each country
Travel Health Insurance insure@health.org 888-555-8111 business hours

3. For the first contact, list the webpage address as http://www.geoworld.com/travel.
4. Create a group named Insurance. Add the two insurance contacts.

5. Find an appropriate image for the U.S. State Department online and add it as a picture for the
State Department contact.

6. Create a contact for yourself with your email address and mobile phone number.

7. Print the contact list using Small Booklet Style as shown in Figure 3-65, and submit it in a
format specified by your instructor.

- 5C_OUT_3_Travel_Contacts_printout.oxps - XPS Viewer

OO File ¥ Permissions -

o : - -
B i ] 5
8 : :
Legal Counsel o Insurance 2 Consular Services %
FieAs Counsel Legal -] FieAs Insurance. . P A5 Services, Consular -
legaideptidgeotlue net o ' sosworld com '
e 55041 o R B - e 555-0701 .
. Insurance L L
d Fac o tmwance Msdic ] -
A Evacuaiion o
State Department 2 modivac@inaranat a
- (B58) 555-2612 -
Fio sz Department, Seara 2
stateddepe@us et 4 H
(B38) 5558178, : Travel Health Insurance B
i Fie As: insurance, Travel Health o
i insureihealihorg o
' 28] 555 8111 o
- -1
Travel Agent GeoWorld ~ * =
Foe As: GeaWorld, Travel Agent B
Iravelageniipgeaworid.net =
1B8H) 555 8319 s
"
1 2 3
|
e -]
-]
" -]
n
n

Figure 3-65

8. What other information might be useful to include in a travel contact list if you plan to
g youp
share this with the rest of work team?
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In the Lab 2

Creating a Campus Customer Contact List

Problem: You are the owner of the
Campus Fan Gear, the official fan store of
the #1 rated football team. Your store has
decided to email reminders to their best
booster club members, and need a mailing
list of these members to send them emails
about weekly specials. You need to create a
contact list and add contact groups so that
you send specific information for alumni
and bowl game attendees (Figure 3—66).
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Perform the following tasks:

1. Create a new Outlook Data File named
SC_OUT 3 Fan Gear Contacts.

— %1 555-8652

2. Create two contact groups called
Alumni and Bowl Game
Attendees.

Figure 3-66

3. Enter the contacts in the Contacts list,
using the information listed in Table 3—4.

Table 3-4 Campus Fan Gear Mailing List

\ETH Email Address City, State Mobile Phone  Customer Type

Hank Lane hank.lane@email.com Lawson, GA none Alumni/Bowl Game Attendee
Tia Ross tia.ross@email.com Bloom, OK 555-9478

Dana King dana.king@earth.com Clay, IL 555-6483 Bowl Game Attendee
Melanie Pratt prattm@email.com Liberty, VA 555-8652 Alumni

Marissa Garcia mgarcia@earth.net Garland, OR none Alumni

4. Add the contacts to the appropriate contact group.

5. Add the following note to Dana’s contact information: Please call when the
championship jersey reorder arrives.

6. Add the title of Booster Club to each customer contact.

7. Print the contact list in Phone Directory style as a PDF file and save the Outlook data file as a
.pst file. Submit both files in the format specified by your instructor.

8. €3 What additional information about your customers might be useful to add to your contacts
folder?
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In the Lab 3

Scheduling Employees for the Ramen Bowl

Part 1: At the Ramen Bowl Restaurant, you are in charge of scheduling your team of employees.
You need a contact list of all part-time and full-time employees. Using the contacts and techniques
presented in this module, create an Outlook Data File named SC_OUT_3_Ramen_Bowl.pst and
add contacts for each member of your team using the information in Table 3-5. The Ramen Bowl is
located at 75 Pacific Dr., Caldwell, CA, 95788 and their website is http://ramenbowlcaldwell.com.
Add three additional contacts using the names and information of your friends. Create two contact
groups called Part-Time and Full-Time. Add the contacts to appropriate group. Save the contact list,
print the contacts in Card style, and submit it in the format specified by your instructor.

Table 3-5 Team List Contacts
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Full Name Email Address Mobile Phone  Part/Full Time
Reagan Willow reagan@ramenbowl.com 555-6667 Part Time
Ben Cohen ben@ramenbowl.com 555-8221 Full Time
Rob Ruiz rob@ramenbowl.com 555-9856 Part Time
Nina Inwood nina@ramenbowl.com 555-3846 Full Time
Stan Connery stan@ramenbowl.com 555-2877 Full Time
Aiko Kuro aiko@ramenbowl.com 555-8745 Full Time

Part2: €3 Should everyone in the company have access to all contact information, or should access
to some information be restricted? What was the rationale behind each of these decisions and
suggestions? Where did you obtain your information?
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Creating and Managing
Tasks with Outlook

Objectives

After completing this module you will be able to:

* Create a new task * Update a task

* Create a task with a status * Attach a file to a task

* Create a task with a priority * Assign a task

* Create a task with a reminder * Forward a task

* Create a recurring task * Send a status report

» Categorize a task * Print tasks

* Configure Quick Clicks e Create a note

» Categorize email messages * Change the view of notes

Introduction to Outlook Tasks

Whether you are keeping track of the action items that your boss needs
completed as soon as possible or working on your school assignments that
are due next week, you can use Outlook tasks to manage your to-do list by
generating a checklist and tracking activities. Instead of keeping a paper list
of the things you need to do, you can use Outlook to combine your various
tasks into one list, including reminders and tracking tools, which provides
a sense of accomplishment. A task is an item that you create in Outlook to
track until its completion. A to-do item is any Outlook item such as a task,
an email message, or a contact that has been flagged for follow-up later.
Creating and managing tasks in Outlook allows you to keep track of
projects, which might include work responsibilities, school assignments, or
personal activities. Using a task, you can record information about a project
such as start date, due date, status, priority, and percent complete. Outlook
also can remind you about the task so that you do not forget to complete it.
If you are managing a project, for example, you can create a plan and assign
tasks to people so that everyone can complete their portion of the project.

Project: Managing Tasks

People and businesses create tasks to keep track of projects that are
important to them or their organizations. Tasks can be categorized and

<monitored to ensure that all projects are completed in a timely fashion., ... wew o 200 200
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BTW

The Ribbon and
Screen Resolution
Outlook may change how the
groups and buttons within
the groups appear on the

You can track one-time tasks as well as tasks that recur over a period of time. You also
can prioritize tasks so that you can decide which ones must be completed first.

The project in this module follows general guidelines and uses Outlook to create
the task list shown in Figure 4-1. The task list in the Jackson mailbox for Module 4
includes tasks that are organized using class, personal, and project team categories.

To-Do List - Outlook Data File - Outlook

File Home Send / Receive Folder View Help Q Tell me what you want to do

. Maetir | [ Today B Next week

M I 95 835 v 1 : v
& o i o4 : VAl oM~ i B | [P Tomorrow B No Date B -
ew New New | Delete | Reply Reply Forwar i e ; Detailed  SimpleList | To-Dolist |-
Task  Email ltems~ Al I More - Cnmpls§mm List | O This Week B Custom | b

|
New Delete | Respond Mandde Task | Follow Up Current View

| Search To-Do List Je) |AH Outlook ltems -|

4 My Tasks ork
To-Do List Arrange by: Flag: Due Date | Today - ;‘:?if:te \;‘;:ZT;S:;;;T ERnmaimhnae
Tasks - Outlook Data File ’E“Wtask Status  Not Started Priority Normal % Complete O
o Ftl S Owner Jackson.torborg @lgok.com
Collect student attendance emails 58 fo
Math 121 el W
Create an Agenda |:D
Send Field Trip Agenda to Ms. Pauley [ fo
Confirm Cottage Hill Catering fo

Contact Giant Tech Field Trip Organizers Fo
Contact a Speaker i} f
Write the Business Plan fora New P.. [ [7] ] ff
Edit and Post the New Product Assi.. [1 2] ] 2

L —— e ——————
Figure 4-1

e —————

In this module, you will learn how to perform basic task management tasks. The
following list identifies general activities you will perform as you progress through this
module:

1. Create a new task.

ribbon, depending on the 2. Categorize a task.
computer or mobile device's 3. Categorize an email message.
screen resolution. Thus, your .
ribbon may look different 4. ASSlgIl a task.
from the ones in this book 5. Print a task.
if you are using a screen
resolution other than 6. Create and use notes.
1366 x 768.
Creating a Task
The first step in creating a task for your to-do list is to open the Tasks category
in Outlook. After you create a list of tasks, you can sync your tasks across multiple
devices such as your smartphone and laptop, staying up to date and improving your
productivity.
»n What advantages does an Outlook task list provide beyond a basic to-do list?
T Many business employees use an Outlook task list to detail their hours, business expenses, and mileage. Instead of jotting down
: how many hours you worked on Monday to report later, remembering the tolls paid on a business trip, or how many miles you
l-an must list on your expense report, you can store this information in a task. When it is time to turn in your work hours or expense
7 report, you can easily retrieve the details from your task list.
2
o
V)

OuUT 4-2
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To-Do List Window
The To-Do List - Outlook Data File window shown in Figure 4-2 includes

features to help you manage your tasks. The main elements of the To-Do List window
are the Navigation pane, the To-Do List pane, and the Preview pane. The My Tasks
folder in the Navigation pane displays the To-Do list link and Tasks folder. Clicking
the To-Do list link displays the tasks in To-Do List view, and clicking Tasks displays the
tasks in the task folder in Simple List view.

To-Do List - Outlook Data File - Outlook

File Home Send / Receive Folder View Help Q@ Tell me what you want to do

< [ [@ B | To-Do List - Outlook Data
N & [ L Meeting ; : s
= =] Bm File - Outlook window 5 D
New New New | Delete | Reply Reply Forward ) UeTE— SRR To T Lt . S
Task Email Items~ All B} More 3
New Delete Respond I Manage Task I Follow Up Current View Actions
<
4 My Tasks | Search To-Do List pel | All Outlook Items -|
To-Dao List Arrange by: Flag: Due Date [Today =~
Tasks [Type a new task | L To-Do
To-Do List We didn't find anything to show here, List pane
folder
Navigation

/ pane

Note: To help you locate screen

elements that are referenced in the
step instructions, such as buttons and
commands, this book uses red boxes
to point to these screen elements.

Navigation

- bar

Filter applied

Figure 4-2

Creating a To-Do List

The first step in creating a To-Do list is to select a folder for storing your tasks.
By default, Outlook stores tasks in the Tasks folder, but you also can create a personal
folder in which to store your tasks, using the technique presented in Module 2. In this
module, you will create tasks in the Tasks folder.

To Create a New Task

Jackson Torborg, an intern at the Disrupt Rockland Code Squad, wants to create a task list to keep track
of his work events and his college classes. The first task is to invite the organizers of the Giant Tech Field Trip to
the rescheduled event at least a month before the meeting now scheduled on March 5 so that he does not forget
to complete the task. The following steps create a new task. Why? 1o stay organized, you should create Outlook tasks
to make sure you complete all the items on your To-Do list.

o

e Start Outlook.
e Open the SC_OUT_4-1.pst Outlook Data File from the Data Files for Module 4.

OUT 4-3
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Outlook Data File - Outlook

To-Do List -

New Task button

e Click Tasks (shown in

Figure 4_2) on the File Home Send / Receive Folder View Help Q Tell me what you want to do
Nlawgatlon bar to = % | [@ | 5] 5] [ [ Meeting
display the Outlook Rbert e s N e | B et MRl Fomas
Task  Email ltems ~ =
Tasks. e | E Untitled - Task
° C|ICk the NeW TaSk 4 My Tasks File H Insert Format Text Review Help Q  Tell me what you want to do
r0-Do Li ] & | B B private
button (Home tab IZ““" e E: ﬁ:l|| v R T 1 om M [ ik pars Q
2 Save & Delete Forward | | Task |Details | Mark Assign SendStatus | Recurrence | Categorize Follow @ 0 PO oS | Zgom
| New group) to Close | e T e S i e
dlsplay the Untltled - Actions Show | Manage Task Recurrence Tags | zoom
Task window New group [T
Figure 4-3). Start date [Wone [ status | Not Started -|
( 9 ) Due date [None ] Priority | Normal ~| s complete [0% E‘
< Why |S my screen [] Reminder ~ Mone ] Mone - Owner Jjacksontorborg@outlook.com
o3| ..
o | different? My
Untitled - Task
window does
not have the two —
buttons named Figure 4-3

Assign Task and Send
Status Report in the Manage Task group as shown in Figure 4-3.
If you do not have an email account connected to Outlook (covered in Module 1), you will not have these two

buttons.

The New Task button does not appear on the Home tab. What should | do?
Click the New Items button (Home tab | New group), and then click Task. Now the New Task button should appear

on the Home tab.

(2]

e Type Contact
Giant Tech
Field Trip

Help e

i | EE ¢

Detailed Simple List = To-DoList |- L rize

TTENe Folder View

| =
w-@] | WJ ipﬁ

Organizers In =y R~ s Contact Giant Tech Field Trip Organizers - Task =
i ~—_ title of task wind

the SUbJeCt tEXt bc-)fx File H Insert Format Text Review Help Q  Tell me what you want to do Clhaengeda:o ;I;If?ec?cw

to enter a subject for = < | ~ | mE ) Prvate new task subject

h K [ﬂ'__‘ @] t4 ‘ fl%l v & @' 1 U - F | High Import ) =

the task. Save & Delete Forward | | Task Detals | Mark Assign Send Status | Recurrence | Categorize Follow * 2" PO | Zo0m | Stant
Close Complete  Task 1 Up~ \L Low Importance | | Inking

° Type Event Actions Show ManageTal task subject entered Tags | Ink ~
in Subject text box

rescheduled Subject ‘Contact Giant Tech Field Trip Orgamzers/ e —

for March 5 Start date None E| stetus [ notstarted =

. Due date None (1| priority | Normal v| % complete m

in the task body = = l ‘ T
] Reminder HNone ] | None - Owner Jjackson.torborg@outlook.com

area to enter a
description for the
task (Figure 4-4).

< | Why did the

3 title of the Task
window change
after | entered

the subject?
As soon as you enter the subject, Outlook updates the Task window title to reflect the information you entered.

The task is not saved, however; only the window title is updated.

Event rescheduled for March 5‘ i

task details entered
in task body area

W

Figure 4-4
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(3]

o Click the Start date Calendar
button to display a calendar for
the current month (Figure 4-5).

< | Why does my calendar display a
3 different month?
Your calendar most likely shows
the current month, which may be
different from the one shown in
the figure.

4]

o If necessary, click the next month
arrow or previous month arrow
an appropriate number of
times to display the calendar for
March 2021.

Click 5 to select Fri 3/5/2021 as the
start date (Figure 4-6).

Why did the due date change?
If you enter a start date, the due
date automatically changes to
match the start date. You can
change the due date if needed.

Q&A

Can | just type the date?

15

e Click the Save & Close button
(Task tab | Actions group) (shown
in Figure 4-6) to save the task
and close the Task window
(Figure 4-7).

My tasks are displayed in an
arrangement different from
the one in Figure 4-7. What
should | do?

Click the Change View button
or the More button (Home tab |
Current View group), and then
click To-Do List.

Q&A

‘ Other Ways

Creating and Managing Tasks with Outlook Outlook Module 4 OUT 4-5

—oeTET——
Task

Contact Giant Tech Field Trip Organizers -

4 My Tasks File Task Insert Format Text Review Help Q Tell me what you want to do
To-Do List e = HE Private
° PR v Rl | O B Mo |
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I 4
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current month ([ remingeq SY MO TU WE TH FR sA \v{e ¥ Owner jackson.torborg@outlook.com
22 1 2 3 4 5 6
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Figure 4-5

e

21 Save & Close button Contact Giant Tech Field Trip Organizers - Task
File Task Insert Format Text Review Developer Help Q  Tell me what you want to do
) m = fq [ fﬂ ﬁ oy, [ £ Private
& = =l \/ A > s o | High Importance
Save & Delete Forward Task Details Mark  Assign Send Status | Recurrence | Categorize Follow ° % 2
Close Complete Task  Report - Up~ -l LowImportance
Actions Recurrence Tags
start date selected
Subject
Start date [Fri 35200 4 5] status | Not Started -
Due date | Fri 3/5/2021 o 53| eriority [ Normal v| s complete [0 [2]
[ Reminder None None * | | @ owner Jjackson.torborg@outlook.com
Erentresheiuhd B o due date changed to
Vent reschedulec for Mare reflect current start date

Figure 4-6

Yes, you can type the date. Using the calendar allows you to avoid potential errors due to typing mistakes.

To-Do List - Outlook Data File - Outlook
File Home Send / Receive Folder View Help Q Tell me what you want to do
= Meeting P Today P2 Next Week
M 0 (B8 e
7 oM P2 Tomorrow [ No Date
New New New Delete Reply Reply Forward Mark  Remove o i Detailed Simple List
Task  Email ltems~ Al 5 More Complete from List | [P ThisWeek [ Custorn
Mew Delete Respond Manage Task Follow Up Current Vie
4 My Tasks ‘ Search To-Do List gel ‘A\\Out\uukltems -
To-Do List Arrange by: Flag: Due Date |Today [y
Tasks [ Type a new task |
~ Lat:
new task [y
added ———— Contact Giant Tech Field Trip Organizers ol

Figure 4-7

‘ 1. Press CTRL+N
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OUT 4-6 Outlook Module 4 Creating and Managing Tasks with Outlook

To Create a Task with a Due Date

When you create the first task, the due date is set automatically after you enter the start date. If you
have a specific due date, you can enter it when you create a task. Jackson needs to create a meeting agenda the
week before the field trip on March 5. The following steps create a task with a due date. Why? You can quickly
add a specific due date to set a deadline for a task. You also can sort by the due date, placing the most urgent tasks at the

top of your list.

(1)

e Click the New Task

New Task button

To-Do List - Outlook Data File -

Outloak

bUtton (Home tab File Send / Receive Folder View Help Q Tell me what you want to do
New group) to = S =
| New group) to M| 0| s EE _ : v
dlsplay the Untitled - New New New 2 Untitled - ke Detailed  SimpleList | To-Dolist =
. Task  Email kems~ & Task window ~ [S fa
Task window. .
e Untitled - Task
° Type Create an 4 My Tasks File E Insert Format Text Review Help Q  Tell me what you want to do
Agenda inthe il = - mm o )
bi b Tsks Eag s | v R B | O | BE i QL
Subject text box to S e || G || G e s || prereed || SRR . bbb ds it
enter a subject for o s T © v Lowimporance
K New group Adtions Show ence Tags Zoom Ink
the taSk (Flgure 4_8)- Subject Create an Agenda| |-———] _taSk squect entered
in Subject box
Start date | None ] stat
Due date | None E Priority | Normal | % Complete (0% -‘-
[] reminder MNone MNone - \Elé Owner Jacksontorborg@outlook.com
Figure 4-8

(2]

e Click the Due date Calendar
button to display a calendar
for the current month.

File Task Insert

Save & Close button

Tasks
e Click the next month or previous

month arrow an appropriate
number of times to display the

Save & Delete Forward

Task tab
Format Text

Review

Task  Details Mark

Help

A= & [N

Assign Send Status
Report =

Close omplete  Task
Actions i Actions group Jage Task

Create an Agenda - Task

Q  Tell me what you want to do

g (]| |:|:| & Private
o i | High Importancs
Recurrence | Categorize Follow - 0 P

Up~ | LowImportance

Recurrence Tags

=

susiect Create an Agenda
calendar for February 2021. Startdete  [None
o Click 26 to select Fri 2/26/2021 as S

[] reminder

the due date (Figure 4-9).

(3]

e Click the Save & Close button

i 4 My Tasks
(Task tab | Actions group) to

To-Do List

Search To-Do List

anangeby. Hag Bue Date

Status Mot
Due date Calendar button
Mone \be Owner Jjackson torborg@outiook.com
Due date selected |-

Figure 4-9

| Ty

£ | anoutlook ltems ~

-

save the task and close the Task Tasks

‘ Type a new task

v

/

window (Figure 4-10).

new task added to
Later group in the
to-Do List (name of
your group may differ)

F Later
Create an Agenda

Contact Giant Tech Field Trip Organizers

L

g P
B

Figure 4-10
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To Create a Task with a Status

Creating and Managing Tasks with Outlook Outlook Module 4 OUT 4-7

You can assign a status to a task using any of five status indicators: Not Started, In Progress, Completed,
Waiting on someone else, or Deferred. Why? You can reflect your current progress by changing the status of a task.
Jackson is planning to provide a speaker for the Land Your Dream Job event on March 11,2021, and wants to
create a task to remind himself to contact a speaker. He has already started working on a few speaker ideas, so
the task status should be set to In Progress. The following steps create a task with a status.

o

e Click the New Task button (Home
tab | New group) to display the
Untitled - Task window.

e Type Contact a Speaker in
the Subject text box to enter a
subject for the task.

e Type Speaker needed for
the Land Your Dream Job
event in the task body area to
enter a description for the task.

e Click the Due date Calendar
button to display a calendar for
the current month.

o Click the appropriate month
arrow to go to March 2021.

e Click 11 to select Thu 3/11/2021
as the due date (Figure 4-11).

o

e Click the Status arrow to display
the status options (Figure 4-12).

(3]

e Click In Progress to change the
status of the task (Figure 4-13).

Outlook Module 4

New Task button

File Home Send / Receive Folder View Help Q@ Tell me what you want to do
™ = FU i Ftl Next Week |
M W | P25 HE R ||
b i =1 f& Tom f ho D window title
New New New Delet 2k ef ard Remove Deti h 1
Task Email tems~ ﬁm A FD it Ftl changes to
i < match task
L2 Contact a Speaker - Task subject
4 My Tasks File Task Insert Format Text Review Help @ Tell me what you want to do
To-Do List mm E|
| e Private
T=b E]'j m L= [_% | Vv @l @ R o |
High Import
Save & Delete Forward | | Task Details | peldas iiainales urrence | Categorize Follow = 00 PO o
e task subject entered 5 Up~ - LowImportancs
Actions Show in Subject text box ecurrence Tags
Subject | cantact a speaker 4
Start dat |None | staty Due date
S S Calendar button -
Due date Thu 3/11/2021 < =1 “Briority | N - o (2
[] Reminder  None ;l due date selected E‘ Owner Jjackson.torborg@outlook.com
Speaker needed for the Land Your Dream Job event
\ task description entered
in task body area

Figure 4-11

Contact a Speaker - Task

Format Text

L [

Review Help @ Tell me what you want to do

\/ @ @ O %E B Private O\ ‘./

| High Importance

File Task Insert

= M =

Save & Delete Forward |  Task Details Mark  Assign Send Status | Recurrence | Categorize Follow Zoom
|
Close Complete Task  Report - Up~ . LowImportance o
Actions Show Manage Task Recurrence ]_h.—l Zoom Ink
Status arrow
Subject | contact a speaker 1 |
>
Start date None B status  [Not Started =
Hot Started
Due date Thu3i| | Priority
[y list of status In P’“f’:‘d‘
Remind N . T Completes \r\
[\ °"¢ | options °" " |\Waiting on someonz &5 In Preres? e
Deferred status option
Speaker needed for the Land Your Dream Job event

Figure 4-12

Contact a Speaker - Task

e
2 Save & Close button

Format Text

Q  Tell me what you want to do

E F] B Private

| High Importance

Task Insert Review Help

RNl & IR e RS O\:'%

Save & Delete Forward Task Details Mark  Assign Send Status | Recurrence | Categorize Follow Zoom
Close | Complete Task  Report | - Up- -l Lowlmportance
Actions Show I Manage Task Recurrence Tag! | Zoom Ink

status changed

Subject |Contact a Speaker
3 3 - to In Progress
Start date Nene (| status  [inProgress <= ]
Due date Thu 3/11/2021 | priority | Normal - Complete |0% |5
[] Reminder  None ] Mone - Owner Jjackson.torborg@outlook.com

Figure 4-13
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(4]

e Click the Save & Close button (Task

To-Do List - Outlook Data File - Outlook

tab | ACthnS grou p) to save the File Home Send / Receive Folder View Help Q Tell me what you want to do
task and close the Task window - : - -
; MR I 2==E A q o
0l
(Flgure 4—14). Mew New New Detailed  Simple List
Task  Email ltems~ ) - fo
New Delete Respond Manage Task Follow Up Current Vier
My Tasks ‘ Search To-Do List p All Outiook tems - |
GDoE Artange by: Flag: Due Date [Todyy _+
Tasks [ Type a new task
v [ Later
Create an Agenda f
new task added Contact Giant Tech Field Trip Organizers l
to Later group ————Contact a Speaker Fo

(name of your
group may differ)

Figure 4-14

To Create a Task with a Priority

Outlook can organize each task by setting priorities to reflect its importance. Outlook allows for three
priority levels: Low, Normal, and High. The Giant Tech Field Trip on March 5 will be catered by Cottage Hill
Catering, and Jackson needs to confirm the catering details at least four days in advance. As you enter the task in
Outlook, assign a high priority. The following steps set the priority of a task. Why? After setting priorities, you can
sort by the importance of the task to determine how best to focus your time.

(1)

e Click the New Task button (Home

New Task button To-Do List - Outlook Data File - Outlook

tab | NeW group) to dlsplay the File Home Send / Receive Folder View Help Q  Tell me what you want to do
Untitled - Task window. = i s -
S| 0| E e )]st =
e Type Confirm Cottage Hill et e ey & o fa Detailed  Simple Lis
Catering in the SUbjeCt text Hee Confirm Cottage Hill Catering - Task
bOX to entera SUbJeCt for the taSk' aiMyiTasks File Task Insert Format Text Review Help Q Tell me what you want to do
To-Do List -
i ] & EE ) Private
e Click the Due date Calendar Tots &2 I 3 B O | B Mom
button -to dlSp'ay a calendar for- S;r:gf( Delete Forward Task Details 2 ask subject entered nce Categonza Fﬁl:iw \l/ s
the cu rrent month Actions Show n SUbJECt text box nce Tags

. . Subject | Confirm Cottage Hill Catering
e Click the appropriate month R — 55 ] Due date Calendar button |
arrow to go to March 2021. Q-ue date Mon 3/1/2021 E] Koty | Normal ~| wcomplete [0 |

° CIICk 1 to select Mon 3/1/2021 as D_Reminder Hone chn; 5 : tvd B2 Owner jackson.tarborg@autiook.com
. = ue date selecte
the due date (Figure 4-15). L —— e ———
Figure 4-15

(2]

e Click the Priority
arrow to display

the priorlty OptlonS File Task Insert Format Text Review Help Q  Tell me what you want to do
H = 2 [ [} B Private Z
(Figure 4-16). g [ & L v k@ || B8 Mt 4
High Import
Save& Delete Forward | | Task Details |  Mark Assign Send Status | Recumence | Categorize Follow © 0 " Porone® | Zaom
Close Complete Task  Report - Up~ . Lowimportance
Actions Show Manage Task Recurrence Tags Zoom Ink
Subject | Confirm Cottage Hil Catering
Start date [Nane B status | Not Started
Due date [Mon 311/ ist of Priority fiorty s Complete (0% 3]
[] Reminder  Nane options H Owner jackson.torborg@autioak.com
High priority I
— e

Figure 4-16
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(3]

e Click High to set the priority
(Figure 4-17).

o

=N

Detailed Simple List | To-Dolist |+

Confirm Cottage Hill Catering - Task

<
O
=)
©
o
=
]
o
o
=
=}
o

[ ] Cllck the SaVe & Close button (Task Review Help Q@  Tell me what you want to do
tab | Actions group) to save the = 2 'S | & Private Q 7
| 9 p) . ﬁ%' s ffe{ g . E | High Impertance ‘/
task and close the Task window. Save & Delete Forward | | Task | Details | Mark Assign Send Status | Recurrence | Categorize Follow 9 (RS Zoom
Close Complete Task  Report - Up+ ) LowImportance
Actions Show Manage Task Recurrence Tags Zoom Ink
Subject |Conf\rm Cottage Hill Catering High priority
Start date | None 1] status  |NotStarted selected
Due date [mon 37172021 ﬂ priority  [igRIAT] v| % complete [0% |2
[] rReminder  None E Hone - @ Owner jackson.torborg@outlook.com

V v
Figure 4-17

Can a project manager in a business team assign tasks in Outlook to keep track of what work the team

has completed?
Outlook provides an easy way for project managers to assign tasks. For example, a manager might want to receive status
reports and updates on the progress of a task. If the person who is assigned a task rejects it, the manager can reassign the task

to someone else and set a high priority for the task.

CONSIDER THIS %

To Create a Task with a Reminder

"To make sure you remember to complete a task, set a reminder before the task is due so you have enough
time to complete the task. Ms. Pauley, the director of the Disrupt Rockland Code Squad, asked Jackson to send
her the field trip agenda the week before. Jackson can create a task with a reminder to respond to Ms. Pauley’s
request. Why? By adding a reminder to a task, Outlook can remind you about the task automatically. The following
steps add a task and set the reminder option for a week before the task is due.

o

e Click the New Task button (Home

New Task button To-Do List - Outlook Data File - Outlook

tab | NeW group) to dISp|ay the File Home Send / Receive Folder View Help Q Tell me what you want to do

Untitled - Task window. = % m M & ™A S. . |:h E . E !
e Type Send Field Trip ol by s = v : f m Detailed  Simple L

Agenda to Ms. Pauley in Hew Send Field Trip Agenda to Ms. Pauley - Task

the Subject text bOX to enter a 4 My Tasks File H Insert Format Text Review Help @ Tell me what you want to do

subject for the task. To-bolit = = EE i

) foeks [ﬂ'__‘ @] E E v & @ O Ha @ | High Impartance
. . Save & Delete Forward | | Task Details |  Mark SendSiatuc B Categorize Follow

° Typ.e Glant. Tech Field ) Close Complete | 4o subject entered - Upr ) LowImportance

Trip detailed agenda in Adtians show | / in Subject text box Tegs

the task body area to enter a due date |Send Field Trip Agenda to Ms. Fauley

L selected Mo =
description for the task. N\ [None Bl stes | Due date -]
Due date oy | Calendar button  fete [0 )—?j
e Click the Due date Calendar [ Reminder  None Hone - @ Owner jackson.torborg@outiook.com
. I
button to display a calendar for Stant Tech Field Trip detailed agenda <—_| task dke;crijption entered
t

the current month. N fesk podvares
o Click the appropriate month

arrow to go to February 2021.
o Cli .

Click 26 to select Fri 2/26/2021 as | v—v—\J

the due date (Figure 4-18).
Figure 4-18
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(2]

e Click the Reminder check box to
insert a check mark, enable the

Send Field Trip Agenda to Ms. Pauley - Task

Reminder boxes and conﬁgure File Task Insert Format Text Review Help Q Tell me what you want to do
1 —_
. . = | | i | |
Outlook to display a reminder W =2 B v R R | C| R Wb Q| ~Z
(Fi ure 4_1 9) Save & Delete Forward Task Details Mark  Assign Send Status | Recurrence | Categorize Follow ° High| mipoeiancs Zoom Start
9 . Close Complete Task  Report - Up~ -l LowImportance Inking
Reminder check box Manage Task Recurrence Tags Zoom Ink
Subject . Pauley
Start fate None 1] status Reminder Calend
em r Calendar
o e s putton | @
Remindert | Fri 2/26/2021 []48:00 — jackson.torborg@outlook.com

Giant Tech Field Trip detailed agenda

Figure 4-19

(3]

e Click the Reminder Calendar el <ove & Close
button to display a calendar for Ll button ; Send Field Trip Agenda to Ms. Pauley - Task
February. ’_J Ta_s Insert Format Text Review Help Q  Tell me what you want to do .
) = Yy EE Private &
: : = @] -] [:% L @2 @ LW =[] - O\ V24
e Click 19 to select Fri 2/19/2021 as Save & Delete Forward |  Task Detalls = Mark Assign Send Status | Recurrence | Categorize Follow I HighImportance |, |
the Reminder date (Figure 4_20). Close Complete Task  Report - Up~ | LowImportance Inking
Actions | Show | Manage Task Recurren| poinder Tags | Zoom Ink
g Can | change the time that Subject | send Field Trip Agenda ta Ms. Pauley time arrow
©| Outlook displays the reminder? Stortdote [Mane B st [notstares Shl
h ind Due date | Fri 272672021 [ priority  [Narmal v|mﬁg 5 |z|‘
Yes' W en you SEt aremin er’ Reminder /|r;im9m1 EUB:OOAM V“ﬁ Owner Jjackson torborg@outlook.com
Outlook automatically sets the [ / -
. . ip detailed agenda Reminder
time for the reminder to 8:00 am. Reminder Calendar button
You can change the time by date selected ~
clicking the Reminder time arrow I
and then selecting a time. You also W

can use the Outlook Options dialog
box to change the default time. Figure 4-20

©

o Click the Save & Close button (Task tab | Actions group) to save the task and close the Task window.

g How does Outlook remind me of a task?
o | Outlook displays the Task window for the task at the specified time. If you used the Sound icon to set an alarm for

the reminder, Outlook also plays the sound when it displays the Task window.

To Create More Tasks

Jackson has three tasks to add regarding a project in his business course to develop a new product plan.
The first task is to research the information for a new technology product. Another task is to write the business
plan for the new product. He also needs a task for editing and posting the new product assignment. Table 4-1
displays the business plan tasks with their due dates.

Table 4-1 Additional Tasks

Research the Information for a New Technology Product 3/17/2021
Write the Business Plan for a New Product 3/24/2021
Edit and Post the New Product Assignment 3/31/2021

The following step creates the remaining tasks in the Task window. Why? By adding academic tasks to your
list, an item that requires attention will not be overlooked.
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o

e Click the New Task button (Home

To-Do List - Outlook Data File - Outlook

New Task button

<
O
=)
©
o
=
]
o
o
=
=}
o

tab | NeW group) to display the File Folder View Help Q  Tell me what you want to do
Untitled - Task window. M0 =22 = ; M E ! E J
e Enter the subject in the Subject o e & k) famore fley m Detailed  Simple i
text box for the ﬁrst task in New Delete Respond Manage Task Follow Up Current Vi
<
Table 4-1. 4 My Tasks | Search To-Do List P ‘A\IOutluukltems v|
i To-Do List Arrange by: Flag: Due Date [Today  ~
o Click the Due date Calendar Tasks [meaneitatk \
button to display a calendar for v B Later
Create an Agenda o
the current month’ and then % Send Field Trip Agenda to Ms, Pauley [] fo
select the due date for the task Confirm Cattage Hill Catering fo
Shown in Table 4_1 Contact Giant Tech Field Trip Organizers fa
. ! Contact a Speaker fo
. Research the Information for a New .. [[[\JZ] fo
e Set a reminder for each task one Wiite the Business Plan fors NewP.. (10N I
day before the dUe date. Edit and Post the New Product Assi.. [l Ftl
o Click the Save & Close button (Task
tab | Actions group) to save the
task and close the Task window.
e Repeat the actions in bullets 1

through 4 for the two remaining
tasks in Table 4-1 (Figure 4-21).

Figure 4-21

To Create a Recurring Task

When you create a task, you can specify it is a recurring task by selecting whether the task recurs daily,
weekly, monthly, or yearly. For each of those options, you can provide specifics, such as the day of the month the
task occurs. You can have the task recur indefinitely or you can specify the exact end date. Jackson has a weekly
assignment due in his Math 121 college course on Mondays from January 18 until May 10. The following steps
add a recurring weekly task. Why? When you have a task that occurs at regular intervals, you should set a recurring task

to keep you informed.

e Click the New Task button (Home e, 000 SN, 00

tab | NeW group) to dISp|ay the nd / Receive Folder View Help Q  Tell me what you want to do
. ) . FET Mectin fE Tod M K
Untitled - Task window. I | 53 &1 4 < L MRk B
. Eh o F” Fu Detailed SimpleList | To-Dolist <

e Type Math 121 inthe Subject

text box to enter a subject for
the task File Task Insert Format Text Review Help Q  Tell me what you want to do

= [ &3 < | BR M O Q| Z

Math 121 - Task

e Type Submit assignment task subject entered | High lmportance
! . Save & Delete Forward | Task Detf in Subject text box ~ is | Recurence | Categorize Follow - Zaom
online in the task body area to Close © Up~ 1\ Lowimpottance
. . Acdions urrence Tags Zoom Ink
enter a description for the task. Start date a
subject [tratn 121 % » Calendar button
e Click the Start date Calendar Start date | Man 1/18/2021 B9 status | Mot Started R
button to display a calendar for Due gt due date changes to fite [%_[Z]
[ Reminder | None L = 1] match start date jackson.torborg@autlook.com
the current month.

) . Submit assignment online «—___ | task description entered
o Click the appropriate month in task body area

arrow to go to January 2021.

e Click 18 to select Mon 1/18/2021
as the start date (Figure 4-22).

Figure 4-22
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(2]

e Click the Recurrence button (Task
tab | Recurrence group) to display
the Task Recurrence dialog box
(Figure 4-23).

(3]

o If necessary, click the End by
option button to select it.

e Click the End by arrow to display
a calendar.

e If necessary, click the previous or
next month arrow an appropriate
number of times to go to
May 2021.

e Click 10 to select Mon 5/10/2021
as the End by date (Figure 4-24).

(4]

e Click OK (Task Recurrence dialog
box) to accept the recurrence
settings (Figure 4-25).

(5]

e Click the Save & Close button (Task
tab | Actions group) to save the
task and close the Task window.

_—
Math 121 - Task

Recurrence button

Task Insert Format Text Review  Help Q  Tell me what yo

1 o @ S mE |:|:| & Private C)\ a
[m] = % N qu\ e U | High Importance
E & Delete Forward Task Details Mark  Assign Send Status | Recurrence | Categorize Follow ~ 2l L Zoom
bse Complete Task  Report x B - Up~_ |- Lowlmportance | Recurrence
Actions Show Toish Recumence % |Zoom group
Math 121 | Recurrence paﬁ;\i [
PPrT—— ] O paily @Recurevery |1 | weeks on ! | Taims:( Recurrence
e Man 1/13/2021 =) ®) Weekly [ sunday Mondsy  []Tuesday [Jwednesday dialog box
e [Mans O Manthly [ thursday [ Friday [ saturday
| Oveary (O Regenerate newtask |1 | weeks after each task is completed
it assignment online
Range of recurrence
Start:  Mon 1/18/2021 @Endby:  Mon 7/5/2021
(CEndafter |25 | occurrences

() No end date

Cancel Remaove Recurrence

Figure 4-23

| High Importance
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Close Complete Task Report | | = Up~ J, Low Importance |
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i date Mon 1/1a2021 = | ®weeky [Jsunday [l Monday [ Tuesday [] Wednesday
[] Reminger  nonz | End by option O Monthiy [Thursday [ Friday [ saturday
button O Reqenerste newtask |1 | weeks after each task 5| recurrence will

Submit assignment online

Range of recurrence

end by 5/10/2021
Mon sr10/2021
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Figure 4-24
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None -

Start date | Hot Started -

Due date | Normal | %Complete 0% |5

] Reminder None B¢ Owner Jjackson.torborg@outlook.com
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Figure 4-25
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To Create Another Recurring Task

Jackson also needs a recurring task for collecting the student attendance emails. The coding instructors
email each student’s class attendance to Jackson every Friday from January 1 until May 10. The following
step adds another recurring task. Why? When you bave a task that occurs at regular intervals, you should add it as a
recurring task to keep you informed.

(1)

e Click the New Task button (Home tab | New group) to display the Untitled - Task window.

<
O
=)
©
o
=
]
o
o
=
=}
o

e Type Collect student attendance emails in the Subject text box to enter a subject for the task.

e Click the Start date Calendar button to display a calendar for the current month.

e Click the appropriate month arrow to go to January 2021.

e Click 1 to select Fri 01/01/2021 as the start date.

e Click the Recurrence button (Task tab | Recurrence group) to display the Task Recurrence dialog box.
e If necessary, click the End by option button to select it.

o Click the End by arrow to display a

Calenda r. To-Do List - Outlook Data File - Qutlook

Home Send / Receive Folder View Help Q Tell me what you want to do
o Click the appropriate month s -
pprop E % @ @ [q E} = \/ th [ Today B Next Week =
arrow to go to May 2021. N W o Formg EIM - G T P Tomorow P No Date : = ,{
2 = Ext F 2I0En at i3 . Detailed Simple List | Te
. Email ltems = Ef Mare - Complete from List F2 This week |8 Custom
e Click 10 to select Mon 5/10/2021 as New Delete Respond Manage Task Follow Up Current View
the End by date. - < [ Search To-Do Lit o i"” Sicakieas 'I (i) Starts every Friday effective 1/1/2021 until 5/10/2021,
= Subject Collect student attendance emails
e Click OK to accept the recurrence e S| s Nrsaten o proty Nomsl %
. c . Owner  jackson.torbarg@outlook.com
settings. v B Later
3 o Collect student attendance emails & FU
e Click the Save & Close button Mt 121 EIE
H Create an Agenda o

(Task tab | Actions group) to Send Field Trip Agenda to Ms. Paulsy )] fo

save the task and close the Task [y confiom Cottage Hil catering o

window. e e -

. to To-Do list i =]
* Click the Collect student i .

attendance emails task to view

the task details (Figure 4-26). Figure 4-26
To Abpp A TAsk UsING THE To-Do LisT PANE BTW

. . Task Options
If you need to add a task quickly, you can use the To-Do List pane to create a prions .

. . ’ : . You can modify options
quick task due the day you add it. If you wanted to add a task using the To-Do List for tasks, such as changing
pane, you would use the following steps. the default reminder time

. for tasks with due dates,
1. Click the “TIype a new task’ box to select the text box. changing default colors for

overdue and completed
tasks, and setting the Quick
3. Press ENTER to finish adding the task and display it in the To-Do list with the Click flag. To access task
options, open Backstage
view, click Options, and then
click Tasks.

2. Type a description to enter a description of the task.

current date.

Categorizing Tasks

Outlook allows you to categorize email messages, contacts, tasks, and calendar items
so that you can identify which ones are related to each other and quickly identify the
items by their color. Module 2 used color categories to organize calendar items. In the
same way, you can use color categories to organize tasks.
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Six color categories are available by default, but you also can create your own
categories and select one of 25 colors to associate with them. After you create a
category, you can set it as a Quick Click category, which is applied by default when
you click an item’s category column in the To-Do List pane. For example, the default
Quick Click category is the red category. If you click a task’s category column in the
To-Do List pane, the red category automatically is assigned to it.

To Create a New Category

Why? Custom categories can organize tasks listed in Outlook. The first category you want to create is the Code
Squad category, which you can use for all tasks related to the activities at the Disrupt Rockland Code Squad.
When you select a task and then create the category, Outlook applies the category to the selected task. After you
create a category, apply it to other tasks as necessary. The following steps create a category and apply it to a task.

(1)

e Clickthe Contact Giant Tech Field Trip Organizers task toselectit.

e Click the Categorize button (Home tab | Tags group) to display the Categorize menu (Figure 4-27).

Categorize
button

To-Do List - Outlook Data File -

Outlook

All Categories
command

E Send / Receive Folder View Help Q@ Tell me what you want to do
(] @ ~ = ™ ! v |:h [ Today [ Mext Week = D\L OC] | & | | SearchPeople
= =7 SiM- X | P Tomorrow M No Date g =S Y - DD_ | | Bl Address Book
New New | Delete Forward Mark  Remave Detailed  Simple List | To-Dolist |=| | Move | (Categorize -
mail Items~ £ More - Complete from List F2 This Week 9 Custom - - %
ew Delete Respond Manage Task Follow Up Current View Actions
8 SenrchA D e /O T R Subject  Contact Giant Tech Field Trip Organizers B FRed Category
| Due date Starts on 3/5/2021, due on 3/5/2021
I fehue i tow DD e = f—_::::l:r p;:;ssal:::hnr &ouﬂnnk:::\miw e Categorize i
Type a new task J i 9e . — ——» Il Green Category
v [ Later Event rescheduled for March 5 B Orange Category
Collect student attendance emails R B Purple Category
Math 121 5 ] Yellow Category
Create an Agenda o B8 All Categories... <g—-f
Send Field Trip Agenda to Ms. Pauley [7| f Set Quick Click...
Canfirm Cottage Hill Catering F
E—» Contact Giant Tech Field Trip Organizers o
Contact a Speaker fo
New.. [ [ L ——

Figure 4-27

< | Why do | have to select the Contact Giant Tech Field Trip Organizers task?
o| To activate the Categorize button, you first need to select a task or group of tasks.

(2]

e Click All Categories
to display the Color
Categories dialog
box (Figure 4-28).

Color Categories
dialog box

CTTT: e S —

Follow Up

Search To-Da List

L1l

Arrange by: Flag: Due Date
| Type a new task
b FU Later
Collect student attendance emails
121

default
categories

o Ms. Pa

firm Cottage Hill Catering

Contact Giant Tech Field Trip Orga
Contact a Speaker
Research the Information for a Ney
‘Write the Business Plan for a New
Edit and Post the New Product As:

Y
Color Categories

To assign Color Categories to the currently selected items, use the checkboxes next to
each category. To edit a category, select the category name and use the commands to the
| right.

Name i New button |:<> New...
[ Blue Category Rename
] Green Category
] M ©range category Delete
[ [ Purple Category Color:
0] M Red catenor
[ Yellow Category
Sharteut Key:
Nong) v

x

omplete 0%

s

Cancel

Figure 4-28

Actions
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9 Add New Category

e Click New (Color Categories dialog < Later digloglbox s

. Collect student attendance emails
box) to dlsplay the Ado.l New g Com . — .
Category dialog box (Figure 4-29). Create an Agenda CIM orange

Send Field Trip Agenda to Ms. Paul | ][] Purple Ca Name: I |

Confirm Cottage Hill Catering CJ I Red Cate| cq 0y, . Shortcut Key: | (Mong) v

[ vellow cq
Contact Giant Tech Field Trip Orgal Shorteut Key:
oK Cancel
Contact a Speaker (None]

Research the Information for a Ney

<
b
=)
T
o
=
=
o
o2
=
=}
o

Write the Business Plan for a New
Edit and Post the New Product Ass

0 Figure 4-29

category name |
in Name text box

Collect stude

e Type Code Squad inthe Name
text box to enter a name for the
category.

I
Math 121 | .

Green €3 Add New Category
Create an Agenda 1 orange

Send Field Trip Agenda to Ms. Paul O . Purple
Confirm Cottage Hill Catering

Contact Giant Tech Field Trip Orgal

o Click the Color arrow to display a

Contact a Speaker

list of colors (Figure 4_30) Research the Information category 1
‘Write the Business Plan fi color _»D.

Edit and Post the New Prg OptiOnS ..

(]

4' Peach square I ok | cancel
|

T
T —— —= OK button

Figure 4-30

5]

o Click the Peach square (column 3,

Color Categories
dialog box

row 1) to select a category color. | search Te-Do Lit P Color Categories X
. Arrange by: Flag: Due Date To assign Color Categories to the currently selected items, use the checkboxes next to eiiete. 0%
) Cl ICk OK (Add New Category [ each category. To edit a category, select the category name and use the commands to the
tight.

dialog box) to create the new
category and display it in the
Color Categories dialog box

v
o Later Name Shorteut key New..

Collect student attendance emails [] M Blue Category

__Rtmm:
Math 121 [ Green Category

Create an Agenda ] orange Category m
(Figure 31 ) Send Field Trip Agenda to Ms. Pau| | [l Purple Category Calor:
4— . [ Red category
Yellow Cat
new category | ;.o | L1/ vellow Category Shortcut Key:
added and 5 e
selected
n for a Ney

‘Write the Business Plan for a New

Edit and Post the New Product As

I OK button

6 Figure 4-31

e Click OK (Color Categories dialog box) to assign the selected task to the new category (Figure 4-32).

To-Do List - Outlook Data File - Outlook

Receive Folder View Help Q Tell me what you want to do 1§ Coming Soon

[ Today L EE & | SearchPeople
> ™| Ew
% | | [l Address Book
Detailed  Simplelist | To-Dolist - | Move | Categorize

O Next Weel

te Respond Manage Task Current View Actions Tags Find

| Search To-Do List Jo) | All Outlook ltems + Cade Squad
‘ = Subject  Contact Giant Tech Field Trip Organizers
Auangecy: Flagr Bueiale By Due date Starts on 3/5/2021, due on 3/5/2021
Type a new task Status Mot Started Priority Normal % Complete 0%

Owner  jackson torborg®outlaok.com
v [ Later

Collect student attendance emails

Event rescheduled for March 5

Math 121

Create an Agenda

Send Field Trip Agenda to Ms. Pauley ||

Confirm Cottage Hill Catering f2

Contact Giant Tech Field Trip Organizers [ i
iy
o

L (<5 50 [k [0 5F 55

Contact a Speaker

Figure 4-32

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. WCN 02-200-203

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



OUT 4-16 Outlook Module 4 Creating and Managing Tasks with Outlook

To Categorize a Task

After creating a category, you can apply other tasks that are related to that category. Why? You can easily
identify all the tasks for a specific category by using color categories. The following steps assign a task to an existing
color category.

(1)

e Click the Create an Agenda task to select it.
e Click the Categorize button (Home tab | Tags group) to display the Categorize menu (Figure 4-33).

To-Do List - Outlook Data File -

Outlook

Folder View Help Q Tell me what you want to do
N5 = = W Fh 2 Today P2 Next Week i:J\L O & | SearchPeople
— lSm- X 2 Tomorrow [ No Date = ! = 0 | [B] Address Boak
Forward Mark  Remove Detailed SimpleList | To-Do List |- Move _ Categorize *
EMorer | Complete fromList | [0 This Week | Custom 2 i
Respond Manage Task Follow Up Current View
[ sezrch To-Do List O [ mioutiook ems <] | Sublect  Createan Agenda Categorize Code Squad Code Squad
: Due date  Due on 2/26/2021 button category
ey e TR e & Status Mot Started Priority Normal % C B Blue Category
[1ype el ) = Owner  jacksontorbarg@outiook.com B Green Category
) B Orange Category
v Ft' Later
Purple Cat: v
Collect student attendance emails 2 P Create an Agenda Ctcasarie I Purple Category
—
Math 121 task selected —— B Red Category
Create an Agenda fo Yellow Category
Send Field Trip Agenda to Ms, Pauley  [| fo B2 Al Categories...
Confirm Cottage Hill Catering FU Set Quick Click...
c - S e ———— —

Figure 4-33

(2]

e Click Code Squad to assign the Respond - Follow U3
selected task to that category [ Seorch To-Do it R anoutiook kens -|  [[Cadesquas
. Subject Create an Agenda
(Flgure 4-34). Artange by: Flag: Due Date e — DueJdate Due an z'zsgzc-zw

Type a new task Status Mot Started Priority Normal % Complete 0%
Owner | jackson.torborg@outlook.com

v [0 pLater
Collect student attendance emails

Math 121

Create an Agenda
Send Field Trip Agenda to Ms. Pauley [ []

Confirm Cottage Hill Catering
Contact Giant Tech Field Trip Organizers 5]

Contact a Speaker

Research the Information fora New ... [7|
Write the Business Plan for a New P... [
Edit and Post the New Product Assi..  []

Create an
Agenda task
categorized

BEHEEEPEAE ST

Figure 4-34

To Categorize Multiple Tasks

Outlook allows you to categorize multiple tasks at the same time. Why? As a student, you can view a single
category to locate all of your assignments. All of the course-related tasks can be assigned to a new category called
Course Work, including the three new product assignments in the Business class and the Math course task. The
following steps create the Course Work category and apply it to the course-related tasks.

(1)

e Select the Math 121, Research the Information for a New Technology Product, Write the Business Plan for a New
Product, and Edit and Post the New Product Assignment tasks.
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o Click the Categorize button (Home tab | Tags group) to display the Categorize menu (Figure 4-35).

Creating and Managing Tasks with Outlook Outlook Module 4 OUT 4-17

To-Do List - Outlook Data File - Outlook

Send / Receive Folder View Help Q Tell me what you want to do
= @] e [ Meeting ¥4 Fh o Today P Next Week [ D B & | search People
= A i =1l X | 8 Tomorrow M NoDate ! -l = L= ‘ [ Address Book
New | Delete | Reply Reply Forward Mark  Remove B i B Cuse Detalled  Simple List [JEICRDSINSIN—| | Categorize
tems - 2 B} More - Complete from List This Week ustom -
Delete Respond Manage Task Follow Up Current View | Adtions Clear All Categories ~
¢ | Search T Do LRt o |A” B e _| (i) Starts every Monday effective 1/18/2021 until 5/10/2021. Code Squad
Subject  Math 121 B Blue Category
Arrange by: Flag: Due Date | Today o Due date Starts on 1/18/2021, due on 1/18/2021
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Owner  jackson.tarborg@outlook.com .
e Categorize [l Orange Category
it assi i menu Purple Catego
Callect student attendance emails R Sbmi;asipnment pnline B Purple Category
) B P B Red Category
Create an Agenda fa Vellow Category
Send Field Trip Agenda to Ms. Pauley [[] i B2 AllCategories.. «— | All Categories
Confirm Cottage Hill Catering ul Set Quick Click... command
Contact Giant Tech Field Trip Organizers Fo
four tasks Contact a Speaker f
selected Research the Information for a New... [} fo
\Write the Business Plan fora New P.. [ fo
( Edit and Post the New Product Assi.. [| Fo
V S — S —

§ How do | select more than one task?
o | Click the first task, press and hold CTRL, a

o

e Click All Categories to display the
Color Categories dialog box.

e Click New (Color Categories dialog
box) to display the Add New
Category dialog box.

e Type Course Work inthe
Name text box to enter a name
for the category.

o Click the Color arrow to display a
list of colors.

e Click the Dark Red square
(column 1, row 4) to select the
category color (Figure 4-36).

3]

e Click OK (Add New Category
dialog box) to create the new
category.

e Click OK (Color Categories dialog
box) to assign the selected tasks
to a category (Figure 4-37).

Figure 4-35

nd then click the other tasks to select them.
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Figure 4-36
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To Categorize Remaining Tasks

The following step categorizes the remaining tasks. Why? When you sort by category, you will be able to view
at a glance what tasks need completion in each facet of your life.

(1)

e Select the Collect
student attendance
emails, Send Field
Trip Agenda to Ms.
Pauley, Confirm
Cottage Hill Caterer,
and Contact a
Speaker tasks.

Click the Categorize
button (Home

tab | Tags group)

to display the
Categorize menu.

Click Code Squad
to categorize the
selected tasks
(Figure 4-38).

H / Receive

S A e
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Subject  Collect student attendance emails
Due date Starts on 1/1/2021, due on 1/1/2021
Status Not Started
Owner  jackson.torborg@outlook,com

remaining tasks
categorized

Figure 4-38

Simple List

Priority Normal

Categorize button

rrent View

@ Starts every Friday effective 1/1/2021 until 5/10/2021.

E .

To-Dolist =

7

Adtions

% Complete 0%

Categorize

Tags

To Rename a Category

Jackson decides to change the name of the Code Squad category to the Rockland Code Squad category.
The following steps rename a color category. Why? By renaming the color categories, you can assign names that are

meaningfil to you.

(1]

e Click the Categorize
button (Home
tab | Tags group)
to display the
Categorize menu.

e Click All Categories
to display the Color
Categories dialog
box (Figure 4-39).

< | Do the category
tasks have to be
selected before
renaming the
category?

No, any task can be
selected. When you
change the name,
Outlook updates
every task in that
category.
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(2]

o Click the Code Squad category to
select it.

e Click Rename (Color Categories
dialog box) to select the category
name for editing.

e Type Rockland Code Squad
and then press ENTER to change
the category name (Figure 4-40).

(3]

e Click OK (Color Categories dialog
box) to apply the changes
(Figure 4-41).
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QOwner Jjackson torborg@outlook.com

Figure 4-41

To Set a Quick Click

Instead of categorizing tasks using the Categorize menu options, you can assign a task to a category by
clicking the category box for a task in the To-Do List pane. If you click the category box, the default category
is applied. You can change the default category by setting one as a Quick Click. Why? You can assign a frequently
used color category (Quick Click category) by selecting it as your default color category. Jackson realizes that most of his
tasks are related to the Disrupt Rockland Code Squad, so he decides to set the default category as the Rockland
Code Squad category. The following steps assign the default category using a Quick Click.

o

o Click the Categorize
button (Home

tab | Tags group) v R

to dlsplay the Mark  Remove | i e hlo 2 ‘ Detsiled  Simple List | To-DoList | = love | Categorize |
i Complete from List | [0 ThisWeek [ Custor 2 |
Categorlze menu Manage Task Follow Up ‘ Current View | Actions Clear All Cétegnnes i
(Flg ure 4—42) ? (i) Starts every Friday effective 1/1/2021 until 510/2021. Cotise Woik
{ - Rockland Code Squad Red Category

| Today

? Tell me what you want to do

To-Do List - Outlook Data File -

Outlook

Categorize button
Y | D [BETY & | |Search People
> LIE | [B] Address Book

A Today P rext Week |

Due date Starts on 1/1/2021, due on 1/1/2021

Status Mot Started Priority Mormal Cat .
Owner  jacksontorborg@outiaok.com ategorize menu

Subject Collect student sttendance emails I:l Rockland CDdESquad
M Blue Category

Green Category

ils

%l E I Orange Category

o

fo B Purple Categary Set Quick Click
auley [ il Yellow Category command

[ BB Al Categories...
[OaniZErs fu Set Quick Click...

izl

—— ——— )

Figure 4-42
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12

e Click Set Quick Click to display the
Set Quick Click dialog box.

e Click the category button to
display the list of categories
(Figure 4-43).

13

e Click Rockland Code Squad to
set it as the Quick Click category
(Figure 4-44).

4]

e Click OK (Set Quick Click dialog
box) to apply the changes.

Set Quick Click
dialog box

forree—

ollect student attendance emails

et Quick Click #

&
Math 121 N W category button
CIEaIeEniGEn fo When single-clicking on the Categories
Send Field Trip Agenda to Ms. Pauley  [| o | cotumn, add the following category:
Confirm Cottage Hill Catering o] ﬁ '
Contact Giant Tech Field Trip Organizers fo Mo category L
f

M Biue Category

W course Work

M Green Category

[ orange Category

. Purple Category
Red Category
Rockland Code Squad
Vellow Category

Contact a Speaker
Research the Information fora New .. [| BF
Write the Business PlanforaNew .. [ ] ] B

Edit and Post the New Prodi i X
list of categories

Rockland Code
Squad category

Figure 4-43

GITect student areTmom
Due date Starts on 1/1/2021, due on 1/1/2021

Type a new task

- B Status Mot Started Priority Normal % Complete 0%
Rockland Owner  jacksontorborg@outiook.com
Collect student attend| 4o Squad f
Math 121 set as Quick b{ Set Quick Click X
SIS ook Sgpeenila Click category || 7 en single-clicking on the Categories
Send Field Trip Agenda To s, Pauiey [T [7] || [0 | coluMmadd the following category:
Confirm Cottage Hill Catering f Eﬁ B Rockland Code Squad =
Contact Giant Tech Field Trip Organizers fo
Contact a Speaker 2 [ E oK Cancel

Research the Information fora New ... [|
Write the Business Plan for a New P, [ [y
Edit and Post the New Product Assi.. [ [2] ] 2

| |
OK button r

Figure 4-44

Break Point: If you want to take a break, this is a good place to do so. To resume at a later time, continue to follow the steps from

this location forward.

BTW

Copying and

Moving Tasks

To move or copy a task to
another folder, select the
task, and then click the Move
button (Home tab | Actions
group). Click the Other Folder
command to move the task;
click the Copy to Folder
command to copy the task.
Select the folder to which
you want to move or copy
the task, and then click OK.

Categorizing Email Messages

Recall that you can use categories with email messages, contacts, tasks, and calendar
items. Any category you create for a task can be used for your email messages.
Categorizing your email messages allows you to create a link between them and
other related items in Outlook. By looking at the category, you quickly can tell which
Outlook items go together.

To Categorize an Email Message

Jackson received a couple of email messages from other members of the Disrupt Rockland Code Squad.
These email messages can be assigned to the Rockland Code Squad category. The following steps categorize
email messages. Why? Color categories can be assigned to email messages, enabling you to quickly identify them and

associate them with related tasks.

e Click the Mail button on the Navigation bar and open the Inbox folder to switch to your Inbox.

e Select the Yumi Mori and Zion Gibson email messages.
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e Click the Categorize button (Home tab | Tags group) to display the Categorize menu (Figure 4-45).

< | What should | do if my Inbox email messages are not displayed?
g Expand the Inbox folder in the Navigation pane to view the messages.

Inbox - Outlook Data File - Outlook

<
b
=)
T
o
=
=
o
o2
=
=}
o

Categorize

File Home Send / Receive Folder View Help @ Tell me what you want to do
B button
~ % [ Ignore @] E‘ = = I Meeting | [ Move to: 7 — To Manager (| Search People A))
% Clean Up ~ — 511 B2 Team Email + Done LI [B] Address Book
New New Delete Archive | FReply Reply Forward b ¥ o = Unread/ Categorize Follow Read
Emall tems= | S8 Junk~ All £t More - Reply & reate iz z - - Read - Up- | 7 Filter Email - Aloud
New Delete Respond Quick Steps. 5 ClEr All Categories  ind Speech |
Dra ur Favorite Foldars Hare < hearch C Mailb 0 W c Work
earch Current Mailbox ‘ Current Mailbax ~ s ourse Werl
Inbox folder Giant Tech Company Event B Red Cotegory
40utlock Dat. selected All - Unread ByDaten T Rockland Code
it . : z : Rockland Code Squad <—%—Req
Inbox ~ Two Weeks Ago a; Yumi Mori <yurpimod@autlaok.com: = Squad category
L3 " = A Blue Category
Drafts To jackson.torbor Categonze 1PM
- samuel Marks menu [l Green Category
ent ltems
Interest in Coding Squad Instruct... 17472021 Jackd] B Orange Category
Deleted ltems lacksoniattenhsanng gieat email messages
selected I Purple Category
Junk Email S =t f
Zion Gibson Pl s. Pauley sent recently abg Vellow Category h company field trip. | just heard
Outbox Field Trip Information 1/3/2021 out the opportunity today. -
Jackson, Do you have more om Al Categories...
RSS Feeds i
Set k Click...
Search Folders « Last Month Thanks, Quick Clic
Yumi Mori
Chloe Pauley
Tech Field Trip 12/47.

Jackson, Thanks for organizing the
~ Older
Yumi Mori

Giant Tech Company Event 1172172020
Jackson, Please forward the email

Mail button

=
Items: 4 — —\I " -——_—‘
Figure 4-45

12

e Click Rockland Code i MovETES S|
H Mew  New Cadiean ey Delete Archive | Reply Reply Forward WM o + Move Rules | Unread/ Categorize Follow]
Squad to assign Email ftems~ | 5Slunk- T &y More - Eee e i = T % Read " Up~

the SEIeCted emall D\:-‘:Iﬂ.h-r:".n Favorite F Hiiﬂﬁe( Foene s — geececierat
: Search Current Mailbox £ | current Mailbox . messages
messages to the | Giant Tech Company Even assigned to
Rockland Code 40utlook Data File Al Unread ByDatev 1 category
(S w Euweeksﬂgo 'OUTIOUE.COTIT
Squad category o

H Samuel Marks
(F igure 4—46) . Sent ltems 144£2021

Interest in Coding Squad Instruct..
Jackson, After hearing great

Deleted ltems
Junk Email
Zion Gibson |
Outbox Field Trip Information 1732021 email Ms. Pauley sent recently about the upcom
RSS Feeds Jackson, Do you have more
Search Folders ~ Last Month
Chloe Pauley
Tech Field Trip 127472020
Jackson, Thanks for organizing the
v Older
Yumi Mori L
Giant Tech Company Event 11/21/2020

Jackson, Please forward the email

Tasks button

Faiz Zaki/Shutterstock.com

Figure 4-46
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Managing Tasks

After creating one or more tasks in your To-Do list, you can manage them by marking
tasks complete when you finish them, updating the tasks, assigning some to other
people, adding attachments, and removing them. For example, when you email the
agenda for the field trip to Ms. Pauley, mark the task as complete. That way, you will
not have to remember later whether you completed the task.

When you are working on a project with others, you sometimes may want
to assign tasks to them. Outlook allows you to assign tasks to other people and still
monitor the tasks. When a task has been assigned to another person, that person can
accept or reject the task. If the task is rejected, it comes back to you. If it is accepted,
the task belongs to that person to complete. When you assign a nonrecurring task, you
can retain a copy and request a status report that indicates how much progress has
been made in completing the task. If the task is a recurring task, you cannot retain a
copy, but you can still request a status report.

When you need to update or change tasks, you can search for them in your
To-Do list. In Task view, use the Instant Search feature by clicking the Search To-Do
List box or pressing CTRL+E. Type a search term and then press ENTER to find a task
containing the term in its subject text.

Can you assign tasks to others within a business or club setting?

In the professional world, you typically work on projects as a member of a group or team. As you organize the large and small
tasks required to complete the project, you can assign each task to members of your team and track the progress of the entire
project.

CONSIDER THIS %

To Update a Task

The Land Your Dream Job event has been moved, so the Contact a Speaker task is due on March 9 instead
of March 11. The following steps change the due date for a task. Why? As tasks change, be sure to update the due

dates of your tasks. comts
Speaker - Task
o Save & Close pindovy
. butt Tom Os
e Click the Tasks button on — -
the Navigation bar (shown in i
Figure 4 46) 'tO dISp|ay the Tasks Fi Task Insert Format Text Review Help Q  Tell me what you want to do
— i _
. . > < HE ) Private
To-Do st rowmonnd @ I 3 [BIG| v G G| O | 58 o
| Save & Delete Forward | Task Details Mark  Assign Send Status | Recurrence | Categorize Follow = o PO onee
° DOub|e-C|ICk the Contact a Close Complete Task Report = Up~ \l/ Low Importance
S k k d | h Adtions Show Manage Task Recurrence Tags
peaker task to display the S
ackland Code Squad
Contact a Speaker - Task window _— RS p -
(Figure 4-47). = /,l Due date Calendar button |
Due date Thu 3/11/2021 [T} 4Friarity | Normal | %Complete |0% |3
1 Reminder None h MNone w |} Owner Jjackson.torborg@outlook.com
Speaker needed for the Land Your Dream Job event

Figure 4-47
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o

=]

(2] 3
(©)

o Click the Due date Calendar To-Do List - Outlook Dat =
button to dISp|ay a Calendar fOr end / Receive Folder View Help Q  Tell me what you want to do %
March. [ el Mt | B Today O Next Week | (o]
D@e ? T F(?jd Lo~ ;ﬁ REE%E P2 Tomorrow [ No Date Y, = E b

Eeevrent 9 This Week. [T CLG0M Detailed ~ SimpleList = To-Dolist | = 8

Ef More~ Complete from List
Act|

e Click 9 to select Tue 3/09/2021 as

the dl.le date_ Delete | Respond Manage Task Follow Up | e date‘
<
i ‘ Search To-Do List pel |AH Outlook ltems + Rockland Code Squad updated
o Click the Save & Close button subjet  Contacta Speaker
A Arrange by: Flag: Due Date [Today =~ S, B
(Task tab | Actions gr0Up) to save [vpe a new task | Status  In Progress Priority Mormal % Complete 0%
the changes (Figure 4—48) o e Owner  jackson.torberg@outloak.com
Collect student attendance emails BOP Speaker needed for the Land Your Dream Job event
< |How do | change the task name L - | E
reate an Agenda
g only? Send Field Trip Agenda to Ms, Pauley  [7] fa
Click the task name in the task list confim Cottage FH Earing P
. ) . . Contact Giant Tech Field Trip Organizers Fa
to select it, and then click it again Contact > Speaker - Fl
. Research the Information for a New ... [ [
to edlt the name. Write the Business Plan fora New P.. [}
Contact a Speaker task

ast the New Product Assi.. [|

Figure 4-48

To Attach a File to a Task

Why? Attaching a file to a task is belpful if you want quick access to information when you are looking at a task.
Chloe Pauley has emailed you an updated Tech Field Trip flyer, which you already have saved to your computer.
You decide that you should attach it to the Confirm Cottage Hill Caterer task so that you can share the flyer
with the catering staff for room and timing information. The following steps attach a document to a task.

o

e Double-click the Confirm Cottage Hill Caterer task (shown in Figure 4-48) to display the Confirm Cottage Hill

Caterer - Task window.
e Click Insert on the ribbon to display the Insert tab (Figure 4-49).

P2 Mext week

P Today
3 Tomorrow [ No Date
P This Week 3 Custom

Confirm Cottage
Hill Catering - Task
window

v

ark  Remove
plete from List

Detailed

Confirm Cottage Hill Catering - Task

File Task Insert Format Text Review Help Q' Tell me what you want to do

k Data File mj b z ' EEI,
i Attach Outlook . Table nt
File=  ltem

Ssymbols

Include INustrations

Rockland Code Squad

Subject [ Confirm Cottage Hill Catering
Start date None (| status | Not Started -
Due date [Mon 3/1/2021 B3| priority | High v| csecomplete [22 2]

[] Reminder  None None - owner Jjackson.torborg@outlook.com

— —

Figure 4-49

2]

e Click the Attach File button (Insert tab | Include group) to display a list of recent files.
e Click Browse this PC to display the Insert File dialog box.

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. WCN 02-200-203

Copyright 2020 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



OUT 4-24 Outlook Module 4 Creating and Managing Tasks with Outlook

e If necessary, navigate
to the folder
containing the Data
Files for this module
(in this case, the
Module folder in
the Outlook4 folder
in the Data Files for
Students folder).

e Click fieldtrip (Word
document) to select
the file to attach
(Figure 4-50).

(3]

Confirm Cottage Hill Catering - Task

i

Attach File | —
button 5

Tas Insert Format Text Review Helg ldr::elcl;tngI)I:x hat you want to do
@J B~ L= On | L = (. - ke
B % insertFile 47 x|
Attach Qutlook
e em Include group v P <« Qutlookd » Module v O Search Module » int
(fudiFets £ Organize +  New folder file to attach =~ M @ [P
Ile to attac
Rockland Code Squad j ~ is selected |
P ——— 7t Quick access
supject [CEnnm Coaae FilCig
Start date [wane |  [32 Microsoft Qutlool
Due date Man 3/1/2021 & OneDrive
[] Reminder  Mone
[ This PC
ZJ 3D Objects
[ Desktop
Documents
¥ Downloads
b Music
[&] Pictures
B vid W Insert button
ideos
File name: | fieldtrip | [AnFiles |

Figure 4-50

e Click Insert (Insert
File dialog box)
to attach the file
(Figure 4-51).

4]

e Click Task on the
ribbon to display the
Task tab.

o Click the Save &
Close button (Task
tab | Actions group)
to save the changes
(Figure 4-52).

Task tab

File Task Insert Format Text Review Help Q  Tell me what you want to do
' =) E3- oo | & ] I |= I&] Az
ile |:|+ z
- ] @i A =
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Include Tables INustrations
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) =

=y
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| N file attached
«— | totask
fieldtrip.docx

[l
—

e ———

Figure 4-51
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Figure 4-52
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To Assign a Task

In addition to creating your own tasks, you can create tasks to assign to others. Why? You can assign a task
to someone else while ensuring that you retain a copy of the task and receive a status report once the task is completed. Yumi
Mori has volunteered to find a speaker for the Land Your Dream Job event. To assign a task, you first create the
task, and then send it as a task request to someone. The following steps assign a task.

o

e Double-click the
Contact a Speaker
task (shown in

<
b
=)
T
o
=
<
o
o2
=
=}
o

Contact a Speaker -
Task window

————\ = T T

[cal = (] X

Contact a Speaker - Task

File Task Insert Format Text Q  Tell me what you want to do

figure 4-52) o PSR v 30| O[5 Ee=  Q
reopen the | Save & Delete Forward | = Task Details Wiarkl hotign senisofte ||| Eretbencel || Cammior Ealioie = L aonimectiaies S e
Close Complete Task  Report - Up~ < LowImportance
Contact a Speaker - Actions Show Manage Task Recurrence Tags Zoom Ink o~
Task window Rockland Cade Squad \ Manage Task
(Figure 4—53) Subject [centact a speaker group |
Start date [Mane [ status  [In Progress -]
Due date [ Tue 3/9/2021 Bl priority [Normal w| s complete [0 E“
[ reminder  Mone [Z] Mone - . Owner Jjackson.torborg@outiook.com
gam Job event e

Figure 4-53

o

e Click the Assign Task button (Task tab | Manage Task group) to add the To box to the task to insert an email address
(Figure 4-54).

< | Why did the Assign Task button disappear after it was clicked?
o | The Cancel Assignment button replaces the Assign Task button so you can cancel the task assignment if necessary.

™ This Week Custorm

E Contact a Speaker - Task

al Items =

New

~_

Ea]

4 My Tasks File Task Insert Format Text Review Help Q Tell me what you want to do
To-Do List i , ; |
] &= —ﬂ'| Privat
Tasks - Outlook Data File [Eﬂ m [_\él 4 Q\% O 5% F '?' e
High | s
Save & Delete | | Task | Details Cancel | Address Check | Recurrence | Categorize Follow * 20 Poro™® | Ziom
Close Assignment | Book Mames - Up+ -l LowImportance
Adtions Show Manage Task Names Recurrence Tags Zoom Ink ~
r Rockland Code Squad h
| mo | <—J Tobox | |
}}, 1 J
. Subject Contact a Speaker
Assign Task cend ‘ |
options Start date | None | status ‘In Progress v|
Due date | Tue 3/9/2021 | Priority | Normal ~| % Complete [0 [2]
Keep an updated copy of this task on my task list
Send me a status report when this task is complete
L= —_——— |

Figure 4-54

13)

e Type yumi.mori@

outlook.com Contact a Speaker - Task
in the To bOX to File Task Insert Format Text Review Help Q  Tell me what you want to do
enter a recipient , o &2 TR B Al K <& == £ Private Q| Z
. p ok b Eﬂ [=] X ! Q\/ W O | High Impartance 2
(Figure 4-55). i Save& Del Task Deiall Cancel | Address_Check | Becumenca | Cateqorize Follow - Zoom | tr
cl Assi t | Book . . - Up- |- Lowimportance nki
= Send button bl 2% 1 recipient’s email pe £ g
Action Manage Task Nl address entered Tags Zoom Ink
Rockjdnd Code Squad in To box
| 1o | [yumimorigouticokcom T ¥
E Subject | Contacta Speaker
Send
Start date | None [ status | In Progress -
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[ 7] Kep on updated copy of this tesk on my tesk list
R ——
Figure 4-55
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(4]

e Click the Send button (shown in
Figure 4-55) to send the task to
Yumi Mori (Figure 4-56).

Delete
My Tasks

To-Do List
Tasks - Outlook Data File

Manage Task

| search To-Do List

Arrange by: |

DDt [Tottay: =

| Tvpe a new task

v [0 Later

Create an
Agenda task

Collect student attendance emails

\Matn 121

Create an Agenda

Send Field Trip Agenda to Ms. Pauley [;1
Confirm Cottage Hill Catering
Contact Giant Tech Field Trip Organizers

Contact a Speaker

Research the Information for a New ... []

<0 [0 i 50 8 EF 0 BF 0%

‘Write the Business Plan for a New P...

Figure 4-56

L | minouticok tems +

Current View

Rockland Code Squad
Subject  Contact a Speaker
Due date Due on 3/9/2021
Status In Progress Priority Mormal
Owner Jjatkson torborg@outlook.com

Speaker needed for the Land Your Dream Job eve

icon indicates
task is assigned

To Forward a Task

Why? When you forward a task, you send a copy of the task to the person who can add it to their To-Do list
for tracking. Zion Gibson has agreed to assist you in creating the agenda for the Giant Tech Field Trip. By
forwarding the task to Zion, the task appears on his To-Do list so he can track it on his own. The following steps

forward a task.

(1)

e Double-click the
Create an Agenda

Create an Agenda -
Task window

= Custom

Create an Agenda - Task

task (Shown in Insert Format Text Review Help Q Tell me what you want to do
H L
Figure 4-56) to = [ [ & [ ) | EE £ Private 7
g ) — =l \/ g \J U | High Importance
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an Agenda - Actions Show Manage Task Recurrence Tags Zoom Ink ~
Task window Rockland Code Squad X
. Actions group
(F|gure 4_57)_ Subject Create an
Stertdate  |Mone [E] status  [Not started -
Due date [Fri 272672021 () riority  [Narmal ~| % complete [ [2]
[] Reminder | None None Owner jackson torborg@outlook.com
J_/__\ — N

Figure 4-57

(2]

e Click the Forward

button (Task tab | Ferai uisen Create an Agenda - Task
ACtions group) File Task Ifsert Format Text Review Help Tell me what you want to do
i FW: Create an Agenda - Message (HTML)
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(Figure 4—58) Subject ean| Clipboard Basic Text F Names Include Tags & Voice ~ |

Start date None

e [z} FW: indicates 1o

[] Reminder  Maong] ;ask E ge';g task subject in

— orwarde / Subject text box -

Subject FW: Create an Agenda
©n  Creste an Agenda 5
Outlook item |
task attached to
[ email message
— T —— !

Figure 4-58
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(3]

e Type zion
.gibson@
outlook.com in
the To text box to

[FS TV

Forward T3 -
Ef More ~ | Complete from List

File Task Insert

FW: Create an Agenda - Message (HTML}

enter the email = 1 &= -
File Message Insert Options Format Text Review Help Tell me what you want to do
address for a S;\‘J:SSC Delete Forward . Pt b, Q @ ¥ | F
ioi i (Bot [ = Attach File - -

reC|p|ent. e ﬁj o Calibri (Bot = | 11 AN = A @ feip] - B i @J

e | Dictate

Rockland Code Squad | === email address entered | | - I
® Type AttaChed Subject Create an -} il in To text box Tags = Voice ~
is the agenda Start date MNone
task for YO'U. s @ B Io zion.gibson@outlook.com
] Reminder  Mone Sainad ce

to add to your I e | <
to-do list. in Subject
the message body

area to enter a ‘
message.

FW: Create an Agenda

v

i Create an Agenda
Outlook item

Attached is the agenda task for you to add to your to-do list.
® Press ENTER two

Jackson i

times and then

message entered in
message body area

type Jackson

to complete
the message
(Figure 4-59).

4]

e Click the Send

Figure 4-59

| B Tomorrow B No Date

Follow Up

To-Do List - Outlook Data File - Outlook

PO Next Week |

Detailed Simple List | To-Dolist <
|
I Current View

button to fOrWard Home Send / Receive Folder View Q@ Tell me what you want to do
the task to Zion | P Todey
- & & Ve
Gibson. New  New Reply Reph Mark  Remove
Email ltems~ | il Complete from List | T This Week | il Custom
° ClICk the Save & New Delete | Respond Manage Task

<
My Tasks | Search To-Do List jel |m|ﬂutlnnkltems v|

To-Do List

Close button (Task
tab | Actions group)
to save the changes

_Amange by: Flag: Due Date | Taday -
Type a new task

v [0 Later

Tasks - Outlook Data File

Rockland Code Squad
Subject  Create an Agenda
Due date Due on 2/26/2021
Status Not Started
Qwner Jjatkson torborg@outlook.com

Priority Normal

Collect student attendance emails

(Figure 4-60).

Math 121

\

Create an
Agenda task

Create an Agenda
send Field Trip Agenda to Ms. Pauley [
Confirm Cottage Hill Catering

Contact Giant Tech Field Trip Organizers
Contact a Speaker

Research the Information fora New ... [|
Write the Business Plan for a New P... [
Edit and Post the New Product Assi... [1|

FEEEEE O EE

Figure 4-60

=

% Complete 0%

To Send a Status Report

While a task is in progress, you can send status reports to other people indicating the status and

<
b
=)
T
o
=
=
o
o2
=
=}
o

completion percentage of the task. Why? If you have been assigned a task, you can submit a status report before you
complete the task to explain why the task bas not been completed or why the task needs to be amended. Chloe Pauley wants
to be informed about the agenda for the March field trip. Jackson has completed 25 percent of the work and
wants to inform her that the task is in progress. The following steps create and send a status report.
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0 Create an Agenda -
Task window

e Double-click the
Create an Agenda

task to display the _
Create an Agenda- | 2 [l 2 Rlvanr| ol - B piate

| High Impart
| Save& Delete Forward | | Task Details | Mark Assign SendStatus | Recurrence | Categorize Follow = 0 o one

Create an Agenda - Task

File Task Insert Format Text Review Help Q  Tell me what you want to do

Q

Zoom

Zoom

Task window. Close Complete Task  Report - Up+ | LowImportance
. Actions Show Recurmence Tags
e Click the Status arrow —
X K ockland Code Squa e

to dlsplay a status list. Subject | Create an Agenda f;a:nu;f‘)garegssd

e Click In Progress Start date Hone & status i Fro -
Due date Fri 2/26/2021 = priority | Norma | % Complete [036 2]
to Change the [ Reminder  Nene ] [Nome - [ @ owner Jacksul;:turburg@ou(\uok.wm

status of the task

(Figure 4-61).
Figure 4-61

(2]

e Click the Up arrow
to change the %
Complete to 25%
(Figure 4-62).

BT .

Create an Agenda - Task

Tell me what you want to do

Send Status
Report button [ b
= = @O B Private
{ &P I 03 2| C | B M

3 Save& Delete Forward | | Task Details Mark  Assign Send Status | Recurrence | Categorize Follow
Close Complete Task  Report - Up~ ) LowImportance

File Task Insert

Adtions Show Manage Task Recurrence Tags

Rockland Code S A

| High Impertance

Q

Zoom

Zoom

Subject | Manage Task T
- group — : — Up arrow
Start date - | status  |[AProgrEss ke
Due date [Fri 272672021 = pricrity | normal v| % complete [25% |
[] Reminder  None None ~ [@d owner jackson.torborg@outlook.com
| % Complete
changed to 25%
e ————— e ———

Figure 4-62

(3]

e Click the Send Status Report button (Task tab | Manage Task group) to display the Task Status Report: Create an

Agenda - Message (Rich Text) window.

e Type chloe
.pauley@outlook
.com inthe To
box to enter the
email address for a

Save & Close
button

.

Create an Agenda - Task

g2 Task Status Report: Create
an Agenda - Message

recipient. yj_‘ m Fl Task Status Report: Create an Agenda - Message (Rich Text)

° Type Ms Pauley SE& Delete Fom:d File Message Insert Options Format Text Review Help Q  Tell me what you want to do
° ! Close
A nogel s = Attach File ~ -
and then press ENTER Adions fﬁ || A TR o = ko o5 &A el F,j g D
. . Paste = B I U £-A- === =3 Addes Check e J Dictate | View

two times in the Rockland Code Squad E5 o = =" B= == it s | Ersionatires i i T |

message body area Subject [create an| Clipboard = Basic Text I Names Include Tags ©| Voice |MyTemplates| o [

toenterthegreeting ™ M 1 b < orteredn

line of the message. | Send button r—e | g ; To box
hd Type Here is my Subject  Task Status Report: Create an Agenda

first update on — =l

this task. inthe .

Here is my first update on this task. » e¢——— message in
message. status report
Jackson |
® Press ENTER two
. ——0Original Task— inf .
tlmes: and then Subject: Create an Agenda 3 €——— information about
t Jack t Priority: Normal task and status
ype ackson o = —| Due date: Fri 2/28/2021 =

complete the message | =" o __— e

(Figure 4-63).
Figure 4-63
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4]

o Cli I
Click the Send button t? _Send the /: L |AH Outlook Items = Rockland Code Squad % Complete
status report to the recipient. - Subject  Create an Agenda changed to 25%
DSOSt [Today Due date Due on 2/26/2021

V

<
b
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| Status  In Progress Priority Normal % Complete 25%
Owner  jackson.torborg@outlook.com

e Click the Save & Close button (Task
tab | Actions group) to save the
changes to the task (Figure 4-64).

attendance emails

[ ~———

(T
/3
mer

Figure 4-64

To Mark a Task Complete

You have just completed the research for the new technology product assignment for your business class,
so you can mark it as complete. Why? Mark a task as complete so that you know it is finished. The following steps
mark a task as complete.

1)

e Click the Research the Information
for a New Technology Product
task to select it (Figure 4-65).

Mark Complete button

Send / Receive Folder View Help Q Tell

m | = =] E [l Mesting o F;I.( | P Today [ MextWesk |

Sm- FD Tomorrow F No Date

e what you want to do ’

E .

Delete | Repl Forward Mark  Remove Detailed  Sim =
g pleList = To-Dolist =
ms - B More~ | Complete from List | [0 This Week | Custom
Delete Respond Manage Task Follow Up Current View
<
| Search To-Do List jel |AH Outlook ltems  +
‘ < Subject  Research the Information for a New Technology Product
AAngE i Dl Dt Aoy Due date Due on 3/17/2021
ata File \Tweanewtask | Status Not Started Priority Normal % Complete
Owner  jackson.tarborg@outlook.com
i Ft' Later
Collect student attendance emails B
Math 121 =N |
Create an Agenda

Send Field Trip Agenda to Ms. Pauley [|
Confirm Cottage Hill Catering

Research the Information
for a New Product task

Contact Giant Tech Field Trip Organizers selected

Contact a Speaker

Research the Information for a New .. [
Write the Business Plan for a New PL\? Q_
Edit and Post the New Product Assi... Q

BEEEEEEEEE

& 5B {560k [5F 8
..

Figure 4-65

12

o Click the Mark Complete button
(Home tab | Manage Task
group) to mark the Research the
Information for a New Technology
Product task as completed

Mark Complete button

Send / Receive Folder View Help Q Tell what you want to do

& | W |25 e |

IM~
New | Delete | Reply Repl e Matk  Remove

iterns + Al £ More - Complete from List
Delete Respond Manade Task.

P Today O MextWeek |
A Tomorrow P No Date
Ft' This Week F Custom

=N

Detailed Simple List | To-Do List

Current View

Manage Task group

<

(Figure 4—66) ‘ Search To-Do List 0 ‘A\I Outlook ltems =
Aana e Dheoue TTodey = Subject  Write the Business Plan for a New Product
Al Due date Due on 3/24/2021
< Why was the Research the Data File [ Tvee a new task | Status Mot Started Priority Normal % Complete
. Owner  jacksen.torborg@outlok.com
g Information for a New Technology ol n
Collect student attendance emails
Product task removed from the wath 121 e
Create an Agenda

To-Do list?

Once you mark a task as complete,
Outlook removes it from the
To-Do list and places it in the
Completed list. You can see the
Completed list by changing your
view to Completed using the
Change View button (Home tab |
Current View group). Figure 4-66

completed task no longer

Send Field Trip Agenda to Ms. Pauley [7|
appears in To-Do list

Confirm Cottage Hill Catering
Contact Giant Tech Field Trip Organizers
Contact a Speaker [
Write the Business Plan fora New P.. [1 7] ]
Edit and Post the New Product Assi.. [ 1

]
PP»TI\E‘E‘PPE‘
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To Remove a Task

You sometimes may need to remove a task. Why? When you remove a task, it is no longer displayed in your
To-Do list. Jackson has decided to remove the Contact Speaker for the Land Your Dream Job event task until he
has time to promote the event. The following steps remove a task.

e Click the Contact a Speaker task
to select it (Figure 4-67).

File Home-

el |

New New New Delete
Task Email ltems~
New Delete

Send / Receive

Folder View

@ @ E 21 Meeting

[FSTVES
Ef More -

Reply Reply Forward
All

Respond

Help

v

Mark  Remove
Complete from List

Manage Task

Q Tell me whaj/fou want to do

Remove from
List button b

P2 Today P2 Mext week
2 Tomorrow [ Mo Date
[ This Week |2 Custom

Simple List

Follow Up Current Vig

cipient.

SR . R
anage Task group
To-Do List Anange by: Flag: Due Date Today _ ~ SRR EOTAEEHEE
Tasksziutlevk Daaikile ¥R Bl e Due date Due on 3/9/2021
Status In Progress Priority MNormal
v [ Later Owner  yumi.mori@outlook.com
Collect student attendance emails B R
Math 121
& I F Speaker needed for the Land Your Dream Jab ey
Create an Agenda Fo
Send Field Trip Agenda to Ms, Pauley [ 2]
Confirm Cottage Hill Catering fa Contact a Speaker

Contact Giant Tech Field Trip Organizers task selected

[
Contact a Speaker N 5 FD/

Write the Business Pian for a New ... nen FD
Edit and Post the New Product Assi.. [ ] ] P

Figure 4-67

12

e Click the Remove from List button

(Home tab | Manage TaSk group) File Home Send / Receive Folder View Help Q Tell me what you want to do
to remove the task (Figure 4-68). = % m S = E o |Ih M Today O NextWeek
—~ Eim- B | M Tomorrow M No Date :
New New New | Delete Forward Mark  |Remove Simple List
Task  Email ltems £ More - Complete fmmLisﬁ? PO This week P Custom
Mew Delete Respond Manage Task Follow Up Current Vi
< .
My Tasks Search To-Do List SO | Al Outlook ttems +
To-Do List Subject  Write the Business Plan for a New Product

Arrange by: Flag: Due Date Today &

Due date Due on 3/24/2021
Tasks - Outlook Data File Type a new task Status Mot Started Priarity Normal

Owner  jackson.torborg@outlook.com
o J 9@
Collect student attendance emails a2 o
Math 121 [0 W
Create an Agenda fo
Send Field Trip Agenda to Ms. Pauley [7] fa
Confirm Cottage Hill Catering fo
Contact Giant Tech Field Trip Organizers fo
Write the Business Plan for a New P... [ | B -~ | Saosrlltraec:nao\fs:aker
Edit and Post the New Product Assi.. [1 [ ] B .
Figure 4-68

To DELETE A CATEGORY

When you no longer need a category, you can delete it. Deleting a category
removes it from the category list but not from the tasks that already have been assigned
to it. If you wanted to delete a category, you would use the following steps.

1. Click a task within the category that you would like to delete.
Click the Categorize button (Home tab | Tags group) to display the Categorize menu.
Click All Categories to display the Color Categories dialog box.
Click the category that you want to delete to select it.
Click the Delete button (Color Categories dialog box) to delete the color category.
Click the Yes button (Microsoft Outlook dialog box) to confirm the deletion.
7. Click OK (Color Categories dialog box) to close the dialog box.
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Choosing Display and Print Views

When working with tasks, you can change the view to display your tasks as a detailed
list, simple list, priority list, or complete list. Change the view of your tasks to fit your
current needs. For example, if you want to see tasks listed according to their priority
(High, Normal, or Low), you can display the tasks in Prioritized view. You also can
print tasks in a summarized list or include the details for each task.

To Change the Task View

Tasks can be displayed in different customized view layouts. By displaying tasks in Detailed view, you can
view all tasks, including completed tasks. The following steps change the view to Detailed view. Why? Io see the
total picture of what you have to accomplish, Detailed view provides all the task details, including task subject, status, due
date, and categories.

o

o Clle View on the ribbon to ISH) To-Do List - Outlook Data File - Outlook
d|5p|ay the VleW tab File Home Send / Receive Folder Vﬂ Help Q  Tell me what you want to do

e Click the Change View button . o © 28 casgors ™ siacoee [DEEEE] V== | O] T al

&5 Add Columns

H H Chal View Reset | Message = | Folder Reading To-Do | Reminders Open
(View tab | Current View group) Vicn Settings View S O fotser ™ Tupe " Impotance <\ EpancyCollapse” | pune~ Panee Bore | Window R
i i Change I Layout | Windd
to_ display the Change View gallery v ) R e
(Flgure 4-69). Detailed " SimpleList | To-Dolist | Prioritized Do list ‘ ook tems + Course Work
3 E Subject ‘Write the Business Plan for a New Product
\ faDue e ITodai = Due date Due on 3/24/2021
Active  Completed y  Nedt7Days I | Status  Not Started Priority Normal

Owner  jackson torborg@outlaok.com
r

@ B &

udent attendance emails E’_‘.
Overdue Assigned  Server Tasks

Manage Views...

Save C 3 d Trip Ag
Apply Current View to Other Task Folders... fattage Hill Catering
Contact Giant Tech Field fan

G Figure 4-69
o Click Detailed to change the view (Figure 4-70).

File tab
A Fietan

‘F‘_\ ¥ o= To-Do List - Qutlook Data File - Outlook

File Home Send / Receive Folder View Help @ Tell me what you want to do

(9 @ [/\ : BB Categories ™ start Date P2 bue Date 1 Folder T Reverse sort ﬁ E | Q T"‘j @

=1 Add Columns

Change View Fecct | Message fq7yp. | importance R pssignment [ Madified Date |- i Folder Reading To-Do | Reminders OpeninNew Close
View~ Settings Vic Preview - P PEET | Paner Paner Barv | Window Window Allftems |
Current View Arrangement Layout Window I ~
<
My Tasht | Search To-Do List pel |Au Outlook ftems +
To-Do List T
- [o [t |0 [7ask subject Status Due Date & |Modit..| Date Completed In Falder | categories &

Tasks/Qutiack Daka file Click here to add a new Task

= [ Collect student attendance emails Not Started  Fri 1/1/2021 Mon.. None Tasks Rockland Code Squad [0
O R Math 121 Not Started  Mon 1/18/2021 Men ... Nene Tasks 1 Course Work o
m} Create an Agenda In Progress  Fri 2/26/2021 Tue 1.. None Tasks Rockland Code Squad [
T O Send Field Trip Agenda to Ms. Pauley Not Started  Fri 2/26/2021 Men... Nene Tasks Rockland Code Squad [
T:Slseht;t.gz%lzzd >4 O | [ Confirm Cottage Hill Catering Not Started ~ Mon 3/1/2021 Mon ... None Tasks Rockland Code Squad [
O Contact Giant Tech Field Trip Organizers Mot Started  Fri 3/5/2021 Mon... None Tasks Rockland Code Squad [
=] Res b thek cond NewTech Completed Wed 241722021 Tuetw Tuelf15/2040 Tasks IM v
0 Write the Business Plan for a New Product  Not Started  Wed 3/24/2021 Mon ... None Tasks [l Course Work M
\ O Edit and Post the New Product Assignme...  Not Started  Wed 3/31/2021 Men ... Nene Tasks B Course Werk a2
Figure 4-70

Experiment

e Click the other views in the Current View gallery to view the tasks in other arrangements. When you are finished,
click Detailed to return to Detailed view.
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To Print Tasks

Outlook provides printing options based on the view and tasks you have selected. For example, in To-Do
List view, you can select a single task and print in Table Style or Menu Style. In Detailed view, which is the
current view, you can print only in Table Style. The following steps print the tasks using Table Style. Why? You
might need a printed 1o-Do list to view when you are not working at your computer.

(1)

e Click File on the _
ribbon to open ZL'HLy
Backstage view.

To-Da List - Outlook Data File - Outlook

Print button

Infa

e Click the Print tab Open & Export O
in Backstage view [ [LEn e
to display the Print e

print preview

gallery. Printer
. Microsoft XPS Document W..
e If necessary, click B rey .
. Office
Table Sty|e in the Account [2 Print Options
Settings section to Feedback Settings
select a print format Table Style Table Syle
. selected [
(Figure 4-71). =
Memo Style
e ——
Figure 4-71
e Click the Print button to print the |
. . [ |! @ Task Subject Status  Due Date’ M... Date Completed In Folder Categories |¥
taSks in Table Style (Flgure 4_72) L] T Collect student attendance ... Mot Start.. Fri 5/24/2019 M.. None Tasks Rockland Co... —
B Math 121 Mot Start... Mon 1/18/2021 M.. None Tasks B couseworc =
[ Create an Agenda In Progress Fri 2/26/2021 Tu.. None Tasks Rockland Co...
[35] |'j| Send Field Trip Agenda to.. Met Start... Fri 2/26/2021 M.. None Tasks Rockland Co.. —
LI A | [y confim Cottage Hill Catering Net Start.. Mon 3/1/2021 M.. None Tasks Rockland Co.. —
[ Contact Giant Tech Field Tri.. Mot Start... Fri 3/5/2021 M.. None Tasks Rockland Co.. —
kA4 |'/'| Researchthe Information.  Complet Wed 3172027 Tue Twe 3450000 Tas-is I Course Wom /|
[ 'Write the Business Plan for.. Not Start.. Wed 3/24/2021 M.. None Tasks I Course Work 2
| Edit and Post the New Prod... Mot Start.. Wed 3/31/2021 M.. None Tasks I Course Work L
Figure 4-72

Using Notes

You can use the Outlook Notes feature to create the equivalent of paper notes. Use
notes to record ideas, spur-of-the-moment questions, and even words and phrases
that you want to recall or use later. You can leave notes open on the screen while you
continue using Outlook, or you can close them and view them in the Notes window.
The Notes window contains the Navigation pane and Notes pane.
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Can | use the Outlook Notes as sticky notes?
Notes are the electronic equivalent of yellow paper sticky notes. You can jot down notes for the directions that you find online
to your interview, for example, or write questions that you want to remember to ask.

CONSIDER THIS

To Create a Note

Why? A note can be a reminder from a phone conversation, information you find online for future reference, or even
a grocery list. When you enter text into a note, Outlook saves with the last modified date shown at the bottom of
the note; you do not have to click a Save button. As Jackson was surfing the web, he found information that he
wants to share with the interns. The following steps create a note reminder.

o

o Click the Navigation Options

button (three dots) on the Navigation
Navigation bar to display the Options menu \
Navigation Options menu Nayigation Options..
(Figure 4-73). U Motes
B Folders
= wmos Vs~ Navigation
Items: 9 Options button

Figure 4-73

o

o Click Notes to open the Notes -
Outlook Data File - Outlook

New Note button Notes - Outlook Data File - Outlook

Home Send / Receive Folder View Help Q@ Tell me what you want to do

L]

window. | | OO Search People
B % @] ﬁ E IEL DD_ @Adarmpaook
e Click the New Note button (Home N ew | Delete | SUSICORN MotesLst Last7Days || | Forward Mowe | Categaiee

| Delete Current View Actions Tags I Find

tab | New group) to display a new New
€
blank note. My Nutes4 New group ‘ Search Notes

Notes - OQutlook Data File

e Type 58% of all new jobs
in STEM are in computing
as the note text to enter a note
(Figure 4-74).

E

58% of all new jobs in STEM are in computing‘ %

Close button

1/15/2021 12:22 P

date and time
created

,__—-"———-\N\‘

Figure 4-74
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(3]

e Click the Close button to save and I Notes - Outlook Data File - Outlaok

close the note (Figure 4-75). Fle  Home  Send/Receve  Folder View Help  Q Tell me whatyou wantto do

;(a Why is'my Notes view different E % D@e , &= F‘E'?d % ca%ﬁ : S@A::Npém |

o | from Figure 4-75? e (MM ot L=t L=tiDei |- 5 | ‘
Outlook provides three basic ery pele [ Surenivien Adich: Bz JLE
Notes views: Icon, Notes List, and My Notes | Search Notes
Last 7 Days. Figure 4-75 displays L L] M
the note in Icon view. To switch :f;';" by
to Icon view, click the Icon button STEM are in

(Home tab | Current View group).

Can | print notes?

Yes. First, select the note(s) you
want to print. To select multiple
notes, hold CcTRL while clicking the
notes to print. Next, click the File

tab to open Backstage view, click N\J
the Print tab, and then click the

Print button. Figure 4-75

Other Ways

1. Press CTRL+SHIFT+N

To Change the Notes View

Why? You want to display your notes as a list instead of in the sticky note layout. You decide to change your notes
view to Notes List. The following step changes the view to Notes List view.

1)

e Click the Notes List Notes List button =
bUtton (Home tab | File Home Send / Receive Folder View Help Q Tell me what you want to do
Current View grou | Bl | [ScorchPeople ||
group) | [ iz, = 3| B |
to Change the view New  New Delete lcon Motes List, | Last7Days |+ Forward Mave Categorize
to Notes List fote ems . _ o ) _ :
) New Delete Current\flew\ Actions Tags Find
(Figure 4-76). < .
4 My Notes | Search Notes ,—|
] Current View group |
Notes - Qutlook Data File
D |subjeet Created ¥,
) view changed [ 56%of all new jobs in STEM are in computin Tue 1715/
Experiment to Notes List | . -
e Click the other
views in the Current
View group to view
the notes in other
arrangements. When
you are finished, click
Notes List to return to
. . S e ———————— e ——————
Notes List view.
Figure 4-76

To Delete a Note

Why2 When you no longer need a note, you should delete it. After sharing the note about jobs in STEM you
decide to delete the note because you no longer need it. The following steps delete a note and close Outlook.
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o |f necessary, click the
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Delete button
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note abOUt new jObS File m Send / Receive Folder View Help @ Tell me what you want to do
in STEM to select it. | B | [SearchPeopie ||
I] % I@ % Fl D DD_ S@A:dprasp;ook

e Click the Delete ::t": It:lr::' Dele N Icon Noteslist  Last7Days = At Wi -gori |
button (Home tab Mew D:\et=4—|‘ Delete group Actions Tags Find |
| Delete group) to 4My Notes T [ [ search e
delete the note Notes - Outlook Data File o ‘SubjEEt oot

. ‘We didn’t find anything to show here.
(Flgure 4_77)' note deleted
9 / from list

e Export the SC_
OUT_4-1.pst file to
an Outlook Data File
(.pst) named SC_
OUT 4 Jackson. e e ——— e ———

e Close Outlook. Figure 4-77

Summary

In this module, you have learned how to use Outlook to create tasks, categorize tasks, categorize email messages,
manage tasks, print tasks, create notes, and print notes.

Consider This: Plan Ahead n
What decisions will you need to make when creating tasks, categorizing email messages, choosing views, and using =
notes in the future? ;
1. Create tasks. und
a) Determine what projects you want to track. People use tasks to keep track of the projects that are most important n
to them. g
b) Determine the information you want to store for a task. For any task, you can store basic information, add v
attachments, and add detailed instructions.
2. Categorize tasks and email messages.
a) Plan categories for tasks. To identify and group tasks and other Outlook items easily, assign the items to categories.
b) Assign emails to the same categories as tasks.
3. Manage tasks.
a) Determine which tasks may need to be assigned to others.
4. Choose display and print views.
a) Determine the preferred way to view the tasks to find the information you are seeking.
b) Determine how you want to view your tasks.
5. Use notes.
a) Determine what reminder notes would assist you.
How should you submit solutions to questions in the assignments identified with a % symbol? ")
Every assignment in this book contains one or more questions with a % symbol. These questions require you to think beyond ,:'_:
the assigned file. Present your solutions to the question in the format required by your instructor. Possible formats may include [
one or more of these options: write the answer; create a document that contains the answer; present your answer to the class; 3
discuss your answer in a group; record the answer as audio or video using a webcam, smartphone, or portable media player; or g
post answers on a blog, wiki, or website. o
v
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Apply Your Knowledge

Reinforce the skills and apply the concepts you learned in this module.

ASSIGNMENTS

Note:  To complete this assignment, you will be required to use the Data Files. Please contact your
instructor for information about accessing the Data Files.

-
2
w
[a]
=)
(=
v

Editing a Task List

Instructions: Run Outlook. Import the SC_OUT_4-2.pst file from the Data Files folder into
Outlook. This file contains tasks for Tiny House Village, a start-up home rental community. Many
of the tasks have changed and some are incomplete. You need to revise the tasks and then create
categories. Finally, you will print the resulting task list (Figure 4-78).

[ Task Subject  Start Date Reminder Time | Due Date’ |I.. [Categories lile
E Later
E| Prepare Proposal for Ti.. Mone Mone Mon 1/4/2021 Tau, I Tiny House Plan =
[7] Approve Architectural ... None None Mon 1/25/2021 Ta.. [ Tiny House Plan N
E"\,Update Property Layou... Mone Mone Fri 3/26/2021 Taa: I Tiny House Plan =
[] Complete Tiny House ... Wed 4/14/2021 Maone Fri 4/16/2021 Ta.. | Tiny House Plan =
[7] Create Tiny House Vac... None Mone Mon 5/10/2021 Ta.. ] webiste Updste =
[%"\Update Occupancy Cal.. Mone Mone Tue 6/15/2021 Tau. I Webiste Update T
Figure 4-78

Perform the following tasks:
1. Display the SC_OUT_4-2.pst Tasks folder in the Outlook Tasks window as a To-Do list.

2. Change the task name for the Meet with Tiny House Community Investors task to Prepare

Proposal for Tiny House Community Investors. Change the due date to January 4,
2021. Change the % Complete to 75%.

3. Change the task name of Meet with Tiny House Building Firm to Update Property
Layouts with Tiny House Builders. Configure the task as a recurring task that occurs
every Friday from March 26, 2021, until August 6, 2021. Set the Priority to High.

4. Add a recurring task titled Update Occupancy Calendar on Tiny House Website
that occurs every Tuesday from June 15, 2021 until November 30, 2021. Change the status to
Waiting on someone else.

5. In the Task body of Update Occupancy Calendar on Tiny House Website, type Request
that the tiny house renter £fills out a review.

6. Create two color categories. Name the first one Tiny House Plan and the second one
Website Updates. Use the colors of your choice. As appropriate, assign two tasks to Website
Updates and assign the rest to Tiny House Plan.

7. Print the final task list in Table Style, as shown in Figure 4-78, and then submit it in the format
specified by your instructor.

8. Export the SC_OUT _4-2 Tasks folder to an Outlook Data File (.pst) named sc_ouT 4
Tiny House. Submit the .pst file in the format specified by your instructor.

9. €3 What task categories would you create to categorize the tasks in your personal life? Name at
least five categories.
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Extend Your Knowledge

Extend the skills you learned in this module and experiment with new skills. You may
need to use Help to complete the assignment.

Creating Notes
Instructions: Run Outlook. Import the SC_OUT_4-3.pst file from the Data Files folder into
Outlook. This file has no notes, so you will create notes, categorize them, and then print the notes.
Perform the following tasks:

1. Use Help to learn about customizing notes.

2. Display the SC_OUT_4-3.pst Notes folder in the Outlook Notes window.

3. Create the following notes for an e-commerce reseller of vintage clothing:
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® Daralyn Loveless specializes in vintage leather jackets.
® Etsy marketing staff connects with new customers on Tuesdays.
® Several customers have requested a tailor for alterationmns.

® Artist can meet evenings to design a new business logo with a
vintage feel.

® One review mentioned that we need a size chart for crossover between

US and European sizes.
® LaToya Lemons is selling her Thea Porter collection.

4. Select the ‘Several customers have requested a tailor for alterations’ note, and then create a
color category named ASAP. Use a color of your choosing.

5. Categorize the remaining notes using a new “Move Forward” category. Use a color of your
choosing.

6. Replace ‘Daralyn Loveless’ in the ‘Daralyn Loveless specializes in vintage leather jackets’ note
with the name of your favorite teacher.

7. Change the view to Notes List. Print the notes in Table Style, as shown in Figure 4-79, and
then submit them in the format specified by your instructor.

8. Export the SC_OUT _4-3 Notes folder to an Outlook Data File (.pst) named Sc ouT 4
Reseller, and then submit the file in the format specified by your instructor.

9. €3 When is it appropriate to create a note instead of creating a task?

O |Subject iCreatec['\_ Categories
. . LaToya Lemons is selling her Thea Porter collection. Tue 1/15/2019 €03 PM I Move Forward
L | One review mentioned that we need a size chart for crossover between US and Europea Tue 1/15/2019 &:03 PM I Move Forward
L Artist can meet evenings to design a new business logo with a vintage feel. Tue 1/15/2019 6:02 PM I Move Forward

Several customers have requested a tailor for alterations. Tue 1/15/2019 59 PM | ASAP
. Etsy marketing staff connects with new customers on Tuesdays. Tue 1/15/2019 5:59 PM I Move Forward
' Daralyn Loveless specializes in vintage leather jackets, Tue 1/15/2019 5:59 PM I Move Forward
Figure 4-79
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Expand Your World

Creating an Outlook.com Web-Based Task List Online

Create a solution that uses cloud or web technologies by learning and investigating on your own
from general guidance.
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Note:  To complete this assignment, you will be required to use the Data Files. Please contact your
instructor for information about accessing the Data Files.

Instructions:  Outlook.com allows you to enter and maintain a task list from any computer with a
web browser and an Internet connection. You are to use Outlook.com to create a task list for the
Dining in the Dark Restaurant using the information in Table 4-2. You have five reservations at
your restaurant coming up and want to create the tasks along with the reminders for them. The
final task list is shown in Figure 4-80.

p i @ ‘ =

= Tasks - M sort @D The new Tasks () Schmidt Celebration ¢
i Schmidt Celebration Add stej
Ee3 ]
£ vy o S, May7,2021 - & P2
3 Important O Carmen Office Party %
- ~ EiThu, May 14,2020 - & = Ry
Planned 5
C*) Harris Rehearsal Dinner %
1 Tasks 5 ~ ESat May22,2021 - O e Remind me at 5:00 PM
Wed, May 5, 2021
(-) Lieberman Birthday Party ¥
+ Mewlist =" EIFn, May 14,2021 - @ 3 B Due Fri, May 7, 2021
(-) JFHS High School Reunion %
= BThuMay27,2021 - & @ EL Repeat
-+ Add atask
party of 12 at Tpm
Updated Vesterday
= £ 1] & GO Created Yesterday ]
Figure 4-80

Perform the following tasks:
1. Start your web browser and navigate to outlook.com.
2. Sign in to outlook.com. If necessary, sign up for a Microsoft account.
3. Click Tasks on the Navigation bar.
4. Create the tasks shown in Table 4-2.

Table 4-2 Tasks for Dining in the Dark Restaurant

Event Due Date Reminder Time Note

Schmidt Celebration May 7, 2021 2 days before Party of 12 at 7 pm
Carmen Office Party May 14, 2021 2 weeks before Party of 35 at noon
Harris Rehearsal Dinner May 22, 2021 3 weeks before Party of 75 at 8 pm
Lieberman Birthday Party May 14, 2021 1 day before Party of 8 at 7:30 pm
JFHS High School Reunion May 27, 2021 1 week before Party of 80-100 at 8 pm
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5. When you finish adding the tasks, submit a screenshot of these tasks in outlook.com to your
instructor.

6. €3 When would you want to add your tasks to Outlook.com instead of using Microsoft
Outlook? Is there a way to automatically get your tasks in Microsoft Outlook to appear in your
Outlook.com account?

In the Lab 1

Creating Managerial Tasks

Problem: You are a manager for the Aerial Drone Video Company. Table 4-3 and Table 44 list the
current tasks for your role as manager. Enter the tasks into the To-Do list. The task list you create
will look like the one in Figure 4-81.
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D[ Task Subject | Start Date Reminder Time |Due Date’ |L.. Categories i
d L I |
[ Shoot Video for Blueb... Sat 3/6/2021 Nane Mon 3/8/2021 Ta.. || Present Tasks =
[:/'] Submit Bid for vy Hill ... Sat 3/13/2021 MNone Sat 3/27/2021 Taw I Present Tasks =
[ Payroll Reports Fri 4/2/2021 Mane Fri 4/9/2021 Ta.. J] Repeating Tasks L
@Schedu\e Employees.. Mon 4/12/2021 Mane Mon 4/12/2021 Ta.. I Repeating Tasks =
[ Shoct Video for Cortez... Sat 3/27/2021 None Sat 4/17/2021 Ta.. ||| Present Tasks L
] Meet with White River ... Sat 4/17/2021 S5t 4/10/2021 11:00 AM Sat 4/24/2021 Ta.. [ Present Tasks L=
Figure 4-81

Perform the following tasks:
1. Create an Outlook Data File named SC_OUT 4 Drone.
2. Create the present tasks using the information listed in Table 4-3.

Table 4-3 Aerial Drone Video Company Present Tasks

Task Start Date Due Date  Status Priority
Shoot Video for Blueberry Festival 3/6/2021 3/8/2021 In Progress Normal
Submit Bid for Ivy Hill Estates 3/13/2021 3/27/2021 Normal
Shoot Video for Cortez Wedding 3/27/2021 4/17/2021 High
Meet with White River Rafting Co.  4/17/2021 4/24/2021 Waiting on someone else ~ High

3. Create the recurring tasks using the information listed in Table 4-4.

Table 4-4 Aerial Drone Video Company Managerial Recurring Tasks

Task Start Date Due Date Recurrence
Schedule Employees Work Hours 4/12/2021 End of year Monthly, second Monday
Payroll Reports 4/9/2021 20 occurrences Weekly, Fridays

Continued >
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In the Lab 1 continued

4. Open the Schedule Employees Work Hours task and add the detail in the task body that
Lorenzo Vallone cannot work on Monday or Wednesday due to college
classes.

5. Set a reminder for the Meet with White River Rafting Co. task for Sat 4/10/2021 at 11 am.

6. Create a color category called Present Tasks, using a color of your choice. Categorize the tasks
in Table 4-3.

7. Create a color category called Repeating Tasks, using a color of your choice. Categorize all tasks
with this category in Table 4-4.

8. Add a note that states A new HD Quadcopter video drone is being shown at the
CES Show.

9. Print the SC_OUT_4_Drone list in Table Style, and then submit it in a format specified by
your instructor (Figure 4-81).

10. Export the SC_OUT_4_Drone.pst Outlook file and then submit the file in the format specified
by your instructor.
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11. €3 Why is it a good idea to include as much detail as possible in each task?

In the Lab 2

Creating a Home Maintenance Task List

Problem: You are the owner of a home and decide to enter the recommended home maintenance
checklist into Outlook. You need to create a list of all the tasks and categorize them appropriately

(Figure 4-82).
D|Task Subject  |Start Date Reminder Time |Due Date’ |I.. |Categories i
n Later .
['3 Change vent filters Mone Mone Sat 1/2/2021 Ta.. I Regular Maintenance =
E"\,Check rook for leaks Mane Mane Mon 1/4/2021 Ta... I Regular Maintenance =
E—"\,Clean ashes from chim... None None Fri 10/1/2021 Ta... I Regular Maintenance =
['2/] Clean gutters Mone Mone Sun 10/31/2021 Ta.. I Yearly Maintenance =
7] Change batteries in sm... None Fri 12/24/2021 &:00 AM Fri 12/31/2021 Ta.. ] vearly naintenance =

Figure 4-82

Perform the following tasks:
1. Create an Outlook Data File named SC OUT 4 Home.
2. Create the tasks using the information listed in Table 4-5.

Table 4-5 Home Yearly Maintenance Tasks

Task Task Body Due Date Status Priority Reminder
Change batteries in smoke alarms ~ Three smoke alarms in home ~ 12/31/2021 High 12/24/2021
Clean gutters Make sure they drain away 10/31/2021  In Progress Low

from home
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3. Create the recurring tasks using the information listed in Table 4-6.

Table 4-6 Home Maintenance Recurring Tasks

Task Due Date  Task Body Recurrence

Change vent filters 1/2/2021 Four filters Monthly on second day of the month, No End Date

Check roof for leaks 1/4/2021 Check for missing First Monday of Each Month, Every 2 Months,
shingles No End Date

Clean ashes from chimney 10/1/2021 Check damper Monthly, No End Date

4. Categorize the Yearly tasks as Yearly Maintenance by creating a new color category.
5. Categorize the remaining tasks as Regular Maintenance by creating a new color category.

6. Add a second note, High efficiency particulate air (HEPA) filters must
remove 99.97% of all airborne particles greater than 0.3 micrometers
in size, to the task body of the ‘Change vent filters’ task.
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7. Print the tasks in Table Style, and then submit the task list in the format specified by your
instructor.

8. Export the SC_OUT_4_Home.pst tasks and then submit the file in the format specified by
your instructor.

9. €3 Why is it a good idea to update the status of a task as it changes?

In the Lab 3
Creating and Assigning Tasks

Part 1: Your computing instructor has assigned a term paper to be completed by a team of three
people. Each person in the team is responsible for researching one job each of the topic “Top
Three Jobs according to Glassdoor.” The three top jobs are Data Scientist, DevOps Engineer,

and Digital Marketing Manager. After you perform adequate research and write your part of the
paper, send it to another team member for a peer review. After all team members have performed a
peer review, finalize the content, compile into one document, and prepare it for submission. Using
Outlook, each team member should create tasks for the work they have to perform on the term
paper (for example, conducting research, locating recent sources, writing the first draft, sending
for peer review, performing a peer review, finalizing content, compiling into one master document,
preparing for submission, and submitting the paper). Add as much information to the tasks as
possible, such as the start date, due date, priority, status, and percent complete. Categorize the
tasks appropriately. Assign the peer review task to the team member who will review your content.
Finally, send a status report to all team members showing how much of each task you currently have
completed. Submit the task list in a format specified by your instructor.

Part2: €3 You have made several decisions while creating the task list in this assignment, such as
which tasks to create, what details to add to each task, and how to categorize each task. What was
the rationale behind each of these decisions?
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Customizing Outlook

Objectives

After completing this module, you will be able to:

* Add another email account * Assign signatures

¢ Insert Quick Parts in email messages * Customize personal stationery
¢ Insert links in email messages » Configure junk email options

¢ Insert images in email messages * Create rules

* Create a search folder * Configure AutoArchive settings
* Set the default message format * Adjust calendar settings

* Create an email signature * Subscribe to a news feed

* Format a signature

Introduction to Customizing Outlook

Outlook provides many options for customizing your experience when
working with email messages, calendars, and other items. From creating
custom email signatures to adjusting how the work week is displayed in your
calendar, you can make Outlook fit your requirements so that you can use

it more efficiently. For example, a rule is a command that tells Outlook how
to process an email message. Using rules, you quickly can categorize or flag
your email messages as they arrive so that you can identify at a glance which
ones you first want to address. You can change the fonts and colors that

are used by default as well. Outlook’s customization options can help you
become more productive.

Project: Adding a New Email Account
and Customizing Options

People often have more than one email account. In fact, some people have
more than they can remember. Outlook allows you to manage multiple email
accounts. That way, you can read your email messages from all accounts
without needing to use several email programs such as one for a Microsoft
email account, another for a Gmail account, and a third for a school or work
email account.
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BTW
The Ribbon and

Screen Resolution
Outlook may change how
the groups and buttons
within the groups appear
on the ribbon, depending
on the computer or mobile
device’s screen resolution.
Thus, your ribbon may look
different from the ones in
this book if you are using a
screen resolution other than
1366 X 768.

The project in this module follows general guidelines and uses Outlook to add a
new email account and customize Outlook options, as shown in Figure 5-1.

4 jacksontarborgd9@qmail... ||
Inbax
b [Grreasd]
Dulbox
F55 Feeds
Search Faolders

4 zion.gibson@outlook.com
’
Diafts 5]
Sent ems
» Dedeted thems 8
Archive
Corversation History
Junk Emed 27
Junk Ernail
Oulbax
RS Feeds
Search Folders

EoE s B

Unread: 624

Themes: 20

(a) New Email
Account
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New Teams Meeting  GoTo Armange n
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Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit

7 X

Choose default signature
E-mail account: jacisontorborg99@agmail.com ~
New messages: 7
Repliesfforwards: [(none) -
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T = |

Edit signature

[ cotic 5] 51|81 ¢ [m—] = =

[23] Business Card “__‘g &

Jackson Torborg

’i'.fj}
L

Disrupt Rockland Code Squad
jackson.torborg@outlook.com

Q Tell me what you want to do

Day Work Week Month Schedule

Folder  View  Help

5 6

(c) Customized Calendar

Figure 5-1

Run Rules Now x

Select rules to run:
Chloe Pauley

Select All Unselect All

Rule Description

Apply to message
fram "Chloe Pauley”
flag message for “Follow up Today™

Run in Folder: | inbox | [ Browse.. |

(d) Email Rules

In this module, you will learn how to perform basic customization tasks.

The following list identifies general activities you will perform as you progress
through this module:

* Customize email messages.

* Customize signatures and stationery.

*  Manage junk email filters.

* Configure rules.

* Change Calendar options.

* Add a news feed.

Adding New Email Accounts

iStock.com/Rawpixel

Optig

_

As you learned in Module 1, when setting up an email account, you need to know basic
information such as the email address and password. For example, in Figure 5-2, the
first mailbox is displayed as Outlook Data File (SC_OUT_5_Jackson.pst). The second

OUT 5-2
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mailbox displayed in Figure 5-2 is an additional Internet-based email account named
jacksontorborg99@gmail.com.

Delete Respond
ars Here

| first mailbox frentMailbox B [ Current Mailbox - | | 3 Reply E2Reply All E3Forward GEIM

Quick Steps 0

. All" Unread By Date v Samuel Marks <samuel marks@outlook com> ackson torb
4 Qutlook Data File e - T SM !
Ink 4 Earlier this Month Interest in Coding Squad Instruction
Sent Items. i Samuel Marks
Deleted ltems . Interestin Cading Squad .. 1/4/2019 Jackson,
i Jackson, After hearing great 5 2 1 :
er hearin rea ings abou isru ocKlan: e uad in a rece|

Drafts After h g great things about Disrupt Rockland Code Squad
fint e Zion Gibson the opportunity of being an instructor. | have experience in Java and C
DK Lemai Field Trip Information 1342019

Jackson, Do you have more .
Dt > Thank You in Advance,
B55 beely 4 Last Month Samuel Marks
Search Folders 1] App Developer

second mailbox 12082018
} : Fekson, Thanks Tor
I jacksontorborg99@gmail.com
4 Older

Yumi Mori

Giant Tech Company Event 11/21/2018

Jackson, Please forward the

e ———————— T ———

Figure 5-2

After you install Outlook, the Auto Account Setup feature runs and helps you to
set up the first email account that Outlook manages. You can add another account and
then use Outlook to manage two or more mailboxes.

Depending on your instructor’s preferences and your email services, you can
perform the steps in this module by opening an Outlook data file provided with the
book and by adding a new email account to Outlook. Before you can add a new email
account in Outlook, you must have an account set up with an email service provider
that is different from any other account already set up in Outlook. For example, you
might have a Microsoft account that provides email service. If you have not configured
this account in Outlook, you can complete the steps in this module to do so.

"To add a new account, you use the Add Account option in Backstage view to
use the Add Account dialog box. If you want to add an account and change advanced
settings, you should use the Account Settings dialog box instead.

My work email address requires additional information to set up my account. Where do | place this
server information?

For the work email account you plan to add, make sure you know the account properties and settings before you start to add
the account. Gather the following information: type of account, such as email, text messaging, or fax mail; your name, email
address, and password; and the server information, including account type and the addresses of incoming and outgoing

mail servers. You typically receive the server information from the IT staff at your place of employment. If additional server
information is needed, click Manual setup or additional server types when you create an account to add this information.

To AbpD AN EMAIL ACCOUNT

Jackson has a second email address that he dedicates to mailing lists. He uses a
second email account (jacksontorborg99@gmail.com) within Outlook so that he can
manage both his primary and secondary email accounts. To follow all the steps within
this module, an additional email account is necessary.

If you choose to add an email account to Outlook, you would use the following
steps. If you are performing these steps on your computer, enter the name, email
address, and password for an email account you own but have not yet added to Outlook.

OuUT 5-3
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OUT 5-4 Outlook Module 5 Customizing Outlook

BTW 1. Start Outlook.

Multiple Email 2. Click the File tab and then click Add Account.

Accounts . . . .

If you have multiple email 3. Click the ‘Email address’ text box and then type your email address to associate
accounts configured in your email address with the account.

Outlook, you can decide .
which email account to use 4 Chck the COl‘lneCt buttOl‘l
each time you compose and
send a new email message.
To select the account from
which to send the email
message, click the From
putton n the Unitled | Customizing Email Messages
Message window, and

then click the desired email
account.

wn

. Type your password to verify the password to your email account and then click the
Connect button.

No matter what type of message you are composing in Outlook, whether business or
personal, you always can find a way to add your unique style. With a variety of features
such as background colors, graphics, designs, links, and custom signatures, your

email message starts as a blank, generic canvas and becomes an attractive, memorable
communication.

To Add a Link to an Email Message

Zion Gibson asked Jackson to send him the web address of the Disrupt Rockland Code Squad site. Zion
is hoping to take a code class and wants to check the webpage for more information. Jackson can send him the
web address as a link in an email message. Why? Outlook automatically formats links so that recipients can use them
to access a website directly. 'To follow the link, the recipient can hold down the cTRL key and click the link, which is
formatted as blue, underlined text by default. The following steps add a link within an email message.

e Open the SC_OUT_5-1.pst Outlook Data File in Outlook, and then click Outlook Data File in the Navigation pane to
display its contents.

e Click the Inbox folder to display the mailbox.
e Click the New Email button (Home tab | New group) to open the Untitled - Message (HTML) window.

e Type zion.gibson@outlook.com in the To text box to enter the email address of the recipient.

e Click the Subject text box, and then type Disrupt Rockland Code Squad to enter the subject line.
® Press TAB to move
the insertion point

into the message

area (Figure 5-3). T

Email ltems

Inbox - Outlook Data File - Outlook

Folder View Developer Help Tell me what you want to do

B | 51 51 [ Betng | Dttoveto? = ToManager

= Team Email \{Done
<3 Reply & Delete 5 Create New

Disrupt Rockland
Code Squad - Message
(HTML) window

gebechargl IERe kil irpiS bl =T A

Mew

File Message Insert Options Format Text Review Develop Help
. y ! Note: To help you locate screen
4 Outlook Data File 0 CalibriBoc |11+ A" A" [IZ-1=- | A ;38 @ ~ elements that are referenced in the
Inbox Pacte 2 B I U £-A-[E== =5 | Ades Check | Attach Attach § step instructions, such as buttons and
Sent ltems = = - === == o il -m- | commands, this book uses red boxes
I Deleted ltems Clipboard = Basic Text email address entered  finciude to point to these screen elements.
Drafts / in To text box
To... zion.gibson@outlook.com
Junk Email 9 — —
Ce.
Outbox f f
Send
e Subject | Disrupt Rockland Code Squad ~— SUbJ,eCt entered in
RSS Feeds Subject text box
Search Folders | T
I jacksontorborg99@gd

insertion point in
message area

Figure 5-3
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Customizing Outlook Outlook Module 5 OUT 5-5

N
2
>
(2] 3
(e)
e Type Zion, asthe greeting = E

. . Y Move tar 7 > To Manager
line and then press ENTER twice to B} [ty | Y om <)
insert a blank line between the . Ehvoer O Reop sibecte 7 CreateNew i | O
=}
greeting line and the message 3 3
teXt § File Message Insert I: Options Format Text Review Developer Hel Q Tell me what you want to do 0

@ @JZ‘ E- @ o4 Bt Pictures £ Icons ] @ Link * 4 o)
L+ F& Online Pictures (7) 3D Models ~ gt~ | [] Bookmark

Attach Outlock Table | Document |

File~ Item L&~ - Item O Shapes ~ =

e Type Per your request,
the coding classes site
can be found at and

\
-Tn zion.aibson@outlook.com Links group
then press SPACEBAR to enter the — I 1

message text. el Subject | Disrupt Rockland Code Squad

Text Symbals

Include | Tables | Tap | INustrations I Links

o Click Insert on the ribbon to
display the Insert tab (Figure 5-4).

Zion,

greeting and
<—— message entered
in message area

t=1

Par your request, the coding classes site can be found at

Figure 5-4
o Click the Link button (Insert tab | -"_"“lnsert — SECMPAT
. . Disrupt Rockland Code Squad - Message (HTML)
Links group) to display the Insert dialog box E ! 2
. . File Message Ifrse TpTo ormat Text Review Developer Help @ Tell me what you want to do
Hyperlink dialog box. =
@J @E EE- | = \’ o | FE bt &2 leanc | Bolink - PR S e
nser erlin ? x
e In the Address box, type o e
disruptrockla'nd org/ o e B | e Text to display: disruptrockland.org/classes | | soeentip.. |
* Include = l
classes toenteralinktoa o bl E BE ‘ ‘
. rom ¥ ||| or Web Page a| | Bookmark...

web address (Figure 5-5). EEC o Offce Templates 2

(Fig : o | [

§ Why do | not have to type the e Document Browses My Received Files
o | http:// part of the web address? B text entered in
. . Zion, reate New ecent

When you insert a link, Outlook e Document | | Fier' / Address box
does not reqUire the HypertEXt Perypurrequed Address:  |disruptrockland.org/dasses] |

E-mail

Address
OK button [ ok |

Transfer Protocol (http) portion of
the address.

Figure 5-5

4]

e Click OK to insert the link in the
message body (Figure 5-6).

Message Insert Opfr Review Developer you want to do

[I]J [\]Jz - @ o0 e Pictures 5 lcons L] @ link - A 0

[y
F& Online Pictures 3D Models - @i~ Bookmark
Attach Outlook Table | Document re E = o Tedt | Symbols
Flew lem L&~ - Item O Shapes ~ = b b
Include | Tables Tap I Ilustrations | Links

| zion.qibson@outiook.com
B\

Send

Subject  Disrupt Rackland Code Squad

hyperlink
inserted in
message body

Zion,

Per your request, the coding classes site can be found at disruptrockland.org/classes| /

e

Figure 5-6

‘ Other Ways

‘ 1. Press CTRL+K
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OUT 5-6 Outlook Module 5 Customizing Outlook

To Create and Insert Quick Parts

How often do you include the same snippet or phrase in your correspondence, such as directions to your
home, answers to frequently asked questions, or even the full name of a school or business? To assist you in these
situations, Outlook includes Quick Parts, common building blocks that can be recycled and used again within
your email messages. The first step in creating a Quick Part is to select the content that you want to reuse. After
naming the content and saving it to the Quick Parts gallery, you can use the Quick Part whenever you need to
repeat that phrase. Why? Quick Parts allow you to save pieces of content to reuse them easily within your email messages.
Several students have requested that Jackson send them the link to the classes at Disrupt Rockland Code Squad

in the past month. The following steps save a phrase to the Quick Parts gallery.

o If necessary, resize
the message window
to display the buttons
in the Text group on
the Insert tab.

Outloos

inbox - Outlook Data File -

Send / Receive Folder View Developer Help Q  Tell me what you want to do

4 Move to: Search Pecpl
B B [Eiecting I Moveto: 7 ToManager EJ/] f’é‘ & EE carch People
keply Forward B3 Tear Email " Dane T o | e o ] Address Book
oBY FOMRIE B pore - € Reply & Delete ove Rules nisad/ Categorize Follow

Disrupt Rockland Code Squad - Message (HTML)

Quick Parts button

@ @IJZ B=- @ ol B Pictures 2 Icons L} @ link -

4.:5 Create New

Q  Tell me what you want to do

File Message Insert Options Format Text Revi

o Select the phrase
[E] TetBox~  AS Drop Cap~ 0 m

lPer your requeSt' D+ F& Online Pictures @ 3D Models ~ él' I:] Bookmark Qul:kPaﬂs' EDate&T\me S
the Disrupt Rockland | 8 | (e o, [ o gaiies -
site can be found at Include Tables Tap lustrations | Parts options  |inks [E] Save Selection to Quick Part Gallery... ~
disruptrockland.org/ To.. | |zion.qibson@outiook.com \ interest
classes’'. P ‘Save Selection to
e Subject Disrupt Rockland Code Squad Quick Part Gallery’
e Click the Quick Parts command
Zion,

button (Insert tab

| Text group) to
display the Quick
Parts list of options
(Figure 5-7).

Per your request, the ceding classes site can be found at disruptrockland.org/classes phrase selected

/—\—/—\—/——._
Figure 5-7

12

e Click 'Save Selection
. File Message Insert Options Format Text Review Developer e what you want to do
to Quick Part —_ i Create New "
X [UJ @E - @ [ FS Pictures % lcons d]] Bu||d|ng Block |TextBox~ A= Drop Cap~ @ m
Gallery’ to display L+ | FgoniinePictures €30 Mdyg/ dialog box Ouick Perts ~ [ Date & Time
Attach Outlock . Table Document = ey - . E:] o Symbals
the Create New s e B e ¢ T T L Wordar i 2
s Inclucle Tables Tap . ~
Building Block A T— . tNe:rtn :eefelitcebi in _—
dialog box \%\. To.. | |zion.aibson@outlook.com 15 e - = F—
Bz _| category: | General |
Y Rep]ace the text in send | subject Disrupt Rockland Code Squad : :
| Desaription: =
the Name text box .
bv tvpin Classes Save in: HNormalEmail [
y yp g Per your request, the coding classes site can be f| Qptions: Insert content only N
to change the name OK button oK e
of the new building
1 p—
block (Figure 5-8). e ———

Figure 5-8

3]

e Click OK (Create New Building Block dialog box) to add the Classes Block to the Quick Parts gallery.

Experiment

o Click the Quick Parts button (Insert tab | Text group) to display a list of Quick Parts options. Click Classes to insert
the building block into the email message. When you are finished, click the Undo button on the Quick Access

Toolbar to remove the Classes text.
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To Insert an Image into an Email Message

As you learned in Module 1, you can attach files to an email message, including image files. Outlook also
provides the ability to insert an image directly within the message body of an email message. Why? The recipient
can quickly view the image without downloading an attachment or saving the picture on their computer. Jackson would
like to add the new Disrupt Rockland Code Squad company sign. The picture is available with the Data Files for

Module 5. The following steps insert an image into an email message.

o

e Click after the
disruptrockland.org/
classes web address,
and then press ENTER
twice to move the
insertion point to a
new line.

Outlook Module 5

Inbox - Outlook Data File - Outlook

Send / Receive Folder View Developer Help Q Tell me what you want to do

S lgnore m] = | 51 & LA g | [P Move tor? > To Manager ' EJ;I f’% ‘ & %E F i Search P

IEZ Clean Up - X [ Team Email +/ Done
Pictures button

Reply & Delete %7 Create New
Disrupt Rockland Code Squad - Message (HTML)

ome

rchive | Reply Reply Move Rules | Unread/ Categorize Follow

Fle  Message Nlnsert  Options  FprmatText  Review  Developer  Help @ Tell me what you want to do

Data File @ @ljz‘ E- | @ O | B3 Ppictures 3 lcons dl | @tink - [ETetBox-  AZDiopc
=

T ' (1
[8 Online Pictures (7130 Models ~ { |||ustrations group |Quick Parts~ [ Date & Time
. Table | Document Symbals
Insert Picture b} ) Object .

e Click the Pictures
button (Insert tab |
Illustrations group)
to display the Insert
Picture dialog box.

; - tem | O Shapes~ 5 Wordart +
dialog box |

s Ngbles | Tap

7 Insert Picture X
To. zion.qil
oy Lo [ —
s « 4 || « Documents > OutlookS > Module v © | Search Module )
Send ——1
Subject Di it Ri ’
e e aneee I R o EE~ ™ @ E |

-~

Ilustrations | Lin . ) Text | | e
file location

b Zion, &l Hashtag

e Navigate to the file

3t Quick access

. . . [ & Sign Ik
location, in this case, iborg99@g | Per your request, the cod B Microsof: Outlecl 8 Teem
. T Ign image Tile
the Module folder in 4 OneDrive Bl
the Outlook5 folder o Thispc
provided with the 30 Objects
I Desktop

Data Files. —

JL Downloads ¥

File name: [Sign Insert button | Al Pictures v

o Click Sign to select
the photo of the
Disrupt Rockland
sign (Figure 5-9).

Figure 5-9

Save button

2]

e Click the Insert
button (shown

in Figure 5_9) to File Message Insert Options Format Text Review Developer Help Format Q  Tell me what you want to do
. i - BEcoler- ’ pRrAN g == [Eiing Forwa - | i m
add an image to el Gd | W Tee = | g2 g =D iy o
Artistic Effects ~ | i [ Send Backward | ‘
Remove Corrections &1 . Quick _ Alt Wrap Crop — 5 P
the message bOdy Background - =S | Styles- 55~ Text Text+ [W SelectionPane 4+ | G e b
Adjust | Picture Styles | Accessibility | Arrange | Size r.‘ ~

(Figure 5-10).

(3]

o Click the Save button
on the Quick Access
Toolbar to save the
email message in the est, the coding classes site can be found at disruptrockland.org/classes
Drafts folder.

o Close the Disrupt
Rockland Code
Squad - Message
(HTML) window.

T inters
From™ | VourNamel7@outiaok.com

E To.. | |zien.aibson@outiook.com

Send
| \

Il as m

Subject ‘D\srupt Rockland Code Squad

image added
to message
body

iStock.com/Peoplelmages

Figure 5-10
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OUT 5-8 Outlook Module 5 Customizing Outlook

Can | use Outlook to allow a message recipient to vote, such as when | want to poll club members for
their preferred speaker for our next event?

When composing a message, you can configure voting options by using the Properties dialog box. For example, you can choose
to use voting buttons as well as request delivery and read receipts. To configure voting options:

1. While composing a message, click Options on the ribbon to display the Options tab.
2. Click the Use Voting Buttons button (Options tab | Tracking group) to display a list of options.

CONSIDER THIS

3. Click Custom to display the Properties dialog box.
4. Select voting options in the Voting and Tracking options area.

5. Click the Close button to close the Properties dialog box.

To Search Using Advanced Find

At the top of the message pane is the Instant Search text box, which displays search results based on any
matching words in your email messages. You can use the options on the Search Tools Search tab to broaden or
narrow the scope of your search using the Advanced Find features. For example, Jackson would like to search for
messages that have attachments. The following steps use instant search with Advanced Find features to locate
email messages with attachments. Why? Using Advanced Find features, you can quickly search for an email with an
attachment.

o If necessary, select your Inbox, and Inbox - Outlook Data File - Outiook Search Taols gearcn ;rogls
. earch ta
then Clle the Instant Search text File Home Send /Receive  Folder  View  Developer  Help Search Q Telbmewraryorwe do
i [ Current Folder BE = This Week - M Flagged (4
box to dlsplay the Search Tools Y - i ( A= e | 2 i
— Al [Current PO From Subject  Has  Categorized /' © e Recent Search
Search tab (Figure 5-11). ) 9

Mailbaxes Mailbox {7 All Outlock ltems Attachments - =1 Unread —+ More - Searches = Tools ~

Results Refine Options

Instant Search < .
text box 1T £ | current Mailbox ~ CaReply EaReply All 3 Forward GSIM

All Unread By Dat Samuel Marks <samuel.marks@outloo
4 Outlook Data Fle A y Date v T < el M < e 4

(Pt 4 Last Month Interest in Coding Squad Instruction

Sent ltems Samuel Marks

| Deleted Htems Interest in Cading Squad l... 1/4/2021 Jackson,
Jackson, After hearing great . ) .

Drafts After hearing great things about Disrupt Rockland
Zion Gibson the opportunity of being an instructor. | have exy
Field Trip Information 1/3/2021
QOutbox Jackson, Do you have more

Junk Email

Thank You in Advance,

Figure 5-11

12

e Click the Has Attachments button Inbox - Outlook Data File - Outlook
(Search TOOlS Seal’ch tab | Reﬁne File Home Send / Receive Folder View Developer Help Search @ Tell me what you want to do
roup) to display email messages [ JcatentFolies BE  [S]ThisWeek ~ [ Flagged @
g' p) Piay H J @ @ESh AC @El @ o 2 SentTo~ |\ggrtt /‘) Trﬁ
with attachments (Figure 5-12). Al Current Y From Subject [RERLN .o crized © ST - MPOMANt | pecent  Search
Mailbaxes Mailbox £ All w Attachments - =1 Unread —+ More - Searches = Toals~
e scope Results Refine Options
D Yourtavoutz-folfess e, ¢ | hasattachments:yes K% | Current Mailbox - S T O Eopward GEIM
e Click the Close Search button x All  Unread ByDates T hloe.pauley@outlook.c§
. . . 4 Qutlook Data File _ B
(shown in Figure 5-12) to display Lt 4 otder
the Inbox messages without the Zoglions Chice Pauley 0
] ) i Tech Field Trip 12/4/2021
sea rch criteria. Jackson, Thanks for search results

Drafts

containing
Junk Email attachment(s)

Outbox
RSS Feeds Jackson,

Figure 5-12
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To Create a New Search Folder

Customizing Outlook Outlook Module 5 OUT 5-9

Use search folders to gather email messages and other items into a folder based on search criteria. For
example, Jackson wants to place messages with attachments into a separate search folder. You might want to
create other search folders to view all messages that you have not read yet or to combine messages from a specific
person. The following steps create a new search folder for email messages with attachments. Why? By using search
folders, you can better manage large amounts of email by attachments, from a certain person, and many other search criteria.

o

e Click Folder on the ribbon to

d_ | h F |d b File Home Send / Receive Folder View Developer Help Q Tell me what you want to do
isplay the Folder tab. | |
p y D m i=:‘ Y Copy Folder Folder tab l IEZ Clean Up Fol =] E_‘
Ql = ’ 0 New Search Folder [[~]
. | T Delete All A .
e Click the New Search Folder New New Search N Maric A R Rales_ Show All = dialog box Biee sd R
Folder  Folder New Search asRead Now FoldersAtoZ L Fe ings \< Properti
button (Folder tab | New group) Folder button Fartes |
. ders Here
to display the New Search Folder [searen current maboe O [ " o x | M
H H All Unread B _pauley@outlook.cq
dlalog bOX (Flgure 5-1 3) e Select a Search Folder: eyt
4 Last Month Reading Mail -
E displayed,
R R e T s message is displayed,
B Interest in Coding Squad ... Mail flagged for follow up
SRS T Jackson, After hearing great Mail either unread o flagged for follow up
Drafts Important mail
Zion Gibson Mail from People and Lists
Junk Email Field Trip Inf t
J"k ""D" “""ah‘“" Mail from and to specific people
Slitbre SO RE R e MolE Mail from specific people
RSS Feeds 4 Older Mail sent directly to me
Mail sent to public groups
Search Folders
Chloe Pauley Organii i
rganizing Mail v . i
etk Fiett Trig h field trip in Januan
Jackson, Thanks for 2
I jacksontorborg99@gmail.com fClehanizeSea i i de
Yumi Mori
Giant Tech Company Event
Jackson, Please forward the d
Search mail in:| Outlaok Data File =]

12

e Scroll down to view the i > -
Search Current Mailbox Ci %lM
.. . X
Organizing Mail category kel
. @
+Outlook Data File Al Unread B Setocta Search Folder pauley@outiock col
o Click ‘Mail with attachments’ o 4 Last Month Mail from specific people OrglaniZing —
H Sent lts Mail sent directly to m Mail category pmessageis displayzd, ¢
(New Search Folder dialog box) to L bt -  sen o gty foes
. . i e i rganizing Mail
select the type of email to store in .y shiba i i categorzsd mal J
. Zion Gibson I il
a search folder (Figure 5-14). Junk Email e a =
Outbox Jackson, Do you have more TR ]
RSS Feeds 4 OMder Mail with snx\fi:word!’\\’ \ ‘Mail with
Search Folders Filles Pl o st attachments’
Tech Field Trip Create a custom Search Folder selected o in January
Jackson, Thanks fi o
» jacksontorborg29@gmail.com S ER I S TR
Yumi Mori
Giant Tech Company Event
Jackson, Please forward the d
Search mail in: | Outlook Data File [~
OK button oK | concer |
—

3]

e Click OK (New Search Folder

dia|09 box) to create a new aidiam With Attachments By Folder v |, @ Chige Pauley <chloe pauley@outlook.co
search folder that searches for nbor 4 inbox Tech Field Trip
H . —— Chioe Paul ) 1 there are problems with how this message is displayed, dlj
and collects email messages with »Z I:td § Cioc iy o
attachments (Figure 5-15). e Jackson, Thank for ‘ fsdiopdocx :
Junk Email
Outbox
RSS Feeds new search Jackson,

"

Figure 5-13

€an Up Properies

Figure 5-14

‘ Search With Attachments O
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4 Search Folders
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To Display Outlook Options

Why? To customize your Outlook email with default settings such as the message format, you use the Outlook
Options dialog box. The following step displays the Outlook Options dialog box.

o

e Click File on the ribbon to open Backstage view.
e Click the Options tab in Backstage view to display the Outlook Options dialog box (Figure 5-16).

< | What options can | set in the General category?

o | The General category allows you to customize the user interface by enabling the Mini Toolbar and Live Preview,
and by changing the ScreenTip style and Theme. You also can personalize Microsoft Outlook by specifying your user
name and initials. The Start up options allow you to specify whether Outlook should be the default program for
email, contacts, and calendar.
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Figure 5-16

To Set the Message Format

Email messages can be formatted as HI'ML, Plain Text, or Rich Text. As you learned in Module 1, you
can format an individual email message using one of these message formats. To make sure that all your email
messages use the HTML format by default, set the message format in the Outlook Options dialog box. The
HTML message format allows the most flexibility when composing email messages. The following steps set the
default message format to HI'ML. Why? Instead of changing each email message to a different format, you can set a
default in the Outlook options. All new messages display the default format.
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o Click the ‘Compose
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Figure 5-18
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o If necessary, click HTML to set the
default message format to HTML
(Figure 5-19).
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message formats, choose the type

you want to use. For example, if you want all new email messages to be in the Plain Text format, click the Plain Text
option.
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CONSIDER THIS

Can | sort my email messages by conversation instead of by date, which is the default setting?
Yes, you can sort by conversation if you prefer to sort your email messages by their subject field grouped by conversation.
To sort by conversation:

1. Click View on the ribbon to display the View tab.
2. Click the Show as Conversations check box (View tab | Messages group) to select Show as Conversations.

Your Inbox is re-sorted, linking email messages in the same conversation together. Individual messages that do not belong to a

conversation will look the same as before, while those involved in conversations will have a white triangle on the upper-left part

of the message header.

If you want to keep unwanted conversations out of the Inbox, click a message in the conversation, click the Ignore button
(Home tab | Delete group), and then click Ignore Conversation (Ignore Conversation dialog box). Outlook removes all messages
related to the selected conversation, and moves future messages in the conversation to the Deleted Items folder.

Creating Signatures and Stationery

You can configure Outlook to add signatures to your email messages automatically. A
signature is similar to a closing set of lines in a formal letter. It can include your full
name, job title, email address, phone number, company information, and logo. You
even can include business cards in your signature.

If you have more than one email account, you need to select the account for which
you want to create the signature. You can create the signature while you are creating an
email message or you can use the Outlook Options dialog box at any other time. If you
create the signature while writing an email message, you have to apply the signature to the
email message, because Outlook will not insert it automatically. If you create a signature
using the Outlook Options dialog box, it is added automatically to all subsequent messages.

Besides adding signatures to your email messages, you can customize the
stationery, which determines the appearance of your email messages, including
background, fonts, and colors. You can pick fonts to use in the email message text, or
you can select a theme or stationery design and apply that to your email messages.

To Create an Email Signature

An email signature provides a consistent closing to every email message without requiring you to retype
signature lines repeatedly. Jackson would like to create an email signature named Work that includes his name,
office name, and email address. The following steps create an email signature. Why? An email signature provides
your contact information in a condensed format, typically two to four lines.

e Click the Signatures

button (Outlook
Options dialog
