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About this Course

This course has been designed specifically for delegates with little or no experience of Outlook 2010 or who
are migrating from an older version of Outlook. The objectives of this tailored course are the following:

O Lesson 1: Getting Started with Outlook
Topic 1A: Identify the Components of the Outlook Interface
Topic 1B: Read an Email Message
Topic 1C: Reply to and Forward an Email Message
Topic 1D: Print an Email Message
Topic 1E: Delete an Email Message

O Lesson 2: Composing Messages
Topic 2A: Create an Email Message
Topic 2B: Format a Message
Topic 2C: Check Spelling and Grammar
Topic 2D: Attach a File
Topic 2E: Enhance an Email Message
Topic 2F: Send an Email Message

O Lesson 3: Organizing Messages
Topic 3A: Manage Email Messages
Topic 3B: Move Email Messages into Folders
Topic 3C: Open and Save an Attachment

O Lesson 4: Managing Contacts
Topic 4A: Add a Contact
Topic 4B: Sort and Find Contacts
Topic 4C: Find the Geographical Location of a Contact
Topic 4D: Update Contacts

O Lesson 5: Scheduling Appointments
Topic 5A: Explore the Outlook Calendar
Topic 5B: Schedule an Appointment
Topic 5C: Edit Appointments

O Lesson 6: Managing Meetings in Outlook
Topic 6A: Schedule a Meeting
Topic 6B: Reply to a Meeting Request
Topic 6C: Track and Update Scheduled Meetings
Topic 6D: Print the Calendar

O Lesson 7: Managing Tasks and Notes
Topic 7A: Create a Task
Topic 7B: Edit and Update a Task
Topic 7C: Create a Note
Topic 7D: Edit a Note

Both the Course and the Manual will give you ‘Hands-On’ experience which is vital to your learning process
within this course.
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About this Manual

Within the Manual’s contents, we have for simplicity, kept terminology to a minimum. Any terminology we
have used is fully explained in easy to understand statements.

The Manual has been designed to provide you with a useful tool both in the classroom environment and as a
Reference Book once the course is over.

At the beginning of each topic you will see a list of Module Objectives that detail exactly what the topic
contains.

Each topic is graphically represented at the top of each page with some diagrams and/or text. Often these are
condensed items for the particular topic. Within each topic are ‘snapshots’ of dialog boxes you will see on
your own screen as you go through the course. This will assist you when you go back over any particular
topic as to what you should be viewing on your screen at any given time.

Whilst working with the Manual, you will see that when you are asked to click on something on your screen,
the text will be in bold. For example:

‘Click the OK button’

In this instance, we would like you to click on the button, which says Ok.

We are always interested in your comments on the Manual, Course and Tutor. We would ask, therefore, that
you give your comments on your Course Evaluation Sheet at the end of the Course.

Please be aware that Elite Training & Consultancy Ltd, holds the copyright to this manual and should not be
photocopied as a whole or in part.
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Lesson 1: Getting Started with Outlook

Learning Module Objectives

When you have
completed this learning
module you will have
seen how to:

Identify the Components of the Outlook Interface
Read an Email Message

Reply to and Forward an Email Message

Print an Email Message

Delete an Email Message
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/ Identify the Components of the Outlook Interface \

= Outlook now has a new D@ X 29
look with the Ribbon e
and Tabs

= All components of
Outlook now have this

\\ new look

ol

=@

/

Topic 1A: ldentify the Components of the Outlook Interface

Background

With the launch of the brand new Microsoft Office 2010, the first noticeable feature is the
new User Interface. Excel, Word, PowerPoint, Access and Outlook all now have a brand
new look with Outlook now taking on the full Ribbon in the 2010 version.

QUiCk Access Toolbar é- =] .=,m, o Outlook Today - Microseft Outiook (Trial) ‘:g-)

The Ribbon = = . ©

<
20 June 2010 Cystomize Outiock Today ..

Calendar Tasks Messages

Navigation Pane =»

nnnnnnnn

It has been more than a decade since Microsoft has made such radical changes to the
interface and what fantastic changes they are.

Being replaced by the Ribbon, Contextual Tabs and Galleries, users will now find it easier
and faster to get the results they want.

If you have been using earlier versions of Outlook, give yourself some time to find out
where everything is and don’t get too frustrated if you can’t find something. If this is the
first time you have used Outlook, you will find that you will learn where everything is in no
time at all.

In this section of the course we are going to look at different parts of the interface to help
you to familiarise yourself with the main parts of the screen first. Then we will move onto
more in depth topics like message formatting, views, etc.
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Quick Access
Toolbar

The Ribbon

The File Tab
Backstage View

File

At the top left (by default) of the Outlook window, the Quick
Access Toolbar is displayed. The icons on this toolbar represent the = 9 - |
most common buttons you will use. The default commands are
Save, Undo, and Print. The toolbar can be displayed above or below the Ribbon. To
do this, click the drop down arrow at the end of the icons and select Customize Quick

Access Toolbar below the Ribbon.

Customize Quick Access Toolbar
Print
Sawe s
[V | SendiReceive Al Falders
] Update Falder
Back
Fariard
Delete
11w | Unda
Ernpty Deleted Items
Find a Contact

Mare Cammands...

Showw Below the Ribbon

By Default there are 5 tabs on the Ribbon in Outlook 2010 each with buttons within
group to enable users to carry out specific options. Home, Send/Receive, Folder and
View.

Home Send /Receive Falder e
) i Clean U~ Sy |  meeting || > N |
& Junk ’ 4 4 4 & ; Al

~  Find a Contact =

v v ™ (Ll Address Book
New  Mew Delete | Reply Reply Forward & —| Move Onehote | Unread/ Categorize Follow
E-mail Items = all Mo « 7 Create New Read up 7 Filter E-mail
News Delete Respond Quitk Steps 5 Move Tags Find

The File Tab, also known as the Backstage View is bright yellow so that it stands out
from the rest of the tabs. This is the central location which holds the most common
things you need to do with your document like New, Open, Save, Print, Publish and is
split into three sections. We will go through each section to enable you to familiarise
yourself with these important options.

i

Inbox - Outlook Data File - Microsoft Outlook (Trial) = = R

i File Home  Send/Receive  Folder  View @
! Account Information

_ Fax Mail Transport .
| mfo y MAPT

dh Add Account

1 Open
1
| B _ Account Settings
| a‘;l\ Modify settings for this account and configure
1| Help =i additional cennections.
[ Acceunt
‘: =] options Settings -

[ et

. Mailbox Cleanup
)5 Manage the size of your mailbox by emptying
Deleted Items and archiving.

Cleanup
Tools -
Rules and Alerts
1) A seyour
'y Use Rules and Alerts to help organize your incoming
e e-mail messages, and receive updates when items are
Manage Rules  added, changed, or removed.

& Alerts
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Navigation Pane

New Email
Message Interface

The Navigation Pane is docked at the left hand side of the
Outlook window. Here we can display Favourites and Mailbox
along with other components of Outlook. The Navigation Pane
can be turn on or off from the View tab and the Navigation
Pane drop down arrow.

[———" 1
Mavigation
Pane =
v | Mormal
Minimized
Off
v | Faworites
Options...

= Lyg} Fanrorites

= Sent ltems

{a) Deleted ttems

3 |3 Mailbox

& L Inbox

< Drafts

=] 5ent Rems

o

j Calendar
| contacts

o] Tasks

The first thing you will notice is how much the screen has changed compared to the

older versions of Outlook

Gone are the Menus, Toolbars, Task Panes and dialog boxes. These features were
good in their time where commands were limited but now that Microsoft Office can do

so much more these features would not work so well.

Being replaced by the Backstage View (File tab), the Ribbon, Contextual Tabs and
Galleries, users will now find it easier and faster to get the results they want.

24| ¥ = Untitled - Message (HTML) = o ]
File Message Insert Options Format Text Review () e
== % |Arial -2 - A A ggﬂ i@ ) AttachFile ¥ Follow Up ~
EEY H I ﬁ‘/ _@Mtach Item = ‘i High Importance
Paste Address Check . Zoom
- < Book MNames | (2% Signature ~ B Low Importance
Clipboard s Mames Include Tags Zoom
To.
)
Bl Ce.
Send
Subject:
 Z 2
[ S
- _-
»
b A
- _-
»

There are no items to show in this view.

fa} Al tems

[El Activities

B4 Mail
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/ Read an Email Message \

v Ao

= The Inbox stores all incoming =3 e,
email messages =

= Email messages which have )
not yet been read are
displayed in the Inbox in bold

Topic 1B: Read an Email Message

Background Messages in your Inbox can be read in a couple of ways. You can set up your Outlook
to display a Reading Pane which can be docked at the right or bottom of the Outlook
window. Alternatively, you can double click the new message to read it.

Read an email o If the Reading Pane is not displayed, click the View tab and the Layout group of
message using the buttons
Reading Pane
Search Drafts [Cirl+E) 2 pdf docs
Arrange By Date Newest on tap
Ex] Mane Hone
Please review 'VWord 2010 Level 3 Elite” [0}

somenne@adohe. com

3 somenne@adabe.com None
pef docs

This is a sample message far odf

“aunuiodde Bujwosdn on [~

suseL p:fepo)

someone@adobe.com

bl

Conne
photo
in Outlook

| 0 B3 100% (=) ! {+)

e Click the drop down arrow on the Reading Pane button and select the option

Reading
Pane =

e Right

EI Bottom
g or

Options..

required.

Read an email e With the Inbox displayed, double click on the message you want to read.
message by double

clicking
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-

o

= The Inbox stores all incoming |25 g
email messages A ——
= Email messages which have '

not yet been read are
displayed in the Inbox in bold

Reply to and Forward an Email Message \

it
Q

v dMo s

e S -

/

Topic 1C: Reply to and Forward an Email Message

Reply to an Email
Message

Forward an Email
Message

From the Inbox click once on the message you want to reply to

From the Home tab and the Respond group of buttons, click the Reply button to
start a reply to the sender

Click the Reply All button to reply to everyone on the To and CC boxes.

1 i - Meeting
o N
Reply Reply Forward 8 pore =

. =
All

Respond
Enter the required information then click the Send button

From the Inbox click once on the message you want to forward

From the Home tab and the Respond group of buttons, click the Forward button
Enter the recipient’s email address in the To box

Click Send.
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Print an Email Message

= Emails should only be printed
when absolutely necessary

= You can print an email while
it is closed or open it to print
it

Topic 1D: Print an Email Message

3 optons

Print an Email e Either single click the email you want to print or open the email by double
Message clicking it

e From the File tab select Print.

e A preview of the email will be displayed with printing options.

[o]. Tan = D ot - Qutiock Data File ™ Microsoft Outlook | 0 e
File Home Send / Receive Falder Wieinr (7]
[EL save as

Print
- ng,b Specify how you want the iterm ta be printed and
then click Print, B e
- ot en click Priry . o
Open .
P Printer
Print 4 7/ HP Photosmart Prem C310 series .
=D Offline
Hel
= 5y Print Options
] Cptions Settings
9 et
Table Style

1 ofl Y=

e From the Printer section, select the printer from the drop down arrow.
e From the Settings section, select either Table Style or Memao Style
o  Click the Print button.
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~

Delete an Email Message

= |t is the responsibility of each

user to empty emails from % Clean Up - x

within Outlook at regular & Junk - e

intervals elete
= This will keep your Outlook Delete

K tidy J

Topic 1E: Delete an Email Message

Delete an Email e The Inbox, Sent Items, Drafts and Deleted Items should be controlled by deleting
Message unnecessary emails at regular intervals. Failure to do this will clog up your
Outlook mailbox. This will ultimately result in your computer becoming slower
and eventually you will not be able to send or receive emails at all.

o select the email you want to delete clicking it

o Either press the Delete key on the keyboard or click the Delete button on the
Home.

e  To delete multiple messages, click the first message then hold down the Ctrl key
on the keyboard and select the other messages to be deleted. Then click the
Delete button.

o If you are deleting email messages which are all next to each other, click the first
message, then hold down the Shift key and click the last message.

e Outlook will select all the emails between the first and last message. Click the
Delete button.
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Lesson 2: Composing Email Messages

Learning Module Objectives

When you have
completed this learning
module you will have
seen how to:

Create an Email Message
Format a Message

Check Spelling and Grammar
Attach a File

Enhance an Email Message
Send an Email Message
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o

= Creating a new email message

IS easy. jj “%
* Click the New E-mail button New  Mew
on the Home tab E-mail Items -

\

Create an Email Message

[ et

/

Topic 2A: Create an Email Message

Create an Email
Message

From the Home tab and the New group of buttons, click the New E-mail button.
A new email message window will appear like the one below.

| ntitled - hessage (HTML)

Message Insert Options Format Text Rewiew Add-Ins

S@] gi@l ) attachFile ¥ Follow Up ~
2E &

_.@Attachltem' ’?Highlmportance

Paste

Address Check
Book Mames | Lk Signature = U LlowlImportance

Clipboard Basic Text Mames Include Tags

Subject:

Click on a photo to see social network updates and email messages from this person. s

Connect to social networks to show profile photos and activity updates of your celleagues in OQutlook. Click here to
add networks.

In the To: box, either type the email address of the recipient or click the To:
button itself and select the person from the Address Book.

In the CC: box, either type the email address of the recipient or click the CC:
button itself and select the person from the Address Book.

In the Subject: box, enter the subject of the email. It is considered bad practice
not to enter a subject here.

In the main white window enter your message.
Click the Send button on the top left of the window.
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Format an Email Message

=  Formatting an email will
enable you to make your

message look entirely Calibri [Body] 11 - A A
different and easier to read B J U i=-i=-| &&=

i B AL === @

= You can add Bold, Italics etc. - E=E= T

k Basic Text . /

Topic 2B: Format an Email Message

Format an Email e You might have noticed that most of the buttons on the Message tab are greyed
Message out until you enter text in the main window!
e Select the text to be formatted and from the Message tab and the Basic Text

group of buttons, select the
Dear Joe, = formatting required.

Can you please send me the latest accounts? | need these fora meeting | am
attending next week,

Thank you,

Regards Dear loe,

» 51

Patricial
| Can you please send me the latestaccounts? | need these forameeting |l am

Click on a phote to see social network updat attending next week,

Thank you,

Regards

e If you want to add more formatting, you can do this using the Format Text tab.

[Cibposia 2| powssr Cous . [ETELTEr . s
- 1o 16 .- v R . | ais2 &
" < WA LECTIC - - AR A A N it wpow | gpo zhan HESAMET = aue opua
T BlaI 1€ il X X (w||= “
B yoLswies B L M % L w1 99pCeDt | weppceDt YIRPC! @f
= 9 LT caipy (oo Al -fli=- &

e You will see here that the formatting is very similar to Word.
e  Select the text to be formatted and select the formatting required.
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Check Grammar & Spelling

= Just like a Word document,
you should check your
spelling and grammar to
ensure these are correct

= You might not notice the

K mistake but others will

~

t4

Spelling &
Grammar

/

Topic 2C: Check Grammar & Spelling

To immediately
correct a word
you have miss-
spelt

Check Grammar
& Spelling

TIP: If you enter an incorrectly spelt word and wish to correct immediately, then as
soon as the red underlining is displayed, right click on the word and a pop-up dialog
box will be displayed suggesting alternative, correctly spelt simple

words.

In the example below, “sample” was incorrectly entered as

“Smple”

sample

smile

ample

Ignaore

Ignore All

Add to Dictionary

AutoCorrect »
Language L4
Spelling...

Look Up...

o B 4§

% | Paste Cells

e  From within the message window, click the Review Tab

e From the Proofing tab, click the Spelling & Grammar button.

£

Bpelling &
Grammar

e The Spelling & Grammar dialog box will appear displaying a window like the

one below.

Mok in Dickionary ;.

| needthesefora meatig]l am attending next
week,

- Ignote Once
Ignore All

Add to Dictionary

meting
melking

Change

Change Al

AukoCarrect

[] check grammar

options. ..

Cancel

A

Outlook will select the text to be changed

button

A Suggestions box below the sample text will suggest new words
To accept the change, click on the suggested word and then click the Change

e Toignore the rule either click Ignore Once to ignore just this instance of the word
or Ignore Rule to ignore all instances of the word
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You can select one of the following actions: These options will differ depending on the type of error

Word encounters.

Ignore Leaves the word as it is.
Ignore All Will not change any further occurrences of the word.
Add Adds the word to the dictionary.
Change Will change the word to the suggested word, or the word you type, in the Not
g In Dictionary text box.
Chanae All Will change all further occurrences of the word to the suggested word, or the
g word you type in Not in Dictionary text box.
Enables the AutoCorrect feature for any further occurrences of the selected
AutoCorrect
word.
Cancel Exits the spell check.
Undo Will undo the previous correction.

Suggestions

A list of suggested corrections from which you can choose a word to replace
the currently selected word.

Options

Enables you to change the Spell Checking options.

Delete

Deletes a duplicated occurrence of a word, e.g. if you type “the the”, selecting
delete will remove one of them.

Next Sentence

Goes to the next sentence where there is a spelling mistake

Explain

Goes to Help to assist with the explanation of what could be wrong

Check Grammar

Open the message
From the Review Tab click the Spelling & Grammar button or press F7
This will invoke the Spelling and Grammar dialog box

Zheck grammar

[ Qptions, .. ] [ Undo ]

Close

Ensure the Check grammar box has a tick
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/ Attach a File \

= You can attach files like Excel,
Word, PowerPoint etc. to your

email g
= The attachment must be on @ J
your computer, flash drive or Attach Attach Si
CD/DVD File Item =
K Include /

Topic 2D: Attach a File

Include Tab Offers buttons to attach a file ] , attach Item like a Business Card, a Calendar B ,
or a Signature P2
Attach a File e Open the email message you want to attach the file to.
e From the Message tab and the Include group of buttons click the Attach File
button.

Organize Mew folder Bz« [ @

. -
= RecentPlaces . Mame Date modified Type

- Libraries . - .
. Accessing the Internet and Identifying H..,  28/03/2011 20:29 File folde

= Libraries .
@ Documents

J’ Music

[&=] Pictures =

E Wideos

i@ Homegroup

1M Cornputer - 4 [ ] 3

File mEmmes ~ Al Files 9 -

Tools - [ Insert |v] [ Cancel ]

o Naviagate to where the file resides and click the Insert button.
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4 N

Enhance an Email Message

= Email messages can be a bit bland i
therefore you can enhance the s
appearance of the message to N
make it look a bit more interesting 0

= Try a page colour or Stationery

Topic 2E: Enhance an Email Message

Background Email messages can be a bit bland therefore you can enhance the appearance of the
message to make it look a bit more interesting.

Enhance an Email | e  Open the email message you want to add the page colour to
Message with
Page Colour &

Page
Calar~

e From the Options tab and the Themes group click the Page Color button
drop down arrow.

| Theme Colors

Standard Colors
HE EEEER
! Mo Colar
Mare Calars...

Fill Effects...

e Select More Colors to see a wide range
of colours to select from Standard

i H - lors:
e Select Fill Effects to see the kind of fill =
you can add to the background of your
message.
L
: {Gradent }| Texture | Pattern | Picture |
Colors

Color model: | RGE |z|
Red: 128

Green: 128

Transparenc
Py Biue: 128

From: < v oo 2

L Poow |5

Shading styles wariants

© Harizontal

u

down Sample:
) From center

Rotate fill effect with shape
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Enhance an Email
Message with
Stationery and
Fonts

Open the email message
Click the File tab on the email message and select the Mail section

General -
@ Change the settings for messages you create and receive
[ Ll ]
Calendar Compose messages
Contacts "| Change the editing settings for messages. Editor Options.,
Tasks Compose messages in this formati | HIML [ g
Nates and Journal
- Alueays check spelling before sending Spelling and Autacorrect.
eard
Igrore original message text in reply or forward
Mobile
Language (2] coeteor oty stgmtanes ormessages
Advanced
Customize Ribbon % Use stationery to change default fonts and styles, colors, and backgrounds Statianery and Fonts.
GQuick Access Toolbar

Click the Stationery and Font button.

E-mail Signature | Personal Stationery

Theme or stationery For new HTML e-mail message

Mo theme currently selected

Font: |Use theme's Font IZI

Mew mail messages

I Fort... ]| Sample Text 7|

Replying or forwarding messages

[ Fant... ]| Sample Text 7|

Mark my comments with: |
Pick a new color when replying or Forwarding

Composing and reading plain text messages

I Foot... ]| Sample Text 7|

Click the Theme button and a list of Themes and Stationery will be displayed.

Choose a Theme: Sample of skationery Paw Prink:

Garden (Stationery)

Green Bubbles {Stationery)
Hand Prints {Stationery)
Ice

Industrial

Iris

Journal

Jungle {Stationery)

Layers

| |Level

Marbled Desk. (Skationery)

| | Metwork

Motebook {Stationery)
Office Supplies (Stationery)
©ld Striped Shirt {Stationery)
Orange Circles (Stationery)

Peacock (Stationery)
Pine Lurber {Stationery)
Pixel

Profile

Quadrant

[ vivid Colars
Active Graphics
Background Image

Select the Stationery or Theme required and click OK

The Theme or Stationery will be present in your new emails giving a totally
different look.
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4 N

Send an Email Message

= Emails can be sent by clicking the
Send button within the email ;
message

Topic 2F: Send an Email Message

Send an Email e  Enter the required information then click the Send button

Message

Send an Email e If you have more than one email account, you can send a message from on
from a specific those accounts.

account

e  From within the message window, click the Options tab
e From the Show Fields group, click on the From button.

| = L [S——
Message Insert Options
nColors - 8 |8
Aa 81 |81
— Fonts = =i —
Theres Page Bec From Ps
- [©]effects * cojar
Themes Show Fields Pa
From =
To..
(oo
Subject:
Mear Ine

e The From option will be displayed about the To: box.
e  Click the drop down arrow on the From button and select the required account.

e of
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Show Progress
From the Server

Check on progress
of your emails

o  Click the Send/Receive tab and from within the Download group, click the Show
Progress button.
- ~—"
]| =
File. Home il F.2C2iVE Folder View
e ';:_%Up ate Folder p— ="
=1 Iseann =]
Send/Receive Show Cancel
All Folders L_:J € - Groups ~ | progress Al
|Send & Recejve I | Download
e The Outlook Send/Receive Progress dialog box will be displayed showing the
progress.
gﬁ Outlook Send/Receive Progress | = & |
0 of 4 Tasks have completed successfully
) << Detail
7] Don't show this dialog box during Send/Receive
Tasks IErrorsI
Mame Progress Remaining
¥ syn.. T ] 25Seconds
¥ Syn.. T 120 Seconds
¥ Syn... Processing
¥ usm... Processing
Cancel Task
.W
°

Send/Receive All Folders button.

[ — ~——
o]l F 9=

File. Home Send / Receive Folder View

— __IE

_==|. %Update Folder o__L.
— izl Send All o

send/Receive . Show Cancel
All Folders L':‘J Send/Receive Groups ~ | progress Al
ISend & Receive I | Download

Click the Send/Receive tab and from within the Send & Receive group, click the
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Lesson 3: Organising Email Messages

Learning Module Objectives

When you have e Manage Email Messages
completed this learning | «  Move Email Messages into Folders
module you will have e Open and Save an Attachment

seen how to:
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Manage Email Messages

messages in your Inbox Sent
Items, Drafts and Deleted Items
these need to be managed

= You can sort and filter, move or

delete messages o

= When you have lots of email e xaga

i |

o

~

/

Topic 3A: Manage Email Messages

Sort Email °

Messages Size, Exclamation mark etc. to sort by that column.

Click one of the sorting buttons at the top of each column like the Subject, Sent,

Search Drafts [CErl+E)
Vs | 0| To

Subject

Sent Size

Categories

=

Arrange
By =

=
=& Date
=)
"&b From
o
%% To
= .
OE Categories
? Flag: Start Date
? Flag: Due Date
(% | Size
ﬂ Subject
=5+
Tupe
lm Attachments
él Account
¥
* Importance
Shows in Groups

g Wiew Settings...

Reverse Sort .
Reverse Sort button.

Tl. Rewerse Sort
=) Add Calumns
= ExpandsCaollapse

Arrangement

e Another way of sorting messages is with the Arrange By button on the View tab.
e  Click the drop down arrow and select from one of the options on the list.

Select the View tab and from the Arrangement group of buttons, click the
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Change the View | e From the View tab and the Current View group of buttons, click the drop down
arrow on the Change View button.

e Select one of the views offered.

[ 1
L) Change Wiew = ) ES
= g Showe 35 Conversatinms | |

= = | 4

Compact single Prewiew SentTo
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4 N

Move Email Messages into Folders

= Emails can be moved from one
folder to another by using the

guUrneauy reau [INLEN- ESRTYTR- TR

J |._3 Mave |
Move _button or by dragging and B3 Other Folder..
dropplng 2 Copyto Falder..,
| ,_-f. Alvays Move Messages in This Conwersation...

o /

Topic 3B: Move Email Messages into Folders

Move Email e  Select the single email or multiple emails you want to move.
Messages into e From the Home tab and the Move group of buttons, click the Move button drop
Folders using the down arrow

Move button . . . .
e Select Other Folder to move the item to a folder in the Move Items window like

the one below.

Mowe the selected items ko the folder:
4 @ Cutlook Data File
[ Inbox
[l Drafts [4] Eancel
=4 Sent terms
@ Deleted Items

ﬁ Calendar

185 Contacts

éﬂ_ lournal

o | Motes

L= Outho

L) RSS Feeds

85 Suggested Contacts
A Tasks

Select the folder and click OK

If you want to make a new folder first click the New button and the Create New
Folder dialog box will be displayed.

Create New Folder

l MName:
Iy Mew Folder|

Folder contains:

[Mail and Past Ikems -

Select where to place the Folder:
> B8 Outlook Data File

[ [a]4 ][ Cancel ]

e In the Name box, enter a name for the folder and click OK
o  Select the new folder and click OK to move the message.
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Move Email °
Messages into
Folders using

drag and drop

Select the single email or multiple emails to move
Hold down the left mouse button and drag the emails to their new folder.
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Open and Save an Attachment \

' ———— i
CITETG o IEr aor s age (rrrraLy el ol S

| Message | Insert  Options  FormatTed  Review 6 g

= When you receive an attachment | =

J-A.@@v‘.\;

in an email you will need to open it | o s s v me s

Text~

to read it. cipboard Zoom

From ~

= You should have the relevant To.  [smsmemasbesm
software on your computer to

\\ enable you to do this mtacheds | @)oot a1 - /
1 Lix)

Topic 3C: Open and Save an Attachment

Open an e  Open the email with the attachment
Attachment e You will see the attachment on the Attachment line below the Subject box
o Double click the attachment to open it.

e It should be noted that you should have the relevant software to open and read the
attachment. For example, if you didn’t have a copy of Excel then you would not be
able to open an Excel worksheet attachment.

Save an o  With the attachment open, click the File tab and select Save As
attachment e  Give the file a name and store it in the required folder.
o Close the file.

e Once you have saved the attachment you should delete it from Outlook by selecting
the attachment on the Attachment line then press Delete on the keyboard.
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Lesson 4: Managing Contacts

Learning Module Objectives

When you have
completed this learning
module you will have
seen how to:

Add a Contact

Sort and Find Contacts

Find the Geographical Location of a Contact
Update Contacts
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/ Add a Contagl—w \

= Contacts in Outlook are very
important

= They can be accessed by other
software like Word when you add
the Address Book icon to the

K Ribbon or Quick Access Toolbar

Topic 4A: Add a Contact

New Contacts el - ¥ = Untitled - Contact - @ =
Inte rface I File Contact Insert Format Text Review & e

H x Iy save & New ~ i) 425 E-mail ﬂ g‘j] 5;5 B2 categorize ~

% Forward = % Meeting ¥ Follow Up =
|| Save & Delete Show Address Check | Business Picture
i| Clase (8] onehote - | Bmore - Book Names Card - (5] Private

Actions Communicate MNames Options Tags Zoom

Full Name... |
Company:
Job title:
File as: =
il Internet
I @ Email. -

Display as:

Notes
Web page address:

IM address:

(5

Phone numbers

Business.. =

Home.., =

43 All kems There are no items to shaw in this view.
(=] Activities
> £ B4 Mail

The new Interface within the Contact is similar to that of the new Message window with
the Ribbon and the top of the window.

P
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Add a Contact

Add a Contact
from the Same
Company

Add a contact
from their email
message

e Select Contacts from the bottom left of the

Outlook window

The Contacts window will be displayed.

O o oS Gl =
T rome | SenasRecve  Folowr  View
= Sl © ! : :
B New Contact Group 2 I = v D 148 Address Book
3 New Bems + Muorns | Tenr | Sone 83 Open Shared Contacts | 5 Privat
e Delete_ Commuricate Cumentiew| _ Adions Share g it
. <
My Cantacts ol -
4] Contacts j
A Suggested Contacts There are no frems o shows in this view. 123 F
Doubke-Qick here 10 Create & New CONtaC. b §
or | §
H
o) B
W g
i
no
wr ¥
a7
=L w | §
e w | g
" 1 4
&) Contads
i@ - L
Mrems: B | D RO 0% (= L ()

d Mail
ﬁ Calendar

‘ 3_;‘ Contacts

From the Home tab and the New group of buttons, click the New Contact button

A new contact window will be displayed.

Contact Insert Farmat Text Review

)
| i x Ihsaveanew~ | fEMore - ggﬂ @ A Categorize ©
W] oneniate ¥ Follow Up ~ 4
Sawe & Delete Showi Address Check | Options ) Zoom
Close > Book Mames |~ - | (&) Frivate
Actions | | Communicate|  Names | | Tags | Zoom |
Full Mame... I J
Company: | ‘ !
. A ,“.
Job title: [ J > ¢
r Ve
Internet
[ Email. | -
Display as:
Pl e T ———
Web page address: =
iz]
™ address:
Fhane numbers
Business.. - | |
Home.. - J
Click on a photo to see social network updates and email messages from this person. 2 v

Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click X

here to add networks.

Enter as much information in the Full Name, Company, Job Title etc. sections

Click Save and Close

Select Contacts from the bottom left of the Outlook window

The Contacts window will be displayed.
Enter the name and job title of the contact

Click the Save & New button and select Contact from the Same Company

%Saue&l‘dew|*
B

% Save S PMew

85 Corntact from the Same Compary

E% hore -

Open the message the contact send you

Right click their name and select Add to Contacts
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Sort and Find a Contact

Finding Contacts is easy!

~

Search Contacts [Crl+E)

You can search in the Search

Contact box

Find a Contact =
[l Address Book

Or you can search in the Find a
Contact box

Find

/

Topic 4B: Sort and Find a Contact

Sort a Contact

Find a Contact

The best way to sort contacts is to ensure the view of the contacts are in Phone or
List view. The reason for this is that there are sorting field buttons at the top of

each column similar to the email ones we looked at earlier.

Change the view to Phone or List — From the View tab click the Change View
button and select either Phone or List view. Below is Phone view.

BLE| T ks - Owook Dt Fle - Mic
Hame Send / Rec Folder Wiew

& Navigatio To-Do P e
o = avigat g e
ey (o= - Expand/Collapse s

Artangement

Layo ut Peo) p\

Search Contacts (Ctri+E)
01 || Funl name Company File A5 Country/Region
Click here to addl 2 new ..

8 JoeBlogas ABC Caltd Bloggs, Joe
G Maty Brown Tephyr Co Bronm, Mary

Folclers

Tovort Outoor T |
w) {§} & B2 Categories L Company Tl Reverse sort ‘j ‘j j ‘:‘ gl Reminders Window
A= Add Calumns 5 0pen
ange es
- 3 Vi

= B B close all tems
windous

> @

N New indow

uuuu

dde Bunsoadn o [ji

Click one of the sorting buttons at the top of each column like Full Name,

Company, Business Phone etc. to sort by that column.
To reverse the sort, click on the Reverse Sort button.
Click in the Search panel at the top left of the window

Search Contacts [Ctrl+E)

0

Type the name of the contact you are

Alternatively from the Home tab and the
inside the Find a Contact box and type the
you are looking for.

Find a Contact =
[l Address Book

Find

looking for.

Find group click
name of the contact
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/ Find the Geographical Location of a Contact

This option requires Internet

access!

144 est Regent Street
Once the contact’s address is oo ‘ [ﬁ]
entered into Outlook Contacts you

can see a map of their location

N

Topic 4C: Find the Geographical Location of a Contact

Enter the contacts address into the Contacts information.

Find the
Geographical
Location of a

Contact

Click the View a map of this contacts address button
A window will be displayed showing the location on a map like the one below.

/(%] Map of G2 2RQ, Glasgow Ci »
C' | ® wwwbing.com/maps/?v=28wherel=144 +West+Regent+Street? 2C% 20Gl asgow
WWeb [mages Videos Shopping Mews Maps More | MSN Hotrnail = /w
. - o W/ =/ 4
b" Ig 144 West Regent Street, Glasgowy, G2 2RQ. United K
Maps Web | Maps
@ Directions * My places London Street Map ~ »  Bidseye - | G2 2RQ, Glasgow City
X ~ Wl Hearby stations
G2 2RQ, Glasgow City . O World « United Kingdorn = Scotland » Glasgq Ceniral Station @
55863768 -4.259878 bane ] gy e gy e = Queen Street @
5
== ¥ 3 Charing Cross @
Directions - Save - Email it 3§ b
Notwhat you wanted? Situchigpay Directions = Email Save Z|~
Bath 53@;’ !Lane > £
Businesses at this address ey B &
< [rad Charing Cross 5 =
- The Bay R L THA 5
= Gerber Fine Art et (;5 £ & o
- Fake Bake 3 - - \f_sal
B g
. £ g - £
show more & 3 W“«'Gm,.ge ; vy
| " Lane A
NEARBY s e — >
3 est G,
« Hotels « Restaurants 7 Swmé"-llane < q..m‘fla’“
Botnyeyy StVincany . >-Vincent s, By
= Parking facilities - Education e, ol Streey. Botie ane. eet z
- A oy S T Ay
© search » = “BlLane | [T £
multimap biNg el Wateriog e, & '
———— g ol - Anderston (el s 16
<] M »
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Update Contacts

= There may be a time when some of FLEaEal TR
your contact information changes g

= Once you have a list of contacts
within Outlook, keeping them
updated is simple to do!

. 1)

Topic 4D: Update Contacts

Update Contacts e  Open the Contact information and make the changes
e Click Save & Close

e Alternatively when a contact sends an email message, right click the message and
Add to Outlook Contacts

e If their information has changed, you will be asked if you want to update the
information. Click Yes.
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Lesson 5: Scheduling Appointments

Learning Module Objectives

When you have e Explore the Outlook Calendar
completed this learning e Schedule an Appointment
module you will have o  Edit Appointments

seen how to:
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= The Calendar within Outlook is
easy to work with and navigate

=  You can even email a calendar to

Explore the Outlook Calendar

~

someone else!

| Calendar

= You may also have more than one!

/

Topic 5A: Explore the Outlook Calendar

Background

The Home Tab

The Calendar option overall has changed dramatically with the introduction of the Tabs.
The look and feel is a bit more 3D but the functionality of the Calendar is the same. The
new item here is that you can open a calendar from the Internet.

g
]| .59 |= Calendar - Gutlook Data File - Microsoft Outloak (Trial) = @ =
Fil Home Send / Receive Folder  View > @
— = sy
B Em SR EEEEE B D )
. o =1 S [l Address Book
MNew New Today Next7 Day | Work Week Month Schedule Open  Calendas E-mail  Share  Publish Calendal
‘Appointment Meeting ttems ~ Days Week - View Calendar ~ Groups Calendar Calendar Online ~ Perm
New GoTo & Arange 3| Manage Calendars Share Find
4 June 2010 M
Mo Tuwe Th Frsasu | ¢ » 21-24June 2010 d
123458
7 8 91011 12 13 21 Monday 22 Tuesday 23 \Wednesday 24 Thursday
14 15 16 17 13 19 20
Ela2 s s % 7
28 2 30 g =
00
4 Qutlook Data File 09
e >l
() mbox |
[l Drafts 109 g 2
[ Sent ltems E £
(&) Deleted Items (1] | & H
11 < g
Eicaienten 8-
8 Contacts 20 E E-
(3 General
5 Journal
g Junk E-mail 1300
(1 News Feed
Nots
N
Ll ———
[~ mail 15% -
-ﬁ Calendar Show tasks on: Due Date v
send call list oe
[8=) contacts £
8
o fis
7] Tasks
wl|C3(E] -
ftems: 0 | |[(O]@ s m 0% (= v )

Here you can set a New Appointment, New Meeting, or a New Item. You can Go To
Today or see the Next 7 days. You can Arrange your view by Work Week, Week,

; Home

= EBR ST HEBEEE B 5o R $ .

(G} Address Book

Send / Receive Folder View

New New New Today Mext7 Day |Work Week Month Schedule Open  Calenda E-mail Share  Publish
Appointment Meeting ems - Days Week - View Calendar ~ Groups Calendar Calendar Online = Pel
Mew GoTo Fl Arrange w | Manage Calendars Share Find
Dl 9 = Calendar - Outlook Data File - Microsoft Outlook (Trial) o @ =
il Home  Send/Receive  Folder  View @
m e SE BEEEE E= .
== = b [ Address Book
New  MNew New | Today Ned7 | Day Work Week Month Schedule| Open Calendar | Email Share Publish Calenda
Appointment Meeting Items Days Week » [View || Calendar~ Groups~ | Calendar Calendar Online » Permissions
New GoTo Arrange % | Manage calendars Share Fin
‘« June 2010 ¢
Mo Tuwe Th Frsasu | 4 > 21-24June 2010 o
123456
78 swnnn |16% [z [0s% 0% (1 |12
13 15 16 17 15 19 20 L L L L L L
[EH]2 2= 2 55 2 7 21 June 2010 | 221une 2010
B 2920
4 Outioak Data File =]
(3 nbox
(2 Drarts
(5] sent items
(@) Deleted Items (1]
3 Calendar
84 Contacts
(3 General
58 Journal
(g Junk E-mait
(3 News Feed
] Notes
« g
[~ mail
{75] calendar
) cones I
= 0 [Ras Calencar .|
7] Tasis
|3 - [l ml »

Items:0 | e R 1005 (=) V] 1
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Folder Tab

View Tab

Send a Calendar
through Email

Viewing Next and
Previous
Appointments

Under Manage Calendars you can open a New Calendar, a Calendar from the Internet
or a Calendar group

Under Share you can Email a Calendar, Share a Calendar, Publish a Calendar
Online or set Calendar Permissions.

Here you can create a new calendar, Rename, Copy or delete a Calendar and again set
Calendar Properties.

| Home Send / Receive Falder View
U™ Copy Calendar ﬁ m
ﬁ R i Sl u
Mew Rename __ ~ _' - 5 Cpen Calenc Calendar
Calendar | Calendar 4 YEIELE Lalendd Calendar Calendar~ | Permissions Properties
Mew Actions Share Properties

While some of the options here are the same as in the Home tab, you can see here you
can categorize by colour or manipulate the layout and set reminders.

© 6o EEEax &8 TOEEH@ = &

el

Change View  Reset Day | Work Week Month Schedule Color | Daily Task Mavigation Reading To-Do | People | Reminders Openin New Clc
View = Settings View Week - View it R - List = Pane - Pane~ Bar~ Pane ~ Window Window  AllRt

Current View Arrangement 2| Color Layout Peaple.. Window

This is a new option where you can email anyone your calendar. For this to work you
must using Microsoft Exchange Server.

e Click on the options Email

Send a Calendar, via E-mail 3
Calendar and then Send a
Calendar Vla E_mail ’ﬁ Specify the calendar information you wank ko include.

e In the Send a Calendar via E- Feender | clerdar 3
mail dialog box specify which peinRenaet [gpecy dakes. . v
Calendar In the Calendar drop " Start:  |Mon 16/08/2008 ~ | End: |Tue 30/09/2006 4
down ‘ j :;::;Z:::t:\jl:ﬂablhty and subjects of calendar

e In the Date Range select a range et
of dates

e In the Detail section select from Auvanced:

Full Details, Limited Details or

Availability Only
o Full Details will give all details about the calendar appointments, Limited Details
will limit to subject and item only and Availability Only will only give whether
Free, Busy, Tentative, or Out of the Office.
e Click OK

While you are in the One Day view, if you have any previous or appointments, you will
see a small bar at the left of the Calendar. Just click the Bar to display your previous or
next appointments.

N

— |

Presious Appointmeant

Mesxt Appointm ent
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Navigation Pane
in Calendar View

You can expand or collapse the Navigation Pane in any view in Outlook. Just click the

little Shutter Bar .

4 June 2010

Mo Tu'We Th Fr 5a Su
=11 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 15 19 20

El2z > % 2

28 230 1 2 3 4
5 6 7 8 91011

—

4 Qutlook Data File

@ Inbox
@ Drafts

@ Sent Items
> {a] Deleted Items (1]

] calendar
Contacts
4 General

1300

Folders

1300

s bl mam
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Schedule an Appointment

o TR oo At i o
= An Appointment in an Outlook A R
calendar primarily only involves =t

you.

o

= A Meeting involves you and others

N /

Topic 5B: Schedule an Appointment

Schedule an e From within the calendar, click the New Appointment button
Appointment e The New Appointment window will be displayed for you to enter all your
information
=ra S 1< 0T Appomtment
Lppaintment Thsert Format Text Review
H' x ,_% —?v rr:r;rl .:_.\_‘ ﬁ [ Busy = GRecurrence

Save & Delete Copy to My Appaintment| Scheduling & 15 minutes ~ @ Time Zones | Categorize . Zoom
Close Calendar @ - - 4

Actions Showe Options Fl Tags Zoom

{rn

Subject: |

Location: ~

Start time: Tue 06/09/2011 -~ |0&:00 - All day event
End time: Tue 06/03/2011 0§30 b

e Click in the Subject box and enter a subject for your appointment.

e Click in the Location box and enter the location of your appointment.

e Inthe Start time box enter a date and a time to start the appointment.

e Inthe End time box enter a date and a time to end the appointment.

e In the main box, enter any additional data you require about your appointment.
o If the appointment lasts all day, tick the All day event tick box.

E [l Busy =
o In the options group of buttons, click the Show As button
and select one of the options i.e. Busy, Out of the Office etc.

¥y

o If the appointment is a private one, click the Private icon

o If the appointment happens regularly you can make it recur by clicking the
Recurrence button. Enter the recurrence in the box and click OK.

e Click the Save and Close button.
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/ Edit Appointment:ﬁ \

= If your appointments alter they o >< _

can be edited

= If the appointment is a recurring
appointment then you can alter
just this one or all of them

o /

Topic 5C: Edit Appointments

Edit Appointment | e  Double click the appointment you wish to amend
e Change the details and click Save & Close
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Lesson 6: Managing Meetings in Outlook

Learning Module Objectives

When you have
completed this learning
module you will have
seen how to:

Schedule a Meeting

Reply to a Meeting Request

Track and Update Scheduled Meetings
Print the Calendar
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/ Schedule a Meeting \
» An Appointment in an Outlook e ]
calendar primarily only involves
you.

-

A Meeting involves you and others

Topic 6A: Schedule a Meeting

Schedule a
Meeting

e  Open the Calendar

e e ntitled - Meeting
File Meeting | Insert  FormatText — Review
*> g = [59]
=3
X [y @ e D 9 gmes
£ 2 b
Delete Copy to My Appointment|Scheduling | 4 |15 minutes
Calendar @ ¢3‘
Actions Showi Atte.., Optians

= 4% Recurrence |

~| @ Time Zones | Categarize

=

I e

e On the Home tab, click on the New Meeting button Meeting
e The Untitled Meeting dialog box will be displayed.

a e'

Zoom

O &
[}
4

Tags Zoom

@ Invitations have not been sent for this meeting,

0. |l
Subject [ |
Location: | &
Start time: | Tue 06/18/2011 - g 21l day ewent
Endtime: | Tue 6/18/2011 - o

networks.
4} All Attendees (0)
" Accepted (0)
? Tentative (0)
X Declined (0)

meeting.

information

Click on a photo to see social network updates and email messages from this person.

Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click hereto add X

A v

e Inthe To: box, enter the email address of the person you wish to attend the

e  Complete the Subject, Location, Start Time, End Time information
o Click the Schedule button and the screen with change to show schedule
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Meeting Insert Format Text Rewviewr

Ly @ w my =
-
x % = ﬁ = W By 4% Recurrence = | - <
Delete Copy to by Appointment Scheduling| |~ |15 minutes  ~| @ Time Zones | Categorize Zoom
Calendar (N & Q g M

Actions | Shiow | Atte... | Options fa | Tags | Zoom

. 1o0% - 06 September 2011
13:00 1400 15:00 16:00 05:00 04a:00 10:00 1100
B, Al Atendees —— ——
@ Unknown

]
¥ @ someone@adobe.com AN R R R A R
Click here to add a name
-]
1} L3
Add Others 7 [ OPHANS 71 g bimer | Tue 08/03/2001 - | [oz00 -
== AutoPick Mext = End time: |TLIE 0&/09/2011 - ||]3:ED -
W Busy |7 Tentative B Outof Office N NoInformation | Outside of working hours
Click on a photo to see social network updates and email messages from this person. Pl

Connect to social netwarks to show profile photos and activity updates of your colleagues in Outlook. Click here to add %

networks.
G} All Attendees (2) -
" Accepted (0) - \ /o \ H
? Tentative (1) - b d
X Declined (0) f) \\ f) \‘\

e Alist of the attendees is displayed at the right of the window.

e Between the green and red bar is the meeting time and you should be able to
determine by looking at the coloured bar whether the person would be able to
attend the meeting or not. If the colour of the bar is dark red then that would
indicate they were not in the office on the date and date of the meeting.

e Click the Appointment button to switch back to enable you to send the invite.
e Click the Send button.
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~

Reply to a Meeting Request

= The request to attend a meeting

will come as an email Y (R (o EkMeeting
—@ —E —® S
. FM
= You must reply to the email to Reply Reply Forward 5
send information on whether you All =g More
will be attending or not Respond

o /

Topic 6B: Reply to a Meeting Request

Reply to a e The meeting request invites everyone who is on the To line in the original
Meeting Request message as Required Attendees, and everyone on the Cc line as Optional
Attendees.

e Do one of the following:

e In the message list, click the message, and then on the Home tab, in the Respond
group, click Meeting.

e Inan open message, on the Message tab, in the Respond group, click Meeting.

“““

Reply Reply Forward ..
All =2 More v

Respond

e Enter the location and start and end times as you do in any meeting request. You
can also add or remove attendees, use Scheduling Assistant to find the best
meeting time, or add attachments.

e The header and body of the original message are included in the body of the
meeting request.

e Click Send.
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/ Track and Update Scheduled Meetings \

= You can keep track of all your
scheduled meetings

E Fite_|| Meeting
= You can also update or cancel the o [ Calendar
meeting request ;l 3 Forward -

Cancel
Meeting 23] OneNote

L B

Topic 6C: Track and Update Scheduled Meetings

Track and Update | Outlook adds the meeting to your calendar and sends a meeting request to the invited
Scheduled attendees’ Inboxes. Outlook tracks and maintains attendees’ responses.

Meetings e Click the Calendar folder and locate the scheduled meeting.

e Double-click the scheduled meeting.

e Click the Show group, click the Tracking button.

Update Meeting e Click the Calendar folder and locate the scheduled meeting.

Requests o Double-click the scheduled meeting.
e Enter the information in the meeting request form.
e Click on the Send Update button. :
ﬁenr.;
Update
Cancel Meeting e Click the Calendar folder and locate the scheduled meeting.
Requests

e Double-click the scheduled meeting.
e Inthe Actions group, click the Cancel Meeting button.

File [ Meeting

:'”-‘;jJ _:] Calendar
w» Forward ~
Cancel

Meeting .)'E OneNote
Actions
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/ Print the Calendar \

Settings

» Printing the calendar is can be
accomplished with just a couple of
clicks of the mouse

Daily Style

Weekly Agenda Style

Weekly Calendar Style

= You can print in various different
styles

Calendar Detsils Style
K : /

Monthly Style

Tri-fold Style

Topic 6D: Print the Calendar

Print the e Click the Calendar folder and select the view required to print.
Calendar e From the File tab select Print.
e The Print Preview will be displayed like the one below.
e I 7 |
:u M =.‘..-.:“I |5epmmher 2011
o B -
EI
E‘ W
B -
m T
EI Caben Trom
e  Select the style you wish.
e A preview of the calendar will be displayed on the right.
e  Click the Print button
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Lesson 7: Managing Tasks and Notes

Learning Module Objectives

When you have
completed this learning
module you will have
seen how to:

Create a Task

Edit and Update a Task
Create a Note

Edit a Note
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o

= You can create a list of tasks in
Outlook to assist with your time
management

= Tasks which are overdue will be
displayed as red e

~

Create a Task

T

<<= II° 32

i ziapoy st bwmermon ]

] contty
FIRET
romi 2 o

Topic 7A: Create a Task

Home Tab

View Tab

Create a Task

File Home  Send/Receive  Folder  View ¥

& New Task x 1 % - ‘/ W Today N\ Next Week ‘f_) 5 (NH R &
ber - = L|
5 Mew E-mail A ¥ Tomorrow | ¥ No Date b I -7 L ¥ | (4} Address Bo
- Delete | Reply FReply Forward B | Mark  Remove ) Change Move OneMote | Categorize
8 New Items ~ All Complete from List | X This Week ¥ Custom Vi = S 3
MNew Delete Respond Manage Task Follow Up Current View Adtions Tags Find

This is where you will create new tasks, email tasks, forward, mark complete, change
view, categorise and prioritise.

File Home Send /Receive Folder View

o B, - [ — = o

© (3 T 56 cogons W startDste T FEEER g = =] _;& E‘ Eg
) ~ | %= Add Columns —

Change View Reset v Due Date ﬂ: Type = _ Mavigation Reading To-Do Peaple Reminders Openin New Close
View~ Settings View - ~ | %= Expand/Collapse Pane - Pane~ Bar~ Pane - Window  Window  All tems
Current View Arrangement Layout People Pane Window

This is where you can set the View, adjust the Navigation Pane, Reading Pane, To-Do
Bar, or manipulate the People Pane.
e Click on the Task folder at the bottom left of the Outlook window

e In the Click here to add a new Task section, enter the subject of the task and press
Enter on the keyboard

[ || subject |Du

Click here to add a new Task

e Your task will be added to the list

e Alternatively you can click on the New Task button and enter a Subject, Start Date,
Due Date, Status, Priority.

_ Task | Insert  FormatTest  Rewiew a g

¥ High Importance

o X 3 8 @jj v O B wame

Save & Delete Forward Onehote || Task Defmils  Mark | Recurrence | Categerize Fallow Zoom
Close Complete - Up~ & Lowlmportance
Actions Shaw Manage .. | Recurrence Tags Zoom
Subject: I ]
Start date: Mone - | status: Mot Started [
Due date: Mone - | Priorit: - | scompleter 1% |
Reminder: | Mone [Mone B¢ Owner;  Unknowin
tJ

e In the main window, enter any data you require for the task
e Click Save & Close
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/ Edit and Update a Task X

= Asyour tasks change you will be
required to edit them

= Once they have been completed
you can mark them as complete
and eventually delete them

™
= core i
8] comats
Doz

Topic 7B: Edit and Update a Task

woel 7:lepal < ~uiodde Dusmardmon [~

Edit a Task e Double click the task you want to update
e Make the relevant changes
Al o 5w |— Write report - Task S — E=AEcax
F Task Insert Format Text Reviews () e
1 x .$ ‘F v, =B ‘V’ ~ 7 (5 Private
H = s=d v =l — [ ¥ High Importance
Sawe & Delete Forward OneMote Task | Details Mark Recurrence | Categorize Follow Zaoom
Close Complete - Up= & LowImportance
Actions Showe Manage T.. | Recurrence Tags Foom
@ Due today,
Subject: ilNrita report
Start date: Fri 2370972011 = Status Mot Started -
Due date: Fri 2370972011 = Priority: Mormal = % Camplete: | 0%
Reminder: Mone Maone izl owner  Unknown

Report on training service providers,

e If you want to change the status, click the Status drop down arrow and select from the
list.

o If you want to mark the task complete click the Mark Complete button
e Click Save & Close

Delete a task

v

kAark
Complete

e  Select the task and click the Mark Complete button
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~

Create a Note
@
= A Note in Outlook is the electronic Here i a new note!
form of the paper Post It Note!
= Useful to keep track of things you
need to jot down
= They will stay in Outlook until 23/09/2011 15:16 A

k deleted /

Topic 7C: Create a Note

Create a Note |

Flew

e  Select the Notes folder and click the New Note button ™et

e Anew note will be visible on screen with the date and time stamped on it

e Enter your text in the note and click the small cross at the top right of the note
e Add more notes as required.
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o

Edit a Note

Notes can be edited at any time by %ereisanewmte!

simple double clicking the note
and changing the data

You can also colour code your
notes!

2310942011 15:16

/

Topic 7D: Edit a Note

Edit a Note

e  Select the Notes folder and double click the note you want to edit.

e To colour code your note select the note and click the Categorize button
drop down arrow and select a colour.

Delete a Note e  Select the note and click the Delete button.

e Change the text as required then click the small cross at the top right of the note.

B
[l

Categorize




