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Objectives

You will have mastered the material in this chapter when you can:

e Start and quit Outlook * Set e-mail importance, sensitivity,

* Open, read, print, reply to, and and delivery options

delete electronic mail messages * Create a personal folder
* View a file attachment e Create and print a contact list
* Create and insert an e-mail signature ¢ Use the Find a Contact feature

* Compose, format, and send e-mail * Organize the contact list

messages * Track activities of a contact

e Insert a file attachment in an e-mail

* Use Outlook’s Help
message

* Flag, categorize, sort, and filter
e-mail messages
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What Is Microsoft Office Outlook 20077

Microsoft Office Outlook 2007, usually referred to as simply Outlook, is a powerful
communications and scheduling program that helps you communicate with others
(Figure 1-1), keep track of your contacts, and organize your calendar. Personal information
management (PIM) programs such as Outlook provide a way for individuals and work-
groups to organize, find, view, and share information easily. Outlook allows you to send
and receive electronic mail (e-mail) and permits you to engage in real-time messaging with
family, friends, or coworkers using instant messaging. Outlook also provides you with the
means to organize your contacts. Users can track e-mail messages, meetings, and notes
related to a particular contact. Outlook’s Calendar, Contacts, Tasks, and Notes components
aid in this organization. Contact information readily is available from the Outlook
Calendar, Mail, Contacts, and Task components by accessing the Find a Contact feature.

Electronic mail (e-mail) is the transmission of messages and files over a computer
network. E-mail has become an important means of exchanging information and files
between business associates, classmates and instructors, friends, and family. Businesses find
that using e-mail to send documents electronically saves both time and money. Parents with
students away at college or relatives who are scattered across the country find that communi-
cating by e-mail is an inexpensive and easy way to stay in touch with their family members. In
fact, exchanging e-mail messages is one of the more widely used features of the Internet.

"This latest version of Outlook has many new features to help make you more
productive. For example, Outlook now offers Instant Search, which finds your information,
no matter which folder it is in. Outlook also has added Color Categories, which let you apply
the same color category to e-mail, calendar, and task items so you can visually locate all asso-
ciated items. Outlook has added flags you can use to create and mark a follow-up item for
tracking. The new To-Do Bar is a feature that integrates tasks, e-mail messages flagged for
follow up, and calendar information in a toolbar located adjacent to the reading pane.

To illustrate the features of Outlook, this book presents a series of projects that use
Outlook to create and send e-mail messages and create and manage a contact list.

The process of composing an e-mail message that communicates specific information
requires careful analysis and planning. As a starting point, establish why the message is
needed. Once the purpose is determined, analyze the intended readers of the message and
their unique needs. Then, gather information about the topic and decide what to include in
the message. Finally, determine the document design and style that will be most successful at
delivering the message. Creating a contact list is simply a matter of who you want to add to
the list. The contact list can be used to store people you have frequent contact with via
e-mail, telephone, or fax. The contact list can also be used as a mailing list. Each project in
this book provides practical applications of these planning considerations.
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Project — Communicating Over the Internet

The project in this chapter follows general guidelines and uses Outlook to create the
contacts and messages shown in Figure 1-1. To communicate with individuals and groups,
you typically send or deliver some kind of message. Telephone calls, faxes, and letters are
examples of messages. E-mail is a convenient way to send information to multiple recipients
simultaneously, instantly, and inexpensively.
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Managing E-Mail and Contacts with Outlook

As the captain of the Donner Community College baseball team, you use Outlook
to keep the players up to date with team information using your school e-mail system. You
also use the contact list to store addresses and phone numbers of each member of the team.
The project uses the communications features of Outlook to compose, send, and read e-mail
messages. In addition to using Outlook’s communication tools, this project shows you how
to create and organize a contact list. Using the contact list (Figure 1-1a), a user selects a
recipient for an e-mail message and then sends an e-mail message requesting information
from the recipient (Figure 1-1b). The recipient replies by sending an e-mail message
(Figure 1-1c¢) and includes the requested information as an attachment (Figure 1-1d), or a
file included with the e-mail message, that the recipient can open.

Overview

As you read this chapter, you will learn how to communicate over the Internet as
shown in Figure 1-1 by performing these general tasks:

* Open and read e-mail messages.

* Print an e-mail message.

* Reply to and forward an e-mail message.
* View a file attachment.

* Create an e-mail signature.

* Compose and format an e-mail message.
* Attach a file to an e-mail message.

* Organize and sort e-mail messages.

* Create and organize a contact list.

¢ Print a contact list.

General Project Guidelines

When creating an e-mail message, the actions you perform and decisions you make will
affect the appearance and characteristics of the finished message. As you create an e-mail
message such as those shown in Figure 1-1, you should follow these general guidelines:

1. Choose the words for the Subject line. The Subject line should indicate the main subject of
the message. Use as few words as possible. You should never leave the Subject line blank.

2. Ensure that the content of the message is appropriate for the recipient. An e-mail sent
to a close friend may be considerably different from one sent to an instructor, coworker,
or client. Use e-mail etiquette when composing your message. For work related e-mails,
avoid shortening words or using abbreviations (i.e., u for you, r for are, 2 for to, etc.).

3. Choose the words for the text. Follow the /ess is more guideline. The less text, the more
likely the message will be read to completion. Use as few words as possible to make a point.

4. Identify how to format various elements of the text. The overall appearance of a
message significantly affects its ability to communicate clearly. Examples of how you can
modify the appearance, or format, of text include changing its shape, size, color, and
position on the page.

5. Alert the recipient when sending large file attachments. Some e-mail servers allow file
attachments up to a certain size. If possible, compress large files using WinZip or comparable
software. If several attachments are required, you may have to send multiple e-mails.

When necessary, more specific details concerning the above guidelines are presented at
appropriate points in the chapter. The chapter also will identify the actions performed and
decisions made regarding these guidelines during the creation of the messages shown in
Figure 1-1.
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Starting and Customizing Outlook OUT 5

If you are using a computer to step through the project in this chapter and you want your
screen to match the figures in this book, you should change your screen’s resolution to
1024 X 768. For information about how to change a computer’ resolution, read Appendix E.

To Start and Customize Outlook
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The following steps, which assume Windows is running, start Outlook based on a typical installation. You may

need to ask your instructor how to start Outlook for your computer.

e Click the Start button on the
Windows taskbar to display the
Start menu.

e Point to All Programs on the Start
menu to display the All Programs
submenu.

e Point to Microsoft Office on the
All Programs submenu to display
the Microsoft Office submenu
(Figure 1-2).
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12

e Click Microsoft Office Outlook 2007 to start Outlook. If necessary, click the Mail button in the Navigation Pane and then
click the Inbox folder in the All Mail Folders pane to display the Inbox message pane (Figure 1-3).

e |f the Inbox — Microsoft Office Outlook window is hot maximized, click the Maximize button next to the Close button on
its title bar to maximize the window.
5 What is a maximized window?
©'| A maximized window fills the entire screen. When you maximize a window, the Maximize button changes to a Restore
Down button.

13)

e Drag the right border of the Inbox message pane to the right so that the Inbox message pane and the Reading pane
have the same width.

Inbox — Microsoft
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Other Ways

1. Double-click Outlook
icon on desktop, if one
is present

2. Click Microsoft Office
Outlook 2007 on
Start menu
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The Inbox — Microsoft Outlook Window

The Inbox — Microsoft Outlook window shown in Figure 1-3 comprises a number of
elements that you will use consistently as you work in the Outlook environment. Figure 1-4
illustrates the Standard toolbar, located below the title bar and the menu bar. The Standard
toolbar contains buttons specific to Outlook. The button names indicate their functions.
Each button can be clicked to perform a frequently used task, such as creating a new mail
message, printing, or sending and receiving mail.
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The Inbox — Microsoft Outlook window is divided into four panes: the Navigation
Pane on the left side of the window, the Inbox message pane to the left of center, the
Reading pane to the right of center, and the To-Do Bar on the far right side of the window
(Figure 1-5 on the next page).

Navigation Pane The Navigation Pane (Figure 1-5) is set up to help you navigate
Microsoft Outlook while using any of the program’s components (Mail, Calendar,
Contacts, or Tasks). It comprises one or more panes and two sets of buttons. Although the
two sets of buttons remain constant, the area of the Navigation Pane above the buttons
changes depending on the active Outlook component. When you click the Mail button,
Outlook displays Mail in the title bar of the Navigation Pane. When using Mail, the
Navigation Pane includes two panes: Favorite Folders and Mail Folders. The Favorite
Folders pane contains duplicate names of your favorite folders in the Mail Folders pane. To
add a folder in the Mail Folders pane to the list of favorite folders, right-click the folder and
then click the Add to Favorites Folders.

Below the Favorite Folders pane, the Mail Folders pane contains a set of folders
associated with the communications tools of Outlook Mail (Deleted Items, Drafts, Inbox,
Junk E-mail, Outbox, RSS Feeds, Sent Items, and Search Folders).

The Deleted Items folder holds messages that you have deleted. As a safety
precaution, you can retrieve deleted messages from the Deleted Items folder if you later
decide to keep them. Deleting messages from the Deleted Items folder permanently
removes the messages from Outlook. The Drafts folder retains copies of messages that
you are not yet ready to send. The Inbox folder is the destination for incoming mail.
The Junk E-mail folder is the destination folder for unwanted messages or messages of
an unknown origin. You can customize the settings for Outlook to direct only messages
that meet certain criteria to the Inbox folder. Messages not meeting those criteria are
sent to the Junk E-mail folder. The Outbox folder temporarily holds messages you send
until Outlook delivers the messages. The RSS Feeds folder is new to Outlook. Really
Simple Syndication (RSS) feeds allow you to receive current information from sources
that are updated frequently, such as news headlines or blogs, without having to visit the
various Web sites. The Sent Items folder retains copies of messages that you have sent.
The Search Folders folder is actually a group of folders that allows you to group your
messages easily in one of three ways — messages for follow up, large messages, or unread
messages.

BTW

Toolbar Options

The Inbox Window
The screen in

Figure 1-3 on the
previous page shows how
the Inbox window looks
after you have received
several e-mail messages.
Your screen may look
different depending on
your screen resolution
and Outlook settings.
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e-mail
message

Folders can contain e-mail messages, faxes, and files created in other Windows
applications. Folders in bold type followed by a number in parentheses, such as Inbox (4),
indicate the number of messages in the folder that are unopened. Other folders may appear
on your computer instead of or in addition to the folders shown in Figure 1-5.

The two sets of buttons at the bottom of the Navigation Pane contain shortcuts to
the major components of Outlook (Mail, Calendar, Contacts, Tasks, Notes, Folder List,
Shortcuts, and Configure buttons).

Message Pane The Inbox message pane (shown in Figure 1-5) lists the contents of
the folder selected in the Mail Folders pane. In Figure 1-5, the Inbox folder is selected.
Thus, the message pane lists the e-mails received.
Figure 1-6 shows the Arranged By shortcut menu that appears when you click or
right-click the Arranged By column header in the Inbox message pane. The command you
choose on the Arranged By shortcut menu causes Outlook to display a column header to
the right indicating the sort order within the Arranged By grouping. In Figure 1-5, the
Arranged By option is Date. This predefined pairing of a grouping and a sort (Arranged
By: Date/Newest on top) is called an arrangement. Predefined arrangements allow you
to sort your messages in various ways.
Several small icons may appear to the right of a message: an exclamation point icon
indicates that the message is high priority and should be read immediately, a paper clip icon
indicates that the message contains an attachment. A message heading that appears in bold
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To: marcusconkl @comcask, net

Hey Marcus,

sort is Newest

on top 's great to be back at sch

Have wou had a chance to ta
hear he is really good.

I was wondering if he had dead
first team workout.
Please let me know what's hap

Thanks,
Jose

type with a closed envelope icon to the left identifies an unread e-mail message. An open
envelope icon indicates a read message. In Figure 1-5, the second e-mail message is high-
lighted and therefore is displayed in the Reading Pane on the right. The closed envelope
icon and bold message heading indicate the e-mail message has not been read. The e-mail
messages on your computer may be different.
The closed envelope icon is one of several icons called message list icons, which
appear to the left of the message heading. Message list icons indicate the status of the
message. The icon may indicate an action that was performed by the sender or one that
was performed by the recipient. The actions may include reading, replying to, forwarding,
digitally signing, or encrypting a message. Table 1-1 contains a partial list of message list
icons and the action performed on the e-mail message.

Table 1-1 Message List Icons and Actions

Message List Icon

Action

Message List Icon

Action

The message has been

opened.

The message has not been

opened.

The message has been

replied to.

The message has been

forwarded.

The message is in progress
in the Drafts folder.

The message is digitally
signed and unopened.

The message is digitally
signed and opened.

Reading Pane The Reading pane (Figure 1-5) contains the text of the selected e-mail
message. The message header appears at the top of the Reading pane and contains the
e-mail subject (First Practice), the sender’s name and/or e-mail address (Jose Quinteras
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[josequinteras123@hotmail.com]), and the recipient’s e-mail address (marcuscook1@
comcast.net). Outlook displays the text of the selected message below the message header.
Using the View menu, you can display the Reading pane to the right of the message pane
(vertically), as shown in Figure 1-5 on page OUT 8, or you can display it at the bottom of
the message pane (horizontally) according to your personal preference.

To-Do Bar The To-Do Bar is a new feature in Outlook 2007. The To-Do Bar keeps

e-mail messages flagged for follow up, tasks, appointments, and other calendar informa-

Reading E-Mail
Messages

If Outlook is not the
active window on your
screen, it still provides

a mail notification alert
informing you when you
receive a new message.
Outlook displays a
semitransparent Screen
Tip momentarily by the
Outlook icon in the
notification area, showing
the sender’s name,
subject of the message,
and the first few words
of the message body.

tion in one place. When displayed, the To-Do Bar contains a Date Navigator, an appoint-
ment list, and a task list. The To-Do Bar is displayed by clicking the double arrow button
at the top of the To-Do Bar (Figure 1-5).

Working with Incoming Messages

Note: If you are stepping through this project on a computer and you want your screen to appear the
same as in the figures in the Mail component section of this project, then you should ask your instructor
to help you (or see page OUT 67) to import Marcus’ Inbox from the Data Files for Students. Once you
have imported Marcus’ Inbox, click the plus sign (+) next to the Inbox folder in the Mail Folders list, and
then select Marcus’ Inbox folder. See the inside back cover of this book for instructions for downloading
the Data Files for Students or see your instructor for information about accessing files for this book.

To Open (Read) an E-Mail Message

Q&A

"To view the complete message in its own window, it must be opened. The following step opens the e-mail
message from Jose Quinteras.

e Double-click the Jose Quinteras

message heading in the Inbox
Message pane to display the First
Practice window (Figure 1-7).

o If necessary, maximize the window.

What happens to the message
heading in the Message pane after
the message is opened?

When you double-click the
message heading in the Message
pane, Outlook changes the closed
envelope icon to an opened enve-
lope icon, and no longer displays
the message heading in bold type.

Other Ways

1. Right-click message
heading, click Open on
shortcut menu

2. Click message heading,
on File menu point to
Open, click Selected

window title (e-mail
subject) in maximized First
Practice — Message window

/

IE_;‘ H2Ye = First Practice - Message (Plain Text)
(O )

Message
. . By & & = =
SaeEE sy Siuns S esews- | By Y 2
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to All Folder= Rule Actions~ || Sender — o Up~ Unread ki S
Respond Actions Junk E-mail Is Options I}
From: Jose Quinteras [josequinterasl2s@hotmail,.com]
To: marcuscookl@comcast.net — identifying
ot information
Subject: First Practice
Hey Marcus, message
body

It's great to be back at schooll
Have you had a chance to talk to the new coach? I hear he is really good.

I was wondering 1f he had decided when to hawe the first team workout.
Please let me know what's happening.

Thanks,
Jose

Figure 1-7

Items on Open submenu

3. Select message heading,
press CTRL+0O
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Ribbon

The Ribbon, located near the top of the Outlook window, is the control center in Out-
look (Figure 1-8a). The Ribbon provides easy, central access to the tasks you perform while
creating or working with a message, contact, calendar item, or task. The Ribbon consists of
tabs, groups, and commands. Each tab surrounds a collection of groups, and each group con-
tains related commands. Figure 1-8a illustrates the Ribbon for the Message window.

When you open a message, the Message window Ribbon displays the Message tab.
The Message tab contains the more frequently used commands.

To display more of the document in the document window, some users prefer to
minimize the Ribbon, which hides the groups on the Ribbon and displays only the Message
tab (Figure 1-8b). To use commands on a minimized Ribbon, click the top-level tab.

Each time you open a message, the Ribbon appears the same way it did the last time
you used Outlook. The chapters in this book, however, begin with the Ribbon appearing as
it did at the initial installation of the software. If you are stepping through this chapter on a
computer and you want your Ribbon to match the figures in this book, read Appendix E.

e Y ed |7 First Practice - Message (Plain Text
I.@ H = = Message tab ik J
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4 J Ai# x Lj i)‘ jj % &, safe Lists ~ gi' Y ET A Find

3, Related ~
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to Al Folder~ Rule Actions~ || Sender . Up~ Unread W Select ~
(a) Respond w—_ || Aions - Junk E-mally Options i Find
\M
I'c‘:'" H 0 e >s First Practice - Message (Plain Text) = o

() |2 s .

Figure 1-8

Some commands on the Ribbon display an image to help you remember their
function. When you point to a command on the Ribbon, all or part of the command glows
in shades of yellow and orange, and an Enhanced ScreenTip appears on the screen. An
Enhanced ScreenTip is an on-screen note that provides the name of the command, available
keyboard shortcut(s), a description of the command, and, sometimes, instructions for how to
obtain help about the command (Figure 1-9). Enhanced ScreenTips are more detailed than
a typical ScreenTip, which usually only displays the name of the command.

image of Reply icon
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Reply button
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Respond Actionsg
Reply (Chil+R) e p—— ]
§ ScreenTip for
Reply ta the sender of this Reply button
message. EHRI

T —— L T i

Figure 1-9

BTW

Minimizing the Ribbon
If you want to minimize
the Ribbon, right-click
the Ribbon and then click
Minimize the Ribbon

on the shortcut menu,
double-click the active
tab, or press CTRL+F1.

To restore a minimized
Ribbon, right-click the
Ribbon and then click
Minimize the Ribbon

on the shortcut menu,
double-click any top-level
tab, or press CTRL+F1.

To use commands on a
minimized Ribbon, click
the top-level tab.
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"The lower-right corner of some groups on the Ribbon has a small arrow, called a
Dialog Box Launcher, that when clicked displays a dialog box or a task pane with addi-
tional options for the group (Figure 1-10). When presented with a dialog box, you make
selections and must close the dialog box before returning to the document. A task pane, by
contrast, is a window that can remain open and visible while you work in the document.

clicking Dialog Box
Launcher in Junk E-mail

Formerd || B ileiE - group displays Junk E-mail
to Al Junk E-mail Options Sender — Mot lunk ok 7= Options dialog box
Respond cialoolbe Junk E-mail T Qptions T Find
Fram: Jose Quinteras [josequinteraslZ3@hotmail. dagn] Sent:

Ta
o
Subject:

marcuscookl @comcast.net

Junk E-mail Options

Thanks,
Jose

Hey Marcus,
It's great to be back at schooll
Have you had a chance to talk to t

I was wondering 1f he had decided
Please let me know what's happening (& Low: Mave the most obvious junk e-mail o the Junk E-mail Folder

Options | safe Senders | Safe Recipients | Elocked Senders || International

I;_I Outlaok can rove messages that appear to be junk e-mail inka a special
Junik, E-mail folder,

Choose the level of junk e-mail protection you want:

() Mo Automatic Filtering. Mail from blocked senders is still moved to the:
Jurik. E-rnail Falder.

() High: Most jurk e-mail is caught, but some regular mail may be caught
as well, Check vour Junk E-mail Folder often,

() 5afe Lists Only: Only mail from people or domains on your Safe
Senders Lisk or Safe Recipients List will be delivered to your Inbox,

[C1Permanently delete suspected junk e-mail instead of moving it ta the
Junk E-mail Falder

Disable links and other Functionality in phishing messages.
{recommended)

“Warn me about suspicious domain names in e-mail addresses.
(recommended)

When sending e-mail, Postmark the message to help e-mail clients
distinguish reqular 2-naail Fram junk e-mai

O ] [ Cancel Apply

Figure 1-10

Quick Access Toolbar

The Quick Access Toolbar, located by default above the Ribbon, provides easy
access to frequently used commands (Figure 1-11a). The commands on the Quick Access
"Toolbar always are available, regardless of the task you are performing. Initially, the Quick
Access Toolbar contains the Save, Undo, and Redo commands. If you click the Customize
Quick Access Toolbar button, Outlook provides a list of commands you quickly can add to
and remove from the Quick Access Toolbar (Figure 1-11b).

You also can add other commands to or delete commands from the Quick Access
"Toolbar so that it contains the commands you use most often. As you add commands to
the Quick Access Toolbar, its commands may interfere with the document title on the title
bar. For this reason, Outlook provides an option of displaying the Quick Access Toolbar
below the Ribbon (Figure 1-11c).

Each time you start Outlook, the Quick Access Toolbar appears the same way it
did the last time you used Outlook. The chapters in this book, however, begin with the
Quick Access Toolbar appearing as it did at the initial installation of the software. If you
are stepping through this chapter on a computer and you want your Quick Access Toolbar
to match the figures in this book, you should reset your Quick Access Toolbar. For more
information about how to reset the Quick Access Toolbar, read Appendix E.
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Undo button
Save button

(a) Quick
Access
Toolbar
above
Ribbon

Previous message
button

Next message
button

@']Hnbbj-* l

| Message | \
A\

Quick Access Toolbar
positioned above Ribbon
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Customize
Quick Access
Toolbar button

Customize Quick
Access Toolbar menu

1"

E—
Nl —— -
o | Message |

| Message_|

Quick Access
Toolbar positioned
below Ribbon

Actions
—

PR

Reply Reply Forward |f Delete Mowe to Create Other
to Al i Folder~ Rule Adtions Y
| Respond il

=

Gouves:

(c) Quick Access Toolbar below Ribbon

Office Button

While the Ribbon is a control center for creating documents, the Office Button is a
central location for managing Outlook items. When you click the Office Button, located in
the upper-left corner of the window, Outlook displays the Office Button menu (Figure 1-12).

A menu contains a list of commands.

Office Button
menu

.

Office Button

I was wondering 1f
Pleazse let me know

Thanks,
Jose

| Customize Quick Access Toolbar
= =y = v Save
'_a _3 b Quick Print
Reply  Reply F‘urw&rd| D Print Preview
to All | .
Respand ” Spelling & Grammar
v | Undo
Fram: Jose Quinteras [
To: mnarcuscookl @ogn v | Redo
Cop Reply
commands you can Trst Practice Reply to &ll
add to or delete from
Quick Access Toolbar | - Forward
s
Delete
It's great to be b Maowe to Other Folder
Previous Them
Hawe you had a cha v Ehe I h
L v NextItem

More Commands..
Show Below the Ribban
Minimize the Ribbon

(b) Quick Access Toolbar Customization options

Figure 1-11

list of Outlook

MNew Mail Message

Save

AL T

Lﬁ 1. Mail Message
2, Appointment
E 3 Meeting Request

ChooseInfolath Form

84 4 Contact
Save &3 ]
& 5. Distribution List
Lﬂ 4, Task
Delete ﬂ 1. Nate
L;" == 8. Choose Form
1 Move b %3 9
Erint 3
|§_.—' Properties
o
Close

commands
6/ 7 First Practia
i =: /
o~ Create Mew Outlook tem

Figure 1-12

_/—\_/m

Quick Access Toolbar
Commands

To add a Ribbon
command to the Quick
Access Toolbar, right-click
the command on the
Ribbon and then click Add
to Quick Access Toolbar
on the shortcut menu.

To delete a command
from the Quick Access
Toolbar, right-click the
command on the Quick
Access Toolbar and then
click Remove from Quick
Access Toolbar on the
shortcut menu. To display
the Quick Access Toolbar
below the Ribbon,
right-click the Quick
Access Toolbar and then
click Show Quick Access
Toolbar below the Ribbon
on the shortcut menu.

BTW
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Spam Filters

If an individual or
company is not
receiving e-mail from
you, it is likely that the
recipient’s ISP spam
filter is not allowing

it through to their
mailbox. Try sending the
message in Plain Text
format, because spam
filters are less likely to
drop an e-mail in Plain
Text format.

Managing E-Mail and Contacts with Outlook

When you click the New Mail Message command, Outlook opens the message
window to compose a new mail message. When you click the Save command, Outlook
saves any changes you may have made to the message. When you click the Save As, Move,
Permission, Print, and Properties commands on the Office Button menu, Outlook displays a
dialog box with additional options. When you click the Delete command, Outlook sends the
current message to the Deleted Items folder. When you click the Close command, Outlook
closes the Message window. The Save As, Move, Permission, and Print commands have an
arrow to their right. If you point to this arrow, Outlook displays a submenu, which is a list
of additional commands associated with the selected command (Figure 1-13).

First Practic

Preview and print

I'_ Print
o Select a printer, number of copies, and

)

| Mew Mail Message

Sawe other printing options befare printing.
(% Quick Print
Save & < Send the itern directly to the default printer

fthout making changes,

pointing to the command
or to the arrow causes a
submenu to be displayed

Is Prink Pregiew
| g Preview and make changes to pag|

printing.

Delete

=X EL

Move ) = e Print Styles

Print % »

Properties

L g € |

Close

Figure 1-13

Key Tips

If you prefer using the keyboard instead of the mouse, you can press the ALT key on
the keyboard to display a Key Tip badge, or keyboard code icon, for certain commands
(Figure 1-14). To select a command using the keyboard, press its displayed code letter, or
Key Tip. When you press a Key Tip, additional Key Tips related to the selected com-
mand may appear. For example, to select the New Mail Message command on the Office
Button menu, press the ALT key, then press the F key, and then press the N key.

Key Tip badges appear
when you press ALT
key on keyboard

1IN

@ e! !? :

= et S By
ENEERE Sl QT AS S
Reply Reply Forward | Delete Moveto Create Other

to All Folder= Rule Actions

Adtions

Figure 1-14

To remove the Key Tip badges from the screen, press the ALT key or the Esc key
until all Key Tip badges disappear, or click the mouse anywhere in the Message window.



To Close an E-Mail Message
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After reading the message from Jose, Marcus closes it. The following step closes the Message window.

e Click the Close button on the title
bar (Figure 1-15) to close the
Message window

Why did the number next to the
Inbox folder change from 4 to 3?

Q&A

When you close the Message
window, the Jose Quinteras mes-
sage heading in the message
pane no longer appears in bold
type and the closed envelope icon
changes to an open envelope icon
to indicate the message has been
opened. In addition, the Inbox
folder in the Mail Folders pane
indicates three messages remain
unopened.

e

'-_‘B"}ﬂbﬁlt

o ——
| Message I

y

XY P e

Reply Reply Forward | Delete Mowve to Create Other Biogk - |
to Al Folder~ Rule Actions~ || Sender
Respond | Actions Junk E-
Fram: Jose Quinteras [josequinteras1Z3@hotmail,com] sent: Thu /1002005 3:43 PM
To marcuscookl @comcast.net
Co
Subjeck: First Practice
-~
Hey Marcus, r=]
It's great to be back at schooll
Have you had a chance to talk to the new coach? I
I was wondering 1f he had decided when to hawe th
Please let me know what's happening.
Thanks
Figure 1-15
Other Ways

To Print an E-Mail Message

1. On File Menu click Close
2. Press ALT+F4

Often, you will want to have a hard copy of your e-mail messages. You print the contents of an e-mail message
from the Inbox window. The following steps print the e-mail message from Jose Quinteras.

e Point to the Print button on the
Standard toolbar (Figure 1-16).

Inbox folder

Inbox window

Print button

view G0

bsoft Outlook

Toals  Adions  Help

First Practice

Jose Quinteras [jos

Sentt Thu 1/10/2008 9:4

= B0 personal Folders

ed to meet,..n o
X

Jnse Quinteras

& Deleted ems

[E Dirafts el ] 3

= 1nbox () ... First Practice

L3 Junk E-mail ] Kenny Martin

IE Cuthax RE: This season’s schedule
[ RSS Feeds /| Cale Freeman

Work Problems
=] Fyle Baker

Teamn Meetings
.-j Eenry Martin

RE: Fwt: My Spring Schedule
=] Fwan Hunt

Mewe Coach

@Sentltems
& L0 Search Ffldefs

three unopened
messages displayed
in message pane

9:41 PM

&59 PM

56 PM

G54 P

8144 PM

Figure 1-16
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O] All Mail iems -

| Matt Tar 9:47 PM
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Hey Marcus,
It"s great to b
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Jose
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e Click the Print button
to print the message
shown in Figure 1-17.

[hesser . P
Marcus Cook l

From, Sent, To, and

recipient’s name
and horizontal
line header

Jose Quinteras [josequinteras123@hatmail.com]
Thursday, January 10, 2008 9:32 PM

From:
= Sent:

Subject entries

e-mail message

marcuscook @comcast.net
First Practice

To:
\Subject:

Hey Marcus,

It's great to be back at school!

Have you had a chance to talk to the new coach? I hear he is really good.
™~ I was wondering if he had decided when to have the first team workout.

Please let me know what's happening.

Thanks,
Jose

—/—\_//—\——/—
B ——

page number prints at
bottom of page

—1

Figure 1-17

Other Ways

1. On File Menu click Print,
click OK button

2. Press ALT+F, press P,

press ENTER

3. Press CTRL+P,
press ENTER

To Reply to an E-Mail Message

The Reply button allows you to reply quickly to an e-mail message using the sender’s e-mail address. The
tollowing steps reply to the e-mail message from Jose Quinteras.

o If necessary, click the Jose
Quinteras message heading in the
message pane (Figure 1-18).

- Mi Reply button Forward
v Inbox - Microsoft Cutlook ply e
: File  Edit  “iew Go  Tools ctions  Help
D iNew v 03 X | CaReply ‘-_%Replyto &l i Forward | g W | S send/Receive + [ | [ Search address
Mail « ||[2 Inbox First Practice
Favorite Folders kS search Inbo: + f
A search tnb P - ¥ Il Jose Quinteras [io
Emho“ Gl g |Click here to enable Instant Search | Sentt Thu 1/10/2008 3:4
A Urread Mail Ta: K1
= sent Items Arranged By Date message Mewest on top - 2 Matetscookhmcon
Mail Folders all . setaiz
= Today T Hey Marcus,
2] AN Mail Tiems -
: ] Matt Tartan 9:47 PM .
= BUF Personal Folders | t It's great to b

(@ Deleted Items =i Jose Quinteras v 9:43 PM.

L7 Drafts First Practice Have you had a ¢

[ Inbox (3] hear he is real

(3 Junk E-mail ] Kenny Martin 9:41 PM

LE gy RE: This season's schedule I was wondering

L__l_‘ R5S Feeds | Cale Freeman #:59 PM first team wark

[ sent Irems Work Problems Plesce et ma K
& [ search Folders 0 Kyle Braker 8:56 PM

Team Meetings Thanks,
=4 Kenny Martin 8154 P Jose

RE: P My Spring Schedule

B it |
Figure 1-18
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RE: First Practice —
Message window

[ ] Cllck the Reply * 0= %E: First Practice - Message (Plain Text) - = X
button on the Insert
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o
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Standard toolbar to atemaemy || 2B & g 4 =) @ 1 Henmportanee y
open the RE: First ‘ paste [, | text box s ;:;3;‘ A, A, By Cabrcu Sianus | foleut | & Louhptines (| Shltn
Practice - Message Clipbaard / ] I - Basic Text — JI Include | Gptions || Praofing
/ recipient’s =
WindoW. I_ To”.A |Jose uinkeras <josequinteras123@hotmail, com >-— nampe ‘
(e ] | : : E—— |
e \When Outlook Subject:  |RE: First Practice 4——————  subject entry | | mesEERiety | \
displays the e, @
Message : [ B
. e-mail _>< It is good to hear from you. I am hawing lunch with Coach sometime next week. I plan to get any schedule information
WIndOW fOr reply then. I will pass it along to you and the rest of the team as soon as I get it.
the reply, if l‘mar'cus|
necessary, [ oz Criginal Message-----
chi H From: Jose Quinteras [mailto:josequinterasi23ghotmail.com]
dOUbIe CIICk the tltle Sent: Thursday, January 10, 2008 5:43 PM
bar to maximize the To: marcuscook lgcomcast.net
B Subject: First Practice
window.

Hey Marcus,

° Type the e-mail reply | It's great to be back at school!

(Figure 1_19) Hawe wou had a chance to talk to the new coach? I hear he is really good.
< Why is there RE: at I was wondering if he had decided when to have the first team workout.
o . . : Please let me know what's happening.
o/ the beginning of the
. . . Thanks,
Subject line and in _Jose
the Title bar?
The RE: indicates @giE] =
L e-mail
itis the repIy, message . =
the subject of
the message Figure 1-19
identifies the title of
the window, and Message indicates it is the Message window.

13

Q&A

. )
e Click the Send button to send the I~ Inbox - Microsoft Outlook <———_'nPox window
message and return to the Inbox HEE B Wee B 05 mwany Hee
window (Flgure 1_20) Eé}ﬁew - ﬂ LS b 4 Qﬂgply Q_Rgply_to Al aFon_g\;a_rd ai v %Sendmegeive - @ [E Search address
What happened to the sent ; ; ;
Ep Mail « |2 Inbox First Practice
message’ Favorite Folder S | E— = ; .

9 - = - Bl s<arch intox B -1 % |l jose Quinteras lio
Outlook closed the Message ??;‘::d[ia” |C|ick here to enable Instant Search | You replied on 141
window and stores the reply I_E Sent Tkems Arranged By Date Mewve st an top V| S fent Thu LLov2o0g 9:4
e-mail in the Outbox folder while Mail Folders - [ 18 imargseooklmoe
i All Mail It -
it sends the message. Outlook ‘E_!} artems " {[ & Matt Tartan 9:47 PM Hey Marcus,
then moves the message to the = € Personal Falders Ve need to meet,..now! !

L Deleted It :
Sent Items folder. The original %Df;t: i . ras : It's great to b
. First P = e
message in the message pane now [ Inbox (3 £ ;

g g p : %Junk i i Kenny Martin 9:41 PM Have you. had a
shows an open envelope icon with (&) Outbon B THIT eas rr s Bl ) hear he iz real
an arrow to indicate a reply has [0 RSS Feeds (1 Cale Freeman 8:59 PM Aol

@Sentltems Wark Problems I was wondering
been sent. & 0 Search Foll message first team work
LA Searc ers I Kyle Baker e 8156 P Pldaia Tat maie
Team Meetings
= i .
= Kel:my I?-dartl? . 8:54 PM Thanks,
open envelope icon with RE: B My SErn g Senedul Joce
arrow indicates message Ryan Hunt -4 Phd
has been replied to

Figure 1-20
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New Message Ribbon

The Ribbon for a reply message, new message, or forwarded message is similar to
the Ribbon for a Word window (Figure 1-21). The Ribbon provides easy, central access
to the tasks you perform while creating a message. The New Message Ribbon, in com-
parison to the Ribbon discussed earlier, consists of multiple tabs, groups, and commands.
As in the previous Ribbon, each tab surrounds a collection of groups, and each group
contains related commands. Many of the Ribbon commands will be inactive if the message
format is Plain Text. To activate all of the commands, the message must be in HTML or
Rich Text format. These formats are discussed later in this chapter.

’ Message tab ‘ ’ top-level tabs ‘

=

‘/ RE: First Practice - Message (Plain Text)

j Cut

5 Copy

=
B
t

- | Message |r1nsert

J Farmat Pairtar

Clipboard - \l

Options Format Text

| i =

1 &

||| Address Check

Book  Mames
Iames

TE=EDE
Aftach Aftach Business Calendar Slgnature

File Item  Card~
o Include

Y 4 High Importance : ?

Follow | @ |owImportance || Spelling
Up- -

| B 0|28 A

P ==

Basic Text w ¥ ntions iy Proofing

N

groups

Figure 1-21

When you open a new mail Message window, the Ribbon displays four top-level
tabs: Message, Insert, Options, and Format Text. The Message tab, called the primary tab,
contains the more frequently used commands. To display a different tab on the Ribbon, click
the top-level tab. That is, to display the Insert tab, click Insert on the Ribbon. To return
to the Message tab, click Message on the Ribbon. The tab currently displayed is called the
active tab.

Commands on the Ribbon include buttons, boxes (text boxes, check boxes, etc.), and
galleries (Figure 1-22). A gallery is a set of choices, often graphical, arranged in a grid or
list. You can scroll through choices on an in-Ribbon gallery by clicking the gallery’s scroll
arrows. Or, you can click a gallery’s More button to view more gallery options on the
screen at a time. Some buttons and boxes have arrows that, when clicked, also display a
gallery; others always cause a gallery to be displayed when clicked. Most galleries support
live preview, which is a feature that allows you to point to a gallery choice and see its
effect in the document — without actually selecting the choice.

gallery scroll ’ button ‘ ’ text box ‘

arrows

contextual
tabs

()
Y
- Message

H92 0

Picture Toals | RE: First Practice - Message (HTML)

h

- = \\.h
Ihsert Options Format Text

\

Format

o —L
? o 5 . e T
G Brightness ij: Compress Pictures - —- — = __ / Ficture Shape 4 Ering to Frant ~ |2 ‘ﬂ_lgi' S - text”box
(D Contrast~ B Change Picture |‘| |.“ ol ‘ L7 picturs Barder = Send to o Mgl scroll arrows
e — | L e =
Recolor= g Reset Picture \ J ikt PR - Text Wirapping = Sk~ vae 6T -
1 i ~/
Adjust _w  Picture Styles Arrange Size fw
in-Ribbon
gallery ’ More button ‘ ’ button arrow ‘

Figure 1-22



Working with Incoming Messages OUT 19

Message Formats

Outlook offers three message formats: Plain Text, HI'ML, and Rich Text,
summarized in Table 1-2.

Table 1-2 Message Formats

Message Format Description

HTML HTML format is the default format used when you create a message in Outlook.
HTML supports the inclusion of pictures and basic formatting, such as text formatting,
numbering, bullets, and alignment. HTML is the recommended format for Internet
mail because the most popular e-mail programs use it.

Plain Text Plain Text format is understood by all e-mail programs and is the most likely format to
make it 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.

BTW

Replying to an E-Mail
Message

Many e-mail users prefer
to reply to a message
without including the
original e-mail message
along with their response.
To remove the original
message from all e-mail
replies, click Tools on the
menu bar, click Options,
and then click the E-mail
Options button in the
Preferences sheet of the
Options dialog box. In
the E-mail Options dialog
box, select Do not include
original message text in
the When replying to a

Rich Text Rich Text Format (RTF) is a Microsoft format that only the latest versions of Microsoft message list.
Exchange and Outlook understand. RTF supports more formats than HTML or Plain
Text, as well as linked objects and pictures.
To Change Message Formats
The following steps change the message format.
o Options tab
e With a new Message window L RE: First Practice - Message (Plain Text)
active, click the Options tab < Message  Insert | Options | FormatText
(Figure 1-23). B ot | || : ,_Aa-mmm V7 D =
’ T‘:’hj L e Pﬂ % ? A ; w ’: a‘f“s.mm@“ s@m ‘Dg &
e o [B] Ertects - Cnamgf- Bee fﬂ::‘ | A Rich Text E’:ﬂ:h‘:? ARSI R R 'Bv:m!' m::rz!;v Replies To
Themes Fields. | Format w Tracking T Mare Options 5]
e Click the appropriate command
(Plain Text, HTML, or Rich Text) in \M‘

the Format group. Figure 1-23

BTW

Message Formatting
Changing the format

of an e-mail message
also can help prevent
the possibility of virus
infection. Many viruses
are found in HTML
formatted messages.

To help protect against
viruses, you can configure
Outlook to display
opened messages
automatically in plain
text. Click Options on
the Tools menu and then
click the E-mail Options
button in the Preferences
sheet of the Options
dialog box, select Read
all standard mail in plain
text in the Message
handling area.
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To Forward an E-Mail Message

You can forward an e-mail message to additional recipients. The following steps forward the Jose Quinteras

e-mail message to the team’s coach.

e With the Inbox window active,
click the Jose Quinteras message
header in the message pane.

e Click the Forward button on the
Standard toolbar (Figure 1-24).

(2

e When Outlook displays the
Message window for the
forwarded message, type
kennymartinl23@hotmail.com
in the To text box as the recipient’s
e-mail address. (If you are stepping
through this task, use an actual
e-mail address in the To text box.)

e Enter the forwarding
message in the message

added
message

body (Figure 1-25).

©

o Click the Send button to forward
the original message along with
the new message to Kenny.

original
e-mail
message

Other Ways

» Inhox - Microsoft Outlook

Efile Edit  “iew Go  Tools  Adions  Help

D Hew - [33 % | FhReply i Replyto Al b Forward | & = Send/Receive L Search address
d i &> oam =l
Mail « |2 Inbox First Practice
Favorite Folders Wl search Inbo ' +
= 3| P 1% | Jose Quinteras [jos
U | Inbox (3] 3
Click here to enable Instant Search 1
3 Unread Mail | | You replied on 1/10/200:
LE sentItems Arraniged By Date Mewest on top J S fentt Thu 1/10/2008 9:43
Mail Folders 2 B message To: marcuscookl@comeal
= Today heading selected
O] All Mail Ttems - |
. | Matt Tartan 9:47 PM Hey Marcus,
= £4F Persanal Folders ‘e need to meet,.,now! !
@ Dreleted Thems e 3045 PM It's great to b

_# lnse Quinteras

%E_‘Eﬁ . First Practice [}

{@ Junk £-mail 3 Kenny Martin 9:41PM Have you had a

LE] Outhos RE: This season’s schedule m hear he is real
] Cale Freeman 8:59 PM

[ RSS Feeds

Problems

Figure 1-24

FW in Subject box and
on title bar indicate
message is a forward

Al

L ———-F\W! First Practice - Message (Plain Text)

Message Insert

Cut - =|[i= i— Fri
4 waEEE) | () &P § Y
aendlbution 3 A |_ = _l = o ||| Add Check Attach Attach Busi
| . Bz - A-ll=E==l== ress Chedl acl ach Business
- J Format Painter | =2~ & = Book Mames File  Ttem Card~
Clipboard I Basic Text Include

Mames

/
[ e J |kennymartin;éS@hotmail.com \
Cel

| Fy: First Practice

Subject:

\ rHey Coach,
K

Lﬁ.s you can see in the message below from Jose, the team i1s getting anxlous to get
Mar‘cusl

————— Original Message-----

From: Jose Quinteras [mailto:josequinterasi123ghotmail.com]

Sent: Thursday, January 10, 2008 943 FPM

To: marcuscook lgcomcast.net

Subject: First Practice

Hey Marcus,

It's great to be back at school!

Hawe wyou had a chance to talk to the new coach? I hear he is really good.

if e

Figure 1-25

1. Right-click message
heading, click Forward
on shortcut menu

2. Press CTRL+F




To Delete an E-Mail Message
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Deleting a message removes the e-mail message from the Inbox folder, saving disk space and making new mes-
sages easier to find. The following steps delete the e-mail message from Jose Quinteras.

e With the Inbox window active,
click the Jose Quinteras message
heading in the message pane to
select the message (Figure 1-26).

Why did the envelope icon for this
message change to an open enve-
lope with a forward pointing blue
arrow instead of the backward
pointing purple arrow?

Q&A

The backward pointing purple
arrow indicated that you replied
to the message. The forward
pointing blue arrow indicates that
you have forwarded the message.
The status of the envelope icon
represents your last action with
the message.

(2

o Click the Delete button on the
Standard toolbar to remove
the message from your Inbox
(Figure 1-27).

Is the message permanently
deleted?

Outlook moves the message to the
Deleted Items folder. To perma-
nently delete an e-mail message
from the Deleted Items folder,
click the Deleted Items folder icon
in the Mail Folders pane, select the
message in the Deleted Items mes-
sage pane, click the Delete button,
and then click the Yes button

in the Microsoft Office Outlook
dialog box.

Q&A

| i Brtrem |

Delete button

I» Inbox - Microsoft Outlook

E _E!Ié Edit  Wiew Go Tetls  Actions Help
_Elgiﬂ_ew - g0 X L Reply Q_Rgplyto All i Forward | m W ﬁs_endeegeive + [ | [l Search address
Mail <« ||L2 Inbox First Practice
Favorite Folders 2 Wl search Inbox H H
= & fl|5=arch Inb L~]% 1l jose Quinteras [jo
Inbox (3] 7
Click here to enable Instant Search i Pavard
) Unread Maif | | Youfa ed this mes|
=) sent Ttems Arranged By: Date message ton top S fent Thu 14002008 9:4
Mail Folders =l heading selected Tor marcuscookl@come
: - = Today T
2] All Mail Ttems -

] Matt Tartan

= ﬁf’ Personal Folders Ve need to meet,,.now!
R i

Hey Marcus,

@ Creleted Thems

It's great to b

LA Dratts » %M

@Inhox 3 ._....._.?m. @

[ Junk E-mail 1 Kenny Martin
Cuthn RE: This season’s schedule
message 1 Cale Freeman
forwarded icon wiork Problems

= L@ Search Folders i Kyle Baker

Teamn Meetings
.-j Eenry Martin
RE: Fwt: My Spring Schedule

-_/___

Figure 1-26

Hawe you had a
hear he is rea

I was wonderin
first team work
Please let me k

Thanks,
Jose

\» Inbox - Microsoft Outlook

Eﬂlé Edit  Miew Go Tools  Acions  Help

El'g_jﬂ_ew v ﬂ 3 x Qggply Q_Rgplyto &)1 g Fonward ﬁi b | %S_endeegeive - [ | [ Searchaddressb

Mail « || Inbox

RE: This season’s

Favorite Folders «

Search Inbox

et

e-mail message

Kenny kdartin [ken

ed to meet,..now!

e-mail message |Cli|:k here to enable Instant Search heading removed kv e Bie bk i ks
moved to Deleted from Message pane -
Items folder rranged By: Date - I* Ser Thu 21062005 8:4
Mail % 5 Tod / T mar cuscookl@comd
e - =| Today 1
O] All il Tiems - I Message | Bl Donn
- . | Matt Tartan 9:47 PM
=] @3*' rsonal Folders
R

Creleted Thems

L7 Drafts

Marcus,

[~} Inbox (3]
[ Junk E-mail

@ Ciuthox
[§ RSS Feeds

‘Waork Problems

= File Baker
Teamn Meetin

Figure 1-27

Attached is the
I am locking for
team and gettin
this could be a

Other Ways

1. Drag e-mail message to
Deleted Items folder in
Mail Folders pane

2. On Edit menu, click
Delete

3. Press CTRL+D

4. Click e-mail message,
press DELETE key

-—
S
(]
-
o
©
=
|9
-
o
L)
=]
=]
o
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To View a File Attachment

A paper clip icon in a message heading indicates that the message contains a file attachment. The message
from Kenny Martin (see Figure 1-28) contains an attachment — in this case, a schedule for the team. The following
steps open the message and view the contents of the file attachment.

e \With the Inbox window active,
double-click the Kenny Martin
message heading in the
Message pane (Figure 1-28).

12

o If necessary, maximize the RE:
This season’s schedule — Message
window (Figure 1-29).

message body [T]

ke
Toals  Actions  Help
| Reply ._-'ﬁRepIyto &) igp Forward | Sn W '::ﬁSendeegei\re v [ | @ Searchaddressbooks - | @ 5
L1 Inbox RE: This season’s schedule
[Search Inbo L% Kenmy Martin [kenmyrpsit2o=tm 5
name of

|Click here to enable Instant Search |

Mewwest on top -

message heading
selected

Arranged By Date

= Today

" Matt Tartan 9:47 PM
Wie need ta meet,.,now! '

© | Kenny Martin 941 PM
RE: This season's schedule [N pL

| ]| cale Freeman 8:59PM
Wark Problems

paper clip icon
indicates attachment

I Kyle Baker
Team Meetings

Lol Kenhu bda

Extra line breaks in this mess| attached file

Thu 11072005 9:41 PM
miarcuscookl @comcast,n

sent

To:

= >
| Message | IgljDonner Schedulesxdsx: (10 KE)

Marcus;

Attached is the schedule for the u
I am locking forward to meeting th
team and getting started with work
this could be s historic season at

Figure 1-28

RE: This season'’s schedule —
Message window

|90

Message

ST TS TD Sl Tas TEEIE S

Delete Mowe to Create

——RE

i This season’s schedule - Message (Plain Text)

&, safe Lists ~ ai Y -_EI 2:

Reply Reply Fonward Other Block | Mot Ik Categorize Follow Mark as 3
to all Folder= Rule Actions~ || Sender — o Up~ Unread g 5
Respond Actions Junk E-mail [ Options ] F

Extra line breaks in this message were removed,

Fram: Kenny Markin [kennymarkinl 23@hatmail. com]
iz rmarcuscookl @eomcask.net

e

Subjedt: RE: This season’s schedule

| Message | @aDonner Schedule.xls: [10 KB]
= h N

—

Marcus,

file size

Attached is t
started with w

schedule
kouts.

file name

Coach Martin

Excel
worksheet icon

sFrom: "Marcus Cook™ <marcuscooklgcomcast.nets
»>To: <kennymartiniZ3ghotmail.com:
»5ubject: This season's schedule

Per the upcoming season. I am looking forward to meeting
I thiwk this could be a historic season at CDonner.

Figure 1-29
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Q&A

e Double-click the

Donner Schedule icon
in the Attachments
area to open the
Donner Schedule
Microsoft Excel file
(Figure 1-30).

o If Outlook displays

the Opening Mail
Attachment dialog
box, click the Open
button.

What type of files
can | open?

File attachments can
be any type of file;
however, files can be
viewed only if your
computer has the
appropriate soft-
ware. For example,
if your computer
does not have Excel
installed, then you
cannot view an Excel
file attachment.

(4

o After viewing the
worksheet, click the
Close button on the
right side of the title

Working with Outgoing Messages OUT 23

e ¥ 5 RE! This seasan's schedule - Message (Plain Text)
PTG Donner Schedule -
il |7 Microsoft Excel window
= = b i __‘n 43 Find
WD gomve- By ¥ (Y
| ' | DR
Reply Forward | Delete Moweto Create Othe Block L Mot Junk Categorize Follow Mark as ||
to &l Folder= Rule Actions =\ Sender ¥ Wp~ Uriread || W Select-
Respond || Adions  \ JunkEmail | optons Gl Find
p_.‘ - E Donner Schedule - Microsoft Excel - = ‘x
L 1 I
| Home | Insert  Pagelayout  Farmulas  Data  Review  View @ - = x|%n
|' & calibri ol PIIEE S |§_ | =0 General - A i galnsert~ || E - ﬂ ﬂ
' 32 || ====-]|s-% ¢ || g% pelete - | @]~
= Il - styles | .. Sorta Finda |
=io-| | w 8| iramse || v Fres santt~ |
slignment | Mumber = | Editing |
&1 - &| Donner Community College Screaming Eagles
|4 IO B c D E F G TSN S W
Ll L4
1 ‘Donner Community College Screaming Eaglosl
=x -
3 2008 Men's Baseball Schedule
L 4
: 5 | le-Feh at Beachcombe, FL Community College
j=
7| 23-Feh at Blackburg, TX Community Callege
>
|5 6-kar Nutonne College (PA)
pio
| 11 8-Mar Central Ohio Technical Institute
el
13| 11-Mar at Snow Hill Community College (IL)
Lidl "
4 4 » »| Sheetl  Sheet?  Sheet3 . J
| Ready |

ou hawe the new schedule ready? If it i1s ready, I would appreciate
sending it to me so I can pass it out to the rest of the team.

Figure 1-30

bar in the Excel window to close the attachment and Excel.

o Click the Close button in the Message window.

Other Ways

Working with Outgoing Messages 2

Before composing a new mail message, you should create an e-mail signature to save time
when sending messages.

An e-mail signature is a unique message automatically added to the end of an
outgoing e-mail message. It can consist of text and/or pictures. The type of signature you
add may depend on the recipient of the message. For messages to family and friends, a
first name may be sufficient, while messages to business contacts may include your full
name, address, telephone number, and other business information. Outlook allows you to
create a different signature for each e-mail account created in Outlook.

1. Double-click file
attachment name in
Reading Pane

Click Save button

in Opening Mail
Attachments dialog box
to save attachment to
hard drive or portable
storage device

3. On File menu point
to Save Attachments
to save attachment to
hard drive or portable
storage device

-—
S
(]
-
o
©
=
|9
-
o
L)
=]
=]
o
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To Create and Insert an E-Mail Signature

The following steps create and insert an e-mail signature in an e-mail message. The signature will be used by

Marcus in his role as team captain.

e With the Inbox window active,
click Tools on the menu bar to dis-
play the Tools menu (Figure 1-31).

12)

e Click Options on the Tools menu to
display the Options dialog box.

e Click the Mail Format tab to
display the Mail Format sheet
(Figure 1-32).

File  Edit

Wiews GO

v Inbox - Microsoft Outlook

elp

: Ioo_lstg&ctions H
Dy dNew - g B3 X Bnd/Receive

Instant Search

O] All Mail Ttems

Mail
Favorite Folders L Address Book...
[jmbox 2] i Organize
A Unread Maif (4 Rules and Alerts...
L= sent Items
= Mailbox Cleanup...
Mail Folders

@ Empty "Deleted Items" Folder

" Ba W | sendreceive + [ | @ Search address

RE: This season’s

Ctrl+ Shift+B

) ¥

¥
|
Mewest on top -

Kenny kdartin [ken
Extra line breaks in this
Sun 11/26/2006 9:4

To: marcuscookl@comeal

L Message | B Donne

Sent:

9:47 PM
= B0 Personal Folders EJTE i !
& Deleted Tems bacro r Marcus,
27| Drafts & —
ccount Settings.. i
i Inbox (2) i3 4 : Attached is the
L Junk E-mail Trust Center... Ll I am looking fo
5] Outbox vl = team and gettin
L R3S Feeds ) . this could be a
4 Sent Ttems Cptions.., Options command
| G i— rartin
Figure 1-31
Options
dialog box
n Mail Format tab |. i
O ptio

Click here to enable

Brranged By: Date

3 Today

Matt Tartan
e need to mee
Kenny Martin

RE: This season’

Cale Freeman
Wintk Problems

4 Kyle Eaker
Team Meetings

(=1 Kenny Martin

kdy Spring Sched)
Kewin &nderson
Honwe sweere the b

I Jake Munan
Hew, let's gettod

Message format

223@hotmail.co

remoned,

Choose a Format fo

Compose in this message Format: | - |

HTML Farmat

Reduce the file size of the message by removing formatting information
that is nok necessary to display the e-mail message

Rely on €55 For
[]5ave smart tags

Skationery and Fonts

Editor options

t outgoing mail and change advanced settings.

s (10 KE)

[ Inkernet Format.. . ] [InternationaIOptions...]

for the upcom
meeting the re
with workout
season at Do

fFont Formatting

in e-mail

RE: Fis My Spri ¢ Use stationery bo change your default font and style, change colors, and
& ryan Hunt _;% add backarounds to vour messages.
1 Luke Davis Signatires rcuscook 1@com
Hey,Mareus, Wil  (reate and edit signatures For ouktgoing messages, replies and Farwards, mail.com>
0 Trevor Wialker ;@:; schedule

21:23:48 -B688

- j Change the editing settings for e-paif messages,
ﬁ N Editor Options. ..
Signatures
button
the team ower
L Ok ] [ Cancel ] Apply

ady to start

Figure 1-32
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13

e Click the Signatures

Signatures and
Stationery dialog box

-—
S
(]
-
o
©
=
|9
-
o
L)
=]
=]
o

button to display _
the Signatures and Signatures and Stationery
Stationery dlalog E-mail Signature | Personal Stationery |
bOX (Figure 1_33) A | Select signature to edit Choose default signature
5 E-mail account: |marcusc00k1@comcast.net ¢I|
rs Mew messages: |(none) \P|
Replies/forwards: |(n0ne) v|
: g s
il Delete Mew Save Rename of
Edit signature Lt
; g
Calibri {Body) | [T 1 | B I U Automatic E = = | [labusiness Card | = .
o
ers ]
e
= - ) [ oo J
eak

[ Ok ][ Cancel ] Apply

ady to start practic

Figure 1-33

(4

e Click the New

) algnatures and Stationery
button to display :
the New Signature E-mail Signature | Personal Stationery |
dialog box Select signature to edit New Signature Choose default signature
: dialog box E-rnail b
b mnall SEcaunt: |marcusc00k1@comcast.net #|
e \When Outlook Mew messages: |(none) \P|
disp|ays the New Replies/Forwards: |(n0ne) -w|
Signature dialog " hg se
H Delete Mew of
box, type Team in Mew Signature [ | I th
the ‘Type a name for Edit signature i ot -
this signature' text Copsolas | |£8: | B I |1TypeTname S AL | | B3] Business Card | 9
> eFs Ean|
box (Figure 1-34). e |
Team entered I 2 i [ ] ] =
as name of new =
signature
i
buet]
K el
—

Figure 1-34
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(5]

e Click the OK button.

Signatures and Stationery

e Click in the Edit

Choose
default
signature
area

) E-mail Signature | Personal Stationery |
S|gnature area i
Of the Signatures Select signature to edit Choosn=T default signature
and Stationery T Tean E-mail sccount: |marcuscook1@comcast.net Ql \
. Mew messages: 1
dialog box and type [rone) ¥ (
Replies/forwards:
Marcus Cook - et (none) v
. g s
Team Captaln as [ Delete ] [ Mew ] [ Save ] [ REename ] of
the signature i I th
i Edit signature -
(Flgure 1_35) |Ca|ibri (Bodyw) v||11 v|| B I U Autornatic v ||__ = | 8- Business Card | E % |
fdarcus Coak - Team Captain|\ ~
signature text =
for Marcus’ team
Edit signature ), captain signature
area b\ el
-
—
C

T

Figure 1-35

(6

(7

Q&A

e In the Choose default
signature area of gnatures and Statio

the Slgnatures and E-mail Signature . Perzonal Skakionery |

Stationery dialog
box, select the appro-

priate e-mail account Team selected as default

. . signature for new messages,
(if you are stepping s replies, and forwards
through this project,
ask your instructor [ Delete J [ Mewy J [ Save J [ Rename J
for the appropriate Edit signbture

A | Select signature to edit

e-mail account). |Cali}£ri (Body) v||11 v|| B I U | Autormiatic
I

Choose default signature

account selected
for this signature

E-mail account:

|marcusc00k1 @comcask, net & L4 |

Mew messages: |Team

8

Reples{foraards: I%i

.
5|

| B]Business Card | | %

¢ | [nabrevis cpok - Team Captain
o |f necessary, select ’ Delete button f

Team in the New
messages box and
the Replies/forwards
box to select it as
the default signature
(Figure 1-36).

w

|
L4

[ o

][ Cancel J

t.net]

eak

o Click the OK button e
to close the Signatures
and Stationery dialog
box. Click OK in the Options dialog box to close the dialog box.

Figure

What do | do with my signature now that it is created?

1-36

Your signature will be inserted automatically in all new messages as well as reply and forward

messages. You also can modify or remove your signatures at any time using the Signatures

and Stationery dialog box.

Other Ways

1. Press ALT+T, press O
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=

S

[

E-Mail Signatures for Multiple Accounts 3| E-Mail Signatures ©
'E Outlook allows you to 5

You can create unique signatures for different accounts by adding new signatures add signatures to your v

and selecting a different account in the Choose default signature area of the Signatures e-mail messages that o
and Stationary dialog box (Figure 1-36) you create in Word 2007. 2
Ty & gu : Some of the advantages ":','

to creating them in Word (@)

is the ability to insert
pictures and hyperlinks

New Mall Messages into the signature.
In addition to opening and reading, replying to, forwarding, and deleting e-mail

messages, you will have many occasions to compose and send original e-mail messages.

When you compose an e-mail message, you must know the e-mail address of the recipient

of the message, enter a brief one-line subject that identifies the purpose or contents of the

message, and then type the message in the message body.
You also can format an e-mail message to enhance the appearance of the message.

Formatting refers to changing the style, size, and color of the text document.

To Compose an E-Mail Message

The following steps compose a formatted e-mail message to Kenny Martin with an attachment.

. . . New Mail
e With the Inbox window active, ~ Inboy Message button |k
point to the New Mail Message ¢ File E_dit’/mew Go Tools acdions  Help
bl'.‘tton on the Standard toolbar giﬂew[\v ﬂ 3 b  Beply Q_Rgplyto &)1 L Forward -1 h o ’EjSendIRegei\re - [ | [ Search address
(Figure 1-37). - =
Mail [tew Mail Messagef || ) Inbox RE: This season’s
iteesis Sensamn 2 f[[search inbox P~lv Kerry Martin [ken
L??;::d[ﬂafr | Click here to enable Instant Search | Extra line breaks in this
@ SentTtems Arranged By: Date Mewe st an top | “ Y sent: Thu 1102008 9:4
Mail Folders =1 Tos mnarcuscookl @com:
=] Today -
E]AIIMaiI]lems - | Message | @Donne
] Matt Tartan 9:47 PM
= € Personal Folders We need to meet,. now! !
E Eel:edltems akfe i e Ss“‘ﬁf"f*ﬂ o Marcus,
Figure 1-37
e Click the New Mail T L I S Untitled - Message (HTML)
il —————— To, Cc, and
Mess:lagotle button to open the [ Messsoe [MMER| subjort text boxes [
Untitled — Message : e p
= Cut 2 S| TN ==l [y [ | =
¥ T wv=eiE) & gl 5

Address Check Attach | Attach Business

window (Figure 1-38). By -
P (7 (CEr e = & [T

J Farmat Fairter || i Book Mames || File | Item  Card~
| Clinboard (el | Basic Text E Wames Include
¥ /] 1
/] Untitled -
14 j Message window

Iarcus Cook - Team Captain
\ message body
4 ™ signature added

automatically

Figure 1-38
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©

® Type kennymartinl23@

hotmail.com in the To text box,
click the Subject text box, and then >
type Draft Practice Schedule |J

in the Subject text box
(Figure 1-39).

® Press the TAB key to move the
insertion point into the message

body area.

14)

® Type the e-mail
message (Figure 1-40).

What if | make a
mistake while typing
a message?

Q&A

When you enter a
message, you can use
the DELETE key and
BACKSPACE key to
correct errors.

If you are using
Microsoft Word as
your e-mail editor
and you have the
appropriate Spelling
options selected, then
the spell checker will
flag the misspelled words

entry in Subject
text box appears

on title bar
- -
™ I T Draft Practice Schedule - Message (HTML)
I Message | Insert Options  Format Text
‘_“C_'Ut. Callbrl[Bo"ll - A AT | B i_'|ﬂ ﬁi @ Q l_:;_'uﬂ l@
- Copy
o : |n T u||a,_b,7-- 5 55| Address Check || Aftach Aftach Business
~ - Format Fainter S| Book  Mames | File  Item  Card~
Clipboard |l Basic Text i Mames Include
L Ta, J |kennymartin123@h0tmail.com\ destination

|

e-mail address

Subject:

| Draft Practice Schedule o

|

et g — |

subject of
e-mail message

Iarcus Cook - Team Captain

Figure 1-39

HTML in title bar

.gﬁu+¢l=

a——
| Message | Insert Options  Format Text

indicates current
message format

Draft Practice Schedule - Message (HTML) -————

=

x
)

j # cut

.‘Calibri[so-:n -
=4 Capy -

r-k'

) &

i§ =

Attach Ahach Business Calendar Signature
-

¥ | ¢ vianmportance g

B 7 U .ag}~ =|| Address Check !nll:uu Spelling
T F romat panter ‘ = “— Book MNames | Fle fem  Card~ Up 4 towingaitinge .

Clipboard f= Easic Text = ames Include i Options. '« || Proofing
This message has not been sent.

[ Ta... ] |kennymart\nlZﬁ@hotmail.com

e

Subject; |Draft Practice Schedule

\
i message H

DRAFT PRACTICE SCHEDULE

Coach Martin,

Thanks|

Marcus Cook - Team Captain

Figure 1-40

with a red wavy line. Furthermore, the message will be spell checked before it is sent.

| gathered information from the team and put together a practice schedule for January, Flease ook it aver and let me know of there are any problems,
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=
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To Format an E-Mail Message ©
. . . . . o
Outlook’s default message format is HI'ML, which allows you to customize text with numbering, bullets, v
alignment, signatures, and linking to Web pages. The following steps center the text, DRAFT PRACTICE =
SCHEDULE, change the font size to 36-point, and change the color of the text to red. A font size is measured s
in points. A point is equal to 1/72 of one inch in height. Thus a font size of 36 points is approximately one-half (o]
inch in height.
o Format Text tab includes options
o Highlight the text, DRAFT GR0e - B O e arermee-screalie - Message (WL
PRACTICE SCHEDULE, in the C T e ST — r/
message body and then click the % i By i
Format Text tab (Figure 1-41). _d allbile -l - AW =

8Bk CeDi | AaBbj
TMormal | THes

R .3||n I U aex Aanav A
Clipboard & | Font: B

This message has not been sent,

[ Ty, ] |kennxmartinl23@hotmail.com | Center button |

Cee ]|

Subject: |Draft Practice Schedule

T orarTrrRacTicE

Coach Martin, SCHEDULE selected

| gathered information from the team and put together a practice schedule for January, Please look it ove

Tharks

harcus Cook - Team Captain

Figure 1-41
e Click the Center button in the AR Draft Practice Schedule - Message (HTML)
Paragraph group on the Format a T T —
Text tab to center the selected text .
(Figure 1-42). _d il 2 libriiBack o - ”j 83BbCeDe | 4aBh
Pﬁ:t‘ ” ‘|B oo 10 e 05 0t A ||EZV A |‘|—-|_| | _ ; ! MTHormal | THo Sj
Chipboard 'T- | Font i L\} Paragraph 'i
This message has not been sent,

[ Ty, ] |kenngmartin123@hotmail.com

e |

Subject: |Draft Practice Schedule

Coach hMartin,

| gathered information from the team and put together a practice schedule for January, Please look it ove

Thanks

Iarcus Cook - Team Captain

Figure 1-42
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13

Q&A

e Click the Font Color button in the
Font group on the Format Text tab
to change the color of the selected
text to red (Figure 1-43).

How do | pick a color other
than red?

To select a font color, click the box
arrow on the Font Color button to
display a color palette. Simply click
a color on the palette to change
the color of the text.

o

e Click the Font Size box arrow in

the Font group on the Format Text
tab to display the Font Size list
(Figure 1-44).

Draft Practice Schedule -

DY+ e | F Message (HTML)
) ===

Message Insert Options | Farmat Texdt [
x |
%I | Calibri [Body) | aaph
,3||.B Z U sbe %, X Aa~| ¥ Thos
Clipbaard 1 | o
. Font Color
This message has not been sent. button
e i -.
[ To ] |kennymart|n123@hotmall com e T
[ o J | to red
A
Subjecti | Dratt Practice Schedule /
Coach Martin,

| gathered information from the team and put together a practice schedule for January, Flease look it ove

Thanks

Marcus Cook - Team Captain

Figure 1-43
Font Size
@ﬂ BB e box box arrow Draft Practice Schedule - Message (HTML)
Tow) .
Message  Insert oﬂhn | ForpdtTest |
d * || Calibri [Body) v_@rA A ”E A3BR
Paste |3 SR e e EJ-‘” nNosj
Clipboard I'- Fant| 10 & | |
|4 |
This message has not been sent, 12
[ 0k ] |kenngmartin123@ 14 com

[ ]| 13

Subject: |DraftPracticeS 20

24
Font Size list 2%

Coach Martin, 36

T

| gatherad information fram the 72 = &nd put together a practice schedule for lanuary, Flease look it ove

Thanks

Marcus Cook - Tearmn Captain

Figure 1-44
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36 in Font

e Scroll down the Font Size list, click
36, and then click the selected

Size box

DY+
o ; T T
Message Insert Clm-/{ Format Text |

text to remove the selection
(Figure 1-45).

oy
Dj # Calibri ([Body)
ag

Paste

Draft Practice Schedule - Message (HTML)

|

SaBhCeDi AaBbj
TMormal | THoSp

é Why do | have to select the entire 5 | [ i ArHMTAv‘.' e
o| text to change the format? it » i =
Because centering is a paragraph This message hes it Buen sanh

format, you can simply click within
the text, and then click the Center
button. Font size, however, is a char-

[ Ty, ] |kenngmartin123@hotmail.com

Cee |

text formatted in

Subject: |Draft Practice Schedule

36-point font size |

acter format, so you must select the
characters in the entire text before
you select a new font size.

Coach Martin,

/
DRAFT|PRACTICE SCHE

| gathered information from the team and put together a practice schedule for January, Please look it over

Thanks

Marcus Cook - Team Captain

Figure 1-45

To Attach a File to an E-Mail Message and Send the Message

Outlook allows you to attach almost any kind of file to your message. You may need to send a Word
document, an Excel worksheet, a picture, or other type of file. The following steps attach the Draft Practice

Schedule.xlsx file to the e-mail message.

Insert tab

e Click the Insert tab on

A = N
the Ribbon and then =

Message | Insert

Draft Practice Schedule - Message (HTML)
Options Format Text

click the Attach File g5 m a8} TP al g e |2 ol St | T e
button in the Include Attach Aftach Business Calendar Signature | Table | Picture Clip Shapes Smartdrt Chart | Hyperlink Bookmark || Text Quick Waordart E::‘:m. E?::;ﬂum
File  Mem Card~ % % Art Box~ Pats~ - e a= e
group to display the Include = || Tables I(iqstlart Fgle \ Links Text Symbols
Insert File dialog box _m@wm PO M ki
. Attach File  tonyma
(Figure 1-46). | e P

Send T
Subject: Draft Pral

Look in: | uﬂ My Documents

¥ @2 XmE-

o Trusted @My Music 4
Templates | | 18w, pictures —a
S e -
kﬁsharePolnt Drafts _
[ Deskiop |_5naglt Catalog Look in
box arrow
]
Coach Martin, L[BDgcuments
N
| gathered information fri Computer
g Iy Metwark.
Thanks st
|| e M

Figure 1-46
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(2

With your USB

flash drive con-
nected to one of

| <> UDISK 2.0 (E:)

¥ @3 XmE-

Files of type: | Al Files

'] Cases 1-2 Contacts
|-._4_]Cases 1-3 Inbox
= Donner scheduls

Draft Practice Schedule
file selected as file
attachment

xj.JLah 1-1 Contacts
\Lah 1-2 Inhax
2 |Marcus' Inho

File pae: | | Insert button E’l

NI |
N

[ Insert 'J[ Cancel

the computer’s USB Laok ir:
ports, if necessary, - Trusted
click the Look in box . ;Zm;:f::t
arrow and then click ““ Dacuments
UDISK 2.0 (E:) to [E) Deskiop
select the USB flash = My
drive, drive E in this 1 f:c”me”ts
case, in the Look el
in list as the device gl
that contains

the file.

Click Draft Practice
Schedule in the

Insert File dialog
box (Figure 1-47).

©

e Click the Insert button in the

Q&A

Insert File dialog box to insert
the file into the message
(Figure 1-48).

What if | have more than one file
to send?

You can attach multiple
documents to the same e-mail
message. Simply perform the
previous steps for each attach-
ment. Keep in mind, however,
that some Internet service provid-
ers limit the total size of e-mail
messages you can attach. You
should keep the sum of the file
sizes attached to an e-mail
message to less than 1 MB.

(4

e Click the Send button to send the

BTW

File Attachments

Outlook allows other ways for a
file to be inserted into a message.
You can drag a file from any folder
on your computer to a message, or
you can copy and paste a file into
a message as an attachment by
right-clicking the file, clicking Copy
on the shortcut menu, then in the
Outlook message, clicking Paste on
the Edit menu.

message and close the Message
window (Figure 1-48).

Figure 1-47

Al

@n) 0 2 o

Draft Practice Schedule - Message (HTML)

——

Message Ilnsert | Options Format Tesxd

i 25 ™M 7 D -wEBr2l @ 4

[ siness Calendar Signature Tahle | Ficture Clip  Shapes Smartart Chart il Hypetlink Bookmark ||
Send button Fa"u = R [ | At ¥ [ I
rclude & || Tables | llustrations I Links _il

Th%ﬂ'ﬁlﬂ! has not been sent,

[ i} ] |kenn tnartind 23@hokmnail. com

(e |

Subject: |Draft Practice Schedule

Attached: i&]Draft Practice Schedule.sls: (9 KE

j
DRAFT|PRACTICE SCHE

Attachment
box appears

file name
indicates
attached
Excel file

Coach kartin,
| gathered information from the team and put together a practice schedule for January. Please look it over

Thanks

Marcus Cook - Team Captain

Figure 1-48
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Organizing E-Mail Messages

Keeping track of your incoming messages can be a challenge, especially if you receive a lot of
mail. Two features that can help you organize your messages are the Category box and Follow
Up flag, located to the right of the message headings. The Category box can be assigned one
of six different default colors, or you can create your own categories with different colors. Color
selection and the meaning of each color are entirely at the discretion of the user. For example,
you could assign red to indicate a message from your boss, yellow could mean a message from
your best friend, and purple may be a message from your parents.

The Follow Up flag can be assigned one of five different flags, or you can customize
your own Follow Up flag. These flags are used to remind you to follow up on an issue. When
you select a flag, Outlook adds a reminder message in the Reading pane. Outlook also adds a
task to the To-Do Bar.

-
S
(]
-
Q.
©
<=
|9
S
o
0
=
=}
o

To Categorize E-Mail Messages

Marcus would like to organize his messages. The following steps categorize, flag, and sort e-mail messages.

H messz:lge -
(] Wlth the |nb0X AM&I = 7l heading selected Tor  marcuscoot 2 E-l
. . E Tod - - =
window active, £l Anmai zems = :‘;:’hna“ 7 = shortcut | Message | Ef]Danner schedulexisx (10 KB
right-click the Kenny ﬂ%ﬁgm"m'dm e need to meet---ny/ menu o
s Deleted Items s i arcus
. o L KennyMartin 41 :
Martin message 2 prars o' sehedle ../,g’ . . £
. . thnx 2 & CaleF Qpen Attached is the schedule for the upcoming season. i;
headlng to dISp|ay L Junk E-mail = el I am looking forward to meeting the rest of the F]
[ Outhi Wiork Prablems @ Print y ’ ; !
I Outbox = n, team and getting started with workouts. I think i
the message [0 Rss Feeds 4 Kile Baker e Beply this coul . c season at Donner. g
(=] SentTrems Team Meetings Gl Replyto Al Categories
shortcut menu. WP ssanfoiters | @ kenny Martin e cosch wand  submenu :
RE! Fwil: My Spring Schedule ‘% Forward = >
. . =4 Ryan Hunt Wiew Attachments  »
e Point to Categorize anl F‘E”"“ :U"“’ : /
to dISp|ay the 12 Luke D Al Ernom= “Mardis Conk™ ¢marcuscooklf@icomcast . nets L4
Categorize [“Hii—] Catetioties b‘u » Clear Al Categories Bl o ;
Categorles submenu command | ¥ Mark as Unres 8 Create Categary Search Folder.. ;ih;suig w60 3
. - % o : =4
(Flgure 1_49)' 15 Kevin &nderson Find 21 : g Blue Category i E
Houe weere the holidays? L& Ereate Rule.. D Green Categony
4 Jake Nunan Junk E-mail * ||) orange Category
ij’ Mail Heyw, let's get together x Delets ﬁ B Catanom ned ot
e ategor
7] calendar 23 Move to Folder... g RediCatiy oy the Commang Y |and 1
2] Message Options.. | | Yellow Categony o = .
g= i ¥ to start practicing.
Q D Al Cateories..,
| Tasks Set Duick Click...
el (A >Do you have the new schedule ready? If it is -
Figure 1-49
= | Junk E-Mail Filters
E A useful feature in Outlook is the Junk E-mail Filter.

The filter is on by default. It automatically evaluates
whether an unread message should be sent to the
Junk E-mail folder. While you can configure the Junk
E-mail Filter to your own personal settings, the default
settings evaluate several factors, such as content, time
the message was sent, and who sent the message. To
change junk e-mail settings, click Options on the Tools
menu, and then click the Junk E-mail button in the
Preferences sheet of the Options dialog box. Make the
preferred changes in the Junk E-mail Options dialog
box. Note that the Junk E-mail folder is not available if
you use an Exchange Server e-mail account.
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e Click the Red Category command
on the Categories submenu. If the
Rename Category dialog box
appears, click No.

e Repeat Steps 1 and 2 to categorize
the remaining messages in the
message pane (Figure 1-50).

Other Ways

1. Right-click Categorize
box, click appropriate
category color

2. On Actions menu,
point to Categorize,
click appropriate
category color

3. Click the Category
button on the
Standard toolbar,
click appropriate
category color

4. Press ALT+A, press |

©OFile  Edit  Wiew Go

» Inhox - Microsoft Outlook

Toals

Actions  Help

éj_]ﬂew - ﬂh 3 x '.;:"Beply .'_%ReplytoAll :'“Forward

2a ? '-r]u‘ Send/Rece

Mail

“

category description
in Reading pane

Favorite Folders
[ nbox [2)
L Unread pMail
=] sent Items

»

Mail Folders
2] All Mail Tiems

= B4F Personal Folders
@ Deleted Ttems
IE Drrafts
[} nbox (2]
(3 Junk E-mail
LS outhox
[ RSS Feeds
[} sent Trems
=] L,ﬂ Search Folders

[ Inbox

|Click here to enable Instant Search

HKET(AIsS

Kenny hartin [ken
Extra [Nie breaks in this

Arranged By Date Mewest an top | -
& Today Sentt Thu 1/10/2008 9:43
g Tei marcuscookl @oomcs
] Matt Tartan 9:47 PM - -
Wie need ta meet,.,now! ' @ I Message | @_ﬂDonne
=~ Kenny Rartin 9:41 PM Q
RE: Thiz season’s schedule 0 Marcus,
] cale Freeman 8:59 PM @
Wiork Problems Attached is the
10 Kyle Baker 856 PM I am looking fo
Team Meetings = te:am and gettin
{5 Kenny Martin B54PM o this could b g
RE: Py My Spring Schedule > e a”tmeSS_ag(ejS
. 0; categorize
(=4 Ryan Hunt didd PR M 9
Mewy Coach -
5 Luke Davis 842 PM
Hey Marcus, What's Up? - SErom: “Marcus ©
(=" Tre\r_orWaIk_er G140 PA D »To: ckennymarti
: My Epring Schedule >Subject - This
= Kewin Anderson H138 P @ sDate: Sun, 26
Howw wvere the holidays? = 5
=4 lake Munan BI4PM sCoach,
Hey, let's getto )

Figure 1-50

To Flag E-Mail Messages

The following steps mark a message with a flag that indicates the message needs to be dealt with today.

e With the Inbox window active,
right-click the Kenny Martin
message heading to display the
message shortcut menu
(Figure 1-51).

e Point to Follow Up to display the
Follow Up submenu (Figure 1-51).

Ems

= ELF personal Folders
5 Deleted Items
EZ] Drrafts
[} mbox (2)
L Junk E-mail
L8] Outbox
[ RS Feeds
=] sent tems
@ [0 search Falders

message
heading selected

:1 shortcut menu
9z

[ofuly)in

RE: This season's schedule

=]

&

a

Cale Freeman
‘Wark Problems

Kyle Baker
Team Meetings

Eenny Martin

RE: Fitd: My Spring Seheduld

Fyan Hunt
2w Coach

0 Print

=4 | Follow Up
command

| __——
at's Up? :
o Trevor Walker 5]
My Spring Schedule
20 Kewin Anderson
Honw weere the haolidays?
(=4 Jake Munan
Hey, let's get together

EE).

@ X

] Matt Tartan
‘e need to meet...now!/ ! ['P | Message | BEDonng
- Kenny Martin. 9:41 P ﬁ

Dpen

Reply

Reply to &1 flag icon
Forward

“Wiew &ttachments  »

1 T

Today

command s
I 1 LeSmer. £
tehm | Follow up

tHis submenu

03 Martin

Follauws Lip 3 “f" Igd'ay

Categarize % PN Tomorrow

Mark as Unread '\ This Week rcn:i‘tc

Fitd &1 b Mextinieek his

Lreate Rule.., Y Mo Date 26

Jurk E-mail r | custom..

Cielete A Add Reminder..,

Move to Folder.., " Mark Complete

Message Options.., ClearFlag d to
Set Quick Click..,  f4 th

T

Figure 1-51
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=
S
(]
)
(2 s
<
e Click the Today command on the e e B v
Follow Up submenu to assign a [ sentItems Arranged By: Date Newestontop |~ %
Follow Up flag with today as the Mail Folders AN todey Y N o
due date. £ Al Mail ems i Sent Thu 1/10/2008 5:4 5
_ L] Matt Tartan S4TPM o e Thu A i
=) BUF Personal Folders e need g - Tor marcuscookl @comed O
® Repeat Steps 1 and 2.t(-) add Follow % gg::dltems Sl Message | @@ ponne
Up flags to the remaining messages 5 1nbox @ - Hamt i
in the message pane (Figure 1-52). (3 Junk E-mail Wi Gale e man L | 4 Marcus,
@ AT Work Problerns
- F = Kyle Bak 856 PM — s
o Select different flags as necessary. E i sl S ox Attached is the
o = Sen he:sld - o2 I am looking fo
< | What does the Follow Up message ot Bl i1 Kenny Martin B54PM g t in
o3| - . - EE: Fwy: My Spring Schedule oy ?I!grgzs;af%?s By
o| in the Reading pane mean? @ Ryar Hunt BPM ) follow up
You can select from five default 5 DEn Coac B Coach Martin
. Luke Davis 842 PNy
Follow Up flags. The message in Hey Marcus, What's Lp? @x
the Reading pane corresponds to (= Trevar Walker B40PM )
that selection and assigns a Start = I Sprinig Sehedls ;_Frzc’m(ke:j;;:iti
. kevin Andersan 36 PM e iy s
date and Due date to the selection Hodivera the Bl @x ssubject: This s
(today, tomorrow, this week, and ~ |L—— 53 Jake Nunan BI4PM >Date: Sun, 26
next Week) o Hey, let's get together e .\ 2
. -_-%-Ma.l sCoach,

J

E >
i \_ﬂ_
Figure 1-52
Other Ways
1. Right-click Follow Up flag, 2. On Actions menu, point 3. Click the Follow Up button
click appropriate flag to Follow Up, click on the Standard toolbar,
appropriate flag click appropriate flag
4. Press ALT+A, press U

To Sort E-Mail Messages by Category Color

After categorizing and flagging the appropriate messages, you can sort the messages by category color. The
following steps sort the messages by category color.

o With the Inbox window active, ~) Inbox - Microsoft Outiook SRy
click View on the menu bar to e R _ Help Date command
open the View menu. Point to | e - Arrange By N b patea— B R sort oo
Arrange By to display the Arrange 7“.‘1 Currert Wiew , Gorversatinn
By submenu (Figure 1-53). : S mutoPreview o RE: This season’s
Favorite Fold| = Py in Mk
[Elnholl Expand/Collapse Groups » Io Kennv hdartin [ enmn
. e Mawigation Pane ] Categoties .— | Ceits tomﬁ_’»um Start by Sun,
View menu = westontop | % 7
To-Dio Bar 3 Flag: Start Date Extra line breaks in this
Mail Folders -
2}- Reading Pane 3 Flag: Due Date
All Mail Tte -y .
Reminders Window Size 9:47 PM Sent: Thu 1/10/2008 3:4
= B4 Perso Tor o marcuscookli@com
Subject Arrange By ii—
@ Del Toolbars 3
7 i submenu | Message | @Don
!‘E Drg w Status Bar Tupe it g e b —
@II‘ID i Lo e A SR N
@ u Refrash R SR Et BIM g Mlarcus
Eﬁ Cuthox E-rnail Account
I Rss Feeds B 1yle baker Importance B — ached is the
5 =) Sentltems Team Meeti . ——— Custom command |, looking for
# L@ Search Falders 1 Kenny Mart Custom,., 3:54 P av team and getting
REFWEMY] o Show in Groups this could be a
= G144

Figure 1-53
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(2

o Click Categories on the Arrange By
submenu to sort the messages by
Category (Figure 1-54).

©

e Return to the previous view by
repeating Step 1 and then clicking
Date on the Arrange By submenu.

To Create and Apply a View

Filter

1. Press ALT+V, press A,
press E

[Mair——______—mbox_ arranged by category i'/ We needto 5
Favorite Folders K Inb:
=2 s P -1 % | \att Tartan [mtarta
|Inbox (2] 3
Click here to enable In Search
O Unread Mail | Follow up, Start by Sun
Lﬁ Sent kems Arraniged By Categories A on top | . This message was sent
Mail Folders s Extra line breaks in this
) d‘D Green Category
All Bail iems > T T :
/| Matt Tartan 9:47 PM - Y
=) BUF Personal Folders ‘W need ta meet..now! 3 Thu 1#10,.':003 El
marcuscook 1 @cannd
? EEI:Ed Tems ] Cale Freeman 8:59 PM @Y |
i.%]llnr: 2 2 Wark Problems
E L3 = Y Marcus
o/ AT ks |
t? ES“S“;DX I've got a situa
) ee = =
] B ou right away.
B sentrt 7& .| Crange Category ¥ ! g ¥
- - . this message.
i L@ Seargh Folders od Luke Davis G142 Ph =1 \
Hey Marcus, What's Up? - o
rted =
rbnessaQE§ sorte il Kewin Anderson B3EPM
y color in BY
message pane Howy were the holidays?
=l Jake Munan B34 P oy \
Hey, let's get together -
}i] Red Category
54 Kenny Martin 341 P
RE: This season's schedule 0] - v
,,,,, [ Kenny Martin 854 P g
RE: Fi: My Spring Schedule - v
. —1 Mail }
EY vellow categary
Figure 1-54
Other Ways

The following steps create and apply a view filter to show only messages from Kenny Martin.

e With the Inbox
window active,
click View on the

Edit  Wiews o Toaols  Acions Help

CLETS 5 X cuReply Replyto &l oo Fonward |

Customize View:
Messages dialog box

.

menu bar.

e Point to Arrange
By on the View
menu and then

Personal Folders
G Deleted ems

H @ Drrafts
click Custom on the B inbox 21
Arrange By sub- (g Junk E-mail

@ Cruthox

menu to display the
Customize View:
Messages dialog box
(Figure 1-55).

R35 Feeds
Sent ems

g

Search Fol i
cd Filter button Fo™ Martin
1 Pt My Spf

|1 Matt Tartan

Customize View: Messages

y
Q
£
[
-
1
v
v

e need tom Pty
Cescription
(=1 Kenny Mattin [10 KE]
RE: This seaso Importance, Reminder, Icon, Flag Status, Attachment, Fra...
[] cale Freeman
Wark Problem| EliEe s [z
Fyle Bak
a T:aem :r1eeertin Received (descending) for the
g beting
St Lor
FEds0on a
£ Ryan Hunt (Other Settings... Fonts and other Table Yiew settings
Mews Coach
50 Luke Davis #utomatic Formatting, ., | User defined Fonts on each message
Hey harcus,
(50 Trewor Walker Format Columns... Specify the display Formats For each field
My Spring Schy Cuscook 1
i Eil.com:
=0 Kevin Anderso Reset Current Yiew [ QK ] [ Cancel [
Howe wiere the [hedule
g ERLELT T 48 4
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e Click the Filter button to display
the Filter dialog box.

e Click the From text box
(Figure 1-56).

e Type Kenny Martin in the From
text box to specify that only e-mail
messages from Kenny Martin are
to appear.

13

e Click the OK button in the Filter
dialog box and the Customize
View: Message dialog box to close
both boxes and apply the view
filter (Figure 1-57).

How do | know that my other
messages have not been deleted?

Q&A

Outlook displays a message on the
status bar and the Inbox pane title
bar when a view filter is applied
to a selected folder. It also shows
the total number of messages
remaining in the Inbox folder on
the status bar.

4]

e Repeat Steps 1 and 2 to display
the Filter dialog box.

e Click the Clear All
button in the Filter
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e EARE TMessage were removed.
Today | Cat
Matt Tartan Filter dialog box
e need tom
D —
Kenny Martin [ Messages | Mare Choices | Advanced | SQL | {10 KE)
RE: This seaso
e Search for the word(s): | 'U"|
ale Freeman
Work Problem E I |subject Field only I
Kenny Martin
Kule Baker [: - entered in From | for the upcon
Team Meeting [ From... J |K9n“Y Martin| «——— | text box seting the rd
feny ey (| Csentre ]| I ith workouts
St bas Eeason at Don
Ryan Hunt [ [Jwhere I am: | FEOR Of |
Mews Coach
ime: ST tie
Luke Davis E Time: |n0ne w || Sy tirme |
Hey harcus, Clear All button
Trewor Walker [:
My Spring Schi X Cuscook lgcom
4 Kevin Anderso E OK button |—>E K. ] [ Canicel ] [ Clear Al ] :] ail.com:
Howe wiere the “hedule
& isheflunan e Pl EJ\ Date:r Thu, LU Jan ZJUTa  J1:23:48 -068
et together ’
Figure 1-56
~ Inbox - Microsoft Outlaok (Filter Applied)
T = - _ — message appears
3 f!le Edit  Wiew Ga Tools  Actions ﬂglp on title bar
D Mew - ﬂ 3 b - Reply Q_Rgplyto &)1 L Forward T b o %Sendme)c%e + [ [ Search address
= X
Mail « |2 Inbox (Filker applied) | RE: This season's
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[ RsS Feeds
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RE: Py My Spring Schedule
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] Tasks

Filter Applied
message on
status bar
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the view filter.

total number of
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E-Mail Message Options

Outlook offers several ways in which you can customize your e-mail. You can either
customize Outlook to treat all messages in the same manner, or you can customize a
single message. Among the options available through Outlook are setting e-mail message
importance and sensitivity. Setting message importance will indicate to the recipient the
level of importance you have given to the message. For example, if you set the importance
at high, a red exclamation point icon will appear with the message heading (Figure 1-58).
Setting message sensitivity indicates whether the message is personal, private, or confi-
dential. A message banner indicating the sensitivity of the message appears in the Reading

pane below the sender’s name in the message header, as shown in Figure 1-58.

Along with setting importance and sensitivity, Outlook also offers several delivery
options. You can have replies to your message automatically forwarded, save sent messages
in a location of your choice (default is Sent Items folder), or delay delivering a message
until a specified date and time.

Figure 1-58

New Mail
v Inbox - Microsoft Cutlook Message button
E File  Edit “ie 30 Tools  Actions  Help Typ
it L | gy [ 3 3 3 a = ive + [ Search addressbocks = | i@
L Mew @ A3 x e Beply i Replyto Al g Forward | W | L Send/Receie - (22 | [0 (7] B
= note indicating
«
Mail L Inbox Call Home message is private
Favorite Folders = Wi search Inbo
x i | H1H P '| % hary Cook [mar 23@comcastnet]
L | Inbox [3] : |
) Unyead Mai | Click here to enable Instant Search Please treat this as Private,
LE) Sent tems Arranged By Date Mewee st on top | S Sent Thu 1/10/2008 2:50 P
Mail Folders 2 ] T marcuscookl @comcast.net
= Today
2] Al Mail Ttems - o
— | Mary Cook 8:06 PM Marcus,
= £4F Personal Folders Call Home %
? Deleted Items - - fou left a few things behind when you packed for school. Giv
L7 Drafts exclamation point call tonight to figure out how and when you want to get them,
[ Inbox (3) icon indicates high
= R importance 547 PM —
L Junk E-mail .
- e need to meet,, nowd @y LOVE,

To Set Message Importance, Sensitivity, and Delivery Options in a Single Message

The following steps set message importance, sensitivity, and delivery options in a single message.

e With the Inbox
window active,
click the New Mail
Message button
on the Standard

toolbar.

e Enter the message
information
(Figure 1-59).

g.'F‘{; il Al 8+ Cale has a problem - Message (HTML) _ o= ox
Message Insert Options Format Text '@
j % Gut Calibrifo - 111~ [AT a7 |[32 - 5= (=) a&ﬂ @ g i @; ‘s,:'ij :ﬁ [ % Y 4 High Importance 1&
—— 3 Copl = = e
CELL I s |B it ||-9P} - & vHE §§| Address Check || Attach Attach Business Calendar Signature | Follow | J {owImportance Spelling
~ . Jf Format Fainter = Book  Mames File  Item  Card~ ™ up~ -
Cliphoard D Basic Text i Names Include Giptians 1 || Praafing
This message has not been sent.
1 q n
o | vanfunt: 23@hotmal.com«———  recipient’s address | Options Dialog
= L } Box Launcher | ————
= | | . |
Subject: Cale h bl SUbJECt @i
i -
RN ol s mproblens mesage \
( iz
Ryan, -
i | have totalk to you about Cale. He has a big problem with work and baseball, | don't know if we can accormmodate his work schedule with the practice and
newmessage in | o W game schedule. | am gaing totalk to Coach about it, but | need vou to talk to Cale about the possikilities of this not working out. | think it would be better if
message body you did the talking being that you're his best friend and rDDmmate.l
Marcus Cook - Team Captain
_

Figure 1-59
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e Click the Options Dialog Box
Launcher on the Ribbon to display
the Message Options dialog box
(Figure 1-60).

(3]

o Click the Importance box
arrow and then select High in the
Importance list.

e Click the Sensitivity box arrow
and then select Private in the
Sensitivity list.

e Click the ‘Do not deliver before’
check box in the Delivery options
area to select it.

e Select January 14, 2008 in the
calendar and 12:00 PM as the time
in the respective delivery boxes
(Figure 1-61).
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Message Options

dialog box Importance
— Basic Text = ——=m=r| box arrow M
23@hatn) Message settings Ecurity
Inportance: | [ERUE] - 0@ Change security settings For this message.

probler

H=

Sensitiviky: | Mormal v
RSN

Securiby Settings, ., [——

Security Settings
button

‘oting and Tracking options
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@ [Juse vating buttans: box arrow

[CIRequest a delivery receipt for this message
[CIRequest a read receipt For this message

Ceelivery options

Boule
| thin

[]Have replies sent to: |

[ Select Mames. .. J

| Maone

Do niot deliver before:
[]Expires after:

| Mone

Do not deliver
before check box

|
12:00 Ab |
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hment format:

Default b
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Contacks,., |

Categories W |None

Figure 1-60
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|
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[Juse voting butkons: | in Sensitivity box January 14, 2008 and v
Ok cadkl] it For thi 12:00 PM selected
cale. H equest a delivery receipt for this message for delivery time L ule
Request a read receipt For this message [
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@ [IHave replies sent ko: | | [ Select Mames. ..
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Attachment Format: Default v
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4]

Q&A

<
o3
(o4

e Click the Close

button to close the
dialog box.

How do | know that
my settings have
been applied to this
message?

Notice that the High
Importance button
on the Ribbon is
highlighted

(Figure 1-62). While
you cannot see it,
the recipient of the
message will receive
the message with

a red exclamation

Managing E-Mail and Contacts with Outlook

re"' D45 & %7 Cale has a problem - Message (HTML)
o ——
B | Message ‘ Insert Options Format Text
e : =— -
| blibri (Bo = 11 = | A A iggﬂ gl g 0 @ Y
' Send button | = { ‘ ! ! | 2
Paste B I U |37~ - Address Check | Attach Attach Business Calendar Signature || Follow Low Import: Spelling
‘ ) bk ujf=- A B | g et - | et L i |
| Clippflard =] Basic Text Gl Memes | Include A Options = || proofing |
ssage has not been sent, /
High Importance
To.. rvanhunt 1 23@hotmail. com ; G
[ ] ‘ button highlighted |
(o] | |
Subject: | Cale has 3 problem |
Ryan, .A
| have totalk to you about Cale. He has a big problem with work and baseball, | don't know if we can accommaodate his work schedule with the practice and
game schedule, | am goingto talk to Coach about it, but | need you to talk to Cale about the possibilities of this not working out, | think it would be better if
you did the talking being that you're his best friend and rUUmmate‘l
Marcus Cook - Team Captain

Figure 1-62

point icon and the message heading indicating the e-mail is private, like the one shown in Figure 1-58 on page OUT 38.
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o Click the Send button to send the message.

What does Outlook do with the message while it is waiting for the specified date and time to send the message?

Outlook stores the message in the Outbox folder until the specified date and time arrive. At that time, the message will

be sent.

To Change the Default Level of Importance and Sensitivity

e With the Inbox window active,
click Tools on the menu bar and CEile Edit
then click Options on the Tools :
menu to display the Options
dialog box (Figure 1-63).

Outlook allows you to change the default level for either or both of these options. The following steps change
the default level of importance and sensitivity for all outgoing messages.

ey Inbyox - Microsaft Outlook

- - Options
Wiew' Lo Tools  Adions ﬂglp dialog box
D Mew T ﬂ 3 * L Reply Q_Rgplyto.&ll%onﬁard T v ';EjSend.n’Regei\re ~ [ | [ Search address
Mail « || Inbox RE: This season’s
r
Favorite Folder: = : a
= s 8l Options
| lInbox — E-mail Options
Preferences tab Preferences | Mal Setup | Mail Format || Spelling || other | button

Mail Folders ES

E-mail
; Change the appearance of messages and the way they are handled. /
i i L E-mail Cptions. .. J

2] AN Mail Tte ms -

= B4F Personal Folders
3 Deleted Items

Junk. E-mail. .,

Calendar

------- Custs

Figure 1-63
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-
S
Q
-
Q.
(2 o
E-mail Opti 6
° H -mail Options : ;
In the.e Preﬂ.erences sheet, cl[ck the dinlog b FThis season’s schedul] | v
E-mail Options button to display olders % ; °
- . . ptio [kenmyrnart
the E-mail Options dialog box ox (3] : T 9
. ead Mail P ¥ Fundny, Woue -
(Figure 1-64). Pae ail Op =
B in this message o
. . . s £ Message handin
e Click the Advanced E-mail Options . - :
ail ltems = | After moving or deleting an oper ibem: | SRR =l = ]
button to open the Advanced 4 4 2 ARER — 200N
E il Opti dial b rsohal Falders d []clase original message on rephy or Farward | l@camcast.net
-mai ptlons lalog DboOX. Deleted Items Save copies of messages in Sent Ikems folder @Donner PR
IDn:;t: 3 Advanced E-mail Automatically save unsent messages ]
Junk E-mail Options button Remove extra line breaks in plain text messages
Qutbox [1] Tl Shade message headers when reading mail s
RSS Feeds advanced E-mail Options.. J [ Tracking Options. ., ] = the schedu
FEntltems : ] ng forward t
Search Folders On repliss and Forwards etting start
J Q = Whenreplving to a message i be a histor
—a |Include original message text V|
When Forwarding a message ] in
5 |Include ariginal message text V.| |
Prefi each line with

E | ] rcus Cook™

[ Mark my comments with: ymartinl23d
| | Thiz season’
,,,,, ] s 26 Now 288

E Ok, ][ Cancel J

[ (8’4 ][ Cancel J Apply

T W& talked to most
can

Figure 1-64
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e Click the Set importance box ar-
row to display the importance G
options (Figure 1-65). - - Advanced E-mail Options

Advanced E-mail

Save messages

AukoSave items in: | Drafts W
AukoSave ikerns every! minutes

[Jin folders other than the Inbox, save replies with ariginal message

e Select High in the Set
importance list.

2005 9:43 PM
l@comeast net

ersonal Folders

E:;:::d Ttems 9 Save forwarded messages i @ T

Inbox (3] When new ikems artive inomy Inbox ]

Junk E-mail [“]Play a sound

Outbox [1] T Eriefly change the mouse cursor I

?SStFI:EdS Show an envelope icon in the natification area Set importance | T he schedy

S::rchelr:lders o Display a Mew Mail Deskiop alert {default Inbox anly} box arrow g forward tg

. letting starty
S l Desktop Alert Settings. .. -

be a histor

ending a message
] in
Sef importance ™ Mormal e

= Sef sensitivity: Lo I

Set importance

i list

High
[IMessages exp ] rcus Cook™ <
Allow comma as address separator ymartini23gh

Automatic name checking B EsEae et
Delete meeting request from Inbox when responding , 26 Now 288
Suggest names while completing To, Cc, and Bee figlds ]

Press CTRL+ENTER to send messages

o B T . e |

—

T VE Talked to most
C

Figure 1-65
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4]

e Click the Set sensitivity box arrow
to display the sensitivity options.

e Select Private in the Set sensitivity
list (Figure 1-66).

5]

BTW

e Click the OK button in all three
open dialog boxes to close them
and return to the Inbox window.

Other Ways

Microsoft Cutlook

it MWiew Go  Toals  Adions  Help
- | @@ 5 X | sReply @Replyvto All o Forward | S W | 5 send/Receive + (5 | A Search address books  x
« |2 Inbox RE: This season’'s sched
Folders o
sl Op [kenryrmart
box (3 i i ntin
rread Mail P by Sunday, N
Save messages X .
ntItems . inthis message
ers = AutoSave items in: | Drafts b | |
il ke ms - P.utoSave items every: |3 minutes 5008 9:43 PM
sonal Folders [11n folders other than the Inboy, save replies with original message 1@cormcast net
J
Deleted Items Save Forwarded messages 2
Bt . _ Bl Donner Schedulg
Tnbox (3] ‘When new items arrive in my Inbox
Junk E-mail [¥]Play a sound ST
T / igh selected in Se
Qutbox [1] Briefly change the mouse cursar importance box
RSS Feeds Show an envelope icon in the notmcaoozares = the sched
Sent It
S::rche:oslders Display a Mew Mail Desktop Alert (dePult Inbox: anly) | ng forward
d Deskbop Alert Settings. .. SERLOE .Star‘
Private selected in be 4 histe
when sending a message Set sensitivity box
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Sef importance: |High’ w |
[Messages expire after: l:l days
Bal i : rcus Cook™ ¢
ow comma as address separatar ymantin123gh
Automatic name checking Hits er
Delete meeting request from Inbox when responding . 26 Now 28
""" Suggest names while completing To, Cc, and Bee fislds
I Press CTRL+ENTER to send messages ]
i [ Ok, ] [ Cancel J =

b i 2

L Ve Tal

ed to most

can tell you that we
sare all fired up and

»

."1 g Inbox - Microsoft Qut, .,

Figure 1-66

1. Press ALT+T, press O

Rules

Another way to manage
e-mail messages is to
have Outlook apply rules
when receiving and/or
sending messages. Using
rules, you can have
messages automatically
forwarded, categorized,
flagged for follow up, or
apply other options. To
create a rule, click Rules
and Alerts on the Tools
menu, and then click the
New Rule button in the
E-mail Rules sheet of

the Rules and Alerts
dialog box.




Search Folders

Outlook offers a feature called the Search Folders folder in the Mail Folders pane
(Figure 1-67). The Search Folders folder includes a group of folders that allows you to
group and view your messages quickly in one of three ways: (1) Categorized Mail, (2) Large
Mail, and (3) Unread Mail. Categorized Mail messages are messages to which you have
assigned a category. These messages are sorted by color. Large Mail messages are messages
containing very large file attachments. These messages are grouped by size: Large (100 to
500 KB), Very Large (500 KB to 1 MB), and Huge (1 to 5 MB). Unread Mail comprises
messages that have not been opened or have not been marked as read even though you

Organizing E-Mail Messages OUT 43

Security Settings
Click the Security Settings
button (Figure 1-60 on
page OUT 39) opens a
dialog box that allows
you to apply certain
security restrictions

on a message, such as
encrypting the message
or adding a digital
signature.

BTW

may have read them in the Reading pane. Figure 1-67 shows messages in the Categorized

Mail folder.
=~ Categorized Mail - Microsoft Outloak - -
Categorized Mail
: File Edit  Wiew Go  Tools  Adions Help message pane Tvp
o Mew - ﬂ I * L Reply Q_Replyto Al Wd -1 r L‘EIJ Send/Receive ~ [ | [ Searchaddressbocks - | @) g
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— K, ; : -~ 2008,
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A]A" Mail e ms - _']“ T i Certs Thu 11072008 5:43 Ph
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L Junk E-mail . 3 5 L
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i \i:ll_fl_Search Folders =4 Luke Davis G:42 PM CJ \
Lo categorized Maill| Hey Marcus, What's Up? 5 Matt
L Mail S p r
fZIr(?:r @ o Lacge i d [0 Kewin Anderson 36 PA L;J \
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1 =
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Unread B Ha el l:lnantt o @v > | categorized
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] Mary Cook 8:06 PM
Call Home ﬁ v
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Using Contacts

The Contacts component of Outlook allows you to store information about individuals and
companies. People with whom you communicate for school, business, or personal reasons
are your contacts. 10 help organize information about personal contacts, some people keep
names, addresses, and telephone numbers in business card files and address books. With the
Outlook Contacts component, you can create and maintain important contact information in
a contact list, which is stored in the Contacts folder. Your contact list is like an electronic ad-
dress book that allows you to store names, addresses, e-mail addresses, and more. Once you
have entered the information, you can retrieve, sort, edit, organize, or print your contact list.
Outlook also includes a Find option that lets you search for a contact name in your address
book while you are using the Calendar, Inbox, or other Outlook components.

When the Contacts folder is open, information about each contact appears on a
business card in the default Business Cards view. Each card includes fields for name,
address, and multiple telephone numbers (home, work, cellular, and so on), e-mail, and Web
page addresses. You can choose which fields are displayed on the cards using the View menu.

Previously, an e-mail message was composed, signed, formatted, and sent to Kenny
Martin. Kenny’s e-mail address was typed into the To text box. The following sections show
how to (1) create a personal folder; (2) create a contact list; (3) edit contact information;

(4) print contact information; and (5) send an e-mail to a contact.

To Create a Personal Folder

The following steps create a personal folder for Marcus Cook.

o

e Click the Contacts

Standard

« Contacts —-VM|crosof't Cutlook oolbay

button in the Navigation Pane to e i e B e e /
open the Contacts window. i8] Mew: v u‘ai A3 X - W | [l Searchaddressbocks + | (@) E
. My Contact:
e When Outlook displays the Contacts pane 7 htacts /
Contacts WindOW, right-click 2] All Contact Ttems Click — e Instant Search I
. i : ontacts
ConFacts in the My Contacts pane " My Contacis o ib— folder T
to display the Contacts shortcut 8] Contacts [
menu (Figure 1—68) Current View | 2~ Sl . . l—| Scr?::tacﬁftsmenu Double-click here to create a new Contact,
@ Biidiras Cpen in Mew Window
O Address| i Moye "Confacts”,.,
O Detailed [ capy "Contacts”.,
C} Phone L Delate “Cantacts"
© oo dilll 2 Fac
) By Comy ae Rename "Contacts". New Folder
© Bylocsti 4 New Folder,.e— | command
O outlook & Mave Up in List
add Mewr | ® Mowe Diowery in List
Customize Mark &1l as Read
@ Properties

ﬁ Calendar Contacts
button

8=/ contacts

P

Figure 1-68
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Figure 1-69
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O close the Create CFile Egi” Wiew Go Tools Adions Help Marcus’ Contacts
New Folder DEnew - iR B3 XK A4 W - BE W@ Search add%bool@ - | @ =
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e |[n the Contacts &]AII Contact Rems - |Click My Instant Search
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Marcus’ Contacts in LE]
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. Current \Hehs - ] Contacts
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O By Category
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Add Mew Group
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Figure 1-70

Other Ways

1. On File menu point to 2. On File menu, point to
New, click Folder on New Folder, click New Folder on
submenu Folder submenu

3. Press CTRL+SHIFT+E
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Figure 1-71 illustrates the Standard toolbar located below the menu bar in the Con-
tacts window.

New Message
to Contact

Move to - Address Microsoft Office
New Contact Folder Book Outlook Help
=

¥ \
iiE_ﬂew - | g 3 X 4 L - B ‘f _ m Search address books = | @;J

/ l l I
| Print | | Delete | | Dial | | Follow Up | Find a Toolbar
Contact box Options
Figure 1-71

Next, you will create a contact list using the information included in Table 1-3.

Table 1-3 Contact Information

Name Telephone Address E-Mail Address

Kenny Martin (937) 555-4120 8465 W. 63rd St. kennymartin123@hotmail.com
Donner, OH 44772

Jose Quinteras (937) 555-7539 8868 Ashwood Lane josequinteras123@hotmail.com
Donner, OH 44772

Kelly Shurpa (937) 555-9823 214 W. Lincoln Ave. kshurpa123@hotmail.com
Donner, OH 44772

Matt Tartan (937) 555-0258 5246 Brookfield Ct. mtartan123@hotmail.com
Donner, OH 44772

Jim Osmont (937) 555-6211 9812 River Rd. josmont123@hotmail.com
Donner, OH 44772

Cale Freeman (937) 555-3080 7894 Forrest View Lane calefreeman123@hotmail.com
Donner, OH 44772

Kyle Baker (937) 555-5279 7892 Buckingham Drive kylebaker101@hotmail.com
Donner, OH 44772

Ryan Hunt (937) 555-1683 8792 Edgewater Lane ryanhunt123@hotmail.com
Donner, OH 44772

Luke Davis (937) 555-2794 6776 Maplewood Blvd. lukedavis101@hotmail.com
Donner, OH 44772

Trevor Walker (937) 555-8805 4476 Maplewood Blvd. trevwalker123@hotmail.com
Donner, OH 44772

Kevin Anderson (937) 555-6309 1021 Ward Rd. kevanderson123@hotmail.com
Donner, OH 44772

Jake Nunan (937) 555-2148 8924 65t Street jakenunan123@hotmail.com

Donner, OH 4477
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To Create a Contact List s
. . u
The following steps create a contact list. X
o
(1) 2
title bar displays =)
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ton on the Standard [ J |
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box (Figure 1-72). Fove ) IIT
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=1

Home text box

Click the Home text [pusiness Fac.
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box in the Phone
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e text box

Addresses
e Type 9375554120 as box arrow
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number.

Figure 1-72

e Click the Addresses
box arrow and | save & Close
select Home. button e+ Details button

*-7é| Contact | Insert  FormatT @
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selected by automatically
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contact information
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(Figure 1-73).
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Figure 1-73
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e Click the Save & Close button on
the Ribbon to display the Marcus’
Contacts window with the Kenny
Martin business card in the

Marcus’ Contacts pane
(Figure 1-74).

o

Q&A

Click the New
Contact button on
the Standard toolbar.

© File  Edit

DEdNew - g B3 X Y W -

Wiew G0 Tools
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4

) Marcus' Contacts - Microsoft Cutlook

Help
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| Click here to enable Instant Search

\
\
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Ll
-
| Business Cards
option button &
selected
(=
Curgnt View 2|

@ Business Cards

O Address Cards

O Detailed &Address Cards
) Phone List

O By Category

Kenny Martin

{9577 555-4120 Home
kennymartinl23@hotmail. com

3465 W, 63rd St
Donner, OH 44772

O By Company
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() Cutlook Data Files
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X

business card
for first contact

Figure 1-74
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alphabetically
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By clicking the Details
command in the
Show group on the
Ribbon (Figure 1-73
on page OUT 47),
you can enter a
contact’s department,
manager’s name,
nickname, and
birthday information.

Y .
Contacts « || &1 Marcus' Contacts And - Gsm ‘ earch Marcu L " ¥ | «
Repeat S‘teps 2 5] Al Contact Rems = |[[<lick here to enable Instant Search _ | =
th h My Contacts % o el REPER N
roug 18 Contacts Andersan, Kevin Baker, Kyle q « Il 9
4 tO enter \C/'IJer\:\Ie:gne - (4] Marcus' Contacts Kevin Anderson Kyle Baker b g
Current View ES & ba
the 11 (937) 555-6309 Home (937) 555-5279 Hame :
e Bufiness Eards kevanderson123@hatmail. com lylebaker 1 01@hotmail.cam d |
rema | n | ng Address Cards 1021 Ward Rd. 7892 Buckingham Drive € i
. () Detailed Address Cards Donner, OH 44772 Donner, OH 44772 sl E
contacts in Table 1-3 O Phane List 1515
H By Category h s
Figure 1-75). o m|
( 9 ) O By Company i 5
: H O By Location Davis, Luke Freeman, Cale
i
Is it p055|ble to store ©) Dutiock Dats Files Luke Davis Cale Freeman Contact K i
mformatlon Ada v roug (937) 555-2794 Harme (037) 555-3080 Home: Index I F
. 2 lukedavis 101@hatmail.com ralefreemant 23@hotmail.com e =
different from current view  fstomize Current View... <
is Business 6776 Maplewnood Blvd, 7E94 Forrest View Lane el el
what is shown Cards Donnet, OH 44772 Donnsr, OH 44772 \ = !‘
. contacts o |
in the Contact e . E‘
-
1 -
WlndOW? Hunt, Ryan ~Martin, Keniny e E.
Ryan Hunt Kenny Martin i
u
L -
=
W
z |

(937) 5551683 Home
ryanhunt123@hotmail. com

8792 Edgewater Lane
Danner, OH 44772

(937) 555-4120Home
kernymartint 23@hotmail com

8465 W, 63rd St,
Donner, OH 44772

NE=TES

.
| Munan, 1ake | [ @smont, im | )
Jake Nunan 1] Jim Osmont I) hal il )
—axe mna

Other Ways

1. On File menu point to
New, click Contact on New
submenu

2. On Actions menu click New

Contact

3. Press CTRL+SHIFT+C

Figure 1-75
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-
[
Q
o
To Change the View and Sort the Contact List ©
<=
The following steps change the view from Business Cards to Phone List, sort the contact list in descending ~
sequence, and then change back to Business Cards view. E
=
(1 >
o
e With the Marcus’ ) Marcup-Sastese & &iencoft Qutiook T
. i columns to > = File As column arrow pointing up —
COhtaCtS - MICrOSOf‘t (Bl sort by s éft‘ Help frereling, indicates ascending Type a question far help
. Hre . - iy | [ Search address b - cli
Outlook window AL B e S W R AL T g =
active, click Phone Jﬂm‘—_ \& 81 Marcus’ Contacts O 2 -
. . Business Cards « N4 Click here to enable Instant Search ‘ -
LISt n the Current deseled_ed when ’?; [ 8 Full Name Company Y Business Phaone | Business Fax Home Phore Mobil ~ || @
View pane of the Phone List selected Click here tn add a new .. 9
84 Mafcus' Contacts 2 n '
. . 84 Kevin Andersan Andersan, Kevin [437] 555-6309 o
Navigation Pane 7# View % | ¥
- =] Kyle Baker Baker, Kyle [937) 555-5279
) Business Cards 8 Luke Davis Davis, Luke [937) 555-2794
° Wlth the Phone © Address Cards 8 Cale Freeman Freeman, Cale (437) 555-3060 =
. . . O Detailed Address Cards | 8] Rwan Hunt Hunt, Ryan [437) 555-1683 !
List in ascendlng Phone List B Kenny Martin Martin, Kenny (937) 555-4120 g
H By Category & Jake Munan Munan, Jake [937) 555-2148
Sequence by the FIIe O Gw Company & Jim Qsmont Qsmont, lim [937) 555-6211
As field, click the File © Mvlocstion {8 Jose Quinteras Quinteras, lose 937) 555.7539
. © O\tlook Data Files 84 Kelly Shurpa Shurpa, Kelly [437] 555-9823
As column headmg Phone List &4 MattTartan Tartan, Matt [437] 5850255 g
in the Contacts pane selected —_— LE= Trewar Walker Wialker, Trevor [937) 555-5805 — i
to display the contact | SRR U U AR UM R ¥
5
list in descending £
sequence by last ) " i
name (Figure 1-76).
Figure 1-76
o After reviewing the contact list FW G0 I p—
in Phone List view, click Business A5 X 5% oW O searchaddessbocks - | @ @ submenu
. . . A 2
Cards |n‘the.Current View pane in « || 81 Marcus' Contacts | ATenoey \ P—
the Nawgatlon Pane to return to |Click here ta enable Instant Search \ \ arrange by
Business Cards View. 18 Full Mame Campany \ File & x‘Bu ingss Phane) usin‘
= B Arrange By 4 Date
< | Are there other ways to sort e S ST : =
3 Outlook information? | _Kevin:inderson g ot et
: 8 Kyle Baker il Sort Descending Fram
If you right-click a column heading @9  Luke Davis =, Group By This Field To
in any Outlook component 8]  Cale Freeman B4 Group ByBox htgoties
. dress Cards ||B5] Rya ¥
and pO”Tt to the Arrange By com- =] Ken Remove This Column Flag: 5tart Date J
mand on the shortcut menu B | sekemnunsn B Field Chooser Flag: Due Date (7
(Figure 1-77), you can see the & Jim Osmont ' Size
] Eest Fit =
Arrange By commands. | 1Jos= Quinteras e Fo i Subject
85 Kelly Shurpa
CE| hatt Tartan Customize Current Wiew... Tipe
B Trevorialker Walker, Trevor extacments
3 i E-mail &ccount
Importance
» Custorm..,
Showe in Groups

Figure 1-77
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To Find a Contact

A contact record was created for Kelly Shurpa. This record can be found easily by using the Find a Contact

box to type a part of the contact name as shown in the following steps.

o Click the Find a Contact box on the ~ Marcus' Contacts - Microsoft Cutlook Find a
Standard toolbar (Figure 1—78) © File  Edit Wiew Go Tools  Adians Help /Contact pox
: : B Mew B X B8 4 shul =
e Type shu in the text box. o BEXOL YW @5
Contacts « || &4 Marcus’ Contacts Aned
® Press the ENTER key to start the _ ; R
,&]MI Contact Tems - |CI|ck here to enable Instant Search
search process.
My Contacts E3
|84 Contacts Anderson, Kevin Baker, kyle

12)

e Outlook opens
the Kelly
Shurpa - Contact
window
(Figure 1-79).

Click the Close
button to return to
Business Card view.

What if there is
more than one
contact starting with
the letters, shu?

Q&A

If more than one
contact with the
starting letters,
shu, exists, Outlook
displays a Choose
Contact dialog box
with the list of all
contacts containing
the letters, shu. You
can then select the
appropriate contact
from the Choose
Contact dialog box.

Figure 1-78

Kelly Shurpa
contact record

|_—» Kelly Shurpa - Contact \

\—

@ Ha90 e 5
L e ———
3 | Contact | Insert  FormatTest

Other Ways

1. On Tools menu point to
Find, click Find on Find
submenu

2. Press CTRL+SHIFT+F

- E%Swa & Mew - = 83 Activities [ = {v ‘E.ﬁsﬂw‘lhs& %
g . 2 |——I =1 NG - ‘
) send ~ 4] Certificates | d 8] Web Page Close button
| Save & ' || E-mall Meeting Call | B pelling
| Clase X Delete = Al Fields = 7 Map I r I
| Actions Show /| Communicate {| Praofing |
[Full Mame... J |ke|ly Shurpa
Compan: |
Job title: |
File as: |Shurpa, Kelly
Internet
[Ilﬂ E-mail... ]B |kshur a1 23@hotmail.com
Dizplay as: |Ke|ly Shurpa [kshurpal23@hotmail,com)

Web page address: |

IM address: |

Phone numbers

[Business...

[Home... 337] 555-3523

[Business Fax...

[Mabile...

Addresses

214, Lincaln Awve,
Donner, OH 44772

Business,., E]

[#] This iz the mailing
address

In Folder: 82 Marcus' Contacts

{8 Marcus' Contacts - Mi...

T4 start

| » 5

[ Kelly Shurpa - Contact

Figure 1-79

H‘
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To Organize Contacts

"To help manage your contacts further, the contact list can be categorized and sorted using Outlook’s default
color categories, or using your own categories to group contacts by company, department, a particular project, a
specific class, and so on. You also can sort by any part of the address; for example, you can sort by postal code
for bulk mailings. The following steps assign the baseball players as a contact category with a color
designation.

o . Tools command Ways to Organize
e Click Tools on the ) Marcus' Contacts - Microsoft Outlog Marcus’ Contacts i
: dialog box Type a question For help =

-—
S
(]
-
o
©
=
|9
-
o
L)
=]
=]
o

menu bar and then ©Eile  Edit Wiew Go Tools“Actions Help Add contacts
click Organize on i new v 5 X T W B W[ [ Seachaddessbocks o @) :?Ec;:d below -l
the Tools menu. Contacts L8| Ways to Organize Marcus' Contadts sl
Q All Contact tems hd
. My Contacs 'S ® Add contacts selected below to o
e Click the name .-_ Ca—— e G
. |l_§ CDntaEt‘S @ Create a new category calied G’EE” Category
bar of the Kevin 8] Marcus' Cantacts Using Categories Orange Category — ]
R :
Anderson contact ® T el To see your contacts arganized by o s
Business Cards
record. ) Address Cards &
() Detailed Address Cards
© Phone List 84 Marcus' Contacts . And = Map | search Marcus Contacts Pz H
° H0|d dOWh the CTRL ) By Categary |(Hck here to enable Instant Search J name bar | | i
. ) By Company / 123
key and then click v el — “Baken iyie |
the name bars of © Outiook Data Files Kevin Anderson Kyle Baker *E|
Ca|e Freeman and Add Mew Group /(937) 555-6309 Home (937) 555-5279 Home = P
£ kevandersonl23@hotmail, com kylebaker 101@hatmail, com [iab |
Customize Current Wiew.., ||/ ah |
Ryan Hunt. 1021 Ward Rd. 7802 Buckingham Drive L v
three contacts Donner, OH 44772 Donnet, OH 44772 ‘Ll 2
e Release the CTRL key. selected EH| |
LY
op |
o Click the "Add e o o ]
Luke Davis \; Cale Freeman QT:
contacts selected ==
(g Man (937) 555-2794 Home (937) 555-3080Home [s]
below to’ bOX arrow - lukedavis101@hatmail.corm calefresmanl 23@hatmail com |
to display a list = hssan e s =
of categories B o
(Figure 1-80). I} masks \ (]
= Hunt, Ryan Martin, Kenny 2
. plCazy) [emm— . r——— L - Eo
e Click Blue Category P

in the list. 7 start

Figure 1-80

12)

° Cllck the Add button (v Marcus' Contacts - Microseft Outlook B . —— SR
one! message indicates
to add the Selected © File Edit Wiew Go Tools Actions  Help _ that contactsgwere Type a question For help |+
records to the Dadew - iR 0 X L4 W - 55 ¥ | [ Searchaddresshooks | @) & addlbiton categorized
Blue Categ ory Contacts B3| Ways to Organize Marcus' Contadts «
. 2] All Contact Rems -
(Flgure 1—81) My C . Py —  Add contacts selectsd below to| Bz Category % [50d) Dode! °
5 T Using Folders -
s . e i g
—— Gl HepEapes Ways to Organize P
s f =
Seee UH our contacts organized by category, go iy Using Views Marcus’ Contacts dIaIOQ
@ Business Cards box Close button
O Address Cards tOther walys Create a new ?
© Detailed Address Cards 0 organize a category called box
&b Lk 1 Marcus’ Contacts contact list By < Wap [ 5earch Marcus Cantacts Pz
Figure 1-81
Other Ways
1. Press ALT+T, press Z
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To Display the Contacts in a Category

The following steps use the Instant Search command to display contacts within a certain category.

H Instant Search Instant Search
e With the Contacts Microsoft | Tools menu command o S -
WindOW aCtiVe, Cl |Ck o Help Instant SzarCh Type a guestion For b
i comman
Tools on the menu % Send/Receive / P books ¢ | @ By
bar and then p0|n‘t Instant Search Y|P Instant Search Cirl+E aned - Hun [Blue Categoryeg_ |“‘,| ¥
L Address Book.,  Ctel+ Shift+B ¥ Expand the Query Buildeér  Ctrl+A1E+W |
to Instant Search to " Instant Search
d|sp|ay the Instant “ff  Organize B Search &l Cortact Ttems Chrl+ Alt+ A, text box specifies
Mailbox Cleanup.., I,{J Search Options., the category on
Search submenu H = which to search
(Figure 1—82) Gl Empty "Deleted Items” Folder Advanced Find... Ctrl+ Shift+F
’ Forms » {937) 555-3080 Home
am calefreemant Z3@hotmail.com
e Click Instant Search A '
WiaiMergecs 7694 Forrest Yiew Lane
on the Instant Search car Donner, OH 44772
submenu Account Seftings..
’ Trust Center..,
Customize..,
Options..
es

{037} 555-1683 Home

anhunt123@hotmail. com \_/—\—
Figure 1-82

(2

e Type Blue soft Outlook =T
Category in the nols  Adions  Help Blue Category entered in Type a question for help =
’ Instant Search text box
Instant Search text L, | B W [ Searchaddressbooks v | (@) =
i
box and then press 89 Marcus’ Contacts (Search Results) Anl - Hup Blue Categond J'*|'| A
the ENTER key to |Click here to enable Instant Search | 3
display the three ~[[zs]|| ©
Anderson, Kevi F Cal
contacts that belong ’“:("’ _"";\ . r“wl; I‘ 'F » |8
evin Anderson ale Freeman Clear Search butt b m
to the Blue Category M’ — | ©
. (937) 555-5309 Hame {937) S55-3080 Hame 2
(Flgure 1—83) kevanderson123@hotmail,com calefreemanl23@hotmail. com d
. H 1021 Ward Rd. 7894 Forrest Yiew Lane L ﬁ
e After viewing the Danner, OH 44772 Danner, OH 44772 - z
contacts in the Blue o | €
. 8
Category, click the h 5
Clear Search button Hunt, Ryan — 1
i
to return to the full Ryan Hunt ; g
Contacts window. {937) 555-1683 Home three contacts | g
ryanhunt123@hotmail. com in Blue category > 3

m
8792 Edgewater Lane n
Donner, OH 44772 %
p
q
i

syse]  :depoy

Figure 1-83

Other Ways

1. Press CTRL+E
2. Press ALT+T, press |
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To Preview and Print the Contact List

The following steps preview and print the entire contact list.

o Print dialog box
e With the Contacts arcus’ Contacts ook /

e Edit  iew Toals  Adions

-—
S
(]
-
(X
©
=
|9
-
o
L)
=]
=]
o

window active,
click the Print but-

new - BSADS X Ty 6 - BT
- S ~ Printer
ton on the Standard
toolbar to display tacts « || 8d Marcus] mame: Snaglt 7 v | [ Properties | | Marcus
H H Il Contact Ite ms - |Click here to eng  Status; :
the Print dlalog box S = Type: Snaglk 7 Prinker Page Setup
Figure 1-84). 2 z wihere: . button [IFrint ta File
( 9 ) oD . M Commenk: av_allable
. . Marcus' Contacts Kev [ igites
e Click the Preview e Print style : | Copies
w &
button to display oo 7 | [Pagesetup.. | Mumber of pages:
. =| .
a preV|eW Of Address Cards 1021 i Mumber of copies: :
. = : :
the prlntout Detailed &ddress Cards Dann =0 Small Booklet Style [[ollate copies
(Figure 1-85). Phone List BE|[BEl Medum Bookiest ¥
By Category Prirt range Eﬂ ! B
By Compaty — I ) Al items
: printall oronly  lorapl Preview button
Birkhcation selected contacts
Outlook Datarme () Only selected ikams
dd Mew Group ) :
ustomize Current wiews, i oK ] [ Sl ] [ e ]
B776 Maplewood Elvd.
Conner, OH 44772
Freeman, Cale Hurnt, Ryan
Cale Freeman Ryan Hunt
""" (937) 555-3080 Hame (937) 555-16683 Home
_-‘__\ \-y\~ ryanh

Figure 1-84

Contacts

You can organize
contacts from one or
more Contacts folders in
a personal distribution
list. Outlook also detects
duplicates and provides
the option to merge the
new information with
the existing contact
entry. You also can filter
your contact list and then
use the filtered list to
begin a mail merge from
Outlook.

BTW
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(2

o After viewing the preview of
the printed contacts list, click the
Close button.

o If the preview is acceptable, ready
the printer.

e Click the Print button on the
Standard toolbar.

e When Outlook displays the Print
dialog box, click the OK button.

< | What if | want to print just a
o| single category of contacts?

BTW

If you display a category of
contacts and then click the Print

ghErint... LClose

Managing E-Mail and Contacts with Outlook

Close button

button, Outlook will print only

preview of
printout

the contacts in that category.

Other Ways

Ande rson, Kevin
07 Wan Ao

Danrm;, T4 4117
o FUE S ]

Baker, Ky

B mchimgham Din
Danrm, T4 4117

mme BaT2R-E

l-mat  byisiskm 0V@hoimEdmm

Davi. Luke

B & Wapvano B,
Canna, T4 4117

tam BET] 27T

It ubmoael M @hoimatom

Freeman, Cale
o
D )
dome  [95r|20-DE

l-mat  caleh s Wi smm

Hunt. Ryan

BI% Ionesam
Danrm, T4 17
me (9E0]2-1RE

lmab yahun T S e

R rkin, Ke mmy

B WL

Danrm, B4 44 112

dam= P-4

l-rmt  dmmymznnl 25 0hamalom

Hunan, lake

=S

Damm, G448 17

om0 3027145

I-mat a7 dfhaimalcam

Osmont. Jim

Do, Ausarr?
domE (950 333871
I-mat  pamEn17aphmmm

Quinte s, Jose

G5 Aahvano 1w
Damm, D44L 117

domE (551 2133

I-mat  pamun e o FSEh L

Shurpa, Kelly

14w, unemin .
Damm,Oudserr?

dome (950 220E75

I-mat  kabuipal 2 himal mm

Tartan hatt

374 1k ek L
Dormm, Ousarr?
domE (550 230736

Imat 17 408 b mm

Walker, Trevor

4 Mapimsaon v,
Dormm, 4L T2

dome (550 2-EED

I-m=t imvash @17 SRl m

10y mm 11 aaEs

Figure 1-85

1. On File menu click Print

2. On File menu click Print
Preview, click Print
button in Print Preview
window

3. Press CTRL+P

Business Contact Manager

Outlook 2007 with Business Contact Manager
offers complete small business contact
management capabilities to Outlook 2007. It
allows you to organize customer and prospect
information, manage sales and marketing
activities, develop and track marketing
activities, and centralize project information
in one location. Among the capabilities

of Business Contact Manager are tools for
creating targeted mailing lists, personalizing
and distributing print and e-mail marketing
materials, and tracking results.




To Use the Contact List to Address an E-Mail Message
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The following steps use the contact list to address an e-mail message to Matt Tartan.

e Click the Mail button in the
Navigation Pane to display the
Inbox window.

o Click the New Mail Message
button on the Standard toolbar
to display the Untitled — Message
window (Figure 1-86).

e When Outlook displays the
Untitled — Message window, if
necessary, double-click its title bar
to maximize it.

12

o Click the To button to display
the Select Names dialog box
(Figure 1-87).

e Click the Address Book box arrow.

e ee————
| Message | Insert

N
Options

Untitled — Message

window

> Untitled - Message (HTML)

o S insertion point I— =l =% =13 @ =i '@
B : - IawE=EE) | (8 L
ot b (B0 A S 2 e | o 0
Clipbdwgd Basic Text i Mames Include |
—S_1V
(e | —
To, Cc, and

[ e J | Subject text boxes

Subject; | -—
Marcus Cook - Tearn Captain

Figure 1-86

\

Ir g ||a£!) S ||§ EEJ.LE_E” Address Check || Attach Attach Business Calendar Signature || Follow | |
Select Names [Dok  Mames File Item  Card~ * Up~
Basic Text dialog box | [Mames Include | (s}

V-

Search: (&) Name only () More

| Address Book
box arrow

columns  Address Book

| \:E_-:-_ |C0ntacts

list of folders
containing
contacts

Outlook Address Book

Marcus' Contacks

| Advanced Find

oK

Cancel

Figure 1-87

-—
S
(]
-
o
©
=
|9
-
o
L)
=]
=]
o
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©

e Click Marcus’ Contacts in the list.

e Click the Matt Tartan entry in

Address

Thess Calendar Slgnature

Basic Text

Book Mames File  Ttem
Mames |

Card =
Include

the contact list (Figure 1-88).

contact list

Select Mames: Marcus’ Contacts

Search: (&) MNameonly () More colurmns— Address Book
| | Go |Marcus' Contacts ¥ |  Advanced Find
| Mame Display Mame E-mail Address

ptain

Matt
Tartan

entry |

& Cale Freeman
& Jake Munan

& Jim Osmonk

& Jose Quinteras
& kelly shurpa

& Kenny Martin
& kevin Andersan
& Kyle Baker
& Luke Davis
& Matt Tartan
& Ryan Hunt
<

Cale Freeman {calefreeman1z3@hot, ..
Jake Munan (jakenunanizi@hotmail....
Jir Csmant (osmontl 23@hotmail.com)
Jose Quinkeras
list of contacts in the il ...
Marcus’ Contacts folder @hat...
with e-mail addresses

zz@h. ..

ryanhuntl 23@hotmail.com

. kylebakerl Dl@hotme

calefreeman123@hol A
jakenunaanS@hotrr_
josmont 1 23@hatmail
josequinteras 1 23@h
kshurpal zZ@hotmail
kennymartind 23@hal 1
kewanderson123@he

ryanhunt123@h0tmc
| b

To button |_ "[ To->

Cancel

4]

e Click the To button in the

Figure 1-88

Mames

Include

Message Recipients area to

add Matt Tartan as the message
recipient (Figure 1-89).

Select Names: Marcus’ Contacts

Captain

Cc button

X

Search: &) Nameonly () More columns  Address Book
| | Go |Marcus' Contacks L | Advanced Find
| Mame Display Mame E-mail Address

& Cale Freeman
& Jake Munan

& Jinn Dsmiont

& Jose Quinkeras
& kelly shurpa
& Kenny Martin
& Kevin Anderson
& EKyle Baker

& Luke Davis

£ Matt Tartan
3 Ryan Hunk

Cale Freeman {calefreemanl 23@hot,
Jake Munan {jakenunanizi@hotmail.. .
Jir Qsmank (jesmont 1 23@hatmail.com) josmantl 23@hotmal

Jose Quinkeras

kelly shurpa (kshurpal 23@hotmail.c...
Kenny Markin (kennemarkind 23@hat,

Matt Tartan entry
in To text box

@hotmail.c.,

LukpAiavis {lukedavis101@hotmai. com) Iukeda\-'lslﬂl@hotmc
otrmail.com) mtartan

Wiakk Tarkan (mtarkan
ryanhunt123@hotmail. com

ersonlZ3@h. ., kevandersonlZ3@hc

. calefreemanl 23@hol &
. jakenunaniz3@haotrr

josequinteras 1 23@h
kshurpal 23@hotmail -
kennwmartinl 23@hol
. kylebaker 101 @hotme

ryanhunt 123@h0tmc
| ¥

-v[ Brc-= ]

% |Matt Tartan ;mtartaanS@hotmall com)

Coren |

QK ][ Canicel J

Figure 1-89
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—
=
Q
-
Q.
(5] 2
. subject displayed o
e Click the OK button to close the ﬂ e T as window title [ Carwash Fund-raiser - Message (HTML) :
Select Names dialog box. = <)
o
i i Matt Tartan = A= -l_-'
e Click the Subject text box' and then E et == M @ ﬂ b =) =
type Carwash Fund-raiser as Paste | 45| Address Chesk | attach Attach Business o
the entry (Figure 1-90) ;71 L
' clipboard i Mames Include
LY
® Press the TAB key to move the cur- [ T ] |Matt Tartan (mbartanl 2 3@hotmail. com)
sor to the message area. a=Yi |
Send N _
Subject: |Carwash Fund-raiser 4—moma-— subject typed in

Subject text box

Iarcus Cook - Team Captain

et I ———

Figure 1-90
e Type the message @,B DY+ v |F Carwash Fund-raiser - Message (HTML)
(Figure 1-91). | Messane | Insett  oOptions  FormatText
e Click the Send button a1 T N = 5§ﬂ @ ﬂ o ) @‘
to send the mes- button | o (B 7 u|%- A- Address Check Aﬁ:;:h Attach lgm Calendar signature | Follow | § |
armat e = Book  Mames le Item  Card~ Up =
sage and close the Clipboard 5 BasicText B Names Indude = Ontion
Message window. L4
[ Tai ] |Matt Tarkan {mtartani 253@hotmail. comi
< | Can | add more than | T
o send
o one name 'tO the TO Subject: |Cavwash Fund-raiser
text box?
Aatt,
You can
add as omail | need youto pick upthe soap and sponges for the carwash next weekend, Give me or Coach your receipts and we will reimburse you,
many message Thanks,l
names as
farcus Cook - Teamn Captain
you want
to the To text box.
You also can add

names to the Cc text

box. If you do not Figure 1-91

want those listed in the

To text box or Cc text box to know you sent a copy to someone else, send a blind copy by
adding the name to the Bcc text box.

Other Ways

1. Click Address Book
command on Message
window Ribbon
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To Create a Distribution List

Outlook can send the same message to a group of recipients using a distribution list. The following steps
create a distribution list titled Chemistry Lab Group that includes four members from Marcus’ Contacts list.

e With the Contacts window active, = Miarcus' Conff— —==——TPutlook
. ew Contac
click the New Contact button ar- ‘ Hie gdt i buttonarrow |ssions Help
row on the Standard toolbar to X b B Y Seechoddessbooks | @
dlsplay the New Contact menu Ctrl+N i Distribution List i
. . i "
(Flgure 1 92) ] Distribution List T+ comman
to enable Instant Search
-y Folder. Ctrl+ Shift+E
Mawigation Pane Shortcut.,, an, Kewin Baker, kyle
(3 Mail Message Ctri+shiftera | Kevin Anderson Kyle Baker
ﬁ Appointment Chrl+ Shift+2, (937) 555-6309 Home (937) 555-5279 Home
tr . i kevanderson123@hotmail.com kylebaker 1 01@hotmail.com
nﬁ Meeting Reguest  Chrl+ Shift+ Q
Gl Task Bl St E)giln;f arE)dHR‘td‘i??z ;?nieBrucgr:g‘thqa?r;zD o
) i
1ad  Task Bequest Ctrl+ Shift+ U
B Journal Ertry Ctrl+ Shift+] Dty (RIS G
| Hote Chrl+ Shifts M |
uke Freeman, Cale l
€4 Internet Fax Cirl+ Shift+x :
3 Luke Davis Cale Freeman
=8| Choose Form..,
: (937) 555-2794 Home {937} 555-3080 Home
Outlook Data File... lukedavis101@hotmail.com calefreerman123@hotmail. com
d Elvd, | Lane
Figure 1-92
e Click Distribution = —
List to display H2 v e 2 b""uirt‘lze“ Zeltetct Members fup - Distribution List I X
R utton
the Untitled - Distribution List sert Z?;Tg;"t’)'g;“be“ @
Distribution List win- e @ g o |y @ SE Y ABG
dow. Type Chemistry name of ’ S = v
. distribution list tembers | Mates Sélect  Add  FRemove Lpdate Categorize Follow Spelling
Lab Group in the F
TIOSE Members Mew [ 0w * Up = =
Name text box, and A\tlons Shio Members Options Procfing

then click the Select
Members button on
the Ribbon to display
the Select Members

+
Mame: |Ehemistr3r Lab Group
3 Mame

Select Members: Marcus’ Contacts

Address Book
box arrow

Search: (%) Name only () More columns  Address Book

. | | G0 |Marcus' Contacts s | Advanced Find
dialog box.
. Mame Display Mame E-mail Address
[ ]
Click the Address & Cale Freeman Cale Freeman (caleFreemaanS@hot . calefreemnanlz3@hal

Book box arrow

& Jake Nunan Jake Muna <Enuna + jakenunan

and Cl ICk Marcus’ & Jim Osmonk Jirn Cismont (]osmont123@hotmall com) ]osmont123@hotmall

© Jose Quinteras Jose Quinkeras josequinteras1 Z3@n

Contacts. & Kelly shurpa Kelly Shurpa (kshurpalz3@hotmail,c,.. kshurpalZ3@hbokmail
contacts £ Kenny Martin Kenny Martin (kennymartinl23@hot...  kennymartinl23@hol

e Select Jake Nunan from which 1N & Kevin Anderson Kevin Anderson (kevanderson123@h kevandersonl 23@he
and then click the o select i ; r trail.c.. <er101@hokm;

3 Luke Davis Luke Davis (Iukedawsltll@hotmall com) Iukedawslljl@hotmc

Members button & Matt Tartan Matt Tartan {mtartanl23@hotmail.com) mbarkanl 23@hokmail
to add Jake to the & Ryan Hunt ryanhuntlZS@hotmalI.com ryanhuntlZS@hotmc

Chemistry Lab Group
distribution list.

e Add Kyle Baker
and Trevor Walker
to the list in the
same manner
(Figure 1-93).

[Ead

g members list
(distribution list)
x
Members - Jake Munan (jakenunani 23@hokmail.com); Kyle Baker (kvlebaker101@hotmail.com);
e 1 |Trevar Walker (trevwvalker123@haotmail.com)

j >
button Im,—»[ Ok ][ Cancel J

Figure 1-93
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e Click the OK button to close the
Select Members dialog box and
display the Chemistry Lab Group
- Distribution List window show-
ing the members of the Chemistry
Lab Group distribution list
(Figure 1-94).

4]

e Click the Save & Close
command on the Ribbon to
close the Chemistry Lab Group
— Distribution List window and
activate the Contacts window.

(5]

e Click the Address Book button on
the Standard toolbar to display
the Address Book dialog box.

e Select Marcus’ Contacts in the
Address Book list to display the
contact list, which now includes
the Chemistry Lab Group
distribution list (Figure 1-95).

6]

e Click the Close button to close the
the Address Book window.

Can | edit or add to a distribution
list after it is saved?

Yes. The Chemistry Lab Group

— Distribution List window in
Figure 1-94 includes two com-
mands in the Members group on

Q&A

remain in your Outlook contact list.

Using Contacts OUT 59

) Marcus! Contacts -

Microsoft Cutlook

Remove
command

Chenistry Lab Group - Bstribution List
Format Text

© File Edit Wiew Go Tools  Adions  Help Add New
: : d
: @ MgT| Save & Close comman
command 3 & @ | %
T T —
— | Distribution List | nsert

Slan| i \ g

] = @) Send v ﬁ’ | | | S
et bl S ) gl & & @B

- g

8 Co| | Save & % pelete | [Members| Motes || Select  Add Remowe Update || E-mail Meeting || Categarize Follow
=R | Close | ‘ Members  Mew Moy | - Up -~
Cone] | Adions _ show || Members _Communicate || Options
|

@ Mame: |ChemistryLab Group

@] 1 Mame E-rnail

'®) 18 Jake Munan [jakenunani23@hotmail.com) Jakenunanl23@hotmail.com

O 18] Kyle Baker [kylebakerld1@hotmail.com) kylebakerlil@hotmail.com

Oq 18] Trevor Walker ftreswvalkerl23@hotmail,.com) \ trevwealkerl23@hotmail,com

O contacts selected

for inclusion in
distribution list

Figure 1-94

oft Outlook

button

Address Book

ols  Actions  Help

| o W | L Search address books

v@ﬁ

r &1 Marcus’ Contacts

| Click here to enable Instant Search

Tools

Chemistry Lab
Group distribution
list added to

Address Book:
Marcus’ Contacts
window

3} B Address Book: Marcus' Contacts

&) Mame only () More columns

Address Book

Marcus’ contact list [EERN =o' Contacts Advanced Find
| Marne Display Marne E-mail Address
Chemistry Lab Group Chemistry Lab Group
4 Jake Munan Jake Munan {jakenunanlZ3@botmail.. .. jakenunanl 23@hokr
o & Jirn Osmont Jirn Qsmonk Cjosmont123@hotmail.com) josmont123@hokmail
|| Jose Quinkeras 1 i josequinkeras 1 23@b
Figure 1-95

the Ribbon that are useful for modifying a distribution list. The Add New command lets you add a contact that is not
already in the distribution list. The Remove command lets you delete names from the distribution list, although they

The Internet

Outlook automatically creates
a hyperlink when you type

a Web page address or an
e-mail address in the text box
of a Contact window. If you
are connected to an Internet
browser, you can click the
hyperlink to go to the
destination quickly or send an
e-mail message.

BTW
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Saving Outlook Information in Different Formats

You can save Outlook files on external storage devices in several formats. For example,
you can save messages and contact lists in text format, which can be read or copied into
other applications.

To Save a Contact List as a Text File and Display it in WordPad

The following steps save a contact list on a USB flash drive as a text file and display it in WordPad.

e Connect the USB
flash drive contain-
ing the Data Files for
Students to one
of the computer’s
USB ports.

e \With the Contacts
window active, click
the name bar of the
first contact in the
contact list.

® Press CTRL+A to select
all the contacts.

e Click File on the
menu bar to display
the File menu
(Figure 1-96).

12)

e Click Save As on
the File menu to
display the Save As
dialog box.

e Type Marcus'
Contacts in the File
name text box.

o If necessary, select
Text Only in the Save
as type box.

e Click the Save in
box arrow and then
select UDISK 2.0 (E:)
(Figure 1-97). (Your
USB flash drive may
have a different
name and letter.)

v Marcus' Contacts - Microsoft Outlook

4 File | Edit  Wiew Go  Tools  Adions  Help
=T YU 8e W | G Searchaddressbooks - | @) o
i Dpen L all contacts
Marcus’ Contacts And - Nun -m
a Close &)1 Ttems Save As ; selected ’
comman ere to enable Instant Search
B save &s.../ y
save Attachments b Bndersaon, Kevin Baker, Kyle
Folder » Kevin Anderson Kyle Baker
Data File Management... (937 555-6309 Home (937} 555-5279 Hame
e e kevanderson1Z3@hotmail.com lylebaker 101 @hotmail .com
e 1021 Ward Rd. 7892 Buckingham Drive
al Donner, OH 44772 Donner, OH 44772
Page Setup 2
| Print Preview
i Print., Ctrl+P
hemistry Lab Group Davis, Luke
Wark Offline B B
Chemistry Lab Group Luke Davis
Exit iEroup
(937) 555-2794 Home
S vbraghdived lukedavis101 @hatmail. com
Customize Current Wiew,,,
6776 Maplewood Bled,
Donner, OH 44772

Figure 1-96

T
B 4
b AEEER | [
Save in: v| \@'[ﬂ X E.‘ . E
8 [k ot Y =18
selected c ™
s @ Deskkop I d
3 5 My 3 Ea
= Documents >\ Z
res commonly used back button, select 2 i 5
'_i My locations folders, delete, 3l [ a ﬁ
G LT and perform . =
‘tj Iy Metwark other tasks = g
Places J i =
| £
Fi k 2
]
nt |
la
| B
) n g
file name - 2
Save button q -
: ; # r || &
File name: |Marcus' Contacts I - ‘ 5 &
|| Save as bype: ‘Text oy I w ‘ +
= save as a text file .
i s
g
it
Donner, OH 44772 Donner, OH 44772
®
—/”/\\ ||

Figure 1-97
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e Click the Save button in the Save
As dialog box.

o Click the Start button on the
Windows taskbar, point to All
Programs on the Start menu, point
to Accessories on the All Programs
submenu, and then click WordPad
on the Accessories submenu to
open the Wordpad text editor.

Using Contacts OUT 61

WordPad window

File  Edit

Wiew Insert Format  Help

NEHE SR # -3

e \When WordPad starts,
click the Maximize
H tact list
button on the title s
bar, click File on the text file

menu bar, and then
click Open.

When WordPad displays the Open
dialog box, click the Files of type
box arrow, select All Files, click
the Look in box arrow, and then
click UDISK 2.0 (E:) (your USB flash
drive may have a different name
and letter) in the Look in list.

Double-click Marcus’ Contacts to
display Marcus’ Contacts as a text
file (Figure 1-98).

o

o After viewing the text file, click
the WordPad Close button.

bistribution List MName: Chemistry Lak Group

Hembers:

Jake Nunan [(jakenunanlz3fhotmwail.com) jakenunanlZifhotmwail.com
Evyle Baker (kylebakerlOlfhotmail.com) kylebakerl0ifhotmwail . com
Trevor Walker (trevwalkerlZ3fhotmail.com) trevvalkerlzZ3fhotwail.com
Full Name: Kevin Anderson

Last Name: Anderson

First Name: Kevin

Home Address: 1021 Ward Rd.

Donner, OH 44772
Home: (937) 555-630%9

E-mail: kevandersonl23fhotmail. com
E-mail Display As: Kevin Anderson (kevandersonl23ifhotmail.com)

Categories: Blue Category
Full Mame: EKEyle Baker
Last MName: EBaker

First MName: Eyle

Business Address: 7892 Buckinghamwm Driwve
Donner, OH 44772

Home: (937) 555-5279

E-mail: kylebakeri10iffhotmail.com
E-mail Display is: Eyle Baker (kylebakerilOifhotmail.com)

Full MName:
Last Mame:

Luke Davis
Davis
First MName: Luke

Business Address: 6776 Maplewood EBlwvd.
Donner. OH 44772

For Help, press F1

T start 8 v

Figure 1-98

Tracking Activities

When you are dealing with several contacts, it can be useful to have all associated
e-mails, documents, or other items related to a contact available quickly. Outlook makes
these items accessible through the Activities command in the Show group, located on the
Contact window Ribbon. Clicking this command for a contact opens a list of all items
related to that contact. Outlook searches for items linked only to the contact in the main
Outlook folders (Contacts, Calendar, etc.); however, you can create and add new folders to

be searched.
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To Track Activities for a Contact

The following steps track the activities of Kenny Martin

e With the Contacts
window active,
double-click the
Kenny Martin
contact heading.

o Click the Activities
command on the
Ribbon to display
the Activities sheet
showing a list of
items related to
Kenny Martin
(Figure 1-99).

Contact window
Activities

(0a i w4 command Kehny Martin - Contact - =X
i3 ) LR =
Contact Insert FQW _ 7]
Close button
| ; Iy save & New - o ‘Ej__ﬁ@fhmmtms Lr ) s_l \. 3 sssign Task ? ‘ ﬁl Y ,jj Prwata‘
.é"j Send ~ 4] Certificates d Web Page (L Address Book N
Save & General Details E-mail Meeting Call Business Picture Categorize Follow Spelling
Close X Delete = &l Fielas - IMap Card * > Up~ S Check Mames s
Actians | Showr Communicate Options Proofing

[ subject

In Falder =

-~ RE: This season’s schedule Inbox

(- This season's schedule - - - Sent Ttems
3 RE: FW: My Spring Schedule. S < I'Sf of(litems Iofc_atlon —»< Inbox
i P First Practice [elateaitojcontact of items Sent Ttems

4 Draft Practice Schedule SentItems

B Kenny Martin - Conta, . % ; 11:17 PM

Figure 1-99

Outlook Help

The best way to

become familiar with
Outlook Help is to use
it. Appendix C includes
detailed information
about Outlook Help and
exercises that will help
you gain confidence in
using it.

Outlook Help

At any time while using Outlook, you can find answers to questions and display information
about various topics through Outlook Help. The Help features can increase your produc-
tivity and reduce your frustrations by minimizing the time you spend learning how to use
Outlook.

"This section introduces you to Outlook Help. Additional information about using
Outlook Help is available in Appendix C.
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To Search for Outlook Help

Using Outlook Help, you can search for information based on phrases such as “send an e-mail message” or
“format text,” or key terms such as “copy,” “save,” or “format.” Outlook Help responds with a list of search results
displayed as links to a variety of resources. The following steps, which use Outlook Help to search for information
about selecting text, assume you are connected to the Internet.

e Click the Microsoft Office Outlook L oeor OutGok
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Outlook Help window
allows you to search for

Microsoft Office

Outlook Help button information based on
Help button on the Standard e s B ey s
toolbar to open the Outlook G v B0 Y |1 seochoudessbooks 1@ /
Help window. o -
Con| @ outiook Help D= e |l search Marcus Con
e Type format text in the ‘Type Type words = @
yp , yp to search for «) [+ () 4 ﬁ‘ BAMe e =
words to search for’ text box at text box -
—— - b Format text| - P Se.arqh - | Maximize
the top of the Outlook Help - . button
. . Kevin Ang
window (Figure 1-100). tloaol
{037) 555-63
kevandersor)
Donner, OH
What's new Accessihility
Activating Outlook Getting help
| G =
c e | Accounts and data fies E-mail =
chd | Calendar and scheduling Search and navigation
Groy
- 1 Views Security and privacy
a Contacts Tasks
Motes and Journal Customizing
Fs
[ Printing {Outiook) ‘Working in & different language = ]
File management Business Contact Manager for
Qutlook
| Freeman, Cale
Cale Free Rules and alerts Integrating with SharePaint sites
{937) 55531 Outiook Demos Quizzes
calefreeman| _ )
Regional settings Farms
7894 Forrest
LI | TS ok Outlook match yoor work vl
s -
' Martin, Kenny ‘Munan, Jake
Kennv Martin ] Jake Nunan '

' Contacks - M. @I Outloak Help

Figure 1-100
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12)

® Press the ENTER key
to display the
search results.

e Click the Maximize

button on the
Outlook Help
window title bar
to maximize the
Help window
(Figure 1-101).

Where is the
Contacts window?

Q&A

Outlook is open in
the background, but
the Outlook Help
window is over-
laid on top of the
Microsoft Outlook
window. When the
Outlook Help win-
dow is closed, the
Contacts window
will reappear.

13

e Click the Apply bold,
italic, or under-
line formatting to
text link to display
information regard-
ing formatting text
(Figure 1-102).

What is the purpose
of the buttons at the
top of the Outlook
Help window?

Q&A

Use the buttons in
the upper-left corner
of the Outlook Help
window to navigate
through the Help
system, change the
display, show the
Outlook Help table
of contents, and

window.

4]

print the contents of the

Outlook
Help window
/ maximized
@) Outlook Help \ \ - o= X
oy o~ I;‘ | -
o e @ V) ﬁ ﬂ Al @ *ﬂ clicking these links
Format text » B Search = | first 25 results will dlsp!ay o_ther
of search are pages with links

Cutlook Home displayed about selecting text A

Searched for: "fg

Results 1-25 of top 100 e e

@ Add formatting te your document by using the Mini toolbar Page: [1]23 4 ® Next®

Help = E-mail = Farts and formatting

@ Change the message format to HTHL, Rich Text, or plain text
Help = E-mail > Creating messages

@ Use automatic formatting as you type
Help = E-mail > Fonts and formatting

click to display text

@ Apply bold, italic, or underline formatting to text +—— formatting information

Help = E-mail > Fonts and formatting

@ Add or delete WordArt
Help = E-mail > Working with graphics and charts = Adding pictures, shapes, WordArt, or dip art

@ Frormat Text Effects (P

Help = E-mail > Working wi
I T——
Ml Outlonk |

Mjcrosof‘_t Outlook ling pictures, shapes, Wordart, or dip art
window in e
background

(@ outlook Help

Figure 1-101

Back, Forward,
Stop, Refresh, and
Home buttons

@ Cutloo [
CESRCIORA N1 ¥

format text

- Search =

Dutlosk Home > E-mail » Foms 2nd formatting | Print button | |
|

Apply bold, italic, or underline formatting to text

What do you want to do?

4 Apply bold formatting to text
4 Apply italic formatting to text
4 Apply underline formatting to text

old Tormattiing 1o text

Do the following in these 2007 Microsoft Office system programs:

Dutlook, PowerPoint, or Access

Figure 1-102

e Click the Close button on the Outlook Help window title bar to close the Outlook Help
window and redisplay the Contacts window.

Other Ways

1. Press F1




To Quit Outlook

Chapter Summary OUT 65

Certification

o Click the Close button on the right side of the title bar to quit Outlook.

e If necessary, click the Exit Without Sending button in the Microsoft Office Outlook dialog

The following steps quit Outlook.

box so that any messages saved in your Outbox are not sent.

The Microsoft Certified
Application Specialist
(MCAS) program provides
an opportunity for you
to obtain a valuable
industry credential —
proof that you have

the Outlook 2007 skills

BTW
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Chapter Summary

required by employers.
For more information
see Appendix F or

visit the Outlook 2007
Certification Web page
(scsite.com/out2007/cert).

In this chapter you have learned how to use Outlook to open, read, print, reply to, forward, delete, sign, compose,
format, and send e-mail messages. You opened and viewed file attachments as well as attached a file to an e-mail
message. You learned how to categorize, flag, sort, and set importance and delivery options to e-mail messages. You
added and deleted contacts to a contact list. Finally, you used the contact list to create a distribution list and track
activities of a contact. The items listed below include all the new Outlook skills you have learned in this chapter.

Start and Customize Outlook (OUT 5) 19

2. Open (Read) an E-Mail Message (OUT 10)

14.
15.
16.
17.
18.

Close an E-Mail Message (OUT 15)
Print an E-Mail Message (OUT 16)

Reply to an E-Mail Message (OUT 16) 22.
Change Message Formats (OUT 19)

Forward an E-Mail Message (OUT 20) 23.
Delete an E-Mail Message (OUT 21) 24.
View a File Attachment (OUT 22) 25.
Create and Insert an E-Mail Signature (OUT 24) 26.

. Compose an E-Mail Message (OUT 27) 27.

. Format an E-Mail Message (OUT 29)

. Attach a File to an E-Mail Message and Send the 28.
Message (OUT 31) 29.
Categorize E-Mail Messages (OUT 33)

Flag E-Mail Messages (OUT 34) 30.
Sort E-Mail Messages by Category Color (OUT 35)  31.
Create and Apply a View Filter (OUT 36) 32

Set Message Importance, Sensitivity, and Delivery
Options on a Single Message (OUT 38)

20.
21.

Change the Default Level of Importance and
Sensitivity (OUT 40)

Create a Personal Folder (OUT 44)

Create a Contact List (OUT 47)

Change the View and Sort the Contact

List (OUT 49)

Find a Contact (OUT 50)

Organize Contacts (OUT 51)

Display the Contacts in a Category (OUT 52)
Preview and Print the Contact List (OUT 53)
Use the Contact List to Address an E-Mail
Message (OUT 55)

Create a Distribution List (OUT 58)

Save a Contact List as a Text File and Display it in
Notepad (OUT 60)

Track Activities for a Contact (OUT 62)
Search for Outlook Help (OUT 63)

. Quit Outlook (OUT 65)

A
SAM

If you have a SAM user profile, you may have access to hands-on instruction, practice, and
assessment. Log in to your SAM account (http://sam2007.course.com) to launch any assigned
training activities or exams that relate to the skills covered in this chapter.

Quick Reference

For a table that lists how to
complete the tasks covered in this
book using the mouse, Ribbon,
shortcut menu, and keyboard, see
the Quick Reference Summary at
the back of this book, or visit the
Outlook 2007 Quick Reference
Web page (scsite.com/out2007/qr).

BTW
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Learn It Online

Test your knowledge of chapter content and key terms.

Instructions: "To complete the Learn It Online exercises, start your browser, click the Address bar,
and then enter the Web address scsite.com/out2007/1learn. When the Outlook 2007 Learn
It Online page is displayed, click the link for the exercise you want to complete and then read the

v
E instructions.
E Chapter Reinforcement TF, MC, and SA Who Wants To Be a Computer Genius?
0 A series of true/false, multiple choice, and short An interactive game that challenges your
2 answer questions that test your knowledge of the ~ knowledge of chapter content in the style of the
- chapter content. television quiz show.
o Flash Cards Wheel of Terms
e An interactive learning environment where An interactive game that challenges your
you identify chapter key terms associated with knowledge of chapter key terms in the style of the
displayed definitions. television show Wheel of Fortune.
Practice Test Crossword Puzzle Challenge
A series of multiple choice questions that test your A crossword puzzle that challenges your
knowledge of chapter content and key terms. knowledge of key terms presented in the chapter.

Apply Your Knowledge

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

Creating a Contact List

Instructions: ~ Start Outlook. Create a Contacts folder using your name as the name of the new folder.
Create a contact list using the people listed in Table 1-4. Sort the list by last name in descending
sequence. When the list is complete, print the list in Card Style view and submit to your instructor.

Table 1-4 Contact Information

Name Telephone Address E-mail Address Grade Level

Greg Sanders (937) 555-4120 8465 W. 63rd St. gsanders@isp.com Junior
Donner, OH 44772

Dan Gilbert (937) 555-7539 8868 Ashwood Lane dgilbert@isp.com Freshman
Donner, OH 44772

Heather Nichols (937) 555-9823 214 W. Lincoln Ave. hnichols@isp.com Freshman
Donner, OH 44772

Valerie Prince (937) 555-0258 5246 Brookfield Ct. vprince@isp.com Junior
Donner, OH 44772

Rafael Perez (937) 555-6211 9812 River Rd. rperez@isp.com Sophomore
Donner, OH 44772

Keith Lee (937) 555-3080 7894 Forrest View Lane klee@isp.com Sophomore

Donner, OH 44772
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Extend Your Knowledge

Extend the skills you learned in this chapter and experiment with new skills. You may need to
use Help to complete the assignment.
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Categorizing Contacts and Creating a Distribution List
Instructions: ~ Start Outlook. Using the contact list created in Apply Your Knowledge, create a category
for each grade level (freshman, sophomore, junior, and senior) and categorize each student as follows:
Greg Sanders — Junior, Dan Gilbert — Freshman, Heather Nichols — Freshman, Valerie Prince — Junior,
Rafael Perez — Sophomore, Keith Lee — Sophomore.

Create a distribution list consisting of juniors and seniors. When the list is complete, print the
list in Card Style view and submit to your instructor.

ASSIGNMENTS

STUDENT

Make It Right

Analyze a document and correct all errors and/or improve the design.

Importing Subfolders for the In the Lab Exercises
Follow these steps to import subfolders for the following Make it Right and In the Lab exercises:
1. Connect the USB flash drive containing the Data Files for Students to your computer.

2. Click File on the Outlook menu bar and then click Import and Export.

3. In the Import and Export Wizard dialog box, click Import from another program or file and then
click the Next button.

4. In the Import a File dialog box, click Personal Folder File (.pst) and then click the Next button.

5. In the Import Personal Folders dialog box, click the Browse button to access drive E (your USB
flash drive letter may be different), select the appropriate subfolder, click Open, and then click the
Next button.

6. In the Import Personal Folders dialog box, select the appropriate folder from which to import and
then click the Finish button.

Continued >
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Make It Right continued

Editing a Contact List

OUT 68 Outloolk Chapter 1 Managing E-Mail and Contacts with Outlook

Instructions: ~ Start Outlook. Import the MIR 1-1 Contacts folder (Figure 1-103) into Outlook. See
the inside back cover of this book for instructions for downloading the Data Files for Students, or see
your instructor for information on accessing the files required in this book.
The contact list contains 20 contacts. The five contacts in Table 1-5 need to have their information
updated. Locate each contact using the Find a Contact box and change the applicable fields.
Print the revised contact list and submit it to your instructor.

Table 1-5 Revised Contact Information

Name Telephone Address E-mail Address Category
Jennifer Craig (916) 555-5686 354 Rutledge St. jcraig@isp.com Blue
Condor, CA 95702
Andrew Brinckman (916) 555-4565 8453 Whitcomb St. abrinckman@isp.com Blue
Condor, CA 95702
Courtney Croel (916) 555-2348 7456 Brummitt Rd. ccroel@isp.com Blue
Condor, CA 95702
Ryan Bachman (916) 555-7410 4654 Ashford Ct. rbachman@isp.com Blue
Condor, CA 95702
Kris Davids (916) 555-3647 678 E. 7™ Ave. kdavids@isp.com Blue
Condor, CA 95702
= MIR 1-1 - Microsoft Outlook
OFille Edit Miew Go  Tools  Adions  Help Typ
S E Mew v ﬂ B3 X L4 -8 W | @ searchaddressbocks - | @) &
_Contacts «]/&d MIR1-1 ARt e MR L
@All Contact Tems - |Click here to enable Instant Search
e = .
&2 contacts Abel, Fred | Alexander, Beth
8 E Fred Abel Beth Alexander
Current View # (903) BE5-7251 Wark (316) 5E5-482 Work
@ Business Cards fredabel@work. cam balexander@isp. com
O Address Cards 453 W, Washinghon Ave, 5466 Harrison St.
() Detailed Address Cards Delman, T 72006 Condar, A 95702
) Phone List
) By Categary
O By Company
© Ey Location Anderson, Monica ‘Bachman, Ryan

() Outlook Data Files

Add Mew Group
Customize Current Wiewr.,,

Monica Anderson

(916) 555-9943 Wark
manderson@isp, com

5721 O'Hara Dr,
Condor, A 95702

Ryan Bachman

(918) 555-3571 Work
ryanbachman@work. com

8232 Clay st
Sandfly, OK 74877

Bennett, Dan_

Dan Bennett

(916) 555-2340 Wark
dbennett@isp.com

543 Franklin St.
Condor, C8 95702

V_-

Andrew Brinckman

(903) 555-7613 Wark
andrewbrinckman@wark, corm

9956 Colonial Dr.
Delman, T 79006

Figure 1-103
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Design and/or create Outlook items using the guidelines, concepts, and skills presented in this
chapter. Labs are listed in order of increasing difficulty.

Outlook Chapter 1

Lab 1: Creating a Distribution List and Sending E-Mail

Problem: You are the campaign manager of your mother’s campaign for a city council seat. Besides
coordinating appearances and advertising, your responsibilities also include soliciting and organizing
campaign donations.

Instructions Part 1:  Perform the following tasks:

1. Import the Lab 1-1 Contacts folder (Figure 1-104) into Outlook.

2. Create two distribution lists: one consisting of monetary donors, the other consisting of
non-monetary donors. Each contact is categorized by type of donation.

3. Print each distribution list and submit to your instructor.

1~ Lab 1-1 - Microsoft Cutlook
i _Fj:lé .E,_\:{i_t Wiew Go  To als Actions H_"gm Tvp
8] New Ylﬂi-.ﬁ X @%riﬂ‘. W | [ Searchaddressbooks - ®E
Contacts <« E Lab 1-1 Cro- Pip ]E.ear-;hlib 1-1
le Contact tems - |Click here to enable Instant Search
My Contacts 3
89 contacts - Crowdey, Adam Dobis, Henry
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In the Lab continued

Instructions Part 2:  Perform the following tasks:

1. Compose a message to each group created in Part 1. The message to monetary donors should
thank them for their past support and request donations for this year’s campaign. The message to
non-monetary donors should thank them for their past support and include a request for the same
contribution to this year’s campaign.

2. Set the sensitivity for each message as confidential.

3. Using Microsoft Word, create a document called Campaign Platform, and include this file as an
attachment with your e-mail messages.

4. Set the delivery for each message to March 1, 2008 at 10:00 a.m.

5. Format your messages to monetary donors as Plain Text and your messages to non-monetary
donors as HTML.

6. Print each message and submit to your instructor.
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Instructions Part 3:  Save the Lab 1-1 contact list as a text file. Open the file using Notepad. Print the
contact list from Notepad and submit to your instructor.

Lab 2: Flagging and Sorting Messages

Problem:  As student director of the Computer Help Center, you are responsible for responding to
questions received by e-mail. Some questions require a more timely response than others, so you need
a way to sort the questions first by urgency and then by time of receipt.

Instructions:  Perform the following tasks:
1. Import the Lab 1-2 Inbox folder (Figure 1-105) into Outlook.

2. Read through each message and apply the appropriate Follow Up flag to each message (Today,
Tomorrow, or This Week).

3. After you have flagged each message, sort the messages based on the Follow Up flag.
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Lab 3: Creating an E-Mail Signature, Replying To, and Forwarding Messages

Problem: With all the Computer Help Center messages sorted and flagged, you now have to respond
to the messages. You need to perform this task in an efficient manner, as it is the Computer Help
Center’s policy to respond to questions within three working days. Policy also requires that the name
of the person responding, the Computer Help Center’s telephone number, and its hours of operation
appear on every reply.
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Instructions Part 1:  Perform the following tasks:

1. Create an e-mail signature consisting of your name, title (Student Director), a telephone number
(555-1234), and hours of operation (8:00 a.m. — 8:00 p.m., Closed Sundays).

2. Click the New Message button on the Standard toolbar. Print the blank message containing the
signature and submit to your instructor.

ASSIGNMENTS

STUDENT

Instructions Part 2:  Perform the following tasks:
1. Send a reply with the importance set at high to the messages flagged for follow up Today.

2. Forward the messages flagged for follow up Tomorrow. You may use fictitious e-mail addresses for
this exercise, because the messages will not actually be sent.

3. Submit printouts of the replies to your instructor.

Instructions Part 3:  Perform the following tasks:
1. Clear all the This Week Follow Up flags from the appropriate messages. Use Search Folders to
display only the messages flagged for follow up. Make a list of the sender’s name, subject, and
Follow Up flag type and submit to your instructor.

2. Using information from Microsoft Outlook Help, create a unique signature for a separate e-mail
account. See your instructor about setting up a separate e-mail account.

3. Print a blank message containing the signature and submit to your instructor.
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Cases and Places

Apply your creative thinking and problem solving skills to design and implement a solution.

® EasieR  ®® More DirricuLt

* 1: Create a Personal Contact List

Create a contact list of your family, friends, and colleagues. Include their names, addresses, telephone
numbers, e-mail addresses, and IM addresses (if any). Enter the employer for each contact if
appropriate. For family members, use the Detail sheet to list birthdays and wedding anniversaries (if
any). Print the contact list and submit to your instructor.

¢ 2: Modify a Contact List

Import the Cases 1-2 Contacts folder into Outlook. You are the manager of the Personnel Department
for a large automobile dealership. Your responsibilities include updating the company contact list
whenever someone changes positions, receives a promotion, or other changes occur. Byron Taylor

has received a promotion to Parts Manager and was rewarded with a private office (Room 3A), private
telephone ((812) 555-1278), and his own e-mail address (btaylor@autodealer.com). The information

in his current record contains the general telephone number and dealership’s e-mail. Make the
appropriate changes to Byron Taylor’s contact record. Submit a printout to your instructor.
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ee 3: Apply a View Filter and Track Contact Activities

Import the Cases 1-3 Inbox folder into Outlook. You work in the I'T department of a large company.
Every day you receive several e-mail messages about various computer problems within the company.
A coworker, Bailey Smithers, has sent several e-mail messages to the I'T department complaining that
her problem has yet to be solved. You have been told to immediately solve her problem. Apply a filter
to the Cases 1-3 Inbox folder to display only the messages from Bailey Smithers. Respond to her latest
e-mail message while sending a copy to your supervisor to show that you have found a resolution to
the problem. Submit a printout of your reply to your instructor. Add Bailey Smithers to your contact
list. Track the activities of Bailey Smithers. List the first five entries from the Activities list and submit
to your instructor. After printing your reply message, delete all the messages from Bailey Smithers and
remove the filter.

ee 4: Compose and Format an E-Mail Message

Make It Personal

Being involved with your studies, extracurricular activities, and college life in general, can prevent you
from keeping in touch with family and friends. Compose an e-mail message to a close relative or friend.
Your message should contain information on your class schedule, activities, and new friends that you
have made. Compose the message in HT'ML format. Format the text of your message to enhance its
appearance. Use Outlook Help to insert a picture of the campus or your school’s logo into the message
body. Print the e-mail and submit to your instructor.

e¢ 5: Compile Contact Information

Working Together

Have each member of your team submit a design of a form for collecting contact information. Have
them base the form on available fields in the General and Detail sheets in the Contact window. Have
the team select the best form design. After selecting a form, make photocopies for the entire class.
Have your classmates fill out the form. Collect the forms and create a contact list from the collected
information. Print the final contact list and submit to your instructor.



