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ABOUT THIS COURSE

COURSE PREREQUISITES

This manual assumes the user understands the basics of using a
Windows-based computer. Students should be comfortable using the
keyboard, mouse, and Start menu. Understanding and experience with
printing and using a web browser is an asset, but not required. No
previous experience with other versions of Outlook is necessary.

COURSE OVERVIEW

Welcome to the first part of our courseware for Microsoft Office Outlook
2016, Microsoft’s powerful and easy-to-use personal information
management program. This new version of Outlook incorporates some
new features that will help make managing your e-mail and personal
information easier than ever.

This course is intended to help all novice computer users get up to speed
with Outlook quickly. This manual will also help more experienced users
who have little to no experience with Outlook and the ribbon interface.
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COURSE OBJECTIVES

By the end of this course, users should be comfortable with using and
customizing the Outlook 2016 interface, creating and sending messages,
managing contacts, using the calendar, managing tasks, and working with
notes.

How To UsE THIS BOOK

This course is broken up into eight lessons. Each lesson focuses on several
key topics, each of which are broken down into easy-to-follow concepts.
At the end of each topic, you will be given an activity to complete. At the
end of each lesson, we will summarize what has been covered and
provide a few review questions for you to answer. Supplemental learning
for selected topics is provided in the form of Lesson Labs at the end of
this book.

Before you begin, download the course’s Exercise Files to a convenient
location. They will be referenced throughout this course and are a key
part of your learning experience.
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LESSON 1:
GETTING STARTED WITH
OuTLOOK 2016

Lesson Objectives

In this lesson you will learn how to:
= Navigate the Outlook interface
= Perform basic e-mail functions

= Use Outlook help
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TOPIC A: Navigate the
Outlook Interface

Microsoft Office Outlook is a powerful and easy-to-use e-mail client and
scheduling manager. Nearly everyone who has used an e-mail client has
probably worked with a version of Outlook. It is used in many
organizations worldwide and it has become one of the most commonly
used e-mail clients on the market. While the incredible amount of
features that are available in this latest version of Outlook may seem
daunting at first, once we cover the basics of working with it, you will be
well on your way to becoming an Outlook master.

Topic Objectives
In this topic, you will learn:
= About e-mail and e-mail addresses
= About Microsoft Outlook 2016
= About items and folders
= About components of the Outlook interface, with a focus on the
ribbon
= About the Backstage view
= About the Mail, Calendar, and People workspaces
= About mail folders
= About read and unread messages
= About message icons
= About additional Outlook tools
=  About Peeks

E-MAIL

I"

The term “e-mail” refers to the electronic communication of messages
between two or more parties that is almost instantaneous. Since its
inception, e-mail has become the standard of communication in almost
all organizations. With e-mail as pervasive as it is today, it is vital to keep
your e-mail and your contacts organized. This is where an e-mail client
steps in.
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E-mail Clients

E-mail clients are applications that facilitate the sending, receiving, and
management of e-mail. While many online e-mail clients are available
from organizations such as Google and Microsoft, many people prefer the
flexibility and organizational capabilities that a desktop e-mail client like
Outlook can offer.

E-MAIL ADDRESSES

E-mail communication revolves around e-mail addresses. If you need to
communicate with another person using e-mail, you need to know what
their e-mail address is, such as johnsmith@example.org.

E-mail addresses are comprised of three main parts:
= The name or handle of the person that you are e-mailing
(johnsmith in this example)
= The @ symbol
* The domain (example.org), which includes both the host name
and an extension like .com or .org

MICROSOFT OUTLOOK 2016

Microsoft Outlook 2016 is a versatile e-mail client and a personal
information manager (PIM). This means that you can use Outlook 2016 to
create, send, and manage e-mail; manage your address book; keep track
of your to-do list; and schedule appointments. The different components
of Outlook are all integrated, so you can use your contacts to address an
e-mail, track all contact with a particular person, or send your community
group tasks. Basic Windows functions, like cutting, copying, and pasting,
are also included.

There are also many add-ins that you can download or purchase to
provide additional functionality in Outlook 2016. As well, other
applications (such as antivirus software, word processors, and contact
managers) also add their tools into Outlook to help you manage your
data. While you don’t need to worry about these tools right now as they
won’t be covered in this course, it is good to know about them in case
you see objects within your copy of Microsoft Outlook that don’t match
the pictures or descriptions in these lessons.
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ITEMS AND FOLDERS

It is important to remember that there are two interface objects that you
will commonly work with in Outlook: items and folders. Items are
individual objects. For example, an item can include a single e-mail
message or a meeting in your calendar. Folders, on the other hand, are
used to organize items. While you can have many different folders, the
Inbox, Drafts, Sent Items, and Deleted Items folders are all included by
default.

COMPONENTS OF THE OUTLOOK INTERFACE

The Outlook interface can be pretty intimidating at first glance, but it can
be broken down into several distinct parts. While the interface will be
slightly different for each folder or workspace that we look at, the basic
components will remain the same. Below you can see how the Outlook
application looks when the Mail workspace is shown:

Welcome to OneNote
1 v e problernd el o Ui e i il Sk B 0 Yo R 8 e B .
[ OneNote View in browser
Welcome to OneNote 0

Let’s look at the various components that make up the interface.

1: File Menu (Backstage View)

Click the File tab to open Backstage view. With this view, you can manage
your mailbox, open other Outlook files, print Outlook items, get help,
modify Outlook options, and close Outlook.

2: Quick Access Toolbar
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This specialized toolbar provides quick access to the commands you use
most often.

3: Title Bar

The name of the current folder, your mailbox, and the program name will
appear here.

4: Window Controls
From left to right, these are the Ribbon Display Options, Minimize,
Maximize/Restore, and Close commands.

5: Tell Me
Using this text box, you are able to ask questions and access help
information.

6: Tabs
Groups of like commands are organized under tab names. Click a tab to
view related commands in the ribbon.

7: Groups

The commands on each tab are separated into groups. In the sample
diagram, the Quick Steps group of the Home tab is identified. This group
provides commands to apply and manage Quick Steps.

8: Navigation Pane

This pane is the easiest way to get around in Outlook. It contains links to
various workspaces so that you can easily view your contacts, mail,
calendar, and more. Sometimes this is also referred to as the Folder
pane.

9: Search Box
Use this area to search for items within your mailbox.

10: Working Area

Here is where you can see the contents of the selected folder or
workspace. In the sample diagram, we can see new mail because we’re in
the Inbox.

11: Reading Pane
View the contents of the selected item here.

12: Status Bar
Displays item count for the current folder as well as view commands and
helpful information.
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@ elite.

It's about people
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ScreenTips
ScreenTips appear as a small pop-up when you move your cursor over an
object in the Outlook 2016 interface, such as a ribbon command:

Send / Receive Folder View Q Tell me what
= [ Ignore x o r“_\ o .
Ijl o ﬁ—é ﬁ—ﬂ ﬁ—)l Fa Meeting
—E - Clean Up- € 2>
Mew  Mew Delete  Reply Reply Forward E-EMDre*
Email ltems~ & Junk~ N Al
Mew Delete Respond

Delete (Ctri+ D)
Delete this item.

They include information like the name of the object, what the object
does, and a keyboard shortcut (if applicable).

Dialog Box Launchers

Some groups feature an option button (™) beside the group name. Click
this button to open a dialog with more specific controls relating to this
group and other commands in the tab:

[ond,  lgnore X & [ege Y Move to: 7 S Tom ¥ SN | > =
=1 o= £a Fa &3 E Meeting ov 3 To Manager | &
M ‘N‘:l T cleanupr — (I' . ')d 7 Team Email v Done " R?' D')N - s an 2 Address Book 5-
ew  New cete | Reply Reply Forward Bgjvore~ | _ Move Rules OneNote Unresd/ Categotize Follow tore
Email Items+ & Junk~ A Ll 2 Reply & Delete £ Create New 5| e R o 5 U Y Fiter Emai -
New Delete Respond Quick steps " Move Tags Find Add-ins
. < \
4 Favorites Search Carent Naibor (. D | Curent Naibor ] | (03 Reply 2 Reply All (3} Pt
~ Manage Quick Step: ? x
(=33 Al Unread ByDate > Newest I ( ea
Clutter T Welcome to O Quickstep: Deseription:
Sent Items . ¥ Moveto:? Move to: ?
msftconn@microsoft... @ fthere ith h - 2
Drafts . y To Manager
Program Closing - Office 20 Mon 9/21 3 g actions: i Move to forder
Bing Map: B9 Team Email & Markas read
4jsmith@acmewidgetsonmicr.. 4 Oider v Done Shortcut ke None
b 4 OneNote Team & oty I
5 elcome to OneNote 3172015 9
rafts.
et Onehiote for frez on a
Sent Items
Deleted Items 2 _ 7172015
Clutter is 0
i
W, Edit Duplicate Delet
V| [new
On| e
Y0\ [ Resetta Detauts E

COMPONENTS OF THE RIBBON

The ribbon is the primary location where you interact with all of the
various commands and controls that are available in Outlook. It is
comprised of two major parts: tabs and the groups that are found within
them.
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Groups (and their contained commands) that appear within a tab relate
to the functions described by the tab name. For example, the View tab
contains a variety of groups with commands to adjust how objects are
displayed in Outlook:

Inbox - jsmith@acmenidgets.onemicrasaft.com - Oullook

There are five tabs (including the File tab) that are available in Outlook’s
main interface. Below is a breakdown of the kinds of commands that you
will find in each tab:

= File: This tab gives you access to Backstage view. Here, you will
find commands that are used to modify how Outlook in general or
the selected Outlook item operates. You can find a variety of
categories under this tab, including Save As, Info, and Print.

* Home: The Home tab is displayed by default, but the commands
and title of this tab will depend whether you are working with the
general Outlook window or a specific item. For example, if you
have a message open in a separate window, the Home tab will be
labeled Message and include commands to manage and work
with the message. If you are working with the general Outlook
window, this tab will include commands to manage items in
Outlook.

= Send/Receive: This tab includes commands that relate to the
sending and receiving of data to and from your e-mail account.

= Folder: This tab is used to manage the folders that make up
Outlook. Here, you can find commands to modify folder
properties, create new folders, and delete existing ones.

= View: On this tab, you will find commands to change how the
Outlook layout is displayed.

THE BACKSTAGE VIEW

The Backstage view is accessed by clicking the File tab. It will look slightly
different depending on whether you are in the main interface or inside
the window for an Outlook item.
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For example, if you click the File tab while viewing the main interface and
Mail workspace, you will see commands to manage your e-mail account,
messages, and other related settings:

Account Information

a3

# Add Accar

Account Settings

Automatic Replies (Out of Office)
Useau weaut

Mailbox Cleanup

Manage the size of your mailbc by empiying Deleted lems and archiing.
anop
Tack - 1
48.4GB free o 495,68
Rules and Alerts

. Use Bues and &t t help organize yourincoming e-ml messages, and receive
Manage fles | updstes when items are adided. changed, or removed,
ets

Manage Add-ins
Manage and aciuire Wes Add

Here is a quick overview of the items in Backstage view in this context:

Info Manage your mailbox account settings, access mail
cleanup tools, manage rules and alerts, and set up
automatic replies.

Open & Provides commands to open a calendar or Outlook

Export data file. You can also start the Import and Export
wizard from here or open another user’s folder if
you are on an Exchange server.

Save As Save the currently selected item as a separate file
outside of Outlook.

Save Save attachments to the currently selected item as
Attachments separate file(s) outside of Outlook. Only available if
the selected item has attachments.

Print Set print options for the selected item and print
preview it.

Office Modify the settings for the account that you are

Account using to log into Office.

Options Opens the Outlook Options dialog.



[12] Microsoft Office Outlook 2016 — Part 1

Feedback Opens the Windows Feedback app.

Exit Close Outlook.

If you have an Outlook item (like an e-mail message) open in a separate
window, the Backstage view will look like this:

Program Closing - Office 2016 for Windows will be broadly available on September 22! - Message (HTML)

Program Closing - Office 2016 for Windows will be broadly a

Restrict permissions to this item

) Set up restrictions for this
Set from forwarding the e-m
Permissions -

For example, you may be able to restrict recipients
essage to other people,

¥ Move item to a different folder
Move or copy this item to a different folder.

Move to

Folder =

Current Folder: Inbox

Office Account

EO
Options Open Delivery
Report
Feedback
o Message Resend and Recall
(4] Resend this e-mail message or attempt to recall it from recipients.
Resend or
Recall -
D Properties
=3 Set and view advanced options and properties for this item.

Properties Sze 53KB

Let’s look at these commands.

Info Provides commands to restrict permission to the
item, move the item, resend or recall a message,
and view message properties.

Save/Save As Save the currently selected item as a separate file
outside of Outlook.

Save Save attachments to the currently selected item as
Attachments separate file(s) outside of Outlook. Only available if
the selected item has attachments.

Print Set print options for the selected item and print
preview it.

Close Close the current Outlook object window.
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Office Account  Modify the settings for the account that you are
using to log into Office.

Options Opens the Outlook Options dialog.

Feedback Opens the Windows Feedback app.

To close Backstage view, click File again or click any of the tabs.

THE MAIL WORKSPACE

When you first open Outlook 2016, the Mail workspace will be displayed
by default. This is where you can view and work with any messages that
you receive. You will typically spend the bulk of your time in this
workspace:

3 . m .
s ] Errecel |

tre Move Rules OneMate Unread/ Categorize Follaw
- - - - Read Upe Y Foer Emst

Mew | Delete : A
4 Favorites 5

b 4

Program Closing - Office 2016 for Windaws will be broadly available on September 221 ”

Clutrer
Sent tems

Drates Bing Mags
4jsmith@acmewidgets.onmier .

: O I

5 | | (

D

«

You are receiving this email as part of the Office Pre-Release Progran for the Office Preview

Hella John;

Office 2016 for Windows will be braadly available on September 221

RS Feeds
B with us to help make Office 2016 the best Office ever! We would like to thank you for your participation
Groups

version of Office.
Bom & - For more information and auidance on getting reacly for ifice 201, view the Techtet artice here, You c2n continue to report issues and receive
B Unreadt #re up to date book.  Connedted toc Mics wnge [0 & - 1 + 100

You will see that all of the messages in your account will be stored in a
variety of different mail folders. You can find these folders inside the
Navigation pane.
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MAIL FOLDERS

The mail folders that appear inside the Navigation pane by default
typically include the following:

4 lsmith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent [terms
Deleted [tems 2
Clutter
Conversation History
Junk Email
Outbox
RS5 Feeds

I Search Folders

I* Groups

Let’s take a look at some of these mail folders.

Inbox

Drafts

Sent Items

Deleted
Items

Clutter

Conversation

This is where new mail is received.
Unsent messages can be saved here.
After a message is sent, a copy of it is stored here.

This folder acts like the Recycle Bin in Windows. When
you delete an Outlook item, it goes here first. To
permanently remove the items in your Deleted Items
folder, click Folder - Empty Folder while in the Deleted
Items folder.

E-mail that has been identified as less important based
on your reading habits will be moved to this folder.
Typically this will include items such as newsletters or
other mailing lists. Only available with Office 365
customers.

This folder will list conversation history for any contacts
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History

Junk E-mail

Outbox

RSS Feeds

Search
Folders

Groups

that you have interacted with using Microsoft Lync or
Skype for Business.

E-mail marked as junk will arrive here.

Messages you have created are stored here while
Outlook connects to the server and sends the message.

Live feeds are stored here.

You can customize these folders to update based on
search criteria.

Access shared workspaces. Only available with Office
365 accounts.

READ AND UNREAD MESSAGES

When you receive new messages, the folder that contains them will
appear bold within the Navigation pane and a counter identifying the
number of unread messages will be displayed adjacent to it:

4 lsmith@acmewidgets.onmicr...
Inbox 5
Drafts

Sent lterns

In the working area, an unread message will also be represented by bold
text, but that text will also be colored and you will also see a colored line
along the left of it:

msftconn@microsoft....
Program Closing - Office 2... Mon 9421

Read messages do not have the bold effect or the line:

msftconn@microsoft....
Program Closing - Office 20... Mon 9721
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MESSAGE ICONS

Messages inside the working area may include one or more message
icons. Each message icon is used to represent information about the
associated message. For example, here you can see a flag icon that
indicates this message has been flagged for follow-up:

OneNote Team >
Welcome to OneMote 7/31/2015
Get OneMote for free on all

Here is a breakdown of the various message icons that you might spot
inside a message in the working area:

Replied To &2 | The message has been replied to.
Forwarded =,  The message has been forwarded.
High I The message is important and probably time
Importance sensitive.
Attachment The message includes an attachment.
Flagged for [ | The message has been flagged for follow-up at
Follow-Up a later time or date.
THE CALENDAR WORKSPACE

The Calendar workspace is used to add, remove, and manage events in
the Outlook calendar. You can open this workspace by clicking the
Calendar button at the bottom of the Navigation pane:

E ﬁ a{ m -

ltems: 9 Unread: 5
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When open, you will see that the Calendar workspace is comprised of the
Navigation pane and the calendar itself:

e, Ssturday T o
= EEIEF o . £

4+ October 2015

SUNDAY MONDAY TUESBAY WEDNESDAY FRIDAY SATURDAY

- ;P ;:I T - |
4 5 6 7 8 9

Nowembes 2015

My Calendars
Calendas

Previnus Appaintment ¥

Other Calendars

= om o B e

The Navigation pane shows the current month and allows you to scroll
through the months of the year. Clicking on a date in the mini calendar in
the Navigation pane will display it in the working area using the current
calendar view.

THE PEOPLE WORKSPACE

The People workspace is used to add, remove, and manage any contacts
that you have. You can open this workspace by clicking the People button
at the bottom of the Navigation pane:

ltems: @  Unread: 4

When the People workspace is open, you will see that it is comprised of
the Navigation pane, the working area, and the Reading pane. The

Navigation pane will list all of the folders that are used to organize your
contacts, while the working area is where individual contacts are listed.
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The Reading pane will show you the details of the selected contact:

Contacts - jsmith@acmewidgets.onmicrasoft.com - Outiook

Jane Smith Jane Smith

=omos g e

ADDITIONAL OUTLOOK TOOLS

Aside from the Mail, Calendar, and People workspaces, you also have
access to other a few Outlook tools and workspaces:

Mawigation Opticns...
Motes

Eolders

[@] Shortcuts

E@aﬁlﬂ"t\}

Iltems: 1

Here is a breakdown of the tools that are available to you:

= Tasks: In the Tasks workspace, you are able to assign tasks to
yourself, as well as other people that you have connected with.
Any tasks that are listed here will also appear inside the To-Do Bar
while working with Outlook.

* Notes: The Notes workspace allows you to record quick notes that
you want to keep track of. You can then organize these notes
using categories and a variety of other features.
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PEEKS

The Peeks feature allows you to “peek” at the contents of the Calendar,
People, or Tasks workspaces of Outlook without having to go through the
process of opening them up entirely. For example, if you want to have a
quick look at any tasks you have scheduled for today, you could use the
Peeks feature, rather than opening up the entire Tasks workspace.

To use Peeks, place your cursor over the Calendar, People, or Tasks
commands at the bottom of the Navigation pane. For example, here you
can see that the cursor has been placed over the People command. The
pop-up that appears lists all of your favorite contacts that can then be
interacted with:

g
Search People ye
FAVORITES
Jane Smith

ltems: @  Unread: 4
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AcTiviTy 1-1
Navigating the Outlook Interface

You are just getting started with Outlook 2016. You would like to explore
its interface to get a feel for how it works and where everything is. Note

that Outlook must be configured with an e-mail account before students
can complete this activity.

1. Type “Outlook 2016” into the search box on the Windows 10
taskbar:

(If you are using Windows 8, start typing at the Start screen to
search.)
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2. Click the entry for Outlook 2016 to start the program:

© v v O O O DO

0

Web

Best match

Qutlook 2016
Desktop app L\}

outlook 2016

outlook 2016 for mac

outlook 2016 download

outlook 2016 exchange compatibility
outlook 2016 gmail

outlook 2016 features

outlook 2016 exchange 2007

outlook 2016 release date

Folders

MOS5015_ Outlook_2016_1_ExerciseFiles

Store
[Fl Professor Teaches QOutlook 2016
=& My stuff L2 Web

Cutlook 2016
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3. Microsoft Outlook 2016 will open with the Mail workspace
displayed:

T | 3 el el Move o 3 To Manager ¥ ;o o
| o £ Mesting - = To Manag 1 =
e Wen £ h & < -’d S TeomEmail ¥ Dore e e m r||| [ Addess Book. s-
o e o - e fove. Ruses Onihloke  Uneead Ceegarc. Folow e
=20 m= o o iore- | iy ek Coomeion |- - i e [y
ew oeite Respona o g v . fme assms ~
#Favorites 4| [semsen Comrent tsmban .. P epby Al (23 Forward
e All Unread By Date = o - m e e ] I
Clune 4 Tomorow Joe's Retirement .
D [ ——
John Smi [
Ouats e veenert  pavoznosirm | (gl Seeie
Heyall.loe  ooina ta be | 15
#jsmith@acmewidgetsonmicr 4 Last Week Actom ems
inbe 4 msftconn@micrasoft..
- Progran Cloing - Ot 20 Man 921 —_—
Serthems
o) 4 oer Joe is going to be retiring soan, so | thought we could thiow a small celebration. Please let me know your availability for next week.

Onetote Team ¥

o s Thanks,

Comenation History
Sk el John
Outban

RS Ferds

Search Folders

Groups

a9 Uneeac 4 ppting thia Toiger.__ Canneated 1 Miroscn Exchange I W - [ + o

(You will see different messages in your e-mail inbox than those
that are shown here.)

4. Click the Folder tab at the top of the screen:

Inbox - jsmith@acmew

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

= - R
El ;’E < lgnore x & @ H [F2 Meeting Move ta: 7 = Manager
¥ " % Clean Up~ b G G G - ET Team Email v Done
ew ew elete eply Reply Forward [3 - -
Eosd kmmso &5 Junk - Al EE More (=) Reply & Delete ¥ Create New s
Mew Delete Respond Quick Steps (F]

5. Review the various groups and commands that make up this tab:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Home  Send/Receive [ Q Tell me what you want to do...
Copy Folder ('\ F Al 7% Clean Up Folder~ cA E—I o® .
/: ) 7 cA = - =]
Move Folder 5 Delete All
Mew New Search Rename Mark All Run Rules  Show All = Show in View on AutoArchive  Folder Folder
Folder  Falder Folder DeleteFolder  3cRead  Now  FoldersAtoZ L RecoverDeleted ltems  Fayarites  Server Settings  Permissions Praperties
New Actions Clean Up Favorites  Online View Properties

@ elite.

It's about people
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6. Click the Calendar command in the Navigation pane:

= | s @

ltems: @  Unread: 4

7. The Calendar workspace will now be displayed with the Month view

€3 Toromow & Saturdny
STEISF E3FIEIE
Sep 27 ] 2 ) Oct 1 2 3
4 6 [l E] 10
i :
: 1 1 1 1 !
prer— i i
Calendar
: 19 i 2 z 2
Other Calendars
6 E E] 30 31
- m os @
s e D @

8. Click People in the Navigation pane:

[tems: O I}
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9. The People workspace will now be displayed. Any contacts that you
have will be listed in the working area. If you have any contacts, the
details of the first item will be shown in the Reading pane:

Jane Smith

Jane Smith

= m s g T

10. Now click the Tasks button in the Navigation pane:

E % ﬁ; : LN

Items: 1

11. In the Tasks workspace, you will see any tasks that you have
ongoing. You will also see tools to organize those tasks:

=Eomoa g o
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12. Click the File tab and click Exit to close Outlook and complete this

activity:

©

Info

Open & Export

Office Account
Options
Feedback

Exit

3

@ elite.

It's about people
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TOPIC B: Perform Basic
E-mail Functions

Now that you have familiarized yourself with the Outlook 2016 interface,
you can start using this application to communicate with others. Over the
course of this topic, you will learn about basic e-mail functionality in
Outlook.

Topic Objectives
In this topic, you will learn:
= About the Message form
= About the ribbon tabs available in the Message form
= About inline replies
= How to reply to and forward messages
= How to print a message
* How to move messages
» About the Deleted Items and Clutter folders

THE MESSAGE FORM

The Message form will be displayed when you create a new e-mail
message, which you can do by clicking Home - New Email:

Send / Receive Folder View Q Tell me what]
(=71  [Glgnore x g ("_\ g .
[ ] — — —  [FQ Meet
Ll &m S Ld [t £3 FReMeding
MNew  MNew - Delete = Reply Reply Forward E-EMDrE'
Emgil ltems~ %o Junk~ All
W Delete Respond

(You can also use the Ctrl + N shortcut when you are in the Mail
workspace.)
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Once open, you will see that it includes a variety of different fields that
you can use to compose the new message:

Untitled - Message (HTML)

ile Message I8 ns  FormatTet  Review @ Tell me whatyou wantto do...

iy oo CE & [ bz [ e | 8
F @ ! High Importance

Paste Address Check | Attach Attach Signature Office

. Format Painter Book Names Filew Item~ - ¥ Low Importance | add-ins

Clipboard w Basic Text Names. Include Tags & Add-ins ~

To..

=1
Ce..

Send

To begin, type the e-mail address(es) of the recipient(s) into the To or Cc
fields:

Subject

Typically, you will enter any primary recipients into the To field, while
secondary recipients who are not necessarily expected to reply to the
message are entered into the Cc (carbon copy) field. The Bcc (blank
carbon copy) field is used when you would like to copy a recipient on the
message, but hide their address from any other recipients. (This field is
hidden by default. To display or hide this field, click Options = Bcc.)

The next item that you will need to fill out is the Subject field. This where
you enter a single line that describes the message that you are sending:
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Finally, and most importantly, enter the content of your message into the
large text area that dominates the Message form:

Untitled - Message (HTML)

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

Cut Eﬂ :o’;@ @J 0 Qf |> Follow Up - .’

Cop! ! High Importance
B I U™ Address Check  Attach Attach Signature Office
Format Painter Book Names Filer Item~ - ¥ Low Importance  Add.ins

Clipboard [ Basic Text Names Include Tags 5| Add-ins -

Paste

MESSAGE FORM TABS

Just like when working with the primary Outlook 2016 window, the
Message form includes a set of six ribbon tabs that contain relevant
command groups:

Untitled - Message (HTML)

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

Cut AR .0'3 @ i . |™ Follow Up~ ’
i ]E
Cop v@ = 1" High Importance o
Paste B I U |3 Address Check Atftach Attach Signature Office
- Format Painter Book Mames Filew |tem~= - ¥ Low Importance  add-ins
Clipboard [F] Basic Text Names Include Tags & Add-ins

Here is an overview of each tab:

= File: Clicking this tab will display Backstage view. While working
with the message form, Backstage view will include options to set
the properties for the message and restrict permissions for this
item.

= Message: In the Message tab, you will find basic editing tools that
you can use to format text, as well as add items like attachments
or signatures. Additionally, you will find commands to tag the
message with a priority level or follow-up flag.

= |nsert: The Insert tab includes a variety of commands that you can
use to insert objects into your message. This includes objects like
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Outlook items (such as meetings), file attachments, tables,
illustrations, and more.

= Options: In the Options tab, you will see commands that will allow
you to apply themes to your message, as well as enable message
options. For example, you can toggle the Bcc field on or off, as
well as request delivery and read receipts.

» Format Text: As the name suggests, the Format Text tab contains
commands that are used to format the text in the body of the
message that you are composing. This includes commands to
apply text effects, change the font style, and modify paragraph
alignment.

»= Review: The Review tab includes commands that are intended to
be used after you have composed the message. You will find
commands to check your spelling, open the Insights pane, use the
thesaurus, and modify language settings.

INLINE REPLIES

While reading a message in the Reading pane, you can create an inline
reply by clicking Home = Reply (or pressing Ctrl + R) or Home - Reply to
All. This will allow you to reply to the message in question directly inside
the Reading pane:

Inbox - jsmith @ ascmewidgets.onamicrasaft.com - Outlock

u want 1o do.

4jsmith@acmewidgets.onmier
Inbox 4

: ith [mailto:abowidgets @outioak.com]
Sent: Monday, October 5, 2015 1:25 PM
'acmewidgets snmicrosoft.com>

Drahs

Hey all,

loeis going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.

senanas Thanks,

John

(You can also create an inline forwarded message by clicking Home =
Forward.)
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You can open the inline reply or forward in a separate window by clicking
the Pop Out button that appears just below the Send button:

7 Pop Qut ¥ Discard

To... John Smith <abcowidgets @outlook. com =

=1

Send

Cc...

Subject RE: Joe's Retirement

From: John Smith [mailto:abcwidgets@outlook.com]

You can cancel the reply and discard the message that you are composing
by clicking the Discard button. Or, if you have finished composing your
response, click the Send button. Back in the Inbox, you will see a message
icon that indicates that it has been replied to:

All Unread By Date =  MNewest |
4 | ast Week
John Smith [l 2 —
loe's Retirement Fri 10/2 i

Hey all, Joe is going to be

4 Two Weeks Ago

msftconn@microsoft....
Program Closing - Office 20... §/21/2015

The Compose Tools — Message Tab
When composing an inline reply (or forward), the Compose Tools —
Message tab will be shown on the ribbon:

=] : Inbax - jsmith@acmewidgets.onmicrosoft.com - Outlook

File Home Send / Receive Folder View Message Q@ Tell me what you want to do...

ks Cut

’ Calibri (Bor = [11 = A" A7} 2 [32) &% i .| ! Highmportance | 3 3=
D g e - ! V@ £ i=e 2= @
Copy . & Low Importance ’
Paste B I U %.a- === =35 Addes Check Attach Attach Signature Bec  From | Office
- Format Painter B == Book Names| File~ lem+ ~ v,

Clipboard [F] Basic Text ] Names Include Tags LM Show Fields Add-ins
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This tab includes the following seven groups:

Clipboard: This group includes cut, copy, and paste commands, as
well as the Format Painter command.

Basic Text: All of the basic text formatting commands are included
in this group. This includes text effects, font settings, alignment,
and more.

Names: Access the Address Book and check the names and e-mail
addresses that you have entered.

Include: Attach or include items in your message.

Tags: Assign the message a high or low importance level.

Show Fields: Toggle the Bcc or From fields on or off in the inline
reply/forward form.

Add-ins: Access the Office Add-ins manager.

REPLYING TO MESSAGES

If you are already viewing the message in a separate window, you will
find both the Reply and Reply All commands on the Message tab:

+ 44 =

Message < Tell me what you want to do...

(M lgnore x

Delete

ﬁ—’;] [Fa Meeting

Reply Reply JForward E-El"-ﬂn:-re'
All

:fg.Junk'

Delete Respond



(32]

Microsoft Office Outlook 2016 — Part 1

No matter whether you click Reply or Reply All, you will see the full-
screen Message form displayed with the e-mail addresses for the
recipients who will receive your reply, as well as the original message in
the main message body. You will also notice that the Subject field
includes the subject line from the original message that you received, but
preceded by “RE:” indicating that this is a reply:

RE: Joe's Retirement - Message (HTML)

Insert  Options

G oo = . a
B ot Calibri (Boc = |11 ~| A° A 2 | &% @J ) _2 > Follow Up S
Copy ! High Importance
Paste Ty W.oa- Address Check  Attach Attach Signature Office
« ¥ Format Painter Brels (s | oo l=ms o ¥ LowImportance | pdd-ins
Clipboard [ Basic Text i Names. Include Tags & Add-ins "

To.. John Smith <abcwidgets@outiook.com>

Cc..
Subject ae's Retirement

From: John Smith [mailto:abcwidgets@outlook.com]

Sent: Friday, October 2, 2015 1:37 PM

To: John Smith <jsmith@acmewidgets.enmicrosaft.com>

Subject: Joe's Retirement

Hey all,

Joe is going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.

Thanks,

John

After composing your response, click the Send button. Back in the Inbox,
you will see a message icon that indicates that it has been replied to, just
as when composing an inline reply.

FORWARDING MESSAGES

If you want to send the original message that you received to another
recipient, click Home - Forward:

Send [ Receive Folder Yiew Q Tell me what
=7 (5 Ignore x o (’_\ E_‘} .
® E—E — — 7 Meet
EI e x Clean Up ~ ﬂ ﬁé d o Meetns
Mew  Mew Delete = Reply Reply Fonward E-EMDFE"

Email ltems~ & Junk~ Al
MNew Delete F‘.espon%
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This will open an inline forwarding window in the Reading pane. Enter the
message details and click Send.
If you’ve opened the message, click Message - Forward:

+ A =

Message ' Tell me what you want to do...

%Ignnre x ﬁ% (ﬁ% E% EZ Meeting

£@Junk* Delete = Reply Riﬁl:}r Forward E-Eh’lnre*

Delete Respond

You will then see the Message form with the original message in the main
body. Just like when sending an original message, you need to fill in the
message recipients using the To, Cc, or Bcc field (if it is enabled):

Message (HTML)
Message Insert Options Format Text Review Q Tel u want to do...
Cut 23! mJ ) .« > FollowUp~ ’
- | Yo _.2 p [
Copy 1 High Importance

Paste B I ul® Address Check  Attach Attach Signature Office
. Format Painter Book Names Filew Item= - ¥ Low Importance | add-ins
Clipboard 5 Basic Text Names Include Tags 5| Add-ins -~

o | T

ce
Subject [FW:Joe's Retirement

A= Schedule.docx
Attached =
0= tike

From: John Smith [mailto:abcwidgets@outlook.com]
Sent: Friday, October 2, 2015 1:37 PM

To: John Smith <jsmith@acmewidgets.enmicrosaft.com>
Subject: Joe's Retirement

Hey all,

Joe is going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.
Thanks,

John

You will also see that the subject field includes the original subject, but
the abbreviation “FW:” precedes it. This is to help the recipient
understand that this is a forwarded message. Once you have addressed
the forwarded message and added any comments to the main body of it,
click the Send button.
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Back in the Inbox, you will see an icon that indicates the message has
been forwarded, regardless of which method has been used:

All Unread By Date =  Mewest
4 |ast Week
John Smith )
loe's Retirement Fri 10/2 {

Hey all, Joe is going to be

4 Two Weeks Ago

msftconn@microsoft....
Program Closing - Office 20... 9/21/2015

You will also see a message in the Reading pane and in the full-screen
message indicating when you forwarded it:

o ¥ s Joe's Retirement - Message (HTML)
Messag:
= v - |~ Y
% Ignore & (L*ﬂ 3 B2 Mecting Move to: 7 3 To Manager Vo EaRules £ ==I |> ay., L fFind Q
o R (" s -)u E7 Team Email v Dane " W oneNate ok ¢ ol | Tra [2) Related = .
) . Delete Reply Reply Forward [ - - ove ~_ ark Categorize Follow | Translate ‘oom
& Junk Vs BEMore~ | Reply @Delete  # Create New 7| T ERactionst | Unresd Up~ T 1y select~
Delete Respond Quick Steps 5 Wove Tags 5 Editing Zoom ~
John Smith <abcwid utlook.coms Sohn Smith Wt Fitoz
Joe's Retirement
O You forwarded this message on 10/5/2015 1:21 PM, s "
== Schedule.doex
[
Action ftems + Get more apps

The forwarded item will be saved in the Sent Items folder and accessible
in the conversation thread.
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PRINT OPTIONS

To print an item, first ensure that it is selected. (For example, you could
click an e-mail in your Inbox.) Or, you can open the item. In either case,

click File = Print:

©

Info

Open & Export

Save As

3

Office Account

With the Print category selected in the Backstage view, you are given the
option to modify various print options:

Inbox - smith@acmesidgets.onmicrasaft.com - Outiook o X
Print
_ Specify how he
12 temito be printedond
- then chek Print
Print dsho
Printer e
Brother Lusers6. [
= - g S
‘‘‘‘‘‘‘‘‘ -
3 pien Options -
Settings =
Memo Style
1 ¢ B E

@ elite.

It's about people
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The options that you will see will depend on the type of item that you are
printing. However, you will always have access to the Printer drop-down
command to choose a printer:

Printer

e Brother Laser®:b
- Ready

Brother Laser#:6

Ready b

Fax
Ready

Fax#:2
Ready

b @ 9

For additional options, click Print Options:

Printer
Brother Laser®:6
= -
- Ready

[.E',, Print Options
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This action will display the Print dialog box:

Print >

Printer

Mame: Brother Laser#:6 “ Properties

Status:

Type: TP Output Gateway
Where: [ Frint to file
Comment:

Print style Copies

Table Style Page Setup... Mumber of pages: | All ~

% Mumber of copies: |1 =
Memo Style -
. Define Styles.. |:| Collate copies

LG

Page range
() Al
DPages:

Type page numbers and/or page ranges separated by
commas counting from the start of the item. For
example, type 1, 3 or 5-12.

Print options

I:l Print attached files. Attachments will print to the
default printer only.

Preview Cancel

This dialog box lets you choose advanced options, such as page range and
number of copies. There are also six other buttons in this dialog, which
perform the following commands:
= Properties: Opens the Properties dialog for your printer.
= Page Setup: Allows you to change the format, paper, header, and
footer for the printout.
= Define Styles: Allows you to change the format for all future
printouts of the selected style.
*= Print: Send the item to the printer.
= Preview: Return to the Print category to preview the item.
= Cancel: Return to the Print category with no changes saved.
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In addition to print options, the Print category of Backstage view also
displays a print preview. This preview will give you an idea of how the
currently selected item will look on a printed page using the current
settings:

Inbox - jsmith@acmewidgets.onemicrasal Ficom - Outlook

Printer

< ErotherLuserss.
SF Ready

% Piint Options
Settings

== -
[E] e

When you are ready to actually print the currently selected item, click the
Print command:

Print

Open & Export

Specify how you want the
Eﬂ itern to be printed and

Save As then click Print.

Print

3
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MOVING MESSAGES

Messages that appear within your mailbox can be moved between any
folders as necessary. To move a selected message in the working area,
click Home - Move - Other Folder:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send / Receive Folder  View Q Tell me what you want te de...
[Z1  (GIgnore x ( 5 Move to: 7 S Tom 3y nm =
= s 2 F1 () B2 Meeting ove to: ? 3 To Manager ; | &
N .N.E T Clean Up© Del Reply R (\- F _)a 7 Tearn Emal v/ pene M Ri\jl O-)N Unread/ C I“' Fall
ew  New elete  Reply Reply Forward [ pore~ =) - love Rules OneNote Unread/ Categorize Follow
. ore =
vl ftame - | s Junk A 0 2 Reply 8 Delete Create New 2 N e J Up-
Mew Delete Respond Quick Steps [ Inbox - Qutlook Data File
)
Other Folder.. L

[ CopytoFolder..
Always Move Messages in This Conversation...

, Moyeto Clutter

This action will display the Move Items dialog box where you are able to
select the destination folder. Click OK to complete the move:

Move ltems X

Move the selected items to:

W E‘.ﬂ jsmith@acmewidgets.onmicrosoft.co » Ok
Inbox (4]

i# Drafts Cancel
7 Sent ltems
IZ] Deleted ltems (4 New...
Calendar
Clutter
[25] Contacts
Conversation History
% Joaurnal
[ Junk Email
Motes
& CQutbox W

(Once you have selected a folder from this dialog box, it will be accessible
directly from the Move menu.)
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Alternatively, you can drag and drop messages directly from the item list
to the destination folder in the Navigation pane:

5 £
4 Favorites Search Current Mailbox 2 | Current Mailbox -
Inbox 4
nhex All Unread ByDate ™  Newest 4
Clutter 4 Today
Sent Items .
John Smith
Drafts Joe's Retirement 1:25 PM
Hey all, Joeis going to be
4 jsmith@acmewidgets.onmicr... 4 Two Weeks Ago
Inbox 4 » msftconn@microsoft....
Drafts Program Closing - Office 20.., 9/21/2015
Sent ItEI"I"IS ms Onn@microsoﬂ:“” ...................................................
Deleted lterms 4 ram Closing - Office 20... 9/21/2015
g
Clutt
M [@3 Welcome to OneNote 7/31/2015
Conversation History Get OneMote for free on all

THE DELETED ITEMS FOLDER

Any messages in Outlook can be deleted by selecting them from inside
the message list and then clicking Home = Delete:

Send / Receive Falder View 2 Tell me what
=7  [GIgnore x (
| L | E __’ = Meeti
“E - Clean Up- ﬁe =
Mew  Mew Delete. Reply Reply Forward E-@More*
Email ltems~ & Junk~ All

Mew Delete Respond
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When an item is deleted, it is placed inside the Deleted Items folder. To
open this folder, click the Deleted Items folder within the Navigation
pane:

4 Ismith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent [tems
Deleted ltermns 4 Ik
Clutter

The contents of the Deleted Items folder will then be listed inside the
working area. From there, you can complete the same process as
described above to permenantly delete any messages inside this folder.
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To delete all of the messages in this folder, right-click on the Deleted
Items folder and click Empty Folder:

4 smith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent lterns
Deleted ltems 4
Clutter F= Open in New Window
Caonversation Histor, Mew Folder...
Junk Email
Outbox Copy Folder
RSS Feeds

I Search Folders

1 Mark All as Read

I Groups
E‘ Emnpty Folder Ib
Show in Eavorites
& Move Up
*  Move Down
Properties...
o = o -

ltems: & Unread: 4

Or, click Folder - Empty Folder:

Home Send / Receive Folder View '-'.-._.‘-' Tell me what you want to do...
Copy Folder (_\ ’Tl Al Clean Up Folder
= ® z
Move Folder IZ] Empty Falder
Mew Mew Search  Fename Mark All Run Rules  Show All = &
Folder  Folder Folder Delete Folder  3cRead  Mow  Folders Ato Z & Recover Deleted ltems
New Actions Clean Up

@ elite.

It's about people
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A dialog box will then be displayed that asks you to confirm your choice
to delete all of the items inside the Deleted Items folder. Click Yes to
complete the action:

Microsoft Qutlook >

Everything in the "Deleted ltems” folder will be permanently deleted.

Continue?

Yes k‘ Mo

THE CLUTTER FOLDER

Office 365 users have access to the Clutter folder. This is where low-
priority messages are automatically moved based on your previous
reading behavior. For example, if you generally wait a long time before
reading a newsletter that you subscribe to, those messages will typically
be filed into the Clutter folder:

Clutter - jsmith@acmewidgets.onmicrosoft.com - Outiook

What is Clutter?

PSP Stay on top of your email

fitter your low-p

Eom s B e

While this feature is useful for keeping your Inbox populated with only
the more important messages, it is generally a good idea to check this
folder for any messages that have been improperly categorized.
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AcTiviTy 1-2
Performing Basic E-mail Functions

Before students begin this activity, have them follow these steps to open
the Lesson 1.pst file in their Exercise Files folder.
= Click the File menu, click Open & Export, and click Open Outlook
Data File.
*= Browse to Lesson 1.pst in the Exercise Files folder. Click OK.

Students should pair up with another classmate for this activity.
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1. To begin, open Outlook 2016. Ensure that the Inbox folder in the
Outlook Data File is displayed:

Send /[ Receive

Ijl a|_||I;j (i Ignore x

% Clean Up~
Mew  Mew Delete

Email ltems - zOJ“”k'

MNew Delete
4 Favorites
Inbox 4
Clutter
Sent ltems

Drafts
I Jsmith@acmewidgets.onmicr...

4 putlook data file
Deleted ltems
Archive
Drafts
Inbox 2
Junk E-mail
Outbox
RS5 Feeds

Sent [tems

@ elite.

It's about people
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2. Ifitis not selected already, click to select the message with the
subject line “Celebrating Joe’s Retirement.” Review this message
inside the Reading pane:

Celebrating Joe's Retirement

Hey all,

I hvraomewidgets.ommicr. It I8 going ta be retiring 306n, 101 thought we could through a small celebration. Please let me krnow your availability for net week.

OneDrive
e

“Gutlaok data file S Thanks,

John

Search Folder

Eomoa g e

3. Forward this message to your partner by clicking Home - Forward:

Send / Receive Folder View @ Tell me what
[ = - T,
= al_é T lgnare x & (Eﬂe 9& [F2 Meeting
%= Clean Up~
Mew  Mew Delete = Reply Reply Fornward E‘El Mare -
Email Items~ 4 Junk- Al
Mew Delete Respond

@ elite.

It's about people
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4. The Message form will be displayed with the original message
shown in the body. Above the separating line in the body, type the
following message: “Hey [partner name]. Just so you know we are
throwing Joe a retirement party and | thought you should come.”

et party o oo o ]|

mewidgets.onmicrosoft.com>
etwement

loe is going to be retiring saon, sa | thaught we could through a small celebration. Please let me know yaur availability for next wieek

5. Inside the To field, type the e-mail address of your partner:

f Pop Out ¥ Discard

To... jane @example, org] —

=

Send

Cn

Subject FW: Celebrating Joe's Retirement
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6. Fix the typo in the original message:

[ Pop Out ¢ Discard

To.. jane@example.org
Cc...

Subject FW: Celebrating Joe's Retirement

Hey lane. Just so you know we are throwing loe a retirement party and | thought you should come.

From: John Smith [mailto:abewidgets@outlook.com]
Sent: Wednesday, September 20, 2015 11:43 AM

To: John Smith <jsmith@acmewidgets.onmicrosoft.com>
Subject: Celebrating Joe's Retirement

Hey all,

Joe is going to be retiring soon, so | thought we coul small celebration. Please let me
know your availability for next week.

Thanks,

John

7. Now that you are ready to send the message, click the Send
command:

Meszage

g e

N & Low Imparns
Pute tach Atch Sigrature
et
Cuppoara . Sasc e o o s | . ~
4 Favorites “ o e er CiPopOut X Dscard
— ANl Unread exomte =
e Lt ek
P >
Draft] John Smith sena
Onais Coteting oes Retrement  Wea 510 [y ks P Clratng o etremant
Hepall foc s oing oe
jsmith@acmewidgetsonmicr_ - Last o Hey Jane.hust 50 you know we e theowing Joe & rtirement party and | thought you shoald come.
OneDrive
A0 e s oy 37472 From: ok Smith [maste:sbeurelgets doutlock com]
Spne shared folders to your Sent: Wednesdsy, September 30, 2015 7:43 AM
+ o Tot Join Smith <jsmith @acmenidgets.onmicrosoft.com

Subjict: Celsbrating Jos's Retiament

Hey all,

Joe is gaing te be retiring saen, 50 | thought we could thraw a small celebration. Please let me knaw your availabifity for next week

— Thanks,
John
= om s @
fhem: 3 Uneva: 1 O o + + 0

8. Review the message that you received and then close Microsoft
Outlook to complete this exercise.
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TOPIC C: Use Outlook
Help

While Outlook has been designed with ease of use in mind, there may
come a time when you need some help finding a specific feature or
learning about how some options work. Over the course of this topic, you
will learn how to find help in Outlook.

Topic Objectives
In this topic, you will learn:
» How to use the Tell Me feature
= How to access advanced help options

USING TELL ME

Microsoft Outlook 2016 features a new natural language help feature. To
take advantage of it, type your question in the text box by the ribbon
tabs:

Send / Recewe Folder View Q Tell me what you want to do...
N e ~ —. - .
El .'E = lgnore x E_ﬂ @ ﬁ_;] R Meting Move to: 7
" : 7 Clean Up~ - e [ 2 - EJ Team Email
= = elete eply Reply Forward [3 -
Email ftems+ 4 Junk~ Al g More 2 Reply & Delete

Mew Delete Respond Quin

As you type, you will see various links to the related topic:

%) calendar

— ."IT"EI B Ignore x ﬁ—;i rﬁ_;'i ﬁ_gﬁ Calendar o

Send / Receive Folder View

T Clean Up ~ Calendar Options
MNew  New Delete = Reply Reply Forgar
Email Items - & Junk~ All 3 a Get Help on "calendar"
Newr Lz (E RES@ m Smart Lookup on "calendar”

At the top, you will usually see shortcuts to related commands (1). (If a
command is greyed out, it means that it is not currently available.) Next,
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you will see an option to open the traditional Help window (2). Finally,
there is usually an option for Smart Lookup (3), which will search for the
term(s) using the Insights feature.

ACCESSING ADVANCED HELP OPTIONS

When you choose a “Get Help” entry from the Tell Me results menu, you
will see the traditional Help window:

— O >

Outlook 2016 Help
CEORAL I -
calendar ye 9

Export or back up messages, calendar,
tasks, and contacts ...

Export your Outlook data items to a _pst file to transfer
your messages, calendar, contacts, or tasks to Outlook
on another computer, or to make a backup.

Print a blank calendar o
Print a blank calendar. When you want to print a
calendar without any of your meetings or appointments,

create a calendar, and then use the print options to
customize ...

(You can also use the F1 shortcut to open the default page of the Help
file.)

In the top right-hand corner, you will see the Minimize,
Maximize/Restore, and Close buttons (1). Also at the top is the Help
toolbar (2) and search bar (3). The main part of the window shows the
main help content (4). You can browse through the help content by
clicking the blue text, called a hyperlink.
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This text is linked to relevant information. For example, the “Print a blank
calendar” link will show content that explains how to print a blank
calendar without any meetings or appointments:

_ O *
Outlook 2016 Help
|j:(:-:j| [:—):Z] ﬁ EDF .l'f':
calendar P
)

Print a blank calendar

When you want to print a calendar without any of
your meetings or appointments, create a calendar,
and then use the print options to customize the date
range and print styles.

1. In Calendar, click Home.

2. In the Manage Calendars group, click Open
Calendar.

3. Click Create a New Blank Calendar.

4. In the Create New Folder dialog box, in the
Mame box, type a name for the folder.

5. In the Select where to place the folder list,
click Calendar, and then click OK. v

You can perform a new search for help information in the Help window
by typing keywords into the search bar and pressing Enter. After a
moment, any results Outlook thinks are relevant will appear in a list. Click
one of the topics in that list to view more information about it.
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The Help Toolbar
The Help toolbar contains commands similar to those you would find in a
web browser. In fact, the Help window behaves very much like a web
browser that only searches for information relevant to Outlook 2016.

Back

Forward

Home

Print

Text Size

Move back one step at a time through the help
topics you have previously read.

If you click the Back button, the Forward button
will become active. This lets you step forward
through the topics you have visited.

Click this button to return to the default Help
page.

Prints the current topic.

Make the text in the help file larger or smaller.
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AcTiviTy 1-3
Getting Help in Microsoft Outlook 2016

A co-worker has provided you with some sales information. After you
review it, you decide that you should send it to your manager, but you
don’t know how to add an attachment to an e-mail in Microsoft Outlook
2016.

1. To begin, open Outlook 2016. Ensure that your Inbox folder is
displayed:

Hay all,
Joe is gaing to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.
Thanks,

John

- mos @ o

2. Click Home - New Email:

Send / Receive Folder View r:' Tell me what
= [ignore x o ("_\ o .
® — —J [ Mest
= & | x —— ﬁ(i E@ ﬁ+ [Fa Meeting
Mew  Mew Delete = Reply Reply Forward E-EMore*

39Junkv All

Er1'1§\l [tems ~
W Delete Respond
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3.

The new message form will now be displayed in a separate window.

Click inside the “Tell Me” field at the top of the ribbon interface:

[UISSS"S Insert  Options  FormatText  Review

Untitled - Message (HTML)

Q Tellme

2 s o > -
Cut % A [5 3 S mJ 0 +2 I Follow Up
Copy I' High Importance
Paste B Iulw-.a Address Check | Attach Attach Signature
= Format Painter Baok MNames | File~ ltem-~ B + Low Importance
Clipboard o Basic Text Names Include Tags =

4. Type “attach:”

Untitled - Message (HTML)

Message Insert Options Format Text
Cut }
AA
Copy
Paste aly A
- Format Painter Iu o
Clipboard [F} Basic Text

5. Click the “Get Help” link:

Review
I U Attach ltem
) 5 Attach ltem
| | AttachFile
Q‘ Signature

E Insert Calendar
e Get Help on "attach”
ﬁ) Smart Lookup on "attach”

Untitled - Message (HTML)

Review

Message Insert Options Format Text
Cut .
a A
Copy
Paste al A
- Format Painter ru o
Clipboard 7} Basic Text

5| U5 Attach tem

) D7 Attach ltem

: [l Attach File
Q’ Signature

FE Insert Calendar
0 Get Help on "attach”
ﬁ) Smart Lookup on "attach”
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6. The full Outlook 2016 Help window will open. Click the “Attach a file
to an email in Outlook 2016” link:

— O X
Outlook 2016 Help
©® 4w A
attach P
Attach a file to an email in Outlook 2016 L

Attach a file to an emsj\'jn Outlook 2016. You can add
files and other items, such as messages, contacts, or
tasks to your messages in Outlook 2016.

Attach a vCard to an email message
Attach a vCard to an email message. Click Mew Email.
Click Attach Item > Business Card. Do either of the
following: If the vCard you want to add to the
message ...

Attach a file to an email in Outlook 2016
for Windows ...

Attach a file to an email in Outlook 2016 for Windows.
You can add files and other items, such as messages,
contacts, or tasks to your messages in Outlook for
Windows.

(If you do not see this link, you can choose any other article.)
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7. Scan through this article. When you are finished, close the Help

window:
o

Outlook 2016 Help
@ de A

attach P

Attach a file to an email in
Outlook 2016 for Windows

You can add files and other items, such as messages,
contacts, or tasks to your messages in Outlook for
Windows. And now, in Outlook 2016 you can easily
attach documents you most recently worked on to
your emails from the Insert tab. When you attach files
from OneDrive, OneDrive for Business or SharePoint,
you can share them as View only, or give the
recipients Edit permissions, which helps them
collaborate easily on one copy that everyone works
on.

MOTE Outlook doesn't have a predefined limit, but

many Internet service providers (I5Ps) restrict the size

of messages that you can send in addition to the size

of your email mailbox. W

@ elite.

It's about people
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8. Type “attach” in the Tell Me field once again:

Untitled - Message (HTML)

Message Insert Options Farmat Text Review Q attach| k
Cut } 2 Attach ltem
Copy o Attach ltem 3
Pavste Format Painter I u|d = Attach File 4
Clipboard [F] Basic Text Signature 4

Insert Calendar

Get Help on "attach”

POAN= S

Srart Lockup on "attach”

9. This time, move your mouse over the Attach File option. You will
see a list of your most recently accessed files, as well as options to
browse the files on your PC and online:

s Untitled - Message (HTML)
Message Insert Options Format Text Review Q attach
Cut o A 5. Ua Attach ftem B [P Follow Up~ ’
Copy W5 Attach ftem »E ! High Importance
Paste Iul¥.a = = e Nffico .
- Format Painter [l Attach File % » | Recentltems <" Updating...
Clipboard [} Basic Text [ Signature » % Using Microsoft Office 2016
ES Insert Calendar ML John Smith's OneDrive
@ GetHelp on "attach” = Annual Report
/7~ John Smith's OneDrive
£ Smart Lookup on "attach”
Snaglt Styles

CAUsers\abewi\Desktoph

img100
CA\Users\abewi\ OneDrive\Picturest

[« \abewi\ OneDrive\Documents\Custom Office Templates

configuration

CA\Users\abewih OneDrive\Documents\
Getting started with OneDrive

John Smith's OneDrive

a&o&sNnE

Browse Web Locations »

Browse This PC...
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10. Click Browse This PC:

Untitled - Message (HTML)

Insert Options Format Text Review Q attach

@ R o U5 Attach ltem ?. [» Follow Up~ ’
Copy W5 Attach ltem » = ! High Importance ha
Paste Tul¥- A b LE S -
- Format Painter [ Attach File »  Recent ltems “* Updating...
Clipboard [} Basic Text [¥ signature »

== Using Microsoft Office 2016
[ Insert Calendar John Smith's OneDrive
@ GetHelp on "attach”

SO Smart Lookup on “attach”

Annual Report
John Smith's OneDrive

Snaglt Styles
CAUsers\abewi Desktoph

n =) & §

img100

CA\Users\abewi\OneDrive\Pictures\

Bookl

CA\Users\abewi OneDrive\ Documents\Custom Office Templatesh

L]
| =E

configuration
Ci\Users\abewi\OneDrive\Documents\

Getting started with OneDrive
John Smith's OneDrive

&

2 Browse Web Locations »

&

Browse This PC...

11. The Insert File dialog box will now be shown. Use its controls to

browse the Exercise Files folder on your desktop. Find the Activity 1-
3 file and click to select it. Click Insert:

3 Insert File X

< S « Starting Files for Activities » Lesson 1 v O Search Lesson 1 P

Organize New folder = T ©

~
# Ouick access Name Date modified Type Size

TKB
513KB

[ Desktop 2] Activity 1-3 10/6/2015 1:15PM  Microsoft Excel W...
J Downloads  # 82 Lesson 1 015249 P Outlook Data File
Documents #

[&] Pictures *

[ Microsoft Outloch
‘@ OneDrive

I This PC

[ Deskiop
Documents

< Downloads

B Music

[&] Pictures

B \idene 4

File name: | Activity 1-3 | [arFites v

Teals + Concel
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12. The selected file will now be attached to the current message:

Untitled - Message (HTML)

essage [ Q want to do..
Cut 1 o2t 0 'av 1> Follow Up - ’
4] L)

Copy I High Importance
Paste B I Ul Address Check  Attach Attach Signature Office
. Format Painter Book Mames Filer Item~ - ¥ LowImportance  Agq-ins
Clipboard [ Basic Text Names Include Tags & Add-ins ~
o | I
=1
ce.
send
Subject

atacned | ::{‘é‘”tyw'm“

13. Close the message form window without saving the message and
then close Microsoft Outlook 2016 to complete this exercise.
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Summary

During this lesson you learned about the fundamental concepts behind
Outlook 2016. You now know about e-mail, the Outlook 2016 interface,
and the many workspaces that are available to you. You should now feel
comfortable completing basic e-mail tasks, such as replying or forwarding
e-mails, as well as reading messages that you receive. Finally, we
wrapped up the lesson with information on using Outlook’s help features.

REVIEW QUESTIONS

1. What kind of application is Outlook 2016?

2. How do you access Backstage view?

3. What is the difference between Reply and Reply All?
4. What is the Clutter folder?

5. What options can be provided when using the Tell Me feature?
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LESSON 2:
CoMPOSING MESSAGES

Lesson Objectives

In this lesson you will learn how to:

= Create an e-mail message

=  Check spelling and grammar

= Format message content

= Attach files and items to an e-mail message
= Enhance an e-mail message

= Manage automatic message content
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TOPIC A: Create an E-
mail Message

The most frequent tasks that you will complete using Microsoft Outlook
will likely be creating and sending e-mail messages. The first step in this
process is to choose who you would like to send the message to. To assist
you in addressing an e-mail appropriately, you have access to the address
book, as well as other features. Over the course of this topic, you will
learn how to create and address an e-mail message.

Topic Objectives
In this topic, you will learn:
= About the address book
= About Microsoft Exchange Server
»= About the Global Address List
= About MailTips

THE ADDRESS BOOK

As the name suggests, the address book in Outlook is a repository for
contact information. It is populated by creating contacts manually,
importing them from another application, or using the contacts that have
been added by your organization.

To access the address book and use it to insert contact information while
composing a new message, click the To, Cc, or Bcc (if enabled) buttons:

Untitled - Message (HTML)

Message n ions " i Q Tell me what you want to do...
it
:

Eﬂ .3\'@ [UJ ) Q > Follow Up~ .’

1 High Importance ”
Address Check | Aftach Attach Signature Office

Format Painter Book Names  Filer ltem- - ¥ LowImportance  pddins
Clipboard 5] Basic Text Names Include Tags & Add-ins -~
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After clicking on any of these buttons, the Select Names dialog box will be
displayed:

Select Names: Offline Global Address List *

Search: (® Mame only () More columns  Address Book e

Go |Off|ir|e Global Address List - jsmithi@acme v| Adwvanced Find

| Name Title Business Phone Location |
Jane Gibson
& John Smith

QK Cancel

The main text area of this dialog box will show all of the contacts (1) that
appear in your default contacts list. By clicking the Address Book drop-
down menu (2), you are able to choose the contacts list that you would
like to display in this dialog box. (By default, this will be the contacts list
that is associated with your current Outlook profile or e-mail address. If
you are part of a larger organization, you may have access to an
organizational contact list that is curated by your system administrator.)

Near the top left-hand corner of this dialog box, you will see the Search
field (3). By typing a name into this text box, you are able to jump to a
particular contact for quick access. This is especially useful when working
with large contact lists.
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To insert a contact from the address book into the message that you are
composing, click to select the desired contact(s). Next, click the button
(To, Cc, or Bcc) that is associated with the field that you want the

contact(s) to be placed into. In the following example, the selected
contact is being added to the To field:

Select Names: Offline Global Address List

Search: (® Mame only () More columns  Address Book

Go | offline Global Address List - jsmith@acmey | Advanced Find

| Name Title

Business Phone Location |

Comeapon ————————————
& John Smith

Bec -»

Cancel

(Note that you can select multiple contacts at once by holding down the
Ctrl key on your keyboard and clicking on each contact.)

After having added contacts to the fields in which you would like them to
appear in the message, click the OK button:

To -> Jane Gibson
Cc-=

Bee -»

Cancel
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Back in the message, you will see the contact(s) that you selected appear
in the appropriate fields:

Untitled - Message (HTML)

[YSE  nset  Options  FormatTet  Review @ Tell mewhat you want to do...

o A A 4 Eﬂ .:?\'@ mj i Q. I Follow Up~ .’

Copy 1 High Importance

Paste B I U . A Address Check = Attach Attach Signature Office
- Format Painter Book MNames Filew [tem= - ¥ Low Importance  pdd ins
Clipboard [} Basic Text Mames Include Tags 5 Addins ~
To... Jane Gibson e
=1

Send
Subject

A slightly different version of the address book can also be accessed at
any time by clicking Home - Address Book from the main Outlook
window:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send/Receive  Folder  View @ Tell mewhatyouwant to do...
oL Tlgnore X & G T Movetor 7 S oM Y ~ m o
= & O o (Y B Meeting oveta:? 3 To Manager —
N ":':l T cleantp- 7 E(I' . (" . _)u 7 Team Email v Done " Rl‘jl O-)N UBM . Ll l [ Address Book s-
lew ew elete e| 2| orward [T - . love ules OneNote nrea ategorize Follow tore
Email lterna- | & Junk~ ey EEMore~ |2 Reply & Delete ¥ Create New ove R i g upe Y Fiter Erdi -

New Delete Respond Quick Steps ] Move Tags Find Add-ins

With this command, the Address Book dialog box will be displayed. This is
very similar to the Select Names dialog box that appears when adding
contact information to a new message; however the To, Cc, and Bcc fields
do not appear. Otherwise, it has many of the same commands which you
can use to find and manage existing contacts:

[Eh Address Book: Offline Global Address List - O *
File Edit Tools

Search: (® Mame only () More columns  Address Book

| Go | offline Global Address List - jsmith@acmey | Advanced Find

| MName Title Business Phone Location |

I - |

& John Smith
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@ elite.

It's about people
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For example, to create a new contact, click File - New Entry:

[ Address Book: Offline Global Address List
File Edit Tools

Mew Entry... ns A
Mew Message I}ﬁCtrHN a E
Add to Contacts

Delete cri-0
Properties

Close Alt+F4

Notice that you can also create a new e-mail message addressed to the
selected contact with this menu.

MICROSOFT EXCHANGE SERVER

Microsoft Exchange Server is a messaging system that provides mail
server and user collaboration features to a business environment.
Fundamentally, it is an application that runs on a server operating system
(such as Windows 2000 Server or Windows Server 2003). An online
version is also available via Office 365 services. Either tool is very useful
for administrators to manage groups of computers.

Many businesses that use Microsoft Exchange Server to manage their e-
mail server also ask that employees use Microsoft Outlook to receive e-
mail. The two products used together can provide powerful functionality,
with extra features like delegates, public folders, and the Out of Office
Assistant.

GLOBAL ADDRESS LIST

If your organization is using Microsoft Exchange Server, the Global
Address List will include all e-mail users in your organization, shared
resources (such as conference rooms), and contact groups (such as
departments or teams). The Global Address List is created and
maintained by your organization’s system administrator and cannot be
modified by a regular user.
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You are able to access this list while in the address book by clicking the
Address Book drop-down menu and choosing “Global Address List.” Note
that only users who have an e-mail account with the Exchange server in
guestion can access the Global Address List.

MAILTIPS

MailTips are a unique feature that are only available to Outlook users
who have an e-mail account with an Exchange server or Office 365. It is
used to provide feedback while you are composing a reply or new e-mail
message. This includes notifying you if the message’s recipient list
consists of a large amount of users or if there will be any problems
sending the message.

Such notifications are displayed between the ribbon and the address field
in your message:

o This email message will be sent to about 28 recipients.
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AcTiviTy 2-1
Creating an E-mail Message

You would like to compose and send an e-mail message to a colleague in
your organization. Students should pair up with another classmate for
this activity.

1. To begin, open Outlook 2016 and ensure that the Inbox folder is
displayed:

4 (5 mmeng 2
e | Reply Feply Formmnd (o ppore
]

«Favorites
ko 4
Clutte
Sert hems

Draks

«fsmith@acmewidgets.onmicr.

Joe is gaing to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.

OneNote Team ¥
Wakome ta Onebote s

Thanks,

Outban
RS Feeck

Search Folders

Groups

- mos @ o

2. Click Home - New E-mail:

Send f Receive Folder View Q Tell me what]

= [ Ignore x o ("_\ o .

. — —  [E2 Meet
= o | x —— ﬁ(i E(ﬂ ﬁ_) [F2 Meeting
MNew  MNew Delete = Reply Reply Forward E-EMore*
Em% ltems+ &9 Junk~ All

ew Delete Respond
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3.

A new message will be displayed:

4.

ns. n i Q do...
¥, 21 % . -
cut n WA E;I % [ﬂj by 2 > Follow Up a
ER Copy ! High Importance
Paste B I . A Address Check | Attach Attach Signature Office
- Format Painter B Book Names | Files Reme = ¥ Low Importance | Add-ins
Clipboard Basic Text Names Include Tags & Add-ins ~
I
=
[e ]|
Send
Subject |

First, you need to address this new e-mail to your colleague. Click

the To button:

Options Format Text

Insert
Y - — [e—
Cut . A - 5: .
: ER Copy
e Iy |¥ ===|=5=
- ¥ Format Painter A = = = | EE 3=
Clipboard T Easic Text
To... ||
Cc.. ] |
5end
Subject |

@ elite.

It's about people
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5. The Select Names dialog box will now be displayed. Inside the
Search text box, type the name of your partner:

Select Mames: Offline Global Address List X
Search: @Name only OMore columns  Address Book

IJane Gibson I Go |Oﬁ‘|ine Global Address List - jsmith@acmen v| Advanced Find

| Mame Title Business Phone Location |
R - |

6.

From the list of names, ensure that your partner’s name is selected.
Click the To button in the lower half of the dialog box:

Select Mames: Offline Global Address List

>
Search: @Name only OMore columns  Address Book
|sane Gibson | Go [offline Global Address List - jsmith@acme ~|  Advanced Find
| MName Title

Business Phone Location |
Jane Gibson

& John Smith

| [ |

If you do not see your partner’s e-mail address, click the Cancel
button and skip to Step 8.

@ elite.

It's about people
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8.

7.

The e-mail address of the selected contact will now appear within
the To text box. Click OK:

Select Mames: Offline Global Address List

X
Search: @Name only OMore columns  Address Book
|Jane Gibson | Go |O‘Ff|ir1e Global Address List - jsmith@acmer v| Advanced Find
| MName Title Business Phone Location |
Jane Gibson

& John Smith

£ >
To -» |Jane Gibson |
ce> || |
| |

[ ok M| Cancel |

Returning to the message window, you will see the e-mail address

and name of the contact that you selected in the To field:

Insert Options Format Text

Review
Y - B ]
Cut ; N 5: .
: 3 Copy
aste aky — — — |e=3=
- ¥ Format Painter B I U % A = = = | £EE 2=
Clipboard T Basic Text
To... |Jane Gihson — f—
... |
Send
Subject |

If your partner was not listed in the Select Names dialog box, type
their e-mail address into the To field now.

@ elite.

It's about people
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9. Inside the Subject field, type “Project Information:”

Untitled - Message (HTML)

you want to do...

[ﬂj ] D [ Follow Up - ’
= 1 High Impoertance ®

Office

Addins

[P et Options  Format Text

2 [ 1
s | [22] &%
EE %

Cut o
Copy
Paste Tul¥.a Address Check | Attach Attach Signature
- Format Painter Book Names Filer Item~ - ¥ Low Importance
Clipboard 5 Basic Text Names Include Tags 5 Add-ins
To Jane Ghson
=1
=
send
subject [ Project Information|

10. In the body of the message, type “Can you please send information
about the upcoming project.” Press the Enter key twice to add two

lines and then type “Thanks:”

Project Information - Message (HTML)

Q Tell me what you want to do...
. [> Follow Up~ ’
[

Options  FormatTest  Review
.
= e | [E2 &5 [ﬂj (U] ?
! V@ = 1 High Importance
Address Check | Attach Attach Signature Office
> & Low Importance | Add-ins
Tags m | Add-ins

Message (DS

Calibri (Boc~ |11~ A" A &

= Cut
. Copy
aste BIU ¥-4A-E=
- ¥ Format Painter 4 Book Names | Filew ktem~
Clipboard & Basic Text & Names Include
To. Jane Gibson
=
Cen
Send
Subject | Project Information
Can you please send information abaut the upcoming project.

Thanks|
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11. Click the Send button:

Insert Options
sy X Cut 0 ofo=  pe
. Calibri(Boc = |11 ~| A" A7 = ~i= - A
. E|'_‘-|C|:|pj,-'
aste B I U a¥. - == = €= 3=
- ~ Format Painter = 4 s - - | —
Clipboard T Basic Text T
Tao.., |M
CL... |
Send

L\\) Subject |Prnject|nfnrmatic-r1

Can you please send information about the upcoming project.

Thanks|

12. Review the message that you received from your partner and then
close Microsoft Outlook 2016.

@ elite.

It's about people
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TOPIC B: Check Spelling
and Grammar

One of the most important things to consider when composing and
sending e-mails is spelling and grammar. Poor spelling and grammar can
often cause confusion and reduce the impact of the message that you are
sending. To help prevent common spelling and grammar mistakes,
Outlook 2016 includes the AutoCorrect feature as well as a spelling and
grammar checker. Over the course of this topic, you will learn about both
of these tools and how to use them.

Topic Objectives
In this topic, you will learn:
»= About the AutoCorrect feature
= How to use the spelling and grammar checker
»= About the components of the Spelling and Grammar dialog box

THE AUTOCORRECT FEATURE

Enabled by default, the AutoCorrect feature checks for common spelling
and grammar errors as you type. This means that if you make a mistake
while typing, AutoCorrect will automatically correct the error to what it
thinks it will be. If AutoCorrect is unsure of what the correction should
be, the error will be identified by a wavy colored underline (red if it is a
spelling error or blue if it is a grammatical error).



[76]

Microsoft Office Outlook 2016 — Part 1

In situations where an error is identified by a colored underline, you can
right-click on the word and choose from one of the possible corrections
that are listed in the context menu:

Can you E?%g% send information about the upcoming project.

Pease

please

peace

peas

peas’

lgnere All

Add to Dictionary
Whao ls...

% Hyperlink...

Also in the context menu, you have the option to ignore the error or add
it to the dictionary so that it is never flagged again.

THE SPELLING AND GRAMMAR CHECKER

While the AutoCorrect feature will find and fix many errors, performing a
full spelling and grammar check will help you fix any other problems. To
perform this check, click Review = Spelling & Grammar, or press F7 on
your keyboard:

H © O

File Meszage Insert Options Format Text

AEEREEE

Spelling & Thesaurus Word Smart  Translate Language
Gra&mar Count Lookup 2 >
Proofing

Insights Language
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This action will display the Spelling and Grammar dialog box. In this dialog
box, the first incorrect word or sentence will be highlighted in red and the
suggested corrections will be shown at the bottom of the dialog box:

Spelling and Grammar: English (United States) ? >
Mot in Dictionary;
Can you peae|52nd information about the A lgnore Once |
upcoming project.

P & proj Ignare All

- Add to Dictionary

Suggestions:
—
peace | Change
pea
pear Change All
peas
peak AutoCorrect
pie hd
[] check grammar

Options... Cancel

When you have addressed all detected spelling and grammar errors (or if
no errors were found), you will see the following dialog box:

Microsoft Outlook X

o Spell check is complete,

Click OK to complete the spell check and dismiss the dialog box.

Note that Outlook will not pick up on all spelling and grammar errors. You
should always proofread your message to make sure it is correct.

COMPONENTS OF THE SPELLING AND GRAMMAR DIALOG
Box

The Spelling and Grammar dialog includes a variety of different
components and controls that you can use to fix or ignore mistakes that
are found.
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When you are working with spelling errors, the following options will be
available:

Ignore Once  Ignore this particular error.

Ignore All Ignore this error every time it appears in this
message.

Add to Add the current word to the dictionary so it is never

Dictionary identified as incorrect again.

Change Change this word to the word selected in the

Suggestions box or to what you have typed in the
top part of the window.

Change All Change all instances of this word to the word
selected in the Suggestions box.

AutoCorrect = When typing, automatically correct this word to the
word selected in the Suggestions box.

Once you have clicked one of those options, Outlook will continue
checking your message for errors. You will have to go through this
process for each word that is identified as misspelled.

Also note the following global settings in the Spelling and Grammar
dialog:

Check Grammar Toggle grammar check on or off.
Options Change spelling and grammar options.

Cancel Cancels the spell check.
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If grammar problems are found, the Spelling and Grammar dialog box will
look slightly different:

Spelling and Grammar: English (United States) ? >
Agreement within Moun Phrases;
Today's session will help you become a better " lgnore COnce |
marketers!

lgnore Rule

Mext Sentence

Suggestions:

a better marketer Lhange

R
some better marketers Explain...
R
better marketers
Check grammar
DOptions... Cancel

In the top part of the dialog box, Outlook will show you the sentence it
thinks is grammatically incorrect and will highlight the trouble part of the
sentence. (You can type in this window to make changes to the sentence
shown.) The bottom part of the dialog box gives you suggestions on how
to change the word or sentence.

There are also buttons on the right-hand side of the dialog box to choose
how you want to treat this error:

Ignore Once Ignore this error.
Ignore Rule Ignore the rule that applies to this error.

Next Sentence  Skip this error without making any changes.

Change Change the current sentence to the selected
suggestion.
Explain Open a new window explaining this grammar

concept.
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And similar global options:

Check Grammar Toggle grammar check on or off.
Options Change spelling and grammar options.
Undo Reverse the last change made.

Cancel Cancels the spelling and grammar check.
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ACTIVITY 2-2
Checking Spelling and Grammar

You are creating a message that is being sent to everyone in your
organization to announce the retirement of one of your colleagues. You
should make sure that the spelling is correct.

1. To begin, open Outlook 2016. Within your Exercise Files folder,
double-click the Activity 2-2.msg file to open it. This message will be
displayed in a separate Outlook window:

Joe's Refirement Party - Message (HTML)

Options Format Text Review @ Tell me what you want to do...

e
Cut EE ‘.'}&@ [ﬂj (U] D [* Follow Up~
H 4

By ! High Importance
Paste Address Check | Attach Attach Signature Offi
- Format Paint Book Names File~ ltem~  ~ ¥ Lowlmportance g ins
Clipboard ] Basic Text Names Include Tags & Add-ins A~
To.

send
Subject  |Joe's Retirement Party

Hey Folks,

loe's retjerment party is planed for next Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments will be provided.

Thanks,

John

2. Examine the body of this message. You will already see that there
are two possible errors that have been underlined:

Hey Folks,

urnext Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments will be provided
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3. Remember that a red underline indicates a spelling error, while a
blue underline is used to identify a grammatical or contextual
spelling error. Right-click the spelling error:

Hey Folks,

loe's retie%ent party is planed for next Friday at noon in Boardroom C.

retirement
Thanks,
Ignare All
John Add to Dictionary
Who ls...
% Hyperlink...

4. Click the “retirement” correction:

Hey Folks,

loe's retierjpent party is planed for next Friday at noon in Boardroom C.

retirement
Thanks, %
lgnore All
John Add to Dictionary
Whao ls...

% Hyperlink...
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5. The selected correction will be applied and the error will be
corrected:

Hey Folks,

Joe’partyr is planed for next Friday at noon in Boardroom C.

Thanks,

John

6. If you are working with a longer message, sometimes it can be
quicker to use the spelling and grammar checker rather than
manually correcting each error. Click Review = Spelling & Grammar
to start the spell check:

H © O

File Message Insert Options Farmat Text

ABC ABC Y ,:.f}‘.--.
v L[ @y O 3 ®F
Spelling & Thesaurus Word Smart | Translate Language
Grarlgnar Count | Lookup - -

Proofing

Insights Language
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7.

8.

With the Spelling and Grammar dialog box now displayed, you will
see the remaining error in the current message:

Spelling and Grammar: English (United States) ? *

Possible Word Choice Error;
Joe's retirement party is planed for next Friday at  » Ignore Once
noon in Boardroom C.

lgrare All

Addto Dietrondary

W

Suggestions:
T | change
Ehange Al
AUtoEarrent

Check grammar

Undao Cancel

In this case the error that was identified is a contextual spelling
error with only one suggested correction. Ensure that this
suggestion is selected and click the Change button:

Spelling and Grammar: English (United States) ? *

Possible Word Choice Error;
Joe's retirement party is planed|f0r next Friday at  ~ Ignore Once
noon in Boardroom C.

lgrare All

Addto Dietrondary

Suggestions:
planped | Change

Ehange Al

AUtoEarTect

Check grammar

Undao Cancel

@ elite.

It's about people
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9. The correction will have been made and the Spelling and Grammar
dialog box will close. A smaller dialog box will be displayed that lets
you know the spelling and grammar check is complete. Click OK:

Microsoft Qutlock >

o Spelling and grammar check is complete.

10. Back in the message window, you will see that the message is now
free of any spelling errors:

H © s Joe's Retirement Party - Message (HTML)

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

ABC = ABC v e
v E JONIEI s
Spelling & Thesaurus Word ~ Smart | Translate Language

Grammar Count | Lookup -

Prasfing Insights Language ~

To..

.
Send

Subject  |Joe's Retirement Party

Hey Folks,
Joe’s retirement] party is planned for next Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments will be provided.
Thanks,

John
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11. Click File &> Save As:

12. Use the Save As dialog box to save the message to your desktop as
Activity 2-2 Complete. Close Microsoft Outlook 2016.

@ elite.

It's about people
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TOPIC C: Format
Message Content

Outlook 2016 offers many tools that you can use to format message
content. This includes the ability to change the font face and color, apply
text effects, and more. It’s important to understand these tools if you are
copying and pasting previously formatted text from other applications
and you would like to make it uniform, or if you need to change message
formatting to match organizational guidelines. Over the course of this
topic, you will learn how to format message content using a variety of
different tools.

Topic Objectives
In this topic, you will learn:
= About message formats
= About font options
= About paste options, including Paste Special
= About Live Preview
= About the mini toolbar

MESSAGE FORMATS

Messages can be sent in one of three types of formats: HTML, Rich Text,
and Plain Text. You can switch between these different formats by
clicking on one of the options inside the Format group of the Format Text
tab:

H © O

File Message Insert Options Format Text

alls

[

Paste

L4

Aa HTML
Ma Plain Text
Ad Rich Text

Calibri(E-{11 -~ A a Aa- &

B I U abex, x> - A -

ul

Clipboard s Format Font

The current mail format will be shaded in, as well as indicated directly in
the title bar. By default, messages will use the HTML format. Although
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this format offers the most formatting features, there may be times
when you want to use plain text or rich text format.

If you use the Plain Text Format, you will still have message options and
the ability to attach files. You’ll also have some Word-specific options like
spelling and grammar check. However, all formatting options (including
font style, size, and color; bullets and numbering; themes; and graphics
and tables) are disabled. The primary purpose behind this format is that
you can guarantee that everyone you send this type of e-mail to will be
able to read it, no matter which e-mail client that they use.

Rich Text Format (RTF), on the other hand, is a richer way to write text
messages. All of the formatting options are available, including
stationery, themes, font styles, bullets and numbering, and graphics.
What makes this format unique is that pictures are embedded in rich text
messages rather than attached. While this format is useful, the primary
difference between it and other formats is how it is encoded. This
encoding is a proprietary Microsoft format, so people who don’t use
Outlook may not be able to read your e-mail.

HTML format operates using the same principles used to create many
web pages. It’s just as flexible as Rich Text format, so it has all the same
formatting options. This format is also much more commonly used than
Rich Text format, so most people should be able to receive and view your
message in its proper format.

Changing the Format for All New Messages

If you have a preference for a specific message format, you can change
the format for all new messages so that when you create a new message
it is already in the format that you prefer.

To do this, first open the Outlook Options dialog by clicking File -
Options. Next, click the Mail category. Using the “Compose message in
this format” drop-down menu, you can then choose the format that you
would like to use for all new messages:
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Outlook Options 7 x
General N i . "
g Change the settings for messages you create and receive,
Mail
Calendar Compose messages
Groups Zj Change the editing settings for messages. Editor Options...
People Compose messages in this format: |HTML ~
Tasks HTML
Search ABL [ Always check spelling before sen Rich Text Spelling and Autocorrect...
| iginal teti Plain Text
Language lgnore eriginal message in repryorroTwaTg

FONT OPTIONS

By default, any message that you create will use the Calibri font, with a
font size of 11, and black as the font color. While this configuration is fine
for many situations, you can change it using the various controls in the
Basic Text group of the Message tab:

Untitled - Message (HTML)

Insert Options Format Text Review Q Tell me what you want to do...

Eﬂ .39@ @ iy I} > Follow Up ~ .’

1 High Importance

Message

Cut

Calibri (Boc~ |11 | A" & =

Lopy .
Paste aby - &= 2= Address Check Attach Attach Signature Office
> ~ Format Painter B I U|¥-A — — | Book Mames | Fle~ lem~ - ¥ Low Importance | add-ins
Clipboard [F] Basic Text MNames Include Tags | Add-ins

These commands can also be found in the Font group of the Format Text
tab:

E (.) = Untitled - Message (HTML)

Message Insert Options Format Text Review ' Tell me what you want to do...

4

File

IC.

L Aa R —
B ATML Calibri(E-|11 ~ A" A Aa~ o] := -:i= - 5o EE3=
. Aa Plain Text
aste : | ake = =E=== t=.
TC & AdRichTer | BT U Xo x -4 ===
Clipboard Format Font Paragraph P

(The most popular commands are also included on the mini toolbar.)
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To choose a font type, first select the text that you want to apply the font
to. Next, click the Font drop-down menu on the Message tab, Format
Text tab, or mini toolbar and select the font that you want to apply. As
you scroll over each font, you will see a live preview of how it will look
applied to your text:

H © O s Untitled - Message (HTML)

File Message Insert Options Format Text W Tel eV want to do...
o Aa HTML - by | = 5 L Find -
0 perE—— _c|A A A = 8l 9 | nabcene] mabcene AgBhC( AaBbCel % o ren
ain - e Replace
Paste Theme Fonts = Change Zoom
P TNormal | TNoSpac.. Headingl Heading2 WE?Y R G
Calibri Light (Headings)
Clipboard & Format Paragraph & Styles 5 Editing Zoom -
Calibri (Body)
= Al Fonts
=
. O Jgeney B
Send O RLGERIAK
s O Arial
O Arial Black N
O prial Narrow

O Arial Rounded MT Bold
O Arial Unicode MS

O Baskerville Old Face

O Bauhavs 93

O Bell MT

O Berlin Sans FB

O Berlin Sans FB Demi

O Bemnard MT (ondensed

O Bz 7%

O Bodoni MIT

O Bodoni MT Black

O Todoni HT Condensed

O TodoniT Poster Gompressed

O Book Antiqua

O Bookman Old Style

O Baokshelf Symbol 7

O Eridley Hand T

O Britannic Bold

O Broadway

O Frash Seriar W7 -

Note that theme fonts are listed at the top of the menu. Choosing these
fonts will help keep your message consistent. Outlook also stores
recently used fonts near the top of the menu.
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You can change your font size the same way: select a size from the Font
Size drop-down menu on the Message or Format Text tabs, or the mini
toolbar. (You can also type a value in the Font Size box.) If you choose to
use the menu, you will see a preview as you scroll through the sizes:

H = Untitled - Messagd]
File Message Insert Options Format Text i @ Tell me what you want to do...
Lo Aa s =
AIME o[l f A A Aa- %
b #a Plain Text 3
aste @ ahe -
S0 & AdRichTex B T U X A
Clipboard Format 10 nt [ Paragraph I
.11 -
To.. 12
=1 14 L
e
Send _16 I
Subject 18l
120 L
22
24
26
28
36
43
72

You can also use the up and down arrows on the Message or Format Text
tabs or the mini toolbar to increase or decrease the font size in
increments:

Insert Options Format Text Review

alln Cut

B Calibri (Box ~ |11 v g ey
Copy

Paste aky _ VIBl= = | e=5=
- ¥ Format Painter S < - A B — = | == 2=

Clipboard P Basic Text P
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To change the font color, use your cursor to select the text that you want
to change. Next, click the Font Color drop-down menu on the Format
Text or Message tabs, or the mini toolbar. Move your cursor over the
presented options and once again you will see a preview of how those
colors will look. When you see a color you like, click it to apply it:

Un
Message Insert Options Farmat Text Review 2 Tell me what yo
"9 ( - = . — 31— " ..
0 Lt Calibri(Boe~ |11~ A" A iZ-iZ - A |"'"I Yo
Paste Y g Address Check
aste aky - = = = ¥= 3= ress ec
- ¥ Farmat Painter B I U -4 T T T 7 Book Mames
Clipboard & g Il Automatic Names
| Theme Colors |
o | mEEENEE
=1 I

| I"IIIIII'
il [

Standard Colors
[ B | EEEEN

wy  More Colors...

Note that the theme colors take up the major portion of the color picker.
This can help you keep your message looking consistent and professional.
You can also choose a standard color or click More Colors to pick a
custom color.

Applying Text Effects
The next part of working with text is applying formatting. The basic
formatting types are:

Bold makes text darker.
Italics slant text to the right.
Underline puts a line under text.
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These effects can be found on the Message tab and the Format Text tab:

Message Insert Options
ﬁ -
t . " - | 2— —
D - Calibri (Boc~ |11 | A A  :z - E: - | R
g Copy
aste B I ul| 3. - == = &= 3=
- ¥ Format Painter — '& - - | — —
Clipboard Fa Basic Text P

As well as the mini toolbar:

_— ; n ]
Calibri (Body) = |11 A a &,4
W - AT = St
You can also use the following keyboard shortcuts:
= Bold: Ctrl +B

= |talics: Ctrl + |
=  Underline: Ctrl + U

You can click the command to turn it on before you type text and then

click it again to turn the formatting off, or select text and click the
command to apply it.

You can also combine effects by turning multiple effects on:

Bold and underline

Bold italics

italics and underline

Bold, italics, and underline

You will find three other effects in the Font group of the Format Text tab.
From left to right, they are strikethrough, subscript, and superscript:
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Calibriff-{12 -~ A A Aa- A

B I Ufabe x. x’| ¥ - A -

wl

Font
Here is what they look like:

subscripr Makes text smaller and places it below surrounding text.

Superscript makes text smaller and places it above surrounding text.

Their application is the same as the basic effects: select text and choose
your formatting, or turn the command on, type text, and turn the
command off.

PASTE OPTIONS

Just like most Microsoft Office applications, Outlook supports a number
of different paste options. These paste options allow you to choose what
text formatting is transferred with copied text from another application.
For example, if you copy a paragraph of text from a website you can
choose to paste that content into a message using the formatting from
the website, the formatting that the message is using, or no formatting at
all.

Once you have pasted text, you will see a paste icon. If you press Ctrl or
click the icon, you will see the following options:

[ (Ctrl) N

Faste Options:
'&J o, e
= s LA

5et Default Paste...
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You can also find these options by right-clicking in the message body and
clicking on one of the commands in the Paste Options section of the

context menu:

3
&

Paste Options:

P TR = TR =

%‘!—}A

Eont...

Paragraph...

Smart Lookup
Synonyms k
Tranzlate

Hyperlink...

Or, you can click Message - Paste drop-down arrow to view these paste

options:

Insert

Options Farmat Text

X Cut

EE“| Co|
Paste e
- ¥ Format Painter

Paste Options:
o, e, e

"-}A

Paste Special...

i

LA

Set Default Paste...

Calibri (Boc = |11 ~| A A = ~i=~ Ao

IUu | ¥-A-HBI==|=

il

Basic Text

ul

@ elite.

It's about people
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No matter which method you use to choose a paste option, the
commands will be the same:

Keep Source Formatting ( f*‘) Keep the formatting from the
original text.

Match Destination Formatting ()  Change the pasted text’s
format to the format used in

the message.

Keep Text Only ( "n) Changes the formatting of the
pasted text back to the default
font and size with no
formatting.

The Paste drop-down arrow on the Message tab also contains a Set
Default Paste command, which opens the Outlook Options dialog so that
you can control how future paste operations work.

PASTE SPECIAL

The Paste drop-down arrow on the Message tab also gives you access to
the Paste Special command, which allows you to choose how to paste
copied content:

Message Insert Options

wlls - - -— 11—
B db Cut Calibri Box = {11 ~| A A = -i= - A

ER Copy
Paste aly . r = = = €= 3=
= ~ Format Painter B I U ¥-4 s - - | — —
Paste Options: Basic Text Ta
&J e, el
= Lo LA

Paste Special... I}

Set Default Paste...

(Alternatively, you can also click Format Text - Paste drop-down arrow
- Paste Special.)
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This action will open the Paste Special dialog box:

Paste Special

@ Paste:

Paste link:

Result

Source: Microsoft Word Document
Untitled Message

As:

Microsoft Word Document Object
Formatted Text (RTF]
Unformatted Text

Ficture (Enhanced Metafile

Unformatted Unicode Text

Inserts the contents of the Clipboard as HTML Format.,

Display as icon

Cancel

In this dialog box you are able to see where the content was copied from,
as well as choose from a variety of different format options. (The formats
listed here will depend on the type of content that has been copied. For
example, if you copied an image the options will be different than if you
copied text.) Once you have chosen a format, click the OK button to paste
the copied item into your message using the chosen format.
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LIVE PREVIEW

Live Preview is used to give you an idea of how a particular formatting
change will look when applied. For example, if you are trying to choose a
new font, hover your cursor over one of the options in the Font drop-
down menu to see how that font will look when applied to the selected
text:

Untitled - Message (HTML)

Message Insert Optians Format Text Review Q Tell me what you want to do...

.n.Daﬂ,cm [ ORrE=E E :07“.@ mj by Q 1™ Follow Up - "

ER Copy ! High Importance
'aste

o o || Theme Fonts - lgdress Check  Attach Altach Signature " 77T Office
Calibri Light (Headings) | | Book Names  Filew lemr - P Add-ins
Clipboard 5 Names Include Tags | Add-ins ~
Calibri (Body)
. Al Fonts
= - O lgeney B
send O ALGERIAN
s -0 Arial
Hey Ashley, O Arial Black

O Aial Nanow N

Could you please give m O Arial Rounded MT Bold putting together a work plan for this month and need to find out where everyone is at
O Arial Unicode M3
O Baskerville Old Face

Jason O Bauhavs 93

O Bell MT

O Berlin Sans FB

O Betlin Sans FB Demi

O Bemard MT (ondensed

O Bk 7%

O Bodoni MT

O Bodoni MT Black

O Todoni HT Condensed

O BodaniT Paster Gompressed

O Book Antiqua

0 Bookman Old Style

O Bookshelf Symbol 7

O ‘evadley Hand e

O Britannic Bold

O Broadway

O Erasi Serar W7 -

Thanks,

You can also use this feature when trying to choose between the three
paste options. Simply move your cursor over a paste option and you will
see a preview of how it will look once applied:

Untitled - Message (HTML)

Message Optians Q Tell me what you want to do...

Sy . C c a > o
o Calibri Boc~ |11 ~ 1™ Follow Up "
P Py ! High Importance o
aste . 2 e
" | & Format Painter | B T 12 4 & Lowlmportance | Add-ins
Paste Options: Tags 5| Add-ins ~
K 5 LA
Keep Sourc in
s e
suoeer |
Hey Ashley,

Could you please give me a status update on your current project? We're putting together a work plan for this month and need to find out where everyone is at.
Thanks,

Jason
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THE MINI TOOLBAR

When working with text in Outlook, the mini toolbar is displayed by right-
clicking or hovering your cursor over selected text:

Hey Ashley,

Could wan nlease give me a status nndate on your current project?
Calibri (Body) ~ |12 | A" A" & Ag-
F

Th B I U - A -:=-:i=- Styles

Jafﬁn

(In the latter case, the mini toolbar may be shown as transparent until
you move your cursor over it.)

This toolbar contains the most popular formatting commands from the
Basic Text group, plus one command from the Clipboard group.

Calibri (Body) - 11~ Change the font type and size.

A oA Use these buttons to nudge font size up or
down.
¥ Click to toggle the Format Painter. This lets

you copy formatting from the selected text
and paint it onto other text.

B I U Apply bold, italic, and/or underline effects.

ay Highlight text. Click the pull-down arrow for
additional colors.

A Change font color. Click the pull-down arrow
for additional colors.

= vz T Create a bulleted or numbered list.

‘ﬂ‘h View the Styles gallery to apply a style to text.

yles
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The mini toolbar will go back to being hidden when you move your cursor
off of the selected text or click elsewhere on your screen.
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ACTIVITY 2-3
Formatting Message Content

You have checked a message for spelling errors. Now you would like to
add some formatting changes.

1. To begin, open Outlook 2016. Within your Exercise Files folder,
double-click the Activity 2-3.msg file to open it. This message will be
displayed in a separate Outlook window:

Joe's Refirement Party - Message (HTML)

@ Tell me what you want to do...

i
o n P o8 0 o > =
M " Calibri (Boc = |11 K& == 4 E_! :’v@ [ﬂJ by Q [ Follow Up
0 Cop, e e (P— ! High Importance
aste .. B==ex ress Check | Attach Attach Signature Office
formatpanter B 1 4 T A ES== 5= Book Names File~ ltem~  ~ ¥ Lowlmportance g ins
Clipboard ] Basic Text ] Names Include Tags & Add-ins A~
To.
=
Ce.
Send
Subject Joe's Retirement Party
Hey Folks,

loe's retirement party is planned for next Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments will be provided.
Thanks,

John
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2. Click inside the body of this message and press Ctrl + A on your
keyboard to select the entire message:

o L. o . P o
Fcu Calibri (Boe |11 ~| A & w0 [EE] &% by I» Follow Up
B3 Copy ! V@ = 1 High ha
Paste BIu ¥.4- Address Check | Attach Attach Signature Office
 Format Painter - Book Names = Filew ltem~ ¥ Lowlmportance g ins
Basic Text ] Names Include Tags & Add-ins ~

Clipboard

|
=

| )
Send !

subject | Joe's Retirement Party

Hey Folks,
Joe’s retirement party is planned for next Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments will be provided.

Thanks,

John

3. Click Message = Font:

Insert Options Format Text

Clipboard T Basic Text

@ elite.

It's about people
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4. The Font drop-down menu will open. Move your cursor over some
of the available options. You will see a preview of each selection.
Click Arial when you are ready:

Joe's Retirement Party - Message (HTML)

o q > =
& Cut “ IR Q [> Follow Up
ER Copy ! HighImportance
Peste Theme Fonts Check | Attach Attach Signature | =
ormat Painter Cambria Hesding?) es | Filer lems - ow Importance
Clipboard Include Tags 5 ~
Calibri (Body)
To All Fonts
= P, O lgency B
Send - O ALGERIAN
subjec [Joes g
Hey Folks, O Arial Black
O arial Narro
g[u:‘;:i;dglremenl party O Arial Rounded MT Bold som C. Please bring any small gifts and well wishes. Food and refreshments will be
i O Arial Unicode MS
Thanks, O Baskerville Old Face
John O Bavhaus 93
O Bell MT
O Berlin Sans FB

5. Next, click Message = Font Size - 12:

ent Party - Message (HTML)

[[IE=VEM  inset Options  Format Text Q e you want to da...
o : B Nl -
X% cut Aral V A oa 22 ot [ﬂj It [P Follow Up
g I Yo _2 .
ER Copy ! High Importance
Paste Bru % a- 5= Address Check  Attach Attach Signature Office
- Format Painter = e ~ Book Names Filev ltem~ - ¥ Low Importance | add-ins
Clipboard ) 0 jicText ) Names Include Tags | Add-ins ~
1
Tou. 1
1
Cc.
Send 16

Subject Joe's Retirement Parl 12

)

2

Hey Folks, o

Joe's retirement party is planne °°  1ext Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments
will be provided 2
36
Thanks, 4
2

John

6. Deselect the currently selected text by clicking on a blank area of
the message. Use your cursor to select the word “John” at the
bottom of the message. The mini toolbar will now be displayed:

Hey Folks,

Joe's retirement party is planned for next Friday at noon in Boardroom C.
W/ Arial 2 A As

TB I Q“?'Avfzvgzv Styles

an
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7. On the mini toolbar, click the Bold command:

Hey Folks,

Joe's retirement party is planned for next Friday at noon in Boardroom C.
wil Arial 2 - A A As

ThiB I U 3% - A ~:= - 5= - Styles

8. The selected text will now have the bold text effect applied to it.
Still in the mini toolbar, click the Font Color drop-down menu and
click “Dark Blue, Text 2:”

Hey Folks,

Joe's ratirament nartv ia nlanned for naxt Friday at noon in Boardroom C.
will' arial 2 KA As

B Automatic

Theme Colors

] kll HE

Dark Blue, Text 2

-I“IIIIII
Standard Colors
HE EEENEN

wy  More Colors...

[ Gradient 3
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9. Your message will now look like this:

Joe's Refirement Party - Message (HTML)

Message [EDES Options  FormatTest  Review  Q Tel do..

o Cut | [E[2 .:?'.@ @ U B [ Follow Up - .’

! High Importance
5= Address Check | Attach Aftach Signature
" Book Names Filer lkem+  ~ ¥ Low Importance

Arial sl -lA AR

Copy

. oA .
 Format Painter (I 1 U | ¥~ A

Add-in

Clipboard [ Basic Text

| \
=1

|
Send

subject  [Joe's Retirement Party

[ Names Include Tags & Add-ins

Hey Folks,

Joe's retirement party is planned for next Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments
will be provided.

Thanks,

John

10. Click File - Save As:

11. Use the Save As dialog box to save the message to your desktop as
Activity 2-3 Complete. Close Microsoft Outlook 2016.

@ elite.

It's about people
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TOPIC D: Attach Files
and Iltems

One of the more common ways that people share files is through e-mail.
While it can sometimes be possible to simply copy and paste the content
from a file into the body of a message, that technique may not be
practical when working with larger files. In such cases, attaching a file to
an e-mail message may be the quickest way to send it to another person.
Over the course of this topic, you will learn about file attachments and
how you can send them to other people using Outlook 2016.

Topic Objectives
In this topic, you will learn:
= About attachments
= How to save and create attachments
= How to send Outlook items as attachments
= About the attachment reminder

ATTACHMENTS

When working with e-mail, an attachment is any file that is sent along
with an e-mail message. They can be just about anything from a
document to a picture. Messages that contain an attachment are
identified by the small paperclip icon that appears in a message’s listing:

John Smith o
loe’s Retirement 12:26 PM
Hey all, Joeis going to be
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When reading a message that includes an attachment, it will appear
differently depending on how that message was formatted. For example,

messages that are sent in the HTML format will show the attachment in
header of the message:

52 Reply &2 Reply All (3, Forward

John Smith <abcwidgets@outlook.com John Smith U5 12:26 PM
Joe’s Retirement “
= Schedule.docx
m - —
11KB
Action [tems + Get more apps
Hey all,

Joe is going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next
week.

Thanks,

lohn

Messages that are sent using the RTF format will show attachments
directly within the body of the message (usually at the bottom):

(5 Reply 12 Reply All £, Forward

John Smith John Smith 12:43 PM

Joe's Retirement -

Hey all,

Joe is going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next
week.

Thanks,
lohn

R

Schedule.docx
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SAVING ATTACHMENTS

To save the attachment in a message that you received, open the
message and click the drop-down arrow in the listing for the attachment
in question. From the list of options that are provided, click Save As:

€2 Reply 1€ Reply All €3, Forward
John Smith <abcwidgets@outlook.com: John Smith 1 12:35 PM
Joe's Retirement

oYuu forwarded this message on 10/7/2015 12:42 PM.

v
@ Schedule.docx .
1 KB
A Preview + Get more apps
Open
&= Quick Print

H k4 Savehs

] U Save All Attachments..,
q
w X Remoye Attachment

n, so | thought we could throw a small celebration. Please let me know your availability for next

B Copy
Thanks,

lohn

Alternatively, if you received a message in the rich text format, you can
save an attachment by right-clicking the icon for the attachment in
guestion and clicking Save As:

Thanks.

John

@11

Schedu
Em Copy

Paste Options:

Dpen
Print

Save As,., I}
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In either case, you will be prompted to choose a name and location for

the file using the Save Attachment dialog box:

ﬂfl Save Attachment
= « “F I s ThisPC s Desktop » v O Search Desktop

Organize « MNew folder

E[n
L]
4

~
st Quick access MOS5015_Outlook_2016_1_Exercise
I Desktop »* = Files

* Downloads
EI Documents o
&=/ Pictures *
J& Music
m Videos

[ Microsoft Outlool
@& OneDrive

[ This PC

W

= .

d ©

File name: | Attachment|

Save as type: | Microsoft Word Document

= Hide Folders Tools - Cancel
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CREATING ATTACHMENTS

To attach a file to a message, click Message - Attach File. This drop-
down menu will list all of the recent files that you have interacted with. If
you see the item that you would like to attach listed here, click to add it.
If not, you can choose to browse the files on your PC or web locations,
such as your Microsoft OneDrive account:

Untitled - Message (HTML)

[VEESYS  inset  Options  FormatTet  Review @ Tell mewhat you want to do...

Cut 8 Eﬂ 2.?.'@ mJ (] Q |> Follow Up~ .’

Copy 1 High Importance
Paste B I Ul Address Check  |Aftach Attach Signature Office

- Format Painter Book Names || Filem ltem = - ¥ Low Importance  pdd-ins

Clipboard 7] Basic Text Mames Re<§\t Items " Updating..
a— Document

~ U @5 CiuserssbeniDeskton

=1

sons e Activity 2-3

Subject A C:\Users\abewi\ Desktop\MOS5015_Outlook_2016_1_ExerciseFiles\Starting Files for ..

i Activity 2-2
C\Users\abewi\Desktop\MOS5015_Outleck_2016_1_ExerciseFiles\Starting Files for ...

== Activity 1-2
O~ oneprive

== Getting started with OneDrive
@7, Jonn smith's OneDrive

—=  Annual Report
W7, Jonn smith's OneDrive

L Activity 13
| C\Users\abowi\Desktop\ MOSS015_Outlook 20161 ExerciseFiles\Starting Fles for ..

= Using Microsoft Office 2016
B, onn Smith's OneDrve

Snaglt Styles
& Ci\Users\abcwi\Desktop',

@ img100
C:\Users\abewi\OneDrive\Pictures\

= Book1
u [T C:\Users\abcwi\OneDrive\Documents\Custom Office Templates\

=, Browse Web Locations >
B W,

Browse This PC...
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If you choose Browse This PC, the subsequent dialog box will then allow
you to find and select that file:

[T Insert File *
<« «~ ‘M @ » ThisPC » Desktop » v | Search Desktop yel
Organize New folder - @ @

] ~
st Quick access MOS5015_Outlook_2016_1_Exercise
I Desktop = Files
‘ Downloads . Attachment
[£ Documents m Microsoft Word Document

194 KB

| Pictures
J’a Music

Videos

[ Microsoft Outlool
@ OneDrive

& This PC

oF Metwork

s Homearoup ~

File name: | Attachment v| All Files v

Tools - Cancel

Alternatively, you can also drag and drop items from your desktop or File
Explorer into the mail message to attach them:
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No matter the method that you use, the attachment will be listed near
the top of your message:

Untitled - Message (HTML)

Message Insert Options Format Text Review Q Tell me what you want te do...
= c o oleon szl % . o
Cut Calibri Boc- |11 < A =, B [UJ b ? > Follow Up ’
I va 4 1w @
Copy 1 High Importance -
Paste BIU ¥-4- Address Check = Attach Attach Signature Office
- ¥ Format Painter = Brels (s | Eoe [moe @ ¥ Low Importance  add-ins
Clipboard 5 Basic Text & Names Include Tags & Adddins ~
To..
=
Caun
Send
Subject
a— Document.docx
Attached = v | p—
et T e

(If you are composing a rich text formatted message, the attachment icon
can be placed anywhere within the message body using the drag and
drop method.)
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To remove an attachment from your message, right-click the attachment
listing and click Remove Attachment:

D Cop
Paste aly _ B¥= = | e=3=
o ¥ Format Painter I u ¥-A B = = | £= 3=
Clipboard [F} Basic Text m
To...
=1
...
Send
Subject
Attached Docurment.docx .
11 KB
Open
EDF CQuick Print
E¢ Savehs
> Remogehttachment%
B Copy

File Type and Size for Attachments

While attachments are essential in many working environments, it is
important to keep in mind two important aspects about them: file type
and file size.

The type of the file that you are sending as an attachment is important
because you need to be sure that the person you are sending the
attachment to can open it. For example, while you can send an Adobe
Photoshop file (.psd) to anyone, only those who have Adobe Photoshop
installed their computer will actually be able to open it.

File size is also an equally important aspect to consider because larger
files are more difficult to send as an attachment through e-mail. In fact, if
an attachment is too large, the message may not be received by the
sender at all.
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OUTLOOK ITEMS AS ATTACHMENTS

Just like any other file, you can send Outlook items to other users as an e-
mail attachment. This can make Outlook an extremely powerful
organizational and collaboration tool. You can share contacts, views of
your calendar, and even specific events with other users.

(Note that while you can send these items to anyone, you should ensure
that the recipient uses Outlook as their e-mail client as these types of

attachments are often not compatible with other e-mail clients.)

To add Outlook items as attachments, click Message - Attach Item:

= Untitled - Message (HTML)

Message Insert Options Format Text Review @ Tell me what you want to do...
] Cut _— b ooo= e szl e iy + | I" FollowUp~
- - e |.. &) e p
D Calibri (Boc - 11 A A |I=~i= ! V@ —

I' High Importance

Copy

Paste B aby + = = = &= 3= Address Check Attach Attach Signature
- ~ Format Painter B I U[¥-4A = T 7 7" 7" Book Mames Filev | [lem - ¥ Low Importance
Clipboard (F] Basic Text (] Names E Business Card » Tags (]
E Calendar...

07 Outlock ltem

This drop-down menu lists three types of items that you can attach.

Business Card

A business card will typically include the contact information of a specific
contact or contact group. To add a business card, click the Business Card
command and click Other Business Cards.
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This will open the Insert Business Card dialog box. Using its controls, you
are able to find, view, and insert the business card that you want to add
as an attachment to the current message:

Insert Business Card *
Look in: | Contacts ~
(W | FILED AS JOEBE TITLE COMPANY

=]  Smith, Jane

Business Card Preview

Jane Smith

ABC Widgets Inc. Work
abowidgets@outlook.com

Calendar

If you are collaborating with another person or group and need to choose
a date and time for a meeting, sharing a link to your calendar can save a
lot of time. This allows recipients of the link to view your calendar and
see when you have free time as well as when you are busy.
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When you click the Calendar option, the Send a Calendar via E-mail dialog
box will be displayed. Using its controls you can specify the calendar that
you would like to share, date range, detail level, and more:

Send a Calendar via E-mail >

Specify the calendar information you want to include,

Calendar: Calendar e
Date Range: Today W
Wed 10/7/2015
Detail: Availability only
Time will be shown as "Free,” "Busy,” Tentative,”
“Working Elsewhere,” or "Out of Office’
|:| Show time within my working hours only  5et warking hours
Advanced:

Show > =

Outlook Item

Clicking this command will display the Insert Item dialog box. Using the
controls in this dialog box, you are able to select any Outlook folder and
then choose a specific item within that folder to attach:
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Insert ltem x
Look in:
W 5’3 jsmith@acmewidgets.cnmicrosoft.com G | OK |
Inbox (4]
7 Drafts [1] Cancel
7 Sent ltems Insert as
= Deleted ltems (7) () Text only
[F Calendar (®) Attachment
Clutter
[Z5] Fantarte v
Items:
[ |m | FROM | SUBJECT RECEIVED CATEGORIES ~

4  Date: Today

|l John §... Joe's Retirement Wed 10/7/2... [
Hey all, Joe is going to be retiring soon, so | thought we could through a small

[UJ John 5. Requested Documents Wed 10/7/2... D

= [ John s... Joe's Retirement Wed 10/7/2... []
Hey all, Joeis going to be retiring soon, so | thought we could through a small

You can then choose to insert the selected item(s) as text only or as an
attachment. The recipient of these items will be able to view and work
with these attachments.

ATTACHMENT REMINDER

If you have ever composed a new e-mail message that refers to an
attachment, but forgot to actually include the attachment, you are not
alone. To counteract this common occurrence Outlook includes an
attachment reminder. This feature works by looking for sequences of
words in your message that refer to an attachment.

If Outlook finds that the words “attachment,” “attaching,” or “attached”
have been used, but no attachment has been added to the message, you
will see the following reminder when you click Send:

Attachment Reminder
You may have forgotten to attach a file.

|:| Don't show this message again

I Don't Send Send Anyway
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You can enable or disable this feature by opening the Outlook Options

dialog box (File = Options) and then opening the Mail category. Within
the “Send messages” section, check (or uncheck) the “Warn me when |
send a message that may be missing an attachment” box:

Qutlook Options 7 X

General
Send messages
Mail ;
< Default Importance level: 2%, Normal| «

Calendar =1

Default Sensitivity level:  |Normal ~
Graups [ Mark messages as expired after this many days: |0 =
People [ Always use the default account when composing new messages
Tasks [ Commas can be used to separate multiple message recipients
Search Automatic name checking

Delete meeting requests and notifications from Inbox after responding
Language

LCTRL + ENTER sends a message

Advanced

Use Auto-Complete List to suggest names when typing in the To, Cc,
P 'ag yping
and Bec lines

e [] Warn me when | send a message that may be missing an attachment

Empty Auto-Complete List
Customize Ribbon

Quick Access Toolbar

Add-ins MailTips

Trust Center Manage MailTips options, For example, you may determine when and how to — .
@ display the MailTips bar and which MailTips to display. MsilTips Options...

Tracking

) Delivery and read receipts help provide confirmation that messages were successfully received. Not all
e-mail servers and applications support sending receipts,

For all messages sent, request:
[ Delivery receipt confirming the message was delivered to the recipient's e-mail server
[ Read receipt confirming the recipient viewed the message
For any message received that includes a read receipt request:
O Always send a read receipt
(O MNever send a read receipt
(® Ask each time whether to send & read receipt
Automatically process meeting requests and responses to meeting requests and polls

0K Cancel
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AcCTIVITY 2-4
Attaching a File to a Message

You have been asked to send a copy of an event flyer that you have been
working on to your supervisor so that they can review it. To do this, you
would like to send it as an attachment. Microsoft Word is required to
complete this exercise.

1. To begin, open Outlook 2016. Within your Exercise Files folder,
double-click the Activity 2-4.msg file to open it. This message will be
displayed in a separate Outlook window:

Event Flyer Draft - Message (HTML)

e Options Format Text Review Q@ Tell me what you want to do...
-“D Cut [_-_ Di ‘.'}&@ [ﬂj by ?. [ Follow Up ~
Cop ! High Importance
Paste Address Check | Attach Attach Signature Offi
o Format Painter Book Names File- lem- - ¥ Low Importance | pjq-ins
Clipboard ] Basic Text Names Include Tags & Add-ins A~
o | I
=
Ce.

send
Subject | Event Fiyer Draft

Hey Jason,
Here s a copy of the draft for the event flyer that | have been working on. Please let me know if you have any recommendations or concerns.
Thanks,

John
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2.

3.

Click Message - Attach File - Browse This PC:

Event Fiyer Draft - Message (HTML)

Getting started with OneDrive
John Smith's OneDrive

PRSP st Options  FormatText 0 hat you went to do...
o, ¥ c J . : . S o
o Calibri (Boe ~ |11 +| A & B Ei & @ by I» Follow Up ‘
. Yo 42 \ ol
Copy 1 High Importance
Paste BIu %.a- Address Check | Attach Attach Signature Office
B Format Painter d Book Names | JURR tem~ - & Low Importance | g ine
Clipboard ] Basic Text ] Names Recent Items ‘" Updating... A~
L Az
= T 1 Ci\Users\abewi\Desktop\MOS3015_Outlook 20161 ExerciseFiles\Starting Files for .
ce | = Document
send - BE| ciusersiabewi\Desktop)
Subject [ Event Fiyer Drat =] C\Usersiabowi\Desktop\
1 Activity 2-3
24 Ci\Users\abewi\Desktop\MOSS015_Outlook 20161 ExerciseFiles\Starting Files for .
Hey Jason,
Activity 2-2
Here is a copy of the draft for the event flyer that | have been working on. Please let me > Ca\Users\abewi\Desktop\MOS5015_Outlook 20161 ExerciseFiles\Starting Files for .
= ity 1-
Thanks, = Activity 12
OneDrive
John =
=

Annual Report
John Smith's OneDrive

)

Activity 13
C:\Users\abewi\Desktop\MOS5015_Outlook_2016_1_ExerciseFiles\Starting Files for ...

il

Using Microsoft Office 2016
John Smith's OneDrive

img100
C:\Users\abewi\OneDrive\Pictures\

L3l

Book1
Ci\Users\abewi\QneDrive\Documents\Custom Office Templates\

8

= Browse Web Locations

@

Browse This PC...

s

The Insert File dialog box will now be displayed. Browse to the

Exercise Files folder on your desktop. Find and select the Activity 2-
4.docx file. Click Insert:

E7 Insert File X
< - 1 <« Starting Files for Activities » Lesson2 v O Search Lesson 2 P
Organize = MNew folder

# Ouick sccess Mame Date modified Type Size
[ Desktop », 2 Activity 2-2 10771 Qutlock Item 47KB
J Downloads  # = Activity 23 Outlook tem 47KE
Documents  # Activity 2-4 Microsoft Ward D... 195 KB
= L Activity 2-4 Outlook Item 19KB
ictures -
i Activity 2-5 Outlock ltem 42KB
[ Microsoft Outlook
f@. OneDrive
W ThisPC
W Network
[l DESKTOP-TLFSBSY
*& Homegroup
File name: | Activity 2.4 | [anFites v
Tools Cancel
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4. The selected file will appear below the Subject field in the message
form:

Event Flyer Draft - Message (HTML)

Inset  Opfions  FormatText  Review ant to do...

.:,/% [ﬂj Iy Q [» Follow Up~

i Cut

Calibri (Boc- |11~ A" &

ER Copy ! High Importance
Paste BIu %.a- Check | Attach Attach Signature Office
- ¥ Format Painter = Book Names | Filer ltem= - ¥ LowImportance | A ine
Clipboard & Basic Text & Names Include Tags & Add-ins A

Subject | Event Fiyer Draft ]
Activity 2-4.docx
Attached v | —
195 kB
Hey Jason,

Here s a copy of the draft for the event flyer that | have been working on. Please let me know if you have any recommendations or concerns.

Thanks,

Johr|

@ elite.

It's about people
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5. To ensure that the file is the correct one, right-click on the
attachment and click Open:

Insert Options

s b 4 - - . — A=
cut Calibri (Boc ~ |11~ A" A = ~-:iz - 4@
. B Copy
aste akr r = = = €= 3=
- ~ Format Painter ru ¥-A - | — —
Clipboard T Basic Text T
To.. |
=1
Cc.. |
Send
Subject | Event Flyer Draft
~ -
Attached Activity 2-4.docx -
195 KB
Open
Hey lason, = . [%
= Cuick Prin
Here is a copy of the draf B4 Savehs e been working «
7% Remove Attachrment
Thanks,
Em Copy
John

@ elite.

It's about people
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6. The file will now be displayed in Microsoft Word:

7. Close Microsoft Word. Back at the message window, click File -
Save As:

8. Use the Save As dialog box to save the message to your desktop as
Activity 2-4 Complete. Close Microsoft Outlook 2016.

@ elite.

It's about people
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TOPIC E: Enhance an E-
mail Message

In addition to the basic formatting tools that you can use to customize
the appearance of your messages, Outlook 2016 offers a whole suite of
tools that you can use to further enhance them. Over the course of this
topic you will learn about themes, styles, and special objects that you can
use to enhance an Outlook 2016 e-mail message.

Topic Objectives
In this topic, you will learn:
= About the lllustrations group and the Text group on the Insert tab
= How to add SmartArt and WordArt to a message
»= About the Screenshot tool
= About Quick Parts
= About contextual tabs
= How to use the Background Removal tool
= About galleries, styles, and themes

THE ILLUSTRATIONS GROUP

On the Insert tab of the Message window, you will see the lllustrations
group:

Untitled - Message (HTML)

@ Tell me what you want te do...

e ns
= . F a - rop Cap -
[ﬂJ iy o] I:l Q El al r<|>'. ’El 1 I | &b Hyperlink  [E5] Text Box Drop Cap TT Equation
- I I» Bookmark  [E] Quick Parts ~ [ Date & Time | €2 Symbal ~
Attach Outlook Business Calendar Signature  Table |Pictures Onlin N
File= Iem Card~ - - 4 Wordart~ [ Object 4= Horizontal Line

Include Tables Links Text Symbols ~

(Note that the commands in this group only become available when your
cursor is placed within the body of the message.)

The commands in the group are used to insert different graphical objects
into the currrent message, such as images, shapes, SmartArt, charts, and
screenshots.
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SMARTART

SmartArt allows you to easily add diagrams and other graphical elements
directly into the body of an e-mail message. To insert SmartArt into a
message, click Insert - SmartArt:

Untitled - Message (HTML)

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

@ U @ E Q‘ D E ’_z>‘_:' rl:l II ) &, Hyperlink

. . . : [* Bookmark
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot

Filew  ltem  Card~ < < Pictures - @
Include Tables INustrations Links

This action will display the Choose a SmartArt Graphic dialog box. In this
dialog box, click a category from the list on the left. Then, choose a
diagram type from the center pane. (You will see a preview of the
selected diagram type in the pane on the right.) When you’re ready, click
OK to insert the diagram:

Choose a SmartArt Graphic ? *
: ~
| Al | -
s B & == =
i |68 DB =
o
. = -
_
g | 00 e FEA £ | IR
— - =
B Relationship
ﬁ} Matrix E)QJ (tleil o- 8- 0-
A Pyramid E) = E o
:.,f Basic Block List
Picture d-a- q- _ =M= m Use to show non-sequential or grouped
[ H’ ’H % % % iii blocks of information. Maximizes both
horizontal and vertical display space for
_ shapes.
= [ =
0= 1= —
et I = = v

@ elite.

It's about people
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The selected SmartArt diagram will then appear directly within the body
of your message. At this point, you can then click anywhere that says
“Text” and add your own custom text:

B ©

File Message  Insert  Options

1t AddShape ~ € Promots Move Uj L]
= P e CE | oo oo o
[] Add Bullet Demote 4 Move Down || [=1=] 66 - = |-

i = | o8 OO | chenge o|| Reset
[ JTetPane & Righttoleft 5 Layout Colors ~ Graphic

Create Graphic Layouts SmartArt Styles Reset ~

\ |
=1

| |
send

Subject ‘ ‘

Type your text here x

¢ [Texd]

[Text] i

¢ [Texd]

[Text] § [Text]

Use to show nan-sequential or grouped
blocks of information. Maximizes both
harizontal and vertical display space for
shapes,

Learn more about SmartArt graphics

Or, use the Text pane to enter text. With either method, Outlook will
automatically adjust the text size so that it will fit in the shape.

When SmartArt has been inserted into your message and it is selected,
you will see the SmartArt Tools contextual tab set appear on the ribbon.
Using the tools in these two contextual tabs, you are able to further
customize SmartArt in a variety of different ways, including changing the
layout, style, and overall format.

@ elite.

It's about people
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THE SCREENSHOT TOOL

Another type of illustration that you can add to a message is a screenshot
(an image capture of any open window on your desktop). To use the
Screenshot tool, click Insert = Screenshot and choose the window image
that you want to insert:

(=] o (] Untitled - Message (HTML)

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

mJ ] @ E Q D L_‘I;I Q;. rl:l " e 2 Hyperlink [ Text Box ~ Drop Cap

|> Bookmark |£| Quick Parts ~ F@ Date & Ti

Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot
Filer ltem  Card~ < = Pictures - - A WordArt - O Object
Include Tables Illustrations Awvailable Windows

& Screen Clipping

Alternatively, you can click Insert - Screenshot - Screen Clipping:

H © Untitled - Message (HTML)

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

P =22 @m 2 B DBl @  EE 4

Attach Outlook Business Calendar Signature = Table  Pictures Online Shapes SmartArt Chart Screenshot  Hyperlink Bookmark  Text  Quick WordArt

File=  ltern  Card~ Pictures =~ 9 Box~ Parts~ 9
Include Tables lllustrations Available Windows
—
&+ Screen Clipping b

This option allows you to click and drag over the portion of the screen
that you want to capture:

‘ O kearch or enter web address l

(Note that if you would like to take a screen clipping of a specific window,
that window needs to be displayed in the background, not minimized.)
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In either case, once the screenshot has been captured it will
automatically be inserted into the body of your message:

23 artistic Effects~ ‘il Reset Picture -
Adjust Picture Styles 5 Arange Size 2 ~

o000
°
L
1L
Bl

THE TEXT GROUP

Also on the Insert tab of the Message window, the Text group provides
you with access to commands that are used to insert text in various ways:

=] 5 [4] s Picture Tools Untitled - Message (HTML)

File Message Options ~ FormatText  Review Format Q Tell me what you want to do...

EEEEEEEEET I EER =

Date & Time
Attach Outlook Business Calendar Signature | Table  Pictures Online Shapes SmartArt Chart Screenshot  Hyperlink Bookmark | Tet Quick WerdArt X Equation Symbol Horizontal
File-  ltem  Card~ - - Pictures - - Box- Parts~ -  [Object - Line

Include Tables llustrations Links Text symbols

QuicK PARTS

Quick Parts allow you to create and save specific pieces of content that
are frequently reused. This can include titles, author names, and other
similar content. Once a Quick Part has been created, it can then be
quickly added to a message to help save you time.
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Creating Quick Parts
To create a new Quick Part, first select the content that you would like to

work with. Next, click Insert > Quick Parts = Save Selection to Quick Part
Gallery:

=] © 4] Untitled - Message (HTML)

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

il @ D D |_—| @ O ™ & D n g 2= Drop Cap~
0 M | oY B M @ B B H A e U
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot = Hyperlink Bookmark = Tedt  Quick WordArt Equation !
Filew ltem Card~ < - Pictures - - Box- Pats -  []Object -
Include Tables lllustrations Links &) AutoText b
o, [ Save Selection to Quick Part Gallery... [s
1=1
Ce.
Send
Subject
lohn Smith
CEO & Founder
ABC Widgets Co.
(555) 555-1234

The Create New Building Block dialog box will open. Here, you can give
this new building block a name and description. Additionally, you can

categorize it into a gallery and category. To create the new Quick Part,
click OK:

Create Mew Building Block ? et
Hame: John Smith

Gallery: Quick Parts e
Categony: General W
Description:

Save im: MNormalEmail W
Dptions: Insert content only e
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Using Quick Parts
Once a Quick Part has been created, you can add it to the message that
you are composing by clicking Insert = Quick Parts = [Quick Part]:

B ©

File Message Options

b D B D) fiss) D A Q Drop Cap A=
m] g D 4 D O 4 "2} ’El Il a. -] i 4 B Date & Time T[ Q &
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot Hyperlink Bookmark = Tet  Quick WordArt Equation Symbol Horizontal
File~ ftem Card~ - - Pictures - Box- Pasw -  1Object - - Line

Include Tables

Untitled - Message (HTML)

Q Tell me what you want to do...

Format Text Review

lllustrations Links General

John Smith

[ABE Wideets co.
i sss- 1234

& AutoText »

The selected Quick Part will then be inserted into your message where
your cursor was last placed:

Untitled - Message (HTML)

hat you want to

E LB LELdBll aa & [B

re  Table Pictures Online Shapes SmartArt Chart Screenshot Hyperlink Bookmark ~ Text Quick WordArt
- ictures ~ - Box~ Partst

do.

A e MO

7 Date & Time
Equation Symbol Horizonta
Object s <

lustrations Links Text Symbols -

Include Tables

Subject

John Smith

CEO & Founder
ABC Widgets Co.
(555) 555-1234

About AutoText

AutoText works under a similar premise, but allows you to create and
reuse frequently added phrases. These phrases are added to the
AutoText gallery which you can then use to insert saved phrases into an
e-mail.

WORDART

WordArt is used to stylize message text using various special effects, such
as colored outlines, colored fills, and a variety of different effects.
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To add WordArt to a message, first select the text that you would like the
WordArt to be applied to. Next, click Insert - WordArt - [Style]:

=] L} (4] 3 Untitled - Message (HTML)

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

T =EEEEE NEEE A
mj o El _/ O e Q) ’El ll [0 FY & P . [ Date & Time ' Q &
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot ~ Hyperlink Bookmark — Text CQuick WordArt Equation Symbol Horizont
Filew Item Card~ . . Pictures  ~ . Box+ Parts+ | v [JObject - - Line

Indlude Tables Ilustrations Links - —
A A A&AA
- £ S\
=1 ~
(ol /)
Send A A =) A

Subject

AAA AL
Example Text v .

The selected text will then be converted to WordArt using the style that
you selected. The WordArt will automatically be selected and the
Drawing Tools — Format contextual tab will be displayed on the ribbon:

Unfitled - Message (HTML)

at
E & spe - N speFill - il o D a
B\ \Oo0 Shap » L2 ShopeFil - LAY E [2] Align Text » Flom
AL L2d6 w Text Box Abc ‘ Abc ‘ ‘ Abe ‘ - | LZ Shape Outline ~ A A IO\ || & Tedouttine - -
- - [ = o =0
%ALY = | @ shape Effects - =] @ Textstects- | % Crestelink | P o x| 299
Insert Shapes Shape Stytes 5 Wordart styes = et Arange sz nl oA
To.
=1
Ceu
send
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Using the commands on the Drawing Tools — Format tab, you are able to
customize exactly how the selected WordArt appears. This includes
changing the overall style, fill color, outline color, shape effects, and
more.

CONTEXTUAL TABS

By default, Microsoft Office Outlook 2016 includes a set number of tabs
depending on the Outlook workspace that is displayed. The main Outlook
2016 window includes four tabs (not including the File tab):

Home Send f Receive Folder View

Inside the message window you will find five different tabs:

Message Insert Options Format Text Review
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Sometimes a contextual tab will be added next to the standard
commands if you are working with a specific object. For example, if you
are searching, you will see the Search Tools — Search tab:

Search Tools Inbox - jsmith@acmewidgets.onmicrosoft.com - O
Home Send / Receive Folder View Search Q Tell me what you want to do...
@ Current Folder /.’% B MJ [ ] 3 This Week ~ [* Flagged e ) IT a
Subfolders - LUl {5 Sent To - I Important =
Current = Include From Subject Has Categorized Recent Search = Close
Mailbox &51AlI Outleckltems i Reculis Attachments - =) Unread F Morew  searches+ Tools~ | Search
Scope Results Refine Options Close

Or, if you add an image to a message, the Picture Tools — Format
contextual tab will be displayed:

H & O s Picture Tools Untitled - Message (HTML)

File Message  Insert  Options  FormatTed  Review Format © Tell me what you want to do...

(o1 orrections ~ ‘ompress Pictures. L2 Picture Border - - ring Forward & Align~
_-‘ﬂ Correcti = Compress Pict: [—— L2 Picture Bord Bring F i - 2 Alig THeight (157
B & Color v B Change Picture — || | el et El | @ Picture Effects + Send Backward Group ™ | '
emove = _— = - o0 = width: |a.76"
Background S Atistc Effects ~ T Reset Picture - 7 EL PictureLayout~  Tgq- oy SelectionPane  “hRotater . e Widhi (876
Adjust Picture Styles 5 Amange size ) -~

Here are some additional contextual tab sets that you may see.

Drawing Tools

H © O s Drawing Tools Untitled - Message (HTML)
File Message Insert Options. Format Text Review Format Q Tell me what you want to do.
SN0 O] 22 EditShape - p— ~| 2 shapeFill- A TextFill 2] AlgnTert- GbingForward ~ [ Algn g
AL LD S G - E Draw Text Box ‘ Abe ‘ n - [Z Shape Outline - A A Text Outline gy B SendBackuard ~ [£1Group
- — - CresteLink | Wra = s
%N ) s = @ Shape Effects~ A\ Text Effects telink | P Ef SelectionPane A Rotatew | €175
Insert Shapes Shape Styles & Wordart tyles Text Arange sz oA

SmartArt Tools

[= . s Smarthrt Tools age (HTML)

Message  Inset  Options  FormatText  Review  Design [l © what you want to do.

&) Change Shape * P 1| ZashapeFillr - A Text Fill~ Bring Forward (=5 M -

£ Larger ‘ Abe ‘ ‘ Abc ‘ ‘ Abc ‘ Abc | Abe ‘ ‘ Apc ‘ - | [Z Shape Outline - A A | & Text Outline - Send Backward - -

Edit ) L =i M8 = Wrap PR

in2-p CHl Smaller = @ Shape Effects - | A TextEiects | Togo SliSelectionPane kv 18T -
Shapes Shape Styles B Wordart Styles B Armange sz 6 -

Table Tools

=] o o = Tal N Untitled - Message (HTML)
i3 Message  Insert  Options  FormatTedt  Review Design [EYSRE  © Tell me what you want to do...
- ‘ F [1] D :l I: 5 B = &
[3 Select D/ a = & 5 % = §Treighs [o0r"  *| B Distrbute Rows BEEE A @ /le [ Repeat Header Rows
il I Delete  Insert | ‘n Insert Insert | Merge Split  Split | AutoFit et BEE T T | & DS
row Eraser  Delete Insert Insert Insert Insert Mege Split Sl AutoFt S (305 *| T Distribute Columns e o
Ty Properties Table * Above Below Left Rght Cels Cels Table v E = pirection Margins Je Formula
Table Draw Rows & Columns ® Merge Cellize B Aignment Data “

Chart Tools

=) P - Untitled - Message (HTML)

File Message  Insert  Options  Format Text PISEUNN  Format Q@ Tell me what you want to do...
14 |

L] - — — —
. . B il
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THE BACKGROUND REMOVAL TOOL

The Background Removal tool is used to remove the background from an
image that has been inserted into a message. To use this tool, first click to
select the image in question. Then, click Picture Tools — Format -
Remove Background:

H © O s Picture Tools Untitled - Message (HTML)

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

E;I Corrections = :Et Campress Pictures ZP\:ture Border -

o ! Color - E’;] Change Picture il | ol | | et P e - | & Picture Effects -
emove — -

Backgrqund 23] Artistic Effects ~ L] Reset Picture ~ - E—'D Picture Layout =

k Adjust Picture Styles [F]

Once selected, you can reposition and/or resize the rectangle over the
image so that it encapsulates the primary subject of the picture. In this
case, the flower is the main subject:

Untitled - Message (HTML)

ile
9 9 Q v
Mark Areas Mark Areas Delete ' Discard All  Keep.

toKeep toRemove Mark Changes Changes
Refine Close ~
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The purple areas on the image indicate what will be removed from the
image. You can mark more areas to keep (or remove) by using the
commands on the Background Removal tab, which appears when this
tool is enabled. Once you are finished making your changes, click
Background Removal - Keep Changes:

Picture Tools

Background Remaoval Farmat

© @ Q& UV

Mark Areas Mark Areas Delete  Discard All Keep
to Keep  to Remowe Mark Changes Chan&‘s

Refine Close

The background that was marked will then have been removed:

Untitled - Message (HTML)

- | e Eﬂ .3\@ @ ] Q > Follow Up - “

! HighImportance
&= 5= Address Check  Attach Attach Signature

Book Mames File~ ltem~ ¥ Low Importance  Add-ins

Names Indude Tags 5 Add-ins
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GALLERIES

In Outlook (and many other Office applications), the term gallery refers
to a detailed menu that lists all of the available options for a specific
command. For example, clicking Insert = Shapes will display a large
gallery of shapes that can be inserted into a message:

Untitled - Message (HTML)

Format Text Review Q Tell me what you want to do.
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7 Date & Time
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%) New Drawing Canvas

STYLES

Styles are a saved set of formatting options that help you keep your
message consistent. For example, instead of having to remember what
formatting was used for a quote, you can simply use the pre-built styles
each time you want to format a quote.

You can find many styles within the Styles group of the Format Text tab in
the Message window:

Untitled - Message (HTML)

P Find ~

28 Replace
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The option button in this group opens the Styles task pane, where you
can view and manage all styles:

H © O = Untitled - Message (HTML)

File Message  Insert  Options [GILERCH Q Tel ant o do.

o Cut Aa HTML

A A e | A = ) O Find q
‘ Catbi€-[11 - & A Aac | e S0 mbcend| nsmocen Aagbce sesbcr AAB A
ot Copy Aa Plain Text N " - i theReplace |
St Format Painter | AqRichTed B 1 U 3% X X Y- A~ - D TNormal | TNoSpac.. Heading1 Heading 2 Title < 511‘;' [} Select~
Clipboard ] Format Font ™ Paragraph il Styles k] Editing Zoom ~
To... Styles V8
& Ce.. Clear All
Subject

Intense Quote
Subtle Reference
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Applying a Style
Outlook places the most frequently used styles in the Styles gallery on
the Format Text tab for quick access:

H © O = Untitled - Message (HTML)
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If you click the More button () in the lower right-hand corner of the
gallery, you will see additional styles:

BaBbCcl /—\a B

AaBbCcDc AaBbleDe AaBbCe

TMormal | TMeo Spac.. Heading1  Heading 2 Title

AaBbCcC AgBbCcDi AgBbCcDe AcBbCcDi AaBbCeDe
Subtitle  Subtle Em... Emphasis  Intense E.. Strong

AaBbCcDt AoBbCcDi AABBCCDC AMABBCCDL AaBbCct
Cuote Intense C... Subtle Ref... Intense R... BookTitle

AaBbCcDe

T List Para...

A4 Create a Style

A  Clear Formatting

Apply Styles...

To apply any of these styles, first select the text that you want to format
and click a style.

You can also apply styles using the Styles task pane by selecting the text
that you would like to apply the style to and then clicking the desired
style from the task pane:
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Creating Styles
You can also create new styles from scratch. To do this, click the New
Style button in the bottom left-hand corner of the Styles task pane:
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Book Title
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This action will display the Create New Style from Formatting dialog box.

The settings in this dialog box are based on any existing or selected text
in the Message window:

Create New Style from Formatting 7 >
Properties
Mame: Stylel
Style type: Paragraph e
Style based om: T4 Title

Style for following paragraph: T Styled
Formatting

Calibri Light [Hea¢ s || 28 |« B I

(=

Automatic ~

I1l
1l
=
{11}
EL
I}
L
i
|~l-

1]

Example Text

Style: Show in the Styles gallery
Based on: Title

Add to the Styles gallery |:| Automatically update
@ Only in this document (::l Mew documents based on this template

Format = Cancel




[140]

Microsoft Office Outlook 2016 — Part 1

Using the controls in this dialog box, you can name the style and
customize all aspects of it. You can base it on an existing style, choose its
font, change the font size, apply text effects, and much more. As you
work, a preview will be displayed within the middle of the dialog to show
you how the current settings will look when applied to actual text:

Create New Style from Formatting ? >
Properties

Mame: Eold Header

Stvle type: Paragraph e

Style based on: 1 Mormal w

Style for following paragraph: 1 Bold Header e
Formatting

Calibri (Body) «~l12 |~/ B | I U Automatic w

— — — = — — — = 4= — 3=

= = = = == - p— L= = £= 3=

Bxample Text

Font: 12 pt, Bold, Style: Show in the Styles gallery
EBased on: Mormal

Add to the Styles gallery [_] Automatically update
@l Only in this document Cl MNew documents based on this template

Format = OK Cancel

Once you have finished constructing a new style, you can then choose to
add this new style to the Styles gallery, as well make it available in only
this document (message) or any messages that are based on this
template.

Click OK to create the new style. With the style created, you can then
work with it and apply it as you would any other style.
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THEMES

Themes are a preset combination of colors, fonts, and effects. They allow
you to apply a consistent look amongst all of the content that you create
or add to an e-mail message. Several themes are available by default, and
are found by clicking Options - Themes:

B ©
Message Insert Options
- & &
i & B E
Foms' = = B
Themes — Page Bcc  From | Permissi
- Effects = Colar = -
Office
Aa Aa Aa Aa
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Office Facet Integral lon

Ao ] |Ack |2 A

lon Board...  Organic Retl:ﬁpecl Slice

Aa 1 Retrospect

Wisp
Beset to Theme frem Template
E|f| Browse for Themes...
=

Save Current Theme...

As you mouse over each theme, you will see a preview applied to your
message (if it has theme elements such as page backgrounds, styles, or
diagrams). To apply a new theme, click the desired thumbnail.

Creating Custom Themes
You can define new themes by creating a different combination of colors,
fonts, effects, and page colors. You can find these commands within the

Themes group of the Options tab:

Untitled - Message (HTML)

Message Insert Options Format Text Review Q@ Tell me what you want to do...
Colors ~ a1 e 00 . . R & [ ]
A K - T = Request a Delivery Receipt ¥ =
| (A Fonts - == e U q 1y Receip =) &
Themes — Page Bcc  From  Permission  Use Voting Request a Read Receipt Save Sent Delay  Direct
- Effects~ jor - Buttons - Item To = Delivery Replies To

Themes Show Fields Permission Tracking ] More Options ]
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Saving Custom Themes
Once you have found a combination of theme settings that you would
like to apply, click Options - Themes - Save Current Theme:

H

File Message Insert
- -1 Y-
- & |
FomS' = = -
Themes — age Bcc  From  Permissi
- Ef'FedS' Color = -
Office |
Aa Aa Aa Aa '
L L L 1] EEEEEE 1 EEEEEE EEEEEE
Office Facet Integral lon |
Aa Aa Aa Aa ;
EEEEEE EEEEE EEEEEE EEEEaE
lon Board...  Organic Retrospect Slice
Aa
EEEEEE
Wisp
Beset to Theme from Template
|'|f| Browse for Themes...
l!_'H Save Current Theme... b

This action will display the Save Current Theme dialog box. Here, you are
able to choose a location where you want the theme to be saved (which
will be the Document Themes folder by default), as well as give it a name:

=] Pictures » Theme Colors

[ Microsoft Outlool Theme Effects
Theme Fonts.
‘@ OneDrive

W This PC
[ Desktop
|Z| Documents
4 Downloads
W Music

&= Pictures

I videos

‘L Local Disk (C)

PM

[E1 Save Current Theme x
A1 ||« abcwi > AppData > Roaming > Microsoft > Templates »> Document Themes » v @ | search Document Themes )
Organize « New folder ==«
[Z] Documents # ~  Name - Date modified Type Size

File folder
File folder

File folder

File name: | Example

Save as type: | Office Theme

“ Hide Folders

Cancel
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Once a theme has been created and saved, you will be able to find and
apply it by clicking Options - Themes, and then examining the Custom

section of the Themes gallery:

=

Message

Insert

- o -
YR =
= a3 (]
Thermes Page Bcc  From | Permnissi
- Ef'FedS' Dalzrs -
Custom
Aa
EEEEEE
Example
Office
Aa Aa Aa Aa
EEEEEE EEEEEE EEEEEE EEEEEEN
Office Facet Integral lon
Aa Aa Aa Aa
EEEEEEN EEEEE L L L EEEEEE
lon Board...  Organic Retrospect Slice
Aa
EEEEEE
Wisp
Reset to Theme from Template
|'|f| Browse for Themes...
l!_'E Save Current Theme...
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AcCTivITY 2-5
Enhancing an E-mail Message

You are sending an invitation out to many people in your organization to
attend a retirement party. You would like to enhance this e-mail message
to give it some flair.

1. To begin, open Outlook 2016. Within your Exercise Files folder,
double-click the Activity 2-5.msg file to open it. This message will be
displayed in a separate Outlook window:

Joe's Retirement Party - Message (HTML)

Options  FormatText  Review @ Tellme do..
Cut 2t 2t U} [ Followup -
: 2 Yo A
Copy ! High Importance
Paste Address Check  Attach Attach Signature Office
- e T Book Names Filew ltem~ - b Lowlmportance | aqg-in
Clipboard ) Basic Text Names Include Tags 5| Add-ins ~
T I
ce
Send

Subject [ Joe's Retirement Party

Hey Folks,

Joe's retirement party is planned for next Friday at noon in Boardroom C.

Please bring any small gifts and well wishes. Food and refreshments will be provided.
Thanks,

John
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2. Use your cursor to select the first sentence after the greeting line:

5 Joe's Retirement Party - Message (HTML)

Insert  Options  Format
- - . P <
% Cut Calibri (Boc |11 +| A" A [ﬂj b Q [Pt L]
E Copy ! High Importance
Paste BIu ¥-a- = Address Check  Attach Attach Signature Office
~ ¥ Format Painter = = Book Names | File> hem» = ¥ Low Importance  Add-inc
Clipboard = Basic Text 5 Names Include Tags 5| Addins -
o
=
c
send
subject | Joe's Retirement party
Hey Folks,

fe'sreirement party s planned for next Friday at noan in Boarcoam <.
Please bring any small gifts and well wishes. Food and refreshments will be provided.
Thanks,

John

3. With the first sentence still selected, click Insert > WordArt. Choose
the style highlighted below:

Joe's Retirement Party - Message (HT!

Message Options  Format Te

1] o) D o™ ay D A= Drop Cap - A
X ) (=2] » —
EDE ) EBLEEOT il o | @ [ Bomarme U & 3
Aftach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot | Hyperlink Bookmark  Tedt  Quick WordArt Equation Symbol Horizontal
Foo lom  @de B B fdrs - > Box- Darts~| v | []Object > - Line
Indude Tables lustrations Links ~

A A A A A
A

To.

e

=

subject [Joe's Retirement Party

LA
Hey Folks, A \

Joe’s retirement party is planned for next Friday at noon in Boardroom C.

> =
>
B|®»
>

Please bring any small gifts and well wishes. Food and refreshments will be provided.

Thanks,

John
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4. The selected sentence will now have been converted into the
WordArt style that you selected:

H © O (HTML)

File Message  Insert  Options  Format Text Format

H- o0 f — &¥ Shape Fill A - | 9 g e L FiBring Foward ~  [2 Align~ e
A1 1206k (= G | A A A & 0 tscesaers - B
L IRTAR R 5+ 154 a B

5

= Wisp Sihes -
B Createlink | 0P O SelectionPane 5k Rotate~ | ¢ 1196 -
Insert Shapes Shape Styles Wordatt Styles B T Armange sze oA

=1

[
\ \

Subject[Joe'sRatrement party

Hey Folks,

Iv]

Joe’s retirernent party is planned for next Friday at neen
in Boardroom C.
2

Thanks,

John

5. Now, use your cursor to select the next line in this message:

Joe's Retirement Party - Message (HTML)
Insert  Options  Format Text

o do
“Dg;z:;y Calivi G [1 <K A== e [FE Yo 0 B Q‘ I: :!x::ﬂ;anu >
" ot 1 U4 T g et
= | L] \
e | =] ‘
Subject [Joe's Retirement party ]
Hey Folks, B
2 re = i~ e P [AS\ A AN ] P ra 3 A = =\(P A e
Joe’s retirerment party is planned for next Fricay at noon
~ [D =l e
in Beardroon C,
Please bring any small gifts and well wishes. Food and refreshments will be pmvided.%
Thanks,
John
<1 ] Ev
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6. Click Format Text - Heading 2 (inside the Styles gallery):

ment Party - Message (HTML)

Format Text

AA LD Find - q

38 Replace

LM | aspbeene| asebcede AaBbC | AaBbcel|

o o
0 % [AaHmC Calibi(E+|11 | A A Aa- R0 iz
pase B A3 Plain Text 5 o
& | Acrichea |B T MaEx.x [#-a- (=== |{=- KR TNormal | TNoSpac.. Heading 1 Headlggz = wss_ ) select~
Paragraph 5 Styles = Edting | Zoom -

Clipboard = Format Font

7.

Joe's Retirement Party -

H © O

Options Q Tell me what you want to do...

File Message Insert

L] Aa o o —
0 % LA Cambria +{13 ~| A A  Aa- fo = -:i= - -~
bt EE  Aa Plain Text .
aste ® | ay . - === | 1=
- ¥ AaRich Text B I U akex x 7 - A - _[k_ ==
Clipboard = Format Font P Paragraph P

Now, you need to apply a new theme to this message so that it is

8.
more consistent. Click Options - Themes - Slice:

t Party - Message (HTML)

to do.

ooy &

Request a Delivery Receipt

Use Voting [ | pequestaRead Receipt | SaveSent Delay Direct
Buttons - ltem To - Delivery Replies To

Mare Options

=
Q= s
Fonts =
es. Page  Bec
[O]Effects -~ Color~

Custom

Tracking

@it heon in Bocrcroon C.,

I'wishes. Food and refreshments will be provided.

ls
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9. With the new theme applied, you will see that the color of the text
and WordArt now appears more consistent:

Party - Message (HTML)

Use Voting [ | pequestaRead Receipt | SVeSent Delay  Direct
Buttons - Item To~ Delivery Replies To

Tradking 3 More Options [ IS

Hey Folks.

Joe’s refirernent perty is planned for nesxt Fridery
it neon in Bodrdroonn C,

Please bring any small gifts and well wishes. Food and refreshments will be provided. \
Thanks,

John

10. Click File - Save As:

@ elite.

It's about people
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11. Use the Save As dialog box to save the message to your desktop as
Activity 2-5 Complete. Close Microsoft Outlook 2016.

TOPIC F: Manage
Automatic Message
Content

Outlook also provides you with ways to create content that will be
included in a new message by default, such as a signature or pre-
designed stationery. Over the course of this topic, you will learn about
this type of content and how to manage it.

Topic Objectives

In this topic, you will learn:
= About stationery and themes
= About font options
= About signatures

STATIONERY AND THEMES

The Stationery feature in Outlook allows you to apply a variety of
different design templates to an outgoing message. These templates
change the background of the message body to a selected color or
pattern. While they are similar to themes, you are unable to create your
own stationery and you are limited to the templates that are provided by
default.

Themes offer a little more flexibility and can change a greater range of
elements within a message. You are able to create a new theme from
scratch or use one of the many default options. Additionally, themes can
not only modify the background color of a message, but also its text,
colors, and effects. (These themes are different than those applied from
within the message itself.)

While stationery and themes can both be applied to outgoing messages
on an individual basis, you also have the option to apply stationery
templates and themes by default.
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To create a single message using stationery or a theme, click Home -
New Items - E-mail Message Using - More Stationery:

Send f Receve Folder View

Ijl % (5 Ignare x

% Clean Up~
Mew  MNew Delete | Reply Reply Forward |
Email ltems= & Junk - Al

Me =] E-mail Message Respond

Appointment

& El

Meeting

Group
Contact
Task

<[] el

E-mail Message Using * More Stationery...
More ltems ¥ Plain Text

'§h Skype Meeting Rich Text

HTML

@ elite.
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This action will display the Theme or Stationery dialog box. Using the list
on the left-hand side of this dialog box, you can choose the theme or
stationery template that you would like to use to create the message:

Theme or Staticnery
Choose a Theme:

Afternoon

Arctic

HAxis

Bears [Stationery)
Blends

Elue Calm
Elueprint

Bold Stripes
Breeze

Canyon
Capsules
Cascade
Compass
Concrete
Currency [Stationery]
Deep Blue

Echo

Eclipse

Edge

Evergreen
Expedition
Garden [Stationery)

e
No Theme} I

? X

Vivid Colaors
Active Graphics

Background Image

Heading 1 style

< Bullet1
# Bullet2
=  Bullet 3

Horizontal Line:

Heading 2 style
Regular Text Sample

Regular Hyperlink
Followed Hyperlink

Cancel
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Once you click the OK button, a new Message window will open with that
stationery or theme applied. From there, you may construct your
message as you would normally:

Untitled - Message (HTML)

essage LS ns i Q want to do...
Cut N @ Iy . [> Follow Up~ ’
3 ® A? &

! High Importance

Copy !

Paste G B I uUla Address Check | Attach Attach Signature Office
- Format Painter Book Names | Filer ltem~ - ¥ Low Importance | Add-ins

Clipboard [ Basic Text Names Include Tags 5 Add-ins -~

T | T
=1
e

send

Subject
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If you have found a theme or stationery template that you would like to

use as the basis for all outgoing messages, you can have it automatically

applied whenever you create a new message. To do this, first click File 2
Options:

Office Account

Options

3

Feedback

@ elite.
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Inside the Outlook Options dialog box, click the Mail category. Then, click
the “Stationery and Fonts” button:

Customize Ribbon
Cuick Access Toolbar
Add-ins

Trust Center

Outlock Options ? X
General . . -
Change the settings for messages you create and receive,
Mail
Calendar Compose messages
Groups /ﬂ‘} Change the editing settings for messages. Editor Options...
People Compose messages in this format: _
Tasks
Search ABC [ Always check spelling before sending Spelling and Autocorrect...
¥ . .
Language lgnore eriginal message text in reply or forward
Advanced

4?' Create or modify signatures for messages,

ﬂ: Use stationery to change default fonts and styles, colors, and backgrounds. wsge| Stationery and Eonts...

Outlook panes

Customize how items are marked as read when using the Reading Pane.

Beading Pane...

Message arrival

When new messages arrive:
Play a sound
[1 Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[ Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

This action will open the Signatures and Stationery dialog box to the
Personal Stationery tab:

@ elite.

It's about people




[156] Microsoft Office Outlook 2016 — Part 1

Signatures and Stationery ? x

E-mail Signature  Personal Stationery
Theme or stationery for new HTWL e-mail message
Theme... Mo theme currently selected
Font: | Use theme's font

Mew mail messages

Font... | Sample Text —|

Replying or forwarding messages

Font... | Sample Text —|

|:| Mark my comments with:  |John Smith
|:| Pick a new color when replying or forwarding

Compaosing and reading plain text messages

Font... Sample Text

Cancel

Click the Theme button near the top of the dialog box to display the
Theme or Stationery dialog box. From the list on the left of this dialog
box, you can choose the theme or stationery template that you would
like to have automatically applied to all future messages that you create:

Theme or Stationery 7 >

Choose a Theme: Sample of theme Afternoon:

Mo Theme I
Arctic -
Aais Heading 1 style
Bears [Stationery)
Blends * Bullet 1

Blue Calm «  Bullet 2
Elueprint

Bold Stripes *  Bullet 3
Ereeze
Canyon = . .
Capsules Horizontal Line:
Cascade
Compass i
Concrete Heading 2 style

Currency (Stationery)
Deep Elue Regular Text Sample

Echo Regular Hyperlink
Eclipse

Edge Followed Hyperlink
Evergreen
Expedition
Garden (Stationery) hd

[ vivid Calors
Active Graphics
Background Image




[157] Microsoft Office Outlook 2016 — Part 1

Click OK when you are finished. Click the OK button on the two
subsequent dialog boxes and the selected theme or stationery template
will now be applied to every new message that you create.
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FONT OPTIONS

In addition to setting a default theme or stationery template for new
messages, you also have the option to choose what font will be used
when sending, replying to, or forwarding HTML-formatted messages. You
can find the controls to modify these settings inside the Signatures and
Stationery dialog:

Signatures and Stationery ? *

E-mail Signature  Personal Stationery

Theme or stationery for new HTKL e-mail message

Mo theme currently selected
Fant: |Use theme's font

Mew mail messages

Font... | Sample Text —|

Replying or forwarding messages

Font... | Sample Text —|

D Mark my comments with:  |John Smith
I:‘ Pick a new color when replying or forwarding

Compaosing and reading plain text messages

Font... Sample Text

OK Cancel

(Remember, to open this dialog box, open the Outlook Options dialog
box first. Then, click the Mail category and click the “Stationery and
Fonts” button.)
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To set the default font for each type of mail message, choose one of the
bottom two options from the first menu:

Signatures and Stationery ? *

E-mail Signature  Personal Stationery

Theme or stationery for new HTML e-mail message

Fant; |Usetheme's font

~Aal=il- o
BELET (se my font when replying and forwarding messages

Replying = =

Fort.. Sample Text —|

DMark my comments with: |John Smith |

|:| Pick a new color when replying or forwarding

Compaosing and reading plain text messages

| Font... || Sample Text —|

[ ok ]| ciose

Then click the Font button for the type of message that you want to
modify:

Signatures and Stationery ? *

E-mail Signature  Personal Stationery
Theme or stationery for new HTML e-mail message

Font; | - |

Mew mail messages

I Font... || Sample Text —|

Replying or forwarding messages

I Faont... || Sample Text |

DMark my comments with: |John Smith |

|:| Pick a new color when replying or forwarding

Compaosing and reading plain text messages

I Font... || Sample Text —|

[ ok ]| cose
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Then, you will see the Font dialog. Here, you can customize all aspects of
your font:

Font ? X

Font Advanced

Font: Font style: Size:
+Body 11
~ | |Regular 8 A
+Headings Italic 9
Agenq FE Eold 10
Algerian Bold Italic
Arial v 12 hd
Font colon Underline style: Underline colorn
I v No Color  |v
Effects
[m] strikethrough [m] small caps
|E| Double strikethrough |E| All caps
|E| Superscript |E| Hidden
[m] subscript
Preview

Sample Text

Once you're done, click OK to return to the Signatures and Stationery
dialog. Then, click OK in all open dialogs to apply your changes.

SIGNATURES

Signatures are commonly used by many organizations to automatically
add personalized sender information to the end of every e-mail. The
signature will typically identify the sender, as well as provide contact
information. It may even include a picture or company logo. Keep in mind
that you are not limited to one signature; you can create different
signatures for different purposes. For example, you could create a
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signature for replying to incoming messages that is different from
another signature that is used when sending a new message.

Creating a Signature

To start creating your signature, click File - Options. Inside the Outlook
Options dialog box, click the Mail category and then click the Signatures
button:

Outlook Options ? x
General o . .
E—: Change the seftings for messages you create and receive,
Mail M
Calendar Compose messages
Groups 5 ing settings for messages e
ZF Change the editing settings for messages. Editor Options...
People Compose messages in this format: [HTML |~
Tasks
ABC I - .
Search V [ Always check spelling before sending Spelling and Autocorrect...
Language Ignore eriginal message text in reply or forward
Advanced
;?‘ Create or modify signatures for messages, Signatures...
Customize Ribbon

This action will open the E-Mail Signature tab of the Signatures and
Stationery dialog. To start creating your signature, click the New button:

Signatures and Stationery ? *

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

E-mail account: | jcmith @acmewidgets.onmicrosoft.com |+

Mew messages: {none) “

Replies/forwards: [nonel ~

Edit signature

Calibri [Body) 11 Automatic Business Card

Cancel

You will then be prompted to name your signature:
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Mew Signature ? >

Type a name for this signature:

Default

Once you type a name and click OK, you will be returned to the
Signatures and Stationery dialog. You can now use the bottom set of
options to type and format your text. Once you’re ready, click OK to
complete the signature:

Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
[Defagt ] E-mail account: | jcmith@acmewidgets.onmicrosoft.com |~
Mew messages: {none "
Replies/forwards: {none) "
Delete Mew Save Rename

Edit signature
[25] Business Card L_';. %

Calibri [Body) “(Mi«|| B |IT| U Automatic vii= = =
Joe Smith A
CEO
Acme Widgets Co.f
v

Cancel

Setting Signature Options
If you examine the options on the right-hand side of the Signatures and

Stationery dialog, you will see a variety of different controls:

Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
[Defagt ] E-mail account: | jcmith@acmewidgets.onmicrosoft.com |~
Mew messages: {none "
Replies/forwards: {none) "
Delete Mew Save Rename

The top menu is used to choose what e-mail account you want to set
signature options for. Then, you can choose what signature you want to
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use for new messages, as well as replies and forwards. Once your options
are set, click OK.
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Using Signatures

If you’ve set a signature as the default in the Signatures and Stationery
dialog, it will be added automatically to the appropriate type of message
(new messages and/or replies and forwards). To add a signature to a
message manually, click Insert = Signature = [Signature]:

Options Farmat]

@@JI'_'_”Q

Attach Outlook Business Calendar Signature  Table F
File= ltem  Card~ =

Include Default

Signatures...

You can also click the Signatures command in this drop-down menu to
open the Signatures and Stationery dialog.
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ACTIVITY 2-6
Managing Automatic Message Content

Now that you have become comfortable with using Outlook 2016, you
would like to start customizing it to suit your own needs. To start, you
need to create a signature and then create a new message.

1. To begin, open Outlook 2016:

Joe s gaing to be retiring soon, 50 | thought we could throw 3 small celebration, Plesse let me know your svailability for next wesk.

Thanks,

John

= om os o
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2. Click File = Options:

©

Infa

Open & Export
Save As

Save Attachments

Print

Office Account

Options

3

Feedback

Exit

@ elite.
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3. Inthe Outlook Options dialog box, click the Mail category:

Outlock Opticns

General
Mail
Calendar
Groups
People
Tasks
Search
Language

Advanced

4. With the Mail category now displayed within the Outlook Options
dialog box, click the Signatures button:

Outlock Options ? X
General ! ) -
e 9 Change the settings for messages you create and receive.
Mail
Calendar Compose messages
Groups 2@ Change the editing settings for messages. Editor Options...
People Compose messages in this format: |[HTML
Tasks
Search 3%: [ Always check spelling before sending Spelling and Autocorrect...
¥ .
Language lgnore eriginal message text in reply or forward
Advanced
_‘2' Create or modify signatures for messages. —p | Signatures...
Customize Ribbon
Quick Access Toolbar .
% Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...
Add-ins
Trust Center Outlock panes
Customize how items are marked as read when using the Reading Pane. "
IE Reading Pane...
Message arrival
When new messages arrive:
Play a sound
[ Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[ Enable preview for Rights Protected messages (May impact performance)
Conversation Clean Up v

@ elite.
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5. The Signatures and Stationery dialog box will now be shown with
the E-mail Signature tab displayed:

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

E-mail account: |jsmith@acmewidgets.unmicrosoft.cum

New messages: ‘[none]

Lell<lL<]

Replies/forwards: ‘[none]

DElete E SavE Rename

Edit signature

[Cabriwosn [T M|

B 1 u [ more W= = = |Eonencn | S

[Te™ | cance

6. Click the New button:

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

E-mail account: |jsmitn@acmewidgets.onmicrosoft.com

New messages: ‘[none]

Replies/forwards: ‘[none]

DEELE SaVE REname

Edit signature
civigos) B E| e 1 u [ A M=

= ||Z|Business Card | L_‘g &'5

[ | cancel

elite.
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7. The New Signature dialog box will now be displayed. Type “Default”
as the name for the new signature that you are creating and then
click OK:

Mew Signature ? >

Type a name for this signature:
Default

Cancel

8. With a new signature created, you can begin customizing it using
the controls in this dialog. Click inside the “Edit signature” text area
and type your name:

Signatures and Stationery ? x

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
befaot ] E-mail account: | jsmith @acmewidgets.onmicrosoft.com |
New messages: {none) "
Replies/forwards: | (ngne) ~
Delete New Save Rename

Edit signature
[25] Business Card L_‘g ‘%

John Smith ~

Calibri [Body] ~|[M |~/ B I U Automatic ~

OK Cancel
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9. Select your name and then click the Bold button just above the text
area:

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
befat ] E-mail account: | o mith @acmewidgets.onmicrosoft.com |~
Mew messages: (nonel "
Replies/forwards: | (ngne) ~
Delete HNew Save Rename

Edit signature
Calibri (Body) w11 v| ?\ I u Automatic ~ = | [25] Business Card |L_‘g %

W’ ~

John Smith

v
CK Cancel
10. Click at the end of your name and press the Enter key on your
keyboard to create a new line. Type your job title:
Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
befat ] E-mail account: | o mith @acmewidgets.onmicrosoft.com |~
Mew messages: (nonel "
Replies/forwards: | ngne) ~
Delete New Save Rename
Edit signature
Calibri (Body) ~|Mi~||| B T U Automatic ~|||/= = = | [23 Business Card |L_‘g &
John Smith ~
Studenﬂ o
v
OK Cancel

(If you don’t have a job title, type “Student.”)
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Signatures and Statienery

Personal Stationery
Select signature to edit

Default

|jsmith@acmewidgets.onmicrosoft.com
[ Dete | | | |

‘[none]
H Rename |
[comnioon 0][11 ]| [8] 1 u [ tortc T[] = = |@pusmescas | @ &
John Smith

11. Press Enter to create a new line. Type your city and state/province:
E-mail Signature

Choose default signature

E-mail account:
New

Edit signature

Mew messages:
Save

Replies/forwards: ‘ (none)
Student

New YOrk, N.Y. e

| | Cancel

Signatures and Stationery
E-mail Signature

12. With the signature now complete, click the OK button
right-hand corner of the dialog box:

Personal Stationery
Select signature to edit

in the lower

| Delete ||

Choose default signature
New

Edit signature

|| Save

E-mail account: |jsmith@acmewidgets.onmicrosoft.com
Mew messages:

Replies/forwards: ‘ (none)
Student

New York, N.Y.

inong)
H Bename |
| B I U | = = = ||E|§usinessCard |L_‘|; (=8
John Smith

oK D“ Cancel

elite.
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13. Back in the Outlook Options dialog box, click OK:

zrformance)

QK h Cancel

14. Now, you need to create a new e-mail to test out the signature that
you just created. You would also like to see what kind of stationery
templates are available. Back in the main Outlook 2016 window,
click Home - New Items - E-mail Message Using - More
Stationery:

Send f Receive Folder View
Ijl I._é (5 Ignore x
Mew  New 1R Clean Ve~ Delete | Reply Reply Forward |
Email ltems= & Junk - Al
Me = E-mail Message Respond
FE Appointment
Fe Meeting
<2 Group
23] Contact
v Task
E-mail Message Using * More Stationery...
Mare [tems r Plain Text
.:% Skype Meeting ;ich Text

HTML
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15. The Theme or Stationery dialog box will now be displayed. Scroll
down in the list box on the left side of it and then click to select the

Soft Blue (Stationery) option. You will see a preview of how this
stationery template will look:

Theme or Stationery

Choose a Theme:

Sample of stationery Soft Blue:

Profile

Quadrant

Radial

Refined

Rice Paper

Ripple

Romanesque

Roses [Stationery)
Satin

Sea Marble (Stationery)
Shades of Blue [Stationery)
Sky

Slate

Soft Blue (5tatione
Sonora h‘
Spring

Stars (Stationery)
Straight Edge

Studio

Sumi Painting

Tech Tools [Stationery)
Water

Watermark

Vivid Colors
Active Graphics
Background Image

Cancel
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16. In the lower right-hand corner of the Theme or Stationery dialog
box, click the OK button:

Theme or Stationery ? d

Choose a Theme: Sample of stationery Soft Blue:

Profile -~
Quadrant

Radial

Refined

Rice Paper

Ripple

Romanesque

Roses [Stationery)

Satin

Sea Marble [Stationery)
Shades of Blue [Stationery)
Sky

Slate

Sonora

Spring

Stars [Stationery)

Straight Edge

Studio

Sumi Painting

Tech Tools [Stationery)
Water

Watermark i

Vivid Colors
Active Graphics
Background Image

17. A new Message window will open with the selected stationery
template applied. Additionally, you will see the signature that you
configured earlier in this activity:

Untitled - Message (HTML)

@ Tell me what you want to do.

ﬂh by Q. > FnuuwupvmE "

! High

mom | FlEe fEme o ¥ LowlImportance
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18. Click File - Save As:

19. Use the Save As dialog box to save the message to your desktop as
Activity 2-6 Complete. Close Microsoft Outlook 2016.

@ elite.

It's about people
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Summary

Over the course of this lesson, you learned about the various tools that
you can use to compose new messages in Outlook 2016. You should now
feel comfortable creating a new e-mail message from scratch, as well as
checking a new message for spelling or grammar errors. Additionally, you
should feel comfortable using the many formatting tools that are
available to enhance your message. Finally, you should also be able to
attach different file types to an outgoing e-mail message, as well as
manage automatic message content (such as signatures and stationery
templates).

REVIEW QUESTIONS

1. What is the keyboard shortcut to launch the spelling and
grammar checker?

2. What is the default message format that is used in Outlook 2016
by default?

3. What does the attachment reminder feature do?
4. What are Quick Parts?

5. What is the command sequence to configure signatures in
Outlook 2016?
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LESSON 3:
READING AND
RESPONDING TO
MESSAGES

Lesson Objectives

In this lesson you will learn how to:
= Customize reading options
=  Work with attachments

= Manage your message responses
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TOPIC A: Customize
Reading Options

Outlook 2016 includes a number of different ways in which you can read
messages that you receive. While the default settings may work for most
people, being familiar with all of the available reading methods can come
in handy. Over the course of this topic, you will learn how to customize
reading options.

Topic Objectives
In this topic, you will learn:
= About desktop alerts
= About pane views
= About Message Preview
= About conversations
= About mail options

DESKTOP ALERTS

You may have already seen a desktop alert shown while you have been
working with Outlook 2016. These alerts are small notifications that
appear when a new message or Outlook item appears inside of your
inbox. This pop-up notification will provide you with a brief description of
the item and will appear above any currently displayed windows:

John Smith
loe's Retirement
all, Joe is goi

12:06 PM

~ =) R gm0

If the desktop alert concerns an e-mail message, you will see who the
sender is, the message subject line, and a few lines from the body of the
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message. Clicking on the alert will display the message in a separate
message window.

While desktop alerts are enabled by default, you do have the option to
disable them. You can find this setting inside the “Message arrival”
section of the Mail category in the Outlook Options dialog box.

Other Message Arrival Notifications

There are also other message arrival notifications that can be enabled.
For example, you can have a specific sound played, temporarily change
the appearance of your mouse cursor, and/or display an envelope icon in
the system tray area of the taskbar.

PANE VIEWS

Outlook includes a number of different panes that make up the primary
Outlook 2016 window, each of which can be configured separately. These
panes are modified using the commands in the Layout group of the View
tab:

Inbax - jsmith@acmewidgets.onmicrosoft.com - Outlook

Using the Folder Pane, Reading Pane, and To-Do Bar drop-down
commands, you are able to minimize those panes or remove them
completely from the Outlook 2016 window. This has the effect of
providing more space for the Reading pane and the main working area.
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The Options command in the Folder Pane drop-down menu will display
the Navigation Options dialog box:

Mavigation Options x

-

Maximum number of visible items: ﬂ -
[+] Compact Mavigation

Display in this order

Mail Mave Up
Calendar

?::kpsle Move Down
Motes

Folders

Shortcuts

Reset Cancel

Using the controls in this dialog box, you are able to choose what buttons
will populate the bottom of the Navigation pane. You can also toggle
Compact Navigation (which will show icons instead of workspace names)

on or off.

The Reading Pane drop-down command allows you to dock this pane to
the right of the working area or at the bottom of it, as well as turn it off.
Clicking the Options command will display the Reading Pane dialog:

Reading Pane >

Reading Pane options
|:| Mark items as read when viewed in the Reading Pane
5
Mark item as read when selection changes
Single key reading using space bar
Turn on automatic full-screen reading in portrait orientation

Using the controls in this dialog box, you are able to choose if items are
marked as read when they are viewed in the Reading pane, and modify a

few other settings.
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You can also choose how items in the workspace are arranged using the
options in the Arrangement group of the View tab. For example, if you
wanted to view all of your received messages sorted by their individual
subject lines, you would click the Subject option:

= " r n
EC"-J Date £ From 53 To 10l Categories Tl Reverse Sort
> > . = - | i Add Columns
Message | | Flag: Start Date I Flag: Due Date IH size =1 Subject =
Preview - += Expand/Collapse ~

Arrangement

As well, you can customize the specific fields shown by right-clicking the
column headers at the top of the workspace list:

Search Current Mailbox [.. J | Current Mailbox -

All Unread RuNata *  hMausact L
4 Today lb"’ Date
i Erom
lohn Smith
loe's Retirement To
Hey all, Joe is goins

Categories
Flag: Start Date
Flag: Due Date
Size
Subject
Type
Attachments
Account
Importance
Show as Conversations
«  Show in Groups

.;1.* View Settings...
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MESSAGE PREVIEW

Message Preview is used to display the first few lines from a message, in
the message list, just below the message’s subject line. By default, this
feature will display just one line:

John Smith [
Jloe's Retirement 12:07 PM
Hey all, Joeis going to be

If you would like to display two or three lines instead, click View =
Message Preview = [Line Count]:

Home Send / Receive Folder
Q .‘:? ey Show as Conversations F@ Da
Change View Reset Conversation Settings Message > Fla
View = Settings View - Preview ~
Current View Messages Off
+ 1Line
2 Lines

3 Lines b

You will then be asked if you would like to change the message preview
settings for only the current folder or your whole mailbox:

Microsoft Outlook >

Change preview setting in:

All mailboxes | This folder l: Cancel

Here, you can see how a message is displayed when the message preview
displays two lines:

John Smith [
Joe’s Retirement 12:07 PM
Hey all, Joeis going to be
retiring soon, so | thought
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CONVERSATIONS

Conversations continue to be a way to organize messages in Outlook
2016. This feature groups all sent and received e-mails that share the
same subject line. By grouping these messages together under the same
subject line, you are able to follow a discussion in a more linear fashion as
a thread.

It also helps keep your inbox much more organized by having multiple
messages from multiple people with the same subject contained to one
entry. Additionally, if you receive new e-mail that is part of a previous
discussion, that discussion will automatically be moved to the top of the
message list.

Conversations are identified by a small arrow icon adjacent to a message
listing in the working area:

All Unread = Mewest 4
4 Today
I John Smith ]
Joe's Retirement 12:07 PM

Hey all, Joeis going to be

Clicking this arrow will expand or collapse the conversation. Here is an
example of a conversation that has been expanded:

All Unread T Mewest |
4 Today

4 Joe's Retirement

That sounds great! I'm

John Smith 12:07 PM [ly
Hey all, Joe is going to be

Sent Items [lI_J

Hey all, loeis going to be

(Note that if an existing conversation receives a new message, the
subject line will be bolded.)
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The Conversations feature is not on by default, but it can be toggled on
(or off) by clicking View - Show as Conversations:

= a

Home Send / Receve Falder

g ,!:g? E'\ %Sh ow as Conversations

Change ‘u‘igw R'_ESEt Conversation Settings MES_EEQE
View = Settings View Preview =

Current View fMessages

This action will display a dialog box where you can choose to arrange the
items by conversation in the current folder or all folders in your mailbox:

Microsoft Outlook >

Show messages arranged by conversations im:

All mailboxes | This folder | Cancel

After clicking on one of these options, the Conversations feature will be
enabled.

Split Conversations

When a conversation contains more than one conversation thread, it is
referred to as a split conversation. For example, if someone replies to the
first message that initiated a conversation rather than replying to a more
recent one, a split conversation will occur.
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MaAIL OPTIONS

Many of the settings that control how messages are sent and received
are accessed via the Outlook Options dialog box. To open this dialog box,
click File - Options:

©

Info

Open & Export
Save As

Save Attachments

Print

Office Account

Options

3

Feedback

@ elite.
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With the Outlook Options dialog box displayed, click the Mail category.
You will see that this category includes several different sections:

Outlook Options

General
Mail
Calendar
Groups
Pecple
Tasks
Search
Language
Advanced

Customize Ribbon

Add-ins

Trust Center

Cuick Access Toolbar

? X
"
— Change the settings for messages you create and receive,
Compose messages
=7, £ Change the editing settings for messages. Editor Options...
F g g g g p
Compose messages in this format: |HTML ~
ABC [ Aways check s . o
« Always check spelling before sending Spelling and Autocorrect...
lgnore eriginal message text in reply or forward
;? Create or modify signatures for messages, Signatures...
é{‘?‘ Use stationery to change default fonts and styles, celors, and backgrounds. Stationery and Fonts...
v

Outlook panes

Customize how items are marked as read when using the Reading Pane. .
I% Beading Pane...

Message arrival
f;}: When new rnessages arrive:
! Play a sound
[1 Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert

[ Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up v

OK Cancel

Below is a breakdown of the settings that you will find in each section of
the Mail category:

= Compose messages: This section contains controls to modify the
editing settings for a message (HTML, Rich Text, or Plain Text);
configure how spelling and AutoCorrect tools operate; access
signature options; and customize the stationery and fonts that are
used for new messages.

= Qutlook panes: This section contains just one button that is used
to customize how the Reading pane operates.

= Message arrival: Here, you can modify what happens when a new
message is received by Outlook.

»= Conversation Clean Up: In this section you can control how the
conversation clean up tool works. This includes controlling what
type of messages are moved and choosing where cleaned up
items are moved to.

= Replies and forwards: This section controls what kind of
information is included when you choose to reply or forward a
received message. By default, the original message will be
included whenever you forward or reply to a message.
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Save messages: In this section you are able to control how and
when a message is saved as you are composing it.

Send messages: This section contains options to modify the
default importance and sensitivity of any messages that you send,
amongst many other similar settings.

MailTips: In this section you will be able to control when and how
MailTips are displayed.

Tracking: In this section you will see controls that are used to
configure how delivery and read receipts are handled.

Message format: The settings in this section control the
underlying formatting of a message.

Other: The last section in the Mail category includes a mix of
controls that are used to modify paste options, Next and Previous
button display, and more.
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AcTiviTY 3-1
Customizing Reading Options

You would like to tweak Outlook’s reading options in a few different ways
to better match your own preferences.

1. To begin, open Microsoft Outlook 2016:

s going to be retiring 5000, 501 thought throw 2 small celebration. know your next week

= om os o
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2. Hide the Favorites section in the Navigation pane by clicking the
arrow ( “ ) that appears next to the Favorites title:

t\\’Famrites
Inbox 4
Clutter

Sent tems

Drafts

4 lsmith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent [tems
Deleted ltems 12
Clutter
Conversation History
Junk Email
Outbox
RSS Feeds

I Search Folders

I Groups

(If no Favorites are currently configured, skip to the next step.)

3. Adjust the Reading pane so that it appears below the message list
by clicking View - Reading Pane - Bottom:
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4. The Outlook 2016 window will now look like this:

ver |8

G F 0 senconemen | ] [Fiie [ T EE T =N

- - Bl fdd Columes: . N — .
G i . Wessage I Folder Rening ToDu | People | Remindrs Openio New  Clome
Pl s v = +- BPIICHIIPM"  Panc- Panc- Bar~  Panc | Windom  Window Alllems
prow Aot Lot peosePne Windon -

4 Favorites. N All Unread Seareh Current Mai Cui-E B | Cumert Mailbox -

Imbox 4 0 D@ |FROM SUBECT RECENED ¥ SaE CATEGORES 4

v + D o

Serd lems 5 vonn sren o Retinement o R (T

o Heyail, loe is going 1o be relirng soom, 50 | iRaisght we could thraugh a small celebration. Please et me know your avaiabilfty fr mest wey ends >

jsmith@acmewidgets.onmict.. B sonn sman Reguesied Documents wea ne >
b 4 5 B tonn sman Jor's Reivament Wea 1070 B 0B N
Hey i, 2 1 g to e retreg 350, 5 | AOISgE we <Ok thrasgh & smal <riebraton, Fiesse ek me knoueyour svsdabiy For e w "
Drofes
S pr—
o fohn Smith Sor's Retivement Mon IR0 15 24KE
Delebed ems 12 Hey a1, ot i oo b b relrmm s0on. 0 | thowsht we <ould hrovh o smallseicbration. Fease ek me hnow our svadabilty for nest week. Thanks, John <end:
Chter

4 Date: Last Week
Y ACHOS1E O Seev.. Yout Valsoft pAiswes N Baan et

Tt Se AN 41KE
unk Email Passmord rese noticaton .
Duttar 4 Date: Olser =
S eeds
& Search Folders 5 Reply
h gets@autiook com s ot b1 com
G
" Joe's Retirement
0 Vou repis o his message on 1732015 106 .

= Scheduiedocs
- S
ion erms + Getmare apps

Hey al,

Jow i going to be ratiring s0on, 50 | thought we could throw  small celebration. Please let me know your availability for next week.

Thanks,
Eomoa @

Mems 12 unaestt s

&1l foadess are upta aate.  Connectesto MigosertExenange () B - + +

5. Now you would like to modify how columns are displayed in the
current message list. Click View = Add Columns:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook
Home  Send/Receive  Folder

Q Tell me what you want to do...

(9 .u? £ | [ Show as Conversations (2 pate 2 From 5210

- - - - ~ i Add Columns =

Change View Reset | (= Conyersation Settings - | Message | % Flag: Start Date 1™ Flag: Due Date [ Size B subject =

View = Settings View Preview ™ = Expand/¥ollapse -
Current view Messages Arrangement

[ 1]
B Cotegories 70 Reverse Sort

@ elite.
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6. The Show Columns dialog box will now be displayed. In the list on
the right-hand side of this dialog box, click Attachment and then
click the Move Down button twice:

Show Columns

Available columns:

Auto Forwarded

Cc

Contacts
Conversation
Created

Do Mot Autolrchive
Due Date

Follow Up Flag
IMAP Status
Message

Read

Properties

Select available columns from:

Frequently-used fields v

Flag Completed Date

Criginator Delivery Reques

Received Representing Mai ¥

Delete

Maximum number of lines in compact mode: | 2

Add ->

< - Remove

Mew Column...

L

Show these columns in this order:

Importance
Reminder
lcon

From
Attachment
Subject
Received
Size
Categaries
Flag Status

Cancel
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7. The Attachment column will now be after the Subject column, but
before the Received column. Click OK to apply the new settings:

Show Columns hd

Maximum number of lines in compact mode: | 2 |~
Select available columns from:

Frequently-used fields ~

Available columns: Show these columns in this order:
Auto Forwarded ~ Add -» Impartance
Cc Reminder
Contacts <. Remove lcon
Conversation From
Created Subject

Do Mot Autohrchive Attachment
Due Date New Column.. Received
Flag Completed Date Size
Follow Up Flag Categories
IMAP Status Flag Status
Message

Criginator Delivery Reque:

Read

Received Representing Mai ¥

Properties Delete Move Up

8. Examine the message list of the Outlook 2016 window. You will see
the new column:

@ [RecEvED ¥ size CATEGORIES v <]

T 10773575 TG B 59
1, 501 thaught we could through a small celcbration. lcase et me know your avllabilftyfor next week. Thanks, Jonn <end

Requested Documents [ wed 107201512397 3118

9. Next, you would like to arrange the items in the message list by the
sender. Display the View tab. Within the Arrangement gallery, click
the From option:

= s Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

File Home  Send/Receve  Folder Q Tell me what you want to do...

(.) d? 7 Show as Conversations D) pate &2 from §a10 1 Categories Il Reverse Sort

> - - = ~ | il Addl Columns
Change View Reset Conversation Settings Message | | Flag: Start Date ! Flag: Due Date [H Size =1 Subject -
View~ Settings View = Preview~ += Expand/Collapse -

Current View Messages Arangement
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10. You will see the new arrangement now applied to the message list:

Al Unread Search Current Mailbox (Ctr=E] B [ cunent Mailbox_~
o[Dlrron ~ [ suBlECT 0 [ReceeD [SZE |CATEGORIES 5
4 From: John Smith: 4 item(s)
T iohn Smith oS Reirement i 10772015 207 P 39KE
Heyall, Joeis goingto be retiring soon, so | thought we could through a small celebration. Please let me know your availability for next week. Thanks, John <end> I
John Smith Requested Documents [ wed 107201512390 31KB >
€3 ohn Smith Joe's Retirement [ Wed 1072015 1235PM  40KB
Heyall, Joe is going to be retiring soon, 5o I thought we could through a small celebration. Please let me know your availability for next week. Thanks, John <end> >
John Smith Joe's Retirement Mon 10/5/2015125PM  24K6
Heyall, Joe is going to be retiring soon, so I thaught we could through a small celebration. Please let me know your availability for next week. Thanks, John < >
4 From: Microsoft Online Services Team: 1 item(s)
Microsoft Online Sen... Your Velsoft password has been reset Tue 92972015 1156 AM 41KB
Password reset notification >
4 From: OneNote Team: 1 item(s) L]

OneNote Team Welcome to OneNote 731201510098 39KB
Get OneNote for free on all your devices >

11. Finally, you would like to change the duration that desktop alerts
are displayed for. Click File - Options:

Info

Open & Export
Save As

Save Attachments

Print

Office Account

Options k‘

Feedback

Exit

@ elite.
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12. In the Outlook Options dialog box, click the Mail category:

Outlock Opticns

General

Mail

Calendar Ib
Groups

People

Tasks

Search
Language

Advanced

13. Within the “Message arrival” section, ensure that the first four
options are checked:

Message arrival
¥ When new messages arrive:
Play a sound
kel Briefly change the mouse pointer
Shc:»_\-' an envelope icon in the taskbar
Display a Desktop Alert

[] Enable preview for Rights Protected messages (May impact performance)

14. Click the OK button:

performance)

QK I} Cancel
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15. To restore the default view settings, click View - Reset View:

= s Inbos - jsmith@acmewidgets.onmicrosoft.com - Outlaok
File Home  Send/Receive  Folder Q Tell me what you want to do...
= B [ 1]
(_) .ﬁ? "2} Show as Conversations B3 pate &2 from §2 70 1 Categories 11 Reverse Sort
- > - = - | it Add Columns

Change View | Reset Conversation Settings - | Message | ™ Flag: Start Date ™ Flag: Due Date 1H Size B subject .

View - Settings V\zwlk T preview~ +- Expand/Collapse -

Current View Messages Arrangement

16. When prompted, click Yes to reset the Compact view to its original

settings:
Microsoft Qutlook >
| Are you sure you want to reset the view "Compact” to its original settings?
Yes * Mo

17. Next, click View - Reading Pane - Right:

=y =] = ==
. o Al Cabumns:
(2 NP Flder Rdbing To-Do  Poople  Reminders Open
- 4= BpandiCallspse  Pane- | Pame=. Ew-  Pane-  Vindow Wi

18. Close Microsoft Outlook 2016.
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TOPIC B: Work with
Attachments

As e-mail is frequently used to send files, it’s important to know how to
work with those attachments. Over the course of this topic, you will learn
how to use attachment preview, as well as how to print any attachments
that you receive.

Topic Objectives

In this topic, you will learn:
= About attachment preview
» About printing attachments

ATTACHMENT PREVIEW

As the name suggests, the Attachment Preview feature is used to preview
an e-mail attachment without having to open it in its native application.
To preview an attachment, click on the attachment listing:

(5 Reply 12 Reply All £ Forward
John Smith <abcwidgets@outlook.com: John Smith [ 213 PM

Documents
@ Documents.docx
195 KB %

Hey John,
Here are the documents that you requested for review.
Thanks,

loe
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A preview of the attachment will then be displayed in the Reading pane
(if you have the correct software installed) and the Attachment Tools —
Attachments tab will be shown on the ribbon:

Conversation History
Junk Email

Pint To- As Attachments Attachment

) | G
Open Quick Send Save  Save Al Remove Copy Show

4 Favorites
i Al Unread By Date ~
Clutter Mo
Sent tems ;
John Smith b
Orafts Documents Z13om
Hey John, Here are the
4jsmith@acmewidgets.onmicr. John Smith b
o 1207 M
- all, Joe s going to be
Onafts
4 Yesterday
Sent hems
John Smith i
Otleted tems 12 Requested Documents Wed 1239 PM
Clutter

)
Vied 1235 M

Outbax 4 Monday
(o5 John Smith
Sesich Folders Joe's Retirement Mon 1:25 P04
Heyall, Joe 1s going to be O
P TP You can share information about - -
your organization, the plans you are
Microsoft Online Ser... making for the eyent, of items.
Velsoft password has Tue 5/29 attendaes shoild bring.Jf youdo
tnotsication # }. noffeed to grovide moré | ¢
/ information about your event,
> [defate this text /

WIIADPRESS INFORMATION]

= om s g o

Doubie-cick o doubie-tap to Open Outiook il Atahment A folges are up 1o date, _Connected to: Miaosort Exnange [N W -

(Like regular attachments, you should only preview files that you trust.)

If you are viewing an attachment in the Message window, the preview
will be shown in the main body of the window:

@ elite.
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Documents - Message (HTML)

N
Open Quick Send Save  SaveAll Remove Copy Show
Print To- As Attachments Attachment Message
Actions Selection Message
€ Backto message
Last changed:  Tuesday, April 7, 2015

? Documents.docx.
M= 105k8

You can switch back to the contents of the e-mail by clicking Attachment
Tools — Attachments - Show Message:

Attachment Tools

Message Attachrnents (' Tell me what you want to do...

eakE B X B

Open Quick Send Sawve Sawve All Remowve Co| how
Print To- As  Attachments Attachment Message
Actions Selection MessageI}
PRINTING ATTACHMENTS

You can also print attachments directly from Outlook. To print an
attachment, right-click its listing and click Quick Print:

@ elite.

It's about people
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Ei‘_ Reply @}1 Reply All E‘, Farward

John Smith <abcwidgets@outiook.com= John Smith
Documents
15
"5
Breview
He¢ & Open
HJ*LDU requested for review.
E2 Savess .

Th @.ﬁ Save All Attachments...

7< Remove Attachment

Em Copy

@ elite.
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Alternatively, if you are currently previewing a file that you would like to
print, you can click Attachment Tools — Attachments - Quick Print:

;I:I: c Attachment Toals

Home Send / Receive Falder View Attachments

HakR i X B @

Open Quick Send Save Save All Remove Copy Show
Print [}TDT Az Attachments Attachment Message

Actions Selection | hMessage

Either command sequence will display the Opening Mail Attachment
dialog. You will be given the option to open the file or save it to your
computer. One of these options must be selected before you can print
the attachment:

Opening Mail Attachment et

o You should only open attachments from a trustworthy source,

Attachment: Documents.dood from Inbox -
jsmithi@acmewidgets.onmicrosoft.com - Cutlook

Waould you like to open the file or save it to your computer?

Cpen Cancel

Always ask before opening this type of file

(Note that if you click Save, you must choose a destination where you
would like the attachment to be stored.)

In either case, the attachment will then be printed to your default printer
using the default printing settings.
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AcTiviTy 3-2
Working with Attachments

You have received an e-mail from a colleague that includes an
attachment. You would like to preview this attachment to see what it
contains and then print it to your default printer. Microsoft Word and a
printer are required for this activity.

1. To begin, open Outlook 2016. Within your Exercise Files folder,
double-click the Activity 3-2.msg file to open it. This message will be
displayed in a separate Outlook window:

Event Flyer Draft - Message (HTML)

ou w
oy e Rules (] > JY APrFind
- QI &3 Eveans | ¥ P 4
2 Delete | Reph R(\-F -)u o S | CtIII Follow T &\’) e
- Delete | Reply Reply Forward Ejjpjore- | Move ark Categorize Follow o
3 i AT‘y Elm - [EPAdi o lect~
Delete Move Editing Zo0m ~

John Smith <abewidgets@outiookeoms | sbovidgets@outiook.com

Event Flyer Draft

ity 3-2docx

Hey Jason,
Here is a copy of the draft for the event fiyer that | have been working on. Please let me know if you have any recommendations or concerns.
Thanks,

John

2. Just below the subject line, click on the listing for the attachment:

Event Flyer Draft - Message (HTML)

Message Q Tell me what you want te do...

—~ . —~ - N
Ignore :—Eﬂ (ﬁ—é L—_i [F2 Mesting p = =II > a& £ Find Q
Del Reply Reply Fe d M 2 Onetiote Mark G ize Foll Transl B Related - Z
. -~ Delete eply Reply Forward 7 o ove __ Var ategorize Follow Translate com
Cipdhmt3 All FE ks - [EPAdions™ | ynread - Up~ - Select -
Delete Respond Move Tags [F] Editing Zoom
John Smith <abcwidgets@outlook.com> abewidgets@outiook. com

Event Flyer Draft

Activity 3-2.docx .
l=| o bytes I}
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3. A preview of the file will now be displayed in the body of the
Message window. Scroll through the preview to review it:

Event Fiyer Draft - Message (HTML)

= 2 =
ehGE Hh X
Open Quick Send Save SaveAll  Remove | Copy
Print  To~ As  Attachments Attachment Message
e it .

€ Backto message
Author:  ACME Widgets

Activity 3-2.docx
Efr

4. Click Attachment Tools — Attachments - Quick Print:

Attachment To...

Message Attachments ' Tell me what you want to do...

=2 G b X B @

Open [Quick  Send Save Save All Remaove Co Show
Print | To- As  Attachments Attachment Message
Actions Selection’ Message

@ elite.

It's about people



[204]  Microsoft Office Outlook 2016 — Part 1

5. The Opening Mail Attachment dialog box will now be displayed
Click the Open button:

Opening Mail Attachment =

o You should only open attachments from a trustworthy source.

Attachment: Activity 3-2.doox from Event Flyer Draft -
Pessage [HTML)

Waould you like to open the file or save it to your computer?

Open ﬂ I Save I Cancel

Always ask before opening this type of file

6. The associated application for this file (Microsoft Word in this case)
will flash open and close. The file will then be printed to your
default printer.

7.

Close the Message window to complete this activity.
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TOPIC C: Manage Your
Message Responses

Outlook 2016 includes a variety of different features to help you manage
responses that you receive from your messages. Over the course of this
topic, you will learn about voting and tracking options, as well as how to
resend and recall messages.

Topic Objectives
In this topic, you will learn:
= About the InfoBar
= About voting and tracking options
= How to use the Resend and Recall commands

THE INFOBAR

As you have worked with Outlook 2016, you may have noticed the
InfoBar. It is a small banner that appears just below the ribbon in the
Message window. If you are viewing an item in the Reading pane, the
InfoBar will be shown below the sender’s name. It provides you with
different information about the current item depending on the item type.

For example, if you are viewing a message, you might see the date and
time that you replied to it or forwarded it to another person:

Joe's Retirement - Message (HTML)

.
Gioe P (R (3 Avcing [S¥oviar  Srovmgs | g By WP G S Q

ove to: 7
. Ot | iy Dy B =3 Team Email v Done " i onelote ore ot rollon | T ) Related -
& Junk~ Delete | Reply ;ﬁ‘y onard B Mare~ |2 Reply & Delete ¥ Create New - = e— unl;d Smmi Tk o

Delete Respond Quick Steps 3 Move Tags 3 Editing Zoom -~
John Smith <abcwidgets@outlook.com> John Smith [V Wed 12:35 PM
Joe's Retirement

@ vou forwarded this message on 10/7/2015 12:42 PM. I

| Scheduledocx
= ke

Action ftems + Get more apps

The InfoBar will also show you if the message has been flagged or if it has
been categorized. If you are viewing an invitation to a meeting, you will
see the date and time that you responded to the invitation, as well as the
response that you sent.
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VOTING OPTIONS

A unique feature in Outlook is the ability to add voting options to a
message. Clicking Options - Use Voting Buttons while creating a
message allows you to add a basic poll to it:

Untitled - Message (HTML)

o
Ll

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

Colors' g%(_ g%(- e Request a Delivery Receipt Q Gg .%
o e e Bt
Themes Show Fields Permission tﬁ,\ppm\;eﬁeject ] Maore Options ]
Yes;Mo
Yes;No;Maybe
Custom...

You can choose a few different default poll answers, including
Approve;Reject, Yes;No, and Yes;No;Maybe. You can also choose to have
your own custom responses if you wish by clicking the Custom option.

When a recipient receives a message that contains a poll, the InfoBar will
display text that lets them know that they are to vote:

L ¥ s Poll - Message (HTML)
Message Q@ Tell me what you want te do...
A —~ ~ Y, = . —~ o
Grignore P (2 2 (3 Ermecting | EMovetor 3 ToManager Yy By P gy e
. o o (" . -)n E7 Team Email v Done y 0 OneNote < rotonr | T Related =
. Delete jote  Reply Reply Forward [ - _ ove ark Categorize Follow ~Translate oom
& Junk * il B More E2 Reply & Delete  # Create New s o EPAdionsT  Unead - Up- T Iy Select+
Delete Respond Quick Steps. ® Move Tags = Editing Zoom ~
John Smith John Smith 2:29 PM

Pall
@ vote by clicking Vate in the Respond group above, e

Responses to the poll will be sent to the sender, who can see the
response in the InfoBar for the received message:

L ¥ s Yes: Poll - Message (HTML)
Message Q Tell me what you want te do...
~N N N s B ~
Beignore P | [ (&a £ mecting [HMoveto? 3 To Manager V| EoRules - ==I |> %} £ Find Q
. o o (I' . -)u 3 Team Email v Done ; B Oneliote e rallon Traage D) Related=
. Delete Reply Reply Forward [7 - _ love ark Categorize Follow Translate oom
& Junk i B More 2 Reply &Delete ¥ Create New < 2 EPAcionsT  Unresd - Up~ 7 Iy select
Delete Respond Quick Steps i Move Tags i Editing Zoom ~
John Smith John Smith 230 PM
Yes: Poll

@ The sender responded: Yes, mmm—
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The sender can view a cumulative result of the vote by opening the
original message from the Sent Items folder and then clicking Message -
Tracking:

+ L =

Message Q' Tell me what you want to do...

rlllilgnore :\)I rﬁ:\)l ﬁ:ﬁ E‘_Meeting L/ﬂ;‘ g;;:
pal — &7

gglunk' Delete  Reply Reply Forward E‘El More = Message Tracking

All L‘\?

Delete Respond Show

This action will show the results in the InfoBar of this message, along with
detailed results in the main Message window:

Poll - Message (HTML)

N AN ~ Tl | . .|
Brlgnore x & fﬁ_a £ Fmeeing | (¥ Moveto: ? &3 To Manager Vi i Rules £y ==I |> £
o - (I' B -)u " L “; EJ Team Email v Done " 1% OneNote g N -
. Delete Reply Reply Forward [ . essage Tracking - love ark Categorize Follow  Translate Zoom
& Junk pt B More €2 Reply & Delete ¥ Create New ST BAdionsT | Umead o Upe

Delete Respond Show Quick Steps [ Move Tags m  Editing Zoom -

O This message was sent on 10/2/2015 220 PM.
Reply Totals: Yes 1; No 0; Maybe 0

Recipient Response
John Smith Ves: 10/8/2015 2:30 PM

(To return to the normal message view, click Message - Message.)

TRACKING OPTIONS

In addition to voting, Outlook also provides some tracking options inside
the Tracking group of the Options tab in the Message window:

Untitled - Message (HTML)

Message Insert Options Format Text Review Q Tell me what you want to do...
j I Colors - 2 e 0.0 - - 105 [ ]
- = ="
Fonte - e — e | Request a Delivery Receipt ; i _j %
Themes Erse FP:\EIE Bcc  From  Permission  Use Voting Request a Read Receipt Save Sent Dglay Direct
h W Ertec Color - Buttons + ltem To = Delivery Replies To
Themes Show Fields Permission Tracking ] Maore Options ]

Checking the “Request a Delivery Receipt” checkbox lets you keep track
of when an e-mail is delivered to the recipient. The “Request a Read
Receipt” option works on the same premise, but it will send you a
message when the recipient of the original message actually opens and
reads it.

Both of these options are great to help you make sure that your
recipient(s) actually receive and read your message; however, keep in
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mind that the recipient has some control over how this works. The
recipient will know when you enable read receipts and if they wish, they
can choose whether or not to send a confirmation notification, or to
ignore the request entirely.

THE RESEND OPTION

There may come a time when you need to resend a message that you
sent previously. For example, maybe you forgot to include a file
attachment that you intended to add, or maybe you accidentally sent the
message to the wrong address and it was sent back.

To resend a message, open the sent message from your Sent Items folder
and then click Message - Actions - Resend This Message:

L) ' s RE: Joe's Retirement - Message (HTML)

Message @ Tell me what you want to do...

. g ] Y = o Rules - -
r[l_ylgnore x Eiq Eﬂ ﬁﬂ [E2 Mezting Maove to: ? E3To Manager w [ rules E w =I
- R , ET Team Email v Done o _,m OneNote T .
. -~ Delete eply Reply Forward [ - - ove arl ategoriz
g Junk Al EE More E2 Reply & Delete ¥ Create New v - [P Actions~ Unread -
Delete Respond Quick Steps ] Edit Message
r, Recall This Message...
5 Resend This Message...
View in Browser
D-EI Other Actions 3

The contents of the original message (including the subject, message
body, and any attachments) will then be transferred to a new Message
window. From there you can then resend this message as required.

THE RECALL OPTION

Have you ever sent a message and then realized that you made some sort
of mistake? It happens to the best of us! If you are using an Exchange
Server mailbox, you can try to recall the message. This will stop the
delivery of the message and give you the option to replace the message
with a new one.
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To use the recall option, first open the sent message from the Sent Items
folder. Next, click Message - Actions = Recall This Message:

L\ ¥ = RE: Joe's Retirement - Message (HTML)

Message @ Tell me what you want to do...

~ o~ —~ 3, R = . o~
%Ignore x Eiﬂ (ﬁﬂ ﬁﬁ [E2 Mezting Maovwe to: ? Ef)To Manager w == Rules [ @ III
- R , ET Team Email v Done o .FEOneNote T .
. -~ Delete eply Reply Forward [ - _ ove arl ategoriz
g Junk Al FE More =3 Reply & Delete ¥ Create New M - [P Actions~ Unread -
Delete Respond Quick Steps F} Edit Message
r. Recall This Message... [})
:’a Resend This Message...
View in Browser
|j3| Other Actions 3

Outlook will then provide more information on what it is about to do, and
ask you if you want to send a new message in its place:

Recall This Message >

Some recipients may have already read this message.
Message recall can delete or replace copies of this message in recipient
Inboxes, if they have not yet read this message.

Are you sure you want to

@ Delete unread copies of this message
O Delete unread copies and replace with a new message

TeII me if recall succeeds or fails for each recipient

Upon clicking the OK button, Outlook will then delete unread copies of
this message from the recipient’s mailbox. If you chose to also replace it
with a new message, you will be given the opportunity to edit the original
message in the Message window and then send the finished copy. By
default, you will receive a message if the recall was successful.
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AcCTIVITY 3-3
Managing Your Message Responses

You need to send a poll to your colleagues that will ask them if they
approve of a new open floor plan for the office. Unfortunately, you sent
this e-mail without actually including the poll.

Students should pair up with another classmate for this activity. Both
participants must have a Microsoft Exchange Server or Office 365 e-mail
account in order to complete the first half of this activity.

1. To begin, open Outlook 2016. Within your Exercise Files folder,
double-click the Activity 3-3.msg file to open it. This message will be
displayed in a separate Outlook window:

Office Plan Poll - Message (HTML)

e Options  Format Text Q at you wantto do...
f T3 oS 0 . P <
Cut BE éu@ [ﬂj U A? |> Follow Up
Cop: ! High Importance
Past Address Check  Attach Attach Signature Office
Format Paint; Book Names File~ ltem- - 4 Lowlmportance  Ag-ins
Clipboard ] Basic Text Names Include Tags 5| Addins -
Ta..
=
ce
send
Subject | Office Plan Poll

Hey Everyone,

1 would like to get a quiek idea of how many people would approve of an open floor plan for the office. Please use the included poll to send your response.
Thanks,

Management

2. Enter the e-mail address of your partner into the To field and then
click Send:

lan Poll - Message (HTML)

QT it to d

Cut ) o mJ (U] 'ér |> Follow Up -
Cop: ! Y@ = 1 High Importance:
Paste Address Check  Attach Attach Signature Office
- Format Paint Book Names File~ kem- - ¥ LowImportance  4qq-ins
Glipboard ) Basic Text Names Include Tags 5| Addins -

To. Jane Gibson; s

Send
Ik Subject Office Plan Poll

Hey Everyone,

1 would like to get a quick idea of how many people would approve of an open floor plan for the office. Please use the included poll to send your response.

Thanks,

Management
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3. With the e-mail now sent, you realize that you forgot to add the
poll. To retract this message, click the Sent Items folder in the
Navigation pane:

4 lsmith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent ltems
Deleted ltems 12
Clutter
Conversation History
Junk Email
Outbox
R55 Feeds

I Search Folders

4. Atthe top of the message list, you will see an entry for the message
that you just sent. Double-click on this entry to open it in the
Message window:

All Unread By Date =  Mewest ¢
4 Today
Jane Gibson
Office Plan Poll 2:40 P x
Hey Everyone, | would like

5

John Smith
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5. With the erroneously sent message now open in the Message
window, click Message - Actions = Recall This Message:

Office Plan Poll - Message (HTML)

Message Q Tell me what you want to de...
~ ~ —~ 7 ” . —~
5 Ignore x ] rﬁ—(ﬂ ﬁ—_; 2 Meeting Move to: 7 £3 To Manager Y i Rules EEI
5ol i Gl G : EJ Team Email v Done % @OnaNote — X
» Delete eply Reply Forwar o _ ove El ategoriz
&5 Junk Al EI More 2 Reply & Delete ¥ Create New - - [EPAdionst  nread 2
Delete Respond Quick Steps () Edit Message
r, Recall This Message... I}
W5 Resend This Message...
View in Browser
E Other Actions »

6. The Recall This Message dialog box will now be displayed. Click the
“Delete unread copies and replace with a new message” radio
button and then click OK:

Recall This Meszage X

Some recipients may hawve already read this message.

Message recall can delete or replace copies of this message in recipient
Inboxes, if they have not yet read this message.

Are you sure you want to

O Delete unread copies of this message

*@ Delete unread copies and replace with a new message

TeII me if recall succeeds or fails for each recipient
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7. A new Message window will appear with the content from the

original message. This is the message that you will use to replace

the unread copy. Add the poll by clicking Options - Use Voting
Buttons - Yes;No;Maybe:

Message Insert Options Format Text Review Q Tell
- -] o - ] 0
a B & 2 E S Request|
Thernﬁ A CF:S:, Bcc From Permlssmn UEs:t‘:‘T;}:lsn? Requesta |
Themes Show Fields Permission Approve:Reject
Yes:Mo
Yes:Mo:Maybe

s

Custom...

8. You will see in the InfoBar that the poll has now been added to the
message. Click the Send button:

Poll - Message (HTML)

SaveSent Delay Direct
Item To - Delivery Replies To.

Show Fields | Permission Tracking More Options

. ~
@ Vou added voting buttons to this message. <
To. Jane Ghson
=
e
send
[y Subseet [oftice Pan pol

Hey Everyone,

| would like to get a quick idea of how many people would approve of an open floor plan for the office. Please use the included poll to send your response.
Thanks,

Management
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9. The original message will now be shown. The InfoBar will state that
you attempted to recall this message at a specified time:

Office Plan Pall -
Message Q Tell me what you want te de...
—~ —~ Y Move tor 7 2 To M
I Ignore x :—Eﬂ t—é ﬁ_é] [F2 Meeting oveto s =+ 10 Vanager
e i e 2 - E Team Email v Done
. et O - =
&l Junk - FEEE A ;ﬁl}r orward [ More =] Reply & Delete ¥ Create New v
Delete Respond Cuick Steps [F}
John Smith Jane Gibson
Office Plan Poll

ﬂ‘r‘ou tried to recall this message on Thursday, October 8, 2015 2:44 PIy], <—

Hey Everyone,
I would like to get a quick idea of how many people would approve of an open floor plan for the o
Thanks,

Management

10. Close this message window. Close Microsoft Outlook 2016.

Summary

During this lesson, you learned how to read and respond to messages
that you receive in Outlook 2016. You should now feel comfortable
customizing the various reading options, including desktop alerts,
conversations, and more. You should also now be able to preview
attachments, as well as manage message responses. Finally, you should
also feel comfortable with the concepts of resending and recalling a
message and the limitations of these features.

REVIEW QUESTIONS

1. What happens if you click a desktop alert?

2. How many lines does the Message Preview feature show by
default?
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3. Are conversations enabled by default?

4. How do you preview a file attachment?

5. What does the Resend command do?
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LESSON 4:
MANAGING YOUR
MESSAGES

Lesson Objectives

In this lesson you will learn how to:
= Manage messages using tags, flags, and other commands

= QOrganize messages using folders
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TOPIC A: Manage
Messages Using Tags,
Flags, and Other
Commands

As you continue to use Outlook 2016 to manage e-mails, you may find
that your inbox will quickly fill up. Without any way to differentiate
important messages or identify messages that require follow-up, you can
waste a lot of time. Over the course of this topic, you will learn about the
various features in Outlook 2016 that you can use to manage messages.

Topic Objectives
In this topic, you will learn:
= How to mark messages as read and unread
= About color categories
= How to flag messages for follow-up and customize follow-up
options
= About the Ignore Conversation command
= About the Clean Up commands

MARKING MESSAGES AS UNREAD/READ

Whenever a new message arrives in your Inbox, it will be unread until
you open it in the Reading pane or in the Message window. You can
quickly identify what messages are unread by the bold font and blue
highlights:

John Smith U
Documents 2:13 PM
Hey John, Here are the

While unread messages will automatically appear as read if you open
them, you can mark a message as read or unread.
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To do this, click to select the message from the working area and then
click Home - Unread/Read:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlaok

e Ser -
g S SO G Flbocto? | BTom ¥ < > Z
= 2 R 5 vesting ove to: 3 To Manager ; I &
N "\T'j Eollenlp- & b € (" . ')d - 7 Tearn Email v Done M Rl‘j O')N - t'“ ol | EEAdess Bock ,
ew  New clete | Reply Reply Forward B pore~ | _ Move Rules OneNote Unread/ Categorize Follow ore
. are 3 o
il teme - | &5 lunk~ A 0] 2 Reply 8 Delete ¥ Create New 7 . bt 5 oY Fiter Emil
New Delete Respond ‘Quick Steps i) Maove % Tags Find Add-ins

COLOR CATEGORIES

To further organize your messages, you can assign them colored
categories. These are completely customizable in that you can give them
any title that you like. For example, you could color categorize any
messages from your manager using a red category that you have labeled
“Manager.”

To assign an item to a category, first select the item(s) to categorize.
Then, click Home - Categorize - [Category]:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send / Receive Folder  View Q Tell me what you want to do...
Tomky T lgnore X 4 2 £ B Mesting |2 Movetor? S To Manager Y p @ oY |
E .N.Eml 15§ Clean Up - Delete r&p(\; &:; Futrw?dr 7 Team Emol V/ Done Move RE o:)eNute u%m/cﬁt“:m Follow B
Email frems - S Junk~ Al FWMore~ || Reply & Delete  F Create New + [ Resd | Upe Y Fier
New Delete Respond Quick Steps n Move

[l Blue category
B Green category
B Orange category
B Purple category
7] Red category

Vellow category
Al Categories...

Set Quick Click..

The Clear All Categories option in this menu will remove all categories
from the item. To clear a single category, click Categorize and click the
category to remove from the item.
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Alternatively, you can right click on a message within the working area
and click Categorize - [Category]:

John Smith (=]

Joe's Retirement

Hey all, Joe is going Lopy

Cuick Print

Reply
Reply All
Forward

Mark as Unread

D vERD OO0 BT

Categorize L

Follow Up * I Blue category

Find Related 3 . Green category

Cuick Steps v [ Orange category
:oq Rules * | [ Purple category
Wl Move v [ ] Redcategory %
_}rﬂﬂ OneMote Yellow category

+ Move to Clutter i All Categories...

% Ignore Set Quick Click...
..-'\ Junk »
> Delete

If it is the first time that you are using a category, the Rename Category
dialog box will open and prompt you to rename it. Additionally, you are
given the option to apply a shortcut key if you wish:

Rename Category *

This is the first time you have used "Red category.” Do you want to
rename it?

Mame: Red category

Color: Shortcut Key: | [Mone) e

Yes Mo

Color Categories and Conversations
A color category that is applied to any top-level message will also be
applied to other messages within the same conversation. Outlook will
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display a dialog box that indicates this fact when you apply a color
category to a conversation item:

Microsoft Outlook >

This action will apply to all items in the
selected conversation.

|:| Don't show this message again

Cancel

You are still able to apply colored categories to the individual items in a
conversation by selecting those messages.

Shortcut Keys

When you use a color category for the first time, you will be given the
opportunity to assign it a keyboard shortcut:

Rename Category >

This is the first time you have used “Yellow category.” Do you want to
rename it?

Mame: Yellow category

Calorn ~ |l Shortcut Key: | [(Mone) w

Yes Mo

This shortcut key will allow you to apply an associated category to the
selected Outlook item with just a few keystrokes.

FLAGGING MESSAGES FOR FOLLOW-UP

Outlook also features a handy tool that adds follow-up flags to your
messages. This feature allows you to quickly see which messages require
follow-up. It will also remind you to follow up by the specified deadline
(today, tomorrow, this week, next week, etc.).
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To mark a message for follow-up, select it and then click Home = Follow
Up = [Follow-Up Flag]:

Inbox - jsmith@acmewidgets.onmicrasoft.com - Outloak

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

Y T r— a ~ I
=] n'?'j & Ignare x L_(lrL_(_' [ ERMesting EIMD e to \;;c;:/:nager ¥ = _I)@ﬂ & B |>

Team Email
2 Reply & Delete  F Create New

7% Clean Up~
New MNew Delete  Reply Reply Forward [ piore -
Al

EE Address Book
. Move Rules OneNote Unread/ Categarize Follow
Email ltems~ &g Junk - - Read -

Up~ Y Fitter Email -
New Delete Respond Quick Steps ] Move Tags I* Today

Once you add a follow-up flag, it will be visible in that message. A
reminder (if applicable) will also be shown and displayed within the To-
Do Bar. You can mark an item as complete by clicking the flag icon:

John Smith U= |
Joe's Retirement 12:07 PM
Hey all, Joeis goingto be

FoLLow-UP FLAG OPTIONS

There are several different follow up options that you can choose from:

= First Five Options: Set the date for the follow-up.

= Custom: Opens a dialog to set the type of flag, start time, due
date, and reminder. Also has an option to clear an existing flag.

= Add Reminder: Add a reminder to this flag.

=  Mark Complete: Change the flag to a checkmark to indicate that
the follow up is complete.

= Clear Flag: Clear the existing flag; useful if you have flagged a
message by accident.

= Set Quick Click: Control what happens when you click the flag icon
in a folder.

Set Quick Click for Flags

If you find yourself using the same flag type over and over again, you can
assign it as a Quick Click for flags. Doing this allows you to apply this flag
by clicking the flag icon that appears inside the listing for an Outlook
item:
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John Smith NS 4
Joe's Retirement 12:07 PI‘J&}'{
Hey all, Joeis going to be

To assign the Quick Click flag type, click Home - Follow-Up - Set Quick
Click:

Inbox - jsmith@acmewidgets.onmicrasoft.com - Outloak

Folder View Q Tell me what you want to do...

ol Blgnore x ﬁ;(i T ) B Medting || Moveto:? €3 To Manager e p @ ST | |P
E .I\II.E T Genlp e Reply Ep(; FEWZd 5 £ Team Email / pene Move RE U:)ENute u%l/ Callelunze [ | 5 v ook
o e | & unk- % WMore | Reply &Delete  # Creste New s Move R R & Y Fitter Email -
New Delete Respand Quick Steps 5 Move Tags | P Today
P Temorrow
|- This Week
| Mext Wesk
> NoDate
> Custom..

Add Reminder...

v Mark Complete

Set Quick Click. I}

This action will display the Set Quick Click dialog box. Using the drop-
down menu, you can then choose the flag that you would like to assign as
the Quick Click flag. Click OK to apply any new settings:

Set Quick Click >

When single-clicking on the Flags
column, add the following flag:

v [*  Today v

Cancel

THE IGNORE CONVERSATION COMMAND

Occasionally, you may find yourself part of a long and ongoing
conversation that you do not have much stake in. Such a situation can
clutter your mailbox and distract you with notifications. By selecting that
conversation and then clicking Home - Ignore, you will be able to ignore
any new messages that are part of the conversation:
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Send f Receive Folder View Q Tell me what]

Ijl ;l_é %lgng . x Q (ﬁ% ﬁ% Fq Meeting

x

Cletn U
Mew Delete  Reply Reply Forward [Eg paore -
Email ltems~  &oJunk~ Al .

Mew Delete Respond

This means that the selected conversation and any new messages in it
will automatically be moved to the Deleted Items folder. (You can recover
these conversations by restoring them to your Inbox folder from the
Deleted Items folder.)

CLEAN Up COMMANDS

Clicking Home = Clean Up will reveal several commands that you can use
keep your inbox clear of clutter:

Send / Receive Folder View Q Tell me what
= G Ignore x o (’_\ o .
® — [F— —J  [FR Meet
Ijl “E x Clean Up ¥, ﬁe)l ﬁ@ ﬁé n- S
Neu.u. Nm Ml ad [N D mimls e Forward E-EMDrev

Email ltems~ & Clean Up Conversation
New Clean Up Folder Respond

Clean Up Folder & Subfolders

Here is an overview of the commands in this menu.

= The Clean Up Conversation command will evaluate the currently
selected conversation and remove redundant messages. This
could include, for example, removing conversation messages
whose contents are contained within another message.

= The Clean Up Folder command is similar, but it is broader; it will
evaluate and remove any redundant messages in any
conversation that it finds in the currently selected folder.

= Finally, the Clean Up Folder & Subfolders command will
evaluation and remove redundant messages from every
conversation in the current folder and its subfolders.
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AcTivITY 4-1

Managing Messages Using Tags, Flags and
Other Commands

Now that your inbox is starting to fill up with messages, you would like to
better organize it using some of the features that you learned about in
this topic.

Before students begin, please have them follow these steps to open the
Lesson 4.pst file in their Exercise Files.
= Click the File menu, click Open & Export, and click Open Outlook
Data File.
= Browse to Lesson 4.pst in the Exercise Files folder. Click OK.

1. To begin, open Outlook 2016. Ensure that the Inbox for the Outlook
Data File is displayed:

Joe Is going to be retiring soon, 50 | thought we could through & small celebration. Please ket me know your avallability for next
week

Eom s By e
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2. Click to select the most recent message inside the Inbox folder:

All Unread By Date =  MNewest 4
4 | ast Week

John Smith
Celebrating Joe's Retirement Wed 9/30 x
Hey all, Joeis going to be

K
4 | ast Month
OneDrive

Add shared folders to your On... 95452015
sync shared folders to your

4 Qlder

John Smith
Invitation to OneMote notebo... 3/26/2015
Click to open the notebook in

3. Click Home - Unread/Read:

Inbox - Outlook Data File - Outlook

Send/Receive  Folder  View  Q Tell me what you want to do..
[omb | @ lgnore x &, (/" - ¥ Moveto: 7 & To Manager ¥ - n =
=) G2 R € R 3 Tovior I
N ‘N"j % Clean Up ~ e | Fots (" . ')d 9 Tear Email V Done " R‘?' D')N - | c(“' ol [ Address Book St-
ew  New elete  Reply Reply Fonward [j . ~ Move Rules OneNote Unreadf Categorize Follow ore
e | e B L BEMore~  |€ Reply & Delete £ Create New 3| | Mave Rl = ™ | Y Fitter Ermail -
ew Detete Respona Queesteps 5 rEn B s Fno dsns

4. The selected message will now have been marked as unread. With
the message still selected, click Home - Categorize—> Green
Category:

Inbox - Outlook Data File - Outlook

Send / Receive Folder View Q@ Tell me what you wa
fom  [xlgnore x - ( DI il ove to: 7 €3 To Manager ¥ &y
B QA (g 3 FRveting T Srommg = m O
N "::l Kckmup- ¥ N € (" . -)a 1 Team Email v Done " RIE u')N et Q'“ oy RS
ew  New elete  Reply Reply Forward [55) More - _ Move Rules OneNote Unread/ Categorize Follow )
Email Items~ | 4 Junk~ e 18 More 2 Reply & Delete ¥ Create New = o . e Y Fiter
New Delete Respond Quick steps ) Move
<
4 Favorites Search Inbox (Ctrl~E) P [cumentFolder | | ) Reply @ Reply All () Forward B Blue category
nbox: 4 All  Unread ByDate - Newest & John Smith <abewidgets@outlook.com>| Bl Red category
Clutt: N ., N
utter 4 Last Week Celebrating Joe's Retirement B Green category
Sent Items John Smith B Orange category
Drafts Celebrating Joe's Retirement Wed 9/30 B Purple category
Heyall, Joe is going to be Hey all, Yellow category
» ismi i i 4 Last Month - - Y <
jsmith@acmewidgets.onmicr. Joe iis going to be retiring soon, 50 | thought we co fin All Categories..
| OneDrive week. Set Quick Click.
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5. As thisis your first time using the green category, the Rename
Category dialog box will be displayed. Type “Office Bulletin” into the
Name text box and then click the Yes button:

Rename Category x
This is the first time you have used "Green category.” Do you want to
rename it?

Mame: |Office Bulletin

Color: Shortcut Key: | [None] e

Yas * Mo

6. The green category will now have been applied to the currently
selected message. You will see this category adjacent to the
message’s listing in the Content pane, as well as near the top of the
message itself:

£ Reply 5 Repty A 2 Forword
Celebrating Joe's Retirement
||t - |
neement weasn |

Sent hams
Dt
fsmith@acmewidgets.onmicr. Hey all,

Joe is going ta be retiring soon, 5a | thought we could thraw a small celebration. Please let me k
sramts

+outiook data file week.
Deeted tems
Archive Thanks,
prefe a0 Jahn
Inbox 2
prores

7. With the message still selected, click Home - Follow-Up =
Tomorrow:

Inbox - Outlook Data File - Outlook

Send/Receive  Folder  View  Q Tell me what youwant to do..
el x ,7(_\ (j’\ = T Move t S1om ¥ NN >
=1 o 2 T3 B2 Mesting ove tor 7 3 To Manager : [
S 2 Clan Up~ < ﬁ') = Team Email v Done =1 &
2 Reply & Delete £ Create New <

New N Delete  Reply Reply Forward Move Rules OneNote Unread/ C: Foll By
lew  New elete  Reply Reply Forward [ pore~ ove Rules OneNote Unread/ Categorize Follow.
Email ftems ~ | & Junk~ All C o ° Read - Up- Y Filter Email -

New Delete Respond Quick Steps ] Move Tags | P Today
| Tomorrow
| This Week s
|" Mext Week
> NoDate
> Custorn..
Add Reminder.

/' Mark Complete

Set Quick Click..



[228]  Microsoft Office Outlook 2016 — Part 1

8.

9.

With the selected message now marked for follow-up, you will see
the small follow-up icon appear next to it in the message list. If you
examine the top of the message, you will see when to follow-up on
this message:

2 Reply I3 Reply All 5} Forward
John Smith <abewidgets@outlook com > John Smith Wed 9/30
Celebrating Joe's Retirement

ﬁ Follow up. Start by Friday, October 9, 2015. Due by Friday, October 9, 2015. | o

(A task for follow-up will also appear within the To-Do Bar.)

Close Microsoft Outlook 2016.
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TOPIC B: Organize
Messages Using Folders

While categories and tags can help you keep track and organize messages
within your mailbox, folders are a much better long-term solution. Over
the course of this topic you will learn about folders in your mailbox and
how to use them to organize Outlook items.

Topic Objectives

In this topic, you will learn:
»= About the default e-mail folders
= About e-mail folders on the server
= About personal folders

DEFAULT E-MAIL FOLDERS

Every mailbox in Outlook 2016 contains several default folders that are
used to organize and store messages:

4 [smith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent ltems
Deleted ltems 12
Clutter
Conversation History
Junk Email
Outbox
R55 Feeds

I Search Folders
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Let’s take a look at each mail folder.

Inbox
Drafts
Sent Items

Deleted Items

Clutter

Conversation
History

Junk E-mail

Outbox

RSS Feeds

Search Folders

Groups

This is where new mail is received.
Unsent messages are saved here by default.
After a message is sent, a copy of it is stored here.

This folder acts like the Recycle Bin in Windows. When
you delete an Outlook item, it goes here first. To
permanently remove the items in your Deleted Items
folder, click Folder - Empty Folder while in the
Deleted Items folder.

Office 365 users have access to the Clutter folder. This
is where low priority messages are automatically
moved based on your previous reading behavior.

This folder will list conversation history for any
contacts that you have interacted with using
Microsoft Lync or Skype for Business.

E-mail marked as junk will be stored here.

Messages you have created are stored here while
Outlook connects to the server and sends the
message.

Live feeds are stored here.

You can customize these folders to update based on
search criteria.

Access shared workspaces. Only available with Office
365 accounts.

E-MAIL FOLDERS ON THE SERVER

While the default e-mail folders cover storage needs for most situations,
you also have the flexibility to create your own folders. Just like the
default folders, you can use custom folders to store and save e-mails in a
meaningful way. For example, if you are working on a large project that
generates a lot of e-mail, you could create a folder just for that project.
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Depending on the type of e-mail service that you are using, any folders
that you create may also be created on the server that you have
connected to. In the case of Microsoft Exchange Server, you need to keep
in mind that folders and their contents count against any allocated space
for your mailbox. This amount of space is set by your system
administrator.

To create a new e-mail folder within your mailbox, click Folder > New
Folder:

Conversation History - jsmith@acmewidgets.onmicrasoft.com - Oy

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

o~ x
I Copy Folder (L_‘,] E\‘ ,%l & Clean Up Folder - |E—| ...\."
Mave Folder [ Delete All
New Mew Search Rename Mark All Run Rules  Show All Showin = AutoArchive  Folder Folder
Folder  Folder Folder ' DeleteFolder ocRead  Now Folders AtoZ (o) Recover Deleted ltems | Fayorites Settings ~ Permissions Properties
New Actions Clean Up Favorites Properties

This action will display the Create New Folder dialog box. Using the
controls in this dialog box, enter a name, choose the type of Outlook
items that the new folder will contain, and select the location where you
want the new folder to be placed. Click OK to create the folder:

Create Mew Folder X

MName:

Mew Folder

Folder contains:
Mail and Post ltems o

Select where to place the folder:

A Eg jsmithi@acmewidgets.onmicrosoft.com Y

Inbox (4]

r# Drafts

7 Sent ltems

IZ] Deleted ltems (12)
Calendar
Clutter

[25] Contacts
Conversation Histary

& Journal

Fen Junk Email

Cancel
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PERSONAL FOLDERS

Personal folders behave in the same manner as regular folder, but they
are intended to store Outlook items offline. They do this by saving the
folders and their contents on your local computer and not to the server
that you are connected to.

Personal folders are added as an Outlook Data File (.pst) and as such are
managed in the Data Files tab of the Account Settings window. You can
open this window by clicking File = Info - Account Settings - Account
Settings:

Inbox - jsmith@acmewidgets.onr

©

Account Information

Open & Export

(ﬂ jsmith@acmewidgets.onmicrosoft.com
Save As 4 Microsoft Exchange

4 Add Account
Save Attachments

’_LT‘ Account Settings
(A ot Change settings for this account or set up maore
Account connections,
Settings - Access this account on the web.
Office Account . 5.com/...ets.onmicrosoft.com/
F Account Settings...
. .{} Add and remove accounts or
Options change existing connection settings.
Change
Feedback .& D.elggate Access. . .
& Give others permission to receive
items and respond on your behalf, (Out of Ofﬁce)
Exit
== Download Address Book... fy others that you are out of office, on vacation, or
IJ:_JQ, Download a copy of the Global -mail messages.

Address Book.

Eh Manage Mobile Notifications
: E Set up SMS and Mobile
Motifications,

Ibox by emptving Deleted Items and archivina.
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In the Account Settings window, click Add to get started:

Account Settings .

Data Files
CQutlook Data Files

E-mail DataFiles RS5Feeds SharePointLists Internet Calendars Published Calendars Address Books

F] A:ﬁ 5 Settings... Q Set as Default >( Remove [==y Open File Location..,

M\T -
Mame Location

@ jsmith@acmewidget... Ch\Users\abowihAppDataiLocal\Microsoft\Outlookjsmith@acmewidgets.onmi...

Select a data file in the list, then click Settings for more details or click Open File Location to
display the folder that contains the data file, To move or copy these files, you must first shut
down Cutlook.

Tell Me Mare...

Close

This will display the Create or Open Outlook Data File dialog box, open to
the Outlook Files folder in the My Documents folder that is associated
with your Windows user account. Using the controls in this dialog you can
choose another location where you want the Outlook data file to be
stored (if desired), as well as give it a custom name:
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[ Create or Open Outlook Data File
t <« Local Disk (C:) » Users » abcwi » OneDrive » Documents » Outlook Files v O Search Outlook Files

Organize « New folder ==

[E] Documents # »  Name Date modified Type Size

&=/ Pictures b

No items match your search.
[ Microsoft Outloot

¢@ OneDrive

[ This PC
[ Deskiop
[Z) Documents
- Downloads
b Music
=] Pictures
B Videos

‘ia Local Disk (C:)

File name: Outlook Data File(1)]

Save as type: Outlook Data File

[] Add Optianal
Password

~ Hide Folders Tools + Cancel

Once you click the OK button in the Create or Open Outlook Data File
dialog box, you will be returned to the Account Settings dialog box. The

new data file (which includes personal folders) will be listed under the
Data Files tab:

Account Settings

Data Files
Outlook Data Files

E-mail DataFiles RSSFeeds SharePoint Lists Internet Calendars Published Calendars Address Books

g Add.. % Settings.. @ Setas Default X Remove () Open File Location..,

Mame Location

Q jsmith@acmewidget... Ch\Users\abowitAppDataiLocal\Microsoft\Outlook\jsmith@acmewidgets.onmi...
Example ChlUsers\abowitOnelrive\Documents\Outlook Files\Example.pst

Select a data file in the list, then click Settings for more details or cick Open File Location to

Tell Me Mare...
display the folder that contains the data file. To move or copy these files, you must first shut
down Outlook,

Close
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Back in the Outlook 2016 window, you will see the new data file listed in
the Navigation pane. Expanding this item will reveal any personal folders
that it contains:

4 Ismith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent [tems
Deleted ltems 12
Clutter
Conversation History
Junk Email
Outbox
RS5 Feeds

I Search Folders

I* Groups

4 gxample
Deleted [tems

Search Folders

By default, new data files will include a Deleted Items folder and a Search
Folders link, but you can add as many personal folders as you want by
following the same steps as you would to add a regular folder to your
mailbox.
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AcTiviTy 4-2
Organizing Messages Using Folders

You have been put in charge of hiring a new employee. Prospective
candidates will e-mail you their resumes, so you want to create some
folders in your mailbox to keep everything organized.

1. To begin, open Outlook 2016 to your Inbox:

Hey all,

Joe i going to be retiring san, 5o | thought we could thiow a small celebration. Please let me knaw your availability for next wesk.
Thanks,

John

2. Tocreate a new folder, click Folder - New Folder:

& = Inbox - jsmith@acmewidgets.onmicrasoft.com - Outlook

File Home Send / Receive Folder View @ Tell me what you want to do...

Copy Folder ( 3| Al 7% Clean Up Folder ~ [Wa =] o2 p—
] Ol Z . PoAs = [
Mave Folder st [’ Delete All
New New Search | Rename Mark All Run Rules  Show All Showin Viewon | AutoArchive Folder  Folder
DeleteFolder | 5oRead  Now  FoldersAtoz & Recover Deleted ltems  Favarites  Server Settings  Permissions Praperties

FT}der Folder Folder
New Actions Clean Up Favorites | Online View Properties
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The Create New Folder dialog box will now be displayed. In the

3.
Name text box, type “Candidates:”

Create Mew Folder

Mame:
Candidates|

Folder contains:
bail and Post ltems

Select where to place the folder:
W E'.’" jsmithi@acmewidgets.onmicrosoft.com
Inbox |4
i# Drafts
£ Sent ltems
IZ] Deleted ltems (12]
Calendar
Clutter
[25] Contacts
Conversation History

% lournal
W

e Junk Email
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4. Asthis new folder is going to be used to store messages, you do not
need to modify the “Folder contains” drop-down menu; however,
you do need to choose where the folder will be placed. For this
example, select the top-level item in the provided list:

Create Mew Folder 4

Mame:
Candidates

Folder contains:
Mail and Post ltems e

Select where to place the folder:

hd Eﬂ jsmith@acmewidﬁs.nnmicrnsnﬁ.mm A,
Inbox (4]
i# Drafts
£ Sent ltems
[Z] Deleted Items (12)
m Calendar
Clutter
[£5] Contacts
Conversation Histary
% Journal
Femn Junk Email
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5. Click OK to create a new folder using the selected settings:

Create Mew Folder >

Mame:
Candidates

Folder contains:
bail and Post ltems w

Select where to place the folder:
W Lﬂ jsmithi@acmewidgets.onmicrosoft.com S
Inbox [4)
i# Drafts
£ Sent ltems
IZ] Deleted ltems (12]
Calendar
Clutter
[25] Contacts
Conversation History

@. Journal

e Junk Email

6. The new folder will now appear in the Navigation pane:

4 Favorites
Inbox 4
Clutter
Sent ltems

Drafts

4 lsmith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent ltems
Deleted ltems 12
Candidates -
Clutter
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Now you need to create a subfolder within the Candidates folder for
candidates that you would like to screen over the phone. Click

Folder > New Folder:

7.

Inbox - jsmith@acmewidgets.onmicrasoft.com - Outlook

=
Q@ Tell me what you want to do...

%l %= Clean Up Folder - Eg E—| .0.3.

(X Delete Al
Viewon | AutoArchive Folder  Folder

Send / Receive Folder View

Copy Folder @ E‘

File Home

Show in

Move Folder =
New New Search | Rename Mark All Run Rules  Show All
Fﬁer Folder Folder < DeleteFolder | acRead  Mow  FoldersAtoZz (& Recover Deleted tems  |Favarites  Server Settings  Permissions Praperties
New Actions Clean Up Favorites ' Online View Properties

8. The Create New Folder dialog box will now be displayed. Type
“Phone Screen” into the Name text box:

Create Mew Folder

Mame:
Phone 5creer1|

Faolder contains:
Pail and Post ltems

Select where to place the folder
W E.q jsmithi@acmewidgets,onmicrosoft.com
Inbox (4
i# Drafts
£ ent ltems
IZ] Deleted ltems (12)
Calendar
Candidates
Clutter

[25] Contacts
Conversation History
W

el
‘7o Journal
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9. From the “Select where to place the folder” list box, click to select
the Candidates folder that you created previously. Click OK:

Create Mew Folder >

Mame:

Phone Screen

Folder contains:

bail and Post ltems w

Select where to place the folder:

W E'.F" jsmithi@acmewidgets.onmicrosoft.com S

Inbox [4)

i# Drafts

£ Sent ltems

IZ] Deleted ltems (12]
Calendar
Candidates
Clutter

[25] Contacts
Conversation History

7 Journal

10. The new subfolder will appear under the Candidates folder:

4 lsmith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent ltems
Deleted ltems 12
4 Candidates

Phone Screen s
Clutter

11. Close Microsoft Outlook 2016.
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Summary

During this lesson, you learned about some of the different tools and
features that are available to you to help you organize Outlook items
within your mailbox. You should now feel comfortable managing your
mailbox using a combination of categories and follow-up flags.
Additionally, you should now be familiar with the folders that are
included with your mailbox by default, as well as how to create new
folders.

REVIEW QUESTIONS

1. What is the command sequence to mark a message as unread?

2. What happens when you apply a color category for the first
time?

3. What is the command sequence to set the follow-up quick click
flag?

4. What happens when you choose to ignore a conversation?

5. What is the command sequence to create a new folder in your
mailbox?
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LESSON 5:
MANAGING YOUR
CALENDAR

Lesson Objectives

In this lesson you will learn how to:
= View the calendar

= Manage appointments

= Manage meetings

=  Print your calendar
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TOPIC A: View the
Calendar

The Calendar workspace provides you with a complete calendar as well
as scheduling tools to help you schedule and view upcoming
appointments and events. Over the course of this lesson, you will learn
about the calendar in Outlook and the various ways that you can view it.

Topic Objectives
In this topic, you will learn:
= About the types of calendar entries
= About calendar grid arrangement options
= How to use the Weather Bar and the Daily Task List
= How to modify calendar layout options
= How overlay calendars with Schedule View
= How to delete calendars

TYPES OF CALENDAR ENTRIES

There are three primary types of entries that can be added to the
calendar in Outlook: appointments, meetings, and all-day events.
= Appointments are intended to be used when you have an
obligation that occurs during a specific time frame.
= Meetings are similar to appointments; however, they also include
expanded features like attendance management options.
= Finally, all-day events are obligations that span days rather than
hours. For example, a conference would typically be considered
an event.

No matter which type of entry you add to a calendar, you have the option
to schedule them as recurring. This means that you can have an activity
appear on a regular basis going forward so that you do not having to
manually enter them in each time. This feature is great for regular weekly
meetings or other frequent obligations that you are required to attend.

Recurring events are identified in the calendar by the following symbol:

Weekly Staff Meeting;
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CALENDAR GRID ARRANGEMENT OPTIONS

You can change the view that is used to display the calendar grid to one
of the five options in the Arrange group of the Home tab:

Calendar - jsmith@acmewidgets.onmicrasoft.com - Outlook

NIl Senc/Receive  Folder  View Q@ Tell mewhat youwant to do...

E R @ ERIEEEBRE|E B EER &

[} Address Book
New  New New Skype | Today Next7 Day Work Week Month Schedule Open  Calendar ~ E-mail  Share Publish Calendar
Appointment Meeting ltems~  Meeting Days Week View | Calendar~ Groups~ Calendar Calendar Online = Permissions
New Skype Meeting GoTo 5] Arrange ] Manage Calendars Share Find

Notice that the current view is highlighted. Here is a breakdown of each
option:

= Day: View one day at a time.

=  Work Week: View a typical work week (Monday to Friday).

=  Week: View an entire seven-day week.

= Month: View a month at a time.

» Schedule View: View a detailed schedule of the current date and

time, compared against other calendars.

Time Scale Options
When viewing the calendar using every view except the Month view, you
will see that each time slot is divided into two 30 minute halves:

. Tod T Saturd
4 » Qctober 4 - 10, 2015 Washington, D.C. = - irseE S o rraeE Search Calendar (Ctri+E) 2
SUNDAY MONDAY TUESDAY WEDNESDAY FRIDAY SATURDAY
4 5 6 7 9 10
8 Weekly Staff Meeting: &
| | I
10
11
12"
1
2
3
4

Allfolders are up to date,  Connected to: Microsoft Exchange | [] | Bl - 1 + 100%
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You can modify this aspect of your calendar by clicking View - Time
Scale - [Time Scale]:

s Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

File Home  Send/Receive  Folder Q@ Tell me what you want to do...

G v @ RESBEEEE & mmRE O = M@

60 Minutes - Least Space for Details
Change View Reset  Day Work Week Month Schedule < linutes - Least SpacelorBEE  lyer Reading To-Do  People  Reminders Openin New  Close

View~ Settings View Week View v 30 Minutes nev Paner Barr  Paner  Window  Window Al ltems
Current View Armangement 15 Minutes Layout People Pane Window
10 Minutes I}
& Minutes

5 Minutes - Most Space for Details

Change Time Zone...

There are several different time scales that you can select from, with
varying degrees of detail. Typically the 30 Minutes option will meet the
needs of most people; however, those with busier schedules may want to
consider one of the shorter options.

THE WEATHER BAR

The Weather Bar appears above your calendar, just below the ribbon.
This bar displays the weather conditions for the selected location for
today, tomorrow, and the following day:

Folder Reading To-Do
Pane~ Panes  Bar
tayout ~
T Thursda
€ - - ursd =
4+ October 2015 Washington. D.C 75°F/56'F TA'F/62'F =
23 SUNDAY MONDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
Sep 27 28 29 30 Oct 1 2 3
ERIEE R T
B nn
Hovember 2015
SU MO TU WE TH PR SA N 5 ; N . o
““““ 2008 Weeky statf
3 Meeling: Eoardroom 101A
516 7 8 8w 2
2nunun S
s 3 3 os s
89w . . -
1" 12 13 14 15 16 17
£00am Weekly Stait
My Calendars Meeting Bosraroom 1014
Calerdar
Other Calendars
18 19 20 2 2 3 2
£008m Weekly Sttt
Meeting Bosrdroom 1014
25 26 27 28 29 30 3
00am Weebly Stalt
Maeting: Boraroom 1014
o= oa B e
nems: 4 Al oigers are up to Gate. _ Connedtedto: Microsart Excrange |1 B0
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To view more detailed information about the weather reports, move your
cursor over any of the two days on the bar. A pop-up will then display
precipitation information and forecast details:

] : Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook
File Home Send / Receive Folder Q Tell me what you want to do...
G & il = E ER| = B -

il v | 1B = = g
Change View Reset = Day Work Week Month Schedule _ Color | Daily Task Folder Reading To-Do ~ People  Reminders Open in New Close
View - Settings View Week View Wl [inns - List-  Pane~ Pane- Bar~  Panew  Window  Window All ltems

Current View Arrangement = Color Layout People Pane Window
<

1 October 2015 » . Temorrow Thursday

4 » QOctober 2015 Washington, D.C. - " Erea
SU MO TU WE TH FR SA F/56°F TAR/62°F
27 28 29 30 1 2 3 SUNDAY MONDAY

Mostly Clear

S I BRI Sep 27 28 29 Precipitation: 0%
R kW hittp://www. fareca.com See more online
18 19 20 21 22 23 24
25 26 27 28 29 30 31

By default, the location is typically set to New York, NY or another major
city. To change it, click on the city and click Add Location:

=) s Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook
File Home  Send/Receive  Folder Q Tell me what you want to do...
3 S (@ I ([ z
CFf v EEEEE™ LS smli= = = @
Change View Reset  Day Work Week Month Schedule — Color  Daily Task Folder Reading To-Do  People  Reminders Openin New Close
View~ Settings View Week View Working Hours - list~ Paner Paner Bar~  Paner  Window  Window Al ltems
Current View Arrangement . Color Layout People Pane Window
<
T 4 » QOctober 2015 Washington, DC. - i e
SU MO TU WE TH FR SA T5°F/56°F TAF/62°F
| Add Location
27 282930 1 2 3 SUNDAY MONDAY whSesoar THURSDAY
. -m -

This action will display a search field in which you can enter the city
where you reside. Type your city’s name and press Enter, or click the
small magnifying glass. After a moment, a list of results will be displayed
in a small drop-down menu. Click the best matching result:

5 9 S Calendar - jsmith@acmewidgets.onmicrosoft.com - Gutlook
File Home  Send/Receive  Folder Q Tell me what you want to do...
{ EEEEE I A 0 E E 3
6 4 e = Imesale g B = = &
Change View Reset  Day Work Week Manth Schedule Color | Dally Task Folder Reading To-Do = People  Reminders Openin New Close
View = Settings View Week View Working Hours - List~ Pane Pane~ Bar- | Pane- | Window  Window Al ltems
Current View Amangement 5 Color Layout People Pane Window
<
1 October 2015 » Tomorrow Thursday
4 * QOctober 2015 Boston P x oF /560 Frene
U MO TUWE TH ER Sh ki SN el 75°F/56°F T4 F/62°F
Please select one.
27 28 29 30 1 2 3 SUNDAY MONDAY Boston, MA DAY THURSDAY
s s e 20 Sen 27 28 20 Boston, Unitedaingdom oct1
112 13 14 15 16 17 Boston, NY
18 19 20 21 2 23 24 Bostan, TX

25 26 27 28 29 30 31
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After a moment, the new weather reports will appear:

[ET ] = Calendar - jsmith@acmewidgets.onmicrasoft.com - Outlook
File Home  Send/Receve  Folder Q Tell me what you want to do...

o3 [ Time Scale ~ 4 . El | =
GCFfo IE=@E R & O OF 2 @
Change View Reset = Day Work Week Month Schedule — Color  Daily Task Folder Reading To-Do ~ People  Reminders Openin New Close
View= Settings View Weck View Working Hours |- List~ Pane- Pane- Bar-  Pane-  Window  Window Al ltems

Current View Antangement & Color Layout People Pane Window
<
‘ October 2015 3 Tomorrow . Thursday
<« » QOctober 2015 | Boston, Massachusetts bAoA

SU MO TU WE TH FR SA

27T 28 29 30 1 2 3 SUNDAY MONDAY WEDNESDAY THURSDAY
s sPl s om0 Sep 27 28 29 30 Oct 1
11 12 13 14 15 16 17

18 19 20 21 22 23 24
25 26 27 28 29 30 3

THE DAILY TASK LIST

When the Daily Task List is displayed, it appears at the bottom of your
calendar. This workspace will display any tasks that occur during the
current time frame. While the name of the task will always be displayed,
the details of the task (start date, due date, etc.) will only be displayed
while using the Day calendar grid arrangement.

To toggle the Daily Task List on or off, click View = Daily Task List >
[View Option]:

% o Calendar - jsmit]

Home Send / Receive Folder I Q Tell me what you want to do...
.¢. F{l}TimeScalev 4 EEE .
G & v [[HEE@BE 2™ w NES [
Change View Reset Day Work Week Month Schedule .- Color  Daily Task Folder Rei
View ~ Settings View Week View Waorking Hours - List*  Pane~ P:
Current View Arrangement | Color Mormal
Minimized
v Off

Arrange By »



[249]

Microsoft Office Outlook 2016 — Part 1

CALENDAR LAYOUT OPTIONS

Like many aspects of Outlook 2016, the Calendar layout is very flexible.
You can choose which components you would like to display, hide, or
minimize. To modify what components are displayed and how, use the
Daily Task List, Folder Pane, Reading Pane, and To-Do Bar drop-down
commands within the Layout group of the View tab while in the Calendar
workspace:

=

> = Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

Home Send / Receive

File
6 f o[ FAEER E " &

Change View Reset = Day Work Week Month Schedule — Color | Daily Task Folder Reading To-Do
View~ Settings View Week View Norking Hours - List~ Panev Pane- Bar~

Folder Q Tell me what you want to do.

2 G

People  Reminders Openin New Close
Pane- | Window  Window Al ftems

Current View Arrangement G Color Layout People Pane ‘Window

By default, the Navigation pane and Daily Task List are displayed. The
Reading pane and To-Do Bar are both hidden from view.

Showing and Hiding Calendars

If you are working with multiple calendars, you can show or hide them by
toggling their associated checkboxes in the My Calendars section of the
Navigation pane:

November 2015
50 MO TU WE TH FR SA
1 2 3 4 5 & 7
g 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 2B
29 30 1 2 3 4 5
& 7 4 9 10 11 12
4 (m| My Calendars

| Calendar

I_I_:I?Wuzurk Calendar

Other Calendars
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Alternatively, you can also right-click the tab for the calendar that you
would like to hide and click Hide This Calendar:

4 » Qctober 6, 2015

Calen . B
Open in Mew Window

=
E Mew Calendar...

Hide This Calendar

gt |

Copy Calendar

OVERLAYING CALENDARS WITH SCHEDULE VIEW

If you use multiple calendars, you may frequently find yourself trying to
schedule appointments in one without causing conflicts with the other.
Schedule View exists so that you can compare your calendars against

each other easily and schedule appointments so that no conflicts occur.

To use the Schedule View, click View = Schedule View:

Home Send f Receive Folder i Q Tell me what you want to do..
G & v @EERERBE I &
: IE Overlay
Change \View Reset Day Work Week Month Schedule o Colaor
View~ Settings View Week View Warking Hours -

Current View Arrangement e Color
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When applied, the Schedule View will stack any displayed calendars in
the same view. This way you can easily identify any conflicts between the
displayed calendars. You can also schedule appointments as you would in
any other calendar view:

Folder Reading To-Do
Pane~ Pane~ Bar
Layout

Cabendar

SU MO TU WE TH PR SA

1203 4 8 e

41/ My Calendars

7] Calemlar Work Catendar Weekly Roundup Meeting
Boardraom 1014
| Work Calendar

Other Calendars

= E s @ -

fems: 1 All Tolders are up to dale.  Connected to: Micrasaft Exchange 0o =W - + + 100%
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DELETING CALENDARS

You can delete any calendar (other than the default) from your mailbox
by right-clicking its listing in the My Calendars section of the Navigation
pane and clicking Delete Calendar:

4[| My Calendars
+| Calendar

| Winrk Calandar

L'E Open in Mew Window

Othe E Mew Calendar...
Hide This Calendar
[E Overlay
w  Color k
1 FRename Calendar
Copy Calendar
Move Calendar
s Delete Calendar Ib
4 Move Up
= e * Move Down

Share »

Properties...

A dialog box will appear in which you need to confirm this action. Click
Yes:

Microsoft Outlook >

| Move "Work Calendar” to your Deleted Items folder?

Yes * Mo

The calendar in question will then be moved to the Deleted Items folder.
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It's about people



[254]  Microsoft Office Outlook 2016 — Part 1

ACTIVITY 5-1
Customizing Your Calendar View
As you are become more familiar with the Calendar workspace in Outlook

2016, you would like to examine some of the different ways that you can
customize it.

1. To begin, open Outlook 2016:

Hey all,

4 Older Joe s going to be retiring s00n, 5o | thought we could throw 3 small celebration. lease let me know your availability for net week.
Gneniote Team
Wcome 1o OneNits Thanks,

John

[T -/

2. Display the Calendar workspace by clicking the Calendar button in
the Navigation pane:

= w2 3 e

[tems: 13 nread: 4




[255]  Microsoft Office Outlook 2016 — Part 1

3. The Calendar workspace will now be displayed. Examine the
Arrange group on the Home tab to ensure that the Day option has
been selected. If it has not, select it now:

October 6, 2015 . Massachusetts - Bl e

<My Calendars i =
Calondar i £
Ot Calendrs ; z
i i
4
= E e on
tem 0 . Canneced o Mirosort Echangs [T 80 0 o

(If this option is selected, skip to the next step.)

4. Now click Home - Work Week to view that option:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

Hom

e
ot < + °®
g8 O ] o€ o i b . o o
mRER @ FEEOEERE B D D ER S e
New New MNew = NewSkype Today Next7 = Day Work Wesk Month Schedule — Open Calendar  E-mail  Share Publish Calendar
Appointment Meeting Items~ | Meeting Days ka% View  Calendar~ Groups~ Calendar Calendar Online - Permissions

ng Find

New Skype Meeting  GoTo  Manage Calendars Share
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5. With the Work Week option applied, you will see that the weekend
dates are hidden entirely and the current date will be selected:

ew  Mew New HewStype Todsy Nem?
Appoimtment Meeting tems = Mezting Daps
b wing | Go shan ing o
[r— Thrsdey
4+ » October 5 -9, 2015 Boston, Massachusetts - T Thorsdey [ Seech Calendo 16 5
WONDAY WEDHESDAY THURSDAY wroar
5 7 8 H

<My Calendars i =
Clvadar H :
T
Other Calendars é H
i i
4
= o o oH -
tems 0 Al toldersae gt date._ Connected e icrason Exchange I B0 - ' + o

6. Click Home - Week:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send/Receive  Folder  View @ Tell mewhat you want to do..

[ [ + o
HRs & EE EREEEE B ERE DER S
New Mew MNew MNewSkype Today Ned7 = Day Work Week Month Schedule  Open Calendar E-mail Share Publish Calendar

Appointment Meeting tems = Meeting Days Week L View | Calendar+ Groups~ Calendar Calendar Online * Permissions

[ Address Book

New Skype Meeting  GoTo I Arrang# | Manage Calendars Share Find
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7. With the Week option applied, the calendar will include the entire
seven-day week. Weekends are separated from the work week with
shading:

Hew Mew  HewSiype Today Nea? Week. horeh Schedule
Appoieament Meeting hems = Meing - Vieek View
e Siope e r ~
ocinserzors : Tomoron Thursdey
4 v October 4 - 10, 2015 Boston, Massachusetts - e e E esech Calendar (Chi- B )
SUnDaY MONDAY WEDNESDAY THURSDAY FRIDAY saTURDAY
4 5 7 [ a 10
¥
My Calendars 5
Calondas H
Other Calendars é H
i i
4
=]
tems 0 Capnected e Miaosort Echange [0 8 - [ +

8. Click Home - Month:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send/Receive  Folder  View  Q Tel nt e

o [ * ™ [
Ca® '@ < o= o o gl o o: o
m Es & FRECEEE 2D TSR & oo
Hew Mew Mew NewSkype Today Net7 = Day Work Week Month Schedule — Open Calendar E-mail  Share Publish Calendar
Appointment Meeting ltems~  Meeting Days Week [y View | Calendar~ Groups~ Calendsr Calendsr Online- Permissions
New Skype Meeting.  Go To 5 Arrange | Manage Calendars Share Find
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9. With the Month option applied, you will see that you have a much
broader picture of your calendar:

iz & % E -
~ = A o ) Aebdees Book
- Mew MewSigpe Todw Nem? Day Work Week ManthSchedue  Open Coencer Emad S Publish Colndar
Appoitment Meting hems - D sk View | Calen- Colear Calendir Oriine ~ Permsions
b s @ 5 Annge Share Fina ~
. October 2015 D Temorrow Thursday
T 4+ October 2015 Bostan, Massachusetts - R e E £
EFEX RIEE snDaY MONDAY WEDNESDAY THURSDAY saTuRDAY =
<« sIlv e Sep 27 ) 2 30 oct1 2 3
o2 e
wwm s N
m %7 m
[———
S M0 TU WE T PR . 5 f N o
vz a5k
s swm e
3 2 3 1 15 15 1 5
My Calendars § e
o : H
i i
-
Other Calendars.
5 19 20 2 2 EE] H
E s 2 ) 3 n £l
=R o+ oR .
=) il algersare o o e, Cannocted s Wisrosat Echange [T 80

10. Click Home - Schedule View:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send/Receive  Folder Q Tell me what you want to do...
m Ry @ EEPEREERE D R BB S
New New

[ Address Book
New New Skype Today Next7 Day Work Week Month Schedule Open  Calendar  E-mail  Share Publish Calendar
Appointment Mesting ftems~  Meeting Days Week View . Calendar = Groups = Calendar Calendar Online ~ Permissions
New Skype Meeting.  GoTo & Arrange 48 Wanage Calendars Share Find
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11. With the Schedule View applied, you will see a very detailed view of
the current day and any planned activities. This is the option that
you would choose if you wanted to compare one calendar with
another:

. Tomorrow Thrsdey .

4 v October 6, 2015 Boston, Massachusetts - e e E esech Calendar (Chi- B )
8 * 10 " 1 2 5
—

cccccc

My Calendars

Catendar
Other Calendars
sdn
=R o B
8 0 e Comnece s Mirasot xchange (0] 80 [ o

12. Return to the Week option by clicking Home - Week:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

[ Scnd/Receive  Folder  View Q@ Tell me what you want to do.

E REe @ FROCERE R T B OB & oo

New MNew NewSkype Today Next7 —Day Work Week Month Schedule  Open Calendar E-mal  Share Publish Calendar
Appointment Mecting ltems = Meting Days Week View | Calendar - Groups~  Calendar Calendar Online - Permissions

New SkypeMeeting  GoTo  © Arrange W Manage Calendars Share Find

13. You would like to see how the Daily Task List will look when
minimized. Click View - Daily Task List - Minimized:

Calendar - jsmit]

Hoame Send / Receive Folder i '-:-' Tell me what you want to do...
¥ mEESE E I @ [ENE
G 5 v T " w
o
Change View Reset Day Work | Week Month Schedule o Color Daily Task Folder Re
View = Settings View Week View Working Hours - Listr  Pane~ P
Current View Arrangement = Color Mormal
Minimized

N

Arrange By »

W Off
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14. You will see that the minimized state of the Daily Task List displays it
as a thin bar along the bottom of the calendar:

eset Doy Work | Week Month Scheduie
Week View
. Thursdey
+ * October4-10,2015 Boston. Massachusetts - W )
SUnDaY MONDAY WEDNESDAY THURSDAY FRIDAY saTuRDAY
4 5 7 [} a 10
My Calendars § Fl
Calendar [ H
H i
Other Calendars H i
£
4
= E s
“ [t oo ]
tems 0 i ttaers ar oo aate, W - T =3

15. Return the Daily Task List to its default state by clicking View -
Daily Task List = Off:

Calendar - jsmit]

Hoame Send / Receive Folder i '-:-' Tell me what you want to do...

fe 3 Time Scale - A L]
G IEEHBEED @@
verlay
Change View Reset Day Work | Week Month Schedule o _J Color Daily Task Folder Re
View - Settings View Week View Working Hours - List~  Pane~ Pi

Current View Arrangement = Color MNormal

v Minimized

Off
ArrankBy »

16. Close Microsoft Outlook 2016.
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TOPIC B: Manage
Appointments

Once you have configured the Calendar workspace to your personal
preferences, you can begin adding appointments and managing them.
Over the course of this topic, you will learn more about appointments in
Outlook and how they are managed in the Calendar workspace.

Topic Objectives
In this topic, you will learn:
= About the Appointment form
= How to create recurring events
»= About reminders
= About the Show As options
= About the Private option
= How to categorize appointments
= How to set appointment priority
= How to search, print, and forward appointments

THE APPOINTMENT FORM

To add an appointment to your calendar, open the Appointment form by
clicking Home - New Appointment while in the Calendar workspace:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send/Receive  Folder  View @ Tell mewhat you want to do...

RS @ FREEEESEE BB B0 R &

Mew  NewSkype Today Next7 — Day Work Week Month Schedule  Open Calendar  E-mail  Share Publish Calendar
Apm\&ment Meeting ltems~  Mesting Days Week View  Calendar~ Group:
New Skype Meeting  GoTo 1 Arrange & Manage Calendars Share Find

-mai
s~ Calendar Calendar Online - Permissions

(If you are not in the Calendar workspace, click Home - New ltems >
Appointment.)
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The Appointment form includes a variety of different fields that are used
to add the event’s details:

=] s Untitled - Appointment

Review  Q Tell me what you we

File -
P ©) @ ] o & 1
EJJ x [, Calendar & ﬂFA & Zshowhs M Busy - O & 1
Save & Delete () fopyarg - APpointment ng  Skype Meeting Rerminder: 15 minutes  ~ Recurence Time  Categoriz
Close nt Meeting Notes At Zones
Actions show Skype Meeting Meeting Notes  Attendees options ~

e |Tue10/6/2015 | [s30am - All day event

Tue 100672015 5| [s00am

Here is an overview of the available fields.

= |n the Subject field, you can enter a quick description of the
appointment. This is what you will see when the appointment
shows up on the calendar.

= |n the Location field, you can enter where the appointment will
take place.

= The “Start time” and “End time” menus allow you to choose
when the appointment will start and end.

= Additionally, you can check the “All day event” checkbox if the
event you are adding spans an entire day.

= |nside the Appointment form body, you can add more details or
notes about the appointment.

CREATING RECURRING EVENTS

If your appointment repeats on a regular basis, you can schedule it as a
recurring event. To this, click Appointment - Recurrence:

Untitled - Appointment

PRERIOWOUN  Insert  FormatTest  Review @ Tell mewhat you want to do...
¥ x El =D S &v 8 ‘2" K] [ Private ’
[ [ Calendar = (.EI 7 o 22 Show As: | M Busy LS, &) 1 e o
Save & Delete ) Foryarg +  APpointment Scheduling Skype Meeting Invite Reminder: 15minutes - Recurrence Time  Categorize Office
Close Assistant Mesting Notes Attendees B Zones - b Low Importance  agg-ins

Actions Show Skype Meeting Meeting Notes | Attendees Options o Tags Add-ins
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This action will display the Appointment Recurrence dialog box. Using its
controls, you are able to choose the start time, end time, and duration
for the recurring appointment. Next, you can choose a recurrence
pattern (daily, weekly, monthly, or yearly). Finally, using the controls in
the “Range of recurrence” section you are able to choose how long you
want this recurring appointment to continue:

Appointment Recurrence x

Appointment time

Start: 8:30 AM v
End: 500 AM e
Duration: | 30 minutes w

Recurrence pattern

O Daily Recur every |1 week(s) on:

(® Weekly []5unday [ ] Monday [+] Tuesday [Jwednesday
() Manthly [ ] Thursday [ Friday [ ] saturday

() Yearly

Range of recurrence
Start: |Tue 10/6/2015 ~ | (@ MNo end date

O End after 10 OCCUrrences

() End by: Tue 12/8/2015 "

Cancel Eemove Recurrence

Click OK to save the recurrence settings. Note that you can remove a
recurrence by clicking the Remove Recurrence button in this dialog box.

REMINDERS

When adding a new appointment to your calendar, you have the option
to set a reminder. This will take the form of a visual and audio alert that
will notify you when the appointment is coming up. Hourly appointments
have a 15 minute reminder by default, while all-day events will include a
reminder 18 hours prior to the event.
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To modify these settings, click Appointment - Reminder - [Time]:

=] s Untitled - Appointment

3

i
@ x [, Calendar

Save & Delete () Fonyard ~
Close

Private ’
L

! High Importance
U Lowlmportanee  Add-ins

Actions Tags Add-ins -

Subject
Location

sta Tue 10/6/2015 | [e30am

enatime  [Tue 10/6/2015 5| [s00am

When the reminder is triggered by an upcoming event, it will appear in a
separate dialog box. The appointment subject, start time, and location
will be listed. You will be give an option to dismiss the reminder, as well
as open the appointment to view its details. Additionally, you can choose
to be reminded again by clicking the Snooze button. This action will
remind you five minutes later by default, but you can customize this
duration using the provided drop-down menu:
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1 Reminder(s) — pod

o] Staff Meeting

0:00 AM Tuesday, October 6, 2015

23 minutes

Dismiss

Click 5nooze to be reminded in:

5 minutes before start - SNO0Ze Dismiss All

SHOW As OPTIONS

When adding an appointing using the Appointment form, you have the
option to indicate your status during this period. This helps anyone
looking at your calendar to identify when you are and are not available.
To choose a Show As option, click Appointment - Show As = [Show As
Option]:

Staff Meeting - Appointment

Appointment Insert Format Text Review Q Tell me what you want to do...

@ x [ Calendar E EI) (% @E ‘.ﬁ.‘.e 2 show As: M Busy % O |

=

Save 8 Delete Q,Forward - Appointment Scheduling Skype Meeting Invite Hamiees [l Free ice Time
Close Assistant Meeting Notes Attendees Working Elsewhere Zones
Actions Show Skype Meeting | Meeting Motes | Attendees
Tentative
W Busy
W Out of Office

There are five options that you can choose from: Free, Working
Elsewhere, Tentative, Busy, and Out of Office.

* The Free option will indicate to others that you are available
during this time period even though you have an appointment.

» The Working Elsewhere option will indicate to others that you are
available, but working at a different location than you normally
do.

* The Tentative option indicates that you might be available.

* The Busy option indicates that you are unavailable during this
time period.
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» The Out of Office option shows you as being unavailable and out
of the office entirely.

THE PRIVATE OPTION

When creating a new appointing using the Appointment form, you can
mark it as private by clicking Appointment - Private:

¥ s Staff Meeting - Appointment
Appointment Insert Format Test Review Q@ Tell me what you want to do...
= x -0 = ® B 1 Private <
T3 Calendar l:l = S 1 L 2vY Show As: [l Busy - 2] ’
=] A e

Il D_ ] Nz [ R e ®
Save & Delete ) fongarg +  APpointment Scheduling  Skype Mezting Invite Reminder: | None ~[Recurrence Time | Categorize | Office
Close Assistant Meeting Notes Attendees Zones ow Importance  Add-ins

Actions Show Skype Meeting Meeting Notes  Attendees Options Tags Add-ins

By marking an appointment private you can hide the details from anyone
who is able to view your calendar, but still mark yourself as unavailable
during the specified time.
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You can identify such entries in your calendar by the lock icon:

Doctor Appointment

CATEGORIZING APPOINTMENTS

Like other Outlook objects, you are able to categorize appointments so
that you can keep them better organized. To categorize an appointment,
first select the appointment in question, and then click Calendar Tools —
Appointment - Categorize - [Category]:

Calendar Tools Calendar - jsmith@acmewidgets.o
Home Send / Receive Falder View Appointment Q Tell me what you want to do...
—~ .
XS B o Zowemwm O NN
o "_'- ! HighImportance
Open Delete Forward Meeting Invite Reminder|| None . |Recurrence  (Categorize
- Motes Attendees - ¥ Low Importance
Actions Meeting Motes Attendees Options
£
4 October 2015 b
4 » October5-9, 2015 Blue category 1. Massacl
50 MO TU WE TH FR SA Green category
F
27 28 29 30 1 2 3 MONDAY

a s 7 & 920 5

11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 3 8" Yellow category

Orange category

]
|
B Red category
|
B Purple category

g All Categories...

Movember 2015 9 | Doy Set Quick Click... |

S5U MO TU WE TH FR SA

12 3 4 5 6 7 10

The Clear All Categories option in this menu will remove all categories
from the item. To clear a single category, click Categorize and click the
category to remove from the item.
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Alternatively, you can right click an appointment and click Categorize -
[Category]:

I Doctor Appoinhne'ﬁt I
Ouick Print

Invite Attendees

Forward

O

Private

H

Show fs 3

Categorize J

=

Meeting Motes Blue category

Delete

X

Green category l},

Red category

COrange category

HEENN

Purple category
Yellow category
All Categories...

Set Quick Click...

(Remember, when choosing a category for the first time, you will be
prompted to give it a name.) Once it is categorized, an appointment will
be shown in the color of the category that was selected:

SETTING APPOINTMENT PRIORITY

Similar to messages, you are able to assign a priority level to an
appointment. If it is a particular important appointment you can give it a
high priority level, but if it is an appointment that can be moved you can
give it a low priority level.
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To set appointment priority, first select the appointment in question.
Then, click Calendar Tools — Appointment and choose High Importance or
Low Importance:

-F‘E-I 3 Calendar Tools Calendar - jsmith@acmewidgets.o|

Home Send / Receive Folder [ Appointment Q Tell me what you want to do...

& i o [ ] Private
x ﬁ—s @ :"i'— Show As: [l Busy - O ]

I High Importance

Open Delete Forward Meeting Invite Reminder  Mone . |Recurrence = Categorize
b Notes Attendees > ¥ Low Importanc
Actions Meeting Motes | Attendees Options Tags
£
1 October 2015 b
4 » Qctober5-9, 2015 Boston, Massac

SU MO TU WE TH FR SA
27 28 29 30 1 2 3 MONDAY
4 sn 7 8 9 10 5
1112 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31 g
I —
Movember 2015 9 | Doctor Appointment [~
Sl MO TII WF TH FR <A

You can also find these commands on the Appointment tab when
creating the appointment:

Staff Meeting - Appointment

Format Text Review Q Tell me what you want to do.
7 () =
E‘TJ x I Calendar ] ;p {FEl ﬁ :,,«’. 22 show As. | M Busy - O & H. Private "
¢ = —= ! High Importance
Save & Delete () Fonyarg - ABPOINtment Scheduling  Skype Meeting Invite Reminder |15 minates - |Recurrence Time  Categorize Office
Close Assistant | Meeting Motes  Attendees Zones - |¥ Lowimportance | Adg-ins
Actions Show Skype Meeting Meeting Notes | Attendees Options ® Tags Add-ins | A

SEARCHING APPOINTMENTS

As your calendar becomes more crowded, it can became more difficult to
find the specific appointment that you would like to work with. To make
finding appointments simpler, a search text box has been provided near
the top right-hand corner of the Calendar workspace.
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To use this feature, first click inside of the search field (or press Ctrl + E)
and type the keywords that you would like to search for:

\‘ Coctar - Je
I3
Keyword: Doctor

Organizer: Doctor
Subject: Doctor

A list of results will immediately be shown that you can then work with:

== | Curment Foldar < n Vi i
B2 subtaders 258 U W + 2 it B
Al Calendar - Ouganicer Subject  Has  Categorized RequestsMot More  Recent Search  Close
ftems &5 AN Outlaok tems : Amtachments Responded To~ = | Searches Tools™ Semich
scope Resuts Refine OptionsClose -
+My Calendars Dactor
- 2 S - 3 RECURRENCE PATTERN CareconEs
4 R e
Other Calendars ] Dodar Aapointment Tue 10/6/2075 %00 AM Tt 10/6/2015 230 AW
=R o2 B e
(L Ml Tolgers are up to Gate.  Connedted to: Micrasoft Exchange  [IILDN B

Additionally, the Search Tools — Search contextual tab will be displayed
on the ribbon. Here, you can narrow down your search even further by
adding more search criteria like subject, category, and much more.
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When you have finished searching, click Search Tools — Search - Close
Search:

Calendar - jsmith@acmewidgets.onmicrosoft.cor

Home Send / Receive Folder View Q Tell me what you want te do...
E Current Falder /.’_a a mJ n ot + D) IT E
Subfolders “— i i =
All Calendar |, Include Organizer Subject Has Categorized Requests Not  More Recent Search | Close
ltems &M Al Outlook ftems  jder Recuits Attachments - Responded To~ = Searches~ Tools = Search%
Scope Results Refine Options Close

PRINTING APPOINTMENTS

To print an appointment from the Appointment form, click File - Print >
Print:

Doctor Appointment - Appaintment

=]
Print Aot
s
: b~y
Printer _—
< Brother Laserss . Organizer. Jon s

== peady

[& Print Options

Settings

Memo Style

1 Jor1 ¥ B i
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Alternatively, you can right-click on an appointment in your calendar and
click Quick Print:

_l Doctor Appoinhne'ﬁt | e
" g4 Quick Print

;';_’E Invite Attendees
Ej‘, Forward
Private

Show As k

H

Categorize 3

8=

Meeting Motes

X Delete

This option will print the appointment details using the default printer
and its default configuration.

FORWARDING APPOINTMENTS

Outlook objects, including appointments, can be shared amongst other
people who use Outlook as an e-mail client. To forward an appointment
to other people so that they can view it and add it to their own calendars,
click Appointment - Forward (with the Appointment form open):

Doctor Appointment - Appointment

Appointment Insert Format Text Review Q@ Tell me what you want to do...
o x =0 c [ N &
& Calendar D = 1 Z2 show As: M Bus - (7]
e & = it I / vV
Save & Delete 53 Forward ~ Appointment Scheduling Skype Meeting Invite Reminder |None . Recurrence Time
Close Assistant Meeting Notes Attendees Zones

Actions Show Skype Meeting Meeting Motes  Attendees Options
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Alternatively, you can right-click an appointment in your calendar and
click Forward:

_I Doctor Appoinmie'ﬁt |
" Quick Print

Invite Attendees

W B

Forward I}

Private

H

Show As r

Categorize k

@ Meeting Notes

7< Delete

In either case, a new Message form will be displayed with the selected
appointment included as an attachment:

FW: Doctar Appointment - Message (HTML)

Message Insert Options Format Text Review Q Tell me what you want to do...
G szl sS ?. > -
Cut BB 29"@ @ It P [> Follow Up .’
Copy ! High Importance
Paste B I uUla Address Check | Attach Attach Signature Office
. Format Painter Book Mames Filew ltem~ - ¥ Low Importance | add-ins
Clipboard 5 Basic Text Names Include Tags | Add-ins -~
Tou.
ce
Send
Subject |FW: Doctor Appaintment
Attached Doctor Appointment |
Outlook item

Simply complete and send the message as normal to finish the process.
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ACTIVITY 5-2
Managing Appointments

You have an upcoming doctor’s appointment that you would like to
schedule in your calendar.

1.

2.

To begin, open Outlook 2016:

<Favorites | (o Cami 5
b 4

«fsmith@acmewidgets.onmicr..
Inbe 4

Hey all,

Joe i going to be retiring san, 5o | thought we could thiow a small celebration. Please let me knaw your availability for next wesk.

Thanks,

John

= om os o

Display the Calendar workspace by clicking the Calendar button in
the Navigation pane:

H % aﬁ E -

Iltems: 11 U%ﬂﬂd:ﬂf
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3. If the Week grid arrangement option is not already applied, click
View - Week:

Home Send [ Receive Folder i '-:-' Tell me what you want to
I [ Time Scale - 7]
6§ DEEHBE " @
erlay
Change View Reset Day | Work Week Month Schedule - .'r Colar
View~ Settings View Week R View Working Hours -

Current View Arrangement fa | Color

(If this option is already applied, skip to the next step.)

4. Create a new appointment by clicking Home - New Appointment:

Send / Receive Folder View '-'.:._‘-' Tell me what you want to do..

B & ERE EEEEE
New New  MNew New Skype = Today Mext7 Day ~ Work Week Month Schedule
Appninhgnt Meeting ltems - Meeting Days Week View

Mew Skype Meeting Go To [P Arrange [P

5. The Appointment form will now be displayed:

b < Mcaiensn S5 Booons Was

Save i Delete () foneard -
Close

e Reminder: 15 minutes
Attendess Zones

nnnnnn Moter Attendees Options

Endtime  [Tue 1062015 =

@ elite.

It's about people
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6. Inside the Subject field, type “Doctor’s Appointment:”

Untitled - Appaintment

JEEETOWOIE  nscrt  FormatText  Review Q@ Tell me what youwant to do.

@ x [ Calendar El l‘.@ Q% @ ‘.ﬁ! B show As M Busy - O @ ==| Private

1 High Importance

Save & Delete () Fonyar - APROINIment Scheduling  Skype Meeting Invite Reminen 15minutes - Recurience Time  Categorze | © Office

Close Assistant | Meeting Notes  Attendees Zones - ow Importance  Agd.ins
Actions Show Skype Mesting Meeting Notes  Attendees Options & Tags Addins

Subject ‘Dun:nv s ApPOINtment

octon |

Starttime | Tue 10/6/2015 | [s00am -] [ oy event

Endtine | Tue 10/62015 FE| [e30am -]

7. Inthe Location field, type “ABC Plaza:”

Doctor's Appointment - Appointment

JEIEONNS  Inscrt  Format Text Review  Q Tell mewhat you want to do.

@ x [, Calendar El &l@ @%l m t.é.! 22 Show As: Ml Busy - O @ ==| Private a

! High Importance

Save & Delete (3 fonyarg - | APPOINtMENt Scheduling  Skype Meeting Invite Reminder 15 minutes - Recurence Time | Gategorze | © Office
Close Assistant  Meeting Notes  Attendees Zones - owlmportance  Add.ins

Adtions Show Skype Meeting Meeting Notes  Attendees Optiens ) Tags Add-ins
subject [ Doctor's Appaintment

Location  [ABC Plazal e

starttime [ Tue 10/62015 [ [s00am -] [0 aweay event

enatime [ Tue 10/62015 [ [0 -]

8. From the “Start time” drop-down menu, choose Friday of the
current week:

Appaintment Insert Format Text Review Q Tell me wha
] x =0 c [
Fq Calendar E = ~ i o
= : = = A e
Save & Delete £ Forward ~ Appointment Scheduling Skype Meeting Invite
Close Assistant Meeting Naotes Attendees
Actions Show Skype Meeting  Meeting Motes | Attendees

Subject |Doctor's Appointment

Location |ABC Plaza

Start time |Tue1wwz{:15 |E| |9:DG&M -| [] Al day event
End time E< October 2015 »

SU MO TU WE TH FR SA
27 28 29 30 1 2 3
a s @ 7 s 10
1 12 13 14 15 1&1?
1B 19 20 21 22 23 24
25 26 27 28 29 30 31
12 3 4 5 6§ 7

@ elite.

It's about people
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9. Next, choose 1:00 PM as a start time:

o Dact
Appointment Insert Farmat Text Review @ Tell me what you want to do.
'3_] x =D c °
[ Calendar E = by i o
= 3 = | I -]
Save & Delete £ Forward ~ Appointment Scheduling Skype Meeting Invite
Close Assistant Meeting Notes Attendees
Actions Show Skype Meeting  Meeting Motes | Attendees
Subject |Doctor's Appaintment
Location |ABC Plaza
Starttime | Fri 10/9/2015 2| [s00amM - All day event
End time |Fri10f9.'2015 E|| 11:30 AM ~
12:00 PM
12:30 PM
1:00 PM
1:30 PM |'\\5}
2:00 PM
2:30 PM W

10. Examine the “End time” drop-down menus. You will see that the
date now matches the one shown in the “Start time” field.
Additionally, the end time has automatically been set to a half hour
after the start time. For this example, choose 3:00 PM as an end
time:

- Doct
Appointment Insert Farmat Text Review Q Tell me what you want to do.
5 X E & ;&
coener | B :
E‘ [ Calendar = Sz N v
Save & Delete Q,Forward . Appointment Scheduling Skype Meeting Invite
Close Assistant Meeting Motes Attendees
Actions Show Skype Meeting | Meeting Notes | Attendees
Subject |D0ctor's Appointment

Location |ABC Plaza

Start time |Fri 10/9/2015 E|| |1:ou PM - &Il day event

o

Endtime | Fri 10/9/2015 | [1:30pm

T:00PM (0 minutes)  »
1:30PM (30 minutes)
200 PM (1 hour)
2:30PM (1.5 hours)
3:00 PM (2 hours)
3:30PM (2.5 howrs) D\?
4:00 PM (3 hours) Y]

@ elite.

It's about people
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11. Asyou are going to be out of the office during this period, you need
to change the Show As option to reflect that. Click Appointment -
Show As = Out of Office:

Doctor's Appointment - Appointment

Appaintment Insert Format Text Review Q Tell me what you want to do...
7 X R & B O
Calend = : Zshowas W B B

H [ Calendar = Sl N2 ‘ﬁ“_ 2 Show M Busy L
Save & Delete 2 Forward ~ Appaintment Scheduling Skype Meeting Invite Remninder [ Free
Close Assistant Meeting Notes Attendees Working Elsewhere

Actions Show Skype Meeting Meeting Motes  Attendees
Tentative

Subject Doctor's Appaointment W Busy
Location  |ABC Plaza 'm

Out of Office I}

12. Now make this appointment private by clicking Appointment -
Private:

Doctor's Appointment - Appointment

JEIEONS  Inscrt  Format Text Review  Q Tell mewhat you want to do.

@ x 7, Calendar El @.G) @&l @ :ﬁ.‘.ﬁ Zshowas M Outof 0. - O @ ==| R "

' Higt¥Importance

Save & Delete (3 fonyar - | APPOINtmENt Scheduling  Skype Meeting Invite Reminder: 15 minutes - |Recumence Time  Categorize Office
Close Assistant | Meeting Notes  Attendees Zones - b Low Importance  Agq-ins
Actions. Show Skype Meeting Meeting Notes  Attendees Options ] Tags Add-ins

13. Click Appointment - Save & Close:

= Doct
Appointment Insert Format Text Q@ Tell me what you want te do.
Led| E-@ @ ) .
EJ x [d Calendar E = e ﬁ ‘.‘-'I-“—
Save & Delete €}, Forward ~ Appaointment Scheduling Skype Meeting Invite
Close Assistant Meeting Notes Attendees

h Actions Show Skype Meeting | Meeting Notes | Attendees
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14. Returning to your calendar, you will see the new appointment. Note
the lock in its lower right-hand corner that designates it as private:

4+ October 5 - 9,2015

Temorom Thursdey .
Boston, Masachusetts - T, i dar - 5

monoaY WEDNESDAY THURSDAY DAY

s 7 8

° | |
[y ——
My Calendars A8 P
Calendar

Othes Calendars

e, Canneded te Mo Exchangs [0 W -

15. Close Microsoft Outlook 2016.
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TOPIC C: Manage
Meetings

Meetings are calendar events that involve other people and (optionally)
organizational resources. By using Outlook’s calendar to schedule
meetings, you are better able to communicate with and manage
attendees. Over the course of this topic, you will learn how to manage
meetings in Outlook 2016.

Topic Objectives
In this topic, you will learn:
= About the meeting scheduling process
»= About the Meeting form
* How to use the Room Finder and the Scheduling Assistant
= How to share meeting notes using OneNote
= About meeting response options
= How to respond to a meeting request
= How to update a meeting request
= How to cancel a meeting request
= How to propose a new time for a meeting

THE MEETING SCHEDULING PROCESS

To schedule a new meeting in your calendar, you must first create and
send a meeting request. To do this, click Home - New Meeting while in
the Calendar workspace:

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

T e @ BE BEHBEE

New  New MNew Skype  Today Mext7 Day  Work Week Month Schedule
Appointment Meet'&; [tems - Meeting Days Week View

New Skype Meeting Go To F] Arrange P
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This action will display the Meeting form:

Untitled - Meeting

Private ’
L

1 High Importance
onime Office
4 Lowlmportance  Add-ins

ShowAs: Ml Busy

ile Inses
x A Calendar T

Delete O Forward -

Reminder: 15minutes - Recurrence

Adtions Skype Meeting Meeting Notes options B Tags Adans | A
@ You haven't sent this meeting invitation yet. Room Finder T X
To, |
. 4 October201s b
=1

Subject Su Mo Tu We Th Fr Sa
send 23
Location -] | Rooms. 4 s [o Jmsl s 10
1112 13 14 15 16 17
Starttime Tue 107672015 ) [1000am <] [ Anaay event " A
Enotime  [Tue 10752015 | [1030am 25 26 27 28 29 30 31

[]Good [ Poor

Using the controls in this form, you can then construct the meeting and
send a meeting request. The meeting will automatically be added to your
calendar (as the organizer). Recipients will then respond to the request
and let you know if they are available to attend. If a recipient chooses to
accept the invitation, the meeting will appear on their own calendar.
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THE MEETING FORM

Upon clicking the New Meeting command on the Home tab or choosing
to respond to a message with a meeting request (Message - Meeting),
the Meeting form will be displayed in a separate window:

Untitled - Meeting

Insett  FormatTet  Review  Q Tell me what you want to do...

e
-0 ® —
= 0 o = & @
x [ Calendar El = & NZ) = | %% & 22 Show As: M Busy
Delete ) Foryarg - | Appointment Scheduling  Skype Meeting  Cancel Address Check Response  perinder |15 minutes  «|Recurrence Ti
Assistant | Meeting Motes  Invitation Book Names Options
snow Skype Meeting Meeting Notes Attendees options = Tags Addns A

Pl private Py
.
&5 b 0 e |
com | Categorize office
der -

¥ LowImportance | Age-ins

@ Vou haven 't sent this meeting invitation yet. Room Finder X

T” | < Ocoberzots b

Subject Su Mo Tu We Th Fr Sa

Send 123
Location - Rooms... 4 s E1 B o 10

. 112 13 1415 16 17

Tue 10762015 | [1000am -] O il day event 18 19 20 21 2 23 24

) [1030am . 2526 27 26 29 30 31

Star

Endtime  [Tue 10762015

The Meeting form includes a variety of different fields:

= The To field allows you to enter the e-mail addresses of the
meeting’s attendees.

= |n the Subject field, you can enter a quick description of the
meeting that will appear on the calendar.

»= |nthe Location field, you can enter where the meeting will take
place. (If configured, you may have the option to choose from a
selection of available rooms in your organization.)

= The “Start time” and “End time” menus allow you to choose
when the meeting will start and end.

= Additionally, the “All day event” checkbox is provided if the event
you are adding spans an entire day.

* |nside the Meeting form body, you can add more details or notes
about the meeting.

Meeting Reminders

Just like appointments, you are able to set reminders for any meetings
that you create or agree to attend. While the organizer of the meeting
sets the default reminder time, each attendee can modify this option to
suit their own preference.
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To modify the reminder settings, open the meeting and click Meeting -
Reminder - [Reminder Setting]:

T Untitled - Meeting

Meeting Insert Format Text Review Q Tell me what you want to do...

x [ Calendar D D;EIPJ @E @:‘ S‘( Eﬂ ‘3&@ Q B2 show As: W Busy -

Delete £, Forward - Appointment Scheduling Skype Meeting C.anc.el Address Check Response R F
Assistant Meeting Notes Invitation Book Mames Options - *
None

Actions Show Skype Meeting | Meeting Motes Attendees X
0 minutes
3 minutes
10 minutes
15 minutes
30 minutes
1 hour
2 hours
3 hours
4 hours
5 hours
6 hours
7 hours
8 hours
9 hours
10 hours
11 hours
0.5 days
18 hours
1 day
2 days
3 days
4 days
1 week

2 weeks

Sound...

Resource Booking Attendant

The Resource Booking Attendant is used to facilitate any shared
resources that your organization may have, including rooms that are used
for meetings. It works by automating responses to booking or
cancellation requests. Using this system, you are able to set policies that
can controls how resources are shared and prevent double bookings. This
feature can be enabled by your Microsoft Exchange Server administrator.
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THE ROOM FINDER PANE

The Room Finder pane is used to help you find and select an available
room for a meeting that you are organizing:

Room Finder ~*

4 MNovember 2015 p
50 Mo Tu We Th Fr 5a

1(2]3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 15 20 21
22 23 24 25 26 27 28
29 30

|:| Good |:| Fair . Foor

Choose an available room:

Mone
Boardroom A

Suggested times:

8:00 AM - 10:00 AM
1 available room

8:30 AM - 10:30 AM
1 available room

9:00 AM - 11:00 AM
1 available room

9:30 AM - 11:30 AM
1 available room

10000 AM - 12200 PM
1 available room

10:30 AM - 12:30 PM
1 available room

11:00 AM - 1:00 PM
1 available room
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(If this pane is not already displayed, it can be opened by clicking Meeting
- Room Finder. As well, you can add meetings to the Room Finder pane
if necessary by clicking the Rooms button next to the Location field.)

The Room Finder pane will show a calendar with the date of the meeting
that you are organizing selected. Below the calendar, you will see any
available rooms. The “Suggested times” section includes a list of times for
your meeting where all invitees are available. Additionally, it will show
you any conflicts that exist between attendees and the selected resource
for the currently selected start and end times.

THE SCHEDULING ASSISTANT

To help coordinate the meeting, the Scheduling Assistant has been
provided. To use this feature, first populate the Meeting form with all of
the attendees and resources that you require, and set the date when you
would like the meeting to take place. Next, click Meeting - Scheduling
Assistant:

-

Meeting Insert Farmat Text Review 2 Tell me what you want to do...
=9 = F 23l e ﬁ
= by ‘ L v
x [/ Calendar D = = 7 b | | Yo &
Delete £ Forward ~ Appointment Sche.duling Slcype Meeting C.anc_el Address Check Response
Assistant Meeting Mates Invitation Book MNames Options ~

Actions Show |}Slqrpe Meeting ' Meeting Motes Attendees
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When activated, the Scheduling Assistant will display any conflicts
between the availability of your attendees and any resources that you
might require. This provides an easy and simple way to coordinate a
meeting so that everyone can attend:

Untitled - Meeting

Meeting Insert Format Text Q Tell me what you want to do...

x [ Calendar El &1.@ (% ﬁ 5‘( Eﬂ é"'@ (’3 Zshowhs M Busy - O @ o8 ==| private ’

- 1 High Importance

Delete 3 Foryard ~ | APpointment Scheduling  Skype Mesting Cancel Address Check Response  © porinder 15 minutes - Recurrence Time Room  Categorize Office

2 stant | Meeting Notes. Invitation Book Names Options - Zones Finder - Low Importance | Add-in
Adtions Show Skype Meeting Meeting Notes Attendees Options & Tags Addins | A
“Elsend 100% - Tuesday, October 6, 2015 Room Finder - X

11:00  1200PM 1:00 200 3:00 400 BO0AM  9:00 10:00 100 1200PM 1:00 200 3:00 40(
B, |All Attendees

4 October 2015 »
& John Smith

Su Mo Tu We Th Fr Sa
1203

4 5 [o sl o 10
112 13 14 15 16 17
1819 20 21 22 23 24
25 26 27 28 29 30 31

[Joood [Jrair  [Wlroor

Choose an available room:

Hane.

Suggested times:

Suggestions are not provided
because most attendees are
not available during your
werking hours

< v
padatiendees... || 0903 " | qime  [rueromans [ [1000AmM -
Add Rooms... Endtime | Tue 10/6/2015 EE 1o0am -

MBusy [ Tentative W Out of Office EZ Working Elsewhere [N No Information [ Outside of working hours

To set a time for the meeting, click and drag an area on the grid:

Tuesday, October 6, 2015
11:00 12:00PM  1:00 2:00 3.00 4:00 8:00 AM %00 10:00 11:00 12:00PM  1:00 2:00 3:00 400

m
|

g
|
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You can also click the Requirement column to choose whether this
attendee will be required, optional, or just a resource (such as a room):

Format Text

x fa Calendar b E
Delete I‘E‘,Fomard - Appointment Sche.duling
Ascistant
Actions Show
"=l send 100 -
11:00 12:00F
B, | All Attendees ]
& John Smith
] @] le Ghson
& Required Attendee -k here to add a name
£ Optional Attendee I}
3 Resource (Room or Equipment]

Toggle Between Meeting Form Views Using the Show Commands
To toggle back to the Meeting form from the Scheduling Assistant, click
Meeting - Appointment:

=

Meeting Insert Format Text Review @ Tell me what you want to do...
L]
=(t) 'E [l 1 = |..'. al - @
x [3 Calendar E = E ﬁ x ] v‘.@ &
Delete Q_’ Forward - “Appointment Scheduling Skype Meeting Cancel Address Check Response
% Assistant Meeting MNaotes Invitation Book MNames Options ~
Actions Show Skype Meeting  Meeting Motes Attendees

To return to the Scheduling Assistant, click Meeting - Scheduling.
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SHARING MEETING NOTES USING ONENOTE

As people commonly take notes during meetings, Outlook offers an easy
way to start taking notes with Microsoft OneNote and collaborate with
other attendees. To do this, click Meeting - Meeting Notes:

+ € =
Insert Format Text Rewview ':' Tell me what
C
=D @
x fa Calendar = |-;| -.E @
Delete E‘; Forward - SPpointment 5che.dulir1g Sk}rpe Meeting
Assistant Meeting Motes
Actions Show Skype Meeting  Meeting Monds

This will display the Meeting Notes pop-up. Click “Share notes with the
meeting:”

Meeting MNotes >

Share notes with the meeting

1
D:‘ Take notes on your own

CLOSE
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From there you can choose the OneNote notebook page that you would
like to share with the attendees. Click OK once you have chosen a
location:

Choose Motes to Share with Meeting *

Pick a page for notes, or pick a section and a new page will be created:

| yo!

All Shared Motebooks
= Meeting MNotes

= Mew Section 1
[ Untitled page

Only people who have access to the notebook will be able to use the notes,
Check who has access to the selected notebook

MHew Motebook... Cancel

(Remember that the notebook with the page must be in a sharable
location, such as your OneDrive account or on SharePoint.)

Now when you send out the meeting invite, the attendees will have a link
to your meeting notes.
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MEETING RESPONSE OPTIONS

When a meeting attendee receives a meeting request, they will be given
the option to respond via buttons above the message in the Reading
pane, or in the Meeting tab in the Meeting window:

=] L s Staff Mesting - Mesting

File Q Tell me what you want to do...
C) ) P 8 YiMove- | (- [l Y 0 Find
x ? x » 'v(_ @ FQ Phone Screen 3 To Manager £ - |> a% Q

EI Team Email v Done 59 Rules ~ [E) Related ~

Mark Categorize Follow Translate com

Delete | Accept Tentative Decline Py New Respond [ Meeti Calendar | ~
HE | o e (s 2 sl o Mg leeting slendt | ) ¢ty &Detete F Creste New - e Catey o i i

Time ~ Notes
Delete Respond Meeting Notes Calendar Quick Steps 5l Move Tags [} Editing Zoom -~

Jane Gibson John Smith 10/8/2015

Staff Meeting
urrent time zone. It was initally created in the following time zone: (UTC-03:00) Eastern Time (US & Canada).

111:30 AM Location Boardroom 1014 ~

The options are as follows.

= Accept: Clicking Accept will add the meeting to your calendar and
confirm your attendance. The Accept drop-down button includes
options to accept and send a response to the meeting organizer,
accept and not send a response, or accept and edit the response.

= Tentative: The Tentative option is used when you are not sure
that you will be able to attend. Like the other options, you can
choose to accept and send a response to the meeting organizer,
accept and not send a response, or accept and edit the response.

* Decline: If you are unable to attend a meeting, you can choose
the Decline option. You have the option to decline and send a
response to the meeting organizer, decline and not send a
response, or decline and edit the response.

* Propose New Time: If you have a scheduling conflict with a
meeting request, you can propose a new time that works better
for you (if the meeting organizer has enabled this option). Outlook
will add the meeting to your calendar using your suggested time.
The meeting organizer can then choose to accept or reject your
proposal.
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Other Response Options
Aside from the basic meeting response options, you also have access to
some other options using the Respond drop-down command:

+ L z

¢ Tell me what you want to do...

X\/? X (0 Q(_ ﬁ E

Delete  Accept Tentative Decline Propose Mew Respond Meeting Calend

- - - Time~ - [} Motes
Delete Respond F_%_ Reply
2 Reply Al
F_:E, Forward

[D_’| Forward as Attachment

Choosing one of the options under this command will interact with the
message as if it were a regular e-mail. It will not respond to the meeting
on your behalf.

UPDATING A MEETING REQUEST

To update a meeting request, first open the meeting by double-clicking
its entry in the calendar. From there, you can make any changes that you
wish. For example, in this case the time was moved to one hour later
than it was when the request was originally sent out:
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Staff Meeting - Mecting

v
ile nd For vanf .
R = il WE=Y @EI ﬁ D(_ (22 :’p‘@ (’3 Dshowhs W Busy
(=Y

Private ’
! High Importance e
Cancel (. Appointment Scheduling Tracking  Skype Meeting Contact Address Check Response & peooge None ize Offic
Meeting Assistant - Meeting Notes Attendees~ Book Names Options - ¥ LowImportance  Agd-ins
Actions Show Skype Meeti... Meeting No. Attendees Options Tags Add-ins | A
N h b -
O riorsponses Room Finder &3
=7 T 4 Octoberz01s b
Subject Su Mo Tu We Th Fr Sa
Send A
Updats
PAES | Loeati Rooms.. 4 s [o el o 1o
1112 13 14 15 16 17
Starttime [ Tue 10672013 ) [o00am 7] 0 i cay evert T i

Endtime  [Tue 10/6/2015 | [10:00am 25 26 27 25 29 30 H

[]Good []Fair [l Poer

Choose an available room:
Nane

Suggested times.

Whenever a change in the meeting has been made, the Send Update
button will be shown instead of the Send button. Clicking the Send
Update button will send a message to all the meeting participants to
inform them of the change and apply that change to their individual
calendars.

CANCELLING A MEETING

To cancel a meeting that you are the organizer of, first open the meeting.
Then, click Meeting - Cancel Meeting:

+ A

|nsert Format Text

=T 27 Ca
O u| | = X ~
[}.{ = = 37 =
Cancel E'} - Appointment Scheduling Tracking Skype
Meeting Assistant i Meeting

ions Show Skype Meeti...

This action will allow you to send a cancellation message to the attendees
of the meeting and remove it from your calendar:
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T ¥ s Staff Meeting - Meeting

Meeting Insert  FormatTest  Review O Tell me what you want to

= Calendar i = 15‘E|‘ 0B Rswowss [Ore B, i Private
- - - ! High Importance
4 Forward ~  Appointment Scheduling Tracking | Skype Meeting — .| Time Room  Categorize Office
Assistant  ~ Meeting Notes Zones Finder - ¥ LowImportance  Agd.ins
Actions Show Skype Meeting Meeting Notes Options Tags Add-ins

) The cancellation has not been sent for this meeting. Click Send Cancellation to update meeting attendees.

. To... Jane Gibsan
= | L=l

Staff Meetin

sena supject | ]

Cancellation Location ‘Baardruomwm
Starttime  [Tue 10/6/2015 |:|n—| (1100 M -] gy event
Endtime [Tue 10/6/2015 |:|n—| (1130 AM -
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When the attendees receive this message, the “Remove from Calendar”
button at the top of the message will allow them to remove the meeting
from their respective calendars:

5% Remove from Calendar

Jatie Gibson John Smith 107872015
Canceled: Staff Meeting v

When Friday, October 8, 2015 10:30 AM-11:30 AM Location Boardroom 1014 ~
S

‘Canceled: Staff Meeting
Boardroom 1014
11 Jane Gibson

Alternatively, you can cancel a meeting by right-clicking on the meeting
directly within the calendar and clicking Cancel Meeting:

| Staff Meeting; Boardroom 1014; John S

Cuick Print

Mew E-mail to Attendees

Reply

0 0 3B

=,

o

Reply All
Forward
Private

Show As »

Categorize r

JB
vl

Meeting Motes

%

Cancel Meeting

N

This action will display the Meeting form for the current meeting and
allow you to send a cancellation notice.
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PROPOSING A NEW TIME FOR A MEETING

If the organizer has enabled this option, you will see the Propose New
Time drop-down command at the top of the meeting request in the
Reading pane or on the Meeting tab:

Ly b 5

Q Tell me what you want to do...

XV ? Xlsn e B B

Delete  Accept Tentative Decline Propose Mew Respond Meeting Calendar
2 Motes

- - -

Time -
Delete Respe Ienta&fe and Propose Mew Time lendar

Decline and Propose Mew Time

Clicking this drop-down command will give you the option to tentatively
accept the meeting time and propose a new time, or decline the meeting
request and provide a new proposed time. Clicking either option will
display the Propose New Time dialog box:

B Propose Mew Time: Staff Meeting ot
Foom | 100% w Friday, October 9, 2015
00 2:00 AM 9:00 10:00 11:00 12:00 PM - 1:00
B3| | All Attendees | N
€2 Jane Gibson [ ]
& John Smith H stafr
£ >
A TS Options w
Meeting start time | Fri 10/9/2015 [E [1z00PM -
<< AutoPick Mext = > Meeting end time | Fri 10/9/2015 E| 12:30 PM -
B Busy |7 Tentative || Out of Office [I Working Elsewhere [ Current Meeting [~ Mo Information
Current Meeting Time ProposeTime Cancel

Here, you will be able to see the schedules of all the invitees and choose
a new time that you think would work better. Then, click Propose Time to
send the request.
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Once the organizer receives and views this message, they can then
choose to accept the proposal or delete the message to reject it:

Meeting Response

x \/ Eg}% &@_ E_j) Meeting

] E-EMDrE'
Delete = Accept ViewAll Reply Reply Forward
Proposal Proposals All
Delete Respond

@ elite.
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ACTIVITY 5-3
Creating and Managing Meetings

You have been asked to organize a meeting to go over the details of an
upcoming project. This meeting needs to be held sometime next
Monday. Students should pair up with another classmate for this activity
and have access to a Microsoft Exchange Server or Office 365 e-mail
account.

1. To begin, open Outlook 2016:

Joe is going to be retiring saon, 50 | thought we could thew a small celebration, Please let me know your availability for next week.
Thanks,

John

[T -/

2. Display the Calendar workspace by clicking the Calendar button in
the Navigation pane:

HT};-: [#] e

ltems: 11 Unread: 4
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3.

4,

5.

Apply the Month calendar grid arrangement by clicking Home -
Month:

Send [ Receive Falder View @ Tell me what you want to do...

m By @ BEEEBE E

MNew  Mew Mew Skype  Today Next7 Day Work Week Maonth Schedule
Appointment Meeting ltems - Meeting Days Week m View

Mew Skype Meeting Go To ra Arrange L

(If this view is already applied, skip to the next step.)

You will now see the calendar for the current month. Click to select
the next Monday in the calendar:

o [ Addvess Book.
Hew MewSiype  Todsy Nea?  Day o
Appomme Vieing Daps
peberting G fing ~
‘ Thursday
o . 4 v October 2015 Beston, Massachusetts = Smg [ Searen Camman in6) )
EFEX RIEE snDaY MONDAY WEDNESDAY THURSDAY FRDAY saTuRDAY
5 3“ v 0o Sep 27 28 29 30 Oct1 2 3
1215 4 8 % T
R
m %7 m
5 a ? 10
| - | n | Ic |
18 T 20 2 2 EE] H
E s 2 ) 3 0 £l
=R o B
om0 il oo ar up o e, Cannecied 1= Wit Exchange [0 0

Click Home - New Meeting:

Send / Receve Folder View

7 IGs ?’j [% e o

Mew Mew  MNew Mew Skype = Today Mext7
Appointment Meeting ltems ~ Meeting Days
Mew Skype Meeting o To T
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6. The Meeting form will now be displayed:

P = 1

( 2] =5 [ ke . " Private.
& 3 R (% ) Beesmm O L —
Delete  fopuaed - ABPOMImENt Scheduing  Skype Meeting  Cancel Addvess Check Response & perindr 15 mimites - Recurence Trme Room Categarze Office
t Meeti Motes  Invitation Book Mames Options = Zones Finder - Low Importance  Add-ins
actions show g Mesting Mates Atendees Options 5 s Adeing -
16 You haven't sent this maeting imviation yet. Room Finder =X
i ]
pject Su Mo T We Th Fr S
send 123
Location =] [ room.. E
= 213 14 15 15 1
Starttime | Mam 107272015 =] [scomm <] i o event o
Endtime |Man 10722018 =] [sz0mm - %223 00

Good [Far [ Poer
Choose an arailable room
Hene

Suggested time;

00 AM - £30 AM 5
Mo conucts

530 AM - 300 AM
Mo confict

500 AM - 5:30 AM

230 AM - 10:00 A

10:00 AM - 1230 AM
o eonfucts

7. Inside the To field, type the e-mail address of your partner, whom
you are inviting to the meeting:

e SR e Forwlet  Reies O Teime o 4o
— e I AE Private
X R Caencr T & 02 5 EE& L B mw - O &
g 1 High Importance
Delete ) ropuard - | ABPOIN Scheculing  Siype Metting  Concel Address Check RESPOTSE 8 Berminden |15 minutes | Recurence Tine [Room| Categosize offce
facsiant | Mesing | Nam  inciaton Book Marmes Optoms- Zones fder| - LowImPORIE i
adioms show Siope Meeting Meetng ates atengees optioms . Bgs s i -

10 You haven't sent this meeting imvtation yet. Room Finder = *
Too | | oo | 4— ]

4 Odooerzns b
Su Mo Tu We Th Fr S
123

=1 | rooms. =
- n

Man 1071272015 = [ecoam -] O i day event H

Endtme  |Mon 10722015 =) [a0am )

8. Inthe subject field, type “Project ABC Meeting.” In the Location
field, type “Room 2110:”

= 5 = pavad
N E & B REH O z2-ecmw 1O GER B (50
Dulete © Fopuped < APPOMMMENE Scheduing  Skype  Mosting  Cancel Addhess Check ReSPORSe & ferninder |15 minutes < Fecurence Tme |Roam Categarze o Office
~ e i " e el e el Zone: [ T b Lowlmpomance  pgins

00 ¥ou vt st s meting imation yet. Room Finder ¥
= . e Giwmon; 4 Ocober 2015 b

Subiet | PO ABC Meting s SuMe T We Th Fr S
sena 23
o [Foam 2110 — - | emom s [ENNESE s 10
— a2 s 15 16 1T
Mon 107122015 1| [mooam <] 0 a0 e event 1810 20 21 2 2 3
Wom 10722015 EE - - Erra

Geoa [er  [voer

Choose an available room
Hens

elite.
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9. Ensure that the date is the one that you selected previous to
opening the Meeting form. Then, set the “Start time” drop-down
menu to 10:00 AM and the “End time” drop-down menu to 11:00

S Project ABC
Meeting Insert Format Text Review Q2 Tell me what you want to do...
[
=D 19 \ ) o |& al o
x [5, Calendar E = ‘E b x | Yo

Delete & poyard - Appaintment Scheduling Skype Meeting Cancel Address Check Response
? Assistant Meeting Motes Invitation Book MNames Options =

Actions Show Skype Meeting  Meeting Notes Attendees

6 You haven't sent this meeting invitation yet.

To... |M

:Ijl Subject | Project ABC Meeting

Send
Location |Room2110
Start time |Mon 10/12/2015 E|| |10:OOAM v| [] ANl day event
Endtime | Mon 10/12/2015 [E| [1030am E

10:00 AM (0 minutes) »
1030 AM (30 minutes)
11:00 AM (1 hour)

1130 AM (1.5 hour%
12:00 PM (2 hours)
1230 PM (2.5 hours)
1:00 PM (3 hours) W

10. With the meeting now configured, click the Send button:

- Project ABC
Insert Format Text Review 2 Tell me what you want to do...
= 21 et
[, Calendar E ‘.GD b @1 o S8 e ﬁ
X = B & B R E %
Delete ©, Forward ~ Appointment Scheduling Skype Meeting Cancel Address Check Response
Assistant Meeting Motes Invitation Book MNames Options ~
Actions Show Skype Meeting Meeting Notes Attendees

6 You haven't sent this meeting invitation yet.

=1

Subject |Projed:ABC Meeting

Send

I} Location |Room;‘_110
Start time |Mon 10/12/2015 E|| |1ctnnAM - | [] Al day event
Endtime  |Mon 1012/2015 | [1030am -

@ elite.
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11. Back at your calendar, you will see the new meeting that you are
organizing appears as an entry on the currently selected date:

4 ¥ October 2015 Beston, Massachusetts ;" ”f:i‘] . 7 - )

zaan oz smpay MonDaY WEDNESDAY THURSDAY FRDAY SaTuRDAY
DL T, Sep 27 2 30 Oct1 2 3
IR
w2 B M
smzmmwyn
s
a 1
n 12 i 1

10008 Project 46
My Calendars Weeting Room 2116 lahn
S

Calondas

Othes Calendars

tems: 1 All ol are up tn date._ Connecied to: Micrasafi Exchange | []1 0

12. Return to the Mail workspace by clicking the Mail button in the
Navigation pane:

Items: 1

13. The meeting request that your partner sent should now be
displayed within your inbox. Double-click it to open it:

All Unread By Date =  Mewest ¢
4 Thursday
Jane Gibson [z x
Project ABC Meeting Thu 10/8/2015 11:04 PM
I
John Smith S B
Documents Thu 10/8/2015 2:13 PM
Hey John, Here are the

John Smith U=]
Joe's Retirement Thu 10/8/2015 12:07 PM
Hey all, Joeis going to be
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14. Review this information. You will see that it conflicts with the
meeting request that you already sent out. Click Meeting - Decline
- Send the Response Now:

+ A =

(' Tell me what you want to do...

X\/?X‘_)@Q(_ﬁ

Delete  Accept Tentative Decline Propose New Respond Meeting
& & 5 Time - > Motes

Delete Edit the Response before Sending
Send the Response Mow I}}
Do Mot 5end a Response

15. Your partner will receive a message that you declined the meeting
request. Additionally, you will receive a message that your partner
also declined your own meeting request:

Thu 10/8/2015 11:07 PM

Jane Gibson

Declined: Project ABC Meeting

When Monday, October 12, 2015 10:00 AM-10:30 AM [(UTC-08:00) Pacific Time (US & Canada).
Location Room 2110

ﬂ]ane Gibson has declined this meeting.

16. Close Microsoft Outlook 2016.
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TOPIC D: Print Your
Calendar

As the calendar in Outlook 2016 becomes a more important component
in your day-to-day workflow, you may find the need to print a hard copy
of it for reference. Over the course of this topic, you will learn about the
various styles that you can use to print your calendar.

Topic Objectives

In this topic, you will learn:
= About calendar print styles

CALENDAR PRINT STYLES

While the process of printing your calendar is relatively straightforward,
you do have several different print styles to choose from. These print
styles control the amount of detail that is included for each event, as well
as how your calendar will appear on the printed page.

To print your calendar, display the Calendar workspace and then click File
- Print:

©

Infa

Open & Export

Sawve Calendar

Print

r
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Within the Print category of Backstage view, the Settings section will
include all of the various style options that you can choose from:

October 2015

Note 201383 DAY MONDAY TUEDA WEDHESDAY
Sep 27 E-] EY 30 =3

B oon . s 6 , . s o

S T /R L A

Below is a breakdown of what each print style will look like:

Daily Style: Selected by default, the Daily Style will print all of the
events for the current day. It divides the day into hourly time slots
that are further divided into 30 minute rows. It also includes both
the Daily Task List and an area for notes.

Weekly Agenda Style: This style will display all of the events for
the current week with each day of the week having its own area.
Any events that are listed include its subject, start and end times,
and location.

Weekly Calendar Style: The Weekly Calendar Style will also
display all of the events for the current week, but it will do so
using a column for each day with each column divided into hourly
time slots. Events that are listed include the subject, start and end
times, and location.

Monthly Style: The Monthly Style prints the current month out
like a regular wall calendar. The days of the month are divided
into a grid. Any events include the subject, start and end times,
and location.

Tri-fold Style: The Tri-fold Style is a three-paneled view that
includes an agenda for the current day, a daily task list, as well as
a grid for all of the days of the current week.
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= Calendar Details Style: This style is similar to the Daily Style but
will only print the events and their details that occur on the
selected day. All of the information about the event is included.

= Memo Style: This style is only available if an event is selected
within your calendar before you perform the Print command. This
option will print all of the details of the selected event.



[306] Microsoft Office Outlook 2016 — Part 1

ACTIVITY 5-4
Printing Your Calendar

For quick reference, you would like to print your calendar for the current
work week and post it in your office. A printer is required for this activity.

1. To begin, open Outlook 2016:

4Favorites
Inbox 4

Hoy all,
Joe s going to be retiring s00n, 5o | thought we could throw 3 small celebration. lease let me know your availability for net week.
Thanks,

John

[T -/

2. Display the Calendar workspace by clicking the Calendar button in
the Navigation pane:

H aﬁ H [N

Items: 11 %nread: 4
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3. Click File > Print:

©

Info

Open & Export

Save Calendar

Print

3

@ elite.
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4,

©

Info

Open & Export

Sawve Calendar

Print

Office Account

Options

Feedback

Exit

Click the Printer drop-down menu and choose the printer that you
would like to print your calendar to:

Specify how you want the
éﬂ item to be printed and

then click Print.
Print

Printer

Send To OneMote 2013#:3

50 ey

Brother Laser®:6
Fax

Ready

Fax#:2
Ready

Microsoft Print to PDF
Ready

W % @ W

@ elite.
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5. Next, you need to choose the calendar print style you would like to
use. For this example, click Weekly Agenda Style:

©
Print

Open & Export

Specify how you want the

q;# item to be printed and
then click Print.

Print

Save Calendar Priﬂter

= Brother Laser:o
Frint gt Ready 7

E.E',, Print Options

Office Account i
Settings
Options = —
E Daily Style
Feedback —
% Weekly Agenda Style

Exit b

Weekly Calendar Style

Manthly Style

—r]
1
|

Tri-fold Style

Calendar Details Style
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6. Examine the print preview portion of the screen. You will see how
your calendar will appear on the printed page:

Calends it facmesidgets onmicrosof.com - Outioak - o0 x
Print
Speciy how you war the
ftemto be prted and
then lick Prnt
Print September 28, 2015 -
October 4, 2015
Printer
rvtar. Septemer 18 Torsaay Sestember 29
B oo
B v ——— =
B oo coimne
] vrora e
B comna o
Fday. Getcber 7 Sy, Ootober 3
iy, Dot
s v BEE

@ elite.
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7. Click Print:

©

Info

Open & Export

Save Calendar

Print

Office Account

Options

Feedback

Exit

Printer

Print

Specify how you want the
item to be printed and
then click Print.

=

Brother Laser®:6
Ready

E.hg. Print Options

Settings
g Daily Style
% Weekly Agenda Style

-

Weekly Calendar Style

8. A copy of your calendar in the Weekly Agenda Style will now have
been printed to the printer that you specified. Close Microsoft

Outlook 2016.

@ elite.
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Summary

During this lesson, you learned about the many ways that you can
manage your calendar and add both appointments and meetings. You
should now feel comfortable working with the different types of calendar
grid arrangements that are available, as well as adding and managing
both appointments and meetings. You should also feel comfortable
printing your calendar using a variety of different calendar print styles.

REVIEW QUESTIONS

1. What are the five calendar views?
2. What is the default reminder for an appointment or meeting?
3. What is the keyboard shortcut to search your calendar?

4. What options are available when you propose a new time for a
meeting request?

5. What print style would you choose if you wanted to show your
tasks, daily timetable, and weekly schedule all on the same
page?
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LESSON 6:
MANAGING YOUR
CONTACTS

Lesson Objectives

In this lesson you will learn how to:
= (Create and update contacts

= View and organize contacts




[314]

Microsoft Office Outlook 2016 — Part 1

TOPIC A: Create and
Update Contacts

As the core functionality of Outlook 2016 revolves around
communication and interaction with other people, saving and managing
contact information is very important. Over the course of this topic you
will learn all about contacts in Outlook 2016, including how to manage
them and how to import them from other sources.

Topic Objectives
In this topic, you will learn:
= About contacts
= About the People workspace
= About the Contact form
= How to link notes to a contact
= Techniques for tagging contacts
= About secondary address books
= How to import, forward, and delete contacts

CONTACTS

In Outlook 2016, the term “contact” is used to describe any individual
whom you need to communicate, or have communicated, with. Just like a
hard copy address book, Outlook contacts include the contact’s name,
address, phone numbers, e-mail address(es), and other details like their
job title and even photos. While Outlook 2016 is able to automatically
create suggested contacts based on messages you send to recipients who
are not already a contact, you also have the option to create contacts
manually.

To view, create, and manage contacts in Outlook 2016, display the People
workspace by clicking the People button in the Navigation pane:

ltems: 11 Unread: 4
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THE PEOPLE WORKSPACE

When the People workspace is displayed, you will see the ribbon, Folders
pane, working area, and Reading pane. Inside the working area, you will
see a list of contacts. The details for the selected contact will be displayed
in the Reading pane:

. : a[a) n
ol @ = & 4 G OB B3 &) BH

Jane Smith

Jane Smith

CONTACT | NOTES

Calendar View Source

THE CONTACT FORM

Contacts are created and managed using the Contact form. To create a
new contact using the Contact form, click Home - New Contact (while in
the People workspace):

Send f Receive Faolder View

s [_] ' T
] & &= X B @
Mew Group Mew Contact MNew | Delete  Meeting More

Contact Group Itemns - o

Mew Delete Communicate

(If you are not in the People workspace, click Home - New Items -
Contact.)
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The Contact form will open, and

you will see a variety of different fields

to add the details about the new contact:

(IR Inset  FormatText  Review

| [ [ Details
- b =5 s R Certificates
Save & Delete Save & Forward OneNote  General
Close New ~ [E All Fields
Show

Actions

@B e
Email Meeting More

Communicate

Full Name...

Company
Job title
File 25
Internet
[EE E-mail...
Display as
Web page address
1M address
Phane num bers
Business..
Home...
Business Fax.. | -
Mobile..
Addresses

Bu

This is the maili
address

Untitled - Contact

Q Tell me what you want to do

2zl e rml
Bl 5 W P
Address Check  Business Picture | Categorize Follow Private  Zoom
Book Names Card - - Up~
Names Options Tags Zoom

Keep in mind that you do not ne

ed to fill out every field. Only the Full

Name field is required to save the contact.

The Details Command on the Contact Form
There are even more fields in the Contact form that are available by

clicking Contact - Details:

Contact

Insert

Format Text Review

e X by B3

[, Details
e chiﬁcam

(&

Save & Delete Save & Forward OneMote General

Nm"’ -
Actions

Close

= All Fields

Show
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With this command, the Details section will be displayed with additional
fields that you can fill out:

Untitled - Contact

Q o
2 x p - ) Details W F N 2zl 2 ral n >
5 ¢ 22 & s |

bl R 8 Coticntes B Ha] R ! Vo | = i
Save & Delete Save & Forward OneNote | General Email Meeting More Address Check | Business Picture Categorize Follow Private | Zoom
Close New~ - [ Al Fields - Book Names Cad - - Up~

Actions Show Communicate MNames Options Tags Zoom -~
Department “ | Manager's name
Office Assistant's name
Profession
Nickname Spouse/Partner
Title -] Birthday None [i]
Suffic 7] Anniversa oy None (]

Internet Free-Busy

Address

Click the General command on the Contact tab to return to the normal
view.
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If you need to edit the contact later on, just double-click it from the
People workspace. A condensed version of the Contact form will appear:

pod

Mame

Darryl Durkin

CONTACT MNOTES

(® Emai Changes Saved To
Email Outlook (Contacts)
dar.durki@example.org

HWork
= Company
(+)Phone pery _
. Metaldyne Corporation
Work
(3535) 422-3%42

(+) Address
BHIM o

(+)Birthday

Simply make your changes and click Save (which will become available
once the contact is edited).

LINKING CONTACT NOTES TO A CONTACT

Contact notes can be generated in Microsoft OneNote automatically.
They will include basic information about a contact, such as their name,
contact information, and details.
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If you would like to create and link a page of notes to a specific contact in
the People workspace, select the contact and click Home - OneNote:

Contacts - jsmith@acmewidgets.anmicrasoft.com - Outlook

Send / Receive Folder View Q@ Tell me what you want to do.
X o® -1 x F N - Y Y @ - - AR
B i f o = |
= EREl - EEREEEN = By & EE
New Group New Contact New  Delete Meeting More People  BusinessC..  Card Phone List _ Move Mail OneNote Forward Share Open Shared
Contact Group  Items~ - v Merge h Contact - Contacts  Contacts
New Delete Communicate Current View Actions Share

If you have the contact open in the Contact window, click Contact -
OneNote:

Contact Insert Format Text Review

E—i)j x E|_I_| F_) @ [, Details

2 Certificates
Save & Delete Save & Forward OneMote (General

Close Mew = - |}
Actions

= All Fields

Show

@ elite.
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In either case, the Select Location dialog box will be displayed. Here, you

can choose the notebook and section in which you want the contact
notes to be placed:

Select Location in OneMote >

Pick a section in which to put the contact notes:

Recent picks
Cluick Motes (Quick Motes)

All Notebooks

My Motebook
= Meeting MNotes
Mew Section 1

|_||_3 Cuick Motes

|:| Always send contacts notes tothe selected location [customizable later
in OneMote Options).

Cancel
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Once you click OK, the contact notes will be created and displayed in
Microsoft OneNote:

&t Meeting Notes v [ NewSection1 | + Search (Ctrl~E) b~
- () Add Page
Smith, Jane
Friday, October 9, 2015 6:34 AM Smith, Jane
Contact Smith, Jane
Business Phone | ABC Widgets Inc.
E-mail abewidgets@outlook.com

Link to Outlook item

Notes

These notes will now be linked to the contact, so they will be updated if
the details of the contact change. Additionally, they can be accessed
directly by clicking the OneNote command in either the People
workspace or with the Contacts window open.

TAGGING CONTACTS

Like other Outlook objects, you are able to tag contacts to help group
them together and keep yourself organized. You can find all of the
tagging options within the Tags group of the Home tab while the People
workspace is displayed:

tacts - jsmith @ scmewidgets.onmicrosoft.com - Outlook
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Let’s break down each option:

= Categorize: This drop-down command will allow you to categorize
a selected or open contact. These categories can then be
customized.

* Follow Up: In the same way as when used for messages, the
follow-up flag reminds you to follow up with a contact by a
specified deadline (today, tomorrow, this week, next week, etc.).

= Private: By tagging a contact as private, you can hide the details
of this contact from anyone who is able to view your contacts list.

SECONDARY ADDRESS BOOKS

Any contacts that you add to Outlook 2016 will automatically be added to
the default address book. However, you do have the option to create
multiple address books. For example, you could use your default address
book for internal contacts and a secondary address book for external
ones.

IMPORTING CONTACTS

If you are switching to Outlook 2016 from another mail client or you have
contacts stored in another application, you can import them. However,
they must be in a compatible file format, such as the Microsoft Excel
Worksheet (.xls) or Comma Separated Value (.csv) file types.
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To begin this process, open the People workspace. Then, click File -
Open & Export - Import/Export:

Open

Open Calendar
E Open a calendar file in Outlook [.ics, wves).

Open Qutlook Data File
D Open an Outlook data file (.pst).

Import/Export
Office Account 4 . .
&= |mport or export files and settings,
Options I}
Other User's Folder
Feedback - Open a folder shared by another user,

Exit

You will then be prompted to choose the type of file you are importing
and Outlook will walk you through the process:
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Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Import a VCARD file [vef)

Import an iCalendar (.ics) or vCalendar file s
Import from another program or file
Import R55 Feeds from an OPNIL file
Import R55 Feeds from the Commaon Feed List

Description

Import data from other files, such as Cutlook
data files [\P5T) and text files.

< Back Cancel

Note that you can also import contact information that is stored in vCard
(.vcf) format by simply double-clicking on the vCard file while Outlook
2016 is open and clicking Home = Save & Close.

FORWARDING CONTACTS

If you would like to send one of your contacts to another person so that
they can add it to their own list of contacts, you can forward it. To do
this, click to select the contact in question and then click Home =
Forward Contact:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send / Receive Folder View Q Tell me what you want to do.
o0 e® [ x r| L, = ¥ - . . 2!
5 o o ez ® = = Be
et o g L ] =) &3 % = ‘S ]
New Group NewContact New  Delete Meeting More People  Business C... Card Phone List _ Move Mail OneNote ~Forward Share Open Shared
Contact Group  ltems~ - - Merge Contact~ Contacts  Contacts

New Delet: | Communicate Current View Adtions EWIAs 3 Business Card

£, Asan Outlook Contact

This drop-down command will give you two different forwarding options
to choose from:
= As Business Card: Clicking this option will open a new message
form with the selected contact attached as a business card. The
business card will also be displayed directly in the body of the
message.
* As an Outlook Contact: Clicking this option will open a new
message form with the selected contact attached as an Outlook
contact.
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DELETING CONTACTS

To delete a contact from the People workspace, select the contact in
guestion and then click Home - Delete:

Send / Receive Folder View '-;-' Tell me what you want to do...
[ X ] e® (=" x r\ fml, :
» [ o ¥ [ ] = =
E ﬁ v o u’E [&5] ‘t“’ ab 9_1 32
Mew Group Mew Contact Mew  Delete Meeting More People Business C... Carc
Contact Group  ltems~ @
MNew Delete Communicate Curren
4 My Contacts Search Contacts [Ctri<E] el
Skype for Business Contacts 123 .
Jane Smith
Contacts a
b

Alternatively, you can right-click the listing for a contact in the working
area and then click the Delete option:

123

; Jane Smith

b Emy Copy

. % Quick Print

d Edit Contact

£ B3 Forward Contact »
f Create r
g ==| Categorize k
n ™ Follow Up k
? b Move r
L mm Oneflote

I X Delete L\\?

m

The selected contact will then be moved to the Deleted Items folder.
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ACTIVITY 6-1
Creating and Updating Contacts

Now that you are using Outlook 2016 more and more in your workflow,
you would like to take advantage of its powerful contact management
features. To start, you need to add and update a few contacts.

1. To begin, open Outlook 2016:

‘could thiow 3 small celebration. Please let me know your svailability for next week,

= om os o

2. Display the People workspace by clicking the People button in the
Navigation pane:

ltems: 11 Unread: 4
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3. The People workspace will now be displayed. If you have any
existing contacts, they will be listed here:

4 My Contacts

Siype for Busines Contacts 23 . Jane Smith
. ) jane Sm

CONTACT NOTES

Calendar View Source

Send Email

Work
ABC Widgets Inc.

tem: 1 Al toldersare g o date,_ Cannected e Micrason Exhange (I B0

4. Start creating a new contact by clicking Home - New Contact:

Send / Receve Falder View

(X e® [=" x F\ TN

s=f e S o B Y

Mew Group Mew Contact Mew | Delete Meeting More
Contact Group [tems ~ v

Mew Delete Communicate

@ elite.

It's about people
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5. The Contact form will now be displayed in its own window:

Untitled - Contact

[SYRM Inset  FormatText  Review

7] x [ Eﬂ ) Details -
£ s [
- by =5 A 2 Cortficates | 23
Save & Delete Save & Forward OneNote General Email Meetin
Close New- - 5 Al Fields
Adtions Show a
[Farmame., | | |
Job itte
Internet
EBemait., | -]
Display as Notes

\
\
———
\

1M address

Phane numbers

Home,

Business Fax.

[woone.. [ -]
sz
Business. 7

6. For this example, type “Darryl Durkin” into the Full Name field:

Untitled - Con
Contact Insert Format Text Review Q Tell me what you want to do...

2] x . [ =) Details (= F‘ fmhL | fafa] &%
kd ey =5 US 3 e B [ 2 B 5
Save & Delete Save & Forward OneMote General . Email Meeting More Address Check
Close MNew - - = All Fields - Book Mames

Actions Show Communicate Mames
| Full Name... | | parnyi Durkin |
Company | |
Job title | |
File as | - |

@ elite.

It's about people
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7. Inthe Company field, type “Metaldyne Corporation:”

-

Contact Insert Format Text Review '-_.;_-' Tell me what you want to doj

S EL R

2 Certificates

Save & Delete Save & Forward OneMote General Email Meeting Maore £
Close MNew~ - = all Fields .
Acdtions Show Communicate

Full Mame... |Darr1r| Durkin |

Company IMetaIdyne Corporationl I
Job title

File as |Durkir1, Darryl - |

8. Inside the E-mail field of the Internet section, type
“dar.durki@example.org:”

>

Contact Insert Format Text Review 2 Tell me what you want to de
¥ x = L_\.— Eﬂ - [t Details T E-vm =l
= s - % : -
E E‘ > = 2 Certificates %El‘
Save & Delete Save & Forward OneMote General Email Meeting More .
Close MNew= - = Al Fields -
Actions Show Communicate
Full Name... | Darnyl Durkin |
Company |Meta|dyne Corporation |
Job title | |
File as |Durkir1, Darryl - |
Internet
EE E-mail... | - Idar.durki@example.org I
Display as | |
Web page address | |
IM address | |

@ elite.

It's about people
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Inside the Business field of the “Phone numbers” section, type
“(555) 422-3942:”

- Darryl Durkin - C4

Contact Insert Format Text Review '-:-' Tell me what you want to do...

@x% lé_‘_) @‘3 [ Details ’:|I:.| @ f':: E ‘3‘.@

2 Certificates

Save 8 Delete Save & Forward OneMote General ) Email Meeting Maore  Address Check
Close Mew ~ - (= All Fields - Book MNames
Actions Show Communicate Mames
Full Name... |Darry| Durkin |
Company |Meta|dyr1e Corporation |
Job title | |
File as |Durkir1_ Darryl - |
Internet
EZ E-mail.. | - | |dar.durki@example.org
Display as |Darry| Durkin [dar.durki @example.org) Motes

Web page address |

IM address |

Phone numbers

| Business... | -

Home.., | - |
Business Fax... | - |

I [555] 422-3942 I
|
|
|

Maobile... | - |

Examine the preview of the contact card that appears near the top
right-hand corner of the Contact form. You will see that it has been
populated with the information that you have entered:

Darryl Durkin - Contact

Rl et FormatTex Q Tellmew
2AX 3 | 2 = s TS
B n [T N
i

& Bl 25 Ao B8 oo | B FED K Yo = i

Save & Delete Save & Forward OneNote | General Email Meeting More | Address Check | Business Picture | Categorize Follow Private  Zoom

Close New= - [E Al Fields - Book Names | Cad - - Up~

Actions show Communicate Names Options Tags Zoom ~

[romvame. | [puoroumn \ i
Metaidyne Corportion
dardurki@eampie.org

|,‘ (d

[Daryt Durkin (dar.durki@examle.org)

|
|
Weppageadaress | |
|

W addres \
P—
e, || [ |
Home.. [ |
somesrore | -] | |
i, \ |
sssess

[ his is the mailing
address

@ elite.

It's about people
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11. Click Contact - Save & Close:

-

Insert Format Text Review

E_i)j x %‘ EJ) % [, Details

2 Certificates
Save & Delete Save & Forward OneMote General

Close Mew= - E Al Fields
% Actions Show

12. Returning to the People workspace, you will see a listing for the
contact that you just entered in the working area:

Siype for Business Contacks s Darryl Durkin

Vietsdyme Corparaion
Jane Smith ®

CONTACT HOTES

== s B o

13. Next, you need to import a contact that was sent to you using the
vCard format. Open your Exercise Files folder and double-click the
Activity 6-1.vcf file:

—— Activity 6-1
8% vCalendar File
2.79 KB
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14. Windows may display a pop-up dialog in which you can choose
which application you want to use to open this file. Ensure that
Outlook 2016 is selected and then click OK:

How do you want to open this file?

Keep using this app

Outlook 2016

0%

Other options

m People

Mew
Windows Contacts
- |
Look for an app in the Store

More apps -l

Always use this app to aopen .vcf files

oK b

@ elite.

It's about people
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15. The contact will now appear in a separate Contact form. Click Home
- Save & Close:

Maryann Salzman - Contact

ST Inset  FormatTed

i3] (I @ Boetsis | ) EE & & P> =3
B = Ny ]
G X by [ ] G % & 85
Save & Delete Save & Forward OneMote  General Email Meeting More Address Check Business Picture Categorize Follow Private Update Zoom
lose New= - 5 Al Fields - Book Names Car
L sctions Show Communicate Names Options s Upeate | zoom A

Maryann Salzman

Internet
EZEmail.. | - ‘ | mery-selz@mai com
Note:
Oiplaas [Manann sstznan (. sazgmat com

Web page address

1M address

Phane numbers

240 850-9372

Business.

Home,

Business Fax.

[wonier | -]

Addresses

Business.. -

This is the mailing
address

16. The contact will now appear with the other contact(s) in the
working area of the People workspace:

= s s [ 29 > ¥ N !E; = 2 AN} n >
e & B X @ NS &, >4 3 B B4 v
New Group MewContst New | Decte Mestng More | people ¢ Phont |, Mo Mol Onelots Fomod Shee OpenShwed Categorize Follow Prvate
Contact Group  hems- - - Meme Contact~ Contacts  Cantacts © e
W Dete mevies  amem shary s Fing ~
#My Contacts s
Skype for Business Contacts - Maryann Salzman
. . Darryl Durkin
. Bectronics Enginees. XYZ Heavy Industres
Maryann Salzman Ea
a
. Jane Smith CONTACT NOTES
! Calendar View Source
! Send Email
a
'
= s B &
tems 3 il tolder are up t date. _ Canneded ts: Micrasan Exchange (L]0 80

@ elite.

It's about people
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17. You realize that the e-mail address for the contact that you just
imported is out of date. Double-click on the listing for Maryann

Salzman:

Send / Receive Folder '-':...-' Tell me what you want to do...
C Fam]
e & aX FBE & 5 &
Mew  Group Mew Contact Mew  Delete  Meeting More People Business C... Can
Contact Group  ltems~ -
New Delete Communicate Currer
4My Contacts search Contacts (Ctr=E) P |
Skype for Business Contacts 123
. Darryl Durkin
b
c Maryann Salzman
a s

Jane Smith

@ elite.

It's about people
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18. A pop-up will display the details of this contact. Replace the content
in the Email field with “m.salzman@example.org:”

Mame

Maryann Salzman

CONTACT MNOTES

(# Emai Changes Saved To
Ernail Outlook (Contacts)
m.salzman@example.crg

HWork

Title

(¥ Phone
Work
(2400 850-9372

Electronics Engineer

Company
AVZ Heavy Industries
®IM

(+) Address

(¥ Birthday
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19. Click the Save button:

MName

Maryann Salzman

CONTACT MNOTES

(# Email Changes Saved To
Ermnail Outlook (Contacts)
|m.sa|zman@example.org |
() Work
Title
Phone
@ |Electronics Engineer |
Waork
(240) 850-9372 | Company
|K"f'2 Heavy Industries |
®IM
(#) Address
(#) Birthday

=,

@ elite.

It's about people
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20. The new e-mail address will now have been added to the contact.
Click the Close button in the upper right-hand corner of this pop-up:

"R

Maryann Salzman

Electronics Engineer, XYZ Heavy Industries

@ Edit ees

CONTACT MNOTES

Calendar WView Source
Schedule a meeting Qutlock (Contacts)
Send Email Link Contacts...
m.salzman@example.org

Company
Work AVZ Heavy Industries

(240) 850-9372

21. Close Microsoft Outlook 2016.

@ elite.

It's about people
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TOPIC B: View and
Organize Contacts

As the number of contacts that you store in Outlook 2016 grows, so does
the importance of being able to view and organize them. By knowing how
to change the layout of the People workspace, you will be able to find the
contacts that you are looking for in a more efficient manner. Over the
course of this topic, you will learn all about viewing and organizing
contacts in the People workspace.

Topic Objectives
In this topic, you will learn:
= About electronic business cards
= About contact views
= About the People pane
= How to use the Find tool
= About print styles for contacts

ELECTRONIC BUSINESS CARDS

Electronic business cards can be used with Outlook 2016 to easily share
contact information with others. Much like their physical counterparts,
they include all the contact information that has been added to them.
Additionally, the design of an electronic business card is fully
customizable so you can add elements such as logos and backgrounds.

You are able to create your own electronic business card using Outlook
2016 and share it with anyone else by attaching it to an e-mail message.
You even have the option to include your electronic business card in the
signature line of your e-mail messages so that everyone you
communicate with will instantly have access to it.
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CONTACT VIEWS

There are several different views that you can use to change how
contacts are displayed in the People workspace. You can find all of these
options inside the Current View group of the Home tab:

Contacts - jsmith@acmewidgets.onmicros

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

(X °® =1 x T = =
e oo X Eolg 5 &
MNew Group New Contact MNew  Delete Meeting More Peaple Business... Card Phone List -

Contact Group  ltems~
New Delete Communicate

Current View

By default, the People workspace uses the People view. This will list all of
your contacts in the working area, while the details will be displayed in

the Reading pane:

Group New Contact New  Delete M olln
Deiete ¢ srent View Togs -
¢ F
My Contacts
Siype for Business Cantacts R Jane Smith
Contacts ane
o
. ® [
a
. CONTACT | NOTES
Calendar
9 edule o meetin
Send Email
Work
ABC Widgets nc.
== s @ 8
P10 oo ceato aoson bxnange |11 &1
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The Business Card view will display each contact as a small business card.
Each business card will display varying degrees of information about the
contact, but they will typically include at least the contact name and
some contact information:

Contacts - jsmith@scmewidgets onmicrosoft.com - Outlonk

T | smith, Jane

<]
il
]
&
=

The Card view is similar to the Business Card view; however, it displays
smaller cards for each contact in descending alphabetical order by last
name. If you select a contact while in this view, you will see the details of
the contact displayed in the Reading pane:

roup Mew Contact New  Delete  Email eople siness,
Cantact Gioup  tems - E © Meige
Hew 0e astio

.
My Contacts 5
Shype for Business Cantacts

Contacts

<]
il
]
&
=
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The Phone view will list your contacts in ascending order by their last
name with their business phone number as the primary point of contact:

[ Address Book
Fellow Private
Up~

elete  Email Meeting Mere Peaple

Tags Fing -

0 remt
.
+ My Contacts £
Sty for Businass Contaes Bla [ru e cowmy Jmeas < counTRUREGIoN Busi HOME PHONE | MOBILE PHONE | £ 40AIL ouR
Clck here o add s new
Contacts .
[T e smtn S, Jant ABC Wiagets i 55 555104 ibowdpetiBoutiook.com [ |

<]
il
]
&

i folders are up to sate.  Connected to: Microsaft Excnange | )| B

Finally, the List view will display your contacts as a list and group
common contacts together. For example, if you have two or more
contacts that work for the same company, they will be grouped together.
Like the other views, contacts are sorted by last name in ascending
alphabetical order:

4 My Contacts
Skype for Business Contacts JOBTIE  [COMPANY & (FlEAS & COUNTRIREGION | DEPARTMENT | BUSINESS PHONE |BUSINESS FAX | HOME PHONE | MOBALE FHONE | EMAL

Contacts

Smith, Jane ABC Widgets Int (5555550234 aewidget

= 5 s B -

ems: 1 A TolIers are Up 10 GEte.  COMNECted 1o MIToSom EXChangs 0O =
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Sort Options

All of the contact views sort contacts by last name in ascending
alphabetical order. To change this order in the Phone or List views, you
can use the commands in the Arrangement group of the View tab:

Home Send / Recerve Folder View Q Tell me what you want to dd
e 1]
Q .l:;?- Ea 1N Categories : Company T Reverse Sort
: =] Add Columns
Change View FReset  Messagg @? Location _
View = Settings View  Preview - 7| *= Expand/Collapse -
Current View Arrangement

Clicking the Reverse Sort command will reverse whichever sort
(ascending or descending) is currently applied to the opposite sorting
order. Additionally, if you are using either the Phone or List views, you
can choose to arrange your contacts by categories, company, or location.

If you would like more control over how contacts are sorted, you can use
the Sort dialog box. This dialog box is opened by clicking View = View
Settings:

Home 5end / Receive Folder i Q Tell me what you want to dd

=, 1]
‘ a dﬂ' I8N Categories ﬁ Company Tl Reverse Sort
+
== Add Columns
Change| View Resst Message &F Location

View~ Settings View  Preview -~ 7| *= Expand/Collapse

Current Wew Arrangement



[344] Microsoft Office Outlook 2016 — Part 1

Once the Advanced View Settings dialog box is displayed, click the Sort

button:
Advanced View Settings: Phone >
Drescription
| Columns... | lcon, Attachment, Full Name, Company, File As, Country/...
Group By... Mane

Reset Current View

| Sort.. L\\Q File As [ascending)

Filter... Off
Other Settings... Fonts and other Table View settings
Conditional Formatting... | User defined fonts on each message
Format Columns... Specify the display formats for each field

QK Cancel

In the Sort dialog box, you can then choose how you primarily want items

sorted, followed by three subsequent sort options:

Sort

Sort items by

File As

Then by

[none)

Then by

[none)

Then by

[none)

Select available fields from:

Frequently-used fields

(®) Ascending
DDescending

Ascending

Descending

Ascending

Descending

Ascending

Descending

X

Cancel

Clear All
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THE PEOPLE PANE

The People pane is intended to help you keep track of your contacts and
your previous interactions with them. While it is minimized by default,
the People pane can be expanded to dominate the lower half of the
Reading pane in Outlook 2016:

4jsmith@acmewidgets.onmic.

Inbox 4 Hey John,
Duatts
i Here are the documents that you requested for review.
Deleted tems 2 Thanks,
Cluti
loe

Ml folders are up fo date.  Connected to: Microsoft Exchange 0o ¥ - + +  100%

The People pane will include a picture of the contact (if one is available),
as well as any recent e-mail conversations, upcoming calendar items, and
more. You can change it to its minimized state by the clicking the
Minimized option or expand it by clicking the Normal option. To disable it
entirely, click View - People Pane - Off:

=1 s Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

File Home i Q o.
ko3 . H = o [ [Tt 1] Reverse Sort . . El
(_) % b Show as Conversations O Date €2 From 5210 B Categories " EHRIE =
- - | olumns
Ggngy Uz [z Conversation Settings - Messag2 | * Fag: satDate I” Flag: Due Date 1H size & subject - Folder Reading To-Do  People  Reminder
View~ Settings View - Preview *#= bxpand/Collapse™  pane~ Pane~ Bar~ P.L%e- Window
Current View Messages Arrangement Layout P Normal
Minimized

v

=)
R
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THE SEARCH PEOPLE TOOL

If you have a lot of contacts in Outlook 2016, the Search People tool will
become invaluable. It allows you to search through all of your contacts to
find the exact contact that you need. To use this tool, click inside the
“Search People” field on the Home tab and then type your search terms:

The results from your search will immediately be listed in a drop-down
menu just below the text box. Click on the result that you would like to
open and work with.

Search Terms

Note that when you are using the Find tool, Outlook will only search
through contact names (first, last, and partial); Display As names; e-mail
addresses; and company names.
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CONTACTS PRINT STYLES

Occasionally you may find the need to print your contacts so that you

have a physical reference. There are several different styles that you can
choose from that each have a varying degree of information. You can find
all of these styles by clicking File = Print while in the People workspace:

The print styles can be found inside the Settings section:

Open & Export

Save As

Specify
= itern ta be printed and
then click Print,

Printer
Send To Onehlote 2013#:3

B s

3 Pint Options

how you want the

Settings

Contacts - jsmith @acmewidgets.oneicrosoft.com - Out
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Below is a breakdown of what you can expect from each print style:

Card Style: Choosing this option will print each contact as a
business card with contact information. Like the Card view,
contacts are listed in alphabetical order (ascending or
descending).

Small Booklet Style: This style will print out each contact on the
page in such a way that it can be folded into a small booklet. Each
contact includes their name and basic contact information. Like
the other styles, contacts are sorted in alphabetical order
(ascending or descending).

Medium Booklet Style: Similar to the previous style, the Medium
Booklet Style will print out contacts on a page so that they can be
folded into a medium-sized booklet. Contacts are sorted in
alphabetical order (ascending or descending).

Memo Style: Choosing this style will only print out the
information for one contact. It includes all of the contact
information in a memo-like fashion. To choose which contact you
would like to print using this style, you must first select the
contact in question before clicking File = Print.

Phone Directory Style: Printing your contacts using this style will
have them appear as if they were listings in a phone book. Only
the names of your contacts and their phone numbers will be
printed. Contacts that are printed in this style are sorted in
alphabetical order.

Table Style: This particular style is the only available contact print
style that you can select when you are using the Phone or List
contact views. It will print all of your contacts in a tabular fashion,
much the same way as they are displayed when using either of
those views.
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ACTIVITY 6-2
View and Organize Contacts

Now that you have added some contacts to Outlook 2016, you would like
to see what different kinds of views are available in the People
workspace. Additionally, you would like to print one of your contacts for
reference. Students should complete Activity 6-1 before beginning this
activity. A printer is also required for this activity.

1. To begin, open Outlook 2016:

Joe is gaing to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.

Thanks,

John

2. Display the People workspace by clicking the People button in the
Navigation pane:

[tems: 11 Unreala\'i.‘!fl
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3. By default the People contact view will be applied, so you will see
each contact listed in the working area with the details shown in the

Reading pane:

John Doe

Op——
®

CONTACT | NOTES

4. Apply the Business Card contact view by clicking Home - Business
Card:

Contacts - jsmith@acmewidgets.onmig

Send / Receive Folder View ‘:' Tell me what you want to do...
(X e =l x r| fmi
9 it i [ ] =
9 & & om B | e )| (82 R,
MNew Group New Contact New | Delete Meeting More Peaple Business... Card Phone List -
Contact Group  lMtems~ = eﬁ

New Delete Communicate Current View
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5. You will now see all of your contacts displayed as a collection of
business cards:

Fe=p sl &) 2 m O
o 4 3 X, [E B B3 &) B3 W T
beoplc MBS o Bhone Z!| Move Ml Dot | Fommmd Shwe OpenShared | Categoics Folow Prvele
= Canact+ Cortacs  Coniacs [
e et = s Fna &

iteme 2 Al teiaers o anecea o WioosottExhange [0 W - 1 v o

6. Apply the Card contact view by clicking Home - Card:

Contacts - jsmith@acmewidgets.onmicrosoft.d

Send / Receive Folder View ':' Tell me what you want to do...
(X o0 =1 x 5 r| frh =
9 ind i 9 =
B & & o af led 0 & & <
MNew Group Mew Contact MNew  Delete  Email Meeting More Peaple Business... Card Phone List -
Contact Group  ltems~ ©
New Delete Communicate Current View

@ elite.

It's about people
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7.

You will see that this view displays small cards for each contact. The
details of the selected contact will be displayed in the Reading pane
at the bottom of the workspace:

1o Doe (ocwidgets Gouticokcon]

Al etders

(If the Reading pane is not displayed, click View - Reading Pane -
Bottom.)

Click Home - Phone to apply the Phone contact view:

Contacts - jsmith@acmewidgets.onmicrosoft 4

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

(X} [ ] 7 oLy, -
e S oam XREE & 5 8 QY E
MNew Group Mew Contact New  Delete  Email Meeting More People Business... e Phane List -
Contact Group  ltems~ @
New Delete Communicate Current View

(If you do not see this view, click the down arrow in the Current
View gallery to access it.)
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9. With the Phone contact view applied, you will see that each contact
is displayed in a list form with the telephone information displayed
prominently:

D8 [FulL Heme
sadanen

abow

Contacts - jsmith@acmewidgets.onmicrosoft.d

Send / Receive Folder View ':‘ Tell me what you want to do...
[ X e® =1 =k
. L] { [ ] - =
] & & &= il a8 =) 8= %
New Group New Contact New | Delete Email Meeting More People Business... Card Phone List -
Contact Group  ltems~ =
Mew Delete Communicate Current View

(If you do not see this view, click the down arrow in the Current
View gallery to access it.)
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11. You will see that each contact will be listed and grouped according

to company information:

WETME [cowpany &

Aasocin.. ABC Widgets Inc

St 1ame

Doe. John

RTMENT |BUSHESS PHONE

BUSINESS FAX

HOME PHONE

MOBILE FHOHE

EnaL

Contacts - jsmith@acmewidgets.onmicrosoft.d

Q Tell me what you want to do...

Send / Receive Folder View
[ X °o® =1 fmL,
- . ! ® = =
E - o TR g ad Q‘J 8= %
Mew Group New Contact Mew = Delete  Email Meeting More Peop Business... Card Phone lst -
Contact Group  ltems~ 2 E
Mew Delete Communicate Current View

(If you do not see this view, click the up arrow in the Current View

gallery to access it.)
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13. Click to select any one contact that you would like to print:

Al etders

are i b e,

Gz] W

£ LJ m

en Shared  Categorice Follow Private
vt e

share o Find

Buoess.  Cug Phone Viove Msi Onebiote Foruand Share G
Mg
Cument View iy
John Doe
o Sl Asscise, ABC Widges
Jane Smitt ®
COMTACT NOTES
:
!
= = s Q3 (]
o2

Comecrata: Mot Exhange [0 W0

14. Click File = Print:

©

Info

Open & Export

Save As
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15. With the Print category selected, you will see a preview of how the
currently selected contact view will appear on the printed page.
Within the Settings section, click the Memo Style:

Printer o
Sucther Lserns
= " Jane:

& Print Options

Settings

Cand Style:
N

16. With the Memo Style applied, you will see the contents of the
selected contact in the preview:

Printer
=

Ercther Laserk

& Print Options

Settings

Mema Style
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17. Ensure that the appropriate printer has been selected from the
Printer drop-down command and then click the Print button:

©
Print

SEERE S EHE Specify how you want the
itemn to be printed an
& | e
Save As then click Print.
Print
Printer '
a Erother Laser®:6
Ready

Office Account
E.‘E',, Print Options

Options

Settings

Feedback

ooo®
ooea
00
o

Card Style

Exit

ooo®
ooto
"0an
ao'an

Srnall Booklet Style

18. The selected contact will now have been printed. Close Microsoft
Outlook 2016.
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Summary

During this lesson you learned how to create and update contacts in
Outlook 2016, as well as how to view and organize them. You should now
feel comfortable creating new contacts from scratch, as well as using the
various contact views that are available in the People workspace.

REVIEW QUESTIONS

1. In what workspace are contacts listed in Outlook 2016?
2. How do you open the contact form?

3. What is the command sequence to forward your contact as a
business card?

4. What are the five contact views?

5. What is the command sequence to display the People pane in
the normal state?
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LESSON 7:
WORKING WITH TASKS
AND NOTES

Lesson Objectives

In this lesson you will learn how to:
= (Create and manage tasks

= Manage notes
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TOPIC A: Create Tasks

Outlook 2016 not only provides a central place to keep your messages,
calendar, and contacts organized; it also gives you the ability to schedule
and manage tasks. For example, if you need to review a presentation by a
specific date, you can create a task that will remind you to do just that.
Over the course of this topic, you will learn all about tasks and how to
create them.

Topic Objectives
In this topic, you will learn:
= About tasks
= About the Task form
= How to create recurring tasks
= About task views
= About server tasks
= How to set task options
= How to print tasks

TASKS

Tasks are a type of Outlook item that are used to define and track an
activity that you need to complete by a specific date and/or time. You are
able to assign tasks to yourself or other contacts, while contacts are able
to assign tasks to you. All tasks are managed using the Tasks workspace:

To-Do List - jsmith @acmewidgets.onmicrosoft.com - Outlook

v =1 & ; 1

Detailed  Simple List | To-Dolist | Fraritisd
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This workspace will list any tasks that have been assigned to you by
yourself or others.

TASK FORM

To create a task, you first need to open the Task form. This is done by
clicking Home - New Task while in the Tasks workspace:

Send / Receve Folder View
= = _
vy Ijl alg Meeting
Mew  Mew MNew | Delete | Reply Reply Forward More
Ti Email Items = All
Mew Delete Respond

(If you are not in the Tasks workspace, click Home = New ltems = Task.)

When open, the Task form will provide you with several fields to create a
new task:

Untitled - Task

Fil REESN  inset FormatText  Review  Q Tell me what you want to do...

ile
~ @ = < o
Eri)j x 2 Eﬂ i llvi \/ W % 'S’ n |> Private
> =) =l sa [ I High Importance
Save & Delete Forward OneNote | Task Details ~ Mark  Assign Send Status  Recurrence  Categorize Follow Zoom
4 Low Importance

Close Complete Task  Report - Up~
Adtions Show Manage Task Recurrence Tags Zoom -~

Subject

Start date None M| status Mot Started

Due date Hone | eriority  [Normal «| % Complete |0%

Reminder  None None « [@{ owner  Johnsmitn
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Here is an overview of these fields:

Inside the Subject field you can enter a brief description of the
task that you are adding.

In the “Start date” and “Due date” fields, you can enter when you
would like the task to begin and when you would like it to end.
The Status drop-down menu allows you to specify the current
stage the task is in (Not Started, In Progress, Completed, Waiting
on someone else, or Deferred).

The Priority drop-down menu is used to specify how important
this task is (Low, Normal, or High).

The % Complete increment box is used to specify the level of
progress that has been achieved for the current task.

The reminder controls are used to add a reminder to the task that
you are creating.

The body of the Task form can be used to add more specific
information about a task.

CREATING RECURRING TASKS

Like calendar appointments, you can make tasks reoccur at a selected
interval. To do this, open a task and click Task = Recurrence:

HXSEVE VvV B E O R

S Untitled - Task

Insert Farmat Text Review Q Tell me what you want to do...

| Private

I' High Importance

Save & Delete Forward OneMote — Task Details Mark  Assign Send Status | Recurrence Categorize Follow Zoom

Close

Complete Task  Report ¥ Low Importance

I} - Up~
Actions Show Manage Task Recurrence Tags Zoom
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This action will display the Task Recurrence dialog box. Here, you can
choose how often you want the task to reoccur, how long the recurrence
should last, and when you want that recurrence to happen. Click OK
when your options are set:

Task Recurrence >

Recurrence pattern

() Daily (® Recur every |1 week(s] on

® weekly [ ]sunday [ 1monday [ ]Tuesday [«] Wednesday
(O Monthly [ ] Thursday [ ] Friday [ ] saturday

D L O Regenerate new task 1 week(s) after each task is completed

Range of recurrence
Start: | Wed 10/7/2015 | (® Mo end date

(::l End after: 10 OCCUFTENCes

(JEnd by: Wed 12/9/2015 w

Cancel Remove Recurrence

(Note the “Regenerate new task” radio button. Selecting this option will
make the next task in a recurrence only happen if the previous task is
marked as complete.)

You will then see the recurrence summary just below the ribbon in the
Task form:

o Untitled - Task

Insert Format Text Review Q Tell me what you want to do...

—~ .
ZxcEBFl2a v e o @l kP
2> = = Sas E e i 1 High Importance
Save & Delete Forward OneMote = Task Details Mark  Assign Send Status Recurrence Skip Categarize Follow Zoom
Close Complete Task Report Occurrence - Up~ ¥ Low Importance
Actions Show Manage Task Recurrence Tags Zoom
6Duetudav.

|Due every Wednesday effective 10/7/2015.]

Subject “

Start date Hone [| status Mot Started -
Due date Wed 10/7/2015 FE2| Friority  Mormal - % Complete 0% =
Reminder Mone Hone -~ |dpg Owner John Smith

(The Skip Occurrence command will become available once you have
applied recurrence to a task. This command allows you to skip the
current occurrence of a recurring task.)
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TASK VIEWS

There are many different views that are used to change how tasks are
displayed in the Tasks workspace. You can find all of these different views
inside the Current View group on the Home tab:

To-Do List - jsmith@acmewidgets.onmicrasoft.com - Outlook

ile Send/Receive  Folder  View  Q Tell mewhat youwant to do..
< = Todar Next Week oy
Vv [=7 ‘o= Mesting 3 B Y [] J
o Tomarro No Date E==] . bt
New New New | Delete | Reply Reply Forward [ pore Mark  Remove . ~ Det: SimpleList | To-Dolist | Prioritized Active  Completed
Task  Email Items - Al Complete from List This Week  [* Custom & N |
New Delete Respond Manage Task. Follow U o \ N ) ‘/3 I
£ 2 £ E; e/ . b
Todey ~ Net7Days Overdue  Assigned  ServerTasks

Manage Views...

Apply Current View to Other Task Folders...

(We have clicked the More arrow to make the entire Current View gallery
visible.)

By default the Tasks workspace will use the To-Do List view. This will
display your tasks in the same way that they appear in the To-Do Bar, but
it also includes the ability to arrange them by type, importance, start
date, and more:

Folder Reading To-Do | People  Reminders
== e e e

<My Tasks
To-DaList

(Note that the Reading pane has been displayed on the right.)
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The Detailed view will list all tasks. Each entry will include the subject,
status, due date, date modified, date completed, folder location,
category information, and if the task was flagged for follow-up. You are
able to sort the entries by clicking the column headers:

Just as it sounds, the Simple List view will list all of the tasks. Unlike the
Detailed task view, this task view will only include the subject, due date,
category, location, and follow-up flags for each task:

The Active view will only list tasks that are ongoing. Each task will include
subject information, status, due date, percent complete, location, and
category information:

Search To-Do List (Ctrl~E) Pt

1| | TASK SUBJECT STATUS DUEDATE & 5 COMPLETE CATEGORIES IN FOLDER v
Schedule Meeting Not Started  Wed 10/7/2015 0% Tasks >
T Prepare for Presentation Mot Started  Fri 10/16/2015 0% M Blue category Tasks

GHAR D

The Completed view will display tasks that have been marked as
completed. Each task will include the subject, due date, date completed,
color category, and folder information:

The Today view is used to display only tasks that are due for the current
date. Each task includes the subject information, due date, category
information, folder location, and follow-up flags:
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The Next 7 Days view will display any tasks that are due within the next
week. This view includes subject information, status, due date, percent
complete, category information, location, and follow-up flags:

Search To-Do List (Ctri-E 5
D[40 |TASK SUBJECT STATUS DUE DATE 4 % COMPLETE CATEGORIES IN FOLDER: \d

5 Campiete Assianmant st Sharted a0 3078 % T ]
ST Schedule sta Meeting Not Sarted i 109/2015 = Tasks

The Overdue view is used to display any tasks that are past their due
date. This view includes subject information, status, due date, percent
complete, category information, location, and follow-up flags:

Search To-Do List (Ctrl~E) b

D10 |TASK SUBJECT STATUS DUE DATE - % COMPLETE CATEGORIES IN FOLDER X
ST Scheduls Starf Mesting Nok Siarted ~ Tus 10/6/2075 % Tasks ¥

Finally, the Assigned view will display any tasks that have been assigned
to you by someone else. This view includes the subject information,
owner (who assigned the task to you), due date, status, location, and
follow-up flags.

SERVER TASKS

Outlook 2016 can be synchronized with Project 2016 and SharePoint
Server to assign tasks amongst an organization. Microsoft Exchange
Server also supports task assignment and management.

The Server Tasks view will show you any tasks that have been assigned to
you via one of these services:

Search To-Do List (Ctri=E) P

10 |Tasksussect ASSIGNED TO CUSTOM STATUS CUSTOM PRIQRITY DUEDAE = IN FOLDER
Click here to add a new Task.

5 Sheduie St Hesting TR 1076015 s
T Complete Assgnment Wea 1072015 Tasks

You can see each task’s subject information, who they have been
assigned to, status, priority level, due date, and folder location.
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TASK OPTIONS

To configure many of the settings that control how tasks are created and
displayed, you need to open the Outlook Options dialog box. To do this,
click File - Options:

©

Infa
Open & Export

Save As

Office Account

Options

3

@ elite.

It's about people
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With the Outlook Options dialog box displayed, click the Tasks category.
You will see that this category includes two sections:

Outlock Options ? X
General = . .
+/  Change the settings that track your tasks and to-do items.
Mail
Calendar Task options
Groups . } |:| Set reminders on tazks with due dates
Pecple - Default reminder time:  [&00 AM |«

Keep my task list updated with copies of tasks | assign to other people

Send status report when | complete an assigned task

Search

Overdue task colon: i -
Language
. Completed task color: gL
Advanced ~omp =

Custornize Ribbon Set Quick Click flag: | Quick Click...

Cuick Access Toolbar Work hours

Add-ins ﬂbb Task working hours per day: (8

NS

Trust Center Task working hours per week: |40

OK Cancel

The “Task options” section includes controls to customize how reminders
are set, when status reports are sent, and task coloring options. The
“Work hours” section is used to control the total work hours that you
typically have in a day and over the average week.
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PRINT TASKS

To print tasks, open the Tasks workspace and then click File = Print. With
the Print category of Backstage view open, examine the Settings section.
You will see that there are two print styles to choose from: Table Style
and Memo Style.

Table Style will print a list of all the tasks that you have assigned to you. It
will include information like the task subject, who it is assigned to, due
dates, and other information. The Memo Style will print the currently
selected task in a memo-like fashion. This style is great if you would like
to print all of the information that you have about one particular task.
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Once you have chosen a print style, ensure that the appropriate printer is
selected via the Printer drop-down command. Next, click the Print
command:

©
Print

Dl Eqpeis Specify how you want the
Eﬁ itern to be printed and
Save As then click Print.
Print
c Send the item directly to the default printer without making changes.
Printer
Erother Laser®:6
= -
Ready

Office Account
E.E, Print Options

Options

Settings

Feedback

Table Style

Memao Style

Exit

The data will then be sent to the printer and you will be returned to the
Tasks workspace.
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AcTiviTy 7-1
Creating Tasks

You team has been assigned a new project. You would like to add a task
to Outlook 2016 that has been delegated to you by the project manager.
A printer is required to complete this activity.

1. To begin, open Outlook 2016:

Hey all,

Joe s going to be retiring saon, s | thought throw 2 small celebration. know your next week

Thanks,

= om os o

2. Display the Tasks workspace by clicking the Tasks button in the
Navigation pane:

ltems: 10 Unread: 4
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3. The Tasks workspace will now be displayed:

T < P

g ] I o o
e ; . Detvied  Sevple it 2| o
by Tasks
oo Lkt S s st STast ATE RERGER T DuoaE = ToL_ aEsouEs o
- e 10 4 e T

B om os @ e

Titer o v to d i txchange T

4. Create a new task by clicking Home - New Task:

Send / Receive Folder View

' Tell me what you want to «

W Ijl ?';j . Meeting

Mew | Mew New | Delete | Reply Reply Forward

[pg Mark  Remove
Task, Email Items~ All Complete from List
Mew Delete Respond Manage Task

5. The Task form will now be displayed. In the Subject field, type
“Prepare for Presentation:”

Untitled - Task

Insert Format Text Review

Q Tell me what you want to do...

¥ B ] Wi Wi [ Private
EXe®mB VR VvV BB O BP
> = D St X ! High Importance
Save & Delete Forward OneNote | Task Details Mark  Assign Send Status = Recurrence Categorize Follow Zaom
Close Complete Task  Report - up+ ¥ Lowlmportance
Actions Show Manage Task Recurrence Tags Zoom
Subject |Preparefar Presentation| f—
Start date |None E” Status Not Started -
Due date |None El‘ Priarity % Complete
Reminder  Mone None - Owner  John Smith
[

@ elite.
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6. Click the “Start date” drop-down menu and choose next Friday:

Prepare for Presentation - Task

Insert Format Text Review Q Tell me what you want to

o~ - 2 D o o
HXS B VY VR B O Y
> = I:I -).U . ! High Impoertance

Save 8 Delete Forward OneNote | Task Details Mark  Assign Send Status Recurrence = Categorize Follow Zoom
Close Complete Task Report < Up~ ¥ Low Impartance

Adtions Show Manage Task Recurrence Tags Zoom
Subject ‘ Prepare for Presentation
Start date [nene [l| e [niot statted -]

Due date [‘ October 2015 Y| Priority % Complete

. SU MO TU WE TH FR SA
Reminder Hone -

27 28 29 30 1 2 3

+ s s o
o1z 13 14 15 18 17
1819 0 N 2 zjkza
25 26 27 28 29 30 31
1203 45 68 7

Owner John smith

7. You will see that the “End date” drop-down menu will automatically

update to the same date as the one that was entered into the “Start
date” field:

Prepare for Presentation - Task

Insert Format Text Review ‘...‘ Tell me what you want to

- - L] ol ol ol
IXGBEIL v iz O NP
> = =l >ab ! High Importance
Save & Delete Forward OneMote | Task Details Mark  Assign Send Status Recurrence Categorize Follow Zoom
Close Complete Task  Report - up- ¥ LowImportance
Adtions Show Manage Task Recurrence Tags Zoom

o Duein 9 days.

Subject ‘Preparefnr Presentation

Start date Fri 10/16/2015 [E| status Mot Started -

Due date ‘Ffi 10/16/2015 E|m |Norma| - | % Complete mg
Reminder Naone Mone - Owner John Smith

8. Click the Priority drop-down menu and click High:

Prepare for Presentation - Task

Insert Format Text Review ':;" Tell me what you want to ¢

XSRS v 2 & O
Vi \/ ve £

e ‘3 0 | 58 e N

Save & Delete Forward OneNote | Task Details Mark  Assign Send Status Recurrence Categorize Follow

Close Complete Task  Report - Up~ ¥ Low Impartance

Lg Private

1 High Importance

com

Actions Show Manage Task Recurrence Tags Zoom

ﬂ Due in 9 days.

Subject | Prepare for Presentation

Start date | Fri 10/16/2015 E| Status Mot Started - |

Due date |FI’\ 10/16/2015 E| Priarity Marmal | = | lp— |t mg
Reminder  None None ;"o":'mal kB owner John Smith

@ elite.
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9. You need to make this task reoccur on a weekly basis. Click Task >
Recurrence:

Prepare for Presentation - Task

Insert Format Text Review Q Tell me what you want to do...
= " ] e ol ol i
axG BEn v @ O E P
> b =l > 1 High Importance
Save & Delete Forward OneNote | Task Details Mark  Assign Send Status Recurrence Categorize Follow Zoom
Close Complete Task Report I/\\, © Up~ ¥ Low Importance
Actions Show Manage Task Recurrence’ Tags Zoom

10. The Task Recurrence dialog box will now be displayed. Ensure that
the Weekly radio button is selected and the “Recur every” text box
is set to 1:

Task Recurrence >

Recurrence pattern

() Daily (®) Recur every |1 week(s) on

I@:'1""""""*“:'3'r I [ sunday [ mMonday [ Tuesday [Iwednesday
(O Monthly [Jthursday [+] Friday [] saturday
O vearly O Regenerate new task 1 week(s) after each task is completed

Range of recurrence
Start: | Fri 10/16/2015 «| (® Mo end date

O End after: 10 OCCUMTENCEs

(") End by: Fri 12/18/2015 i

Cancel Remove Recurrence
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11. Click the “End after” radio button and enter “5” into the adjacent
text box. Click OK:

Task Recurrence >

Recurrence pattern

() Daily (®) Recur every |1 week(s) on

®) Weekly [J sunday [Jmonday [JTuesday [Jwednesday
(O Monthly [Jthursday [+] Friday [] saturday

O vearly O Regenerate new task 1 week(s) after each task is completed

Range of recurrence

Start: | Fri 10/16/2015 «| ) MNo end date

ﬁ@ End after: OCCUMTENCEs

(_) End by: Fri 12/18/2015 i

Cancel Remove Recurrence

12. With the Task form now complete, click Task - Save & Close:

Insert Format Text Review W Tell me what you w

'3_] x f‘\}I Eﬂ e ola e oa

— J \f V g/-, i
ko = B = 58 IS
Save 8 Delete Forward OneMote | Task Details Mark  Assign Send Status

C|OSE% Complete Task Report
Actions Show Manage Task
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13. Returning to the Tasks workspace, you will see the new task that
you just created:

Detaied  Sevglelst | ToDollsh| Pioitied  Adwe =

== s @ -

= el ek
vi = & Meeting = !
New New New | Delete Reply Reply Forward (5§ pore Mark  Remove imple Lis

Task  Email Items - All Com n List

New Delete Respond

(You may need to expand the Current View gallery to see this view.)

15. With the Prioritized task view applied, you will see the task that you
just created in the Priority, High group. Click to select this task:
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16. Click File = Print:

©

Info

Open & Export

Save As

17. With the Print category of Backstage view now displayed, you will
see a preview of how the selected task will look on the printed
page. Ensure that that the Memo Style is selected and that the
printer that you would like to print to is selected from the Printer

drop-down command:

St

@ elite.
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18. Click the Print command:

©

Info
Open & Export

Save As

Office Account

Options

Feedback

Exit

Print

Specify how you want the
-] item to be printed and
ﬂ;ﬂ P
then click Print.

Print

5

Printer

$ Brother Laser®:6
Ready

E.‘E',, Print Options

Settings

Table Style

Memo Style

19. The selected task will now be printed. Close Microsoft Outlook

2016.

@ elite.

It's about people
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TOPIC B: Manage Tasks

As the number of tasks that you schedule grows, the ability to manage
them becomes more and more important. Over the course of this topic,
you will learn how to find the exact tasks that you would like to work
with, assign tasks, tag tasks, and more.

Topic Objectives

In this topic, you will learn:
= How to search tasks
= How to assign, tag, and move tasks
= How to mark a task as complete

SEARCHING TASKS

With a long task list, it can became difficult to find a specific task that you
would like to work with. To make finding specific tasks easier, a search
field has been provided near the top right-hand corner of the Tasks
workspace.

To use this feature, first click inside the field (or press Ctrl + E) and type
the keywords that you would like to search for:

- Qutlook

if B

wearch  Close
‘ools~  Search

5 Close ~

Meeting| I Alf— x
DUE DATE - IM F... |CATEGORIES |
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A list of results will immediately be shown that you can then work with:

a
D conm ot h=ErD v
Al Tesk B2 Al Outlook ftems |~ !clude | Categorized Start  Due Modified Completed Status Importance More  Recent Search Close
ltems Older Results - Dater Date- - - - - Searches~ Tools~  Search
Scope Results Refine Options Close “
3
x
<My Tasks ‘ Mesting
To-Do List )| TASK SUBJECT START DATE REMINDER TIME DUE DATE - INF... | CATEGORIES ow
Click here to add a new Task
Tasks
4 I fa
5| schedule Meeting Wed 10/7/2015 None Wed 10/7/2015 Tasks >
= om o2 B} e
Fiker applied All folders are up to date Conneded to: Microsoft Exchange | [ | EQ

Additionally, the Search Tools — Search contextual tab will be displayed
on the ribbon. Here, you can narrow down your search even further by
adding more search criteria (like due date or importance). When you
have finished searching, click Search Tools — Search - Close Search:

To-Do List - jsmith@acmewidgets.onmicrosoft.com - Outlook

Search Tools

Home Send / Receive Folder View Search Q Tell me what you want to do...
e S
vy Current Folder ==. E‘l’ |> D‘ V !><¢ + p if ﬂ
All Task %AII Dutlook ltems Include Categorized Start  Due Modified Completed Status Importance Mare Recent Search  Close
[tems Older Results @ Date~ Date~ v Tasks ~ @ @ v Searches~ Tools~  [Search
Scope Results Refine Options Close

ASSIGN TASKS

To assign a task to another person, create a new task and then click Task
- Assign Task:

g\ L]

L Tell me what you want to do...

O

Save & Delete Forward OneMote | Task Details Mark  Assign Send Status = Recurrence
Close Complete  Task Report
Actions Show Manage Task Recurrence

Rewview

v |y &

Insert Format Text

'7* T s s
= X 3 B A
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The Task form will now include the To field. Here, you can enter the e-
mail address of the person who will be assigned this task. You can also
specify if you want to keep a copy of the task in your list and if you want
to receive a status report when the task is complete:

T ¥ Schedule Meeting - Task
Insert Format Text Review Q Tell me what you want to de...
] ] 3 w sl e Private
HEXMECE B BEH O WP
N X ' High Importance
Save & Delete OneMote | Task Details Cancel Address Check Recurrence Categorize Follow Zoom
Close Assignment  Book MNames = Up~ ¥ Low Impartance
Actions Show Manage Task Mames Recurrence Tags Zoom
6 Due today.
Ta... Jane Gibson; | <di—
Subject Schedule Meeting
Send
Start date Wed 10,/7/2015 E Status Mot Started -
Due date Wed 10/7/2015 E Priority Mormal - | % Complete 0% :

/| Keep an updated copy of this task on my task list

+/| Send me a status report when this task is complete

When you are done, click Send to assign the task. Or, click Save & Close
to save the task and send it at another time.

TAGGING TASKS

Categorizing Tasks

To help keep your tasks organized, you are able to assign color categories
to them. To categorize a current task, click Task - Categorize - [Color
Category]:

Schedule Meeting - Task

Tell me what you want to do...

FXm e % Eeh O WP Q
= = o @ I High Importance

Save & Delete OneMNote | Task Details Cancel Address Check Recurrence Categonize Follow Zoom
Close Assignment  Book MNames = Up~ ¥ Low Importance

Actions Show Manage Task Mames Recurrence Zoom

(9]
L

Insert Format Text Review

Blue category
Green category
Red category

Orange category

Purple category

Yellow category

==| All Categories...

(Remember, when choosing a category for the first time, you will be
prompted to give it a name.)
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@ elite.
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Once a category has been applied, you will see it displayed just below the
ribbon:

L] v s Schedule Mesting - Task

Insert  Format Text

2 X El vl ?':I 30 85 O I p o

! High Importance

Save & Delete OneNote | Task Details  Cancel  Address Check Recurrence  Categorize Follow Zoom
Close Assignment  Book Names Up~ V¥ Lowimportance
Actions Show Manage Task Names Recurrence Tags Zoom ~

@ Due today.

supject | Schedule Mesting |
Start date ‘wm 10/7/2015 E” Status | Not started -
Due date ‘w:a 107712015 E” Friority | Normal <] % complete mg

/] Keep an updated copy of this task on my task list

/] Send me a status report when this task is complete

Flagging a Task for Follow Up
If you need to follow up on a task, you can flag it for follow-up. To do this,
click Task = Follow Up - [Flag]:

L 17 Schedule Meeting - Task

Insert Format Text Review @ Tell me what you want to do...

,3_-| o ry e 3 =8 [ 1] > Private
x ﬂEﬂ v B v, 2B & O
E‘ = EI o V@ III I High Importance
Save & Delete OneMote = Task Details Cancel Address Check Recurrence  Categorize Follow oom

Close Assignment  Book MNames - Up~ ¥ Low Importance
Actions Show Manage Task MNames Recurrence |b Today Zoom

| Tomorrow

| This Week

|© Mext Week L\’
> Mo Date

I* Custom..

Add Reminder...
&/ Mark Complete
Set Quick Click...

Once a follow-up flag has been applied, you will see a follow-up
statement appear just below the ribbon:

L v s Schedule Meeting - Task
Insert  FormatText  Review  Q Tell me what you want te do...
= = o 1 o8 i
ZXMPE % R O M P
=) 1 High Importance
Save & Delete OncNote | Task Defails  Cancel  Address Check Recurrence Categorize Follow Zoom
Close Assignment  Book Names - Up- ¥ LowImportance
Actions Show Manage Task Names Recurrence Tags Zoom ~

|0 Follow up. Start by Friday, October 9, 2015. Due by Friday, October 8, 2015
uen 7 days.

@ elite.

It's about people
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Marking a Task as Private

If you are using Microsoft Exchange Server and you do not want a task’s
details to be viewable by others, you can mark it as private. To do this,
click Task = Private:

Schedule Meeting - Task

Insert Format Text Review Q Tell me what youwant to do...

P e o -y 21 [ :

XM % E# O W P Q
=) = o ve I High %poﬂ:ance

Save & Delete OneMote | Task Details Cancel Address Check Recurrence Categorize Follow Zoom
Close Assignment  Book Mames - Up~ ¥ Low Importance

Actions Show Manage Task Names Recurrence Tags Zoom

Following this action, the Private button will appear shaded in to indicate
that it has been marked private.

Applying a Priority Level

Priority levels help indicate how important a particular task is so that you
can delegate your time more efficiently. You have the option to mark a
task as High Importance or Low Importance. Both options are in the Tags
group of the Task tab:

Schedule Meeting - Task

Insert Format Text Review Q Tell me what you want to do...
= o o o 71 et :
FXEEL B EH O W Pee=__Q
=) = o @ !' High Impoertance
Save & Delete OneMote = Task Details Cancel Address Check Recurrence Categorize Follow Zoom
Close Assignment  Book MNames - Up~ ¥ Low Impartance

Actions Show Manage Task MNames Recurrence Tags Zoom

MARKING A TASK AS COMPLETE

Once you have finished a task that has been assigned to you, you should
mark it as complete. To do this, click Task > Mark Complete with the task
open:

Schedule Meeting - Task

Insert Format Text Review Q Tell me what you want to do...

,BJ : /’\a E e o= , ey = ) [ 1] > Private
E‘ ﬁ_) = 4 ‘I:I _;/:" E i !' High Importance
Save 8 Delete Forward OneNote = Task Details Mark  Assign Send Status  Recurrence  Categorize Follow Zoom

Close Complete Task  Report - Up~ ¥ LowImportance
Actions Show Manage Task Recurrence Tags Zoom
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Alternatively, you can mark a task as complete from the Tasks workspace
by clicking to select that task and then clicking Home - Mark Complete:

To-Do List - jsmith@acmewidgets.onmig

Q
B

Send / Receive Falder View

] , -
v =] ’._"E x f= [E2Meeting « |'>'< B | NeaWeek
- = |* Tomorrow [* Mo Date
Mew MNew New | Delete Reply FReply Forward E-EMore' Mark  Remove

Task Email Items~ I Complete from List |" This Week [* Custom

Tell me what you want to do...

New Delete Respond I ge Task Follow Up

The selected task will then be removed from the To-Do List. Its subject
line will have a strikethrough to indicate that it is done.

MOVING TASKS

To move a task from one folder to another, click and drag the task in
guestion from the workspace into the destination folder in the
Navigation pane:

To-Do List - jsmith@acmewidgets.onmicr

v whaf 'want to do.

Vs X 3 mueing of B EEE] ] netwes [ W n
e [ .N'n oo || o oy B -)dr | o w I Tomorrow > No Date ==l I e o [ 1 3 Address Book
ew  New New  Delete | Reply Reply Foward [ pore - ark  Remove Detsiled  SimpleList | To-Dolist = Move OneMote Categorize
Task  Email ftems~ All Y Complete from List | ThisWeek > Custom 5 R

New Detete Respond Manage Task Follow Up Current View Actions Tags Find -

<

My Taske Seaen To-Do Lot (18 5
L 3| Task SUBJECT START DATE REMINDER TIME DUEDAE  ~ INF... | CATEGORIES i

Click here to add a new Task
%3 4 [P Flag: Due Date: Today
%/ Schedule Meeting Wed 10/7/2015 None Wed 10/7/2015 Tasks >
4 | Fiag: Due Date: Next Wk
“HPrepare for Presentation Fii 10/18/2013 fione Fii 107162015 Tasks I

Releasing your mouse button will complete the move.

Tasks.
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ACTIVITY 7-2
Managing Tasks

Now that your Tasks workspace has become populated with new tasks,
you would like to manage them. Students will need to have created one
task with “presentation” somewhere in its subject before starting this
activity.

1. To begin, open Outlook 2016:

Favarites | e o 5
e ANl Unread
Clut

Joe is going to be retiring saon, 50 | thought we could thew a small celebration, Please let me know your availability for next week.

[T -/

2. Display the Tasks workspace by clicking the Tasks button in the
Navigation pane:

aﬁ % [N

ltems: 10 Unread: 4
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3. The Tasks workspace will now be displayed:

Home
= ] > Tads Wiesk
= v (g x =] . \/ |& I Today | Mext = ) o
= 'N‘— i = Fe o I* Tomerow [* Mo Date e e B 2 Address Book
en New New  Deéme Feply R enard o - stk Remove Detaled ve Onehlote | Categ
Tek Emad e = Complee trom i | I” ThsWesk I Custom : ey
Hew Deste Respong Manage Task Fallaw Up Adions Tags Fing -
N ]
4 My Tasks £
To-Do List 03/ 1ask sussEct START DATE REMINDER TIHE DuEDATE - INF.. | CATEGORIES v
= Chick here 0 30 a newTask
4 1P Flag: Due Date: Today
2] Schecule Meeting wea 10772015 Hone wea 0772015 Tasks >
4 | Fiag: Due Date: Next Week
Fri 6182018 Tasks 1

% PreparetorPresemation Fitensans Wone

=om o B

Fiter applied

Connected to: Micraset Exchange [ B

Al folders are up to date.

4. Press Ctrl + E to focus on the search text box. Type “presentation”
and the results will immediately be displayed:

7] I— B oPov b+ OB

3

AN Task Gl Outiook ems Categorized Stan  Due Modified Compieted Status Imporsnce More | Recent Search | Close
fems der Resal - Da - - * Searches~ Tooks~  Search
scope Resuts Refine optiens Close -
<
My Tasks presentation dm— x
To-Do list 0 Task susiect s1a8T DATE REMINOER Tide DuEDatE - IHF...|CATEGORIES i3
Chck here to agd a new Task
Tasks
4 | Flag: Due Date: Next Week
(% Prepsee for Presentation Frionezos tone Frien62rs Tasks

5. Double-click the top-most result:

= . > Taday | MextWeek ¥ n
v . Meeting g = 1
= = ;I =~ M R'B‘ I Tomonow P N Date Al o o m'“ 0| 3 Addres Book
en New New Reply Reply Forward B More - ark  Remave Deiniod T ve OneMlate  Categarize
Tusk  Email Items - 2 o Complete from List | | This Week [* Custom N s
vew Detete Respond Manage sk Fallow Up Cument View adtions Tags Fint A
<
My Tasks presentation B
To-Do List D/ TasK suBJECT START DATE REMINDER THE DUEDATE & INF... | CATEGORIES [

Chick here to add a new Task
Tasks

4 | Fiag: Due Date: Next Week.

elite.

It's about people
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6. The task will now be open in the Task window. Categorize this task
using the blue category by clicking Task - Categorize - Blue
Category:

Prepare for Presentation - Task

Insert  FormatTet  Review Q' Tell me what you want to do...
[ N o & Y o ~ :
EI?J x E ) i i V it vi 'Y w n > Private
2> o =] J& [ — ~ i I High Importance
Save & Delete Forward OneNote | Task Details Mark  Assign Send Status = Recurrence Skip. Categorize Follow Zoom
Close Complete Task Report Occurrence - Up~ ¥ Low Impertance
Adtions Show Manage Task Recurrence Zoom
[ Blue category
Wl Green category
[ Red category
B Orange category
[l Purple category

Yellow categery

All Categories...

(If you are prompted to rename the category, click Yes to proceed.)

7. You will see the blue category shown above the To field:

* v s Prepare for Presentation - Task

Fil Task. Insert Format Text Review Q Tell me what you want to do.

ile
= ~ = o P B Private
x =t ﬂg v v Ve - LY /v
kil > US|l 1S Sa b5 -~ ! High Importance
Save & Delete Forward OneNote | Task |Details | Mark  Assign Send Status | Recus

Close Complete Task  Report - ¥ Lowlmportance

Adtions Show Manage Task Recurrence Tags Zoom A

@ Duein 9 days.
Starts every Friday effective 10/16/2015 until 11/13/2015.

Subject

start date Fii 10/16/2015 | status  |Not started

Due date Fri 10/16/2015 [ eriority  [High <] s comptete |03
Reminger  Mone None - [@q owner  Johnsmitn

8. Now mark this task complete by clicking Task - Mark Complete:

T ]

Insert Format Text Review ' Tell me what you w

X 3 E VW e A

Save & Delete Forward OneMote = Task Details Mark  Assign Send Status
Close Complete Task Report

Actions Show Manage Task

9. Close the Task window and then close Microsoft Outlook 2016 to
complete this activity.
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TOPIC C: Manage Notes

Outlook 2016 provides you with a quick way to record, view, and manage
short notes. In this topic, you will learn all about notes in Outlook 2016
and how to manage them.

Topic Objectives
In this topic, you will learn:
= About notes and the Note form
= About note views
= How to categorize notes
= How to print notes

NOTES

Outlook’s notes are quite similar to traditional sticky notes in their format
and function. They allows you to record small bits of information that you
might need to refer to later. For example, you could use a note to record
a list of items that you need to pick up for an upcoming project or
presentation.

All notes in Outlook are stored and managed in the Notes workspace.
This is opened by clicking the More button at the bottom of the
Navigation pane and then clicking the Notes option:

o m oa [ e
Mavigation Opticns...
ltems: 10 Unread: 4

Motes

Folders

Shortcuts
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The Notes workspace will list any notes that exist. You will also see tools

to create new notes:

ome IR Q
&3 i 5
A EE Addlress Book
New New | Delete lcon NotesList Last7Days |<| | Fowerd Move | Categorize
Note Items ~
New Delete Current View Adions Tag Find -
<
«My Notes Search Notes (Ctrl-E) P
Notes
= F & B e
ttems: 0 ‘Al folders are up to date, Connected tor Microsoft Exchange  |DI EE

NOTE FORM

To create a new note, click the New Note command on the Home tab
while in the Notes workspace:

Notes - jsmith@acmewidgets.onm

Folder View Q Tell me what you want to do...

Send / Receive

& =
G'E [EE Address Book

Forward Move | Categorize

New New | Delete lcon Motes List  Last 7 Days |z
Mote Iltems -
New Delete Current View Actions Tags Find
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A new note will appear over the Outlook 2016 interface. At the bottom of
the note will be the current date as well as the current time. Simply click

and type to create the note:

Notes - jsmith@acmewidgets.onmicrs

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

=1

2 El:-

“'E E EE Address Book
MNew New = Delete lcan Motes List  Last7 Days = Forward Move | Categorize
Mote ltems~

MNew Delete Current View Actions Tags Find
4
4 My Notes
Notes
&
10472015 10:31 AM @

There are a few different views that are used to change how notes are
displayed in the Notes workspace. You can find all of these different
views inside the Current View group on the Home tab. Clicking on any of

these views will apply them:

Motes - jsmith@acmewidgets.onmig

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

= S’ [ T
3'3 x % ﬁ_é] m EE Address Book

Last 7 Days |= Forward Move Categorize

New New  Delete lcan Motes List
Note [tems -
Mew Delete Current View Actions

Tags Find
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By default the Icon view will display all of your notes as small icons and
arrange them in a grid. Each icon will display the first line from the note
that it represents:

Notes - jsmith@acmewidgets.onmicrosoft.com - Outlook

jome
g X B Sl W
. £ > 5 Address Book
New New Delete lcon NotesList Lost7Days < Foward Move Categorize
Note Items ~ ~ -
New Delete Current View Adions Tags Find -
<
«My Notes Search Notes (Ctrl-E] £
Notes
Shopping!
i List
= o= = B
Ttems: 1 Al folders are up to date, Connected tor Microsoft Exchange | EE

The Notes List view will display all of your notes as a simple list. Each
item will include the first line from the note as a subject line, the date the
note was created, and any categories that the note belongs to:

Notes - jsmith@aemewidgets onmicrasoft.com - Outlook

o X = s W

i == > 2 Address Book

New New  Delete con NotesList | Last7Days -  Foward Move Categorize

Note Items~ M M
e .

.

4 My Notes Search Notes (Ctrl+E) e
Notes [ | sUBJECT CREATED ¥ CATEGORIES

o om o (g e

Items: 1 All folders are up to date. Connected to: Microsoft Exchange b &=
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Finally, the Last 7 Days view will list notes that have been created in the
past week in list form (similar to the Notes List view).

CATEGORIZING NOTES

Like other objects in Outlook 2016, you are able to categorize notes to
help keep them organized. To begin, first click to select the note from the
Notes workspace. Then, click Home - Categorize - [Category]:

Notes - jsmith@acmewidgets.onmig

Send f Receive Folder View Q Tell me what you want to do...
0 N
& X QW
EE Address Book
New MNew = Delete le=r MotesList  Last7Days = Forward Move Categorize
MNote Items~ @ @
Mew Delete Current View Actions
£
4 My Notes 7] Blue category
Notes | B Green category
B Red category
Shopping
List B Orange category
Purple category
p gory

Yellow category

i All Categories...

Set Quick Click...

(Remember, when choosing a category for the first time, you will be
prompted to give it a name.)

Once a note has been categorized, the color category that you selected
will be applied to the note and its associated icon:

[
gﬁhupping

List
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PRINTING NOTES

To print one or more notes, first click to select the note(s) that you would

like to print from the Notes workspace. Next, click File = Print:

With the Print category of Backstage view selected, you will see a
preview of how the selected note(s) will appear on the printed page.
Ensure that you have the correct printer selected in the Printer drop-

©

Open & Export

Save As

down menu and then click the Print command:

Print

Specify how you want the

é item to be printed and
then click Print.

Print

Iy

== Ready

[i& Print Options

Settings

Memo Style

Printer | Send the item directly to the default printer without making changes.

Notes - jsmith@acmewidgets.onmicrosoft.com - Outlook

John Smith

Modtied: 1 10/9/2015 1022 AN

shopping Lizt
ik

£z
Bresd




[395] Microsoft Office Outlook 2016 — Part 1

Note that there is only one print style: Memo Style. This will print the
selected note in a memo-like fashion. This means that the printout will
include the name of who created the note, when the note was last
modified, and the contents of the note.
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AcTiviTY 7-3
Creating and Managing Notes

To prepare for an upcoming presentation, you would like to create a note
that includes what items you need to purchase.

1. To begin, open Microsoft Outlook 2016:

<Favorites | (o Cami 5
b 4

«fsmith@acmewidgets.onmicr..
Inbe 4
Hay all,

Joe i going to be retiring san, 5o | thought we could thiow a small celebration. Please let me knaw your availability for next wesk.

Thanks,

John

= om os o

2. Display the Notes workspace by clicking the More button in the
Navigation pane and then clicking the Notes button:

Mayigation Options...
ltems: 10 Unread: 4

Motes
Eolders

[@] Shortcuts
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3. Create a new note by clicking Home - New Note:

Notes - jsmith@acmewidgets.onmig

Send / Receive Folder View Q@ Tell me what you want to do...
2 X N
- =4 m [EZ: Address Book
MNew New = Delete lezre Motes List  Last 7Days |- Forward Move  Categorize
Nﬁ“ Items ~ = =
W Delete Current View Actions Tags Find

4. A new note will appear over the Outlook 2016 interface in a type of
dialog box. At the bottom of the note will be the current date as
well as the current time:

Dacmewidgets.onmi
Send [ Receive Folder View

= N ; n

= X B B S

“E E > i [E= Address Book
New MNew  Delete ez NotesList  Last7Days = Forward Move Categorize
Mate Iltems - - -

Mew Delete Current View Actions Tags Find

4My Notes  ||&
Notes

10§7{2015 10:55 AM 2

@ elite.

It's about people
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5. If you wish, you can click and drag this note by the title bar to move
it to a new location:

Notes - jsmith@acme

Send / Receive Falder View Q@ Tell me what you want to do...
T .
& X QW WG
= EE Address Book
New MNew  Delete lcon MotesList  Last7Days = Forward Move Categorize
Note |tems~ - -
Mew Delete Current View Actions Tags Find
<
4 My Motes
Notes
Shoppin
List
B e i
10f7{2015 10:55 AM

6. To start adding the content of the note, click inside of it and then
start typing. For this example, type the following:

=

Presentation Supplies:
Easel

Black Sharpie

Blue Sharpie

Flip baard|

10f742015 10:55 AM
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After you have finished recording the new note, click the Close
button in its top right-hand corner:

© L3
Presentation Supplies:

Easel

Black Sharpie

Blue Sharpie

Flip bnard|

104742015 10:55 AM

Returning to the Notes workspace, you will see the new note listed:

MNates - jsmith @ acmewidgets.anmicrosaft.com - Outiook

e ¥ HI =
& =5 77 Address Book
New New | Detete IS . . .. 0n; || Fonsanl Move | Categorize
Note Item - -
o
¢ earen Nates (Cir ]
4 My Notes o £
MNotes.
shopping| | Fresertation
it | | supples
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9. With the note that you just created selected in the Notes
workspace, click Home - Categorize - Blue Category:

Notes - jsmith@acmewidgets.on

Send / Receive Falder View Q Tell me what you want to do...
& X ] =
= > E= Address Bool
New MNew  Delete ez Motes List  Last 7 Days = Forward Move @ Categorize
MNaote Items~ = =
Mew Delete Current View Actions Clear All Categories
£
4 My Notes [T Blue category
Notes |:| |:| B Green category I}
B Red category
Shopping  Presentation
List Supplies: [ Orange category
B Purple category
Yellow category
i Al Categories...
Set Quick Click...

(If you are prompted to rename the category, click Yes to proceed.)

10. The selected note will now be categorized using the blue category:

11. Double-click on this note. You will see that the applied category
color will also be represented by the note itself:

=

12. Close the open note and then close Microsoft Outlook 2016.

@ elite.

It's about people
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@ elite.

It's about people
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Summary

Over the course of this lesson you learned how to work with and manage
tasks and notes. You should now be comfortable creating simple tasks, as
well as managing them using the Tasks workspace. Additionally, you
should be comfortable with the concept of notes in Outlook 2016, as well
as how to create and manage them. You should also be familiar with the
different ways that you can print both of these objects, as well as view
them in their respective workspaces.

REVIEW QUESTIONS

1. What is a server task?
2. What is the default reminder time for a task?

3. What is the command sequence to assign a task to someone
else?

4. How do you move a task from one task list to another?

5. How do you open the Notes workspace?
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LESSON 8:
CUSTOMIZING THE
OUTLOOK
ENVIRONMENT

Lesson Objectives

In this lesson you will learn how to:
= Customize the Outlook interface

= Create and manage Quick Steps
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TOPIC A: Customize the
Outlook Interface

Now that you are comfortable with the features and general interface in
Outlook 2016, you can begin to customize it to suit your individual
requirements. Over the course of this topic you will learn about the
various ways that you can customize the Outlook interface.

Topic Objectives

In this topic, you will learn:
= How to set general Outlook options
= How to customize and move the Quick Access toolbar
* How to minimize and customize the ribbon interface
= How to reset interface customizations

SETTING GENERAL OUTLOOK OPTIONS

Outlook’s customization options are found in the Outlook Options dialog.
To access this dialog, click File = Options:
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Next, ensure that the General category is displayed

Info

Open & Export

Save As

Save Attachments

Print

Office Account

Options

Outlook Options

General

Mail

Calendar

Groups

Pecple

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E:. General options for working with Qutlook.

User Interface options

Show Mini Toolbar on selection @
Enable Live Preview @

ScreenTip style: |Show feature descriptions in ScreenTips .

Personalize your copy of Microsoft Office

User name: |John Smith |

Initials:

[ Always use these values regardless of sign in to Office.

Office Background:
Office Theme: Colorful

Start up options

Make Qutlook the default program for E-mail, Contacts, and Calendar

Default Programs...

@ elite.

It's about people
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Inside the “User Interface options” section, you will see checkboxes to
disable the mini toolbar and Live Preview. In addition, the “ScreenTip
style” drop-down menu allows you to control how ScreenTips are
displayed. By default, ScreenTips will display the title of the command, as
well as a brief description about what it does. However, you have the
option to hide these descriptions or even disable ScreenTips entirely:

Outlock Options
General . . .
o2 General options for working with Cutlook.
Meail “
Calendar User Interface options
Groups Show Mini Toolbar on selection G
People Enable Live Preview
Tacks ScreenTip styler | Show feature descriptions in ScreenTips
Show feature descriptions in ScreenTips
search Personalize your ¢ .t chow festure descriptions in ScreenTips
Language User name: Don't show ScreenTips

Inside the “Personalize your copy of Microsoft Office” section, you are
able to choose the user name and initials that you would like to be
associated with your copy of Microsoft Office. As well, you can change
the Office theme that the Outlook interface uses from colorful (the
default) to dark gray or white, and modify the Office background:

Personalize your copy of Microsoft Office

User name: John Smith
Initials: J5

O Always use these values regardless of sign in to Office,

Office Background: |Clouds ~
Office Theme: Colorful |«
Colorful
Start up options Dark Gray

White

Make Qutlook thew gram for E-mail, Contacts, and Calendar Default Pregrams...

Below this section, there is a checkbox that will make Outlook the default
program for handling e-mail messages, contacts, and calendars.
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CusTOMIZING QUICK ACCESS TOOLBAR BUTTONS

The Quick Access toolbar is provided to give you quick access to the
commands you use most, so it makes sense that you can customize it. To
add buttons to the Quick Access toolbar, click the drop-down arrow (-)
next to it:

Hor Customize Quick Access Toolbar

1 Print
|._|
b Save As
Mew  Mew

: +  Send/Receive All Folders
Email Items - '

Mew Update Folder

Reply
Reply All
Forward
Delete

« Undo
Ernpty Deleted [tems
Touch/Mouse Mode

Find a Contact

More Commands...

Show Below the Ribbon

In the drop-down menu that appears, click on any commands you want
to add to the toolbar. If a command has a check by it, it means it’s active
and on the toolbar. You can click on any of these commands to remove
them from the toolbar.
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If the command that you would like to add to the Quick Access toolbar
isn’t listed in the drop-down arrow menu, you have a few different
options available to you. First, you can right right-click almost any
command on the ribbon and click “Add to Quick Access Toolbar:”

Send / Receive Folder View '-:-' Tell me what you want t
(=" [ Ignore x & (’_\ S _ W Move-
Ijl o —Eﬂ H ﬁ—«:’l e Meeting ove
N :E x Clean Up* o feol . ‘le - qd =5 Team |
EW Ew elete eply Reply Forward [Ey pore -
Ermail Items~ 3@Junkv A El E?- Reply i
New Delete Add to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Custormnize the Ribbon...

Collapse the Ribbon

The selected command will then be immediately added to the Quick
Access toolbar. From there, you can remove buttons from the Quick
Access toolbar in a similar manner: right-click the command in question
and then click “Remove from Quick Access Toolbar.”

Bemove from Cuick Access Toolbar
Home L\\s

Custornize Quick Access Toolbar...

G|
= Show Cuick Access Toolbar Below the Ribbon
It:?:v 391 Customize the Ribbon...

Collapse the Ribbon
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If you still cannot find the command that you would like to add to the
Quick Access toolbar, click the drop-down arrow and click More
Commands:

Hor Customize Quick Access Toolbar
Print
Save As

Email tems~ @ ¢ >end/Receive All Folders
Mew Update Folder

Reply
Reply All
Forward
Delete

+ Undo
Empty Deleted ltems
Touch/Mouse Mode
Find a Contact
More Commands...

Show Below the Ribbon I}’

@ elite.

It's about people
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This action will display the Outlook Options dialog, open to the Quick
Access Toolbar category:

Qutlock Options 7 x
General o . .
=] Customize the Quick Access Toolbar.
Mail
Choose commands from: G
Calendar Popular Commands ~
Groups Customize Quick Access Toolbar G
Peaple <Separator> A % Send/Receive All Folders
E‘;} Account Settings € Undo
Tasks EE Address Book..
Search le Automatic Replies...
ll_"m Close All lterns
Language X Delete
Advanced & Empty Deleted ltems

Find Contact I-
Customize Ribbon Forward
T Manage Rules & Alerts...
Meeting
Add-ins New Appointment Add >>

Mew Contact

New Ernail

New Task

Options

Print

Reply

Reply All

Save All Attachments...

Trust Center

Save As

Send/Receive All Folders

Touch/Mouse Mode 3
Undo hd

J ¢ ET165 00 dhrer O B EEEE 0

Customizations: Reset =
[ Show Quick Access Toolbar below the Hstemizaten ==

Ribbon Import/Export = |

0K Cancel

Using the controls here, you are able to add commands to, and remove
commands from, the Quick Access toolbar. By selecting a category from
the “Choose commands from” drop-down menu (1) you can find exactly
the command that you would like to add from the list (2). Once you have
found the command in questi