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Microsoft Office Outlook 2016 Level 2

ABOUT THIS COURSE

COURSE PREREQUISITES

This manual assumes the user has completed or has an understanding of
the materials covered in the first part of the Microsoft Office Outlook
2016 courseware, including:

= Getting started with Outlook 2016

= Composing messages

= Reading and responding to messages

» Managing your messages, calendar, and contacts

»  Working with tasks and notes

»= Customizing the Outlook environment

COURSE OVERVIEW

Welcome to the second part of our Microsoft Office Outlook 2016
courseware. Outlook is Microsoft’s powerful and easy-to-use personal
information management program. This new version of Outlook
incorporates some new features and connectivity options in efforts to
make managing your e-mail and personal information easier than ever.

This course is intended to help all users get up to speed on the different
features of Outlook and to become familiar with its more advanced

selection of features. We will cover how to configure advanced message
options, use advanced message management options, manage activities
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using tasks, edit electronic business cards, share your workspaces with
others, manage Outlook data files, and more.

COURSE OBJECTIVES

By the end of this course users should be comfortable in configuring
advanced message options, using advanced message management
options, managing activities using tasks, editing electronic business cards,
sharing your workspaces with others, managing Outlook data files, and
managing e-mail security.

How To UsE THIS BOOK

This course is broken up into seven 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:
CONFIGURING
ADVANCED MESSAGE
OPTIONS

Lesson Objectives

In this lesson you will learn how to:
= |nsert advanced characters and objects
= Modify message settings, properties, and options

= Use automatic replies
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TOPIC A: Insert

Advanced Characters
and Objects

Outlook 2016 supports many different characters and objects that can be
inserted into any message that you send. Over the course of this topic,
you will learn about the various characters and objects that are
supported by Outlook, as well as how to add them to any message that
you compose.

Topic Objectives
In this topic, you will learn:
»= About hyperlinks
= About WordArt
= About equations
= About symbols
= About tables
= About charts
= About the types of charts that are available when composing an e-
mail message
= About Quick Parts

HYPERLINKS

Hyperlinks enable you to navigate around your computer, browse the
Internet, and jump to different locations within the same file. Outlook
lets you insert hyperlinks into any message that you compose.
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To insert a hyperlink into a message, you only need to type the full
website address (URL) followed by a space or the Enter key:

< Untitled - Message (HTML)

Message Insert Options Format Text Review Q Tel me what you want to do...
L] C 4 oo 21 et g -
Cut Colibri (Boc~ |11 = A" & © - | Be |.&6= :’\@ MJ @J _.3~ |* Follow Up
FHn S B Address Check  Attach Attach Signature | © 9" mPeanee
aste apr - B= = == ress Chec ac ach Signature
- ~ Format Painter Ty -4 = T 7 7" 7 PBook Mames File~ ltem~ - ¥ Low Importance
Clipboard [F1 Basic Text (F] Mames Include Tags (F]
To..
=1
Ceu
Send
Subject

www.example.org

You can also make any existing text in the body of your message a
hyperlink by selecting it and then clicking Insert = Hyperlink:

g 5 0] Untitled - Message (HTML)

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

mJ@@EQ‘DE@}}EI"ma, %@‘

Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot  Hyperlink Bookmark
Filer  ltem  Card~ 2 2 Pictures - 2 L\\,

Include Tables INustrations Links

(Alternatively, you can also use the Ctrl + K shortcut.)
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This action will display the Insert Hyperlink dialog box. Type the website
address that you want the link to point to into the Address text box and

click OK:

Insert Hyperlink ? X
Link to: Text to display: |Example ScreenTip...
Look in: Documents P > 'fﬁi
Existing File
or Web Page Books Bookmark...
Current
Folder Target Frame...
Place in This
Document Browsed
Pages
Create New Recent
Document Files
Address: Ihttp:_a'_a‘www.example.org| o I
E-mail
Address

Note that Outlook will add “http://” to the front of any URL that is
entered here.

You can also link to an e-mail address by clicking the “E-mail Address”
button on the left-hand side of the dialog box. Then, enter the e-mail
address that you would like this link to point to and a subject for any

message that will be created by clicking this link:

Insert Hyperlink ? X

Link to: Text to display: |Example ScreenTip...

E-mail address:
Existing File Imailto:j.smith@example.org I
or Web Page
Subject:

@ IMeeting| I

Place in This | Recently used e-mail addresses:
Document

Create New
Document

E-mail

Address

Note that Outlook will add the word “mailto:” in front of the e-mail
address that is entered here. This identifies the link as an e-mail link
rather than a website link.
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Bookmarks

In addition to a typical hyperlink that points to a web page or e-mail
address, you have the option to create a hyperlink that points to a
specific location in the message. Called bookmarks, these types of links
are created in a new message by clicking Insert - Bookmark:

g 5 Untitled - Message (HTML)

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

| =2 @ 2 B LEdllDll o, @00

Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot  Hyperlink Bookmark
Filew  ltem  Card~ = = Pictures - = L\\,
Include Tables Ilustrations Links

This action will display the Bookmark dialog box. Here, you can add
bookmarks to specific portions of the message, delete existing
bookmarks, and navigate to locations that have been previously
bookmarked:

Bookmark ? >

Bookmark name:
Example Add

Delete

Sort by: (@) Mame
() Location

|:| Hidden bookmarks

Cancel

WORDART

WordArt applies graphical styles to selected text within a message. This
gives you a quick way to give your messages a more unique style and
bring attention to key points.
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@ elite.

It's about people
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To apply WordArt to selected text in a message, click Insert - WordArt
- [WordArt Style]:

Untitled - Message (HTML)

ser rmat nt to do...
: @ d lg K 2 (B e A
- A=
b J E = BN e R = s T Q 2
Auach Outlook Busines Calendar Signature  Table Pl:(ures Online Shapes Smarirt Chart Sereenshot | Hyperink Sockmark  Ted  Cuick Wordt Equation Symbol Horizontal
Filew Hem Card~ Pictures - Boxv Parts+| v []Objec - - Line
Include Tables INustratior Links ~

A AAAA
A A A A

Subject

AAA NP

The selected text will then appear in the WordArt style that you selected:

H © O

File Message  Insert  Options  FormatText  Review Format

o £ Shape Fill - A 2] Align Text - U1Bring Forward ~ [T Align~ | &
T (=303 Abc Abc | |- | [# Shape Outline - - 8- O Send Backward ~ [F] Group
52 Shap & o "
. [ - @ rap N =g
KIRAN NS4 ~| & Shape Effects - A CreateLink . Dl Selection Pane "k Rotate~ =¥ 1
Insert Sha Shape Styles ] WordArt Styles ) Text Arrange Size mooA
apes pe Styl tyl g
To..
Ce...
Send
Subje

Once WordArt has been inserted into your message, it will automatically
be selected. As well, the Drawing Tools — Format tab will appear on the
ribbon and provide you with controls to tailor the appearance of the
WordArt in a number of different ways.

EQUATIONS

Both simple and complex mathematical equations can be inserted
directly into any message that you are composing. This is done by placing
your cursor where you would like the equation to be inserted and then
clicking Insert - Equation:

Untitled - Message (HTML)

FormatText — Review  Q Tellme what you want to do...
g :l f [z B g ld Q@ I EE 4 o JC Q =
0 (H |I i A s A
Attoch Oulok Business Colendar Signature  Toble Pictur sOI e Shapes SmartArt Chart Screenshot | Hyperlink Bookmark TextQdeArt ymbel Horionte
Fle- hem  Cads - Pictures - Box~ Parts~ l:lUb ct s

Include Tables llustrations Links Text Symbols ~
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This action will display the Equation Tools — Design tab, as well as add an
equation field to your message. By using the commands in the Symbols
and Structures groups of this tab, as well as typing directly in the
equation field, you can build the equation that you would like to add:

Equation Tools  Untitled - Message (HTML)

uwant to do...

B © O
a

Fle  Message  Inset  Options  FormatText  Review
TO Gt ][] [=] (2] (<] <] [ ][] e vx I, £ O g jm A 3]

¥ Linear - -
Equation * - E H E‘ . . E . E . . . @ I . Fraction Script Radical Integral  Large  Bracket Function Accent Limit and Operator Matrix
awation - vormaiTenr || 2] [%] [#] [- ] Frecton sctpt Radicalntorel  Ltge_ Brace Funcion Accent Lt and Opetater et
Tools )

Symbols Structures ~

Tow
Cc.

Subject

2 x2 ] 4—

Note that equations are not able to actually calculate values and are
intended to be used for display purposes only.

SYMBOLS

Symbols and other special characters can be inserted into a message by
clicking Insert - Symbol = [Symbol]:

H % O = Untitled - Message (HTML)
File Message Options Format Text Review Q Tell me what you want to do...
by 0 . El Dom™ A D n |;| Drop Cap A
X k / (==:] > =
@ R ;i (| ; l?) = 1l @ Nigh I ] A4 D Dete 5 Tome T QO A
Attach Outlook Business Calendar Signature  Table | Pictures Online Shapes SmartArt Chart Screenshot Hyperlink Bookmark | Text Quick WordArt Equation Symbel Horizontal
Filew Item Card~ - - Pictures - - B~ Pansw - [ 10bject - - Line
Include Tables INustrations Links Text oo € £ ¥ ©
. . B
boa

=

ore Symbals...
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If you do not see the symbol that you would like to add listed in the

Symbol drop-down menu, click More Symbols. This action will display the
Symbol dialog box:

Symbol ? *

symbols  Special Characters

Font: | [normal text) w | Subset: | Mathematical Operators w

I = -1 [ 1D
(7)(8)(9)(0|(1)(12)(13)14|32)Ge)[7)
(121314 [15) ® é
O 0 o

1-’=|_ N
00606
19290 ®

ri

®

Recently used symbols:

= E£|£|¥|O©|®|™|+|2|<|2|+|x|pn|lalB
Unicode name:

. Character code: | 221E from: | Unicode [hex) |~
Infinity

AutoCorrect... Shortcut Key... Shortcut key: 221E, Alt=X

Insert Cancel

On the Symbols tab of this dialog box you are given access to a wide
range of symbols. Once you select a symbol, you are given the option to
assign a shortcut key to it by clicking the Shortcut Key button. Clicking the
Insert button with a character selected will insert that character into your
message where your cursor was last placed.
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In the Special Characters tab of the Symbol dialog box, you are given a list
of commonly used characters and what keyboard shortcuts have been
assigned to them:

Symbol ? *
Symbols  5Special Characters
Character: Shortcut key:
A
- En Dash Ctri=MNum -
- MNonbreaking Hyphen Ctrl=5Shift=_
- Optional Hyphen Ctrl=-
Em Space
En Space
1/4 Em Space
= MNonbreaking Space Ctrl=5hift=5pace
=] Copyright Alt=Chrl=C
= Registered Alt=Ctrl+R
™ Trademark Alt=Ctrl=T
§ Section
1 Paragraph
Ellipsis Alt=Ctrl+,
Single Opening Quote Ctri+",
Single Closing Quote Ctri="”
Double Opening Quote Ctri+","
Double Closing Quote Ctri="," b
AutoCorrect... Shortout Key...
P

You can also select a special character and click Insert to add it to your
message.

Horizontal Lines
Horizontal lines are useful in separating sections of content:

Section 1

Section 2

You can insert such lines into a message by placing your cursor in your
message where you want the line to be placed and then clicking Insert -
Horizontal Line:

HdH = Untitled - Message (HTML)

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

IEEEEIEEFEEFEEEE AT

55 Date & Time
Attach Outlook Business Calendar Signature =~ Table  Pictures Online Shapes SmartArt Chart Screenshot Hyperlink Bookmark — Text Quick WordArt DG Equation Symbol Herizental

Filer ftem Card~ Pictures  ~ Box~ Partsv - Object Line [
Include Tables IMustrations Links Text Symbols
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TABLES

Tables are used to present information in a logical and organized fashion
that is easy to read.

To insert a table into an Outlook item, click Insert - Table. This drop-
down command will present you with a menu of options that allow you
to add a table in a few different ways.

The most straightforward option is to drag your cursor over the provided
grid on this menu and click to choose a table size:

H Untitled - Mess

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

| B2 2 B 2 B 2Bl b

Attach Outlook Business Calendar Signature = Table  Pictures Online Shapes SmartArt Chart Screenshot
Filew  Item  Card~ = < Pictures - =

Include 4x4 Table stions

. OoOooo0.
o | L . 0oooog.
' . - Ooooog
sena | L= : oo0oog.
Subject o
Ooooooooog.

Coo0000000
Co00000000

B Insert Table...
P Draw Table

E[';] Excel Spreadshest
F  Cuick Tahles 3
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If the dimensions of the table exceed those that are available by using the
grid, click the Insert Table option. This will display the Insert Table dialog
box. Using the controls in this dialog box, you can specify exactly how
many rows and columns that you would like in the new table:

Insert Table ? it
Table size
Mumber of columns: B =
Mumber of rows: 2 =

AutoFit behavior

4k

(®) Fixed column width: |Auto
i) AutoFit to contents
() AutoFit to window

|:| Eemember dimensions for new tables

Once you click OK, the table will be added.

The Table Tools Contextual Tabs

When a table is inserted into an Outlook item or a table is selected, the
Table Tools contextual tabs, including the Design and Layout tabs, will be
displayed on the ribbon.

The Design tab allows you to add certain design elements to tables,
including shading, border colors, as well as specialized rows and columns:

H © (6] s Untitled - Message (HTML)

File Message  Insert  Options  FormatText  Review |[IECRGl Lavout @ Tell mewhat you want o do..

| Header Row || First Column

& My ’

p*.
_ Shading Border Borders Border
~  Styles-

Table Style Options Table Styles Borders [}

Total Row Last Column

& pt
/| Banded Rows || Banded Columns LZ pen Color - Painter

The Layout tab, on the other hand, includes commands to modify the
number of rows and columns in a table, as well as set table dimensions,
alignment options, and more:

H © O

File Message  Inset  Options  FormatText  Review

bR HM R SR

Select View Properties
~ Gridlines

*| Giosbwerows DD AZ m 8l B s f

BEE —
Dime Ermce | Delee [ It {nseet et et | Merge Spid S Sl | kb ( Edypen 15 || £ ottt ol 1= o Tt ol fSout - Repent ComvertFormua
Table © Above Below Left Right Cels Cells Table Direction Margins Header Rows: to Text
Table Draw Rows & Columns o Merge Cell size o Alignment Data
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CHARTS

Charts are used to illustrate data in a graphical way. They can be added to
an Outlook item by clicking Insert - Chart:

E (_) Table Tools

File Message Options Format Text Review Design Layout Q@ Tell

| 2 E 2 B Dk Bl a

Attach Outlook Business Calendar Signature = Table  Pictures Online Shapes SmartArt Chart Screenshot
File=  ltern  Card~ < < Pictures - L\\? =

Include Tables Ilustrations
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This action will display the Insert Chart dialog box. First, choose a chart
template type from the left-hand side of this dialog box. Then, choose a
specific chart option on the right-hand side. A preview of the selected
chart option will be displayed in the main portion of this dialog box:

Insert Chart 7 x

All Charts

a wese | (20 (2R 43 J99 )08 90

Column
Line Clustered Column

Pie Char Tis
Bar
Area

K'Y (Scatter) III III II

Stock | 1% T L eummr oages

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

EEEFOEXBERESMeE

Combo

Click OK once your options are set.
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The chart will then be inserted into your message using some default
data points. A small Excel window will also be opened automatically:

H © s Untitled - Message (HTML)

Message  Insert  Options  FormatTet  Review  Developer

= - - - DJ I I
il!lu s 1 Rl I!"!'J;'Ill In |,!,‘7|71| Ill -; Switch Row/ s:\ Edit Refresh | Change

L]
[ AT

Add Chart Quick = Change I!I |,|:|,|,!| Ill li il 1 M
Element - Layout ™ Colors ™ Column  Data Data~ Data  ChartType

Chart Layouts Chart Styles Data Tpe A
7 7

Chart Title
:
:
<

3

2 I

o

Category 1 Category 2 Category 3 Category 4
mSeries 1 mSeries 2 mSeries 3

A B | c | D B G G H |

1 Series1  Series2 Series3 ﬁ
2 [category1 43 24 2

3 |Category 2 25 44 2

4 |category 3 35 18 3

5 |category 4 45 28 5|

6

7_ -

(K1l D]

Inside the Excel window, a spreadsheet will be displayed where you can
add all of the data that will be represented by the chart that you are
building. Once you have finished, close the Excel window to apply these
new values to the chart in your e-mail message.

@ elite.

It's about people
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The Chart Tools Contextual Tabs

When a chart is added to an Outlook item or a chart is selected, the Chart
Tools contextual tabs (including the Design and Format tabs) will be
displayed on the ribbon:

HdH S s Untitled - Message (HTML) Chart Toals

File Message Insert Options Format Text Review Developer Design Format Q Tell me wk uwant to do...
o = ==
el (| R bkl bbbl Zi Ml
AddChart Quick | Change | U8 L Ml V| iy gl il |i -~ ULULIL R )] ) (BUR Switch Ro 5\ t Edit Refresh  Change
Element - Layout~  Colors~ Column  Data Data~ Data  ChartType
Chart Layouts Chart Styles Data Type A
Tou.
1=
Ceur
send
Subject
o =
. ~
Chart Title =
& +
5 l
! T
3
2 I I
l I I I
o
Category 1 Category 2 Category 3 Category 4
mSeries 1 mSeries2 mSeries3
O

The Design tab includes commands that are used to modify the general
style of the current chart, including colors, layouts, and the data that it
uses:

H © = Untitled - Message (HTML)

File Message  Insert  Options  FormatTet  Review  Developer |[JEISFLNN Format @ Tellmewhat you want to do..

Iy |@" /J Il
AddCh it Quick Change ||| ||| |I| Ill ‘H \‘\ M M = E.IL!}IL i sl Illlllllllll ||l ll\ |I| lll Switch Ro 5\ t Edit Refresh  Change
Element - Layout~ | Colors~ Column  Dota Data~ Deta | Chart Type

Chart Layouts Chart Styles Data Toe

The Format tab is used to add shapes, apply shape styles, apply WordArt
styles, and apply arrangement and size changes:

Untitled - Message (HTML)

ssage  Insert  Options  FormatText  Review  Developer ign orma Q Tell me what you want to do...
Chart Area NN 1| ZashapeFill- A Text Fill - @, | |21
&y Format Selection 1TLL- . | Abc Abc ‘ Abc Abc ‘ Abc ‘ ‘ Abc ‘ - [ Shape Outline = A A * ~| B Text Outline » e
Char J - L =
Reset toMatchStyle | L G %7 Shap | Q2 Shape Effects ~ 7| [\ Text Effects - - =

Current Selection Insert Shapes Shape Styles 3 WordArt Styles
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CHART TYPES

When inserting a chart into an Outlook item, you have several different
chart types that you can choose from:

Insert Chart

All Charts

e

yEXBERESMe > E

BEEEF

Recent
Templates
Column
Line

Pie

Bar

Area

XY (Scatter)
Stock
Surface
Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

Combo

il 84 AR 4p o8 08 44

Clustered Column

Below is a breakdown of each chart type that is available and what data
each type is best suited to display:

Column: Best suited to display data changes over time or to
compare separate data points.

Line: Typically used to display data changes over a period of time.
Pie: Used to compare different data points in relation to a total.
For example, you could use this chart type to show the total
expenses of a company broken down by department.

Bar: Typically this chart type is used to compare different data

points. It is similar to the Column chart type, but instead has the
X-axis as the vertical axis and the Y-axis as the horizontal axis.
Area: This chart type is typically used to illustrate rates of change
over a period of time, as well as include the total value in a trend.
XY (Scatter): Used to illustrate values from a variety of different
trends and their relationship to one another.
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Stock: As the name implies, this chart type is designed to show
data fluctuations in a stock market.

Surface: While more complex than other options, this chart type
is used to find favorable patterns between two separate data sets.
Radar: This chart type is used to compare values from multiple
data sets all on the same chart with each separate data (category)
on a separate axis. Typically, this chart type is best suited to
identify outliers and commonalities between data points.
Treemap: This chart type is designed to display hierarchical data
through nested rectangles. Each branch of the tree is shown as a
rectangle which is then tiled with smaller rectangles that show
sub-branches.

Sunburst: Displays data hierarchy as a series of rings where each
ring represents the children of the ring it encloses.

Histogram: A column chart that is designed to show frequency
data.

Box & Whisker: Also known as a box plot, this chart type is
designed to depict groups of numerical data as boxes on the
chart. These boxes will also have a line that extends from each
end (whiskers) that are used to describe upper and lower
quartiles.

Waterfall: Sometimes referred to as a flying bricks chart or a
Mario chart, this chart type represents data through a series of
columns that are suspended in mid-air. These are typically used to
understand how an initial value (e.g. sales revenue) is affected by
positive or negative values (e.g. staff costs).

Combo: This type of chart combines the features of the bar chart
and the line chart. Typically, this type of chart is useful if you need
to compare values in different categories.



(27]

Microsoft Office Outlook 2016 Level 2

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.

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:

= Untitled - Message (HTML)

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

] N . l:l ) A D n g A= Drop Cap~
U & [0 (2 D ed @Bl o @ [ E A et T
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot Hyperlink Bookmark = Text Quick WordArt Equation *

File~ ltem Card~ Pictures - Box- Pamse -  []Object
Include Tables Illustrations Links S AutoTes R

[ Save Selection to Quick Part Gallery... [,

Ceo
Send

Subject

John 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 W
Categony: General e
Drescription:

Save im: MormalEmail w
Dptions: Insert content only W
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Using Quick Parts
Once a Quick Part has been created, you can add it to a new message
that you are composing by clicking Insert - Quick Parts - [Quick Part]:

= LY < Untitled - Message (HTML)

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

DB 2 BEddOBll e @ F HEEA - T Q=

Date & Time
Attach Outlook Business Calendar Signature  Toble | Pictures Oline Shapes SmartArt Chart Screenshot Hyperink Bookmark  Text | Quick WordArt Equation Symbol Horizontal
Filer ftem Card+ - - Pictures  + - Box+ Pasw - [ ]Object - - Line

Include Tables lllustrations Links General

John Smith

&l AuteTet >

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

Untitled - Message (HTML)

nse youwant to do.
y . D D ey D A ;l Drop Cap A
IEFEEEIEEEEEET TR 4 e QA
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot Hyperlink Bookmark  Text Quick WordArt Equation Symbol Horizontal
Filex ltem Card~ - i Pictures  + - Boxv Partst v @R - - Line

Include Tables lustrations Links Text Symbols -
Te..
ce..

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.
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AcTiviTy 1-1

Inserting Advanced Characters and Objects
into an Outlook Item

You need to send an e-mail to one of the sales executives in your
company. While this e-mail is almost done, you need to add some special
objects to make sure that the recipient has all of the information that
they need.

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

et Sales far Q11 - Messsge (HTML)

HiRobyn,

Fve tabalated the total iEquit product sales for 1 and organized it by product. Here is & chart that displays the data that | found,

Feel free o se It for your presentation.

sohn Smith

2. First you need to insert a registered trademark symbol (®) after
“iFruit” in the body of the message. Click to place your cursor in this
location:

Hi Robyn,

I've tabulated the total jFrujffproduct sales for Q1 and organized it by product. Here is a chart that displays the data that | found:

Feel free to use it for your presentation.

-lohn Smith
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3. Click Insert = Symbol. If you see the registered trademark symbol
listed in the drop-down menu, click it and skip to Step Six:

iFruit Product Sales for Q1 - Message (HTML)

Inser Options FormatText ~ Review  Developer Q@ Tellm int to do...
2 S D = lé & @ [k E Q e A=
b = LEOP o & B Az QG
Attach Outlook Business Calendar Signature | Table | Pictures i Shp s Smarthrt Chart Sereenshot | Hyperlink Bookmark  Text  Quick WordArt Equaton Symbol Hor
Fle- em Cord Pictur Box- Pats- - l:lom i
Include Tables Iustratio Links Teit - € £ Y O

Otherwise, click the More Symbols option:

FormatTet  Review  Developer

ntto do..
)

[¥
A=)

EERE =
L“m &Time A
e Table Pl sOI Shp s SmartArt Chart Screenshot | Hyperlink Bookmark TkaWdA eq Symtm\H
ures Box- Parts - [ Object: s
Tables ustratio Links Text - € £ Y ®
<
[T

4. The Symbol dialog box will now be displayed. Scroll through the
main gallery in this dialog box to find the registered trademark
symbol and click to select it. Click Insert:

Symboal ? x

symbols  Special Characters

Font: | [normal text) s~ | Subset: | Latin-1 Supplement w
‘lalblc|d|e|f|glh|il|jlk|]|m|[n|lo "’
plaglri{s|tjulviw|x|ylz|[{]|]|} ™
i|elelul¥|i]s] l0|z]«|-]- |
4SS RANTEK R A YA ARV N
Recently used symbaols:
=lelel¥|lO|®|™|t|z|<|2|t|x|ulalB
:Z;::::;;; Character code: | 00AE from: | Unicode (hex] |+
AutoCorredt... Shaortcut Key... Shorteut key: Alt=Ctrl+R

Y
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5.

With the symbol now inserted into your message, close the Symbol
dialog box:

Symbol ? *

Symbols  Special Characters

Fant: | (normal text) s~ | Subset: | Latin-1 Supplement v
“lalblc|d|e|f|g|h|ilj|k|]|m|ln|jo~
plalr|s|tjulviw{x|ylz|{]|]|}"
lelelul¥] s |ol2]«]-]- |
=S ILNE R ETER RN R E-E AV A AN AV
Recently used symbals:

ol €|£|¥|O|™|t|2|<|2|+|x|plalP
s:;c:t‘:::;:; Character code: |DDAE from: Unicode (hex} |+
AutoCorredt... Shortcut Key... Shortcut key: Alt=Ctrl+R

Insert

Back at the message, you will now see the symbol in the location
where your cursor was last placed:

Hi Robyn,

I've tabulated the total iFruit3| product sales for Q1 and organized it by product. Here is a chart that displays the data that | found:

Feel free to use it for your presentation.

-lohn Smith

Next, you need to add a link to the product manufacturer’s website.
Use your cursor to select “iFruit” in the body of the message:

Hi Robyn,

I've tabulated the total IEruit® product sales for Q1 and organized it by product. Here is a chart that displays the data that | found:

Feel free to use it for your presentation.

-lohn Smith
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7. Click Insert = Hyperlink:

H © iFruit Product Sales for Q1 - Mg

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

| EDBE 2 B QLB ll o & (B

Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot  Hyperlink Bookmark
File= Item Card~ @ @ Pictures - @
Include Tables lllustrations k Links

8. The Insert Hyperlink dialog box will now be displayed. Ensure that
the “Existing File or Web Page” option is selected in the “Link to”
section on the left-hand side of the dialog box. Type
“http://www.example.org” into the Address text box. Click OK:

Insert Hyperlink ? X
Link to: Text to display: |iFruit ScreenTip...
Look in: Documents ~| B Gri‘i
Existing File
or Web Page Bookmark...
Current
FEERDT Target Frame...
Place in This
Document Browsed
Pages
Create New Recent
Document Files
Address: http:/fwww.example.org L

E-mail

Address

9. Returning to the message, you will see that the previously selected
text is now a hyperlink:

Hi Robyn, l

I've tabulated the total iFrui!i8 product sales for Q1 and organized it by product. Here is a chart that displays the data that | found:

Feel free to use it for your presentation.

-lohin Smith
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10. Finally, you need to add a chart to this message. Click in between
the two middle lines of existing text in the message:

Hi Robyn,

I've tabulated the total iFruit® product sales for Q1 and organized it by product. Here is a chart that displays the data that | found:
| ]t

Feel free to use it for your presentation.

-lohn smith

11. Next, click Insert = Chart:

H ©

File Message Options Format Text Review Developer

|0 = 28 F (2 B dedC D ol

Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot
Filer ltem  Card~ 2 2 Pictures - L\@ @

Include Tables Ilustrations

12. The Insert Chart dialog box will now be displayed. In the section on
the left-hand side of this dialog box, click the Pie chart type:

Insert Chart ? >

All Charts

« w0128 1BA 5 68 09 90

Column

Line Clustered Column

Pie % Char Tt
Bar
Area

XV (Scatter) III III II

Stock . 1 oeed e
Surface ' -

Radar

Treemap

Sunburst

Histogram

FOEARBEREEME R E

=
i

Box & Whisker
Waterfall

BE

Combo

@ elite.

It's about people
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13. With the default pie chart style selected, click OK:

Insert Chart ? >

All Charts

™ Recent T - A
Templates (\@I &;)r IL_CI—@I II\_ I'\IE‘_':'_%-"I
Column
Line Pie

Pie Char Tt

\
Area

K Y (Scatter)
Stock

Surface

Radar
Treemap
Sunburst
Histogram

Box 8 Whisker
Waterfall

FPEREFOAXBEESMGR E

Combo

14. The chart will be inserted into your message where you cursor was
last placed and a new spreadsheet will open in a small Excel window
that is populated with some sample data. For this example, the
sample data points can remain unchanged. Rename the data names
to match the following image by typing directly into the cells:

Chart in Microsoft Word

1
2 [islate 8.2
3 |iHorn 3.2
4 |iAbacus 1.4
5 |iPhonograph 1.2
6
T

-
-
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15. Close the Excel window:

Chart in Microsoft Word

1

2 |islate 8.2 I
3 |iHorn 3.2

4 |iAbacus 1.4

5 |iPhonograph 1.2

6

7_ -

[«] D]

16. Returning to the message, you will see that the new chart has been
inserted where your cursor was last placed. Additionally, the Chart
Tools contextual tabs are displayed on the ribbon:

! . =
neile ) .2 BBk
Add Chat Quick  Change % | B Select Edit Refre Change
-

I've tabulated the total ifruit® product sales for Q1 ized it by product. Here is a chart that displ
= O O =
Sales
.
‘ ,
\ !
o Q
=3 o Q
Feel free to use it for your presentation,
-bohn Smith

@ elite.

It's about people
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17. While the chart already looks pretty good, you would like to use a
new layout. Click Chart Tools — Design = Quick Layout - Layout 1:

E Lo = Chart Tools

File Message Insert Options Format Text Review Developer Format

L] . -
' o s 0
i e @
Add Chart  Quick  Change| ¥ Yy

Element - Layout= Colors~ =
~ Chart Styles

S
Es

18. The chart will now have changed to incorporate the new layout
which displays percentage values:

Hi Robyn,

I've tabulated the total IEruit® product sales for Q1 and organized it by product. Here is a chart that displays the data that | found:

O 0]
Sales
\Pnnr;;graph
‘

O O

Feel free to use it for your presentation.

-lohn Smith

19. Enter a classmate’s e-mail address into the To field and click Send.
Or, save your message as Activity 1-1 Complete. Close Microsoft
Outlook 2016 to complete this activity.

@ elite.

It's about people
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@ elite.

It's about people
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TOPIC B: Modify
Message Settings,
Properties, and Options

Outlook 2016 includes dozens of different message settings and options
that change how it works in just about every way that you can think of.
While the default configuration is suitable for many, if not most,
situations, it is important to know the full range of message options that
Outlook has to offer.

Topic Objectives
In this topic, you will learn:
= About importance levels
= About sensitivity levels
= How to use multiple e-mail accounts
= About the From option
= About the Bcc and From fields
= How to save sent messages to another folder
= How to re-direct replies
= About delivery options
= About language options
= About advanced options

IMPORTANCE LEVELS

Importance levels can be assigned to messages that you send out so that
recipients will be able to quickly understand if the message content
needs to addressed as soon as possible or if it can be left to a later time.
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When applying importance levels to a message, it is important to know
that there are three levels to choose from: low, normal, and high. Each
message that you send out will automatically be set to the normal
importance level. If you would like to assign either a low or high
importance level, you can do this by clicking one of those options in the
Tags group of the Message tab while composing a message:

Untitled - Message (HTML)

Message Insert Options Format Text Review Q Tell me what you want te de...
“D Cut N Ei é&m @ ] AL?‘ |™ Follow Up - .’
Cop @ 1 High Importance
Paste Address Check = Attach Attach Signature Office
o Format Painter Book Mames Filew [tem+ - ¥ Low Importance | pAdd-ins

Clipboard [F] Basic Text Names Include Tags ' Add-ins

Once either of those options is selected, the selected command will
appear shaded in. The recipient will see the applicable message icon
representing the importance level next to the message when it appears in
their inbox.

SENSITIVITY LEVELS

A somewhat similar feature is sensitivity levels. By applying a sensitivity
level to a message, you can help ensure that any recipients of your
message will understand how sensitive the contents of your message are
and act accordingly.

Outlook 2016 supports four different sensitivity levels: normal, personal,
private, and confidential. Every message that you send will automatically
be assigned the normal sensitivity level.
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If you would like to assign a different sensitivity level, open the Properties
dialog for the message that you are composing by clicking File = Info -
Properties:

Untitled - Message (HTML)

Untitled

Restrict permissions to this item

(] Set up restrictions for this item. For example, you may be able to restrict recipients
Set from forwarding the e-mail message to other people.
Permissions ~

¥ Move item to a different folder
Move or copy this item to a different falder,
Movelo Current Folder: Drafts
Folder -
Office Account Properties
. % Set and view advanced options and properties for this item.
Obiions - Size: 40KB
Properties
Feedback l,\@

With the Properties dialog box displayed, click Sensitivity - [Sensitivity

Level]:
Properties x
Settings Security
Importance | Maormal " Change security settings for this message.
Sensitivity | Mormal - Security Settings...

Marmal
[ Do net Al persanal

Vating and Tracking og Private
Confidential
_ DUsevoting buttons * ~

\,ﬂ:
WXE D Request a delivery receipt for this message
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Once you have applied a sensitivity level other than normal to a message
and send it, the recipient will see text just below the subject that
describes the selected sensitivity level:

+ s =

Message @ Tell me what you want to do...
= o o o : 2 Mark Low Impo p lane
I lgnare ‘—Eﬁ ﬁ—é ﬁ—;l E2 Meeting po..

E1 Team Email v Done
agJunk' Delete = Reply REA;TII}r Forward E-@Mclre' £ Create New
Delete Respond Quick
John 5mith John Smith
Example

ﬂ Please treat this as Confidential. «jes—s

Note that sensitivity levels are only intended to advise recipients of
sensitive content in a message. It does not, in any way, prevent recipients
from acting against the interests of a selected sensitivity level.

MULTIPLE E-MAIL ACCOUNTS

Outlook 2016 can support up to ten different e-mail accounts at the same
time. As any accounts that you add to Outlook 2016 use the same
interface, you will be able to send and respond to items from any account
that you have connected to in Outlook.
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THE FROM OPTION

When you have configured Outlook 2016 to work with multiple accounts,
you will have the option to send, respond, and forward messages using
any of those accounts. The original account that was used to set up
Outlook will be chosen by default as the sending account. However you
can choose another account by clicking the From field when composing
an item:

Untitled - Message (HTML)

Message Insert Options Format Text Review @ Tell me what you want to
.
2! 2% f -
22 Yo o
Paste B I U Address Check  Attach Attach Signature
- Book Mames  Filew Item~ -
Clipboard Basic Text Mames Include
From = jsmithi@acmewidgets.onmicrosoft.com
Ijl jsmith@acnewidgets.onmicrosoft.com
Send

‘ jgibson@acmewidgets.onmicrosoft.com

Other E-mail Address...

Ry T

This drop-down menu will list any accounts have been configured with
your installation of Outlook. Click on any of these options to use them.

THE BcC AND FROM FIELDS

You can toggle the display of the From field, as well as the Bcc field, using
the commands in the Show Fields group of the Options tab when you are
composing a new message:

Untitled - Message (HT

Message Insert Options Format Text Review Q@ Tell me what you want to do...
- -] ] u] ] L)
| Eclon gE(_ g% e | Request a Delivery Receipt R‘ Cg .%
AlFonts =
Themes - . Page Bcc  From | Permission  Use Voting Request a Read Receipt Save Sent Dglay Direct
- [DEffects ™ cgjor - Buttons - ltem To ~ Delivery Replies To

Themes Show Fields Permission Tracking ] Maore Options ]
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SAVING SENT MESSAGES TO ANOTHER FOLDER

While any messages that you send are automatically saved to the Sent
Items folder, you do have the option to choose another folder instead. To
do this, click Options - Save Sent Item To - Other Folder:

Untitled - Message (HT

Message Insert Options Format Text Review Q Tell me what you want to do...
Kl colors ~ s =« 0.0 ) ) Rt & [ ]
| [ =] ="
Fonte - = = e | Request a Delivery Receipt ; g %
Themes - B Page Bcc  From  Permission  Use Voting Request a Read Receipt Save Sent Dglay Direct
- | Bffects ™ qjor - Buttons - Item Ta = Delivery Replies To
Themes Show Fields Permission Tracking ] Other Folder... l} ]

v MUse Default Folder
Do Mot Save

Using the controls in the Select Folder dialog box, you can choose the
folder that you want the message saved in:

Select Folder *
Faolders:
A Eg jsmith@acmewidgets.onmicrosoft.co » 0K [
Inbox
r# Drafts Cancel

¥ o7 Sent ltems
Other Sent [tems

[Z] Deleted Items
Ifl Calendar
Clutter
[25] Contacts
Conversation History
% Journal
[ Junk Email
Motes "
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This folder will be saved in the Save Sent Item To drop-down list for easy
access later on. If you change your mind later, click Save Sent Item To -

Use Default Folder:

Untitled - Message (HT

Message Insert Options Format Text Review Q Tell me what you want to do...
- -1 R ] u] ] L)
| Colox gEI(_ g% ) | Request a Delivery Receipt R‘ Ob_', .%
A|Fonts -
Themes Tso Page Bcc From | Permission  Use Voting Request a Read Receipt Save Sent Dglay Direct
- | Bffects ™ qjor - Buttons - Item Ta = Delivery Replies To

Themes Show Fields Permission Tracking ] Other Sent ltems ]

Other Folder...
Use Default Folder
Do Mot Save

Note that you can also choose Do Not Save to eliminate the process of
saving sent messages altogether.

RE-DIRECTING REPLIES

In Outlook 2016 you will also find the option to re-direct replies sent in a
response to a message that you send out, to another e-mail address. For
example, if you wanted to send out a notice to collect sign-ups for an
event, you could use this feature have all replies sent to another

organizer’s account.

To re-direct replies, click Options = Direct Replies To:

Untitled - Message (H

Q Tell me what you want to do...

Message Insert Options Format Text Review
- a1 A=+ u] ] L)
| n Gl - - — | | Request a Delivery Receipt ’Sl ng .%

Fonts i=e 3D Q . .
Themes Erse Page Bcc  From  Permission  Use Voting Request a Read Receipt Save Sent Dglay Dlrect
- D Bffects ™ Cqlor - Buttons - ltem Ta = Delivery RepllﬁTo
Themes Show Fields Permission Tracking ] Maore Options

(F]
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This action will display the Properties dialog box. In the “Delivery
options” section, you will see that the “Have replies sent to” check box
has been checked:

Properties >
Settings Security
Importance | Mormal - Change security settings for this message.
Sensitivity | Mormal V security Settings...

D Do not AutoArchive this item
Voting and Tracking options

DUse voting buttons =
(V=
Y2 |:| Request a delivery receipt for this message

D Request a read receipt for this message

Delivery options

f'\.
(D— | Have replies sent to John Smith Select Names... "
=/

DDo not deliver before | Mone 12:00 AM

] Expires after Mone 12:00 AM

Save copy of sent message
Contacts...

Categories W None

Close

Inside the adjacent text box you will see your own e-mail address (or
name) listed. You can replace your e-mail address with the e-mail address
of the person that you want direct replies sent to. Alternatively, you can
click the Select Name button to open your Address Book and choose a
name from there.
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DELIVERY OPTIONS

Outlook 2016 includes delivery options that can be used to let you know
if someone has received or opened a message that you sent to them.
Inside the Tracking group of the Options tab, you can check either of
these options to be notified when the recipient has opened the e-mail
(for delivery receipts) or read it (for read receipts):

Untitled - Message (HT!

Message Insert Options Format Text Review Q@ Tell me what you want to do...
j Colors - - R 0.0 - - By e ®
B colors e — e | Request a Delivery Receipt ¥ ‘!"_"J .%
Fonts - = : :
Themes Tsme - ‘age Bcc  From  Permission  Use Voting Request a Read Receipt Save Sent Dgla}r Dlrect
- L] Effects ™ Cqjor - Buttons - Item To = Delivery Replies To
Themes Show Fields Permission Tracking [F} More Options ]

For delivery receipts, you will receive a confirmation e-mail when the
message has been successfully delivered. When the recipient opens a
message with a read receipt, they will be prompted to confirm whether
or not they want to send confirmation that the message has been read:

Microsoft Qutlook

John Smith requested a read receipt be sent when
! message Example’ is read, Do you want to send a
receipt?

|:| Don't ask me about sending receipts again

Yes Mo

If the recipient clicks Yes, the sender will receive an e-mail that confirms
to them that the message was read.
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You also have the option to automatically send an outgoing message at a
later time. To do this, click Options - Delay Delivery:

Untitled - Message (HT

Message Insert Options Format Text Review Q@ Tell me what you want to do...
Colors ~ - 00 . . " ) [ ]
Aa E - T &l Request a Delivery R t ¥ =
untia] = q ry Receip =
e i=e 3 Q l|l .Q—
Themes T Page Bce  From  Permission  Use Voting Request a Read Receipt Save Sent De.lay Dlrect
- | Bffects ™ cqjor - Buttons - Item To = DellvEIRepllesTo
Themes Show Fields Permission Tracking [F} More Optlashs ]

With the Properties dialog box open, choose the date and time that you
would like the message to be sent. Then, click Close:

Properties x
Settings Security
Importance | Mormal o Change security settings for this message,
Sensitivity | Mormal e Security Settings...

D Do not AutoArchive this item
Voting and Tracking options

- (] uUse voting buttons o
1 (=

D Request a delivery receipt for this message

|:| Request a read receipt for this message

Delivery options

(T':‘ L DHave replies sent to Select Names...
=
| Do not deliver before | 10/22/2015 | [ 5:00 PM ~
|:| Expires after Mone 12:00 AM

Save copy of sent message
Contacts...

Categories Mone |

When this feature is enabled, the Delay Delivery command will appear
shaded in on the ribbon. Clicking the Send button will store the message
in the outbox until the designated time is reached.
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LANGUAGE OPTIONS

To modify the language options for Outlook 2016, click File - Options to
open the Outlook Options dialog box:

©

Info

Open & Export

Save As

Office Account

Options

@ elite.

It's about people
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Then, select the Language category:

Outlock Options ? X
General ==
eners A% Set the Office Language Preferences.

Mail

Calendar Choose Editing Languages

Groups Add additional languages to edit your documents, The editing languages set language-specific features, including G
dictionaries, grammar checking, and sorting

People -
Editing Language Keyboard Layout  Proofing (Spelling, Grammar...)

Tasks English (United States) <default> Enabled ¥ Installed

Search

Language k

Advanced [Add additional editing languages] ~

Customize Ribbon Let me know when | should download additional proofing tools.

ick Access Toolb,
Quick Access Toolbar Choose Display and Help Languages

Add-ins
Set the language priority order for the buttons, tabs and Help (G
Trust Center Display Language Help Language
1. Match Microsoft Windows <default> 1. English <default>
2. English - 2, Match Display Language .

I View display languages installed for each Microsoft Office program

% How do | get more Display and Help languages from Office.com?

OK Cancel

Here, you are able to select the default language that is used when
composing and editing messages. You are also able to choose which
language is used by the Outlook 2016 interface itself, including help files,
ScreenTips, and more.
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ADVANCED OPTIONS

Also in the Outlook Options dialog is the Advanced category. This
category includes controls that allow you to configure some of the more
advanced settings in Outlook 2016:

Qutlock Options ? X
General . . .
Options for working with Outlook.

Mail
Calendar Outlook panes
Groups Customize Outlook panes. MNavigation...
Peaple Beading Pane...
Tasks

Qutlook start and exit
Search
Language _ Start Outlook in this folder: | S1Inbox Browse...
AT [ Empty Deleted Items folders when exiting Outlook
Customize Ribbon AutoArchive
Cuick Access Toolbar = X i . . y X .

=] Reduce mailbox size by deleting or moving old items to an archive data file. Autohrchive Settings...

Add-ins

Reminders

Trust Center
W) Show reminders
Play reminder sound:  |reminder.wav Browse..,
Export

== Export Outlock information to a file for use in other programs. Export

RSS Feeds

[ Any RSS Feed item that is updated appears a5 new

O Synchronize R55 Feeds to the Common Feed List (CFL) in Windows

Send and receive

OK Cancel
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Here is an overview of each section of this category.

Outlook panes: Customize how the Navigation pane, Reading
pane, and To-Do Bar all appear and behave. This includes
choosing which elements they display.

Outlook start and exit: The controls in this section are used to
choose which folder you would like to be displayed by default
when Outlook is started. Additionally, you also have the option to
automatically empty the Deleted Items folder when Outlook is
closed.

AutoArchive: Modify the settings that control the AutoArchive
feature.

Reminders: Toggle the reminders feature, as well as choose what
the reminder sound is.

Export: The command in this section is used to export data from
Outlook to a file that can then be used in other programs.

RSS Feeds: Choose how RSS feeds are updated and synchronized.
Send and receive: Customize how messages are sent and received
by Outlook.

Developers: Configure options for custom forms.

International options: Customize language, encoding, and other
options when working with international accounts.

Display: Toggle hardware graphics acceleration.

Other: A collection of miscellaneous settings that control
everything from notifying you when permanently deleting a
message, to toggling animations on or off.
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AcTivity 1-2

Modifying Message Settings, Properties,

and Options

You are sending some important sales data that should not be shared

with people outside of your organization. Additionally, the recipient has
asked you not to send this message immediately, but only when they get

back from vacation next Thursday.

1. To begin, open Outlook 2016. Within your Exercise Files folder,

double-click the Activity 1-2.msg file to open it. This message will be

displayed in a separate Outlook window:

iFruit Product Sales for Q1 - Message (HTML)

Office
Add-ins

ra | Add-ins

[AESSNrA  |nsert  Options  FormatText  Review ‘0 Tell mewhat you want to do...
=J Cu . = szl % 0 - > =

" Calibri (Boc= |11+ A% A7 & . E:! % mJ ] 4? I Follow Up
Past - > Address Check  Attach Attach Signat ! Highlmportance
aste ay .. = == ress Chec ach Attach Signature
" ¥ romatpane | B T U Z-A- === By (| Gee Qmoo o ¥ Low Importance

Clipboard 5] Basic Text 5] Names Include Tags

To..
=1

e
Send

Subject | jFpuif Product Sales for Q1

Hi Robyn,

I've tabulated the total ifruit® product sales for Q1 and organized it by product. Here is a chart that displays the data that | found:

Sales

miSlate miHorn miAbacus miPhonograph

Feel free to use it for your presentation.

-John Smith
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First, you should mark this message as important so that the

2.
recipient does not miss it. Click Message - High Importance:

S iFruit Product Sales for Q1 - Message (HTML)

Q Tell me what you want to do...

- ) .« |* Follow Up -
E:! ‘\.9"@ @ Q !H\gh\m:ortance .’

Options ~ FormatText  Review

Message  [IOE

-3 C PN
O cut Calibri (Boc = [11 | A" & ¢
Copy
Paste . B I ul|%.Aa- Address Check | Attach Attach Signature Office
- ¥ Fomat Painter - £ Book Mames Filer ltem~ - ¥ LowImporashce e
7] Names Include Tags | Add-ins ~

Clipboard Fl Basic Text

Next, you would like to ensure that the message is delivered. Click

3.
Options - Request a Delivery Receipt:

iFruit Product Sales for Q1 - Message (HTML)

Message  Insert [EEOSUIUEEM FormatTett  Review  Q Tellmewhatyouwantto do...

A e
a1 =

E&zequmanahuawka:eim R Cb &_

j B Colors - 3
& = = (-]
ag SaveSent Delay Direct

..... fontes
Themes o Page | Becc  From  Permission UseVofing | | Request a Read Receipt
- Effects = color- - Buttons ~ ltem To = Delivery Replies To

Themes Show Fields Permission Tracking Fl Maore Options. m ~

4. Now you need to delay the delivery to next Thursday. Click Options

- Delay Delivery:

iFruit Product Sales far Q1 - Message (HTML)

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

Colors ~ - - 0.0 . g B ®
E @ %E@ g% e I ¥| Request a Delivery Receipt R‘ Cg Q_
Save Sent Delay  Direct

..... Fonts- : :
Themes age Bcc From  Permission  Use Voting Request a Read Receipt
. [O]Effects~ Color~ - Buttons * Item To = DEHK Replies To

[F] More Opftons [F]

Themes

Message Insert Options

Show Fields Permission Tracking
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5. This action will display the Properties dialog box. Ensure that the
“Do not deliver before” checkbox in the “Delivery options” section is
checked. Click the adjacent date picker and choose Thursday of next
week:

Properties hud

Settings Security
Importance | High w Change security settings for this message.

Sensitivity | Mormal w Security Settings...

|:| Do not AutoArchive this item
Voting and Tracking options

- DUsevoting buttons i
W=
= Request a delivery receipt for this message
|:| Request a read receipt for this message

Delivery options

':_';_ﬂ‘ [1Have replies sent to Select Mames...
Do not deliver before | 10/22/2015 ~ | 5:00 PM w
[ Expires after | 4 October 2015 b [12:00 AM
[] save copy of st SU MO TU WE TH FR SA
Contads.., 27 28 29 30 1 2 3
4 5 & 7 & 9 10
S IE 11 12 13 14 15 16 17 |
18 19 20 21 geey 23 24

25 26 27 28 2&30 3
3 B 7
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6.

7.

Change the adjacent time picker to 9:00 AM:

Properties

Settings Security

Importance | High w Change security settings for this message.

Sensitivity Maormal e Security Settings...

|:| Do not AutoArchive this item
Voting and Tracking options
—1_ D Use voting buttons
{

V=
= Request a delivery receipt for this message

|:| Request a read receipt for this message

Delivery options

':T":' s, ] Have replies sent to Select Mames...
=/
Do not deliver before | 10/22/2015 ~ | 5:00 PM w
[ Expires after Mone 8:30 AM ~
9:00 AM
Sa\re copy of sent message 9030 AM h
10:00 AM
CEEGE 10:30 AM
Categories Mone 11:00 AM
11:30 AM W

Close

Now you need to pick a new sensitivity level. Click the Sensitivity
drop-down menu and choose Confidential:

Properties

Settings Security
Importance | High w Change security settings for this message.
Sensitivity | Mormal w Security Settings...

MNormal
[] Do not Adpersonal

Voting and Tracking o Private
Confidential

|:| Use woting buttons
Request a delivery receipt for this message
D Request a read receipt for this message
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8. Click Close to apply the new settings:

9. Enter a classmate’s e-mail address into the To field and click Send.
Or, save your message as Activity 1-2 Complete. Close Microsoft
Outlook 2016 to complete this activity.
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TOPIC C: Use Automatic
Replies

If you go away on vacation or are otherwise unable to respond to any e-
mail messages for significant length of time, you are able to configure
Outlook to send an automatic reply on your behalf to anyone that sends
you a message. Over the course of this topic, you will learn how to use
and customize automatic replies.

Topic Objectives
In this topic, you will learn:
= About automatic replies
» About the Automatic Replies dialog box
* How to create and manage rules
= About automatic reply rules

AUTOMATIC REPLIES

Automatic replies (sometimes referred to as “out-of-office replies”) are
used to automatically reply to any message that you receive during a
specified period. Typically this feature is most often used when you are
on vacation or otherwise unable to respond to any incoming messages
for a significant period of time. The messages that are sent out by this
feature are fully customizable and are generally used to inform the
sender about your absence and when you expect to be able to reply.
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THE AUTOMATIC REPLIES DIALOG BOX

To configure automatic replies, click File = Info - Automatic Replies
from the main Outlook window:

Inbox - jsmith@acmewidgets.onmicrosoft.c

©

Account Information

Open & Export

(/'] jsmith@acmewidgets.onmicrosoft.com
Save As U) Microsoft Exchange

4 Add Account

F Account Settings
at}

Change settings for this account or set up more

Account connections,

Settings - Access this account on the web.
Office Account https://outlook.office365.com/...ets.onmicrosoft.com/
Options

Change
Feedback
bt Automatic Replies (Out of Office)
{
< Use automnatic replies to notify others that you are out of office, on vacation, or

Automatic not available to respond to e-mail messages.
Replies
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With the Automatic Replies dialog box displayed, click the “Send
automatic replies” radio button. If you want to choose a specific time
frame for when you want automatic replies to be sent, check the “Only
send during this time range” check box and use the adjacent controls to

choose the start and end times:

Automatic Replies - jsmith@acmewidgets.onmicrosoft.com x

D Do not send automatic replies
@SEnd automatic replies
|:| Only send during this time range:

Mon 10/19/2015 5:00 PM

Thu 10/22/2015 5:00 PM

Automatically reply once for each sender with the following messages:
4 . . .
&. Inside My Organization @ Outside My Organization [On)

Segoe U ~| |8 « B I U A := ;EEE

Rules... Cancel
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Finally, use the bottom part of the dialog to create your scripted
message. Notice how you can create both internal and external

messages:

Automatic Replies - jsmith@acmewidgets.onmicrosoft.com *

D Do not send automatic replies
@ Send automatic replies
Only send during this time range:
Start time: |Mon 10192015 |~ | | 5:00 PM ~

End time: | Thu 10/22/2015 s || 5:00 PM e

Automatically reply once for each sender with the following messages:

] , .
& Inside My Organization @ Outside My Organization [On)

Calibri V|2 Rl B 1 u AiZiZe=s=

Thank you for your message. | will be out of the office until Thursday,
October 22™, and will reply at that time. For urgent matters, please call
Jeff lohns at extension 555.

Rules... Cancel

Click OK to apply the settings.

When the automatic replies feature is enabled, you will see a notification
in the File menu and in the Message Bar. This notification will provide you
with an option to turn off this feature:

Inbox - jsmith@acmewidgets.onmicrosof

View @ Tell me what you want to do.

= ".:| T Ignore x & 624 £ 52 Meeting || Motk Low impo.. Y Move tar 7 €} To Manager ¥
G20 % Clean Up e | B (" . _)a E3 Team Email v Done €2 Reply & Delete "
e cete | Reply Reply Foruare EMore~ || % Creste New =

EZ Address Book
Store

llow
+ Y Filter Email -
Find addins| A

N
ems e Junk -
New Delete Respond Quick Steps

@ AUTOMATICREPLIES Automatic Replies are being sent for this account, Turn off
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CREATING RULES

Rules can be configured to move e-mail to a specified location, play a
specific sound, or display a New Item Alert window based on the sender,
subject, and/or whom it was sent to.

To create a rule, first select a message that you would like to base the
rule on. Next, open the Create Rule dialog by clicking Home - Rules -
Create Rule:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

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

o lgnore x ( €1 Mark Low | Wl Move to: 7 S ToM, ¥ ST | >
= e 2 (R B Meeting ark Low Impo... ¥ Move to: 7 % To Manager : =SS
" ‘;ﬂ dentp- £ Rﬁ(" . (“ . ‘)d 3 Team Email V' Done €2 Reply & Delete " lejl o N/ o Ll o
e New clete  Reply Reply Forward [5 pjore~ _ | Move Rules OneMote  Unresd/ Categerize Follow
Email ltems~ 4 Junk~ All g # Creste New - Read - Upr
New Delete Respond Quick Steps 5 Always Move Messages From: Jane Gibson
iy Create Rule..
= u L

#5 Manage Rules & Alerts...

(You can also right-click an e-mail that you would like to base the rule
upon and then click Rules - Create Rule.)

Either command sequence will display the Create Rule dialog box:

Create Rule >

When | get e-mail with all of the selected conditions

|:| From Jane Gibson

|:| Subject contains | Project ABC Meeting

|:| Sentto | me only e
Do the following

|:| Display in the MNew Item Alert window

] Play a selected sound: Windows MNotify Em| | B | Browse..,

|:| Move the item to folder: | Select Folder Select Folder...

DK Cancel Advanced Options...
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The first part of the box (“When | get e-mail with all of the selected
conditions”) specifies which conditions are required in order for the rule
to run:

When | get e-mail with all of the selected conditions
[]From Jane Gibson
|:| Subject contains | Project ABC Meeting

|:|Senttc| me only o

Here is an overview of these options.

= The From checkbox will already include the name of the person
who sent the e-mail that you are using to create the rule. When
checked, this control will ensure that every e-mail message sent
to you by the specified person will be included by the rule.

* The “Subject contains” field will automatically be filled in with the
subject of the e-mail that you are working with. Unlike the From
option, this text box can be edited to anything that you want.
Checking the corresponding checkbox will ensure that every e-
mail message received by you with the specified subject line will
be included by the rule.

» Finally, the “Sent to” drop-down menu is used to base the rule
that you are creating on whom a message was sent to. This can
include a distribution list (a pre-defined group of contacts) or any
other recipients of the message that you are working with.

The “Do the following” section in the Create Rule dialog box includes
controls that are used to set what actions will happen when the
conditions set in the “When | get e-mail with all of the selected
conditions” section are met:

Do the following
|:| Display in the MNew Item Alert window

] Play a selected sound: Windows MNotify Em| | B | Browse..,

|:| Move the item to folder: | Select Folder Select Folder...



(63]

Microsoft Office Outlook 2016 Level 2

Here is an overview of these options.

=  When the “Display in the New Item Alert window” checkbox is
checked, a special window will be displayed when an e-mail
arrives that meets the conditions.

» Checking the “Play a selected sound” checkbox will have a
specified sound play when a message arrives that meets the
conditions outlined at the top of the Create Rule dialog box. Using
the Browse button, you can choose a new and unique sound.

= Finally, checking the “Move the item to folder” checkbox will
move e-mails that meet conditions you previously configured to a
specified folder. Checking this checkbox will display a dialog box
that can be used to specify the folder.

Once you have configured the conditions and actions for the rule that
you are creating, click the OK button to complete the process. A dialog
box will be displayed to notify you that the rule has been created. It will
also provide you with an option to run this rule on messages that already
exist in the current folder:

Success
The rule “Jane Gibson™ has been created.

|:| Run this rule now on messages already in the current folder

MANAGING RULES

To manage existing rules, you will need to open the Rules and Alerts
dialog using one of these command sequences:

= Click Home - Rules - Manage Rules & Alerts

= Right-click an e-mail and click Rules - Manage Rules & Alerts
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With either of these command sequences, you will then see the Rules
and Alerts dialog box open to the E-mail Rules tab:

Rules and Alerts

E-mail Rules  Manage Alerts

;7 Mew Rule... Change Rule~ E@Qopy... Xgelete

Rule {(applied in the order shown) Actions
Jane Gibson i

Bun Rules Mow... Options

Rule description [click an underlined value to edit):

Apply this rule afterthe message arrives
from Jane Gibson
move it to the Jane folder

and stop processing mare rules

|:| Enable rules on all messages downloaded from R55 Feeds

Cancel Apply

The toolbar at the top of the dialog gives you options to create a new

rule; to change, delete, copy, or move the selected rule; or to run the rule
now:

Rules and Alerts

E-mail Rules  Manage Alerts

;5 Mew Rule... Change Rule - E‘@ Copy... ){ Delete Bun Rules Mow... Options
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If you’re just looking to make a quick change to a rule’s action, the
Change Rule button is the best way to do it. Clicking this button will
display a menu of self-explanatory options:

Rules and Alerts

E-mail Rules  pManage Alerts

:c Mew Rule... [Change Rule = E|’E“| Copy... xgelete R
Rule {(zpplied Edit Rur® Settings...
Jane Gibson Renarmne Rule

Display in the Mew ltermn Alert window
i  Play a Sound...
Mowve to Folder...
[ Copy to Folder...

Mark as High Pricrity

Rule description
Apply this rule; %  Mark as Low Priority

from Jane Gibsg
mnia it tothe |

Delete Message

This drop-down menu gives you the option to rename the rule, as well as
add or remove different options. The options that are already in use for
the rule are highlighted with blue shading (for example, “Move to Folder”
in the sample menu above). Clicking on an option that is shaded in will
remove that action from the rule, while clicking an unshaded option will
add that action to the rule.
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Clicking the Options button will display the Options dialog box. This
allows you to import, export, or upgrade your rules that were created

and used in previous versions of Outlook:

Options

Import and export

Rules upgrade

8] 4 Cancel

X

Import or export your rules to and from previous versions of Cutlook

Export Rules... Import Rules...

Upgrade Mow

Below the toolbar in the Rules and Alerts dialog box, you will see a list of

any existing rules and icons that represent their actions:

Rules and Alerts

E-mail Rules  Manage Alerts

;g Mew Rule... Change Rule » EE Copy.. X Delete Bun Rules Now... Options

Rule (applied in the order shown) Actions
Jane Gibson %

Rule description [click an underlined value to edit):

Apply this rule afterthe message arrives
from Jane Gibson
move it to the Jane folder

and stop processing mare rules

|:| Enable rules on all messages downloaded from RS5 Feeds

Cancel

Apply
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There’s also a checkbox by the name of each rule. If the box is checked,
the rule is on; if the box is unchecked, the rule is off. You can click the
checkbox to change this on/off status.

Lower in this dialog box is a section that will provide you with details
about the selected rule. For example, here you can see that the selected
rule is applied to messages sent by Jane Gibson and it will move them to
the Jane folder:

Rules and Alerts *

E-mail Rules  Manage Alerts

;7 Mew Rule.. Change Rule~ E@ Copy.. x Delete Bun Rules Mow... QOptions
Rule (applied in the order shown) Actions
Jane Gibson Y H

Rule description [click an underlined value to edit):

Apply this rule afterthe message arrives
from Jane Gibson
movwe it to the Jane folder

and stop processing mare rules

|:| Enable rules on all messages downloaded from RS5 Feeds

Cancel Apply

In this section, you can click the parts that are underlined in blue to
change that action or value.

AUTOMATIC REPLY RULES

Aside from the standard rules that are used to manage your mailbox, you
can also create rules that work with the automatic reply feature. Such
rules can, for example, be used to forward any messages that you receive
to someone else while you have automatic reply enabled.
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To add or modify automatic reply rules, you first need to open the
Automatic Replies dialog box. Then, click the Rules button in the lower

left-hand corner:

Automatic Replies - jsmith@acmewidgets.onmicrosoft.com

D Do not send automatic replies

@ Send automatic replies
|:| Only send during this time range:
Wed 10/21/2015 &:00 PM

Thu 10/22/2015 600 PM
Automatically reply once for each sender with the following messages:

7 , L
& Inside My Organization a Outside My Organization [On)

#— —

Segoe Ul w8 “ B I u A =iz

==

Thank you for your message. | will be out of the office until Thursday, October 227, and will
reply at that time. For urgent matters, please call Jeff Johns at extension 555.
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This action will display the Automatic Reply Rules dialog box. Here, you
are able to set actions and conditions for a new rule, much like when
creating standard mailbox rules. For example, here you can see a rule
that will forward any mail received from abcwidgets@outlook.com to

another e-mail address:

Automatic Reply Rules >
These rules will be applied to incoming messages while you are out of the office:
Status Conditions Actions
FROM:abowidgets@outlook.com FORWARD TO:Ja..
hMove Up
Move Down

Add Rule... Edit Rule... Delete Rule Shnw rules for all profiles

oK Cancel
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AcTiviTy 1-3
Using Automatic Replies

You are going to need to take time off for the next few business days. You
would like to use the Automatic Replies feature to notify anyone who
sends you an e-mail that you will respond to them when you return.

Students must use Microsoft Exchange Server e-mail accounts in order to
complete this exercise.

1. To begin, open Outlook 2016.

2. Click File = Info - Automatic Replies:

Inbaox - jsmith@;

©

Account Information

Open & Export

(ﬂ jsmith@acmewidgets.onmicrosaft.com
[

Save As Microsoft Exchange

= Add Account

F‘ Account Settings
ad

Change settings for this account or set up mare

Account connections.

Settings - Access this account on the web,
Office Account https://outlook.office365.com/...ets.onmicrosoft.com/
Options

Change
Feedback
Bt Automatic Replies (Out of Office)
i
< Use autornatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.

Replies
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3. The Automatic Replies dialog box will now be displayed. Click the
“Send automatic replies” radio button:

Automatic Replies - jsmith@acmewidgets.onmicrosoft.com *

@ Do not send automatic replies

%Send automatic replies
Only send during this time range:

Mon 10/19/2015 £:00 FM

Thu 10/22/2015 6:00 PM

4. Now check the “Only send during this time range” checkbox:

Automatic Replies - jsmith@acmewidgets.onmicrosoft.com x

O Do not send automatic replies
@ Send automatic replies
%Dnly send during this time range:
Maon 10/19/2015 £:00 FM

Thu 10/22/2015 6:00 FM

5. Using the “Start time” drop-down menu, choose today’s date and
6:00 PM as the start time:

Automatic Replies - jsmith@acmewidgets.onmicrosoft.com d

O Do not send automatic replies
@ Send automatic replies
Cinly send during this time range:
Start time: | Mon 10/19%2015 |~ | [11:00 AM |~

Endtime: | Mon 10/19/2015 |~ |[3:30PM  a
5:00 PM
Automatically reply once for each sender with the|@:30 FM I} ages:
Y 7:00 PM
& Inside My Organization e‘ Outside n{7.30 PM (Onj
3:00 PM
Calibri v|[12 ] B B3EM _¥E = &= 3=
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6. Using the “End time” drop-down menu, choose whichever date is
three business days after the start date. Choose 6:00 PM as the end
time:

Automatic Replies - jsmith@acmewidgets.onmicrosoft.com *

(:) Do not send automatic replies
@ Send automatic replies
Only send during this time range:
start time: | Mon 10/19/2015 |~ | &00PM e

End time: | Thu 10/22/2015 w || 700 PM w

. . 5:00 PM A
Automatically reply once for each sender with thes,30 M % ages:
7:00 PM
% Inside Wy Crganization @. Qutside M 7:30 FM (O}
3:00 PM I
Calibri ~|[[12 |~ B [a:30PM C oIz £= 3=
9:00 PM W
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Within the Inside My Organization text area, type the following: “I
will be out of the office for the next two business days and will
respond to your message when | return. If you need immediate
assistance, please contact Adam at a.johnson@example.org.”

Automatic Replies - jsmith@acmewidgets.onmicrosoft.com bt

(:) Do not send automatic replies
@ Send automatic replies
Only send during this time range:
start time: | Mon 10/19/2015 |~ | &00PM e

End time: | Thu 10/22/2015 ~ 6:00 PM w
Automatically reply once for each sender with the following messages:
] . R
% Inside My Organization e, Outside My Organization [On)

-—

Calibri ~| 12 “ B I U A= i e 3=

= - s— 3

1 will be out of the office for the next two business days and will respond
to your message when | return. If you need immediate assistance, please
contact Adam at a.johnson@example.org.

Rules.., Cancel
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8. You do not want to automatically respond to any messages that you
receive from outside of your organization, so click the Outside My

Organization tab:

Automatic Replies - jsmith@acmewidgets.onmicrosoft.com

(:) Do not send automatic replies
@ Send automatic replies
Only send during this time range:
start time: | Mon 10/19/2015 |~ | &00PM e

End time: | Thu 10/22/2015 w || B00 PM e
Automatically reply once for each sender with the following messages:
] . R
% Inside My Organization e, Outside My Organization (On)
] I A= = =
Calikzri ~| 12 ~“| B I Qﬁ:: iz &= =

1 will be out of the office for the next two business days and will respond
to your message when | return. If you need immediate assistance, please

contact Adam at a.johnson@example.org.
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9.

Deselect the “Auto-reply to people outside my organization”

checkbox:

Automatic Replies - jsmith@acmewidgets.onmicrosoft.com

O Do not send automatic replies

@ Send automatic replies

Only send during this time range:
Start time: |Mon 10/19/2015 |~ | | &00 PM w

End time: | Thu 10/22/2015 w || 600 PM w

Agomatically reply once for each sender with the following messages:

L Inside My Organization @. Outside My Organization (On)

Auto-reply to people outside my organization

O My Contacts only @Anyone autside my arganization
F— 1— -
v[(8 |v| B I U A= izE3=

Segoe Ul
|

Rules...

Cancel




[76] Microsoft Office Outlook 2016 Level 2

10. Click OK to apply the new settings:

Automatic Replies - jsmith@acmewidgets.onmicrosoft.com

o not send automatic replies
D t d aut tic repli
end automatic replies
(®) Send automati li
Only send during this time range:
Start time: |Mon 10/19/2015 |~ | | &00 PM

End time: | Thu 10/22/2015 | 800 PM

e

Automatically reply once for each sender with the following messages:

% Inside My Organization e. Outside My Organization [Off)

DAuto-reply to people outside my aorganization

My Contacts only Anyone outside my arganization
A

8 B I U A

Segoe Ul

Rules...

Cancel
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11. Returning to the Info category of the Backstage view, you will see
that the Automatic Replies section is now highlighted to indicate

that it has been enabled:

b - jsrmith @acmewsdgets.onmisros oft.com - Outlock

Account Information

Account Settings

[
— Char s for
Accovat o
Setting:
ange
€ of office, on vacation, of
Automatic
Replies
- Mailbox Cleanup
v Manage the size of your mailbos by emptying Deleted fems and archiving.

Manage Add-ins

-4 Manage snd acquire Web Add-ins for Outlook.

12. Return to the primary Outlook workspace by clicking the Back
button. The Message Bar will indicate that auto-reply has been

enabled:

[ Delete

() AUTOMATIC.  Automatic Repbes aebeig sent o s acouat

13. At the last minute your plans have changed and you no longer need
to take time off. Turn the Automatic Replies feature off by clicking

the Turn Off button on the Message Bar:

Inbox - |

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

(=] %'9”‘?"3 :\ - :\,} \ : £ Mark Low Impao...
ljl .lj x ﬁé & ﬁe Meeting =

" :u %= Clean Up~ o i Ml : Team Email

ew ew elete eply Reply Forward g pore -

Email ltems~ 4 Junk- Al g # Create New
MNew Delete Respond

0 AUTOMATIC... Automatic Replies are being sent for this account. Turn off h
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14. With the Automatic Replies feature now disabled, close Outlook
2016 to complete this exercise.
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Summary

Over the course of this lesson, you learned about the various ways that
you can configure some of the advanced message options that Outlook
has to offer. You should now feel comfortable inserting special objects
into your messages, modifying importance and sensitivity levels, using
multiple e-mail accounts, choosing delivery options, and implementing
automatic replies.

REVIEW QUESTIONS

1. What is the easiest way to enter a hyperlink into the body of a
new message?

2. What is the combo chart type?

3. What are the four sensitivity levels that can be assigned to a
message?

4. What is the command sequence to toggle the Bcc field in a new
message?

5. Automatic replies can be different based on what?
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LESSON 2:
ADVANCED MESSAGE
MANAGEMENT

Lesson Objectives

In this lesson you will learn how to:
=  Sort messages

= Filter messages

= Organize messages

= Search messages

= Manage junk mail

= Manage your mailbox
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TOPIC A: Sort Messages

As you continue to use Outlook 2016, your mailbox will grow to include
more and more messages. To help you find what you need, Outlook 2016
provides you with several sorting tools that you can use. Over the course
of this topic, you will learn about these tools.

Topic Objectives
In this topic, you will learn:
» About sort criteria
= About the Sort dialog box

SORT CRITERIA

Outlook’s sort criteria consists of a list of categories or other parameters
that you can use to sort Outlook items. For example, you can use sort
criteria to list all of the messages in your inbox in descending order by the
name of the sender or if the message has an attachment.

More than one sort criteria can be applied to Outlook items at once. This
way you are able to sort items based on, for example, the sender as well
as if the message has an attachment. This provides you with an excellent
way to find exactly the message that you need.

Sorting vs. Conversations

When conversations have been enabled, messages that are all part of the
same discussion thread and share the same subject line will be grouped
together. While this is somewhat similar to sorting, the conversations
feature is a more permanent solution while sorting is typically a
temporary measure to find a particular item.
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THE SORT DIALOG BOX

To sort Outlook items within a selected folder, you first need to display
the Sort dialog box. To do this, click View - View Settings:

Home Send f Receive Folder i ':.' Tell me what you v
g d,n E'\ Show as Conversations IE_'@ Date
ChE‘”BE Vi?"‘" R'fEEt Conversation Settings MS_SEQE > Flag: Start Date
View = SEHISS View Preview ~
Currentdiew hessages

Once the Advanced View Settings dialog box is open, click the Sort

button:
Advanced View Settings: Compact >
Drescription
| Columns... | Importance, Reminder, lcon, Flag Status, Attachment, Fr...
Group By.. Mane
| Sort.. L\\}J Received [descending)
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
Reset Current View 0K Cancel
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The Sort dialog box will then open. You can see that it consists of several
drop-down menus that allow you to apply multiple sorting criteria:

Sort >
Sort items by
|
Recaived (| O Ascending
@Descending Cancel
T Clear Al
[nane) a Ascending
Descending
Then by
[none) Ascending
Descending
Then by
(none) Ascending
Descending
Select available fields from:
Frequently-used fields e

Clicking the top drop-down menu will provide you with a list of criteria
that you can use to sort Outlook items in the currently displayed folder:

Sort >
Sort items by
|
Received @ i) Ascending
Received ' Ly (®) Descending Cancel
Received Representing Mame
Recipient Name Clear All
R55 Feed o
A, d
Sensitivity scending
Sent Descending
Size
Start Date
j W . .
.SHE.JE:F Ascending
Descending

Once an item is selected, you can then choose if you would like to sort
these items in ascending or descending order. If you would like to add
more sorting criteria, use the remaining drop-down menus in order. Once
you click OK, the sorting criteria will be applied to the current folder.
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AcTiviTy 2-1
Sorting Messages

You need to find a particular message that includes an attachment and
has a subject line that starts with U.

Before students begin, please have them follow these steps to open the
Activity 2-1.pst file in their Exercise Files.
= Click the File menu, click Open & Export, and click Open Outlook
Data File.
»= Browse to Activity 2-1.pst in the Exercise Files folder. Click Open.

1. To begin, open Outlook 2016. Ensure that the Inbox for the
“example” Outlook data file is displayed:

Hey all,

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

Thanks,

Janet

=om os @ e




[85] Microsoft Office Outlook 2016 Level 2

2. Click View - View Settings:

Haome Send / Receve Folder i Y Tell me what you w

Q d,n r\ Show as Conwversations =€ F@ Date !

Change Wiew  Reset Conversation Settings Message | [* Flag: Start Date
View ~ Settings, View - Preview =
Current Vi Messages

3. The Advanced View Settings dialog box will now be displayed. Click
the Sort button:

Advanced View Settings: Compact d
Description
I Columns... | Importance, Reminder, lcon, Flag Status, Attachment, Fr...
Group By... Mone
| Sort... L\\g Received [descending)
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
Reset Current View oK Cancel
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4. Now the Sort dialog box will be displayed. Click the “Sort items by”
drop-down menu and click Subject:

Sort >
Sort items by
|

Received () Ascending

Received Representing Name . (®) Descending Cancel
Recipient Name

RS55 Feed Clear All
Sensitivity A L

Sent scending

Size Descending

Start Date

subiact P, |

e )
TITOTTE] Lﬁf‘ Ascending
Descending
Then by
[none] Ascending
Descending
Select available fields from:

Frequently-used fields o

5. Ensure that the Descending radio button for this menu is selected:

Sort >
Sort items by
_
Subject e Oﬁ.scendmg
%Descending Cancel
SR Clear Al
(none) e Ascending
Descending
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6. Click the “Then by” drop-down menu and choose Attachment:

Sort ot
Sort items by
|
Subject nt Oﬁ.scendmg
(@) Descending Cancel
Then by Clear Al
(nong Ascending
(none] A Descending
Attachment P |
Auto Forwarded g
E:c:untacts UL
Conversation Descending
Conversation Index
Created
. o _
EE'_-HEF Autodrchive Ascending
Descending
Select available fields from:
Frequently-used fields w
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7. Ensure that the Ascending radio button adjacent to this drop-down
menu is selected. Click OK to apply the sort:

Sort ot
Subject nt OAscending k
(@) Descending Cancel
Then by Clear All
Attachment | (@) Ascending e

Oﬂescending

Then by

(none] e Ascending
Descending

Then by

[none Ascending
Descending

Select available fields from:

Frequently-used fields w

8. Click OKin the Advanced View Settings dialog box:

rmats for each field
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9. Examine the message list. You will see that the message from John
Smith with “Upcoming Presentation” as a subject line, as well as an
attachment, is at the top of the list:

All Unread By Custom... = 4
John Smith 1]
Upcoming Presentation 5772015

For the upcoming presentation,

Robyn Yost
Joe's Retirement Party 5/8/2015
Hey all, Joeis going to be

Robyn Yost
Client Meeting 5/7/2015
Hey John, We are looking at

10. Return to the default sort settings by clicking View - Date:

Home Send / Receive Falder i @ Tell me what you want to do
Q .nﬁ r\ Show as Conversations FG Date & From
Change View Reset Conversation Settings ke > Flag: Start Date > Flag: Due Date
View~ Settings View Preview =

Current View Messages
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11. View the message list. You will see that it is now sorted by date
once again with the newest message on top:

All Unread By Date = Mewest ¢
4 Older
Robyn Yost
Joe's Retirement Party 5/8/2015

Hey all, Joe is going to be

Robyn Yost

Client Meeting 572015
Hey John, We are looking at

John Smith [
Upcoming Presentation 5/7/2015

For the upcoming presentation,

12. Close Microsoft Outlook 2016 to complete this exercise.
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TOPIC B: Filter
Messages

While sorting your messages can help you find the types of messages that
you are looking for, filtering them will remove any messages that do not
fit your specified criteria. Over the course of this topic, you will learn
about message filtering and how to use the Filter dialog box to create
your own filters.

Topic Objectives
In this topic, you will learn:
= About filters
= About the Filter dialog box

FILTERS

Filters can be applied to folders in your mailbox to display only those
Outlook items that match specified criteria. To apply quick (but
generalized) filter criteria, click Home - Filter Email - [Criteria]:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

what you want to do

. ol eye © MarkLow mpo.. M Moveta? B3 ToM ¥ ~ 1 > S
=1 s 2 2 R 5 vesting ark Low Impo. ove to: =3 To Manager : 5 C
- ‘::l % Clean Up~ oo | o (" e -).1 = 1 Team Email ¥ Done 2 Reply & Delete 7 R?' a 'N/l uLl/ @ t“ ol [ Address Book ,
ew  New clete  Reply Reply Forward [f B | Move Rules OneNote Unread/ Categorize Follow ore
Email ftems~ | & Junk~ Al B More F CreateNew d|| 5 S Red o Upe | FiterEmail-

New Delete Respond Quick Steps 5 Move Tags =)

b

> Flagged

1 Important

&5 SentTo:Me or CC:Me
+  More Filters..
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Once a filter has been applied, only items within the current folder that
match the selected criteria will be displayed. For this example, the
Unread filter was applied, so only unread messages are shown:

— . ote 7 b% 2 n > —
g 1 [l | ; T ﬂ};

Nen e | ClanUpT L k‘; . (.:: = L I ¥ Dane = rB | e o [addres ook S‘-

jew  New lete  Reply Reply Forward [T poge N ove Rules OmeNote Unread/ Categorize Follow ore
Email Hems - | & Junk~ Al - 7 Creste e . . z Read 2 Up- Y Fitter Email~

New Deete Respand g Find Addin o
+ Favorites < [[ineszno x 3 Colend

e 1 Al Unread ByDate - Mewest b Thu
Clutter it

Sent Hems

Jane Gibson = ime zone. It was intally crested in the following time zone: (UTC-0400) Atiantc Time
Drafts Project ABC Meeting Thu 10/15 v
When Manday, Otobe Locats -

4 jsmith@acmewidgets.anmicr

Inbox 1

. e

Search Folders

Groups

-1 m a8 [ e

Items: 2 Al folders are up to date.  Cannected ta: Wicrasoft Exchange | L] B8 - 1 + 100%

Notice that Outlook has actually performed a search for unread items in
this folder only, and as a result has opened the Search Tools contextual
tab. To clear the filter and see all items within the current folder, click

Search Tools — Search = Close Search:

Search Tools Inbox - jsmith@acmewidgets.onmicrosoft.cd

Q Tell me what you want te do

Home Send / Receive Folder View Search

@ @ Current Folder /.ﬂ B mJ EiE  E ThisWesk - [* Flagged ) “ B
/® - m i Sent To - ! Important =

Subfalders
All Current Include From Subject Has Categorized Recent Search | Close
Mailboxes Mailbax 85 All Outlook ltems iz Results Attachments - (=) Unread  Morem  searches Tooks~ Sear:ll%
Refine Options Close’

Scope Results
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THE FILTER DIALOG BOX

While the quick filters found in the Home - Filter E-mail drop-down
menu cover many situations, the Filter dialog box allows you to apply
more advanced filters. To open this dialog box, you need to display the
Filter dialog box. To do this, click View = View Settings:

Home Send f Receive Folder Q Tell me what you w

Q ,n._n. E'\ Show as Conversations F@ Date {

ChE‘”BE ‘|.|’i1:=.w Rjﬂ"’t Conversation Settings Ms.sage > Flag: Start Date
View ~ [Settings, View Preview -
Current ¥i hessages

Then, with the Advanced View Settings dialog box displayed, click the
Filter button:

Advanced View Settings: Compact ot
Description
Columns... Importance, Reminder, lcon, Flag Status, Attachment, Fr...
Group By... Mane
Sort... Received [descending)
Filter... v\’\sJ 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
Reset Current View QK Cancel
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Once open, you will see that the Filter dialog box is comprised of four
tabs: Messages, More Choices, Advanced, and SQL.

Filter >

Messages Maore Choices Advanced SOL

Search for the word(s): ~
In: | subject field only e
From..,
Sent To...
|:|Where | am: the only person on the To line
Time: |none w ||| Anytime

Cancel Clear All

Here are the commands that you can find in each tab:

Messages: Displayed by default, the controls on this tab are used
to set simple text criteria (such as keywords in the subject line of
e-mail or who a message was sent from). You can even use the
Time drop-down command at the bottom of this tab to show only
messages that you received and sent during a specific time frame.
More Choices: This tab adds more options to complement the
Messages tab. Here, you are able to add additional criteria such as
color category, importance level, and more.

Advanced: This tab provides controls that allow you to add
criteria based on a specified field. For example, if you wanted to
filter for messages that have “ceo@example.org” in the CC line,
you would use this tab.

SQL: This tab allows you to use SQL code to create a filter. Note
that if you want to use this option, ensure that the “Edit these
criteria directly” checkbox is selected to enable the accompanying
text area. Keep in mind that this will disable all of the other tabs in
the Filter dialog box.

Unlike quick filters, any filters that you create using the Filter dialog box
will not display the Search Tools — Search contextual tab when they are

applied. In order to remove a filter that was applied using this method,

you need to click the Clear All button on the Filter dialog box.
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ACTIVITY 2-2
Filtering Messages

You need to find a particular message that includes an attachment and
has a subject line that includes the word “presentation” somewhere
inside of it.

Before students begin, please have them follow these steps to open the
Activity 2-2.pst file in their Exercise Files.
= Click the File menu, click Open & Export, and click Open Outlook
Data File.
= Browse to Activity 2-2.pst in the Exercise Files folder. Click Open.

1. To begin, open Outlook 2016. Ensure that the Inbox for the
“example” Outlook data file is displayed:

jsmith@acmewidgets.onmicr I Joe s going to be retiring soon, sa | thought we could throw a small celebration. Please let me know your availability for
SR naxt week,

== s g o
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2. Click View - View Settings:

Haome Send / Receve Folder i Y Tell me what you w

Q d,n r\ Show as Conwversations =€ F@ Date !

Change Wiew  Reset Conversation Settings Message | [* Flag: Start Date
View ~ Settings, View - Preview =
Current Vi Messages

3. The Advanced View Settings dialog box will now be displayed. Click

Filter:
Advanced View Settings: Compact d
Description
I Columns... Importance, Reminder, lcon, Flag Status, Attachment, Fr...
Group By... Mone
Sort... Received [descending)
Filter... L\ls 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
Reset Current View oK Cancel
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4. With the Messages tab in the Filter dialog box displayed, click inside
of the “Search for the word(s)” text box and type “presentation:”

Filter =

Messages More Choices Advanced SOL

Search for the wordis): | presentation e
In: | subject field only o
From...
S5ent To...
DWhere | am: the only person on the To line
Time: | none » ||| Anytime

Cancel Clear All

5. Ensure that the In drop-down menu has the “subject field only”
option selected. Click the More Choices tab in the Filter dialog box:

Filter >

Messages More Choices Advanced SOL

Search for the word(s): |presentation s
In: | subject field only w
From...
5ent To...
DWhere | am: the only person on the To line
Time: | none » ||| Anytime

Cancel Clear All
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6. With the More Choices tab displayed, check the “Only items with”

checkbox:

Filter X

Messages More Choices  Advanced SOL
I Categories... I | |
|:|Dr1ly iterns that are: |unread " |
%ﬁ]nly items with: |::|ne or more attachments w |
Whose importance is: |r1c|rmal "t |
DDﬂljl' items which: |are flagged by me ot |

[ matech case

Size [kilobytes)

|dnesn't matter

& [o ana o]

. OK || Cancel || ClearAll |

@ elite.

It's about people
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7. Ensure that this drop-down menu is set to “one or more
attachments.” Click OK:

Filter

Messages More Choices  Advanced SOL

~

|:|Dr1I].r items that are: unread

Dnly items with: one or more attachments v

DWhuse importance is: |normal
DDnI}r items which: are flagged by me
|:| Match case

Size [kilobytes)

doesn't matter ~

Cancel Clear All

=
=

8. Click OKin the Advanced View Settings dialog box:

nats for each field
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9. Returning to the primary Outlook 2016 window, you will see that
only one message has made it past the filter. In this case that means
that this message includes “presentation” in the subject line and it
includes a file attachment:

) Prese

s g P

+ jsmith@acmewidgets.onmicr..

For the upcoming presentatian, can you please bring your laptop along with an HOMI cord? We will need that ta
+example connect to the projector, Ive attached the PawerFoint presentatian file.
Deleted Hems Thanks,

Jason

10. Now that you found the message that you were looking for, you no
longer need the filter. Click View = View Settings:

Home Send f Receive Folder i '-:-' Tell me what you w
Q ,a.,ﬂ. D Show as Conversations E" F‘@ Date !
Change  Wiew  Reset Conversation Settings Message | [ Flag: Start Date
View = Settings, View - Preview =

Current Vi hMessages
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11. The Advanced View Settings dialog box will now be displayed. Click

Filter:
Advanced Yiew Settings: Compact *
Description
I Columns... Importance, Reminder, lcon, Flag Status, Attachment, Fr...
Group By... Mone
Sort... Received [descending)
Filter... L\J off
Other Settings... Faonts and other Table View settings
Conditional Formatting... User defined fonts on each message
Format Columns... Specify the display formats for each field
Reset Current View oK Cancel

12. The Filter dialog box will now be displayed. Click the Clear All button
in the lower right-hand corner:

Filter >

Messages More Choices Advanced SOL

Search for the word(s): |presentation e
In: | subject field only e
From...
Sent To...
|:|Where | am: the only person on the To line
Time: | none ~ ||| Anytime

Cancel Clear All h‘
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13. Any customizations that you previously made in this dialog box will
now have been removed. Apply the new settings by clicking OK:

Filter >

Messages More Choices Advanced SOL

Search for the word(s): e
In: | subject field only w
From...
Sent To..,
DWherE | am: the only person on the To line
Time: | none ~ ||| Anytime

Cancel Clear All

14. In the Advanced View Settings dialog box, click OK:

for each field
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15. Returning to the Outlook 2016 window, you will see that all of the
items in the currently selected folder will be displayed normally:

. (i Presertation pptx
ol a d
Drat saams o

+ jsmith@acmewidgets.onmicr.

) “ ing at ) For the upcoming presentation, can you please bring your laptop along with an HOMI cord? We will need that ta

+example ™ John Smith ) connect to the projector, Ive attached the PawerFoint presentatian file.

Defeted Hems | sams Thanks,

Search Folders Jasen

16. Close Microsoft Outlook 2016 to complete this exercise.
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TOPIC C: Organize
Messages

While sorting and filtering tools can be used to find messages based on a
set of criteria, you also have the option to organize messages using
conditional formatting. For example, you could use conditional
formatting to have the subject line of messages from a specific e-mail
address formatted in a certain way. Over the course of this topic, you will
learn how to organize messages using conditional formatting.

Topic Objectives

In this topic, you will learn:
= About conditional formatting
»= About the default conditional formatting rules
»= About the Rules Wizard

CONDITIONAL FORMATTING

Conditional formatting is a common tool that is found in many different
applications. As the name implies, it will apply formatting to objects
based on a previously set list of conditions. In Outlook, this means that
you can use conditional formatting to automatically format messages
that you receive based on the sender or another condition like the
subject line. By using conditional formatting efficiently, you can save
yourself a lot of time when trying to keep your mailbox organized.
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DEFAULT CONDITIONAL FORMATTING RULES

While conditional formatting is customizable by its nature, Outlook
provides you with a few different preconfigured rules that are applied by
default. To view and apply these rules, first click View - View Settings:

Home Send / Receive Folder Q Tell me what you w

Q _n',n r\ Show az Conversations E‘@ Date {

Change = View  Reset Conversation Settings Message > Flag: Start Date
View = Settings, View - Preview ~
Current Vi Messages

This action will display the Advanced View Settings dialog box. Click the
Conditional Formatting button:

Advanced View Settings: Compact ot
Description
Columns... Importance, Reminder, lcon, Flag Status, Attachment, Fr...
Group By... Mane
Sort... Received [descending)
Filter... Off
Other Settings... Fonts and other Table View settings
Conditional Fnrmatting...% User defined fonts on each message
Format Columns... Specify the display formats for each field
Reset Current View QK Cancel
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The Conditional Formatting dialog box will open. You will see all of the
default conditional formatting rules in the “Rules for this view” list box:

Conditional Formatting et

Rules for this view:

[-|iUnread messages Add
E Unread group headers

] Submitted but not sent Delete
(=] Expired e-mail

'] Owerdue e-mail

E MMessages in other folders Move Up
o

Site Mailbox document pending uploa
Move Down

Properties of selected rule
Unread messages

Font... 11 pt. Segoe U

Condition...
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There are seven default conditional formatting rules that you can choose
from. Each rule will apply different font settings to messages that meet
its criteria. For example, any unread messages will automatically have a
bold blue font applied to their subject line:

Jane Gibson [z
Project ABC Meeting Thu 10415

You can disable these default rules by deselecting their associated
checkboxes. Or, you can modify their properties using the controls in the
“Properties of selected rule” section:

Conditional Formatting X

Rules for this view:

] Unread messages Add
'l Unread group headers
2 Submitted but not sent Deleta
'] Expired e-mail
[]iOverdue e-mail :
| Messages in other folders Move Up
E Site Mailbox document pending uploa
Move Down

Properties of selected rule
Overdue e-mail

Font... 11 pt. Segoe U

Condition...

Note that you cannot change the condition that is used for a default rule,
nor can you delete a default rule.
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To create a new conditional formatting rule, click the Add button. This
will add a new rule to the list and allow you to give it a new name. Using
the controls in the “Properties of selected rule” section of this dialog box,
you can then choose what font you want applied to a message if the
condition is met, as well as choose the condition that you want this rule
to be triggered by:

Conditional Formatting et

Rules for this view:

| Unread messages Add

E Unread group headers k
] Submitted but not sent Delete

(=] Expired e-mail

'] Owerdue e-mail

E kessages in other folders Move Up
g Site Mailbox document pending uploa

=] Untitled Move Down

Properties of selected rule

Mame: Untitled
Font... 11 pt. Segoe U
Condition...

OK Cancel

Click OK once you have finished creating your rule.

THE RULES WIZARD

To create a new conditional formatting rule that goes beyond changing
the font of a message, you need to use the Rules Wizard. To open this
wizard, open the Rules and Alerts dialog box by clicking Home - Rules -
Manage Rules & Alerts:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send/Receive  Folder  View Q@ Tellmewhatyouwanttodo

[omk  xlgnore sleoye © Mark Low | T Moveto: 7 EToM ¥ I%ﬂ ~ >
=1 g & [ 3 B Meeting ark Low Impo.. ove to =3 To Manager : I ~
&= x Clean Up ~ x L(- L') E3 Team Email v Done E2 Reply & Delete L 5 = Ll

N Ny Delete Reply Reply Fq d g
o e | Oy Ry F E@More™  |F Create New

: Move | Rules OneNote Unread/ Categorize Follow
Email ltems~ & Junk- : ; :

Read - Up
New Delete Respond Quick Steps ] Ahways Move Messages From: John Smith
5 CreateRule...

%) Manage Rules & Alerts. [s
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Inside the Rules and Alerts dialog box, click New Rule:

Rules and Alerts >

E-mail Rules  manage Alerts

;g Mew Rule... Change Rule - Copy... Delete Bun Rules Mow... Options

|
F'.ullfiapplied in the order shown) Actions
Select the ™ew Rule”™ button to make a rule.

The first step is to choose a template that you would like to base the new
rule on:
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Fules Wizard

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

¥
Move messages from someone to a folder

*
¥

FMove messages with specific words in the subject to a folder
Fove messages sent to a public group to a folder
|" Flag messages from someone for follow-up
¥ Fove RS5 items from a specific R55 Feed to a folder
Stay Up to Date
Display mail from someone in the Mew ltem Alert Window
4! Play a sound when | get messages from someone
@ Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive
*EI apply rule on messages | send

Step 2: Edit the rule description [click an underlined valueg]

Apply this rule after the message arrives
from people or public group
move it to the specified folder

and stop processing maore rules

Example: Mowve mail from my manager to my High Importance folder

Cancel < Back Finish

The templates are divided into three sections:

Once you choose a template, you can specify the values that are needed
for the rule to work in the “Step 2” section. This is done by clicking the

blue

Stay Organized: The templates in this section are used to move

messages to other folders or flag them.

Stay Up to Date: The templates in this section are used to control

how you are notified when you receive a new message.
Start from a blank rule: The two templates in this section are
used to create rules based on messages that you receive or
messages that you send.

underlined items and choosing from the options presented:
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Step 2: Edit the rule description [click an underlined value]

Apply this rule after the message arrives
from people or public group

move it to thelspeci iedifolder
and stop processid | more rules

Example: Mowve mail from my manager to my High Importance folder

< Back Net> | | Finish

@ elite.

It's about people
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Once you have specified the values for the selected template, the
remaining steps of the wizard will already be completed for you. To
review them, click Next:

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

¥ Move messages from someone to a folder
;' Pove messages with specific words in the subject to a folder
¥

MMove messages sent to a public group to a folder
|"' Flag messages from someone for follow-up
¥ Move R55 items from a specific R55 Feed to a folder
Stay Up to Date
Display mail from someone in the Mew ltem Alert Window
! Play a sound when | get messages from someone
@ Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive
*=1 Apply rule on messages | send

Step 2: Edit the rule description [click an underlined value]

Apply this rule after the message arrives
fromilane Gibsoni
move it to the Clutter folder

and stop processing maore rules

Example: Mowve mail from my manager to my High Importance folder

Cancel < Back Finish
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This screen will ask you to specify conditions in addition to the ones that
you already specified (these will appear checked in the list):

Rules Wizard >

Which condition(s) do you want to check?
Step 1: Select condition(s)

from people or public group S
[] with specific words in the subject

[T] through the specified account

[] sent only to me

[] where my name is in the To box

[] marked as importance

[] marked as sensitivity

[] flagged for action

[] where my name is in the Cc box

[] where my name is in the To or Cc box

[] where my name is not in the To box

[] sent to people or public group

[] with specific words in the body

[] with specific words in the subject or body

[] with specific words in the message header

[] with specific words in the recipient's address

[] with specific words in the sender's address

[] assigned to category category v

Step 2: Edit the rule description [click an underlined value]
Apply this rule after the message arrives
from Jane Gibson
move it to the Clutter folder
and stop processing maore rules

Cancel < Back Finish
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Clicking the Next button will display the next screen in the wizard. This is
where you can modify what actions will take place when the conditions
that you previously configured are met:

Rules Wizard >

What do you want to do with the message?
Step 1: Select action(s)

istop processing more rules [ A
move it to the specified folder

[7] assign it to the category category

[] delete it

[] permanently delete it

[] move a copy to the specified folder

[] forward it to people or public group

[] forward it to people or public group as an attachment

[] redirect it to people or public group

[] have server reply using a specific message

[C] reply using a specific template

[] flag message for follow up at this time

[] clear the Message Flag

[] clear message's categaries

[] mark it as importance

[] print it

[] play a sound

[[] start application v

Step 2: Edit the rule description [click an underlined value]
Apply this rule after the message arrives
from Jane Gibson
move it to the Clutter folder
and stop processing maore rules

Cancel < Back Finish
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Clicking the Next button again will provide you with a screen that allows
you to set exceptions to the rule that you are creating:

Rules Wizard >

Are there any exceptions?
Step 1: Select exception(s) (if necessary)

[ liexcept if from people or public group S
[] except if the subject contains specific words

[T] except through the specified account

[T] except if sent only to me

[] except where my name is in the To box

[] except if it is marked as importance

[] except if it is marked as sensitivity

[] except if it is flagged for action

[] except where my name is in the Cc box

[] except if my name is in the To or Cc box

[] except where my name is not in the To box

[] except if sent to people or public group

[] except if the body contains specific words

[ ] except if the subject or body contains specific words

[] except if the message header contains specific words

[] except with specific words in the recipient's address

[] except with specific words in the sender's address

[] except if assigned to category category v

Step 2: Edit the rule description [click an underlined value]

Apply this rule after the message arrives
from Jane Gibson
move it to the Clutter folder

and stop processing maore rules

Cancel < Back Finish
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Click Next once more. In the final stage of the wizard, you will see options
to specify a name for this rule, as well to turn on this rule and apply it to
messages in the current folder:

Rules Wizard >

Finish rule setup.

Step 1: Specify a name for this rule
Jane Gibson

Step 2i Setup rule options

[ ] Run this rule now on messages already in “Inbox’

Turn on this rule

Create this rule on all accounts

Step 3: Review rule description [click an underlined value to edit]

Apply this rule after the message arrives
from Jane Gibson
move it to the Clutter folder

and stop processing more rules

Cancel < Back Mext >

At the bottom of this screen, you will see a summary of the conditions,
actions, and exceptions for the rule you’ve created.
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Once you're done, click Finish to complete the rule and return to the
Rules and Alerts dialog box:

Rules and Alerts

E-mail Rules  Manage Alerts

;7 Mew Rule.. Change Rule~ E@ Copy. x Delete Bun Rules Mow... Options
Rule {(applied in the order shown) Actions
Jane Gibson i ET

Rule description [click an underlined value to edit):

Apply this rule afterthe message arrives
from Jane Gibson
move it to the Clutter folder

and stop processing mare rules

|:| Enable rules on all messages downloaded from R55 Feeds

Cancel Apply

Here, you can click Apply and OK to save your changes, or click Cancel to
cancel and remove your changes. (Be careful; if you’ve added a rule but
you cancel out of the Rules and Alerts dialog box, that rule will be

deleted.)
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ACTIVITY 2-3
Organizing Your Messages

To keep your mailbox organized and prioritize important messages, you
would like to move any messages that are sent to you from your
company’s CEO to a special folder. Additionally, you would like these
messages to be marked with red text.

Before students begin, please have them follow these steps to open the
Activity 2-3.pst file in their Exercise Files.
= Click the File menu, click Open & Export, and click Open Outlook
Data File.
= Browse to Activity 2-3.pst in the Exercise Files folder. Click Open.

1. To begin, open Outlook 2016. Ensure that the Inbox for the Example
Outlook data file is displayed:

Hey all,

loe is gaing to be retiring sean, so | thought we could throw a small eelebration. Please let me know your availability for
et waek

4 example
N ¥ Thanks,

Inbax 1 " N s Janet

= om o8 @ -
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2. First you need to create a conditional formatting rule. Click View -
View Settings:

Home Send / Receive Folder Q Tell me what you want to do
Q d,n z\ Show as Conversations FG Date ('ft:. From
Change | View  Reset Conversation Settings Message | [* Flag: Start Date > Flag: Due Date
View Set:&?s View - Preview ~
Curre iew IMessages

3. With the Advanced View Settings dialog box displayed, click the
Conditional Formatting button:

Advanced View Settings: Compact *
Description
I Columns... Importance, Reminder, lcon, Flag 5tatus, Attachment, Fr...
Group By.. Mone
Sort... Received [descending)
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
Reset Current View OK Cancel
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4. The Conditional Formatting dialog box will now be displayed. Click
the Add button:

Conditional Formatting ot

Rules for this view:

Unread messages Add
Unread group headers
Submitted but not sent
Expired e-mail

Owverdue e-mail
Messages in other folders Move Up
Site Mailbox document pending uploa

Delete

EEREEERIE]

Move Down
Properties of selected rule

Unread messages

Font... 11 pt. Segoe Ul

Condition...

Cancel

5. The controls in the “Properties of selected rule” section will now be
enabled. Inside the Name text box, type “Important Message:”

Conditional Formatting ot

Rules for this view:

=] Unread messages Add

E Unread group headers

] Ssubmitted but not sent Delete
I+’| Expired e-mail

[] Overdue e-mail

[#] Messages in other folders Move Up
Z 5ite Mailbox document pending uploa

1=’ Important Message Move Down

Properties of selected rule

Mame: Important Message|
Font... 11 pt. Segoe UI
Condition...

0K Cancel
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6. Click the Font button:

Conditional Formatting ot

Rules for this view:

[] Unread messages Add

E Unread group headers

] Ssubmitted but not sent Delete
I+’| Expired e-mail

[] Overdue e-mail

[#] Messages in other folders Move Up
Z 5ite Mailbox document pending uploa

=] Impartant Message Move Down

Properties of selected rule

Mame: Important Message
11 pt. Segoe Ul
Condition...

Cancel
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7. The Font dialog box will now be displayed. Click the Color drop-down

menu and choose Red:

Font *
Font: Font style: Size:

Segoe Ul Regular Mormal | 0K |
segoe Ul ~ ~ E&"?- Cancel
Segoe Ul Emaiji ftalic Big
Segoe Ul Symbaol Semibold Bigger
SHOWCARD GOTHI | |Semibold Italic
Sitka Banner v | |Bold W
Effects Sample
[ strikeout

AaBbYyZz
|:| Underline aBbty.
Script:
|Westem w
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8. Click OK to apply the new color settings:

Font
Font: Font style: Size:

Segoe Ul Regular Mormal | 0K
SEQDE Ul ~ A | |Raler Cance|
Segoe Ul Emaiji ftalic Big
Segoe Ul Symbal Semibold Bigger
SHOWCARD GOTHI | |Semibold Itali
Sitka Banner v | |Bold W

Effects Sample

[ strikeout

AaBbYyZz

|:| Underline : L

Color:

(R | sciet

|Westem w

9. Backin the Conditional Formatting dialog box, click the Condition

button:

Rules for this view:

Expired e-mail
Owerdue e-mail

Conditional Formatting

Unread messages
Unread group headers
Submitted but not sent

Messages in other folders
Site Mailbox document pending uploa

LIRSS

important Message

Mame:

Properties of selected rule

Important Message

11 pt. Segoe Ul

Ok

Add

Delete

Move Up

Move Down

Cancel
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10. The Filter dialog box will now be open to the Messages tab. Inside
the From text box, type “robynyost@outlook.com” and then click
OK:

Filter =

Messages More Choices Advanced

Search for the word(s): | |
In: |subject field only |
| From.., | robynyost@outiook.com
| Sent To... | | |
DWhere | am: |thE only person on the To line e |
Time: |r1c|r1e ||An}.-'time o |
| ok %J | Cancel || Clear Al

@ elite.

It's about people
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11. Click OK in the Conditional Formatting dialog box:

Conditional Formatting ot

Rules for this view:

=] Unread messages Add

E Unread group headers

] Ssubmitted but not sent Delete
I+’| Expired e-mail

[] Overdue e-mail

[#] Messages in other folders Move Up
Z 5ite Mailbox document pending uploa

1=’ Important Message Move Down

Properties of selected rule
Mame: Important Message

Font... 11 pt. Segoe Ul

Cancel

12. Click OK In the Advanced View Settings dialog box:

nats for each field

Cancel
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13. Immediately, you will see that two messages in your mailbox have
red text. This indicates that they were sent from the e-mail address
that you specified in the Filter dialog box:

All Unread By Date =  Mewest |
4 Older
Robyn Yost
Joe's Retirement Party 5/8/2015

Hey all, Joe is going to be

Robyn Yost
Client Meeting 5/7/2015
Hey John, We are looking at

John Smith 1]
Upcoming Presentation 5/7/2015
For the upcoming presentation,

14. Next, you need to create a rule that will move any messages from a
specified e-mail address into a separate folder. First, create the new
folder by clicking Folder - New Folder:

Home Send / Receive Folder View Q@ Tell me what you want to do
Copy Folder (’_\ F A 7 Clean Up Folder =
&j 0 i .
Mave Folder gt (<" Delete Al
Mew Mew Search  Rename Mark All Run Rules  Show All

Fﬂlger Folder Folder ' DeleteFolder | 3cpead  MNow FoldersAtoz o Recover Deleted ftems
MNew Actions Clean Up
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15. The Create New Folder dialog box will now be displayed. Type
“Important” into the Name text box. Ensure that the Inbox folder in
the Example mailbox is selected. Click OK:

Create Mew Folder >

Mame:

Importanﬂ

Folder contains:

Mail and Post ltems o

Select where to place the foldern:

£ jsmith@acmewidgets.onmicrosoft.com
W E Example

= Deleted ltems

INboX (1]

16. Start creating the new rule by clicking Home = Rules - Manage
Rules & Alerts:

Inbox - Bxample - Outlook

Folder  View  Q Tellme what you want todo
iz lgnore x EQ) rﬁ*;i ﬁ{; F2 Meeting |2 MarkLow Impo.. ¥ Move to: ? 3 To Manager
7% Clean Up » = Team Email v Done €2 Reply & Delete
¥ Create New

o
=
New New Delete  Reply Reply Forward [ ppore -
Email fems~  Solunk~ Al <

New Delete Respond Quick Steps
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17. The Rules and Alerts dialog box will now be displayed. Near the
upper left-hand corner of this dialog, click New Rule:

Rules and Alerts

E-mail Rules  Manage Alerts

= ﬂemﬂiule... Change Rule = Copy.. Delete Bun Rules Mow... Options

Rulevf%pplied in the order shown) Actions
Select the "New Rule”™ button to make a rule,
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18. The Rules Wizard will now be displayed. Ensure that the “Move
messages from someone to a folder” template is selected:

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

E Y Move messages from someone to a folder
" Move messages with specific words in the subject to a folder
¥

Move messages sent to a public group to a folder
|"' Flag messages from someone for follow-up
L Move R55 items from a specific R55 Feed to a folder
Stay Up to Date
Display mail from saomeone in the Mew ltem Alert Window
) Play a sound when | get messages from someaone
E Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive
*El Apply rule on messages | send

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives
from people ar public group
move it to the specified folder

and stop processing more rules

Example: Move mail from my manager to my High Importance folder

Cancel < Back Finish
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19. Inside the “Step 2” section of this dialog box, click the “people or
public group” text:

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives
fromipeople or public group:
move it to the cified folder

and stop procgssing more rules

Example: Move mail from my manager to my High Importance folder

Cancel < Back Finish

20. This action will show the Rule Address dialog box. Type
“robynyost@outlook.com” into the From text box. Click OK:

From -> rabynyost@outlook.com|

»

21. Returning to the Rules Wizard dialog box, click the blue “specified”
text in the “Step 2” section:

Step 2: Edit the rule description [click an underlined valueg)
Apply this rule after the message arrives
from robynyost@ outlook.com

move it to thelspecigied folder
and stop processid Imore rules

Example: Move mail from my manager to my High Importance folder

Cancel < Back Finish
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22. A dialog will now be displayed that you can use to choose the folder
that you would like messages from the specified e-mail address to be
moved to. For this example, choose the Important folder that you
just created. Click OK:

Rules and Alerts =

Choose a folder:

e jsmith@acmewidgets,onmicrosoft, com 0K [
v |5 Example

= Deleted ltems Cancel

hd Inbox (1}
Important Mew...

23. In the bottom of the Rules Wizard, click Next four times:

Cancel < Back Finish

24. Now that you have reached the end of the wizard, you can give this
new rule a name as well as set other options. In the top-most text
box, type “Important:”

Rules Wizard >

Finish rule setup.

S5tep 1: Specify a name for this rule
Important]
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25. Ensure that the “Run this rule now on messages already in ‘Inbox’”

checkbox is checked. Click Finish:

Rules Wizard

Finish rule setup.

Step 1: Specify a name for this rule
Important

ep 2: Setup rule options

Run this rule now on messages already in “Inbox”
Turn on this rule

Create this rule on all accounts

S5tep 3: Review rule description [click an underlined value to edit)

Apply this rule after the message arrives
fromirobynyost@ outlo ok, comd

and on this computer only
move it to the Important folder

and stop processing maore rules

Cancel < Back Mext >

N
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26. A warning dialog box will be displayed that warns you this rule will
only run when you check your e-mail in Outlook. If Outlook isn’t
running, this rule will not work for e-mail that you check online or
using another device. Click OK to continue:

Microsoft Outleok X

| This rule will anly run when you check your email in Qutlook. If Qutlook isn't running, this rule won't work for email you check online or from another device,

27. Returning to the Rules and Alerts dialog box, you will see the new
rule listed. Click OK:

Rules and Alerts *

E-mail Rules  manage Alerts

< Mew Rule... Change Rule - E@ Copy.. x Delete Bun Rules Mow... Options
Rule {applied in the order shown) Actions
Important {dient-only) ¥ H

Rule description (click an underlined value to edit):
Apply this rule after the message arrives
from robynyost@outlook.com
and on this computer only
move it to the Important falder
and stop processing more rules

I:l Enable rules on all messages downloaded from R55 Feeds

Cancel Apply

28. A dialog box may be displayed that will indicate that the rule that
was created includes a “stop processing more rules” action that will
prevent other rules from being completed. Click Yes:

Microsoft Outlook X

The rule has a condition that the server cannot pracess. The action ‘stop pracessing more rules’ will prevent all remaining server rules from being carried out. Are you sure this is what you want to do?

Yes No
[¥
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29. Returning to the Outlook window, you will see that all of the

messages from “robynyost@outlook.com” have automatically been

moved to the Important subfolder:

d s
e Reply Reply Fomand [ pore
A

Aespana

Favorites

Al Unread

jsmith@acmewidgets.onmicr...

+example
Delted tems

4 Inbax.

ttached the PawerPoint presentation file.

Importaat
Semch Folders

1, can you please bring your laptop along with an HOMI cord? We will need that to

30. Close Microsoft Outlook 2016.
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TOPIC D: Search
Messages

While keeping your messages organized is important, it is also equally
important to know how to find messages using the search tools that are
available to you. Over the course of this topic, you will learn how to use
Outlook’s search tools to find specific items.

Topic Objectives
In this topic, you will learn:
= About instant search
= About the Search Tools contextual tab
= About the Advanced Find dialog box
= About search options
= About search folders
= About custom search folders

INSTANT SEARCH

Outlook 2016 provides you with instant search, a feature that is used to
quickly and easily search through all of the Outlook items in the current
mailbox. You can narrow down the scope of the search by clicking the
drop-down menu that is adjacent to the Instant Search Bar and clicking
on one of the options listed:

Search Tools

Home Send / Receive Folder View Search 2 Tell me what you wan|
:_] Current Folder ;."j Ii mJ | FH This Week
Subfaolders a - III “EI Sent To~
Current = Include From Subject Has Categorized
Mailbox &2 All Outlook ltems  0jger Resylts Attachments = & Unread
Scope Results Refine
H £
4 Favorites Search Current Mailbox (Ctrl... J | Current Mailbox T}J
Inbox Current Folder
" All  Unread By Da _
Clutt Subfolders
utter
4 Two Weeks Ago Current Mailbox
Sent ltems c All Outlook It
Jane Gibson B —
Drafts Project ABC Meeting 10/15/2015




[136]

Microsoft Office Outlook 2016 Level 2

To execute a search, type search keywords into the Instant Search bar at
the top of the items list:

Send / Receive Folder View 2 Tell me what you want to do

Ijl ;’_gj %Ignore x Q Q % Meeting 9MarkLDwImpa...

o o 7 Clean Up~ e Tenr [ . ET Team Email
ew ew elete eply Reply Forward [Eg pore -
Email ltems~ & Junk Al u F Create New
Mew Delete Respond
: £
4 Favorites I search Current Mailbox (Ctrl... I Current Mailbox  ~
Inbosx
n All Unread By Date =  MNewest &
Clutter 4 Two Weeks Ago
Sent ltems .
i Jane Gibson e

Drafts Project ABC Meeting 10/15/2015

4 Three Weeks Ago

John Smith 0 &
Inbox Documents 10/8/2015
Drafts Hey John, Here are the

4 lsmith@acmewidgets.onmicr..,

Outlook will then search as you type your keyword(s) and the results will
be displayed in the items list:

Current
Mail
4 Favorites € || sane Gibson x| cum W Accept = 7 Tentstve v X Decline + [ Propose New Time = [ Calendas
by Al Unread ByDate *  Hewent b 2] lane Gibson  un Seith
Cluiter 4 Two Weeks Ago Project ABC Meeting
Sent ems
Jane Gibson [ 1@ This meeting has been adjusted to reflect your curment time zone. it was initally crested in the following time zone: (UTC-04:00) Atlantic Time
Drafts Prcject ABC Mesting 101572015 (Canada) -
) _ 4 Three Weeks Aga Location Reom 2110 ~
4 jsmith@acmewidgets.onmicr.
John Smith =
Inbo o 102015
Drafts e
Sent ltems John Smith
Delesed hems 1 Offict Fian Pol 102015
Hey Everyone, | wauld kke to
Clutter
8 -
Sy red Activity... 1072015
Junk Email He tiohn
Outbar John Smith v
S5 Feeds Froject ABC Meeting 1052015
+ Search Folders John Smith =
Declined: Staff Mecting 10872015
I Groups
John Smith 'R
Canceled: SIaft Mesting 10552015
John Smith =
it Meeting 1072015
John Smith R
Canceledt Sttt Mesting 10562015
John Smith i
Staft Meeting 1072015
John Smith &
Statt Meeting 052015
EEom s g - 4 Oider
m - I - Micrasof - o ® N + 100%

Note that the terms you search for will be highlighted in the message
within the relevant results.

@ elite.

It's about people
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THE SEARCH TOOLS CONTEXTUAL TAB

When you perform a search, the Search Tools — Search contextual tab
will be displayed on the ribbon:

Search Tools Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

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

@ Current Folder ;‘."_j a @ =I F3 This Week - [|* Flagged p if a

Subfalders X !.E|SEI’|tTD' I Important
From Subject Has Categarized Recent Search Close

sults Attachments - &1 Unread o+ Mare - Searches - Tools~  Search
Scope Results Refine Options Close

Current Ine
Mailbox &2 All Outlook tems 5.,

Let’s review its options.

Scope Group
Here, you can choose to search in:
» The current mailbox (default)
* The current folder
= All subfolders
= All Outlook items

These buttons are toggles, meaning that they can be clicked on or off to
view different search results. Toggling some options may un-toggle
others; for example, you can’t search in the Current Mailbox and the
Current Folder at the same time.

Results Group

The results group contains only the Include Older Results command.
Toggling this command will remove the limit on the number of results for
the current search. Keep in mind that this might slow down the search
processing time.
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Refine Group

In addition to search terms, you can add lots of additional criteria to your
search using the commands in this group. For example, here we clicked
Subject and are now prompted to add keywords relating to that criteria:

Search Tools Inbox - jsmith@acmewid

Home Send / Receive Folder View Search 2 Tell mewhat you want to do
’@ Current Folder (._j a [HJ [ ] A This Week ~ [* Flagged
Subfolders “ - III ‘.EI Sent To -~ ! Important
Current = Include From Subject Has Categorized
Mailbox &2 All Outlook ltems | 0dar Recylts b Attachments - £ Unread #+ More
Scope Results Refine
4 Favorites | subject: keywards® 2 |Cur|‘ent Mailbox  ~ V Accept = P
Ll All Unread By Date ~  Newsst & Jane
Clutter 4 Two Weeks Ago Proje
Options Group

Here you can access recent searches or view advanced search tools:

» |

Recent Search

Searches - Tools -
Jane Gibson D' Indexing Status...
isreadino E Locationsto Search »

E Advanced Find...
EE. Search Opticns...

Close Group
Close the Search Tools contextual tab and clear the search.

THE ADVANCED FIND DIALOG BOX

While the Instant Search tool is a quick solution for finding items using
simple keywords, the Advanced Find tool allows you to search for items
using a much wider set of criteria.
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To use this tool, you first need to open the Advanced Find dialog box. To
begin, click inside the Instant Search text box to display the Search Tools
— Search contextual tab. Next, click Search Tools — Search - Search Tools
- Advanced Find:

Search Tools Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook
File Home Send / Receive Folder View Search Q@ Tell me what you want to do
@ Current Folder g.’_j B MJ [ ] E3 This Week - |™ Flagged e ) ;f a
Subfolders b LU i Sent To - ! Important =
Current Include From Subject Has Categorized Recent ‘Search Close
Mailbox| &3 All Outlook ltems | )jder Results Attachments - (=) Unread & More~  searches - Toals= | Search

Scope Results Refine Optio ;l—)' Indexing Status...

E: Locations to Search
[53 Advanced Eind...
EE) Search Options..,

Once open, you will see that the Advanced Find dialog box includes many
different types of criteria that you can use to help you find the item that
you are looking for:

= Advanced Find — O *
Look Messages ~ | In: | Inbox Browse...
Messages More Choices Advanced
Search for the word(s): || ~ Stop
In: | subject field only R Mew Search
From...
Sent Ta...
DWhere | am: the anly person on the To line ( Y

Time: | none ~ || | Anytime
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Any items that are returned by a search using the Advanced Find dialog
box are listed directly inside the dialog box in the results pane. This
section will automatically expand from the bottom of the dialog box

whenever a new search is executed:

k) Messages: Containing Meeting - Advanced Find — O X
Look Messages ~ | In | Inbox Browse...
Messages More Choices  Advanced
Search for the word(s): |Meeting w Stop
In: | subject field anly v Mew Search

Jane Gibson
Project ABC Meeting

Fram...
Sent To...
|:|Where | am: the only person on the To line (
Time:  none ~ ||| Anytime
All  Unread By Date *  Newest +

e

10/15/2015
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Components of the Advanced Find Dialog Box

The Advanced Find dialog box contains many different components that
allow you to add different criteria to your search. Below is a brief
breakdown of some of those components:

Look for drop-down menu: Choose the type of object that you
would like to look for. While it is set to Messages by default, you
can also change it to look for appointments and meetings,
contacts, files (Outlook and Exchange), notes, and tasks. You can
also set it to search for any type of Outlook item if you are unsure
of the type of the object that you are looking for.

In field/Browse button: These controls are used to specify the
location or folder in which you would like to search. The In field
will display the location, while the Browse button allows you to
select a different one.

Maessages tab: The controls in this tab are used to set basic search
criteria such as keywords, location, sender and recipient
information, and even time ranges.

More Choices tab: The controls in this tab include more specific
criteria that allow you to narrow down your search results even
further. For example, this tab allows you to set criteria such as
color category, attachments, status, and more.

Advanced tab: The controls in this tab are used to narrow down
your results based on criteria that relate to a selected field.

Find Now button: Clicking this button will execute a search using
the criteria that you set.

New Search button: Clicking this button will clear any information
that you entered into the Advanced Find dialog box and allow you
to start a new search from scratch. If the results pane is displayed,
it will close when this button is clicked.

Results pane: The results pane will automatically expand from the
bottom of the Advanced Find dialog box when a new search is
executed. This pane will list all of the results that the search has
found.
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SEARCH OPTIONS

To configure how the search feature behaves in Outlook, you first need
to open Outlook Options dialog by clicking File > Options. Next, click the
Search category:

Qutlock Options ? X
General . .
Change how items are searched with Instant Search.
Mail
Calendar Sources
Groups . .
p—ﬁ Change the Outlock stores indexed by Windows Search Indexing Options...
People
Tasks Results
Search i Include results only from:
Language p Current folder
® Current folder. Current mailbox when searching from the inbox
Advanced .
Current mailbox
Customize Ribbon All mailbaxes
Quick Access Toolbar Include messages from the Deleted itemns folder in each data file when searching in All ltems
Adeline +| When possible, display results as the query is typed
| Improve search speed by limiting the number of results shown
Trust Center

| Highlight search terms in the results
Highlight color: | 2 -

+| Motify me when results might be limited because search indexing is not complete

OK Cancel

Inside the Sources group you can find the Indexing Options button.
Clicking this button will open the Indexing Options dialog box where you
can choose how Outlook items are indexed by Windows Search.

The Results section includes a variety of different controls. At the top,
you can choose from where you would like to include search results by
default. Lower you can find check boxes that can be used to include
messages from the “Deleted items” folder, display results as the query is
typed, improve search speed by limiting results, highlight search terms in
the results, and notify you when results are limited because indexing is
incomplete.
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SEARCH FOLDERS

Despite their name, search folders do not actually store objects. Rather,
they are virtual folders that are used to display items from your mailbox
that match a specific criteria. Any items that are displayed in a search
folder are still stored in their original locations. In this way, search folders
act as a quick and easy way to find objects based on a set of criteria that
you look for on a frequent basis.

While there are no search folders shown inside your mailbox by default,
you can add search folders that have already been created for you. To do
this, click Folder = New Search Folder:

= S Inbax - jsmith@acmewidgets.onmicrosoft.com - Outlook

File Home Send / Receive Folder View Q Tell mewhat youwant to de
Copy Folder ("\ F Al - Clean Up Folder ~ cA H [ .
E_j = an E
» - =], L)
Move Folder (&) z (> Delete All U)
New New Search = FRename Mark All Run Rules  Show All | Showin = Viewon  AutoArchive  Folder Folder
Folder | Folder % Folder DeleteFolder | 3cpead  Mow  FoldersAtoZz = RecoverDeleted ltems  ‘moygrites Server Settings  Permissions Properties
New Adtions Clean Up Favorites ' Online View Properties

Or, right-click the Search Folders entry in the Navigation Pane and click
New Search Folder:

4 lsmith@acmewidgets.onmicr...
Inbox
Drafts
Sent [termns
Deleted ltems
Clutter
Conversation History
Junk Email
Outbox
R55 Feeds

I Search Folders

Mew Search Folder...
[ Groups
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When you perform either of these actions, the New Search Folder dialog
box will appear:

Mew Search Folder >

Select a Search Folder:
Reading Mail A

Unread mail

Mail flagged for follow up
Mail either unread or flagged for follow up
Important mail
Mail from People and Lists
Mail from and to specific people
Mail from specific people
Mail sent directly to me

Mail sent to public groups
Organizing Mail b

Customize Search Folder:

Search mail in: | jsmith@acmewidgets.onmicrosoft.

Cancel
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This dialog box includes three separate categories of default search
folders that you can create. By clicking on any one of the templates listed,
you can then add criteria to that template using the controls in the
Customize Search Folder section of the New Search Folder dialog box:

Mew Search Folder >

Select a Search Folder:

Reading Mail ~
Unread mail
Mail flagged for follow up
Mail either unread or flagged for follow up
Important mail
Mail from People and Lists
Mail from and to specific people
Mail from specific people
Mail sent directly to me

Mail sent to public groups
Organizing Mail b

Customize Search Folder:

Show mail sent to and received from:

Search mail in: | jsmith@acmewidgets.onmicrosoft.

OK Cancel

(Note that you can choose which mailbox you would like this new search
folder to search through using the “Search mail in” drop-down menu.)
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When you are ready, click the OK button to create the new search folder.
The folder will then be listed inside the Search Folders item in the
Navigation pane:

4 jsmith@acmewidgets.onmicr...
[Nk
Drafts
Sent ltems
Deleted ltems
Clutter
Conversation History
Junk Ernail
Outbox
RS5 Feeds
4 Search Folders
Jane Gibson
Missed Calls

Missed Conversations

[ Groups
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Clicking on the search folder will display its results inside the items list. In
this example, only messages received from
jgibson@acmewidgets.onmicrosoft.com are shown:

Fold 2 Al Clean Up Folder - =
| . Ll H_; Fi = =
. Fold - 3, Delete Al
New Mew Sesrch | Customize This Rename Mark AN Run Rules:  Show AN ive
Falder  Folder Search Folder Folder % Deletefalder  aiRead  MNow FoldeshteZ b
New Actions GieanUp -
Favorites bion (ni-B D | CunentFolder =] | o Accept = 7 A Cslend.
ke Al Unread © Hewest b Gibs
Oluter am Project ABC Meeting
Sent ltems
| lane Gibsor [ on ting has been acjusted to reflect your current time zon \g time zone: (UTC-04:00) Atiantic Time
Drafts | Project ABC Meeting wnseos | "
© Three Weeks Aga .
jsmith@acmewidgets.onmicr, e -
Inbas
Drafts
Sent ems.
Deleted Hems
Clutter

Comversation History
Junk Email
Outbox
RSS Feeds
4 Seanch Folders
Jane Gibson
Missed Calls

Missed Conversations

I Groups

= om os @ e

hems: 25 Al folders are up to date._ Conneded ta: Migosoft Exchange [0 [ - 1 + o0

@ elite.

It's about people
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CUSTOM SEARCH FOLDERS

Aside from the default search folders that you can add, you also have the
option to create custom search folders. To do this, open the New Search

Folder dialog box and select the “Create a custom Search Folder” option.
Next, click the Choose button:

Mew Search Folder >

Select a Search Folder:

Mail sent directly to me -
Mail sent to public groups
QOrganizing Mail
Categorized mail
Large mail
CHd mail
Mail with attachments

Mail with specific words
Custom

Create a custom Search Folder

Customize Search Folder:

To specify criteria, click Choose.

3

Cancel

When you click Choose, you will be asked to name your rule, configure its
criteria, and choose which folders will be included:

Custom Search Folder *

§ Mame:
Select “Criteria” to specify what items this Search
Folder contains. '

Mail from these folders will be included in this Search Foldern

jsmith@acmewidgets.onmicrosoft.com Browse..,

0K Cancel
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Clicking the Criteria button will display the Search Folder Criteria dialog

box. This dialog box contains dozens of different options that you can use
to add a wide variety of different criteria. You may notice that this dialog
box is configured in much the same way as the Advanced Find dialog box:

Search Folder Criteria >

Messages More Choices  Advanced

Search for the word(s): ~
In: | subject field only e
From..,
Sent To...
DWhere | am: the only person on the To line
Time: |none w ||| Anytime

Cancel Clear All

Once you have chosen the criteria that the new search folder is to look
for, click OK to apply the new settings. Next, click OK in both the Custom
Search Folder and New Search Folder dialog boxes. The new folder will
then appear in the Search Folders list in the Navigation pane.
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AcTiviTy 2-4
Searching Messages

You need to find a message that contains an attachment. As you find
yourself doing this often, you would like to create a search folder that will
list all messages in your inbox that contain an attachment.

Before students begin, please have them follow these steps to open the
Activity 2-4.pst file in their Exercise Files.
= Click the File menu, click Open & Export, and click Open Outlook
Data File.
= Browse to Activity 2-4.pst in the Exercise Files folder. Click Open.

1. To begin, open Outlook 2016. Ensure that the Inbox for the
“example” Outlook data file is displayed:

+ jsmith@acmewidgets.onmicr o loe is going to be retiring soon, 50 | thought we could thiow a small eelebration. Please let me know your availability for

pppppppp

== s @ e
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2. Click inside the Instant Search bar at the top of the message list.
This will display the Search Tools — Search tab on the ribbon:

/s
+ jsmith@acmewidgets.onmicr.

e could thraw a small celebration. Please let me know your availability for

+example
Defeted Hems

3. Asyou are looking for a message with an attachment, click Search
Tools — Search - Has Attachments:

Inbox - Example - Outlook

Home  Send/Receive  Folder  View Q@ Tell me what you want to do
@ @ Current Folder Gﬂ B mJ [T 3 This Week - [* Flagged () “b a
£ £ Subfolders a i i Sent To - ! Important -
Al Curent Include From Subject  Has  Categorized Recent Search  Close
Mailboxes Mailbox &I All Dutiook ltems.  0j4; pasyts Atra:hn]gws - & Unread dMorer  earches Toals+  Search
Scope Results Refine Options Close
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4,

Inside the Instant Search bar, you will see that the text “has

attachments:yes” has been entered. Any messages in the Inbox that
contain an attachment will now be listed:

ot
Sen f
John Smith =

Deatts Upcoming Preseration s7ias ) Fresrtasengpic

+ jsmith@acmewidgets.onmicr.
For the upcoming presentation, can you please bring your laptop along with an HDMI cord? We will nesd that ta

“example connect to the prajector, I've attached the PawerPoint presentation file.

Defeted fems Thanks,

Inbox 1

Search Folders Jason
= = s B

w1 O = ' + 1om

As you find yourself tracking down old messages that have
important attachments often, you would like to create a search

folder that will do all of the work for you. Click Folder - New Search
Folder:

Search Taols Inbox - Example - Outlook
File Home  Send/Reccive [GSECEN View Search Q@ Tell me what you want to do
Copy Folder r"\ F A 7 Clean Up Folder - =] —
I M~ B Z | =l =
Move Folder Delete Al
New NewSearch  Rename Mark All Run Rules  Show All Showin | AutoArchive Folder  Folder

Folder | Folder Folder ' Deletefolder | ocRead Now FoldersAtoz Lo RecoverDeletedtems | Fayorites  Settings  Permissions Properties

New Actions Clean Up Favorites Properties
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6. The New Search Folder will now be displayed. In the “Select a
Search Folder” list box, scroll to the bottom of the list. Click the
“Mail with attachments” option to select it:

Mew Search Folder *

Select a Search Folder:

Mail sent directly to me ~
Fail sent to public groups
Organizing Mail
Categorized mail
Large mail
Old mail
Mail with attachments b

kdail with specific words by
Custom

Create a custom Search Folder

Customize Search Folder:

Search mail in: | Example et

Cancel

7. Ensure that the “Search mail in” drop-down menu is set to Example.
Click OK:

search mail in: | Example "
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8. The new search folder will now have been created and it will be
listed in the Search Folder list in the Navigation pane. It will

automatically be displayed and you will see any messages that
contain an attachment:

Sent ems I
| John Smith
Dratts | e
| Fo
jsmith@acmewidgets.onmicr.
For the upcaming presentatin, can you please bring yeur lagtop along with an HOMI cord? We will need that ta
4 example connect ta the prajector. I've attached the FawerPoint presentation file
Deleted Hems Thanks,
e
#Search Folders Jason
With Attachments
= s B e
ftems 1

9. Close Microsoft Outlook 2016 to complete this exercise.
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TOPIC E: Manage Junk
Mail

Chances are that if you have ever had an e-mail account, you have at one
time or another had to deal with junk mail. Outlook is able to handle this
type of mail automatically by moving messages that it perceives as being
junk to the Junk E-mail folder in your mailbox. This way you don’t have
junk mail cluttering up your inbox, but you still have access to those
messages if required. Over the course of this topic, you will learn about
junk mail and the different ways that you can manage it.

Topic Objectives
In this topic, you will learn:
= About spam
= About the junk e-mail filter
= How to use the Not Junk option
» About the Safe Senders and Blocked Senders lists

SpAM

One not-so-great thing that happens after you’ve been using e-mail for a
while is spam. Like that stack of flyers and “great offers” you find in your
postal mailbox, spam is usually advertisements or possibly even scams
and other malicious messages. Spam is also referred to as junk mail, or in
Outlook’s case, junk e-mail.
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JUNK E-MAIL FILTER

The junk e-mail filter is used by Outlook to control what messages are
placed in the Inbox and what messages are placed in the Junk E-mail
folder. You can control how strict this filter is by adjusting its settings. To
do this, click Home - Junk = Junk E-mail Options:

Send / Receive Folder View
(5 Ignare x (
E| E ¢ ﬁ—ﬂ Me
M .l:'j 155 Clean Ve~ Del Reply Reply F d
ew elete eply Reply Forward [y pac
Email Htems~  [a@Junk= All =
Mew 39 Block Sender

Mewver Block Sender
Mever Block Sender's Domain (@example.com)

Mever Block this Group or Mailing List

© Junk E-mail Options... [y
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This action will display the Junk E-mail Options dialog box. Here, you can
choose between several different levels of protection that you would like
to apply to your mailbox:

Junk E-mail Options - jsmith@acmewidgets.onmicrosoft.com >

Options  Safe Senders Safe Recipients EBlocked Senders  International

E‘_il Cutlook can move messages that appear to be junk e-mail into a
special Junk E-mail folder,

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

(® Mo Automatic Filtering. Mail from blocked senders is still moved
to the Junk E-mail folder.

() Lowr: Move the most obvious junk e-mail to the Junk E-mail
folder.

O High: Most junk e-mail is caught, but some regular mail may be
caught as well. Check your Junk E-mail folder often.

O Safe Lists Only: Only mail from people or domains on your Safe
Senders List or 5afe Recipients List will be delivered to your
Inbox.

|:| Permanently delete suspected junk e-mail instead of moving it to
the Junk E-mail folder

Disable links and other functionality in phishing messages.
[recaommended)

Warn me about suspicious domain names in e-mail addresses,
[recommended)

Cancel Apply

By default, Outlook chooses the No Automatic Filtering level for you. This
option turns off the junk e-mail filter completely. This is typically because
you are using an Office 365 account or something similar where junk e-
mail is handled by the mail server. All messages except those on the
Blocked Senders list will be moved to your inbox. Low will move any e-
mail that’s obviously junk to the Junk E-mail folder. If you choose the
High level, you risk some of your wanted e-mail going to the Junk E-mail
folder, but you have less of a chance of encountering spam in your inbox.
The Safe Lists Only option is also available, but it is very restrictive.
Choosing this option will put all e-mail in the Junk E-mail folder, except
for messages from people that are on your Safe Senders list. (This will be
discussed later in this topic.)
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Lower in this dialog box, there are a few options to customize the
currently applied junk e-mail filter level:

|:| Permanently delete suspected junk e-mail instead of moving it to
the Junk E-mail folder

Disable links and other functionality in phishing messages.
[recommended)

[+] Warn me about suspicious domain names in e-mail addresses.
[recommended)

(Note that these options are not available when no automatic junk e-mail
filtering has been applied.)

The first option tells Outlook to delete anything it thinks is junk e-mail.
This option is not recommended because Outlook isn’t perfect; there are
times it will mark an e-mail as junk when it’s really something you want
to read. If you have this option turned on, the e-mail will just be deleted
and you won’t have the option to retrieve it from the Junk E-mail folder.
The remaining two options will be enabled by default and protect you
against messages that may be trying to steal your information and/or
login credentials by masquerading as an e-mail from a legitimate
organization (like your bank). It is recommended that you leave these
settings unchanged from the defaults.
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THE NOT JUNK OPTION

If you display the Junk E-mail folder and find a message that is not junk e-
mail and has been filtered incorrectly, you should mark it as not junk. To
do this, select the message in question and then click Home - Junk -
Not Junk:

Send f Receive Folder View v
¥ =
El |._|'E = lgnare x ﬁ@ @ Me
M : 155 Clean Ve~ Del Reply Reply F d
ew ew elete eply Reply Forward [y pac
Email ltems - 30]“”“' All -
Mew 39 Block Sender

Mewver Block Sender
Mever Block Sender's Domain (@example.com)
Mever Block this Group or Mailing List

Mot Junk

& Junk E-mail Options...
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Or, you can right-click directly on the message and click Junk - Not Junk:

N a.
ow Impo. " 0 [] >
il V' Done =3 v § m [ Address Book -
Move Rules OmeNote Unread/ Categorize Follow . Store
o s|| IR
Quick Steps 1 Mave g Find Adding ~
W e x 5 Propose Ne IR Calend:
ke Al Unread ByDate - Mewsst b
Clutee 4 Two Weeks Ago ject ABC Metin:
Sent ltems
Jane Gibson [ Q) Links and other functional to the
Drafes snitsoats we

Clutter

RSS Feeds

Search Folders

Groups
BEom s B ot Junk &
hems: 1 & Junk E-mail Qptions. v ore up to date._ Canneded to: Micrasoft Exchange | [0 B8 - 1 + o0

In either case, a dialog box will be displayed that indicates that the
message will be moved back into the Inbox folder. Click OK to continue
and complete the process:

Mark as Mot Junk >

This message will be moved back into the Inbox Folder.

SAFE SENDERS LIST

The Safe Senders list stores e-mail addresses and domain names that you
explicitly trust. This means that any e-mail that is received from the
addresses or domains in this list will always be filtered into the inbox.
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To modify this list, click Home = Junk = Junk E-mail Options:

Send / Receive Folder View
7 R . - .
EI |._|IE < lgnare x E ﬂ (E éﬁ E ;1 2 Me
M M 7 Clean e~ Delet Reply Reply F d [og
ew ew elete eply Reply Forward [E§ pc
Email ltems~ | & Junk~ Al .
Mew 3,9 Block Sender

Mewver Block Sender
Mever Block Sender's Domain (@example.com)

Mewver Block this Group or Mailing List

© Junk E-mail Options... [s

@ elite.

It's about people
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This action will open the Junk E-mail Options dialog. Click the Safe
Senders tab to display the appropriate list:

Junk E-mail Options - jsmith@acmewidgets.onmicrosoft.com >

Options 5afe Senders  Safe Recipients EBlocked Senders  International

E-mail from addresses or domain names on your 5afe Senders List
Yy will never be treated as junk e-mail.

Add...

Edit...

Remove

Import from File...
Export to File...

[]Also trust e-mail from my Contacts
DAutnmatically add people | e-mail to the 5afe Senders List

oK Cancel Apply

Adding someone to this list means that their e-mail will never be treated
as junk, nor will Automatic Download or phishing settings apply to them.
To add a new domain or e-mail address to this list, click the Add button.

You can also use the bottom two checkbox controls to make your
contacts safe senders and add people that you send e-mail to, to the Safe
Senders list.

Safe Recipients List

If you belong to mailing lists or distribution lists, you may often receive e-
mail from them that is intended for you, but has a different recipient
address from yours (such as the list address). To prevent e-mail such as
this from being filtered into the Junk E-mail folder, you can add the list
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address to the Safe Recipients list. This is done using the Add command in
the Safe Recipients tab of the Junk E-mail Options dialog box.

BLOCKED SENDERS LIST

The Blocked Senders list operates using the same concept as the Safe
Senders list, but instead blocks e-mail from reaching your inbox. If you
receive an e-mail from a domain or e-mail that is in this list, it will
automatically be moved directly to the Junk E-mail folder.

To set options for this list, click Home = Junk = Junk E-mail Options:

Send f Receive Folder View
[ ="l rHl;lilE!nu:rne: x g (’_“ g
B QG Q aw
“E 7 CleanUp~ < -2
Mew  Mew Delete = Reply Reply Forward E-EMC
Email ltems - | & Junk= All
Mew &5 Block Sender

Mewver Block Sender
Mever Block Sender's Domain (@example.com)

Mever Block this Group or Mailing List

© Junk E-mail Options... h
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This will open the Junk E-mail Options dialog. Click the Blocked Senders
tab to display the appropriate list:

Junk E-mail Options - jsmith@acmewidgets.onmicrosoft.com >

Options Safe Senders Safe Recipients EBlocked Senders  |nternational

W

. E-mail from addresses or domain names on your Blocked Senders
w List will always be treated as junk e-mail.

Add...

Edit...

Remove

Import from File...

Export to File...

Cancel Apply

As you can see, the Blocked Senders tab looks similar to the Safe Senders
tab. However, any addresses and domains added to this list will always be
marked as junk e-mail, even if the junk mail filter is turned off. Like the
Safe Senders tab, click the Add button to add blocked senders. You can
add specific addresses, such as john@example.org, or just a domain, like
example.org.
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ACTIVITY 2-5
Managing Junk Mail

While the junk filtering works most of the time, you have found that
messages from a coworker seem to be filtered into the Junk E-mail folder
frequently. Additionally, you keep getting e-mail from a newsletter that
you unsubscribed from. You are going to use Outlook’s junk mail filtering
capabilities to solve both of these problems.

1. To begin, open Outlook 2016.

2. Open the Junk E-mail Options dialog box by clicking Home = Junk
- Junk E-mail Options:

Send f Receive Folder View
(=1 [G:lgnore x o (’_“ o
" e E_E — — M
-E %= Clean Up~ /\I ﬁ@ ﬁe i
Mew  MNew Delete  Reply Reply Forward [Fg .
Email ltems~  &Junk= All l
MNew .EN Block Sender

Mever Block Sender
Mever Block Sender's Domain (@example.com)

Mever Block this Group or Mailing List

o Junk E-mail Options... [s
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3. With the Junk E-mail Options dialog box displayed, click the Safe
Senders tab:

Junk E-mail Options - jsmith@acmewidgets.onmicrosoft.com >

Options 5afe 5enders  Safe Recipients EBlocked Senders  International

@ E-mail from addresses or domain names on your Safe Senders List
&p® will never be treated as junk e-mail.

Add...

Edit...

Remove

Import from File,..
Export to File...

[ ]Also trust e-mail from my Contacts
Dﬁutnmatically add people | e-mail to the 5afe Senders List

QK Cancel Apply
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4. Click the Add button:

X

Junk E-mail Options - jsmith@acmewidgets.onmicrosoft.com

Options 5afe 5enders  Safe Recipients EBlocked Senders  International

@ E-mail from addresses or domain names on your Safe Senders List
&p® will never be treated as junk e-mail.

Add...

Edit...

Remove

5. The “Add address or domain” dialog box will now be displayed. Type
“robynyost@outlook.com” into the provided text box and click OK:

*

Add address or domain

Enter an e-mail address or Internet domain name to be
added to the list,

robynyost@outlook.com

Examples: someone@example.com or @example.com

Cancel
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6.

7.

Now click the Blocked Senders tab:

Junk E-mail Options - jsmith@acmewidgets.onmicrosoft.com >

Options 5afe 5enders  Safe Recipients EBlocked Senders  International

@ E-mail from addresses or domain names onyour Safe Senders List

u"‘- will never be treated as junk e-mail.

robynyost@outlook, com | Add...

Edit...

Remove

You need to add the e-mail address of that newsletter that won’t
stop e-mailing you to the blocked list. Click the Add button:

Junk E-mail Options - jsmith@acmewidgets.onmicrosoft.com >

Options Safe Senders  Safe Recipients EBlocked 5enders  |nternational

= E-mail from addresses or domain nameas on your Blocked Senders
List will always be treated as junk e-mail.

Add...

Edit...

Remove
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8. The “Add address or domain” dialog box will now be displayed. Type
“newsletter@example.org” into the provided text box and then
click the OK button:

Add address or domain *

Enter an e-mail address or Internet domain name to be
added to the list.

newsletter@example.nrg|

Examples: someone@example.com, @example.com, or

example.com

9. In the bottom right-hand corner of the Junk E-mail Options dialog
box, click the Apply button:

QK Cancel Apply *

10. Click OK to apply the new settings and close the Junk E-mail Options
dialog box:

Canicel Apply

11. Close Microsoft Outlook 2016 to complete this exercise.
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TOPIC F: Manage Your
Mailbox

Another important aspect of managing your e-mail is the ability to
manage your mailbox. Specifically, you need to be aware of the size limits
of your mailbox to ensure that you don’t exceed them. Over the course of
this topic, you will learn how to manage the size of your mailbox using a
variety of different tools.

Topic Objectives
In this topic, you will learn:
* About mailbox sizes
= About alternate message formats
» About archiving (including manual archive and AutoArchive)
= About cleanup tools

MAILBOX SIZE

Any mailbox that is powered by Microsoft Exchange Server has a limited
amount of space allocated to it. The amount of space that is dedicated to
each mailbox is decided by the system administrator. If your mailbox
exceeds the amount of space allocated to it, you will start losing
functionality (such as being prevented from sending new e-mails or even
receiving them).
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You can view the size of your mailbox by clicking File = Info, and
examining the Mailbox Settings section. There you will see a progress bar
that shows you the amount of mailbox space available and how much of

that space is already taken up:

Inbox - gnith@acmewidgets. onmicrasaft.com - Outlook

Account Information

Account Settings

feed e oa o T (et =
Account connections,
Settings - b
m/...ts.onmicrosaft,
Chang
Automatic Replies (Out of Office)
Use sutomatic replies to nofify others that you are aut of office, on vacation, or
Automatic ot available to respond to e-mail messages
Replies
= Mailbox Settings
= Manage the size of your mailbox by emptying Deleted ltems and archiving.
Toals |
49.4 68 free of 40.5 6B
a Rules and Alerts

Use Rubes and Alers to help organize your incoming e-mail messages, and receive
Manage Rules | updates when iterms are added, changed, of removed

= Slow and Disabled COM Add-ins

L= Maniage COM add-ins that are affecting your Outlack experience.

. Manage Add-ins
& Manage and acquire Web Add-ins for Outiook.
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For a more detailed view, click File = Info - Tools - Mailbox Cleanup:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

©

Account Information

Open & Export

c/'j jsmith@acmewidgets.onmicrosoft.com
Lﬁ’) Microsoft Exchange

4 Add Account

Save As

Save Attachments

|—|__‘. Account Settings
Lt ad} Change settings for this account or set up more
Account connections.
Settings - Access this account on the web.
Office Account https://outlook.office365.com/...ets.onmicrosoft.com/
Options
Change
Feedback
Bt Automatic Replies (Out of Office)
i
< Use autamatic replies ta notify others that you are aut of affice, on vacation, or
Automatic not available to respond to e-mail messages.
Replies

@ Mailbox Settings

Manage the size of your mailbox by emptying Deleted ltems and archiving.
Tools I

B 40 4 GR free nf 49,5 GB
L— % Manage mailbox size with 15
advanced tools. L\\’

o help organize your incoming e-mail messages, and receive
Empty Deleted Items Folder re added, changed, or removed.
‘— Permanently delete all items

in the Deleted Items folder.

=] Clean Up Old Items... bled COM Add’ins
=l Move old items to an
Outlook Data File. s that are affecting your Outlook experience.

Add-ins

@ elite.

It's about people
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This action will display the Mailbox Cleanup dialog box. At the top of this
dialog box, click View Mailbox Size:

Mailbox Cleanup ot

: "'E You can use this tool to manage the size of your mailbox.

You can find types of items to delete or move, empty the deleted
items folder, or you can have Cutlook transfer items to an archive
file,

| View Mailbox Size.. |

= () Find items older than < days

(®) Find items larger than | 750 = kilobytes

©

Clicking AutoArchive will move old items to the Autodrchi
archive file on this computer. You can find HEOATEnive
these items under Archive Folders in the folder

[ara

list.
— Emptying the qeleted items folder permanently Empty
ke deletes those items.,

View Deleted ltems Size...

Dellete all alternate versions of items in your Delete
mailbox.

View Conflicts Size...

@I

Close
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The Folder Size dialog box will then be displayed. The sizes for the various
components of your mailbox, as well as a total size, will be displayed:

Folder Size ot
Local Data  Server Data
Folder Mame: jsmith@acmewidgets.onmicrosoft
Size (without subfolders): 0 KB
Total size (including subfolders): 948 KB
Subfalder Size Tatal Size ™
Calendar 97 KB 97 KB
Clutter 0 KB 0 KB
Contacts 12 KB 30 KB
Contacts\Skype for Busines... 3 KB 3 KB
Conversation History 257 KB 257 KB
Deleted ltems 0 KB 0 KB
Drrafts 0 KB 0 KB
Inbax 291 KB 291 kB ¥
Close

Soft and Hard Mailbox Limits

While every mailbox that is hosted on a Microsoft Exchange Server has a
size limit, there are actually two different limits to consider: soft lower
and hard upper. If your mailbox is close to the soft lower size limit, you
will be notified of this fact through an automated e-mail message. If you
continue to exceed this limit, you will still be able to receive new
messages but you will be unable to send messages. In order to be able to
send new messages, you will need to clean out and reduce the size of
your mailbox.

Should your mailbox reach or surpass a hard upper limit, you will be
unable to send or receive messages. Again, in order to be able to use
your e-mail account you will need to reduce the size of your mailbox.
Until then, any messages that you receive may be returned to their
original sender as undeliverable.
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ALTERNATE MESSAGE FORMATS

If you are close to or are exceeding your mailbox’s size limits, but have
important messages that you cannot delete, you have the option to save
them to alternative messages formats. By doing this, you are able to save
the message outside of Outlook, but still have access to it. Additionally,
you can save messages into formats that can be used with or without
Outlook.

To save a message in an alternative message format, first click to select
the message in question. Next, click File = Save As:

©

Info
Save

Save As

3

Save Attachments

Print
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This action will display the Save As dialog box. Using the controls in this
dialog box, you are able to choose where you want your message to be
saved. To provide the message that you are saving with a unique file
name, type a name inside the “File name” text box. Finally, clicking the
“Save as type” drop-down menu allows you to choose the format that
you would like to use to save your message:

Save As
U E] » ThisPC » Documents »

Organize * Mew folder

7 Quick access S Neme
[ Desktop »*
; Downloads #
E] Documents
= Pictures *

[ Microsoft Outloo
@ OneDrive

[ This PC
[ Desktop

w

v O Search Documents

1
® ©

Date modified Type Size

File name: | Documents

Save as type: | Outlook Message Format - Unicode

v

Text Only
) Outlook Template
“ Hide Folders Outlook Message Format

Outlook Message Format - Unicode

HTML

MHT files
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The various alternative message formats available to you all have
different uses, as well as pros and cons:

Text Only: Using this message format will save the current
message as a simple text file. This means that any formatting from
the original message will be lost, but the basic content will
remain. You do not require Outlook to open these types of files.
Outlook Template: By saving a message in this format, you can
reuse its basic structure to create a new message.

Outlook Message Format: Choosing this format will save a
message as an Outlook message file that can only be opened
using Outlook.

Outlook Message Format - Unicode: This will also save the
message as an Outlook message file; however, this format is also
compatible with other language formats. You would typically use
this option if you were going to open this message with an
installation of Outlook that uses a different language.

HTML: This option will save your message as a web page that can
be opened in any web browser.

MHT files: This message format will save the message as a web-
archive file that will include any external resources from the
message in the saved file. You would generally use this format if
your message contains embedded content, like images.

ABOUT ARCHIVING

The archiving process in Outlook moves items from your mailbox and
typically stores them locally on your own computer. This process exists to
help you clean out older Outlook items from your mailbox and reduce the
amount of space your mailbox takes up.

AUTOARCHIVE

The archiving process can be automated by using the AutoArchive
feature. This will automatically archive (or delete) any Outlook items that
have existed in your mailbox for a set period of time.
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To configure the AutoArchive feature, first open the Outlook Options
dialog box by clicking File - Options:

©

Info

Open & Export

Save As

Save Attachments

Print

Office Account

Options

Feedback

Exit

With the Outlook Options dialog box open, click the Advanced category
and then click the AutoArchive Settings button:

Outlock Options 7 X
General . . . Z
Options for working with Outlook.
Mail
Calendar Outlook panes

Groups Customize Qutlock panes.
People Reading Pane...

Tasks
Outlook start and exit
Search
Language L Start Qutlook in this folder: Inbox | ‘ Browse.., |
Adh " Empty Deleted ltems folders when exiting Outlook
Custemize Ribbon AutoArchive

Quick Access Toolbar = X . . . y . .
= Reduce mailbox size by deleting or moving old items to an archive data file. = | Autofrchive Settings...

Add-ins
Trust Center Reminders

A [¥] Show reminders
)

| Play reminder sound:  |reminder.wav | Browse...

@ elite.

It's about people
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This action will display the AutoArchive dialog box:

Autobrchive

s

|:| Run AutoArchive every | 14

-

Prompt before Autofrchive runs

Delete expired items [e-mail folders only)
Archive or delete old items
Show archive folder in folder list

Default folder settings for archiving

& |- |Months
Move old items to:
ChlsersiabowinOneDrivel\Document Browse...
Permanently delete old items
Apply these settings to all folders now

To specify different archive settings for any folder,
right-click on the folder and choose Properties, then go

to the Autodrchive tab.

Run AutoArchive every [X]

Prompt before AutoArchive

Delete expired items

Let’s examine all of the options that this dialog box has to offer:

run.

background.

past.)

If you want AutoArchive to run
automatically, check this box. Then,
enter how often in days you want it to

If this box is checked, Outlook will let
you know when it’s about to archive
your data. If it's unchecked, the
archiving process will happen in the

If e-mail has been sent to you with an
expiry date, this option will delete
messages whose expiration date has
passed. (This does not apply to other
items, like calendar appointments or
tasks, which may have occurred in the
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Archive or delete old items

Show archive folder in folder
list

Clean out items older than [X]
months

Move old items to

Permanently delete old items

Apply these settings to all
folders now

Check this box to confirm that you
want to archive or delete old items. If
this is not checked, the options below
it will be grayed out.

This will display your archive folder in
the list with your other personal folder
files, giving you easy access to your old
data. (The folder will not appear until
Outlook performs an archive.)

You can choose how old items must
be to be archived using this option.
Pick a number between 1 and 99, and
then choose days, weeks, or months
from the drop-down menu. (For
example, if you have 6 months
selected and AutoArchive runs on June
1, it will archive all items time-
stamped before January 1 of that
year.)

Choose the location of the archive
folder. (By default, the file will be
named archive.pst and it will be
placed in the default Outlook
location.)

Instead of moving old items to a
folder, you can tell Outlook to
permanently delete them. Be careful;
if you choose this option there will be
no way to recover what Outlook
deletes.

Make sure you click this button to
apply these archive settings to all
folders.
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Note that you can also set AutoArchive options for each individual folder
by right-clicking that folder, clicking Properties, and clicking the
AutoArchive tab. Here are the options that you will see:

Inbox Properties *

General Home Page Autofrchive  Permissions  Synchronization

@ Do not archive items in this folder

DArchiue items in this folder using the default settings
Default Archive Settings...

OArchqu this folder using these settings:

& |2 | Months

Move old items to default archive folder

Move old items to
ChlsersiabowinOnelrive\DocumentsiO Browse...

Permanently delete old items

While similar to the AutoArchive dialog box, this tab contains some
unique controls:

Do not archive items in this Excludes this folder from any
folder archiving options that are set.
Archive items in this folder Tells Outlook to use the default
using the default settings archiving options for this folder.

(You can click Default Archive
Settings to go back to the main
AutoArchive window that we just
looked at.)

Archive this folder using Set different AutoArchive options
these settings for this folder only.
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IMANUALLY ARCHIVING

If you would like to have more control over when Outlook archives, or if
you need to archive earlier than AutoArchive calls for, you have the
option to archive manually. To start the process, click the folder you want
to archive. (If you want to archive all your folders, click your top-level
mailbox folder.) Then, click File - Info - Tools - Clean Up Old Items:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

©

Account Information

Open & Export

(}1 jsmith@acmewidgets.onmicrosoft.com

Save As L Microsoft Exchange

+ Add Account
Save Attachments

_ |—E| Account Settings
Ret L. Change settings for this account or set up more
Account connections,
Settings - Access this account on the web.
Office Account https://outlock.office365.com/...ets.onmicrosoft.com/
Options
Change
Feedback
Bt Automatic Replies (Out of Office)
i
<« Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies
= Mailbox Settings
—v Manage the size of your mailbox by emptying Deleted ltems and archiving.
Tools i
A0 4 GR free of 40,5 GB

,=__||| Mailbox Cleanup...
= Manage mailbox size with s

advanced tools.
o help arganize your incoming e-mail messages, and receive

Empty Deleted ltems Folder re added, changed, or removed.
Permanently delete all items
in the Deleted Items folder,

o

&

|E—| Clean Up Old Items... bled COM Add-ins
)| Maove old items to an . .
Outlook Data File. I} s that are affecting your Outlook experience.

Add-ins




[183]

Microsoft Office Outlook 2016 Level 2

This action will display the Archive dialog box:

Archive >

C}Archiue all folders according to their AutoArchive settings
@Archiue this folder and all subfolders:

hd Eg jsmithi@acmewidgets.onmicrosoft.com "~

Inbox

i# Drafts

7 sent ltems

[Z] Deleted Items
Calendar
Clutter

[5] contacts
Conversation History

L.':-'L. Journal W

Archive items older than: | Mon 7/27/2015 w
[ ]Include items with "Do not AutoArchive” checked

Archive file:

ChllserssabowinOneDrive'\DocumentshOutlook Browse...

Cancel

By default the “Archive this folder and all subfolders” radio button will be
selected. This means that any folder that is selected in the list box (and
any subfolders contained within it) will be archived. If you select the
“Archive all folders according to their AutoArchive settings” radio button,
you will perform a complete archive using the settings outlined by the
AutoArchive feature.

At the bottom of this window you can specify the date; everything before
this date will be archived. (If you click the drop-down arrow next to the
date, Outlook will give you a calendar to choose from.)

You can also tell Outlook to ignore any exceptions that were made earlier
by checking the “Include items with ‘Do not AutoArchive’ checked”
option. Last but not least, you can specify a file to save to. When you are
ready, click OK to run the archive feature.
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CLEANUP TOOLS

Aside from the archive features, you also have access to other methods
to help clean up your mailbox. To view these options, click File - Info >
Tools - Mailbox Cleanup:

©

Info

Open & Export

Save As

Save Attachments

Print

Office Account

Options

Feedback

Exit

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Account Information

cﬂ jsmith@acmewidgets.onmicrosoft.com
[ Microsoft Exchange

4 Add Account

F Account Settings
&y

Change settings for this account or set up more
Account connections.
Settings - Access this account on the web,
https://outlook.office363.com/.. ets.onmicrosoft.com/

Change
Automatic Replies (Out of Office)
€« Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies
=i Mailbox Settings
— Manage the size of your mailbox by emptying Deleted Items and archiving.
Tools .
40 4 GR free of 48,5 GB
|:|_'|L Mailbox Cleanup...
= Manage mailbox size with s

advanced tools. . . .
o help organize your incoming e-mail messages, and receive

Empty Deleted ltems Folder re added, changed, or removed.
Permanently delete all items
in the Deleted Items folder.

3

(&

ﬂ Clean Up Old ltems... bled COM Add—ins
[=l| Move old items to an .
Outlook Data File. 5 that are affecting your Outlook experience.

Add-ins
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This action will display the Mailbox Cleanup dialog box:

k-

<

Mailbox Cleanup ot

You can use this tool to manage the size of your mailbox,

You can find types of items to delete or move, empty the deleted
items folder, or you can have Cutlook transfer items to an archive
file.

View Mailbox Size...

%f’

() Find items older than = days

(®) Find items larger than | 250 = kilobytes

[mra]

Clicking AutoArchive will move old items to the Autodrchi
archive file on this computer. You can find HEOATEnve
these items under Archive Folders in the folder

list,

Emptying the deleted items folder permanently Empty
deletes those items.

View Deleted ltems Size...

&F

Del_ete all alternate versions of items in your Delete
mailbox.

View Conflicts Size...

Close
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There are several options in this dialog box that you can use to help
reduce the size of your mailbox:

View Mailbox Size

Find

AutoArchive

Deleted Items
Folder

View Conflicts Size

Gives you the overall size of your mailbox if you're
using Microsoft Exchange Server. All users will see
the size of each folder in the mailbox, as well as its
total size.

Do a search based on the date or size of items.
This can help you organize or delete old or large
messages. (When you click Find, an Advanced Find
window will appear with your results.)

Archives your data based on AutoArchive settings.
(Default settings will be used if you haven’t
specified any yet.)

Check the size of your Deleted Items folder, or
empty it.

If you’re on a network like Microsoft Exchange
Server, you can view different versions of items in
your mailbox and delete the ones you don’t need.
(If you’re not on a network, this option is not
available.)

Once you’re done using the tools in this window, just click Close to go

back to the File menu.
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ACTIVITY 2-6
Managing Your Mailbox

The mailbox that you are using is getting close to the soft lower mailbox
limit. To help reduce the size of your mailbox, you need to archive the
messages in the Attachments folder. First, you need to find out exactly
how much space your mailbox is currently taking up.

Before students begin, please have them follow these steps to open the
Activity 2-6.pst file in their Exercise Files.
= Click the File menu, click Open & Export, and click Open Outlook
Data File.
= Browse to Activity 2-6.pst in the Exercise Files folder. Click Open.

1. To begin, open Outlook 2016. Ensure that the Inbox folder for the
“example” Outlook data file is displayed:




[188] Microsoft Office Outlook 2016 Level 2

2. First, you need to find out the size of your mailbox. Click File = Info.
You will see the current size of your mailbox compared to its
maximum possible size:

©

Info
Open & Export

Save As

Office Account

Options

Feedback

Exit

Inbox - Example - Qutlook

Account Information

cﬂ jsmith@acmewidgets.onmicrasoft.com
Microsoft Exchange

4 Add Account

F‘ Account Settings
a3

Change settings for this account or set up more
Account cannections.
Settings - Access this account on the web,
https://outlook.office365.com/...ets.onmicrosoft.com/
Change
Automatic Replies (Out of Office)
€« Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies
= Mailbox Settings
=3 Manage the size of your mailbox by emptying Deleted ltems and archiving.
Tools '
49.4 GB free of 49.5 GB
a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts

3. For more detailed information, click Tools - Mailbox Cleanup:

= Mailbox Settings
m— Manage the size of your mailbox by emptying Deleted Items and archiving.
Tools '
A9 4 (3R free nf 49,5 GB
,%”’ Mailbox Cleanup...
L— % Manage mailbox size with ris

adwvanced tools.

@)

Ir\\"s o help organize your incoming e-mail messages, and receiw

Empty Deleted ltems Folder re added, changed, or removed.
Permanently delete all items

in the Deleted Items folder.

[y

Clean Up Old Items... bled COM Add-ins

Move old iterns to an

Outlaok Data File. s that are affecting your Outlook experience,

I w
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4. The Mailbox Cleanup dialog box will now be displayed. Near the top
of this dialog box, click the View Mailbox Size button:

Mailbox Cleanup by
’ "'g You can use this tool to manage the size of your mailbox,

You can find types of items to delete or move, empty the deleted
items folder, or you can have Outlook transfer items to an archive
file.

| view Mailbox Size.. |

® « O Find items older than : days

(®) Find items larger than | 250 = kilobytes

5. The Folder Size dialog box will now be displayed and show you the
detailed size of your default mailbox (not the data file). Review this
information and then click the Close button:

Folder Size >
Local Data  server Data
Folder Mame: jsmithi@acmewidgets.onmicrosoft
Size (without subfolders): O KB
Total size (including subfolders) 342 KB
Subfalder Size Total Size ™
Calendar 97 KB 97 KB
Clutter 0O KE 0O KE
Contacts 12 KB 30 KB
Contacts\Skype for Busines... 3 KB 3 KB
Conversation History 257 KB 257 KB
Deleted ltems 0 KB 0 KB
Drafts 0 KB 0 KB
Inbox 291 KB 291k ¥
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6. Returning to the Mailbox Cleanup dialog box, click the Close button:
— Emptying the QEIeted items folder permanently Empty
e deletes those items.
View Deleted ltems Size...
r Del_ete all alternate versions of items in your Deleta
mailbox.
View Conflicts Size...
7.

With the Info category of the File menu still displayed, click Tools -
Clean Up Old Items:

Mailbox Settings

Manage the size of your mailbox by emptying Deleted tems and archiving.
Tools i

iy

A0 A GP free of 40,5 GB

= ilbox Cleanup...

Ma
£
L% Manage mailbox size with tg

advanced tools, i . . i .

o help organize your incoming e-mail messages, and receive

== Empty Deleted Items Folder re added, changed, or remaoved.

';.L_J..' Permanently delete all items
in the Deleted Items folder.

=1| Clean Up Old Items...

= bled COM Add-ins

Move old iterns to an
h i that are affecting your Outlook experience,

Outlook Data File.
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8. The Archive dialog box will now be displayed. Ensure that the
“Archive this folder and all subfolders” radio button is selected.

Click to select the Attachments folder from under the Example
heading:

Archive >

OArchive all folders according to their AutoArchive settings
@Archi‘ue this folder and all subfolders:

£3 jsmith@acmewidgets,onmicrosoft, com

hd E Example

= Deleted Items

Attachments
Inbox eb

9. Lower in this dialog box, ensure that the current date is displayed in
the “Archive items older than” drop-down menu:

Archive 4

DArchive all folders according to their Autofrchive settings
@Archi‘ue this folder and all subfolders:

3 jsmith@acmewidgets.onmicrosoft.com

hd 'E] Example

= Deleted Items
Attachments
Inbox

Archive items older than: |Thu 7/23/2015 v | -
[ ]Include items with "Do not AutoArchive” checked
Archive file:

ChUserstabowi\OneDrive\Documents\Outlook

Browse...




[192] Microsoft Office Outlook 2016 Level 2

10. Next, you need to choose where you would like to export the
resulting archive file. Click the Browse button:

[ ]Include items with "Do not AutoArchive” checked

Archive file:

ChlserstabowinOneDrive\Documents\COutlook

11. The Open Outlook Data Files dialog box will now be displayed. Use
the controls in this dialog box to navigate to the desktop. Within the
“File name” text box, type “Activity 2-6 Complete.” Click OK:

[ Open Outlock Data Files X
& 3 v 1 B> ThisPC » Desktop » v & | Search Desktop r
Organize »  New folder = @

# Quick access
B Desktop
3 Downloads =
[E Documents
=) Pictures MOS5016_Outloo
k_2016_2_Exercise
[ Microsoft Outlook Files
@ OneDrive
I This PC
B Desktop
[E Documents
4 Downloads
B Music -
File name: | Activity 2-6 Completd »
Save as type: | Outlook data files -
= Hide Folders Tools v Cancel
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12. Back in the Archive dialog box, click OK to run the archive tool:

Archive >

O Archive all folders according to their AutoArchive settings
@Archiv& this folder and all subfolders:

£3 jsmith@acmewidgets,onmicrosoft, com
W 'E\l Example
=
= Deleted Items
Attachments

Inbox

Archive items older than: |Thu 7/23/2015 W
[ ]Include items with "Do not AutoArchive” checked

Archive file:

C\Users\abowilDesktop\Activity 2-6 Complete.




[194]  Microsoft Office Outlook 2016 Level 2

13. Click the Back tab to return to the Mail workspace. In the Navigation
pane, you will see that a folder called Archives has been added:

4 Favorites
Inbox
Clutter

Sent ltems

Drafts

I jsmith@acmewidgets.onmicr...

I Archives e

4 gyample
Deleted ltems
Attachments
Inbox

Search Folders

14. Expand this folder. You will see that the Attachments folder appears
as one of its subfolders:

4 grchives
Deleted Items
Attachments

Search Folders
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15. Close both the Example and Archives folder by right-clicking on each
and clicking Close:

4 archives
Open in New Window

L

=
Deleted ltermn &

Attachments Open File Location

Search Folde W Elose “Archives®
Mew Folder...
4 example Show in Favorites
Deleted lterm ﬁ'l Sort Subfolders Ato £
Attachments

Inbax Diata File Properties...

Search Folders

16. Close Outlook 2016 to complete this exercise. You will see that the
Activity 2-6 data file that you created through the archive tool exists
on your desktop:

|

Activity 2-6
Complete
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Summary

Over the course of this topic, you learned about many of the advanced
message management tools that are available to you. You should now
feel comfortable sorting, filtering, and organizing messages within your
mailbox. Additionally, you should now be able to effectively search your
mailbox for specific Outlook items. Finally, you should be able to manage
junk mail using junk e-mail filters, as well as manage the size of your
mailbox.

REVIEW QUESTIONS

1. What dialog box do you first need to open in order to display
either the Sort dialog box or the Filter dialog box?

2. What does conditional formatting do?

3. Where can you find the options that configure how search works
in Outlook 2016?

4. What is the default junk e-mail filter level?

5. What is the easiest way to view the size of your mailbox?
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LESSON 3:

ADVANCED CALENDAR
AND TASK
MANAGEMENT

Lesson Objectives

In this lesson you will learn how to:

= Manage advanced calendar options
= Manage additional calendars

= Manage meeting responses

= Assign and manage tasks
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TOPIC A: Manage
Advanced Calendar
Options

To configure your calendar to suit your own unique workflow and needs,
you have access to many different advanced calendar options. Over the
course of this topic, you will learn about these options and how to use
them.

Topic Objectives
In this topic, you will learn:
= About calendar settings
= About work time options
= About calendar options
= About display options
= About time zone options
= About other calendar options
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ACCESS CALENDAR SETTINGS

To control how your calendar looks and works, first open the Outlook
Options dialog box by clicking File - Options:

©

Info

Open & Export

Save As

Office Account

Options

Feedback

Exit

@ elite.

It's about people
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Then, click the Calendar category:

Outlock Options ? X
General ) ) ) [+]
enere Change the settings for calendars, meetings, and time zones.

Mail
Calendar N Work time
Groups b Ty Work hours:
Peaple Start time: &00AM -

End time: 00PM -
Tasks

Work week: [ Sun Mon Tue Wed Thu Fri [ ] Sat
Search

First day of week:
Language First week of year:
Advanced

Calendar options

Customize Ribbon
Cuick Access Toolbar t@ ault reminders: | T3 minutes ¥

Allow attendees to propose new times for meetings m

Add-ins
Use this response when proposing a new meeting time: | ‘? Tentative +

Add holidays to the Calendar: | Add Holidays...
Change the permissions for viewing Free/Busy information: | Free/Busy Options...

[] Enable an alternate calendar

Trust Center

When sending meeting requests outside of your organization, use the iCalendar format

[] Show bell icon on the calendar for appointments and meetings with reminders

Display options

& Default calendar colorn: E'

[] Use this color on all calendars

[7] Show week numbers in the month view and in the Date MNavigator -

This category is comprised of several different sections. For the
remainder of this topic, we will examine each of these sections.

@ elite.

It's about people
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WORK TIME OPTIONS

Work time

-T-’) Waork hours:

o0

Start time: &00AM -

End time: R00PM -

Work week: Sun || Mon || Tue [+ Wed |+ Thu [+ Fri Sat
First day of week: | Sunday A

First week of year: | Starts on Jan 1 -

Inside the “Work time” section, you can find controls that allow you to
specify when your typical work day starts and ends. Additionally, you can
choose the days of your work week as well as what the first day of the
week is and the first week of the year.

CALENDAR OPTIONS

Calendar options

L,

u ]

/| Default reminders: | 15 minutes

| Allow attendees to propose new times for meetings

Use this response when proposing a new meeting time: | ? Tentative ~
Add holidays to the Calendar: | Add Holidays...

Change the permissions for viewing Free/Busy information: | Free/Busy Options...

3

Enable an alternate calendar

| When sending meeting requests outside of your organization, use the iCalendar format

Show bell icon on the calendar for appointments and meetings with reminders

The “Calendar options” section includes controls to set the following
options:

Default reminders

Allow attendees to propose new times for meetings

Choose a default response when a new meeting time is proposed
Add holidays to your calendar

Change who can view your free/busy information

Toggle an alternate calendar

Use the iCalendar format when sending meeting requests to
people outside of your organization

Toggle a small bell icon on appointments and meetings that have
a reminder
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DiSPLAY OPTIONS

Display options

By
H , Default calendar color o

Usze this color on all calendars
Show week pumbers in the month view and in the Date Mavigator
When in Schedule View, show free appointments
| Automatically switch from vertical layout to schedule view when the number of - =
displayed calendars is greater than or equal to:
v| Automatically switch from schedule view to vertical layout when the number of ]
displayed calendars is fewer than or equal to:

4 b

The “Display options” section allows you to choose exactly how your
calendar is displayed in Outlook. This includes the following settings:

Default calendar color

Toggle week numbers in the month view and in the Date
Navigator

Show or hide free appointments while in the Schedule View
Toggle week numbers in the Month view as well as the Date
Navigator

Toggle when Schedule View switches to and from the vertical
layout, as well as set how many calendars can be displayed before
the views are changed

TIME ZONE OPTIONS

Time zones

- Q Label:

Time zone: | (UTC-08:00) Pacific Time (US & Canada) =

Show a second time zone

The controls in this section are used to configure the time zone that
Outlook will use. Additionally, you will also find the option to show a
second time zone. This is useful if you find yourself travelling between
two time zones on a frequent basis or if you often work with people who
are in other areas.
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OTHER CALENDAR SETTINGS

The last three sections in the Calendar category of the Outlook Options
dialog box are “Scheduling assistant,” “Resource scheduling,” and

“Weather:”

Scheduling assistant
9% | Show calendar details in ScreenTip

| Show calendar details in the scheduling grid

Automatic accept or decline

E . . .
%_ Automatically accept or decline meeting requests.

Weather

&y || Show weather on the calendar
Show termperature in:
Celsjus

® Fahrenheit

Auto Accept/Decline...

In the “Scheduling assistant” section, you are able to choose when
calendar details are shown. The “Resource scheduling” section is used to
manage any resources that are available to you via a Microsoft Exchange
Server. The “Weather” section allows you to toggle the weather on the
calendar, as well as choose between the Celsius and Fahrenheit units.
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AcTiviTy 3-1

Managing Advanced Calendar Display
Options

Currently you work 8:00 AM to 6:00 PM, Monday to Thursday. You need
to update your calendar in Outlook to reflect this schedule. Additionally,
as you frequently conduct business in Japan, you would like to add

Japanese holidays to your calendar and add Tokyo time as a second time
zone.

1. To begin, open Outlook 2016.

2. Open the Outlook Options dialog box by clicking File - Options:

©

Info
Open & Export

Save As

Office Account

Options

3

Feedback

Exit




[205]

Microsoft Office Outlook 2016 Level 2

3.

4.

With the Outlook Options dialog box open, click the Calendar

category:

First you need to modify how your work week is shown in the

General
Mail
Calendar
Groups
People
Tasks

Outlock Opticns

[

calendar. Inside the “Work time” section, click the “Start time”
drop-down menu and choose 8:00 AM:

Outlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E Change the settings for calendars, meetings, and time zones.

Work time

£5) Work hours:

Start time:

End time:
Work week: Su
First day of week:

First week of year:
Calendar options

: B | Default reminde|
B | Allgw attendees
Use this response w|
Add holidays to the|
Change the permis

Enable an altern,

Show bell icon
Display options

3 Defoult galendar col

Use this colo|

Show week nurr

Tue |v| Wed |v] Thu [¥] Fri Sat

3

s v
j times for meetings
B new meeting time: | ? Tentative -

dd Holidays...

b Free/Busy information: | Free/Busy Options...

outside of your organization, use the iCalendar format

or appointments and meetings with reminders

ith view and in the Date Navigator
oK

Cancel
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5.

6.

Next, click the “End time” drop-down menu and choose 6:00 PM:

Quick Access Toolbar
Add-ins

Trust Center

E% [] Default reminde| 10:00AM L =

Allow attendees| 10:30 AM times for meetings

Use thi: oo meeting tim Tentati
i -
sethis responsew B new meeting time; ? Tentative

Add holidays to the| 12:00 PM
1230PM

dd Holidays.

Change the permis:

[] Enable an altern: 130 PM

2:00PM rian -
When sending nf 230 PM
3:00 PM
["] Show bell ican d or appaintments and meetings with reminders
3:30 PM
Display options 4:00 PM
4:30PM
& Default calendar co| 3:00 PM
5:30 PM

[] Usethis colof <
[] Show week ﬂummmn oM k ith view and in the Date Navigater

Free/Busy information: | Free/Busy Options...
1:00 PM P 4 AL

outside of your organization, use the iCalendar format

Qutlook Options 7 X
General . . - E
o Change the settings for calendars, meetings, and time zones.

Mail
Calendar Work time
Groups ) Work hours:
People Start time: S00AM
Tasks End time: 5:00 PM .

Workweek: [ SuT00AM A Y] Tue [v] Wed [v] Thu Fri [] Sat
Search 3

First day of week: 730 AM ﬂ
Language First ot ) 8:00 AM -
B ] irstweek of year | 00

vance
et e &0 M

Customize Ribbon 9:30 AM

7:00 PM
720 DM

Deselect the “Fri” checkbox:

Outlook Options ? X
General - - . [
ﬁg Change the settings for calendars, meetings, and time zones,
Mail
Calendar Work time
Groups £F) Work hours:
People Start time: 200AM 0+
Take End time: G00PM v ‘
Work week: [] Sun Mon Tue [v] Wed Thu Fri [ sat
Search
First day of week:
Lenguage First week of yean

@ elite.

It's about people
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7. Now you need to add Japanese holidays to your calendar. Inside the
“Calendar options” section, click the Add Holidays button:

Qutlook Options 7 X
General . . . =
Change the settings for calendars, meetings, and time zones.
Mail
Calendar Work time
Groups \-E_) Work hours:
People Start time: 800 AM T
Tasks End time: 600 PM -
Waork week: Sun [l Mon [v] Tue [v] Wed [v] Thu [ Fri Sat
Search .
First day of week: | Sunday &
Lenguzge First week of year: | StatsonJan1 =
Advanced
Calendar options
Customize Ribbon
+phy /] Default Jers: i -
Quick Access Toolbar H efault reminders: 15 minutes
| Allow attendees to propose new times for meetings
Add-ins
nadm Use this response when proposing a new meeting time: | 7 Tentative =
Trust Cent
st enter Add holidays to the Calendar: | Add Holidays... | <=
Change the permissions for viewing Fr&el'-“\ﬂu:;‘-' information: | Free/Busy Options...
Enable an alternate calendar
| When sending meeting requests outside of your organization, use the iCalendar format
Show bell icon on the calendar for appointments and meetings with reminders
Display options
B 3 Default calendar color: W
Use this color on all calendars
Show week numbers in the month view and in the Date Navigator -
OK Cancel

8. The Add Holidays to Calendar dialog box will now be displayed. Find
the Japan check box and check it while leaving your current
country’s check box still selected. Click OK:

Add Holidays to Calendar x

Select the locations whose holidays you
wiould like copied to your Outlook Calendar:

: Ireland Fs
[ ] 1slamic (Shia) Religious Holidays

Islamic (Sunni} Religious Holidays

Israel

Italy

Jlamaica

ilapan

Jewish Religious Holidays

Jordan

| | Kazakhstan b4

<l
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9. After a few moments Outlook will import the holidays to your
calendar. In the subsequent dialog box, click OK:

Microsoft Qutlook >

o The holidays were added to your Calendar.

(If you see a prompt about duplicate holidays, click No to skip
importing them.)

10. Now all you need to do is add the time zone for Tokyo. If the
Outlook Options dialog box has closed, re-open it to the Calendar
category. Next, inside the “Time zones” section, check the “Show a
second time zone” checkbox:

Outlock Options ? X
General Show week numbers in the month view and in the Date Navigator -
Mail When in Schedule View, show free appointments

| Automatically switch from vertical layout to schedule view when the number of Y
Calendar " ’ ’ 5 -
displayed calendars is greater than or equal to:
Groups V| Automatically switch from schedule view to vertical layout when the number of ] S
displayed calendars is fewer than or equal to: -
People
Tasks Time zones
Search B .\ Label:
Language Timezone: | (UTC-08:00) Pacific Time (US & Canada) -
Advanced
— %Shcw‘ a second time zone
Customize Ribbon
Quick Access Toolbar
Add-ins
Trust Center
Scheduling assistant
ﬁ | Show calendar details in ScreenTip
7] Show calendar details in the scheduling grid
Automatic accept or decline
=77 i -
=_1 Automatically accept or decline meeting requests. Auto Accept/Decline...
Weather
™[] Show weather on the calendar
Show temperature in:
Celsjus -
oK Cancel
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11. In the Label text box, type “Tokyo Office:”

Time zones

2- Label:

Time zone: | (UTC-08:00) Pacific Time (US & Canada)

Show a secongd time zone

Label:

Time zone:

Tokyo Office

(UTC-12:00) International Date Line West

Swap Time Zones

12. Using the “Time zone” drop-down menu, select “(UTC +09:00)
Osaka, Sapporo, Tokyo:”

Qutlock Options

(UTC+08:00) Irkutsk (RTZ 7)

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

[] Show week nl
[] When in Sch

Automaticallff

displayed cal

Automaticall
displayed call

Time zones

& Label: E

Time zone: @

Show a secol
Label:

(UTC+08:00) Kuala Lumpur, Singapore
(UTC+08:00) Perth

(UTC+08:00) Taipei

(UTC+08:00) Ulaanbaatar

(UTC+09:00) Seoul
(UTC+09:00) Vakutsk (RTZ 8)

(UTC+0%9:30) Adelaide

(UTC+0%:30) Darwin

(UTC+10:00) Brisbane

(UTC+10:00) Canberra, Melbourne, Sydney
(UTC+10:00) Guam, Port Moresby
(UTC+10:00) Hobart

(UTC+10:00) Magadan

(UTC+10:00) Vladivostok, Magadan (RTZ 9)
(UTC+11:00) Chokurdakh (RTZ 10}

Time zone:

(UTC-12:00) International Date Line West

Swap Time Zones

Scheduling assistant

E Show calendar details in ScreenTip

- Show calendar details in the scheduling grid

Automatic accept or decline

Automatically accept or decline meeting requests,

Weather

iy Show weather on the calendar

Show temperature in:

) Celsius

Auto Accept/Decline...

elite.

It's about people
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13. Apply all of these new settings by clicking the OK button in the
lower right-hand corner of the Outlook Options dialog box:

0K % Cancel

14. View your calendar using the Month arrangement. You will see that
the new holidays have been added:

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY SATURDAY

Sep 27 28 29 El] Oct 1 2 3

Columbus Day; Unitea
My Calendars L]
Health Spoet s Dy lapan

Other Calendars

ES 2 a7 L) 29 30 BNl
Halloweer: United States

(If you wish, switch to the Work Week arrangement to view how
your work week is now displayed.

15. Close Microsoft Outlook 2016 to complete this exercise.
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TOPIC B: Manage
Additional Calendars

The ability to manage additional calendars is an important one. You can
use this feature to separate your personal appointments and your
professional ones by placing them on separate calendars. Additionally,
you are able to add the calendars of other people so that you can have a
better understanding of their schedule and use it to better be able to
schedule appointments. Over the course of this topic you will learn all
about how to manage additional calendars in Microsoft Outlook 2016.

Topic Objectives
In this topic, you will learn:
= About adding additional calendars
= About overlay calendars
= About calendar groups
= How to create calendar groups

ADDITIONAL CALENDARS

There are lots of different reasons that you may want to add additional
calendars to the Calendar workspace in Outlook. For example, if you find
yourself scheduling personal appointments on the same calendar that
you use for work, you can add another calendar to keep them separate.
You could also add an additional calendar that is dedicated to keeping
track of an important project. However, no matter the reason that you
are adding an additional calendar, the process is the same.

To create an additional calendar from scratch, open the Calendar
workspace and click Folder > New Calendar:

Send / Receive View Q Tell me what you want
|:| Copy Calendar r‘ E o® p—
(v 8 =
Mowve Calendar «
Mew Rename Share Open Calendar Calendar
Delete Calendar

Calendar = Calendar Calendar Calendar~ Permissions Properties

Mew Actions Share Properties
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(Alternatively, you could click Folder - Open Calendar - Create New
Blank Calendar.)

This action will display the Create New Folder dialog box. Type the name
for your new calendar into the Name text box. Next, in the “Select where
to place the folder” list, ensure that the Calendar item is selected and
then click OK:

Create Mew Folder >

Mame:

Example|

Folder contains:

Calendar ltems o

Select where to place the folder:

hd EE jsmithi@acmewidgets,.onmicrosoft.com "~

Inbox
r# Drafts
7 sent ltems
[Z] Deleted Items
E Calendar
Clutter
[ contacts
Conversation History
E;. Journal
Fen Junk Email

Cancel

The new calendar will be created and listed in the Navigation pane under
the My Calendars section. Click its associated check box to display it
alongside the currently shown calendar:

4 (m| My Calendars
| Calendar

%Example

Other Calendars
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In this case you can see that the default calendar and the Example
calendar are displayed next to each other. Note that color coding has
been applied to help separate these calendars from one another:

Calendar - jsmith@acmewsdgets.onmicrasoft.com - Outlok

1 October 2015 v « ‘emomow w 5t
“» Moy OV pnesday ’ »
o T e T e October 2015 SO F/43F STE/S1F
mamew 123 Calendar « banple x
45678 3m SUN TUE wep THU m sat SUN TUE WED T E sar
UER R L Sep27 28 29 30 Oct 1 2 3 Sep27 28 29 30 Oct 1 2 3
BN 2B H
sz s s 0
November 2015
SU MO TU WE TH FR SA
234 7 4 6 8 9 10 4 6 8 ] 10
8 910 M 12 134
1506 17 18 19 10 7
% 3
n 12 13 14 1 16 1 H 12 13 4 1 16 1 5
4[4 My Calendars Columbus H E
st s B
/| Calendar United o 3
states H H
 Example H ¥
Other Calendars 18 19 > 51 2 2 24 ] 19 2 2 2 23 2
2 8 29 30 £l 25 27 28 29 30 31
00um Hallaween
staft ; United
Weeting: states
Boardroo
w105,
= m oa o e John Smi
tems: 3 Al falders are up to date. Updating address baok. _ Connected ta: Mirasoft bxchange | [ [0 - 1 + 10

You can hide any displayed calendars by deselecting their associated
check boxes in the Navigation pane, or by clicking the small X that
appears in the right side of their tab:

4= Example EI

Rather than adding a new blank calendar to the Calendar workspace, you
do have the option to add existing calendars from those who are in your
Address Book, the scheduling calendar for any room that your
organization uses (and have added to Exchange), calendars available on
the Internet, and any shared calendars that you have been given access
to. You can find all of these options in the Calendar workspace by clicking
Home = Open Calendar:

Calendar - jsmith@acmewidgets.onmicrosoft.col

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

M B G FE EEBREEE R B

Mew New Skype | Today MNext7 Day Work Week Month Schedule Open  Calendar  E-mail  Shar¢

New
Appointment Meeting ltems ~ Meeting Days Week View Calendarry, Groups - Calendar Calenc
New Skype Meeting GoTo (] Arrange (] 'E_,E From Address Book...

" From Room List...
t@ From |nternet...
Create Mew Blank Calendar...

& Open Shared Calendar...



[214]

Microsoft Office Outlook 2016 Level 2

OVERLAY CALENDARS

By default, any additional calendars that are added to the Calendar
workspace in Outlook are placed side-by-side with any existing calendars.
This configuration allows you to compare calendars, as well as focus on
one calendar without the other getting in the way:

] i 5 = et
6 & e OEO = 5
Change View Reset Day Work Week Month Schedule Calor I Folder Reading To-Do  People  Reminders Openin New Close
View - Settings View Week View “ - Pane- Pane~ Bar~  Pane=  Window  Window Al ltem:
Current v Amangement & Color ayout Feople P w -
< october 20t Viednesdn
§ § ) ¢« * October 2015 Boston, Massachusctts EF Guprsip  [Sesh Calengaricul-g p
mamew 123 Calendar « Bample x
4567890 SUN Tue weD THY n sar sun Tue WED T i sar
s e Sep2T 28 29 30 oct 1 2 3 Sep27 28 29 30 Oct 1 2 3
Bw w2 s A
sEo s s 0 n
Nowember 2015
SU MO TU WE TH FR SA
1234 7 4 7 9 10 4 6 7 3 ] 10
69
15 %6 17 18 1
28
.
n 12 13 14 15 16 1 n 12 13 14 15 16 1
. Columbus
+ My Calendars o
7 Calendar United
states
~ Example
Other Calendars 18 19 2 2 2 2 2 18 19 20 7 22 3 2
2 2 28 29 30 £l 25 2 30 3
00um Hallaween
staft ; United
Meeting; States
Boardroo
103;
=om oo - John S
m A a O ® 1 + 100%

However, for some situations it can be useful to have additional
calendars overlaid into one merged calendar. To toggle this option, click
View - Overlay:

Current View

Arrangement

Y Tell me what you w

Home Send / Receive Folder
‘ a ﬁﬁ E\ ] annn SCLL E
Change View  Reset Day Work Week Maonth Schedule
View = Settings View Week View

F.;'};.Time Scale -
lEDuerla:.r

';":n:%ng Hours
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Any calendars that are currently open or are opened in the future will be
shown on just one calendar. Appointments are color-coded to help you
differentiate which items appear in which calendar and all secondary
calendar appointments will appear slightly transparent:

Calendar - jsmithi@scmewidgets.onmicrasoft.com - Outlook

¢« * October 2015

Octoverzons
SU MO TU WE TH FR 54
7m0 1 23 % Calendar x % Eample x

458 7 8 370 SUNDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

s 1 1 s . . ,
L Sep 27 3 29 30 Oct 1 2
19 w222

sEn s s

ber 2015

WE TH FR SA

n 12 13 14 15 6 17
27 My Cales Columbus Day; United
+ My Calendars o

¥ Calendar

Other Calendars

B:00am Staff Meeting: Halloween; United States
121 Fine | Boardroam 101; John
Smitn

tems: 4 Al folders are up to date._ Conneded ta: Micosoft Exchange | [0 [ - 1 + 0%

You can switch which calendar is the primary one by clicking on the tab of
the calendar that you would like to switch to, just below the ribbon:

4« » Qctober 2015

B Calendar X B Example X

To return to the default side-by-side configuration, toggle the View -
Overlay command.

CALENDAR GROUPS

Calendar groups are collections of user calendars that are displayed
within the Calendar workspace in Outlook 2016. Typically you would
create these groups so that you could quickly view the free/busy
information for multiple people and coordinate a meeting using that
information.
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CREATING CALENDAR GROUPS

To create a new calendar group, first open the Calendar workspace.
Then, click Home - Calendar Groups - Create New Calendar Group:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

AETUTMN  Send/Receive  Folder  View Q@ Tell me whatyou want to do

[ [3 + a P
m EBEs @ BR EEREBE 25 B QR &
New 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 Go To F) Arrange | Manage C Create New Calendar Group
Create a new calendar group in the
Folder Pane. %

Save as New Calendar Group
Saves the currently displayed calendars as
a new calendar group in the Folder Pane.

(Alternatively, you could click “Save as New Calendar Group” if you are
viewing multiple calendars at once in the Calendar workspace and would
like to save those calendars as a group.)

At this point you will be prompted to give the new calendar group a
name:

Create New Calendar Group ? >

Type a name for the new calendar group
Example

Cancel
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Once you do so, you will be given the option to select the contacts whose
calendars you would like to add to the group:

Select Name: Offline Global Address List *

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

| | Go |D‘Ff|ir|e Global Address List - jsmithi@acme v| Advanced Find

| Name Title Business Phone Location |

Comeowson —————————————————————— N

& John Smith

< >

Group Members -» I | |
ox

Simply click the desired contact(s) and click the Group Members button
to add them. Click OK when you are finished.

@ elite.

It's about people
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After adding contacts as group members and clicking the OK button, you
will be returned to the Calendar workspace in Outlook. The new calendar
group will be listed in the Navigation pane using the group name that you
previously set. Checking the checkbox that corresponds to the group
name will display all of the calendars in the group (including your own) at
once:

e
New w | NewSkype | Today

e
Appaintment Meeting + ltems +  Meeting

E-mail  Share  Put
+ Calendar Calendar Onl
Armange % Manage Calendars s Find A

Nea7
Days

Hew Siype Meeting 0 n
¢« » October 2015
T O O Calendas - mith@acmewsgets.onmicosofLcom X
45678 3m SUN MON TuE WED THU saT SUN MON TuE WED THU SAT

L Baston, Massachusetts - Search Calendar [CtieE

4+ JaneGibson X

1112 13 4 15 16 17 Sep 27 28 2 30 Oct1 2 3 Sep 27 28 2 30 Oct1 2 3

ERRP - B

R I TR

4 6 8 9 10 4 6 8 9 10
.
1 12 13 14 15 16 17 1 12 13 14 15 16 17
41| My Calendars gg‘;-hw sotam
) Calemdiar Unitsas... oftce
Hean
Sport's
Other Calendars Day; Japan
18 19 20 21 22 24 18 19 20 21 2 24
mEED - -
 fane Gibson] tr Busy
2 26 B 9 30 Eal 2! 26 2 8 9 30 3
#00am Haloween 800am
stat ; United Tentati
States
Boardro
m 101;
Em s [ e John Smi,
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ACTIVITY 3-2
Managing Additional Calendars

To help keep your work and personal appointments separate, you would
like to add a new additional calendar to the Calendars workspace.
Additionally, you would like to overlay these two separate calendars so
that they are displayed at the same time on the same calendar.

1. To begin, open Outlook 2016 and ensure that the Calendar
workspace is displayed.

2. Click Folder - New Calendar:

Home Send / Receive View Q Tell me what you want
El Copy Calendar F‘ E :..3 =
Move Calendar =
Mew Rename Share Open Calendar Calendar

Calenda% Calendar ' Delete Calendar | cajendar Calendar~ | Permissions Properties
Actions Share Properties
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The Create New Folder dialog box will be displayed. Type “Personal

3.
Appointments” into the Name text box:
Create Mew Folder ot
Mame:
Personal Appointments
Folder contains:
Calendar ltems w
Select where to place the folder:
W E'.’" jsmithi@acmewidgets.onmicrosoft.com S
Inbox
i# Drafts
£ Sent ltems
IZ] Deleted ltems
El Calendar
Clutter
[25] Contacts
Conversation History
@. Jaurnal
Fe Junk Email ¥
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4. Ensure that the Calendar item is selected in the “Select where to
place the folder” list. Click OK:

Create Mew Folder >

Mame:

Personal Appointmentﬂ

Folder contains:

Calendar ltems w

Select where to place the folder:

W Eg jsmithi@acmewidgets.onmicrosoft.com S

Inbox

i# Drafts

£ Sent ltems

[Z] Deleted ltems

El Calendar -
Clutter

[25] Contacts
Conversation History

E'-c_. lournal

e Junk Email

5. The new calendar will be created and you will be able to see it listed
in the Navigation pane, inside the My Calendars section. Check its
associated check box to display it:

4 [m| My Calendars
| Calendar

%Permnal Appointments

Other Calendars
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6. Both your default calendar and the new Personal Appointments
calendar will be displayed side-by-side in the Calendar workspace:

Tomortow o Wednasdy . ; ;
R L)

& Farsonsl appoanm,
wep THY r a1 s Tue WED ™ m sar

4567830

TEEmE e Sep2f 28 2 30 o1 2 3 Sep2i 28 2 30 Oct1
8 9 1 4 5 6 10
1 12 1 n 5 16 1 H 1 13 14 15 6 1
S E
< My Callendars o |
< Calendse Unies 2 H
e H
7 Persanal Appoiniments i ]
Other Calendars 18 19 20 3 2 o 19 0 21 2 24

Halloween
United
States
nnnnnnnn

[

n

[

=

sapEpE &

i

et

5

teme 3 Al falders are up to date.  Conmecied ios Misrosoft Exchange |[0] M1 - ] + 1w

7. Inthe Personal Appointments calendar, create a new appointment
for tomorrow from 9:30 AM to 10:30 AM. In the Subject field, type
“Dentist Appointment” and the Location field type “Suite 101A:”

Dentist Appointment - Appointment

Appointment Insert Format Text Review Q Tel me what you want to do
T =
DX B omown PENE & 0B o5 Zoon mem
Save & Delete Copy to My £, Forward = Appointment Scheduling Skype Meeting Invite Reminder: |15 minutes =
Close Calendar Assistant Meeting MNotes Attendees
Actions Show Skype Meeting Meeting Notes  Attendees Options
Subject Dentist Appointment

Location Suite 1014
Start time Tue 10/27/2015 E 930 AM - All day event

End time Tue 10/27/2015 | [1e:30AM -
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8. Now you need to overlay these two calendars so that they show all
of their appointments in the same, merged calendar. Click View -
Overlay:

-TE-I s Calendar Tools

Home Send f Receve Folder i Appointment

Q .ﬁ? (T E E E E %Time&cale*

Ower
Change View Reset Day Work Week Manth Schedule )
View = Settings View Week View WorkfHg Hours

Current View Arrangement P

9. The two calendars will now be overlaid with each other and
appointments from both calendars will be displayed:

4 v October 2015 [T — iyl e 4 erons app | B

4 Cumaw x % PersanlAppsmmants %
SuNDAY TUEDAY WEDNESDAY THURIDAY FRIAY saTuRnay
2 3 oct1 3

47 My Calendars 1 2 13
' Caendar
o] e —

Other Calendars

s20mm Dt
L R - e

(Note that if you still had a date in the Personal Appointments
calendar selected, Outlook will make that the primary calendar.)

10. Close Microsoft Outlook 2016 to complete this activity.
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TOPIC C: Manage
Meeting Responses

Once you have found an appropriate time that works for all attendees
and you send out a meeting request, you then need to deal with the
responses. Over the course of this topic you will learn about the various
meeting responses that you may receive, as well as how to manage them.

Topic Objectives

In this topic, you will learn:
= About meeting responses
= How to manage meeting responses
= About the Tracking command

MEETING RESPONSES

When you send a meeting request to a group of contacts, you will receive
a range of automatic responses. These responses are sent to you
automatically when a recipient of the request chooses to accept,
tentatively accept, or decline your invitation. While these responses are
easily manageable when working with a small group, larger groups and
more frequent meetings can cause your mailbox to be cluttered with
them.

MEETING RESPONSE MANAGEMENT

The primary method to manage meeting responses is the Rules feature.
This feature allows you to have the responses moved to a folder that is
dedicated to hold these types of messages, or even delete them
automatically.

You can also use Outlook’s built-in Tracking function, which will be
discussed next.
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THE TRACKING COMMAND

While managing the automatic messages that you receive in response to
a meeting request can be handled using the Rules feature, the Tracking
command has been provided so that you can easily see how your
attendees have responded. It does this by presenting all of your
attendees in a list with their attendance status, as well as their responses.

To use the Tracking command, open the meeting entry from your
calendar and click Meeting = Tracking:

U\ s
Insert Format Text i @ Tell me what you want t
T 5
-_O < %
D)-{ Fq Calendar E = g-’: {-.E ﬁ
Can;el £ Forward - Appointment Sche_duling Trackin% Slcype Meeting
Meeting Assistant v Meeting Motes
Actions Show Skype Meeting Meeting Motes

=0 [y [&] A n Private

Py [ Calendar j 0 @ @- s} o= ’—j 2 showAs: M Bus -

X = . iz v € ! V@ & z m o, High Importance

n F - Appointment Scheduling Tracking ~ Skype Meeting | Contact Address Check Response & porivacr (15 minutes - |RECUMENCE oon Categorize | 1
Assistant | = Meeting Notes | Attendees~ Book Names Options - - sz

Skype Meeting  Meeting Notes Attendees Options [} Tags S

zizlm
HEH
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AcCTIVITY 3-3
Manage Meeting Responses

You are frequently required to organize meetings and the responses are
cluttering up your inbox. To help manage these responses, you would like
to create a rule that will move all of these responses to a specific folder.

1. To begin, open Outlook 2016 and ensure that the Mail workspace is
displayed.

2. Click Home - Rules - Manage Rules & Alerts:

Sent ltems - jsmith@acmewidgets.onmicrosoft.com - Outlook

you want to do

= .% T lgnore x & (ﬁ*;i ﬁ{; Meeting |} Mark Low Impo. Lanatn‘? & To Manager ¥ = @ @ &) HI
7 Clean Up~ = Teamn Email D 2 Reply & Delets L

New  New .rmii”v " Delete  Reply Reply Forward BiMore- | ;:;:E::W‘ o CIPYETEES Move Rules OneNote  Assign Unteac) Cotegort

Email ltems = &5 Al olic

New Delete Respond Quick Steps

45 Manage Rules & Alerts...

3. The Rules & Alerts dialog box will now be displayed. Click the New
Rule button near the upper left-hand corner:

Rules and Alerts *

E-mail Rules  Manage Alerts

= ﬂewr\RuIe... Change Rule = Copy.. Delete Bun Rules Mow... Options

Rulé’\%pplied in the erder shown) Actions
Select the "™ew Rule”™ button to make a rule.
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4. |Inside the Rules Wizard, click to select the “Apply rule on messages |
receive” option and click Next:

Rules Wizard >

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized
¥ Move messages from someone to a folder
¥ Move messages with specific words in the subject to a folder
¥

Move messages sent to a public group to a folder

|"‘ Flag messages from sameone for follow-up

¥ Move R55 items from a specific R55 Feed to a folder
Stay Up to Date

Display mail from someone in the New [tem Alert Window

o Play a sound when | get messages from someone

@ Send an alert to my mobile device when | get messages from someone
Start from a blank rule
i Apply rule on messages | receive

=1 Apply rule on messages | send

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives

Cancel < Back Finish
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5.

At this point you need to add conditions for this new rule to work.
Scroll down through the various conditions that are listed. Check
the “uses the form name form” checkbox:

Rules Wizard >

Which condition(s) do you want to check?
Step 1: Select condition(s)

[] with specific wards in the subject or body Y
[] with specific wards in the message header

[] with specific waords in the recipient's address

[] with specific words in the sender's address

[] assigned to category category

[] assigned to any category

[] which is an automatic reply

["] which has an attachment

[[] with a size in a specific range

[] received in a specific date span

%’f’éi"ﬁﬁé"%E'Ff'ﬁ"'ﬁ'é?ne form

ith selected properties of documents ar forms
[] sender is in specified Address Book

[] which is a meeting invitation or update

[] from RSS Feeds with specified text in the title
[] from any RSS Feed

[] of the specific form type
[T] on this computer only b

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives

Cancel < Back Finish
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6. Lower in this dialog box, click the underlined text “form name:”

Apply this rule after the message arrives

rm ameiform

Step 2: Edit the rule description [click an underlined value]

Cancel < Back

Finish

7. The Choose Forms dialog box will now be displayed. Click the drop-
down menu near the upper left-hand corner of this dialog box and

click “Application Forms:”

Choose Forms

Personal Forms e
Personal Forms
AYals 0 0 Add -»
Form Regions
<- Remove
|:| Show categories
Description
Form Version:

Selected Forms:

Close

Contact:
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8.

9.

From the options listed, click the Accept Meeting Response option
and then click Add:

Choose Forms *

Application Forms - Selected Forms:

Accept Meeting Response ~

Appointment

Automatic Replies template
Conflict Message T Remee
Conflict resolution form

Contact

Decline Meeting Response

Digitally Signed Message i

Show categories

Description

é This form is used to create accept meeting responses.

Form Version: Contact: Microsoft

Close

Lower in this list, click the Decline Meeting Response option and
then click the Add button:

Choose Forms *

Application Forms A Selected Forms:

Accept Meeting Response Y Accept Meeting Response

Appointment h
Automatic Replies template < Remave
Conflict Message

Conflict resolution form
Contact

Decline Meeting Response

Digitally Signed Message ~

Show categories

Description

This form is used to create decline meeting responses,

Form Version: Contact: Microsoft

Close
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10. Next, scroll through the options and click to select the Tentative

Meeting Response option. Click Add:

Choose Forms *

Application Forms - Selected Forms:

Task FS Accept Meeting Response

Task Accept k Decline Meeting Response

Task Decline
Task Request
Task Update

Tentative Meeting Response

Text Message

<- Remove

Show categories

Description
This form is used to create tentative meeting responses.

Form Version: Contact: Microsoft

Close

11. Click the Close button:

Choose Forms x

Application Forms A Selected Forms:

Task Fs Accept Meeting Response

Task Accept Declin_e Meetinlg Response
Task Decline < Remove Tentative Meeting Response
Task Request

Task Update

|Tentati\re Meeting Response
Text Message

Show categories

Description
?r’ This form is used to create accept meeting responses.

Form Version: Contact: Microsoft
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12. Back in the Rules Wizard, click Next to continue:

Rules Wizard

Which condition(s) do you want to check?
Step 1: Select condition(s)

[] with specific words in the subject or body FY
[] with specific words in the message header

[] with specific words in the recipient's address

[] with specific words in the sender's address

[] assigned to category category

[] assigned to any category

[] which is an automatic reply

["] which has an attachment

[[] with a size in a specific range

[] received in a specific date span

uses the form name form

[] with selected properties of documents or forms

[] sender is in specified Address Book

[] which is a meeting invitation or update

[] from RSS Feeds with specified text in the title

[] from any RSS Feed

[] of the specific form type

[T] on this computer only b

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives
uses thei Tentative Meeting Response’ or 'Decline Meeting Response’ or Acce

Cancel < Back Finish
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13. At this point in the Rules Wizard, you need to choose what action
you would like to take when you receive such a message. For this
example, check the “move it to the specified folder” action:

Rules Wizard

What do you want to do with the message?
Step 1: Select action(s)

Eé}rﬂnnva it to the specified folder
ssign it to the category category
[] delete it

[] permanently delete it

[] move a copy to the specified folder

[] forward it to people or public group

[] forward it to people or public group as an attachment
[] redirect it to people or public group

14. Lower in the dialog box, click the underlined text “specified:”

Step 2 Edit the rule description (click an underlined value)
Apply this rule after the message arrives
uses the Tentative Meeting Response’ or 'Decline Meeting Response’ or "Acce

move it to the?sgeffiedéfolder

Cancel < Back Finish
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15. The Choose Folder dialog box will now be displayed. From the
provided list, click the Inbox option. Click New:

Rules and Alerts >

Choose a folder:
b U"g jsmithi@acmewidgets.onmicrosoft.co »~ | oK |

Inbox
i# Drafts Cancel
=7 >ent ltems
[Z] Deleted Items
Iﬁl Calendar k‘
Clutter
[25] Contacts

Conversation History
@. Journal
[ Junk Email
Motes
[&] CQutbox W
——— . s

16. The Create New Folder dialog box will now be displayed. Inside the
Name text box, type “Meeting Responses” and then click OK:

X

Create Mew Folder

Mame:
Meeting Responses

Folder contains:
bail and Post ltems

Select where to place the folder:

W Eg jsmithi@acmewidgets.onmicrosoft.com

Inbox
i# Drafts
£ Sent ltems
IZ] Deleted ltems

El Calendar

Clutter

[25] Contacts
Conversation History

@. lournal
W

e Junk Email
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17. Returning to the Rules and Alerts dialog box, ensure that the folder
that you just created is selected. Click OK:

Rules and Alerts >

Choose a folder:

hd E'.q jsmith@acmewidgets.onmicrosoft.co » oK [
A Inbox

Meeting Responses Cancel
i# Drafts

= sent tems

[Z] Deleted Items
Ifl Calendar
Clutter
[25] Contacts
Conversation History
% Journal
[ Junk Email
Motes W
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18. Returning to the Rules Wizard, click the Next button:

Rules Wizard

What do you want to do with the message?
Step 1: Select action(s)

move it to the specified folder

[] assign it to the category category

[] delete it

[] permanently delete it

[] move a copy to the specified folder

[] forward it to people or public group

[] forward it to people or public group as an attachment
[] redirect it to people or public group

["] have server reply using a specific message
[] reply using a specific template

[] flag message for follow up at this time
[] clear the Message Flag

[ ] clear message's categories

[] mark it as importance

[] print it

[] play asound

[] start application

[] mark it as read

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives

uses thei Tentative Meeting Response’ or 'Decline Meeting Response’ or Acce

move it to the Meeting Responses folder

Cancel < Back

Finish
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19. For this example, you will not need any exceptions to this rule. Click
Next to continue:

Rules Wizard >

Are there any exceptions?
Step 13 Select exception(s) (if necessary)

[ liexcept if from people or public group P
[] except if the subject contains specific words

[] except through the specified account

[] except if sent only to me

[] except where my name is in the To box

[] except if it is marked as importance

[] except if it is marked as sensitivity

[] except if it is flagged for action

[] except where my name is in the Cc box

[ ] except if my name is in the To or Cc box

[] except where my name is not in the To box

[] except if sent to people or public group

[] except if the body contains specific words

[ ] except if the subject or body contains specific words

[ ] except if the message header contains specific words

[] except with specific words in the recipient's address

[] except with specific words in the sender's address

[] except if assigned to cateqory category b

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives
uses the Tentative Meeting Besponse’ or 'Decline Meeting Response’ or "Acce
move it to the Meeting Responses folder

Cancel < Back Finish
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20. Now that you have reached the last stage of this wizard, you are
given the option to give this new rule a name as well as modify a
few other options. Type “Manage Meeting Responses” into the first
text box and then click Finish:

Rules Wizard >

Finish rule setup.

Step 1: Specify a name for this rule

Manage Meeting Responses

Step 2: Setup rule options

|:| Run this rule now on messages already in “Sent ltems’

Turn on this rule

Create this rule on all accounts

Step 3: Review rule description [click an underlined value to edit)

Apply this rule after the message arrives
uses the! Tentative Meeting Response’ or 'Decline Meeting Response’ or "Acce
move it to the Meeting Responses folder

Cancel < Back Mext =

21. If you see a warning dialog box that informs you that this rule is
client-only, click OK to continue.

(A client-only rule is a type of rule that will only run while Outlook is
open. In this case, that means that if you receive a meeting
response while Outlook is closed, it will still go to your inbox.)
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22. Back at the Rules and Alerts dialog box, you will see the new rule

listed here. You will note that it has been enabled automatically:

Rules and Alerts *

E-mail Rules  Manage Alerts

< Mew Rule... Change Rule - E@ Copy... )'( Delete Run Rules Mow... Optians
Rule (applied in the order shown) Actions
Manage Meeting Responses %

Rule description (click an underlined value to edit):
Apply this rule after the message arrives
uses the Tentative Meeting Response’ ar 'Decline Meeting Response’ or "Accept Meeting Response’ fo
move it to the Meeting Responses folder

|:| Enable rules on all messages downloaded from RSS Feeds

(Note that if you do not wish to use this rule, you can deselect its
corresponding checkbox.)

23. Close Microsoft Outlook 2016 to complete this exercise.
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TOPIC D: Assign and
Manage Tasks

To keep track of and manage tasks, Outlook has provided the Tasks
workspace. Using this workspace you are able to create new tasks and
assign them to yourself or others to complete. Over the course of this
topic, you will learn how to assign tasks to other people and manage
them.

Topic Objectives
In this topic, you will learn:
= About the Task Request form
= About task reply options
* How to view task details
* How to send status reports
= About task options

THE TASK REQUEST FORM

The Task Request form is used to create a new task, assign it to another
user, and request updates. To display this form, open the Tasks
workspace and then click Home - New Task:

Send / Receive Folder View 7 Tell me what you want to d
s T
v =1 e Meeting
MNew  MNew MNew | Delete | Reply Reply Forward More Marl Remove
Task  Email ltems~ All Complete from List

Mew Delete Respond Manage Task

(Alternatively, you can also display the Task Request form while in the
Mail workspace by clicking Home - New Items = Task.)
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With the Task window displayed, click Task - Assign Task:

Insert Format Text

Review

/' Tell me what you w.

o X 5

Save & Delete Forward OneMote

Close

Actions

&

Show

Task Details

v Y fZ
.
4 R
Mark  Assign Send Status
Complete | Task Report
Manage Task

The Task window will then change to incorporate Task Request form
tools:

Fil Task DS

e

- = =
i

HJ x @_{ v g Yo

Save & Delete OneNote | Task |Details  Cancel

Close

Assignment  Book Names

Untitled - Task

Private

O m

|>

Address Check  Recurrence Categorize Follow
Up~ ¥ Lowlmportance

! High Importance

Zoom

Zoom

Adtions Show  ManageTask  Names Recurrence Tags
| |
=
subject |
Send
startaate  |Hone [E stetus | Notstartes -

Dusdste  [None

| % Complete

E” Friority | Hormal

/] Send me a status report when this task is

/] Keep an updated copy of this task on my task list

complete

@ elite.

It's about people
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Here is a breakdown of the various controls in this form:

To: Just like a regular e-mail message, you can enter recipient
information into this text box. The recipient(s) that you enter here
are then assigned this task when it is sent.

Subject: Enter a brief description of what the task is.

Start date: Use this date picker to choose a start date for this task.
End date: Use this date picker to choose an end date for this task.
Status: Using this drop-down menu, you are able to assign this
task a status (Not Started, In Progress, Completed, Waiting on
someone else, or Deferred).

Priority: This drop-down menu is used to assign a priority level for
the current task (Low, Normal, or High).

% Complete: This increment box allows you (or the recipient) to
choose the percentage of completion for the task.

Keep an updated copy of this task on my task list: Checked by
default, this will display the task in your Tasks list. Deselect this
option if you would prefer this not to happen.

Send me a status report when this task is complete: Checked by
default, this option will have you notified via a status update
when the task is completed.

Task body: In this large text area, you can enter the details about
the task.

Status Options

Tasks that you assign to yourself or others can have one of five status
levels. Some of these levels will directly affect the content of the %
Complete field and vice versa. Below is a breakdown of what each status
option does and what its effects are:

Not Started: This is the default status of every task that is created
and assigned. If this status is selected, the % Complete field will
automatically be set to 0%.

In Progress: This status is used to indicate that the task is being
actively worked on. If the % Complete field is changed to any
value other than 0% and 100%, this status will be applied
automatically.

Completed: Used to indicate when a task is done. This status will
automatically change the % Complete field to 100%.

Waiting on someone else: This status is chosen when the task
needs work or assistance provided by someone else. When this
status is chosen, the % Complete field can be any value between
0% and 99%.
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» Deferred: Choosing this status option indicates that the task has
been put aside until a later date. When this status is chosen, the
% Complete field can be any value between 0% and 99%.

TASK REPLY OPTIONS

Once a task has been assigned to you, you will be provided with different
reply options inside the Respond and Manage Task groups in the Task
window:

i\ L

@ Tell me what you want to do

2 X B [

Save & Delete OneMote — Task Details
Close

R alle
eply v
= ab
Assign|Send Status
£ Forward Task Report

Actions Show Respond Manage Task

Depending on the reply that you choose, a series of actions will take
place:
= Accept: By clicking the Accept option, your response will
immediately be sent to the person who assigned you this task.
The task will then be moved to the Tasks list in the Tasks
workspace. From here, you can then work with the task as you
would any other.
= Decline: Clicking this option will return the task to the sender
indicating that you declined the request. The task request will
automatically be deleted from your message list and the sender
can then assign the task to someone else if they wish.
= Assign Task: Clicking this command allows you to reassign this
task to someone else. They can then choose to accept or decline
it. If they choose to accept it, then they will take complete
ownership of the task, but their response is sent to you instead of
the original sender.

To-Do List vs. Tasks List

It is important to remember that the To-Do list and the Tasks list are not
the same thing. While you can find both of these options inside the
Navigation pane of the Tasks workspace, they have different purposes.
The To-Do List is designed to list any Outlook item that has been flagged
for follow-up. On the other hand, the Tasks list will only display actual
tasks that were created by, or assigned to, you. This means that tasks can
be shown in both the To-Do List and Tasks List; however, the To-Do List
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will also show any other Outlook items that have been marked for follow-
up.
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TASK DETAILS

More details can be added to a task using the Details portion of the Task
window. To access this view, click Task - Details:

4 € v

Q Tell me what you want to do

@x% j%\/xﬁﬂew

e

;  [EaReply Al

Save & Delete OneMote — Task Details Accept Decline

Close |/\\3 5 Forward
Adtions Show Respond

Once displayed, you can see that the Details section includes several
additional controls:

Project Research - Task

Q Tell me what you want to do

oma
@’J X E‘_l wJ ?j X SRy v _;-‘;._. % m |> Private
M

2 Reply All ! High Importance

2 Reply gh Imp

Save & Delete OneNote  Task Details Decline ark  Assign Send Status | Categorize Follow Zoom
Close E3Forward  Complete Task  Report - up- ¥ Lowlmportance

Actions Show Respond Manage Task Tags Zoom ~

Total work hours Mileage
Actual work hours Billing information
Company

Update list Jane Gibson

(Note that if this task was sent to you, these text boxes will appear
grayed out until you accept the task.)

Here is a breakdown of the various controls that you can find in this form:

»= Date completed: This date picker control allows you to select an
exact date to indicate when the current task was completed.

* Total work: Enter the total number of hours that were spent on
this task.

= Actual work: Enter the actual number of hours that were spent on
this task.

= Company: Enter the organization whose resources you used to
complete the task, or who this task was completed for.

» Mileage: Track mileage that was used in the completion of this
task.

» Billing information: Any information required for billing purposes
can be entered here.

» Update list: View who has been assigned this task.
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STATUS REPORTS

Status reports are messages that are sent to the person who assigned a
task. They detail the overall completion progress of the task, including
important information like the percentage of completion, hours spent on
the task, and more.

To send a status report, open the task and click Task - Send Status
Report:

i\ ]
Insert Format Text Review Q' Tell me what you want to do
= alls L] alls s
X B vig XE 7
= = 2 Reply All >ah
Save & Delete OneMote | Task Details Decline Mark  Assign Send Status
Close £3 Forward Complete Task | Report
Actions Show Respond Manage Task [}

The status report will look just like a regular message, but with the task
information listed in the body of the message. Just modify the message
as needed, add a recipient, and then click the Send button:

Task Status Report: Project Research - Message (Rich Text)

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

"D Calibri (Boc+ |11 =| A" A7 = - 1S+ Ao Eﬂ é‘a@ mJ b Q E [ Follow Up - .’

! High Importance

Paste e B I U w.A-EE== == Address Check Attach Attach Signature = Assign Office
- Book Mames Filer ltem~ - Policy~ ¥ LowImportance | agq.-jns
Clipboard = Basic Text ) Names Include Tags | Add-ins A
From - Jjsmith@acmewidgets onmicrosoft.com

To.. Jane Gibson
Send

Coon

Subject Task Status Report: Project Research

-—--Original Task-—-
Subject: Project Research
Priority: Normal

Status: Not Started
% Complete: 0%
Actual work: 0 hours

Requested by: Jane Gibson
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TASK OPTIONS

To change the default options for tasks, open the Outlook Options dialog
box by clicking File - Options:

©

Info
Open & Export

Save As

Office Account

Options

3

Feedback

Exit

@ elite.

It's about people
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Then, display the Tasks category:

Outlock Options ? X
General = . .
+' Change the settings that track your tasks and to-do items.
Mail
Calendar Task options
Groups L. Set reminders on tasks with due dates
People - Default reminder time: | 8:00AM ~

| Keep my task list updated with copies of tasks | assign to other pecple

| Send status report when | complete an assigned task

Search
Dverdue task colon L -
Language
a
Advanced Completed task color | 2 =

Custemnize Ribben Set Quick Click flag: | Quick Click...

Cuick Access Toolbar Work hours

Add-ins

ﬂsl’) Task working hours per day: 8

Ar||ar

Trust Center Task working hours per week: | 40

OK Cancel

Here, you can choose the color of overdue and completed tasks and set
update and reminder options. (Note that the update and reminder
options will apply to future tasks only, while the color options will apply
to all tasks.) When you have finished setting your options, click OK to
apply them.
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AcTiviTy 3-4
Assigning and Managing Tasks

You need a colleague on your team to conduct some research for a
project that you are both working on. In this activity, you will create a
task and assign it to them.

Note that students need to pair up in order to complete this exercise.

Both students should use a Microsoft Exchange Server e-mail account
within the same organization.

1. To begin, open Outlook 2016 and display the Tasks workspace:

2. Create a new task by clicking Home - New Task:

Send / Receive Folder View
= = |
v Ijl aIE Meeting
Bew | MNew MNew | Delete  Reply Reply Forward More

Taskl/\\?Email [tems - All
Mew Delete Respond
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3. The Task window will now be displayed. As you are assigning this
task to someone else, click Task - Assign Task:

Untitled - Task

Insert Format Text Review

E'_‘?_-l x E% =5 3 \T’II V _?:. ‘JD O ] > Private

1 High Importance

Save & Delete Forward OneNote | Task Details Mark  Assign Send Status Recurrence  Categorize Follow Zoom
Close Complete | Task Report © Up~ ¥ Low Impartance
Actions Show Manage ¥ask Recurrence Tags Zoom

4. The Task Request form will now be displayed. Type your partner’s e-
mail address into the To text box:

Unfitled - Task

Insert  FormatTet  Review @
7 = = a o sl
FXE P2 % EH O WP
> ! High Importance
Save& Delete OneNote | Task Detasils  Cancel  Address Check Recurrence Categorize Follow Zoom
Close Assignment  Book Names © Upr ¥ Lowimportance
Adtions Show  Manage Task Names Recurrence Tags Zoom -
From + | jsmith@acmenidgets.onmicrasoft.com
To, Jane Ghson ]
send
Subject
Start date None [ status  [not started .
Due date HNone. FE| Priority | Nermal «| % complete 0% =
] Keep an updated copy of this task on my task ist
7] Send me a status report when this task is complete

5. Inthe Subject text box type “Project Research:”

Insert Format T

PXW | % % O B P
= = o va ! High Importance
Save & Delete OneNote | Task Defails  Cancel  Address Check Recurrence Categorize Follow Zoom
Close Assignment  Book Names - up- ¥ LowImportance
Adtions Show Manage Task Names Recurrence Tags Zoom ~

From = | jsmith@acmewidgets.onmicrosoft.com

Tou. Jane Gibson
Send
Subject Froject Research
Start date None. [E| status  [MNot Started -
Ducdste  |None B priority | Normal -] % complete [T

] Keep an updated copy of this task on my task list

/] Send me a status repart when this task is complete
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6. Click the “Start date” date picker control and choose a date that is
three business days from the current date:

Project Research - Task

Insert Format Text Review Q Tell me what you want to

@XE] v '?'j 30 Bé"&q) 'e) B Private

! High Importance
Save 8 Delete OneNote  Task Details  Cancel

Address Check Recurrence Categorize Follow

Zoom
Close Assignment  Book MNames - Up- b LewImportance
Adtions Show Manage Task Names Recurrence Tags Zoom ~
smith@acmewidgets.onmicrosoft.com
Tou | 3ane Gibson |
Subject [Project Research ‘
Statgste  [None [ seotss  [notstarea -
< October 2015 » - =]
Due date [ Priority | Normal % Complete [ F
SU MO TU WE TH FR SA

/] keep an upda
27 28 29 30 1 2 3
] Send me a sta e

7. Ensure that the “Due date” has the same date as the “Start date:”

Project Research - Task

Insert Format Text Review Q Tell me what you want to

2 X @ ] ?:I 3‘0 BB .3"@ 'e) P G

! High Importance

Save & Delete OneNote | Task Details  Cancel  Address Check Recurrence  Categorize Follow Zoom
Close Assignment  Book Names - up- ¥ LowImportance
Actions Show Manage Task Names Recurrence Tags Zoom

@ Ducins days.

Jsmith@acmewidgets.onmicrosoft.com

To.. | 32ne Gibson

Subject ‘Prcue:t Research
Start date Wed 10/28/2015 [ status Mot Started -
Duedste  [wed 1072872015 El“-l priority | Normal <] 5% complete

V] Keep an updated capy of this task on my task list

/] Send me a status repart when this task is complete

8. Click Send:

Project Research - Task

Insert Format Text Review Q Tell me what you want to

7 al o o
2x B El2 5% o W P
== 1 High Importance
Save& Delete OneNote | Task Detsils  Cancel  Address Check Recurrence | Categorize Follow Zoom
Close Assignment  Book Names - Up- ¥ Lowimportance
Adions Show  Manage Task Names Recurrence

@ Ducin5 days.

Tags Zoom

jsmith@acmewidgets.onmicrosoft.com

(=1
[ v | [sneGisen ‘
Send
Py sumeat [Project Research |
Statoste  [WEBNOBBEDIS [ ststus |NotStarted
Due date | wed 107282015 | prony  [nomal | 5% complete

/] Keep an updated copy of this task on my task list

/] Send me a status repart when this task is complete

@ elite.

It's about people
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9. The Task window will close and the task request will be sent to your
recipient. If you have received a task from your partner, open that
message and click Task - Accept:

T ok -

¢ Tell me what you want to do

@x% j%\/xﬁﬂem}f

_ " 2 Reply All
Save & Delete OneMote = Task Details Accept Decline
Tr=z 4 Forward
Actions Show Respond

10. If you see the Accepting Task dialog box displayed, ensure that the
“Send the response now” radio button is selected and click OK:

Accepting Task >

This task will be accepted and moved
! into the Tasks folder. Do you want to
edit the response before sending it?

O Edit the response before sending

@ Send the response now

L

11. Reopen the task that you accepted from inside the Task workspace.
In the Task window, click Task - Details to display the Details
portion:

+ L

Insert Format Text Review i Te

[P~ s als
X 0 (707 X g
= 2 Reply All
Save & Delete OneMote  Task Details Decline
4, Forward

Close I}

Actions Show Respond
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12. Review the fields that are available in the Details section. Type “8
hours” into the “Actual work” text box:

L Praject Research - Task

Insert  FormatText  Review

Q Tell me what you want to do

o [a o o
PXE O XSS v 2 WP
i = 2 Reply All St ! High Importance
Save & Delete OneNote  Task Defails Decline ark  Assign Send Status | Categorize Follow Zoom
Close E3Foward | Complete Task  Report = Up- ¥ Lowlmportance
Actions Show Respond Manage Task Tags Zoom -~
Date completed  [None =
Total work 0 hours Mileage
Adtual work Billing information
Company
Updste list Jane Gibson

13. Return to the regular task view by clicking Task - Task:

+ ol

Insert Format Text Review QT4

éfjx Eiﬁ v % xf-:'z‘-ﬁem!r

=2 Reply All

Save & Delete OneMote  Task Details  Decline
Close h @,Fonn.rard

Actions Show Respond

14. Back at the regular task section, change the % Complete field to
75%:

*+ ¥

Praject Research - Task

Insert Format Text Review Q Tellmev

ouwant to do

o2 o 52 Repl e e [T Private
XMWV XS o R P

(E2 Reply All I High Importance
Save & Delete OneNote | Task Details Decline

Mark  Assign Send Status Categorize Follow Zoom
Close £3 Forward Complete Task  Report - up~ ¥ Lowimportance
Actions Show Respond Manage Task Tags Zoom s
© Duein 5 days.
Accepted by John Smith on 10/23/2015 £:50 PM.
Subject Project Research
Start date Wed 10/28/2015 EE status In Pragress -

Due date Wed 10/28/2015 | oty | Normal < s complete :

Reminder None None - af¢ Owner John Smith
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15. Examine the Status field. You will see that it has automatically been
updated to “In Progress:”

Project Research - Task

Insert Format Text Review Q Tell me what you want to do
r e e ke C-7 T
X M VR Xee v e P
= 2 Reply All > ! High Importance
Save & Delete OneNote | Task Details Decline Mark  Assign Send Status Categorize Follow Zoom
Close E3Foward  Complete Task  Report - Up- ¥ Lowlmportance
Actions Show Respond Manage Task Tags Zoom -~

© Duein s days.
Accepted by John Smith on 10/23/2015 6:50 PM.

Subject Project Research

Start date Wed 10/28/2015 | status

Due date Wed 10/28/2015 = priority | Normal -| % cComplete |75% =
Reminder  None None - @4 owner  Johnsmith

16. Change the Status drop-down menu to Deferred:

Project Research - Task

Insert Format Text Review Q Tell me what you want to do
e d wi Bwi (5 Repl w3 i Private
@XM VR XS 3 kP
= 2 Reply All >4 ! High Importance
Save & Delete OneNote = Task Details Decline Mark  Assign Send Status Categorize Follow Zoom
Close E3Foward  Complete Task  Report - Up- ¥ Lowlmportance
Actions Show Respond Manage Task Tags Zoom s

O Duein s days.
Accepted by John Smith on 10/23/2015 6:50 PM.

Subject Project Research
Start date Wed 10/28/2015 fE| status In Pragress =
Due date Wed 10/28/2015 | eriority mfgﬁif [
Reminder  None Nane Sfa'r'tfr";tz‘:‘ someone else John Smith
Deferred,

17. Now you need to send a status report back to your partner who
assigned you this task. Do this by clicking Task - Send Status
Report:

*+ ¥ Project Research - Task
Insert Format Text Review '.:' Tell me what you want to do
I~ e ol ol i i
E‘?‘] x @ﬂ v ‘ll:| x £ Reply V o i =l > Private
=2 2 Reply Al > 1 ! High Importance
Save & Delete OneNote = Task Details Decline Mark  Assign Send Status Categorize Follow
Close £} Foward | Complete Task | Report N Up- ¥ Lowlmportance
Actions Show Respond Manage Task Tags
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18. A Message window will open and display task information in the
body of the message. Ensure that the To field has been filled in with
your partner’s e-mail address. Click Send:

Task Status Report: Project Research - Message (Rich Text}

Insert Options Format Text Review Q Tell me what you want to do
-y i el e= e A . > -
0 CalibriBoc~ |11 - A & 215 & [23) E ) ] *2 E > Follow Up .’
! High Importance
Pte . B Iy W-.A- 5= Address Check  Aftach Attach Signature | Assign Office
- - Book Names Filev ltem= - Palicy - ¥ LowImportance  agq.jns
Clipboard Basic Text ] Mames Include Tags w Add-ins -~
From - jsmith@acmewidgets, onmicrosaft.com
=1
Tou. Jane Gibson
Send
I Ce..
Subject Task Status Report: Project Research

-——0Original Task-——
Subject: Project Research
Priority: Normal

start date: Wed 10/28/2015
Due date: Wed 10/28/2015

Status: Deferred
% Complete: 75%
Actual work: 1 day

Requested by: Jane Gibson

19. Returning to the Task window, click Task = Save & Close:

t S Project Research - Task

[ Format Text Rewview Q Tell me what you want to do

o ] w Ny (2 Repl = v
DX B v [ X&' M [

D _ "~ [E2 Reply Al >
Save 8 Delete OneMote  Task Details Decline Mark  Assign Send Status
Clcg £ Forward Complete Task  Report
Actions Show Respond Manage Task

20. Close Microsoft Outlook 2016 to complete this exercise.
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Summary

During this lesson you learned about many of the advanced tools and
methods that you can use to manage your calendar. At this point you
should now be comfortable with modifying the calendar display, time
zone, and other options. You should also be able to manage and create
multiple calendars and calendar groups to facilitate planning and better
organization. Finally, you should now know how to manage meeting
responses in a proactive manner, as well as create and delegate tasks.

REVIEW QUESTIONS

1. How do you open the Outlook Options dialog box?

2. Where can you toggle the weather information that appears on
your calendar?

3. What is the command sequence to create a new calendar group?

4. How do you view a list of meeting attendees and their
attendance statuses?

5. How do you view and/or add more details to a task?
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LESSON 4:
ADVANCED CONTACT
MANAGEMENT

Lesson Objectives

In this lesson you will learn how to:

= Edit an electronic business card

= Manage advanced contact options
= Forward contacts

= Export contacts
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TOPIC A: Edit an
Electronic Business Card

Electronic business cards have the same purpose as physical ones and
they include much of the same information. Outlook includes the ability
to receive, send, create, manage, and edit electronic business cards to
help populate your contacts list and keep it organized. Over the course
of this topic, you will learn all about electronic business cards and how
you can edit them in Outlook 2016.

Topic Objectives

In this topic, you will learn:
» About the default electronic business card
= About the Edit Business Card dialog box

DEFAULT ELECTRONIC BUSINESS CARDS

Whenever you add a new contact to Outlook 2016, it will automatically
create an electronic business card for that person. Each new electronic
business card will use the same default template that includes many of
the pieces of information that you have added with the contact. To view
your contacts as business cards, open the People workspace and click
View - Business Card:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlook

Home Folder View
.
]

ile: wa o
S o® [ x L — Vo (O @ . . 32}
5 & r‘ t [ ) = = = Z /8]
B & & &0 23] Y Py 25 8= % HE Ga bE & == ]
New Group New Contact New  Delete Meeting More People  BusinessC..  Card Phone st Move Mail OneNote Forward Share Open Shared
Contact Group  ltems~ - % - Merge Contact - Contacts Contacts

New Delete  Communica te Current View Actions Share
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When contacts are displayed as business cards, you will see that each
business card includes the contact name, phone number, e-mail address,
company, job title, and much more:

Gibsaon, Jane smith, Julie
Jane Gibson Julie Smith

gets Inc. Work
-1234 Mobile
gets@outlook.com

jgibson@acmewidgets.onmicrosoft.c...

jgibson@acmewidgets.onmicrosoft.c...

While the default electronic business card layout does a decent job at
providing you with some of the most important information about a
contact, you do have the option to edit it to your own liking.

THE EDIT BUSINESS CARD DIALOG BOX

In order to edit the layout of an electronic business card, you first need to
open the Edit Business Card dialog box. To open this dialog box, first open
the contact that you would like to work with and then click Contact -
Business Card:

T 4 s Julie Smith - Contact

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

@ x Fllr_l IL.‘_J Eﬂi lzl [?‘DDEtails ’:||:.| DE' T? '\.'E‘i ‘3\“@) ?‘.

2 Certificates

Save & Delete Save & Forward OneMote General ) Email Meeting More  Address Check Business Picture
Close Mew~ - [ Al Fields - Book Mames (E:d -
Actions Show Communicate Mames ptions
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The Edit Business Card dialog box will open:

Edit Business Card *

Card Design
Julie Smith Layout Image Left ~ | Background o]

ABC Widgets Inc. Work
1234 Mobile Image Change...

abowidgets@outlook.com - =

Image Area |16%

o Image Align | Fit to Edge ~ o

4

Fields Edit

A a||B T U A
Blank Line —
Business Phone Julie Smith
Maobile Phane

E-mail Nolabel  ~ &
Blank Line

Blank Line
BElank Line
BElank Line
Elank Line

Elank Line
Elank Line
Elank Line
Elank Line
Elank Line
Elank Line

Add... Remove a+* & e @

Reset Card Cancel

=
|
1M
il

The preview area (1) at the top of the dialog box will give you an idea of
how the current business card looks using the current settings. The Fields
section (2) lists all of the fields that can be displayed on the business
card. Additionally, this section also provides you with controls to manage
those fields (3) by adding, removing, and rearranging them as needed.

On the right-hand side of the dialog box, the Card Design section (4)
includes controls that are used to change the layout of the business card,
as well as customize the background color and even add an image. Below
this section, the Edit section (5) is used to customize how the font for
various fields appears in the business card. For example, you are able to
apply various text effects, alignment, and color options.

Clicking the Reset Card button (6) will reset all of the options in this
dialog box back to their default settings. Or, click OK to apply your
changes and close this dialog box.
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AcTiviTY 4-1
Editing an Electronic Business Card

You have created a contact for a new employee that has just joined your
team. You would like to customize his electronic business card to show
only his name, company, work e-mail, and work phone number.

1. To begin, open Outlook 2016. Then, double-click the Activity 4-1.vcf
file within your Exercise Files folder:

— Activity 4-1
gé vCalendar File
3.09 KB

2. With the contact for Darryl Durkin now open, you will be able to see
what his electronic business card looks like. To start editing it, click
Contact = Business Card:

T Darryl Durkin - Contact

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

AL EE R

n Certificates
Save & Delete Save & Forward OneNote General Email Meeting More  Address Che(k Eusmﬁs Picture

Close MNew~ - B AnFields - Book MNames | Card -

Actions Show Communicate Mames ptions
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3. The Edit Business Card dialog box will now be displayed. Inside the
Fields section, click to select the Business Address field and then
click Remove:

Edit Business Card x
Card Design
Darryl Durkin Layout Image Left v | Background |4
120-123 Pine Avenue
Mew York, NY
123456 Image Change...
www. example.org =
Metaldyne Corporation Image Area | 16% -
(555) 422-3942 Work Image Align | Fit to Edge A
dar.durki@example.org
Fields Edit
Full Mame A alB T U|=E==A
Business Address =
Business Home Page 120-123 Pine Avenue
Company Mew York, NY
Blank Line 123456
Business Phone
E-mail
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Reset Card Cancel
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4,

In the same section, ensure that the Business Home Page field is

selected and click Remove:

Edit Business Card

Darryl Durkin
www.example.org
Metaldyne Corporation

[555) 422-3942 Work
dar.durki@example.org

>

Card Design

Layout | Image Left

mgess (10|

Image Align |F|ltuEdge V|

Vl Eackground

Fields

Full Name
Business Home Page
Company
Blank Line
Business Phone
E-mail

Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line

Add... | | Removeﬂ E

Edit
AaslB I U ===A

|wu\ru\t.example.org

Label |

Reset Card | | OK

| | Cancel

@ elite.

It's about people
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5.

You would like the e-mail address to appear above the business
phone number. Still in the Fields section, click to select the E-mail
field and then click the Move Field Up button:

Edit Business Card

Darryl Durkin
Metaldyne Corporation

[555) 422-3942 Work
dar.durki@example.org

>

Card Design
Layout Image Left
Image Cha

Image &Area | 16%

~ | Background &

nge...

4k

Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line

Add...

Remaove

2| &

Reset Card

Image Align | Fit to Edge ~
Fields Edit
Full Mame A alB T U|=E==A
Company —
Blank Line dar.durki@example.arg
Business Phone
Label MNolabel  ~| &
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6. The E-mail field will now appear above the Business Phone field.
Next, let’s modify the layout by clicking the Layout drop-down
command and choosing the Image Top option:

Edit Business Card

Darryl Durkin
Metaldyne Corporation

dar.durki@example.org
[555) 422-3942 Work

>

Card Design

Layout Image Left ~ | Background e

Image Left
Image Image Right
|ﬁ. W.
Image &Area |Image Bottom
Text Only
Image Align |Background Image

Fields

Full Mame
Company
Blank Line

Business Phone
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line

Add... Remaove

@

Edit
AN
dar.durki@example.arg

B I U

A

Label Mo Label

Reset Card

Cancel
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7.

With the layout now tweaked, you would like to edit how some of
the text is displayed. Inside the Fields section, click to select the E-
mail field. Then, inside the Edit section, click Bold:

Edit Business Card

Darryl Durkin
Metaldyne Corporation

dar.durki@example.arg
(555) 422-3942 Work

Fields

Full Mame
Company
Blank Line

Business Phone
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line

Blank Line

Add... Remaove

@

>

Card Design
Layout Image Top
Image Cha

Image &Area | 16%

Image Align | Fit to Edge

nge...

~ | Background &

4k

Edit —‘
A A B I U
dar.durki@L\ﬁample.org

Label

A
===A
= —
MNolabel  ~| &
Reset Card Cancel
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8. Next, you would like to move the label for the Business Phone field
(Work) from the right side of the field to the left. Inside the Fields
section, click to select the Business Phone field. Next, inside the Edit
section, click the Label drop-down menu and choose Left:

Edit Business Card x

Card Design

Layout Image Top ~ | Background ]

Darryl Durkin
Metaldyne Corporation Image Change...

dar.durki@example.org Image Area | 16%
[555) 422-3942 Work

4k

Image Align | Fit to Edge ~

Fields Edit

Full Name A Al B I U ==
Company
Blank Line [555] 422-3542
E-mail
Business Phone [ LIRILI Right V| A
Blank Line Mo Label
Blank Line

Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line

A

Add... Remaove T @

Reset Card Cancel
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9. On second thought, you think you should include Darryl’s job title.
Inside the Fields section, click to select the Full Name field. Next,
click Add = Organization - Job Title:

Fields

Company
Blank Line
E-mail
Business Phone
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line

T o . (B I U

Edit

Darryl Durkin

Add... Remaove

Blank Line

Mame
Organization
E-mail

Phone

Address

Internet Address

Custom

Reset Card oK

Label Mo Label

g -

Cancel

Company
Departrment
Job Title h
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10. Click OK to apply the new settings:

Edit Business Card *

Card Design

Layout Image Top ~ | Background e ]
Darryl Durkin

Junior Accountant Image Change...
Metaldyne Corporation

Image Area | 16%

4k

dar.durki@example.org
Woark [555) 422-3942 Image Align | Fit to Edge ~

Fields Edit
Full Name A AlB I U ==

Company Junior Accountant
Blank Line
E-mail Label Mo Label e A
Business Phone
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line

A

Add... Remove @+ &

Reset Card Cancel

11. Back at the Contact window, examine the preview for the business
card. You will see that it has changed to incorporate the edits you
made:

Darryl Durkin - Contact

(UM  insert  FormatText  Review O Tell mewhat youwant to do
el x [ m 2 Details F who |z 2% m n > 2
s [ 2l & o ] ]
= 5y B3 0§ [ 0= G [ i BH &% B i 84
Save & Delete Save & Forward OneMote  General Email Meeting More  Address Check  Business Picture | Categorize Follow Private Update  Zoom
Close. News - [ Al Felds - Book Nemes Card = RN
Actions Show Communicate Names Options Tags Update | Zoom -~

Full Name.. Darnyl Durkin

Company Metalayne Corporation JDm,,lA Durkin .

Job title Junior Accountant Metaldyne Corporation

File a5 Durkin, Darn! - garsuiseciampicary
Internet

[ Email. - | |dar.dursmexample.or

Display as Daryl Durkin (dar. durki@example.0rg) flotes

Web page address | www.eample.org

1M adaress

12. Save the contact to your desktop and close Microsoft Outlook 2016
to complete this exercise.
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TOPIC B: Manage
Advanced Contact
Options

To help configure and maintain your contacts, Outlook has provided you
with a variety of advanced contact options. These options include
changing how contacts are displayed in the People workspace, as well as
how the information in these contacts is used throughout Outlook. Over
the course of this topic, you will learn all about managing advanced
contact options. You will also learn how to create and manage contact
groups.

Topic Objectives
In this topic, you will learn:
= About People workspace options
» About contact groups
* How to manage contact group membership
= How to show notes about a contact group
* How to send a message to a contact group
= How to forward a contact group
= How to delete a contact group
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PEOPLE OPTIONS

Most of Outlook’s advanced contact options are managed in 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

Exit

@ elite.

It's about people
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Next, click the People category:

Outlock Options ? X

G | .
enere EI Change how you work with your contacts.

Mail
Calendar Names and filing
Groups Default "Full Mame" order: (i) | First (Middle) Last
People k Default "File As" order: i) | Last, First &7
Tasks v| Check for duplicates when saving new contacts
Search Contacts index
Language 8 - Show an additional index &
Advanced

Customize Ribb
Hstermize Ribben Online status and photographs

Cuick Access Toolbar
Add-ins ‘%

Trust Center Show only names in the People peek (requires restarting Outlook)

| Show user photographs when available (requires restarting Outlook)

OK Cancel

The options here are fairly straightforward. From top to bottom, you can:
= Change how names are filed
= Show an extra index
= Toggle user photographs and toggle names in the People peek
feature

CONTACT GROUPS

A contact group, formerly known as a distribution list, allows you to
create a single contact that represents multiple people. This makes
sending group e-mails easy and efficient.

To create a new contact group, open the People workspace and click
Home - New Contact Group:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlaok

Home eive Folder View Q Tell me what you want to do
.o Tl el 3 - N 23
s o . x s { ® = E —e b & EE
[l 'y - I B bz ‘g Py 2. J 8= % B \30 '3 =} !
New Group NewContact New Delete Email Meeting More People  |BusinessGw|  Card Phane list = Move Mail OneNote Forward Share Open Shared
Contact Group %\temi' - Merge Contact - Contacts ~ Contacts
New Delete Communicate Current View Actions Share
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This action will display the Contact Group window. Here, you will be given
the opportunity to assign a name to this new group by typing into the
Name text box. By clicking Contact Group - Add Members, you can add
members to this contact group from your Outlook contacts or the
Address Book. You can also create new contacts from scratch by clicking
New E-mail Contact:

H © - Untitled - Contact Group

File Contact Group Insert Format Text Review

7 x . o [a [ O r‘ [ >

ol
ol 33 (&% af D (g8 g
Save & Delete Forward Members MNotes Add Remove Update = Email Meeting Categorize Follow Private = Zoom
Close Group Group~ Membess = Member  Now @ Up~
Actions Show §& From Outlook Contacts ommunicate Tags Zoom
Mame Example Contact Group 1 E;_; From Address Book
[ Hame - 1 3+ Mew E-mail Contact E-mail
We didn't find anything to show here.

Any members of a contact group will be listed in the main area of the
Contact Group window. In this example, you can see that this group
includes Jane Gibson and John Smith:

Example Contact Group - Contact Group

Tl nset  FormatTed  Review
R =0 IEENNE =
T

& By 8% = & & EE .
Save& Delete Forward Members Notes  Add  Remove Update  Email Meeting Categorize Follow Private  Zoom
Close Group Group~ Members - Member Now - Up~

Actions Show Members Communicate Tags Zoom A
tame | Examle Contact Group
[l name E-mail
[z Jane Gibson jgibson@acmewidgets.onmicrosoft.com

[=] yohn Smith jsmith@acmewidgets.onmicrosoft.com
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Clicking Contact Group = Save & Close will save the new contact group
and return you to the People workspace. There, you will see the new
contact group listed. You will see that the default profile photo for a
contact group helps in differentiating it from regular contacts:

Example Contact Group
lane Gibson (=) Edt

Julie Smith MEMBIRS  KOTES

john Smith

The Update Now Command

To keep the information of any group members added to the group from
your Address Book up to date, click Contact Group - Update Now:

T Example Contact Group - Contact Group

Contact Group Insert Format Text Review
¥ - [ ]
W X By jas el & &bkl W P
Save & Delete Forward Members Notes Add Remove Update  Email Meeting Categorize Follow Private = Zoom
Close Group Group~ Members - Member Nau\rl} @ Up~
Actions Show Members Communicate Tags Zoom

This action will immediately sync the details of the distribution list
members with the information stored about them in the Address Book.
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MANAGE CONTACT GROUP MEMBERSHIP

Once a contact group has been created, you can manage it at any point.
To open a contact group in the Contact Group window, double-click its
listing in the People workspace:

123
Example Contact Group
d

] [

Jane Gibson

e Julie Smith

To manage the members of this group, use the commands in the
Members group on the Contact Group tab:

H T Example Contact Group - Contact Group

Contact Group Insert Farmat Text Review

i ] . o® [ ] [ ] | | o
a5 - O

2 X B as & &kl @E

Save & Delete Forward Members Notes Add Remove |Update  Email Meeting Categorize Follow Private Zoom

Close Group Group~ Members - Member| Mow - Up~
Actions Show

Members Communicate Tags Zoom

Here is an overview of these commands:
= New members can be added to this group from either the Address
Book, your contacts, or from scratch using the Add Members
drop-down command.
* The Remove Member command will remove the selected contact
from the current contact group.

After making your changes, click Contact Group - Save & Close.
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SHOW NOTES ABOUT A CONTACT GROUP

You can add helpful information about a contact group using the Notes
feature. With the Contact Group window open for the contact group that
you are working with, click Contact Group - Notes:

= Example Contact Group - Contact Group
Contact Group Insert Format Text Review
'7’_-| x . Y 22 [ ] [ ] 2 [ F [ [ ] >
= ey & el & & B
Save & Delete Forward Members Motes Add Remove Update Email Meeting Categorize Follow Private  Zoom
Close Group Group~ Members ~ Member Now - Up~
Actions Show Members Communicate Tags Zoom

The body of the Contact Group window will change to incorporate a large
text area. In this area you can type any notes that relate to the current
contact group, such as its purpose and when it was last updated:

T Example Contact Group - Contact Group

Contact Group Insert Farmat Text Review
¥ x : o8 a2 [ y 5 [ ] > Q
0 By &% kel & kg gl B
Save & Delete Forward Members Motes Add Remove Update = Email Meeting Categorize Follow Private  Zoom
Close Group Group ~ Members ~ Member Now A Up~
Adions Show Members Communicate Tags Zoom ~

This list contains all of the members of the Project Aurora team. Last updated 10/23/2015.

After viewing or making any changes to the Notes section, you can return
to the members list by clicking Contact Group - Members.
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SEND A MESSAGE TO A CONTACT GROUP

The primary purpose of a contact group is to send a message to a group
of people in a more efficient manner. You can do this in few different
ways. The first is to select the contact group from inside the People
workspace and then click the “Send e-mail message” icon in the reading
pane:

Contacts - smith@acmewidgets.anmicrasoft.com - Outloak

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

oo ' ) 7 fl o) Szl
e & X BENS 8 8 ¢ H o Wl o [EE
Mew Group Mew Contact New  Delete  Meeting More People | Business C. Card Phone List _ Move Mail OneNote Forward Share OpenShared
Contact Group  ltems~ - * Merge Contact - Contacts  Contacts

New Delete Communicate Current View Actions Share

<
4 My Contacts Search Contacts (Ctri+E) Pel

Skype for B Contacts 123
pe for Business Contacts Brample Contact Graup Example Contact Group

Contacts a
b
. Jane Gibson (ﬁ%q—
d
e Julie Smith MEMBERS NOTES
! Jane Gibson
4 John Smith
h

If you open a contact group in the Contact Group window, you can send a
message to that group by clicking Contact Group = Email:

Example Contact Group - Contact Group

Contact Group Insert Format Text Review
'7’_] x [ .. 22 . . £y [] F II >
(% J &S & &R W
Save & Delete Forward Members Motes Add Remove Update  Email Meeting Categorize Follow Private Zoom
Close Group Group~ Members = Member Now % = Up~
Actions Show Members Communicate Tags Zoom

Either of these actions will open an e-mail message addressed to the
contact group. You can also create a new e-mail message from scratch,
type the name of the contact group into the To field, and click its listing
when it is suggested:

Untitled - Message (HTML)

Message Insert Options Farmat Text Review Q Tel me what you want to do
@ a5 mJ {0 ?. E—I I® Follow Up ~ ’
i _f
ve ! High Importance ®
Paste B I U Address Check | Attach Attach Signature | Assign Office
- Book Mames | File ltem= = Policy - ¥ LowImportance | agd-ins
Clipboard Basic Text Names Include Tags | Add-ins ~
To.. | [Ed
=7 e Example Contact Group X
Send l/\\}
Subject
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Send a Meeting to a Contact Group

You are also able to send a meeting request to a contact group in similar
ways. First, you can select the contact group from the People workspace
and click Home - Meeting:

Send / Receve Folder View Q Tell me what you want te do
0 o [ x = frh,
- o o . 9 =
25 & & = B Pv )
Mew Group MNew Contact Mew = Delete Meeting Maore People Business C...
Contact Group  ltems~ %‘ <
Mew Delete Cofmmunicate

If you open a contact group in the Contact Group window, you can send a
meeting request to that group by clicking Contact Group - Meeting:

T Example Contact Group - Contact Group

Contact Group Insert Format Text Review
'7)_-| x [] .. F1 % . . £y ] r‘ II >
o
e 3 [&s B & & B g
Save & Delete Forward Members Motes Add Remove Update Email Meeting Categorize Follow Private  Zoom
Close Group Group~ Members - Member Now @ Up~
Actions Show IMembers Communicate Tags Zoom

Either of these actions will open a meeting request addressed to the
contact group. You can also create a new meeting request from scratch,
type the name of the contact group into the To field, and click its listing
when it is suggested:

Meeting Insert Format Text Review @ Tell me what you want to do
.
=D 'E ! 1 = |..‘. al - @
x [3 Calendar E == E b x ] v‘.@ &
Delete £, Forward - Appointment Scheduling Skype Weeting Cancel Address Check Response
Assistant Meeting MNaotes Invitation Book MNames Options ~
Actions Show Skype Meeting ' Meeting Motes Attendees

0 You haven't sent this meeting invitation yet,

k suhje;l Example Contact Group Pt
FORWARD A CONTACT GROUP

If someone else needs the contact group information, you can forward
the contact card to them. To do this, first click to select the contact group



[279]

Microsoft Office Outlook 2016 Level 2

in question from inside the People workspace. Then, click Home -
Forward Contact - As an Outlook Contact:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlook

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

X e® [ x F fmh 5 ¥ oY - . zal

(73 '8y . i [ ] = =] & &)

Izl -~ o O [2z] UL ad Q'] 8= % = Iit.. =1 = e !
New Group NewContact New  Delete Meeting More People  BusinessC..  Card Phone st - Move Mail OneNote |Fonward Share Open Shared

Contact Group  ltems - Merge Contact~ Contacts  Contacts
New Delete  Communicate Current View Actions

C - As an Qutlook Contact

4My Contacts Search Contacts (Ctri=E) £ £ Asan Outlook Contact [’
Skype for Business Contacts 123 Example Contact Group
= ) Example Contact Group

b

N Jane Gibson @

(Alternatively, you can forward a contact group that is open in the
Contact Group window by clicking Contact Group - Forward Contact -
As an Outlook Contact.)

A new Message window will open with the selected contact group as an
attachment. From there you can send the message to anyone that you
would like, even the to the contact group itself:

FW: Brample Contact Group - Message (HTML)

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

_-_E'i .3",@ @ i) Q‘ EI |™ Follow Up ~ a

! High Importance

Paste B I U Address Check = Attach Attach Signature Assign Office
- Book Mames Filer ltem~= - Policy~ ¥ Low Importance  pge.ing
Clipboard & Basic Text MNames Include Tags u Add-ins ~
To...
1=1
Cc...
Send
Subject FW: Example Contact Group

Example Contact Group *

Attached
Outlook item
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DELETE A CONTACT GROUP

To delete a contact group that you do not use anymore, right-click on the
listing for that group in the People workspace and click Delete:

Send / Receive Folder View 2 Tell me what you want to do
°2 o° [ x e fel
[ I= : ® =
2] & & R S S
Mew Group Mew Contact MNew | Delete Meeting More People Business C... Card
Contact Group ltems - =
MNew Delete Communicate Current ¥ir
¢ Search Contacts (Ctrl=E P |
P M}-’ Contacts earch Contacts (Ctrl+E)
Skype for Business Contacts 123
Example Contact Grou
Contacts a P P
b By Copy
. Jane Gibson &2 Quick Print
d Edit Contact
€ Julie Smith BF Forward Contact »
f Create 4
g i Categorize »
h
|* Follow Up »
i
) L Move 4
J
N mtja OneMote
| < Delete

s

Alternatively, you can click to select the group and then click Home =
Delete:

Send / Receive Folder View '-:-' Tell me what you want to do
02 o [ x e fml
» I - [
2= &= & g4 5] R as a7y
Mew Group Mew Contact Mew | Delete Meeting More People Business C...
Contact Group  ltems~ e
Mew Delete Communicate

@ elite.
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Or, open the contact group in the Contact Group window and click
Contact Group - Delete Group:

T Example Contact Group - Contact Group

Contact Group Insert Format Text Review

> s ool . e o . m
XLy & & B EE
Save & Delete Forward Members Motes Add Remove Update Email Meeting Categorize Follow Private = Zoom

Close GroupGroup ~ Members ~ Member Mow @ Up~
Actionk Show Members Communicate Tags Zoom

@ elite.
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ACTIVITY 4-2
Managing Advanced Contacts Options

You have been put in charge of a team that is going to be developing a
new product for your organization. As you are going to need to
communicate with your team on a daily basis, you would like to create a
contact group for them.

1. To begin, open Outlook 2016 and ensure that the People workspace
is displayed:

Julie Smith

o s @/ e (7]

2. Start creating a new contact group by clicking Home - New Contact
Group:

Send [ Receive Folder View Q Tell me what you want to de
(1) e® [=1 x r| fml, —
] (] ; = =
a5 | & oo 2] v ... ) 8=
Mew Group Mew Contact MNew  Delete  Meeting More People Business C... Card
Contact Group [4\5 Items - @

Mew Delete Communicate Current View
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3. The Contact Group window will now be displayed. Inside the Name
text box, type “Project Team:”

Untitled - Contact Group

Contact Group Insert Format Text Review
X [ o® [ ® = = I
{nd
e L3 et oy B Heg Em
Save & Delete Forward Members Motes Add Remove Update = Email Meeting Categorize Follow Private  Zoom
Close Group Group~ Members - Member Now = Up~
Actions Show Members Communicate Tags Zoom
Mame |ProjectTeam A—
D Mame - E-mail
We didn't find anything to show here.

4. Start adding members to this new contact group by clicking Contact
Group - Add Members - From Outlook Contacts:

Praject Team - Contact Group

Contact Group

Insert Farmat Text Review
2] x s A o w [T 1] >
e ey [&S Bl B E m
Save & Delete Forward Members Notes Add Remove Update = Email Meeting Categorize Follow Private  Zoom
Close Group Group ~ Members =| Member  MNow @ Up~
Actions Show E{'_, From Qutlook Contacts ommunicate Tags Zoom
Es_j From Address Bock

3_', Mew E-mail Contact
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5. The Select Members dialog box will now be displayed. While holding
down the Ctrl key on your keyboard, click on any two contacts that
are listed to select them. Next, click the Members button in the
lower left-hand corner:

Select Members: Contacts X

Search: @ Mame only O More columns  Address Book

| | Go |Contacts -jsmith@acmewidgets.onmicrosc ~ | Advanced Find

| Mame Display Name E-mail Address

£ >

Members -> | |

o e

(If you do not have any existing contacts, right-click a blank area of
this dialog box and click New Entry to create a new contact.)

@ elite.

It's about people
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6. The contacts that you selected will now be listed inside the text area

in the lower portion of this dialog box. Click OK to apply the new
settings:

Select Members: Contacts

>
Search: @Name only OMore columns  Address Book
| | Go |Contacts - jsmith@acmewidgets.onmicrose ~ Advanced Find
| Mame Display Name E-mail Address
Jane Gibson

Jane Gibson [jgibson@acmewidget... jgibson@acmewidgets.onmicros
abcwidgets@outlook.com

Julie Smith John Smith

€

Members -> |Jane Gibson (jaibson@acmewidgets. onmicrosoft.com): John Smith |

7. The new members that you added to the group will now be listed

inside the main body of the Contact Group window:

Project Team - Contact Group

ORI Insert  Format Text

Review
72 - [ ] [ ] [ ] = [T [ 1]
EXE &k & &EEFE R P
Save & Delete Forward Members Motes Add

Remove Update Email Meeting Categorize Follow Private = Zoom
Close Group Group~ Members - Member Now - Up-
Actions Show Members Communicate

Tags Zoom ~
Neme  [ProjectTeam

[/ Name = | E-mail

[2] Jane Gibson (jgibson@acmewidgets.onmicrosoft.com) igibson@acmewidgets.onmicrosoft.com

[E] John Smith

abewidgets@outlook.com

@ elite.
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8. Show the notes for this contact group by clicking Contact Group -
Notes:

Contact Group |nsert Format Text Review
2 X [ o0 | e O I
[ “S | e | . e~ Eﬁ
Save & Delete Forward Members Motes Add Remove Update
Close Group Group~ Mermnbers = Member Mow
Actions Show Ib Members

9. Into the provided text area, type “Members of the project team.
Last updated 1/1/2025.”

Project Team - Contact Group

[SITEIC Nl lnsert  FormatTedt  Review

o X EY okl & HEE e Q

Save & Delete Forward Members Motes ~ Add  Remove Update Email Meeting Categorize Follow Private = Zoom
Close Group Group~ Mermbers - Member Now - Up~-
Actions Show Members Communicate Tags Zoom ~

Members of the project team. Last updated 1/1/2025.

10. Return to the members list by clicking Contact Group - Members:

T Project Team - Contact Group

Contact Group Insert Format Text Review

¥ . [ LAY [ ] s, l F [ [ > q
e X EY &% =l & bl [ RS
Save & Delete Forward Members Notes Add Remove Update Email Meeting Categorize Follow Private  Zoom
Close Group Group~ Members ~ Member  Now & Up~
Actions Iéshuw Members Communicate Tags Zoom

@ elite.
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11. Save this group by clicking Contact Group - Save & Close:

Project Team - Contact G

Contact Group Insert Format Text Review

L X BY & = & & B &

Sawve 8. Delete Forward Members Notes Add Remove Update Email Meeting
Cl Group Group~ Members ~ Member MNow

Actions Show Members Communicate

12. Returning to the People workspace, you will see a listing for the new
contact group that you just created:

SypeforBuines Comacts Project Team
. Jane Gibson
@
. Julie Smith
@
oA s B o g
ens 3 e uptoome, _connecea o emem exnonge I W

@ elite.
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13. At the last minute, the project that the team had been assigned to
was cancelled and its members have been reassigned. As you do not
need this contact group anymore, right-click on its listing and click

Delete:
Search Contacts (Ctri+E) ya
123
; Jane Gibson
b
c Project Team
d ERy Copy
e Julie Smith | % Quick Print
i Edit Contact
g |§_|_, Forward Contact »
h Create 3
I ==| Categorize ¥
! [* Follow Up »
- b Mowve 3
n|1 E!.F]L, OneMote
n 7 Delete I}

14. The contact group will immediately be deleted from the People
workspace. Close Microsoft Outlook 2016 to complete this exercise.
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TOPIC C: Forward
Contacts

As you build up your contacts and update them to have the latest
information, you may need to share them amongst your colleagues.
Outlook 2016 has built-in functionality to forward your contacts to others
inside and outside of your organization using a variety of different
formats. Over the course of this topic, you will learn how to forward
contacts using these different formats.

Topic Objectives
In this topic, you will learn:
=  About the formats that can be used to forward a contact

FORMATS TO FORWARD A CONTACT

To forward a contact to another person that is inside or outside of your
organization, there are a few different methods available to you. First,
you can click to select the contact that you would like to forward from
inside the People workspace and then click Home - Forward Contact >
[Format]:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlook

.
o [ k fd, - —
e &S s X BONe = 8] &, [= i’
Graup New Contact New  Delete Meeting More || pegple  BusinessC..  Cerd Phone Lt Move
ontact Group  ftems .

New Delete Communical te Current View

2 Asan Qutlook Contact
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You can also right-click directly on a contact that is listed inside the
People workspace and click Forward Contact - [Format]:

| Search Contacts (Ctrl=E] P |

123 )
_ Jane Gibson i
b E® Copy
c Jul g8 Quick Print
d Edit Contact
£ Add to Favorites CONTACT | NOTES
f [85] Forward Contact » | “E Ac a Business Card
: Create r E", Az an Qutlook Contact L
i s Categorize 3 |_|
_i [> Follow Up b Schedule a meeting
k Wl Move ' Send Email
| @ OneNote Jgibson@acrmewidgel
m > Delete

Ik A

Finally, you can forward a contact that is open in the Contact window by
clicking Contact > Forward - [Format]:

+ €

Contact Insert Format Text Review

@ x Fﬁl_l_l F_) @ EIEDetans

2 Certificates
Save & Delete Save & Forward OneMote General
Close New~= = b = Al Fields

Action EJ As a Business Card

In |Internet Format (wCard)
I‘_:';‘, Az an Qutlook Contact

@ elite.
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All of these methods will give you similar options. These include:

As a Business Card: Will attach a .vcf file to a new message and
insert the business card into the message itself. Once received by
the recipient, it can be viewed and saved to their own contacts list
no matter if they use Microsoft Outlook or not. The business card
itself will also be shown in the body of the e-mail.

In Internet Format (vCard): Will attach a .vcf file containing
contact information to a new message. Once received by the
recipient, it can be viewed and saved to their own contacts no
matter if they use Microsoft Outlook or not.

As an Outlook Contact: Will attach an .msg file containing contact
information to a new message. Only recipients with Microsoft
Outlook will be able to view and store contacts in this format.

Any format that you choose will open a new Message window with the
contact attached in the format that you selected. From there, you can
address this message to anyone that you wish.
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AcTiviTy 4-3

Forward Contacts

A colleague of yours is going to be taking over some of your duties and
will become the point of contact for one of your clients. You need to
forward the contact information for that client to your colleague.

Note that students should partner up in order to complete this exercise.

1.

2.

To begin, open Outlook 2016. Then, double-click the Activity 4-3.vcf
file within your Exercise Files folder:

— 1 Activity 4-3
gé viCalendar File
305 KB

The contact for Darryl Durkin will now open. Next, click Home =
Forward = As an Outlook Contact:

Darryl Durkin - Contact

Contact

e .25 OE B o iE) & &) u >
B 2] &= =
bl x Bi=S) b = R Certificates ! VO | 5 i
Save 8t Delete Save & Fomward OneNote | General ecting More  Address Check  Business Picture | Categorize Follow Privats
Close. [ All Fields Book MNames —Card - - Up
ard Communica te Names Options Tag: Zoom ~

it (vCard)

Full ame In i na
3 Asan Qutlook Contact

- | [der.durki @example org

Darryl Durkin (dar. durki@ example.org)

xample.or

| s 4203042

- | 55 4855874

- | [120123 Pine avenue
Hew York, NY

123456 &

Map it
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3. A Message window will open with the selected contact included as
an attachment:

Insert  Options

an
% p ol a MJ 0 ? @ 1P Fallow Up - ’
A A 5] E _f =
B 0 Wi |
Paste | g rul A-l=== Address Check | Attach Attach Signature | Assign Office
- ¥ - Book Names Filev ltem= - Palicy - ¥ LowImportance 4 jnc
Clipboard Basic Text Mames Include Tags fa Add-ins
We can't shaw MailTips right now.

e ] |
T

Subject

|
‘ Darryl Durkin

Attached

Darryl Durkin
Outlook item

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

Q Tell me an
¥ i _ " 31 Iy 2. =] [® Follow Up~
A a - =] K a‘} _ @ "
B ! High Importance
Paste . g U A-l=== Address Check  Attach Attach Signature  Assign Office
- ¥ - Book Names Filev ltem= - Palicy - ¥ LowImportance 4 jnc
Clipboard Basic Text Names Include Tags 5 Add-ins -
We can't show MailTips right now.
| To.. | [1eneGhson tcb icrosoft,com); dpe— |
o ] | |
Subject | Damyl Durkin |
Attached Darryl Durkin .

Outlook item

elite.
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5.

6.

7.

As the Subject field has already been completed with the name of
the contact, click the Send button:

Darryl Durkin - Message (HTML)

(YRS Inset  Options  FormatText  Review O Tell me whatyou want to do

E .3‘@ MJ by Q @ 1> Fallow Up - "

! High Importance

Paste B I U Address Check  Attach Attach Signature = Assign Office
- Book Names File ltem~ - Palicy - ¥ LowImportance 4 jnc
Clipboard Basic Text Mames Include Tags fa Add-ins ~

We can't show MailTips right now.

To.. | [lane Gison figbson@ammeniduets.onmicrosoft.com;

Ceun

Ik Subject Darryl Durkin

Attached Darryl Durkin

— Outlook item

When you receive the contact information from your partner,
examine the message in the Message window and click on the
attachment to view its contents:

Darryl Durkin - Message (HTML)

File Message Attachments Q Tell me what you want to do

=, P M=, x = -
= kB g ¥
Open Quick Save  SaveAll  Remove Copy  Show
Print As  Attachments Attachment Message
Actions Selection  Message ~
€ Backto message
Last changed:  Thursday, October 28, 2015
Darryl Durkin
—! Outlook item

L

[rILIRs Darryl Burkin Darryl Durkin
120-123 Pine Avenue
Company Metaldyne Corporation New Vork, 1Y
) 123456
Jab title Junior Accountant wan.example.arg
Metaldyne Carparation
File as Durkin, Darryl
(555) 422:3942 Wark
Internet dar.durki@example.org
E-mail.. .~ | dar.curkigexample.or
Notes
Display as dar.durki@example.org
Web page address wunw.example.org
IM address

Phone numbers

Business... - 555) 422-3942
Home.., - 555] 485-5874
Business Fax... -
Mobile... -

Addresses
Business... - 120-123 Pine Avenue

Close the message and then close Microsoft Outlook 2016 to
complete this exercise.
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TOPIC D: Export
Contacts

If you want to use your contact information with other applications, you
will need to know how to export them. Over the course of this topic, you
will learn all about exporting contacts from Outlook into a variety of
different formats.

Topic Objectives

In this topic, you will learn:
= About the Export option
= About fields

THE EXPORT OPTION

Exporting is great way to back up your Outlook data (including contacts),
as well as enable you to use it with other applications. Exporting your
data doesn’t remove it from Outlook; it just makes a copy of whatever
items you select to another file.
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To use the export option, first select the contacts or folder that you
would like to export. 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= Import or export files and settings.
Options %
Other User's Folder
Feedback - Open a folder shared by another user.

Exit

This action will display the Import and Export Wizard. From the options
presented, click “Export to a file” and then click Next:
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Import and Export Wizard

Choose an action to perform:

ExEurt R55 Feeds to an OPMIL file
Import a VCARD file [wcf)

Import an iCalendar (.ics) or vCalendar file [wvcs)
Import from another program or file
Import R55 Feeds from an OPMIL file

Import R55 Feeds from the Commaon Feed List

Description

Export Cutlook information to a file for use in
other programs.

< Back | Mext > d}| Cancel |

The following screen will present you with a few different file types that
you can choose from:

Export to a File

Create a file of type:

Comma Separated Values
Qutlook Data File [.pst)

| < Back |I Mext = || Cancel

Here’s an overview of these file types:

@ elite.

It's about people



[298]

Microsoft Office Outlook 2016 Level 2

= Comma Separated Values: CSV file stores tabular data in plain
text, where each line of the file is a data record. Each record then
consists of one or more fields that are separated by commas.

» Outlook Data File: Exports your data as a .pst file.

After choosing a file type, click Next. You can then continue the wizard to
choose a location where you want the exported data to be saved. You
will also be given the chance to customize a few other settings depending
on the data type you are exporting to and the original data.

FIELDS

Fields are containers that are allocated to hold specific information. Each
of these fields are identified by a unique name. They are used to map
content between different formats and are used extensively when
transferring data between applications.

For example, suppose that you are exporting your contact list into a CSV
file. As this is a table-based format, each field in the contact needs to be
mapped to a column in the table of the file. Each individual contact that
you export will then become a separate row (record) in the table.
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AcCTIVITY 4-4
Exporting Contacts

You would like to export your contacts into a CSV file so that you can
import them into another application.

1. To begin, open Outlook 2016 and ensure that the People workspace
is displayed:

Jane Gibson

= o= s |/ e
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2. 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 rz 4 ) .
€= Import or export files and settings. m

Options

Other User's Folder

Feedback &3 Openafolder shared by another user,

Exit

3. The Import and Export Wizard will now be displayed. Click to select
the “Export to a file” option and then click the Next button:

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Import a WCARD file [vcf)

Import an iCalendar (.ics) or vCalendar file [ves)
Import from another program or file

Import R5S Feeds from an OPML file

Import R55 Feeds from the Common Feed List

Description

Export Cutlook information to a file for use in
other programs.

< Back | Mext > L\\£| Cancel |

@ elite.
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4. Alist of file types that you can export your contacts to will now be
shown. Click the “Comma Separated Values” option and then click
Next:

Export to a File

Create a file of type:

Comma Separated Values

COutlook Data File [.pst)

< Back ” Mext = §| Cancel

@ elite.
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5. Inthe following screen, ensure that the Contacts folder is selected
and then click Next:

Export to a File

Select folder to export from:

V--E@' jsmith@acmewidgets.onmicrosoft.com »
- Clutter

» {&5] Contacts

-] Conversation Adtion Settings

- Conversation History

----- @ Deleted [tems

-] Drafts

@ Inbox

----- % Journal

- Junk Email

..... Motes
.'E [T a5t i

< Back ” Next:*[}|| Cancel

@ elite.
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6. Now you need to choose a name and location to save this exported
data to. Click Browse:
Export to a File
Save exported file as:
| i | |Bruu1|the
< Back || Mext = I | Cancel
7.

With the Browse dialog box now open, use its controls to display
your computer’s desktop. Type “Activity 4-4 Complete” into the
“File name” text box and then click OK:

[ Browse X
<« © A B> ThisPC » Desktop » v @ | Search Desktop y:)
Organize ¥ New folder E @

7 Quick access

[ Desktop

»

& Downloads  #

=
=

Documents #

=] Pictures - MOS5016_Outloo

k_2016._2_Exercise
[ Microsoft Outlook Files

@ OneDrive

I This PC
[ Deskiop
Documents
Documents
& Downloads -

File name: | Activity 4-2 Completd

Save as type: | Comma Separated Values

(= Hide Folders

@ elite.
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8. Returning to the Export to a File wizard, you will see the file location
listed inside the text box. Click Next:

Export to a File

Save exported file as:

| C:\Users\abowi\Desktop\Activity 4-4 €| [Browse .. |

< Back ” Mm:N| Cancel

@ elite.

It's about people
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9. The last stage of the wizard will now be displayed. Click Map
Custom Fields:

Export to a File

The following actions will be performed:

Export "Contacts” from folder: Contacts |Map Custom Fields |
I

This may take a few minutes and cannot be canceled.

<Back || Finish |  Cancel

@ elite.
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10. The Map Custom Fields dialog box will now be displayed. Examine
the To section. You will see how the fields from a contact (Title, First
Name, Last Name, etc.) are mapped to a fields in the CSV file that
you are exporting the data to (Title, First Name, Middle Name, etc.).
For this example the default settings are fine, so click Cancel to

return to the wizard:

Map Custom Fields >
Drag the values from the source file on the left, and drop them on the appropriate
destination field on the right. Drag the item from the right to the left to remove it from the
From: To:
Microsoft Office Cutlook Comma Separated Values
Contacts Activity 4-4 Complete,C5V
Value 2 Field Mapped from ™
Mame Title Title
Company First Mame First Mame
Department Middle Mame Middle Name
Job Title Last Name Last Mame
Business Address Suffix Suffix
Home Address Company Campany
Other Address hd Department Department b
£ H £ >
< Previous MNext = Clear Map Default Map
QK | | Cancel ﬂ
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11. Now that you are back at the Export to a File wizard, click Finish:

Export to a File

The following actions will be performed:

Export "Contacts” from folder: Contacts Map Custom Fields ...

This may take a few minutes and cannot be canceled.

< Back Cancel

12. After a few moments, the data will be exported to your desktop as a
CSV file. Double-click on this file to open it:

Activity 4-4 Complete
H Microsoft Excel Comma Separate...
2.00 KB

(If you do not have Microsoft Excel installed on your computer, skip
to Step 14.)
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13. You will now see all of the exported contact data listed in rows:

A
e irst NamvMiddle NéLsst Name Suffix  Company Departmeob Title Business $Business $Business ! usiness ré Home City Home Staf Home

1 [mrtkeJriest Namomiddle NeLast Namesuffix C Depanme.ob Title B <6l <Bl f <6 iB i stré Home City Home Sta' Hor

Julie

sane. Gibson Canads

Activity 4-4 Complete
Ready 21 Bom o - ] + 100

14. Close both Microsoft Excel and Microsoft Outlook to complete this
exercise.
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Summary

During this lesson you learned about the various settings and options that
are available to you when managing contacts. You now know how to edit
an electronic business card, as well as manage advanced contact options.
Additionally you should now feel comfortable creating contact groups,
forwarding contacts to other people, as well as exporting contacts (and
other Outlook items) to different formats.

REVIEW QUESTIONS

1. How do you view your contacts as business cards?
2. What is a contact group?
3. How do you delete a contact group using the ribbon?

4. What are the three possible options that you can use to forward
a contact?

5. What is the command sequence to launch the Import and Export
Wizard?
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LESSON 5:
SHARING WORKSPACES
WITH OTHERS

Lesson Objectives

In this lesson you will learn how to:
= Delegate access to mail folders
= Share your calendar

= Share your contacts
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TOPIC A: Delegate
Access to Mail Folders

An often forgotten Outlook feature is the ability to delegate access to
your mail folders to other people if you are using a Microsoft Exchange e-
mail account. This would be useful, for example, if you wanted to have
someone handle your e-mail on your behalf while you were away. During
this topic you will learn how to delegate access to your mail folders.

Topic Objectives
In this topic, you will learn:
= About delegates
»= About permission roles

DELEGATES

In Outlook, the term “delegates” refers to any users who have access to

another user’s mail folders. This can potentially enable them to receive,

respond to, and send e-mail on that user’s behalf depending on the level
of access that has been given to them.
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To set up delegate access, click File - Info - Account Settings -

Delegate Access:

©

Info

Open & Export

Save As

Office Account

Options

Feedback

Exit

Account Information

Contacts - jsmith

(/'] jsmith@acmewidgets.onmicrosoft.com
[ Microsoft Exchange

’Fﬂ- Account Settings
[ 1

Change settings for this account or set up maore
Account connections.

Access this account on the web.

IT Account Settings... i5.com/...ets.onmicrosoft.com/
[‘{}

Add and remove accounts or
change existing connection settings.

.. Delegate Access Change
88 Give others permission to receive
p
items and respond on your behalf. (Out of Ofﬁce)
== Download Address Book... fy others that you are out of office, on vacation, or
E‘@ Download a copy of the Global -mail messages.
Address Book.

Eh Manage Mobile Notifications
: @ Set up 5MS and Mobile
Motifications.

| : = . Ibox by emptying Deleted ltems and archiving.

@ elite.

It's about people
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This action will display the Delegates dialog box. Click Add:

Delegates can send items on your behalf, including creating and
responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, close this
dialog box, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab.

Add...

Remove

Permissions...

Properties...

Deliver meeting requests addressed to me and responses to meeting
requests where | am the organizer to:

My delegates only, but send a copy of meeting requests and
responses to me [recommended]

My delegates only
My delegates and me

OK | | Cancel

@ elite.

It's about people
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The Add Users dialog box will then display contacts from your Address
Book. Choose the desired delegate from the user list and click Add. Click
OK when you are finished:

Add Users *

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

| | Go |Oﬁ|ineGIobalﬁddress List - jsmith@acmey v| Advanced Find

| Name Title Business Phone Location |

- |

& John Smith

£
Add-> | |JaneGibson |
OK N | Cancel |

@ elite.

It's about people
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At this point, the Delegate Permissions dialog box will open and provide
you with options to customize exactly what the delegate will have access
to. When you are ready to continue, click OK:

Delegate Permissions: Jane Gibson >

This delegate has the following permissions

Calendar |Editor (can read, create, and modify items)

Delegate receives copies of meeting-related messages sent to me

:"‘ Tasks Editor [can read, create, and modify items)
E\:‘(\I Inbox Mone e
EI Contacts | MNone v

Maotes Mone w

DAutnmatically send a message to delegate summarizing these permissions

|:| Delegate can see my private items

Cancel
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The Delegates dialog box will then reflect any delegates that you have
added, as well as give you the option to choose how meeting requests
are handled. Click OK to complete the process:

Delegates .

O Delegates can send items on your behalf, including creating and

‘“, responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, close this
dialog box, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab.

Jane Gibson Add...
Remove
Permissions...

Properties...

Deliver meeting requests addressed to me and responses to meeting
requests where | am the organizer to:

@ My delegates only, but send a copy of meeting requests and
responses to me [recommended]

() My delegates only
() My delegates and me

Cancel
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PERMISSION ROLES

Permission roles are used to control what delegates can have access to.
To set permission roles on your Exchange Server mailbox, click the top
level of the mailbox (typically your e-mail address) or choose a specific
folder in the Navigation pane. Next, click Folder - Folder Permissions:

] Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook
File Home  Send/Receive [MGSESSM View  Q Tell me what you want to do
Copy Fold & % Clean Up Folder - o
opy Folder rf*j E\- _%l R E/g C:)“'II? E & E
Move Folder = (<, Delete All . '
New New Search | Rename Mark All Run Rules  Show All BB | Vicwon | Fulicy Autafcchive [ESERUY  Folder
Folder  Folder Folder DeleteFolder  3cRead  Now  FoldersAtoZ Lo RecoverDeleted ltems  Favorites  Server Settings  Permissions Properties
New Ations Clean Up Favorites  Online View Properties
5 <
4 Favorites Search Current Mailbox (Ctrl.. O | Current Mailbox ~  Accept v P Tentative » X Decline v I Propose New Time [ G
e All Unread ByDate ~  Mewest ¢ Jane Gibson John Smith
Sl 4 Two Weeks Ago Project ABC Meeting
Sent It
entems Jane Gibson el @ We couldnt find this mesting in the calendar. It may have been moved or d
Drafts Project ABC Meeting 10/15/2015
When Monday, October 19, 2015 §:00 AM-7:00 AM Location Room 2110

4 Three Weeks Ago

4 jsmith@acmewidgets.onmicr... ) “

S John Smith (Y B .
Inbox; Documents 10/8/2015 1 6
Drafts Hey John, Here are the

Sent ltems John Smith [N=] 2|7
Deleted ltems Joe's Retirement 10/8/2015

Heyall, Joe is going to be .
Clutter 3 | 8

Conversation History

Junk Email Click here to view more on Microsoft Exchange

Qutbox
RSS Feeds
I Search Folders

I Groups
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The Properties dialog will then open to the Permissions tab and provide
you with controls that you can use to choose exactly who has access to
the selected folder and what they can do:

Inbox Properties *
General Home FPage Autodrchive
Policy Permissions synchronization

Mame Permission Level
Default MNone
Jane Gibson Mone
Add... Remove Properties...
Permissions
Permission Level: | None w
Read Write
(®) Mone [] Create items
OFuII Details DCreate subfolders
[ ] Edit own
L] Edit all
Delete items Other
@Nnne |:|F::|Ider owner
) own Folder contact
A L] Folder visible

(You can assign new delegates to this folder by clicking the Add button
and remove existing ones using the Remove button.)
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Each name that is listed at the top of dialog can be assigned a permission
role that will automatically assign appropriate permissions for each
category. To do this, click to select the name of the user that you would
like to assign a permission level to and then click the Permission Level
drop-down menu:

Inbox Properties *
General Home FPage Autodrchive
Policy Permissions synchronization

Mame Permission Level
Default Mane
Jane Gibson Mone
Add... Remove Properties...
Permissions
Permission Level: |Mone vbg
Read Owner ly
Publishing Editor
(®) None Editor
(i Full Details  |Publishing Author
Authaor
Monediting Author
Reviewer
Contributor
Delete items
@Nnne |:|F::|Ider owner
) own [ ]Folder contact
Al [ Falder visible
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There are lots of different permission levels that you can choose from,
including the following:

= Owner: This permission level can be assigned to only one person
and is usually the owner of the account. This permission role
provides total permissions for everything, including read, create,
modify, and delete options.

= Publishing Editor: This role allows a delegate to read, create,
modify, and delete any item within the selected folder or account.
They are also able to create subfolders.

= Editor: This role gives the delegate permission to read, create,
modify, and delete items. They do not have permission to create
subfolders.

= Publishing Author: This role gives delegates the ability to read
and create items and subfolders. However, they can only edit or
delete items that they have created.

= Author: If a delegate is assigned this role, they are able to create
items, but they will only be able to edit or delete the items that
they themselves have created.

= Nonediting Author: This role will give a delegate the ability to
read and create items.

»= Reviewer: A delegate given this role will only be able to read
items. They will not be able to create or edit items.

= Contributor: A delegate given this role cannot view or read
existing content, but they can create items.

= None: This role will provide the delegate with no ability to read or
take action on items.

= Custom: Using the controls in lower portion of this dialog box, you
specify exactly what combination of read, write, delete, and other
permissions you would like to apply to a user.
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AcCTIVITY 5-1
Delegating Access to Mail Folders

You are going away for a few days and you would like one of your
colleagues to be able to keep an eye on your Inbox folder; however, you
only want to give them read access.

Note that students will need to pair up in order to complete this exercise.
Both students must be using a Microsoft Exchange Server e-mail account
within the same organization.

1. To begin, open Outlook 2016 and ensure that the Mail workspace is
displayed.

2. Inthe Navigation pane, click to select your Inbox folder:

4 smith@acmewidgets.onmicr...

[

Sent Items
Deleted ltems
Clutter
Conversation History
Junk Email
Outbox
RSS Feeds
I Search Folders

I Groups
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3. Click Folder = Folder Permissions:

& : Inbox - jsmith@acmewidgets.onmicrasoft.com - Outlack
File Home  Send/Receive [RESEEAN View O Tell mewhat you wantto do
Copy Folder ("\ ’T\ Al % Clean Up Folder - | e BRROLY =] °® —
= 1% i 5 ca ™ = (8
Mave Folder = 3%’ Delete All
New New Search Rename Mark All Run Rules  Show Al Showin Viewon | Policy AutoArchive  Folder  Folder
Folder  Folder Folder Delete Folder  a5Read  Now  FoldersAtoZ (i RecoverDeleted ltems  Fayorites  Server Settings. Perm\ssml%s Properties
New Adtions Clean Up Favorites  Online View Properties

4. The Properties dialog box will now be displayed with the
Permissions tab shown. Click the Add button:

Inbox Properties >

General Home Page Autohrchive
Folicy Permissions synchronization

Mame Permission Level

Default MNone

Add... % I Femove Properties...
Permissions
Permission Level: | Mone v
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6.

5.

In the Add Users dialog box, locate the contact listing for your
partner and click on it to select it:

Add Users

Search: @Name only OMore columns  Address Book

| | Go |Oﬁ‘|ine Global Address List - jsmith@acme v| Advanced Find

| Mame Title Business Phone Location |
& John Smith & 1-905-955-5454

£ >
Add > | | |

OK

Click the Add button and then click OK:

Add Users

Search: @ Mame only O More columns  Address Book

| | Go |Ofﬂir1eGIobaIAddress List - jsmith@acmey v|

Advanced Find
| Mame

Title

Business Phone Location |
[ neopon ———————————— |9

& John Smith 1-805-555-5454

<

Add -> |Jane Gibson

oK N| Cancel |

@ elite.

It's about people
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7. The name of your partner will now be listed in the upper half of the
Properties dialog box. Click to select that name:

Inbox Properties >
General Home Page Autohrchive
Policy Permissions Synchronization
Mame Permission Level
Default Maone
Jane Gibson * HNone
| Add... | | Remove | | Properties... |

@ elite.

It's about people
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8. With the name of your partner selected, click the Permission Level
drop-down and click the Reviewer permission role:

Inbox Properties >
General Home Page Autohrchive
Policy Permissions Synchronization

Mame Permission Level
Default Mane
Jane Gibson Maone
Add... Remove Properties...
Permissions
Permission Level: |Mone v
Read Owner
Publishing Editor
® None Editor
() Full Details | Publishing Authar
Author
Monediting Author
Reviewer
Contributor k
Delete items Maone
@ Mone |:|F::|Ider owner
) Own []Folder contact
Al [ ]Falder visible
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9. Review the controls in the Permissions section. You will see that
they have changed to incorporate the settings from the Reviewer
permission role:

Inbox Properties >
General Home Page Autohrchive
Policy Permissions Synchronization

Mame Permission Level
Default Mane
Jane Gibson Reviewer
Add... Remove Properties...
Permissions
Permission Level: | Reviewer v
Read Write
ONUHE DCreatE items
(®) Full Details [] Create subfolders
[ ] Edit own
[] Edit all
Delete items Other
@ Mone |:|F::|Ider owner
) Own []Folder contact
Al [«] Falder visible

10. Click OK to apply the new settings:

Cancel Apply
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11. Close Microsoft Outlook 2016 to complete this exercise.

TOPIC B: Share Your
Calendar

To facilitate the planning of meetings, tasks, and appointments, you can
share your calendar with other people. Depending on the permission
level that you choose, you can allow others to view what items you have
entered into your calendar, and your busy and free moments. Over the
course of this topic, you will learn how to share your calendar.

Topic Objectives
In this topic, you will learn:
= About the share calendar options

SHARE CALENDAR OPTIONS

There are a few different ways that you can share your calendar with
other people. You can find all of these options within the Share group of
the Home tab while the Calendar workspace is displayed:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

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

T ERE & EFEEERRERE DB |DS 0 R &

New = NewSkype Today Met7 — 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

EE} Address Book
New

New Skype Mecting  GoTo Amange % Manage Calendars Share Find

Here is an overview of these options:

= Clicking the E-mail Calendar command allows you to send a
snapshot of your calendar as an attachment. This snapshot will
only encompass a specified date range.

* The Share Calendar option allows you to grant other Outlook
users permission to access your calendar. Like other sharing
options, you can customize the level of detail that you would like
to share with others.

* Finally, the Publish Online command allows you to publish your
entire calendar on the Internet. This will allow anyone you choose
to view the calendar whether they use Outlook or not.
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@ elite.

It's about people
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Internet Calendars

Internet Calendars are simply calendars that are shared (and sometimes
managed) through the Internet. For example, Google Calendar and
Microsoft Calendar are both types of Internet Calendars. These types of
calendars usually use iCalendar format (.ics). This is a standard format
that facilitates the sharing of calendar information between people
regardless of the application that they are using to view or manage their
calendar information.



[330]

Microsoft Office Outlook 2016 Level 2

AcCTiviTY 5-2

Sharing Your Calendar with Another User

As you and a colleague will be working closely with one another for a new
project, you would like to share your calendar with them so that you can
more easily coordinate meetings.

Note that students will need to pair up in order to complete this exercise.
Both students must be using a Microsoft Exchange Server e-mail account
within the same organization.

1.

2.

3.

To begin, open Outlook 2016 to the Calendar workspace.

Click Home - Share Calendar:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlaok

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

m Ry @ EEEEE0E B B BENE &

E= Address Book
New New New Skype Today MNext7 Day Work Week Month Schedule Open  Calendar  E-mail = Share Publish Calendar
Appaintment Meeting ltems = Meting Days Week View  Calendar~ Groups~ Calendar&lﬂdav Online ~ Permissions
New Skype Meeting GoTo n Arrange G Manage Calendars Share Find

A special message window will now be open:

Sharing invitation: John Smith - Calendar - Share

! High Importance

?. > Follow Up~
Signature

op
Paste B i
= Farmat Paint ¥ LowImportance
Clipboard BasicText Tags ~
To,
ubjes
Sen

Detsils | Availability only

L

r‘ John Smith - Calendar
‘€3  Microsoft Exchange Calendar

Time will be shown as “Free,” “Busy,” “Tentative,” "Working Elsewhere,” or “Out of Office”
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4. |Inside the To field, enter the e-mail address of your partner:

Sharing invitation: John Smith - Calendar - Share

Share Insert Options Format Text Review
Cut - A mJ {1 ia. |* Fallow Up ~
A A -
Copy ! High Importance
Paste . B I U A Address Check Attach Attach Signature Zoom
- Farmat Painter Book MNames File= Item~ - ¥ Low Importance
Clipboard ] Basic Text Mames Include Tags o Zoom
To.. | [12ne Gbson; dge—
i Subject Sharing invitation: John Smith - Calendar
Send

Request permission to view recipient's Calendar
/| Allow recipient to view your Calendar

Details | ayailability only

Time will be shown as “Free,” "Busy,” "

F‘ John Smith - Calendar
&> Microsoft Exchange Calendar

Tentative,” “Working Elsewhere,” or "Out of Office”

5. Asyou would also like to view your partner’s calendar, check the

“Request permission to view recipient’s Calendar” checkbox just
below the Subject field:

Sharing invitation: Jahn Smith - Calendar - Share

Share Insert Options Format Text Review
Cut . P Ao fi «  |" FollowUp ~
N A A I V@ _#
Copy . ! High Importance
Paste B I ul|A Address Check | Attach Attach Signature Zoom
- Format Painter Brals (oo | Boo mme o Low Importance
Clipboard o Basic Text Names Include Tags &/ Zoom
Tow ‘Jane Gibson;
= bject Sharing invitation: John Smith - Calendar
Send

Request permission to view recipient's Calendar
V| Allow recipient to view your Calendar

Details | availability only

Time will be shown as ‘Free,” “Busy,” “Tentative,” “Working Elsewhere,” or “Out of Office

F‘ John Smith - Calendar
&> Microsoft Exchange Calendar
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6. At this point you can choose the level of detail that you would like
to share with the recipient. By default the “Availability only” detail
level will be applied. This will only show your calendar in sections of
“Free,” “Busy,” “Tentative,” or “Out of Office.” Using the Details
drop-down menu, choose the “Limited details” option:

Sharing request: Calendar - Share

Share Insert Options Format Text Review

L:m Eﬂ .3%@ @ i) Q. |» Follow Up -

Copy ! High Importance

Paste B I U Address Check  Attach Attach Signature Zoom
B Format Painter Book MNames Filev lem~ B ¥ Low Importance
Clipboard ] Basic Text Names Include Tags & Zoom
To... Jane Gibson;
Subject Sharing request: Calendar

send
/] Request permission to view recipient's Calendar

| Allow recipient to view your Calendar

Details | availability only -

wn as ‘Free,” "Busy,” Tentative,” "Working Elsewhere,” or "Out of Office”

’_D—| John Smith - Calendar
&3 Microsoft Exchange Calendar

7. Now any items that appear within your calendar will include the
related subject. Click the Send button:

H 5

File Share Insert Options Format Text EE

Cut 2z 2% i) « | I" FollowUp -
o EE &% 0 4

' High Impartance

Sharing request: Calendar - Share

Paste B T U Address Check Attach Attach Signature Zoom
- Format Painter Book Mames File= ltem~ - ¥ Low Importance
Clipboard [F] Basic Text MNames Include Tags  Zoom
To... Jane Gibson;
Subject Sharing request: Calendar
Send

% v| Request permission to view recipient’s Calendar

/| Allow recipient to view your Calendar

Details  (Timited details -

—
Includes the availability and subjects of calendar items only

F‘ John Smith - Calendar
&3 Microsoft Exchange Calendar
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8.

10.

A dialog box will appear that asks you to confirm your choice to
share your calendar with the recipient you entered, using the
selected permission level. Click Yes:

Microsoft OQutlock >

Share this Calendar with Jane Gibson
=jgibson@acmewidgets.onmicrosoft.com=?

Permissions: Limited details

Yes [}J I Mo I

Outlook will prepare and then send your message to the recipient.

(Note that you may see an error indicating that you cannot share
your calendar with someone due to the selected permission level. If
this is the case, change the permission level back to “Availability
only” and try again.)

Now, you and your partner should see the calendar sharing request
in your inboxes with commands to allow or deny them. Additionally,

you will be able to open the calendar by clicking Share - Open this
Calendar:

Sharing request: Calendar - Share

DQ X|v X (C 2 Beecting X Movetofolder Vo TRt (T, Il |> a}i) £ Find O\
- e B - (I' EJ Team Email v Done o OneNote R @ BT Tt [ Related ~ 2
penthis | Delete | Allow Deny [Reply Reply - o . ark Categorize Follow  Translate 0om
Al Ltz 2 Reply & Delete ¥ Create New P Actions~ oy Uon =T 1) Select~

elete Respond Quick Steps & Move Tags [ Editing Zoom S

Thu 10/29/2015 1:38 PM
John Smith
Sharing request: Calendar

h (smith@acmewidgets.onmicrosoft.com) has requested permission to view your Calendar. Allow or deny permissions by clicking the buttens above, This person has cls

r‘ John Smith - Calendar
- Microsoft Exchange Calendar

o invited you to view his or her

11. Close Microsoft Outlook 2016 to complete this exercise.
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TOPIC C: Share Your
Contacts

Just as you can share your calendar, you can share your contacts with
other people as well. Over the course of this topic you will learn how to
share your contacts with others, as well as view contacts that have been
shared with you.

Topic Objectives

In this topic, you will learn:
= About the Share Contacts command
= How to view shared contacts

SHARE CONTACTS COMMAND

If your mailbox uses Microsoft Exchange Server, you are able to share
contacts by clicking Home - Share Contacts while the People workspace
is displayed:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlaok

Home i Q Tell me what you want to do
.

° [ ] 7 ol -
e & X BONE & & &
roup New Contact New  Delete Meeting More
ontact Group  ltems~ -
New Delete Communica ite Current View

&
i
FUD

=
F2
20

il OneMote Forward = Share Open Shared
Contact - Contacts, Contacts
ctions Sharel

People Business C... Card Phone

2 B G ) b

» Z
o
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This action will display a special message window that includes your
contacts as a kind of attachment. Using the provided controls, you can
enter the e-mail address of anyone that you would like to share your
contacts with, as well as request permission to view their contacts:

Sharing invitation: John Smith - Contacts - Share

Share Insert Options Format Text Review
3 z L] 2 2
Cut E ri ‘3‘,@ MJ Iy b |> Follow Up
Copy I' High Importance
Paste B I U Address Check | Aftach Attach Signature Zoom
N Format Painter EBook Names Filer ltem~ - ¥ Low Importance
Clipboard ] Basic Text Names Include Tags 5 Zoom ~

jsmith@acmewidgets.onmicrosoft.com
=1 Te.. | [I

Send | supject Sharing invitation: lahn Smith - Contacts

Request permission to view recipient's Contacts folder

| Allow recipient to view your Contacts folder

8= John Smith - People

Microsoft Exchange Contacts

VIEW SHARED CONTACTS

If another person has shared their contacts with you, you will receive an
e-mail notifying you of this. You can then view their contacts using the
link provided in the e-mail or by clicking Home - Open Shared Contacts
while in the People workspace:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlaok

Send/Receive  Folder  View @ Tell mewhatyou want to do

) e [ i, = [ e m s 5 E:
HE & o X BE & 5 8 & ¢ Ga 0B k3 g e
Mew Group NewContact New  Delete Meeting More People  BusinessC..  Card Phone List _ | Move Mail OneNote Forward Share Open Shared
Contact Group  ltems~ - Merge Contact - Contacts | Contacts

New Delete Communicate Current View Actions Share %

Any time that you open shared contacts, a folder containing those
contacts will appear in the Navigation pane under the Shared Contacts
header.
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AcCTIVITY 5-3
Sharing Your Contacts

You are going on vacation for a week and another member of your team
needs to communicate with your clients. You would like to share your
contacts with your colleague so that they have all the contact information
that they need.

Note that students will need to pair up in order to complete this exercise.

Both students must be using a Microsoft Exchange Server e-mail account
within the same organization.

1. To begin, open Outlook 2016 and display the People workspace.

2. Click Home - Share Contacts:

Contacts - jsmith@acmewidgets.onmicrosaft.com - Outloak

Send/Receive  Folder  View  Q Tell me whatyouwantto do

e 2 B X EEIe ® E ), & Yol g

New Group New Contact New  Delete Mesting More People  Business C. Phane s _ Move Mail OneNote Forward | Share Open Shared
Contact Group  ltems~ - *  Merge Contact Coma:ws]} Contacts
New Delete  Communica te Current View Adions s

3. A special message form will now be displayed. Type your partner’s
e-mail address into the To text box:

Sharing invitation: John Smith - Contacts - Share

Insert  Options  FormatText  Review

im E;\i :o,,',@ iy Q, |> Follow Up -

! High Impartance

Cop: -
Paste B I U Address Check  Attach Attach Signature Zoom
Format Painter Book MNames Filew Item~ - ¥ Low Importance
Clipboard ] Basic Text Names Include Tags = Zoom IS
Jsmith@acmewidgets.onmicrosaft.com
=7 To.. | |lenechsen;| |

send | sypject Sharing invitation: John Smith - Contacts
Request permission to view recipient's Contacts folder

| Allow recipient to view your Contacts folder

g=| ohn Smith - People
& Microsoft Exchange Contacts
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4. Click Send:

Sharing invitation: John Smith - Contacts - Share

LT Insert Options  FormatTet  Review
Cut el &5 MJ i . |” Follow Up -
: _.2
Copy v ! High Importance
Paste B I U Address Check = Attach Attach Signature
- Format Painter Book Names File= Item~ - ¥ Low Importance
Clipboard ] Basic Text Names Include Tags [}

Jsmith@acmewidgets.onmicrosoft.com

Zoom

Zoom

=7 To.. | [JaneGbson;

Send | supject Sharing invitation: John Smith - Contacts
Request permission to view recipient's Contacts folder

/] Allow recipient to view your Contacts folder

g=| ohn Smith- People
=  Microsoft Exchange Contacts

5. Adialog box will appear that asks you to confirm your choice of
sharing your Contacts folder with the recipient you entered. Click

Yes to continue:

Microsoft Qutlook

g= Share this Contacts folder with Jane Gibson
l—éj <jgibson@acmewidgets.onmicrosoft.com=?

Permissions: Reviewer (read-only)

| ‘Fes[\SJ I

6. The message will be sent and your contacts will now be shared with
the recipient. Close Microsoft Outlook 2016 to complete this

exercise.
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Summary

Over the course of this lesson, you learned about the various ways that
you can share Outlook information with others. You should now be able
to share both your calendar and your contacts with others inside and
outside of your organization. Additionally, you should also be
comfortable delegating access to mail folders in your account.

REVIEW QUESTIONS

1. Who are delegates?

2. What is the command sequence to start setting the permission
roles for a selected folder or mailbox?

3. What are the three options available to you that you can use to
share your calendar?

4. What are the three detail levels that are available when you are
sharing your calendar with another person?

5. What is the command sequence to view any shared contacts
that you have available?
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LESSON 6:
MANAGING OUTLOOK
DATA FILES

Lesson Objectives

In this lesson you will learn how to:
= Back up Outlook data files

= Change data file settings
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TOPIC A: Back Up
Outlook Items

It is generally a good idea to back up important data on a regular basis,
including Outlook data. Outlook data files save copies of individual
Outlook items in a single file. Over the course of this topic you will learn
how to back up Outlook items using Outlook data files.

Topic Objectives
In this topic, you will learn:
= About Outlook data files

OuTLOOK DATA FILES

Outlook data files are used to hold all of the items that exist in your
Outlook mailbox. These files are created automatically when you first set
up an e-mail account on your computer and will grow as you accumulate
more items. To provide more mobility and give you an opportunity to
back up your data, you are able to create more Outlook data files that
you can then store elsewhere. You can then open this file and have
access to all of your data at the time you backed it up from any copy of
Microsoft Outlook 2016.

To back up the data in your mailbox, ensure that the top level item in the
Navigation for your mailbox is selected (usually your e-mail address):

4 jsmith@acmewidgets.onmi..
Inbox L}

Drafts

Sent ltems
Deleted [tems
Clutter

Conversation History
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Next, 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).

Office Account

Import/Export
2

Impaort or export files and settings. %

Options

Other User's Folder

Feedback &> Openafolder shared by anather user.

Enit

@ elite.

It's about people



[342] Microsoft Office Outlook 2016 Level 2

The Import and Export Wizard will then be displayed. Here, select the
“Export to a file” option and click Next:

Import and Export Wizard

Choose an action to perform:

ExEnrt R55 Feeds to an OPMKIL file

Import a VCARD file [wvef)

Import an iCalendar [.ics) or vCalendar file [wves)
Import from another program or file

Import R55 Feeds from an OPNIL file

Import R55 Feeds from the Commaon Feed List

Description

Export Qutlook information to a file for use in
other programs.

< Back | Ne:-rt:»[zl| Cancel |

The next stage will offer a few different file types that can be chosen

from. In this case, you would click “Outlook Data File (.pst)” and click
Next:

Exportto a File

Create a file of type:

Comma Separated Values
Qutlook Data File [.pst)

< Back ” Ne:-rt:»&i| Cancel |
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If you would like to back up your whole mailbox, ensure that it is selected
and click Next:

Export Qutlock Data File *

Select the folder to export from:

¥ E."g jsmith@acmewidgets.onmicrosoft.com

Elncludesubfulders

| < Back ” Mext = L\‘£| Cancel |

Finally, you can choose where you want the data file exported to and
what file name will be used. Click Finish to start the save process:

Export Outlook Data File >

Save exported file as:

Documents\Outlook Files\backup.pst  Browse...

Options

@ Replace duplicates with items exported
C}Alluw duplicate items to be created
I[:} Do not export duplicate items

<Back | Finish[ﬁ| Cancel
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Note that while you will be prompted to give this new data file a
password to protect its contents, this step is optional.

Outlook Data Files and Version Compatibility

Outlook data files that are saved using Outlook 2016 are compatible with
Outlook 2007, Outlook 2010, and Outlook 2013; however, some items in
that file may not be. In this case it is recommended that you open the
data file rather than import it directly into Outlook.
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ACTIVITY 6-1
Backing Up Outlook Items

Your inbox is starting to grow and its contents contain very important
information. To ensure that this information is never lost, you would like
to back up your inbox to an Outlook data file.

1. To begin, open Outlook 2016 and display the Mail workspace.

2. Ensure that your Inbox is selected within the Navigation pane:

4 lsmith@acmewidgets.onmicr...
Inbox
Drafts I}
Sent Items
Deleted ltems
Clutter

Conversation History
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3. Click File - Open & Export = Import/Export:

Open

Open Calendar
E Open a calendar file in Outlook (ics, wes).

Open Outlock Data File
D Open an Outlook data file (.pst).

Import/Export
Impaort or export files and settings. %

Dffice Account 2

Options

Other User's Folder

Feedback &> Openafoldershared by another user.

Exit

4. The Import and Export Wizard will now be displayed. Click the
“Export to a file” option and click Next:

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPMIL file
Export to a file

Import a WCARD file [vcf)

ﬂ‘;”"

¥, 4 Import an iCalendar (.ics) or vCalendar file [ves)
Import from another program or file
Import R55 Feeds from an OPML file

Import R5S Feeds from the Common Feed List

Description

Export Cutlook information to a file for use in
other programs.

< Back | Mext = ﬂ| Cancel |
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5. Here, you need to choose the file type that you would like to export
to. Click “Outlook Data File (.pst)” and click Next:

Export to a File

Create a file of type:

Comma Separated Values
‘v’" Outlook Data File [.pst)
¥

< Back ” Mext = [$| Cancel
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6. Now you are able to choose what folder(s) you would like to include

in the data file that you are exporting. Ensure that the Inbox folder
is selected and click Next:

Export Outlock Data File

Select the folder to export from:

A Eﬂ jsmith@acmewidgets.onmicrosoft.com »
Inbox

7 Drafts
£ Sent Items
'E,‘ Deleted ltems
[Z Calendar
Clutter
» Contacts

Conversation History
=L lnurnal
>

£

[] Include subfolders

| < Back ” N“hh‘| Cancel |
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7. You have now reached the last stage of the wizard. At this point you
need to choose where the data file will be saved to. Click Browse:

Export Qutlook Data File >

Save exported file as:

\Documents\Outlook Files\backup.pst Bmﬂse... |

W’r Options

Fy @ Replace duplicates with items exported

OAIInw duplicate items to be created
O Do not export duplicate items

<Back || Finish | Cancel

8. The Open Outlook Data Files dialog box will now be displayed. Use
the controls in this dialog box to display your desktop. Type
“Activity 6-1 Complete” into the “File name” text box and click OK:

[ Open Outlock Data Files X
4 B> ThisPC > Local Disk(C:) » Users > abcwi > Deskiop > v @ | Search Desktop y:)
Organize ¥ New folder E @

& Downloads # ~
Documents
[&] Pictures # 3

H
[ Microsoft Outlool

MOSS016_Outloo

7@ OneDrive k_2016_2_Exercise
Files

[ This PC

[ Desktop
Documents

4 Downloads

B Music

| Pictures

B Videos .

File name: | Activity 6-1 Completd -]

Save astype: Outlook data files v

[~ Hide Folders Tools =
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9. The new file name and location will now be displayed in the “Save
exported file as” text box. Click Finish:

Export Qutlook Data File >

Save exported file as:

| C:\Users\abewi\Desktop\Activity 6-1 C| [ Browse... |

Wf Options

Fy @ Replace duplicates with items exported

OAIInw duplicate items to be created
O Do not export duplicate items

<Back || FinishL\\U Cancel

10. A dialog box will now be shown that asks you add an optional
password. Typically you would do this if your information is
sensitive, but it is not required. For this example leave the password
fields blank and click OK to skip this step:

Create Qutlook Data File 4

Add optional password

Password: | |

Verify Password: | |

|:| Save this password in your password list

| ok %H Cancel |
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11.

12.

Your Inbox folder will now have been backed up into an Outlook
data file that has been created on your desktop:

Activity 6-1 Complete

a Outlook Data File
413 MB

Close Microsoft Outlook 2016 to complete this exercise.
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TOPIC B: Change Data
File Settings

Once you have created an Outlook data file, you can still customize
certain aspects of it, including the display name and password. Both of
these features will be covered during this topic.

Topic Objectives
In this topic, you will learn:
= About data file settings
* How to add a new e-mail account

DATA FILE SETTINGS

To view and modify the settings for a data file, first open that data file in
Outlook using the File = Open & Export - Open Outlook Data File
command sequence. Next, click File = Info - Account Settings -
Account Settings:

©

Account Information

Open & Export

(/'] jsmith@acmewidgets.onmicrosoft.com
l-/) Microsoft Exchange

4 Add Account

F Account Settings
ady

Change settings for this account or set up more
Account connections,

Settings ~ Access this account on the web.

Office Account 5.com/...ets.onmicrosoft.com/

IT‘ Account Settings...
.% Add and remove accounts or

dpitans change existing connection settings.
® Delegate Access Change

Feedback ®

&8P Gic 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
E‘m Download a copy of the Global -mail messages.

Address Book.

B Manage Mobile Notifications

: Set up 5MS and Mobile
Notifications, . L
. Ibox by emptying Deleted Items and archiving.



[353] Microsoft Office Outlook 2016 Level 2

Inside the Account Settings dialog box, display the Data Files tab. Select

the data file whose properties you would like to view and then click the
Settings button:

Account Settings

Data Files
Outlook Data Files

E-mail DataFiles RSS Feeds SharePointLists Internet Calendars Published Calendars Address Books

g Add.. E Settliqgs... ® setas Default X Remove [E5) Open File Location...

M\T -
Mame Location

joibson@acmewidg... Ch\Users\abowitAppDataiLlocalMicrosoft\Outlookjgibson@acmewidgets.on...
Q jsmith@acmewidget... Ch\Users\abowinAppDatatlocal\MicrosoftyOutlookljsmith@acmewidgets.onmi...
[ m o Cutlook Data File ChlUsers\abowitDesktop\Example.pst

Select a data file in the list, then click Settings for more details or click Open File Location to Tell Me More.
display the folder that contains the data file. To move or copy these files, you must first shut
down Cutloak,
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This action will display the Outlook Data File dialog box. The settings in
this dialog box can be used to change the display name, change the
password (or apply one), compact the file to reduce its file size, and add

comments:

Change Password...

Cutlook Data File

General

Mame: Qutlook Data File

Filename: | C\Users\abowi\Desktop'\Example.pst

Format: | Cutlook Data File

Changes the password used to
access the Qutlook data file

Reduces the size of your Cutlook

Compact Now | 45 file

Comment

Cancel Apply

Click OK to save your changes.

ADD A NEW E-MAIL ACCOUNT

To add a new e-mail account to Outlook, click File = Info > Add Account:

Info

Open & Export

Save As

Office
Account

Feedback

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Account Information

(/'j jsmith@acmewidgets.onmicrosoft.com
[ %2 Microsoft Exchange

+ Add A(:oumL\)

° Add an email account or other connection.
& -

Change settings for this account or set up mare connections.
Account

Settings ~

Access this account on the web,
https://outlook.office365.com/owa/acmewidgets.onmicrosoft.com/
Get the Outlook app for iPhone, iPad, Android, or Windows 10 Mobile.

Change
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Then, the Welcome to Outlook dialog will open. Enter your e-mail
address in the provided field and click Connect:

Welcome to Outlook

Enter an email address to add your account.

|jsmith@gmail‘c0m | - |

Advanced options v

Then, enter your password and click Connect:

©

Enter the password for jsmith@gmail.com

The account will then be added to Outlook. It will be accessible from the
Navigation pane as a separate set of folders.
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ACTIVITY 6-2
Changing Data File Settings

While you have recently backed up your Inbox folder by saving it as an
Outlook data file, you would like to make a few minor changes to the
details of that file.

1. To begin, open Outlook 2016. Open the Activity 6-2 data file by
clicking File - Open & Export - Open Outlook Data File:

Open

Open Calendar
E Open a calendar file in Outlook (.ics, wes).

Open Outlook Data File
D Open an Outlook data file (.pst).

. - Import/Export
Office Account €= Import or export files and settings.
Options
Other User's Folder
Feedback Open a folder shared by another user.

Exit
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2. The Open Outlook Data File dialog box will now be displayed. Inside
your Exercise Files folder, find and select the Activity 6-2.pst file.

Click OK:

[ Open Outlook Data File X

< v 4 < Starting Files for Activities » Lesson v O Search Lesson 6 »

Organize « Mew folder B~ [ o

# Quick access MName Date modified Type Size

[ Desktop Activity 6-2 11/3/2015 2:01 PM Outlook Data File 18121 KB
& Downloads
|Z| Documents
&= Pictures
Bﬁ Microsoft Outlook

‘@ OneDrive

3 This PC
[ Desktop
@ Documents

‘ Downloads w

File name: | Activity 6-2 v| |outicok Data File

Tools = Cancel
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3. The selected Outlook data file will now be open within the
Navigation pane:

4 lsmith@acmewidgets.onmicr...
Inbox
Drafts
Sent [temns
Deleted ltems
Clutter
Conversation History
Junk Email [1]
Outbox
R55 Feeds

I Search Folders

I Groups

F EXAMPIE —
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4. Open the Account Settings dialog box by clicking File = Info -
Account Settings - Account Settings:

C)

Info

Open & Export

Office Account

Options

Feedback

Exit

Account Information

R

jsmith@acmewidgets.onmicrosoft.com

Microsoft Exchange

4 Add Account

@ Account Settings
[

Change settings for this account or set up more
Account connections.

Access this account on the web.

Account Settings...
Add and remove accounts or
change existing connection settings.

Delegate Access

Give others permission to receive
items and respond on your behalf,
Download Address Book...
Download a copy of the Global
Address Book.

Manage Mobile Notifications

Set up SMS and Mobile
Meotifications.

i5.com/...ets.onmicrosoft.com/

Change
(Qut of Office)

fy others that you are out of office, on vacation, or
-mail messages,

Ibox by emptying Deleted ltems and archiving.

5. The Account Settings dialog will now be shown. Click the Data Files

tab:

Account Settings

E-mail Accounts

You can add or remove an account, You can select an account and change its settings.

E-mail Datalges RS5 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

édl New.. SB Repair.. % Change.. @ SetasDefault % Remove # @
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6. All of the currently open Outlook data files will be listed. Click to
select the Example data file and then click Settings:

Account Settings

Data Files
Cutlook Data Files

E-mail DataFiles RSSFeeds SharePoint Lists Internet Calendars Published Calendars Address Books

g Add... 0 settings... @ Setas Default X Remove [ Open File Location...
I

Mame b

Location

ChUserstabowil\Desktop\MOS5016_Outlook_2016_2_ExerciseFiles\Starting File...
ChlserstabowitAppData\Local\Microsoft\Outlook'\jsmith@@acmewidgets.onmi..

o jsmith@acmewidget..,

Select a data file in the list, then click Settings for more details or click Open File Location to Tell Me More.
display the folder that contains the data file, To move or copy these files, you must first shut
down Cutlook.

Close
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7. The Outlook Data File dialog box will now be displayed with the
settings for the data file that you just opened:

Qutlook Data File >
General
MName: Example

Filename: | CohUsersiabowiDesktop \MOS5016_Outlook_201 6_|

Format: | Cutlook Data File |

Changes the password used to

S IEIE el access the Cutlook data file

Reduces the size of your Cutlook

Compact Now | 5¢5 file

Comment

Cancel Apply
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8. Change the display name by replacing the text inside the Name text
box with “Activity 6-2 Complete.”

Qutlook Data File >
General
MName; Activity 6-2 Cnmplete|

Filename: | CohUsersiabowiDesktop \MOS5016_Outlook_201 6_|

Format: | Cutlook Data File |

Changes the password used to

S IEIE el access the Cutlook data file

Reduces the size of your Cutlook

Compact Now | 5¢5 file

Comment

Cancel Apply
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9. Now click the Change Password button:

Qutlook Data File >
General
Mame: Activity 6-2 Complete

Filename: | CohUsersiabowiDesktop \MOS5016_Outlook_201 6_|

Format: | Cutlook Data File |

Changes the password used to

|Change Prgsswurd... | access the Cutlook data file

Reduces the size of your Cutlook

Compact Now | 5¢5 file

Comment

Cancel Apply

10. The Change Password dialog box will now be displayed. As there is
no password currently applied to this data file, leave the “Old
password” text box blank. Next, type “password” into the two
remaining fields and click OK:

Change Password x

Change the passwaord for Activity 6-2:

Old password: |

MNew password: | [TIIIITT]

Verify password: | --------|

|:| Save this password in your password list
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11. With the new password now applied, click OK to apply the new
settings and close this dialog box:

Qutlook Data File >
General
Mame: Activity 6-2 Complete

Filename: | CohUsersiabowiDesktop \MOS5016_Outlook_201 6_|

Format: | Cutlook Data File |

Changes the password used to

R F‘asswurd...l access the Cutlook data file

Reduces the size of your Cutlook

Compact Now | 5¢5 file

Comment

Cancel Apply

12. Back at the Account Settings dialog box, you will now see the new
name you applied:

Account Settings >

Data Files
Cutlook Data Files

E-mail DataFiles RSsFeeds SharePoint Lists Internet Calendars Published Calendars Address Books

g Add... @Settings... QSetasDefauIt }(Remove laOpenFiIeLocation...

MName Location

stmith@acmewidget... ChUserstabowitAppData\Local\Microsoft\Outlook\jsmith@acmewidgets.onmi...
Activity 6-2 Complete  Ch\Users\abowil\Desktop\MOS5016_Outlook_2016_2_ExerciseFiles\Starting File...

13. Click Close to close this dialog box and then close Outlook 2016 to
complete this exercise.
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Summary

Over the course of this lesson, you learned how you can use Outlook data
files to back up your data. Additionally, you learned how to modify the
settings of any data file that you currently have open in Outlook 2016 and
how to add a new e-mail account.

REVIEW QUESTIONS

1. What is the file extension for an Outlook data file?

2. What is the command sequence to display the Import and
Export Wizard?

3. What do you do if you do not want a password applied to a data
file that you are exporting?

4. What dialog box do you first need to open before accessing data
file settings?

5. What settings can be modified for an Outlook data file?
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LESSON 7:
MANAGING E-MAIL
SECURITY

Lesson Objectives

In this lesson you will learn how to:

= Configure e-mail message security settings
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TOPIC A: Configure E-
mail Message Security
Settings

It is important to remember that e-mail is inherently insecure. Due to its
design and protocols, e-mail is not protected while in transit from one e-
mail address to another. However, Outlook does provide support for
encryption, digital signatures, and other features that can help protect
your data. During this topic, you will learn about some of the e-mail
message security settings that Outlook has to offer.

Topic Objectives
In this topic, you will learn:
= About encryption
= About digital signatures
= About digital ID’s
= About Information Rights Management (IRM)

ENCRYPTION

Encryption is the process of changing a file or object so that it is
unreadable unless an encryption key is provided. This process is powered
by complex algorithms that vary in strength and are used to both encrypt
and decrypt items.

Outlook 2016 natively supports basic encryption that can be used to
encrypt both the message that you send and any attachments that have
been included. The type of encryption that it uses is called asymmetric
cryptography (also known as public-key cryptography); this means that
two separate keys are used to encrypt and decrypt your messages. The
first key is called a public key and it is used to actually encrypt your
message. The second key is the private key, which your recipient must
have in order to actually read the encrypted message that you are
sending. This whole system relies on a digital ID, which acts as a type of
identification.
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To encrypt a single message, open it in the Message window and click the
Message Options dialog box launcher button in the lower right-hand
corner of the More Options group on the Options tab:

Untitled - Message (HTML)

Message Insert Options Format Text Review 2 Tell me what you want to do
Colors ~ - - 0.4 . . ! (7.‘. [ ]
Azl B i= = Request a Delivery Receipt "W/ 37—
fa ] quest a Delivery Receipf
rarts- = | WS = %
Themes Effects~ age Becc Permission  Use Voting Request a Read Receipt Save Sent Dglay Dlrect
- D Effects ™ jar - Buttons - [tem To = Delivery Replies To
Themes Show Fields | Permission Tracking F] More Options

This action will display the Properties dialog box. Click the Security

Settings button:

B

|:| Use voting buttons

|:| Request a read receipt for this

message

|:| Request a delivery receipt for this message

Properties *
Settings Security
Importance | Mormal V Change security settings for this message.
Sensitivity | Mormal e | Security settings... |
|:| Do not AutoArchive this item
Voting and Tracking options
w

Delivery options
(T':' O DHaverepliessenttn
=

DDG not deliver before | None

|:|Expires after None

Save copy of sent message
Contacts...

Select Mames...

12:00 AM
12:00 AM

- MNone

Categories

Close
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In the Security Properties dialog box, check the “Encrypt message
contents and attachments” checkbox and click OK:

Security Properties *

Encrypt message contents and attachments s
|:|Add digital signature to this message

|:| Send this message as clear text signed

|:| Request 5/MIME receipt for this message

Security

Security setting:

<Automatics ~ | | Change Settings...
Security Label

Policy <None= ~ | | Configure...

Cancel

Close the Properties dialog box. At this point you can then continue to
compose and send your message.

(Note that if you do not have a digital ID enabled, an error message will
be displayed.)

DIGITAL SIGNATURES

Digitally signing electronic files is like signing a check or a legal document:
the signature confirms your identity. For electronic messages like e-mail,
it also provides reassurance to the recipient that the message really came
from you. Additionally, digital signatures will become invalid if the
information was modified in any way during transit, notifying you of any
tampering.
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To digitally sign a message that you are sending, click the Message
Options dialog box launcher button in the lower right-hand corner of the
More Options group on the Options tab:

Untitled - Message (HTML)

Message Insert Format Text Review Q Tell me what you want to do
Caolors = -] o4 . . - ) ®
Ay B i = Request a Delivery Receipt "W 3
Aa) =] quest a Delivery Receipf
Fonts - == Q ‘Q—
Themes Effecte - Page Bec Permission = Use Voting Request a Read Receipt Save Sent D?hy D||.'ect
- D Effects ™ cqjar - Buttons ~ Item To ~ Delivery Replies To
Themes Show Fields | Permission Tracking P} Mare Options FE?

This action will display the Properties dialog box. Click the Security
Settings button:

Properties >
Settings Security
Importance | Mormal > Change security settings for this message.
Sensitivity | Mormal e ‘ Security Settings... |

|:| Do not AutoArchive this item
Woting and Tracking options

D_ []Use voting buttons w
[} 1=

|:| Request a delivery receipt for this message

|:| Request a read receipt for this message

Delivery options

(T':' O |:|Ha1.re replies sent to Select Names...
i

|:| Do not deliver before | None 12:00 AM

|:| Expires after MNone 12:00 AM

Save copy of sent message
Contacts...

Categories w Mone |

Close
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Inside the Security Properties dialog box, check the “Add digital signature
to this message” checkbox:

Security Properties *

|:| Encrypt message contents and attachments
Add digital signature to this message s
|:| Send this message as clear text signed

|:| Request 5/MIME receipt for this message

Security

Security setting:

<Automatics ~ | | Change Settings...
Security Label

Policy <MNone= ~ | | Configure

You can then choose to send this message as clear text signed if
recipients don’t use an e-mail client that supports S/MIME security.
Additionally, you can choose to be notified when the message is received
without being tampered with by requesting an S/MIME receipt. As the
name implies, this feature requires that the receiver uses an e-mail client
that supports the S/MIME security standard. (You will learn more about
this security standard shortly).

Click OK to apply your new settings and close the Properties dialog box.
From there you can continue to compose and send your message, which
is now digitally signed. (Note that if you do not have a digital ID enabled,
an error message may be displayed.)

Secure/Multipurpose Internet Mail Extensions

Secure/Multipurpose Internet Mail Extensions (S/MIME) is a standard e-
mail protocol that is used to provide e-mail encryption as well as digital
signatures. It does this using your digital ID.
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DIGITALID

A digital ID, also known as a digital certificate, is used to identify who
you are. Many applications, including Outlook, use digital ID’s to help
prove your identity to the recipient of a message or file. Typically a digital
ID is comprised of your public key, name and e-mail address, certification
authority that issued your digital ID, expiration date, and few other items.

INFORMATION RIGHTS MANAGEMENT

Information Rights Management (IRM) is used by both regular users and
administrators to control access to documents and other files. By doing
this it can prevent sensitive information from being forwarded, copied, or
printed by unauthorized users. Additionally, once permissions for a file
have been restricted, those restrictions will apply to a file no matter
where it is stored as these permissions are stored within the files
themselves.

When working with Outlook 2016, IRM can be used to control how
recipients can interact with any messages and attachments that you send
them. This includes preventing recipients from being able to forward a
message, print a message, and/or copy its contents.

Windows Rights Management Services

In order to use IRM in conjunction with Outlook 2016, you need to have
Windows Rights Management Services (RMS) installed on your computer.
While Windows Vista, Windows 7, Windows 8, and Windows 10 all
include this functionality by default, you will need to download and install
RMS if you use Windows XP.
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Summary

During this lesson you learned about some of the security features that
Outlook has to offer. You should now be comfortable with the idea of
encryption and how digital signatures work to protect your messages.
Additionally, you should now be familiar with the concept of digital ID’s
and Information Rights Management.

REVIEW QUESTIONS

1. If you encrypt a message that has an attachment, is the
attachment encrypted as well?

2. What are the two types of encryption keys that are required in
order for asymmetric cryptography to work?

3. What do digital signatures do?
4. What type of organization provides digital ID’s?

5. What is Information Rights Management used for?
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LESSON LABS

Lesson 1

LESSON LAB 1-1

Objective

Briefing

Task

Hints

Sample Data

To understand how to configure advanced
message options.

You need to send a progress update to one of the
executives in your company. While you already
have the text of the message entered, you would
like to add a chart, as well as change the
important and sensitivity levels.

In the space that has been provided in the Sample
Data message, insert a line chart. Use the default
data that appears in the Excel worksheet;
however, remove the data from the fifth row.
Change “Series” to “Product” in each instance.
Change “Category 1” to “April,” “Category 2” to
“May,” and “Category 3” to “June.”

Change the sensitivity level to Confidential and
the importance level to High.

When you are done, save your message as Lesson
Lab 1-1 Complete.

Lesson Lab 1-1
Cutlook Item
19.0 KB
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Lesson 2

LESSON LAB 2-1

Objective

Briefing

Task

Hints

Follow-Up
Questions

To understand how to sort, filter, and organize
messages.

Your mailbox is starting to grow and you would
like to make sure that important messages are
brought to your attention.

Sort the messages in your inbox by the date
received, then by attachment. Ensure that the
date received criteria is sorted in descending
order while the attachment criteria is in
ascending order.

Add conditional formatting that will help identify
any message that you receive from your
instructor or supervisor as important.

When adding the conditional formatting, try
having the messages sent by your instructor or
supervisor marked with bold red text to help
them stand out.

Try applying a filter that will only display
messages from your instructor or supervisor.
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LESSON LAB 2-2

Objective

Briefing

Task

Hints

Follow-Up
Questions

To understand how to search your messages and
manage your inbox.

You are continuing to organize your inbox. As you
frequently communicate with your supervisor,
you would like to create a search folder that only
lists e-mails from them. Additionally, you need to
archive your inbox.

Create a search folder that will display only e-
mails sent to you by your instructor or your
supervisor.

Archive your inbox so that items older than three
months are archived.

It may be a good idea to leave the default archive
file location unchanged so that you don’t
accidently delete it.

Add your instructor or supervisor’s e-mail address
to the Safe Senders list.
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Lesson 3

LESSON LAB 3-1

Objective

Briefing

Task

Hints

Follow-Up
Questions

To understand how to manage advanced
calendar and availability options.

You would like to make sure that your calendar
and availability options are configured properly.

Ensure that the work time, work week, and time
zone options correspond to your schedule and
location.

Make sure that the Free/Busy permission level for
your calendar is set to “Free/Busy time.”

Remember that you can check the Free/Busy
information settings for your calendar by clicking
the Free/Busy Options button in the Calendar
category of the Outlook Options dialog box.

If you have not already done so, add holidays
celebrated by your country to your calendar.
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LESSON LAB 3-2

Objective

Briefing

Task

Follow-Up
Questions

To understand how to work with calendar groups
and manage meeting responses.

You are going to be working closely with a
colleague, so you would like to create a calendar
group to facilitate planning.

Pair up with another student. Create a calendar
group that includes your partner’s calendar.

Create a meeting request for 1:00 PM tomorrow
and send it to your partner. Once they have
responded, use the Tracking command to view
the information for this meeting.

Have your partner send you a meeting request
for tomorrow at 2:00 PM, but decline the
request.
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Lesson 4

LESSON LAB 4-1

Objective

Briefing

Task

Hints

To understand how to edit electronic business
cards and manage contacts.

You would like to modify your colleague’s
electronic business card to include only the most
important information. Additionally, you want to
share a contact group that includes the other
members of your team with your partner.

Pair up with another student. Ensure that your
partner is an Outlook contact. Modify their
electronic business card to include only their
name, job title, phone number, and e-mail
address.

Create a contact group that includes at least two
contacts. Forward this contact group to your
partner.

You can forward a contact group by clicking
Home - Forward Contact - As an Outlook
Contact.
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LESSON LAB 4-2

Objective

Briefing

Task

Hints

To understand advanced contact options and
how to export contacts.

A colleague of yours needs the information from
one of your contacts. Additionally, you would like
to back up your Contacts folder.

Pair up with another student. Forward one
contact from your contacts list to your partner as
a business card.

Then, export your contacts folder as an Outlook
data file (.pst) to your desktop.

You can access the Import and Export Wizard by
clicking File > Open & Export = Import/Export.
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Lesson 5

LESSON LAB 5-1

Objective

Briefing

Task

Hints

To understand how to delegate access to mail
folders and share your calendar with others.

Due to unforeseen circumstances, you will be
unable to attend work for the next week. To
ensure that your obligations are taken care of,
you would like to share your calendar with a
colleague and delegate access to your inbox to
them.

Pair up with another student. Delegate access to
your inbox to this person. Ensure that they have

only read permissions. Then, share your calendar
with your partner using e-mail.

To delegate access to your inbox, click File = Info
- Account Settings - Delegate Access.
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Lesson 6

LESSON LAB 6-1

Objective

Briefing

Task

Hints

Follow-Up
Questions

To understand how to back up Outlook items and
manage Outlook data files.

As your inbox contains lots of important
information, you would like to back it up to
protect it from data loss.

Backup your Inbox folder as an Outlook data file
(.pst) using a password of your choice. To ensure
that it was backed up properly, open this data
file. Change the display name to Lesson Lab 6-1.

To open an Outlook data file, click File = Open &
Export & Open Outlook Data File.

Change the password for your Outlook data file to
“password.”
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CouRseE WRAP-UP

Post-Course Assessment

1. What does Bcc stand for?
A. Blind Carbon Copy
B. Backup Carbon Copy
C. Business Credit Card
D. Business Communication Cards

2. What is the default junk e-mail filter setting?
A. No Automatic Filtering
B. Low
C. High
D. Safe Senders list only

3. What happens if your mailbox exceeds its soft lower limit?
A. You will stop receiving e-mail
B. Old items in your mailbox will be deleted
C. You won’t be able to send messages
D. Your account will be frozen

4. Where can you quickly view the size of your mailbox?
A. File & Info
B. Home - Print
C. File - Open
D. File - Office Account

5. What is a calendar group?
A. A collection of user’s calendars
B. A type of meeting
C. Atype of appointment
D. A group of users who can see your calendar

6. Which of the following is a format that you can use to forward a
contact?
A. Business card
B. Outlook contact
C. Internet Format (vCard)
D. All of the above
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7. The three response options that are available when you receive
a task request are Accept, Decline, and
A. Tentative Accept
B. Assign Task
C. Tentative Decline
D. Busy

8. Which of the following is a permission role?
A. Nonediting Author
B. Designer
C. Junior Editor
D. All of the above

9. What is the file extension for an Outlook data file?

A. .txt
B. .psd
C. .pst
D. .exe

10. What are the two separate keys that are used to encrypt and
decrypt your messages?
A. Detail Key and Simple Key
B. 256 Bit Key and 128 Bit Key
C. Public Key and Private Key
D. Encrypt Key and Decrypt Key
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Course Summary

Congratulations on completing the second part of Microsoft Outlook
2016 training. During this course, you learned how to:

= |nsert advanced characters and objects into messages

= Modify message settings, properties, and options

= Use automatic replies

= Sort, filter, organize, and search messages

= Manage junk mail

= Manage your mailbox

» Manage advanced calendar and availability options

= Create calendar groups

* Manage meeting responses

= Assign and manage tasks

= Edit an electronic business card

= Manage advanced contact options

»  Forward and export contacts

= Delegate access to mail folders

= Share your calendar and your contacts

= Back up Outlook items

» Change data file settings

= Manage e-mail security

You should now feel comfortable changing advanced message options
and using advanced message management tools. Additionally, you should
be familiar with many of the management features that are available in
the Calendar and People workspaces. You should now understand how
Outlook can be used to delegate tasks to other people, share your
workspaces with others, and record activity in the journal. Finally, you
should be comfortable backing up the items in your mailbox and have an
understanding of how e-mail security can be managed.
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Answer Keys

LESSON 1 REVIEW QUESTIONS

1. What is the easiest way to enter a hyperlink into the body of a
new message?

The easiest way to enter a hyperlink into the body of a new message is to
simply type the URL and add a space at the end or press the Enter key.

2. What is the combo chart type?
The combo chart type will combine the features of the bar chart and the
line chart. This could be useful if you are comparing values in different

categories.

3. What are the four sensitivity levels that can be assigned to a
message?

The four sensitivity levels that can be assigned to a message are normal,
personal, private, and confidential.

4. What is the command sequence to toggle the Bcc field in a new
message?

To toggle the Bcc field in a new message, click Options - Bcc.
5. Automatic replies can be different based on what?
Automatic replies can be different based on if the message that is

received is from an internal e-mail address or one from outside the
organization.



[389]

Microsoft Office Outlook 2016 Level 2

LESSON 2 REVIEW QUESTIONS

1. What dialog box do you first need to open in order to display
either the Sort dialog box or the Filter dialog box?

In order to display either the Sort dialog box or the Filter dialog box, you
first need to open the Advanced View Settings dialog box.

2. What does conditional formatting do?

Conditional formatting will apply formatting to objects based on a
previously set list of conditions.

3. Where can you find the options that configure how search works
in Outlook 20167

The options to configure how search works in Outlook 2016 are found in
the Outlook Options dialog box, inside the Search category.

4. What is the default junk e-mail filter level?
The default junk e-mail filter level is No Automatic Filtering.
5. What is the easiest way to view the size of your mailbox?

The easiest way to view the size of your mailbox is to click File = Info,
and then examine the Mailbox Settings section.
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LESSON 3 REVIEW QUESTIONS

1. How do you open the Outlook Options dialog box?
To open the Outlook Options dialog box, click File - Options.

2. Where can you toggle the weather information that appears on
your calendar?

You can toggle the weather information that appears on your calendar,
within the Calendar category of the Outlook Options dialog box.

3. What is the command sequence to create a new calendar group?

The command sequence to create a new calendar group is Home =
Calendar Group - Create New Calendar Group.

4. How do you view a list of meeting attendees and their
attendance statuses?

To view a list of attendees and their attendance statuses, click Meeting -
Tracking.

5. How do you view and/or add more details to a task?

To view and/or add more details to a task, click Task > Details with the
Task window open.
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LESSON 4 REVIEW QUESTIONS

1. How do you view your contacts as business cards?

To view your contacts as business cards, open the People workspace and
click View - Business Card:

2. What is a contact group?

A contact group is a single contact that represents multiple people in a
list. This makes sending group e-mails easy and efficient.

3. How do you delete a contact group using the ribbon?

To delete a contact group using the ribbon, click to select the contact
group listing in the People workspace and then click Home = Delete.

4. What are the three possible options that you can use to forward
a contact?

These three formats are “As a Business Card,” “In Internet Format
(vCard),” and “As an Outlook Contact.”

5. What is the command sequence to launch the Import and Export
Wizard?

The command sequence to launch the Import and Export Wizard is File -
Open & Export - Import/Export.
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LESSON 5 REVIEW QUESTIONS

1. Who are delegates?
Delegates are any users who have access to another user’s mail folders.

2. What is the command sequence to start setting the permission
roles for a selected folder or mailbox?

This command sequence is Folder - Folder Permissions

3. What are the three options available to you that you can use to
share your calendar?

The three options that can be used to share your calendar are E-mail
Calendar, Share Calendar, and Publish Online.

4. What are the three detail levels that are available when you are
sharing your calendar with another person?

The three detail levels that are available when you are sharing your
calendar with another person are “Availability only,” “Limited details,”
and “Full details.”

5. What is the command sequence to view any shared contacts
that you have available?

The command sequence to view contacts that have been shared with you
is Home - Open Shared Contacts (while in the People workspace).
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LESSON 6 REVIEW QUESTIONS

1. What is the file extension for an Outlook data file?
The file extension for an Outlook data file is .pst.

2. What is the command sequence to display the Import and
Export Wizard?

This command sequence is File - Open & Export = Import/Export.

3. What do you do if you do not want a password applied to a data
file that you are exporting?

In this situation, you would leave the password fields in the Create
Outlook Data File dialog box blank and click OK to continue.

4. What dialog box do you first need to open before accessing data
file settings?

In order to access data file settings, you first need to open the Account
Settings dialog box.

5. What settings can be modified for an Outlook data file?
The available data file settings include the ability to change the display

name, change the password (or apply one), compact the file to reduce its
file size, and add comments.
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LESSON 7 REVIEW QUESTIONS

1. If you encrypt a message that has an attachment, is the
attachment encrypted as well?

Yes. If you encrypt any message that includes an attachment that
attachment will be encrypted as well.

2. What are the two types of encryption keys that are required in
order for asymmetric cryptography to work?

The two types of encryption keys that are required in order for
asymmetric cryptography to work are the private key and the public key.

3. What do digital signatures do?

Digital signatures confirm your identity to the message receiver and
prove that the message was not tampered with during transit.

4. What type of organization provides digital ID’s?
Certificate Authorities (CA’s) provide digital ID’s.
5. What is Information Rights Management used for?

Information Rights Management (IRM) is used by both regular users and
administrators to control access to documents and other files.



[396]

Microsoft Office Outlook 2016 Level 2

Post-Course Assessment

1. What does Bcc stand for?

A.

B.
C.
D.

Blind Carbon Copy

Backup Carbon Copy

Business Credit Card

Business Communication Cards

Bcc stands for Blind Carbon Copy.

2. What is the default junk e-mail filter setting?

A.

B.
C.
D

No Automatic Filtering
Low
High

. Safe Senders list only

The default junk e-mail filter setting is No Automatic Filtering.

3. What happens if your mailbox exceeds its soft lower limit?

A.

B.
C.
D

You will stop receiving e-mail
Old items in your mailbox will be deleted
You won’t be able to send messages

. Your account will be frozen

If your mailbox exceeds its soft lower limit, you won’t be able to send
messages; however, you will still receive mail.

4. Where can you quickly view the size of your mailbox?

A.

B.
C.
D.

File = Info

Home - Print

File = Open

File = Office Account

To quickly view the size of your mailbox, click File = Info and examine the
Mailbox Settings section.
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5. What is a calendar group?

A.

B.
C.
D.

A collection of user’s calendars

A type of meeting

A type of appointment

A group of users who can see your calendar

A calendar group is a collection of user’s calendars that are displayed
within the Calendar workspace.

6. Which of the following is a format that you can use to forward a
contact?

A.

B.
C.
D

Business card
Outlook contact
Internet Format (vCard)

. All of the above

All of these options are formats that you can forward a contact as.

7. The three response options that are available when you receive
a task request are Accept, Decline, and

A.
B.
C.
D.

Tentative Accept
Assign Task
Tentative Decline
Busy

The three response options that are available to you when you receive a
task request are Accept, Decline, and Assign Task.

8. Which of the following is a permission role?

A.

B.
C.
D.

Nonediting Author
Designer

Junior Editor

All of the above

Nonediting Author is a permission role.
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9. What is the file extension for an Outlook data file?

A.

B.
C.
D

txt

.psd
.pst
.exe

The file extension for an Outlook data file is .pst.

10. What are the two separate keys that are used to encrypt and
decrypt your messages?

A.

B.
C.
D.

Detail Key and Simple Key
256 Bit Key and 128 Bit Key
Public Key and Private Key
Encrypt Key and Decrypt Key

The two separate keys that are used to encrypt and decrypt your
message are the Public Key and the Private Key.
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APPENDICES

Keyboard Shortcut Quick Reference Sheet

Go to the Search text box F3 or Ctrl + E
<
[S)
& | Use Advanced Find Ctrl + Shift + F
]
Find a contact F11
Go to Mail workspace Ctrl+1
" Go to Calendar workspace Ctrl + 2
Q
(8]
§ Go to People workspace Ctrl +3
=z
30 Go to Tasks workspace Ctrl+ 4
()}
Eg Go to Notes workspace Ctrl+5
o
=
Go to Folder List view Ctrl+6
Go to Shortcuts view Ctrl+7
Send an e-mail message Alt+S
Go to next message while in Message Ctrl +.
window
£ | Go to previous message while in Message Ctrl +,
qé window
8
€ | Flag message for follow-up Ctrl + Shift + G
(C
2 .
o Delete item Ctrl+D
(5]
(7]
@ | Printitem Ctrl +P
=
Reply to an e-mail Ctrl + R

Reply to all recipients of an e-mail

Ctrl + Shift + R

Open the Address Book

Ctrl + Shift + B
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Insert a hyperlink Ctrl + K
Apply bold formatting Ctrl+B
Apply underlining Ctrl+ U
Apply italic formatting Ctrl +1
.g Highlight text Ctrl + Alt+H
§ Align text to left Ctrl + L
e
% Align text to right Ctrl +R
é Increase font size Ctrl + Shift +.
Decrease font size Ctrl + Shift +,
Check spelling F7
Undo Ctrl+2
Redo Ctrl+Y
Create a new item of the default type for the | Ctrl+ N
current workspace
Create a new appointment Ctrl + Shift + A
Create a new meeting request Ctrl + Shift + Q
é Create a new contact Ctrl + Shift + C
g‘ Create a new contact group Ctrl + Shift + L
E Create a new e-mail message Ctrl + Shift + M
Create a new task Ctrl + Shift + K
Create a new task request Ctrl + Alt + Shift
+U
Create a new note Ctrl + Shift + N
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Mapping to Microsoft Office Exam Outlook

2016 77-731

Many of our courses can be used to prepare for Microsoft Office
Specialist certifications. The following tables list the requirements for
Microsoft Office Outlook 2016 Exam 77-731 and where they can be found
in the Microsoft Outlook 2016 courseware.

Skill Area 1: Manage the Outlook Environment for Productivity

Skill Area

Customize Settings

Print and Save
Information

Key Lessons

Customize reply
messages

Change text formats
for all outgoing
messages

Customize the
Navigation Pane

Configure reviews

Manage multiple
accounts

Add an account

Print message,
calendar, contact, or
task information

Save message
attachments

Preview attachments

Save messages in
alternate formats

Export messages to a

Relevant Course Area

Part 1, Lesson 3-A

Part 1, Lesson 3-A

Part 2, Lesson 1-B

Part 1, Lesson 3-C

Part 2, Lesson 1-B

Part 2, Lesson 6-B

Part 1, Lesson 1-B
Part 1, Lesson 5-D
Part 1, Lesson 6-B
Part 1, Lesson 7-A

Part 1, Lesson 2-D

Part 1, Lesson 3-B

Part 2, Lesson 2-F

Part 2, Lesson 6-A
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Perform Search
Operations in Outlook

data file

Create new search
folders

Search for items in
messages, tasks,
contacts, or calendars

Search by using
advanced find

Search by folder

Part 2, Lesson 2-D

Part 1, Lesson 5-B
Part 1, Lesson 6-B
Part 1, Lesson 7-B
Part 2, Lesson 2-D

Part 2, Lesson 2-D

Part 2, Lesson 2-D
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Skill Area 2: Manage Messages

Skill Area

Configure Mail
Settings

Create Messages

Key Lessons

Set fonts for new
messages and responses

Create, assign, and
modify signatures

Create and manage
rules

Create automatic replies

Create messages by
using Quick Parts

Configure Junk Email
and Clutter settings

Create a message

Add or remove message
attachments

Add cc and bcc to
messages

Add tracking and voting
options

Forward and reply to
messages

Request a delivery or
read receipt

Redirect replies

Flag outgoing messages
for follow up,
importance, and
sensitivity

Relevant Course Area

Part 1, Lesson 3-F

Part 1, Lesson 2-F

Part 2, Lesson 1-C

Part 2, Lesson 1-C

Part 2, Lesson 1-B

Part 1, Lesson 1-B
Part 2, Lesson 2-E

Part 1, Lesson 1-B

Part 1, Lesson 2-D

Part 1, Lesson 1-B

Part 2, Lesson 1-B

Part 1, Lesson 3-C

Part 1, Lesson 1-B

Part 1, Lesson 3-C

Part 2, Lesson 1-B

Part 2, Lesson 1-B
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Format a Message

Organize and Manage

Messages

Recall a message
Format text

Insert hyperlinks

Apply themes and styles
Insert messages

Add a signature to
specific messages

Sort messages

Move messages
between folders

Add new local folders
Apply categories
Clean up messages

Mark a message as read
or unread

Flag received messages
Ignore messages

Sort messages by
conversation

Delete messages

Automate repetitive
tasks by using Quick
Steps

Configure basic Auto
Archive settings

Delegate access

Part 1, Lesson 3-C
Part 1, Lesson 2-C
Part 2, Lesson 1-A
Part 1, Lesson 2-E
Part 1, Lesson 2-D

Part 1, Lesson 2-F

Part 2, Lesson 2-A

Part 1, Lesson 1-B

Part 1, Lesson 4-B
Part 1, Lesson 4-A
Part 1, Lesson 4-A

Part 1, Lesson 4-A

Part 1, Lesson 4-A
Part 1, Lesson 4-A

Part 1, Lesson 3-A

Part 1, Lesson 1-B

Part 1, Lesson 8-B

Part 2, Lesson 2-F

Part 2, Lesson 5-A
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@ elite.

It's about people
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Skill Area 3: Manage Schedules

Skill Area

Create and Manage
Calendars

Create Appointments,
Meetings, and Events

Key Lessons

Create and add
calendars

Adjust viewing details
for calendars

Modify calendar time
zones

Delete calendars

Set calendar work
times

Manage multiple
calendars

Manage calendar
groups

Display multiple
calendars

Share calendars
Create calendar items

Create recurring
calendar items

Cancel calendar items

Create calendar items
from messages

Set calendar item
times

Set up meetings by
using the scheduling
assistant

Relevant Course Area

Part 2, Lesson 3-B

Part 1, Lesson 5-A

Part 2, Lesson 3-A

Part 1, Lesson 5-A

Part 2, Lesson 3-A

Part 2, Lesson 3-B

Part 2, Lesson 3-C

Part 1, Lesson 5-A

Part 2, Lesson 5-B
Part 1, Lesson 5-B

Part 1, Lesson 5-B

Part 1, Lesson 5-C

Part 1, Lesson 1-B

Part 1, Lesson 5-B

Part 1, Lesson 5-C
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Organize and Manage
Appointments,
Meetings, and Events

Create and Manage
Notes and Tasks

Set free or busy status
for calendar items

Schedule resources

Set up meeting
location by using
Room Finder

Set calendar item
importance

Forward calendar
items

Configure reminders
Add participants
Respond to invitations

Update individual or
recurring calendar
items

Share meeting notes

Categorize calendar
items

Create and manage
tasks

Create and organize
notes

Part 1, Lesson 5-B

Part 1, Lesson 5-C

Part 1, Lesson 5-C

Part 1, Lesson 5-B

Part 1, Lesson 5-B

Part 1, Lesson 5-B
Part 1, Lesson 5-C
Part 1, Lesson 5-C

Part 1, Lesson 5-B

Part 1, Lesson 5-C

Part 1, Lesson 5-B

Part 1, Lesson 7-A

Part 1, Lesson 7-B
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Skill Area 4: Manage Contacts and Groups

Skill Area

Create and Manage
Contacts

Create and Manage
Contact Groups

Key Lessons
Create a new contact
Delete contacts

Import contacts from
external sources

Edit contact
information

Attach animage to a
contact

Add tags to contacts
Share contacts

Create and manage
address books

Create new contact
groups

Add contacts to
existing contact
groups

Add notes to a contact
group

Update contacts
within contact groups

Delete contact groups

Delete contact group
members

Relevant Course Area
Part 1, Lesson 6-A
Part 1, Lesson 6-A

Part 1, Lesson 6-A

Part 1, Lesson 6-A

Part 1, Lesson 6-A

Part 1, Lesson 6-A
Part 2, Lesson 5-C

Part 1, Lesson 6-A

Part 2, Lesson 4-B

Part 2, Lesson 4-B

Part 2, Lesson 4-B

Part 2, Lesson 4-B

Part 2, Lesson 4-B

Part 2, Lesson 4-B
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Glossary

action
A component of a rule that will complete a
task when conditions are met.

Address Book
A central repository for Outlook contacts.

appointments
An activity that does not require any
attendee or resource management tools.

archiving

The process of moving items from your
mailbox and storing them elsewhere with
the primary goal of saving mailbox space.

attachment
A file that has been included with an e-mail
message.

AutoCorrect
Feature used to check for and correct
common spelling and grammatical errors as

you type.

calendar group
A collection of user calendars that are
displayed within the Calendar workspace.

color categories
Feature that is used to classify Outlook
objects.

contacts

Anyone that you have communicated with
using Outlook 2016. Can also be created
manually.

contact group
A collection of contacts that items can be
addressed to with one name.

digital ID

A form of identification that is used to
identify the sender to a message recipient.
Also known as a digital certificate.

digital signature

A security feature that confirms the identity
of the sender and verifies that content has
not been tampered with during transit.

electronic business cards
Used to easily share contact information
with others.

encryption

The process of changing a file or object so
that it is unreadable unless an encryption
key is provided.

e-mail clients
Software applications that facilitate
sending, receiving, and managing e-mail.

Global Address List

A central list of all users, resources, and
groups on a Microsoft Exchange Server.

Live Preview

Feature that allows you to see how
formatting changes will appear before they
are applied.
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meetings

An activity and Outlook object that includes
attendee and resource management
features.

Microsoft Exchange Server

A messaging system that provides mail
server and user collaboration features in a
business environment.

mini toolbar

A small floating toolbar that appears while
hovering your cursor over selected text or
right-clicking. Typically contains some of the
most popular commands.

notes
Small digital objects that allow you to
record pieces of information.

personal folders

A type of folder that is created and stored
in an Outlook Data File (.pst). Typically
stored on a local computer, separate from
the mail account.

rules
Instructions that will complete an action if a
preconfigured condition is met.

Search Folders
Virtual folders that link to items based on
criteria that you have previously set.

spam
Unsolicited e-mail that targets a wide range
of e-mail addresses. Often referred to as
junk mail.

styles
A saved set of formatting options that are
used to help keep text consistent.

tasks

Outlook items that are used to define and
track activities that need to be completed
by a specific date and/or time.

WordArt
A tool that is used to stylize message text
using various special effects.
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