Outlook 2010: Getting Started

Welcome!
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Course Objectives
Students will be able to:

1. Log in to the online course

2. Navigate the outline and lessons
3. Take quizzes online

4. Submit assignments online

5. Participate in the Forums and Chat

© 2011 Comma Productions, LLC
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Welcome

This course presents a practical, hands-on
approach to computers. The lessons are based on
what you see on the screen, what you can do with
the options, and what works on the job. The goal is
to enable you to use Microsoft Windows and Office
2010 effectively, even creatively.

uary

Use this Guide as part of your professional
development plan to prepare for the Microsoft
Business Certification exams, Microsoft Office
Specialist (MOS) or as a reference book to solve
problems as they come up.

This introduction provides information on;
* Navigation

* Practice

» Sample Documents

* Assessments
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Log into the course

This online course requires a User Name and
Password. You probably received an email with
your username and password when you
enrolled.

How to Login

Go to the website for your course.

1. Click on the (Login) link.

2. You will be prompted for your Username and
Password.

What If This Doesn't Work?
First, look at the keyboard and make sure the
Caps Lock is off (no light.) Passwords may

include both upper and lower case letters.

Second, check the spelling. Your user name may
not be exactly the same as your email address.

Third, you can click on the Live Chat and get
immediate assistance.

Memo to Self: It's OK if your computer does not
match exactly. The logon screen may show a
logo or it may be a different color.
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My Course ->Login
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The Topic Outline

When you log into your course, you should
see the Topic Outline. The Topic Outline is a
course syllabus: it lists your lessons, practice
and quizzes.

Each Level has Lessons and Assessments.
The lesson links are short discussions that
demonstrate the options on a particular
Ribbon. The lessons links may also list the
page number where these pages can be
found in the print version of the computer
guides.

Many students prefer to read the lessons on
a second monitor or in print, rather than
switch from the lesson screens to Microsoft
Office to practice the options.

Memo to Self: It's OK if your computer does
not match exactly. The important part is
learning the steps. Please contact your
facilitator if you have any questions
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Level 1 Checklist

Lessons

Outlook

Getting Started (Outlook, page 11)
Hello, Outleck {Outlock, page 25)

Assessments

Outlook Quiz 1




Lesson Links

When you click on a hyperlink to
read a lesson, a new window will
open.

¥l

What Do You See? On the left side
of each screen you should see the
white navigation arrows: Next,
Previous, and Home

What Else Do You See? When you
are done with a lesson, you can
close the browser window. Go to the
upper right corner of the lesson
window and click on the X to Exit.

The Topic Outline should be there,
the window was left open behind the
lesson screen.
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Level Checklists

Each Level has many lessons,
sample files and practice sheets,
depending on which course you
are in. The Level Checklists
offer a complete list of the
lessons, download, practice and

quizzes.

Downloads

When you click on a link to a
Download, you will be prompted
to Open or Save this file.

Click on Save.

Browse to your Documents
folder. This will save a copy of
the file on your computer.

Memo to Self: It's OK if your

Checklist does not match exactly.

Please contact your facilitator if
you have any questions
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Level 2 Checklist

ROTE: You may read your lessons onling or in the book
I, Besdings
Rasd Lessan 3 In the Mioosot Outicok gulde, page 53-81

Level 2 Checklist

NOTE: You may read your lessons online or in the book.
1. Readings

Read Lesson 3 in the Microsoft Outlook guide, page 53-81

Project
Sample e-mails that demonstrate the Options Ribbon

Downloads
Farm 1, Farm 2, Farm 3, Farm 4, Applebox1, Applebox2, Applebox3

2. Practice
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Take a Quiz Online

After you review the materials online or with
the Guides, you can log into the course online
and take a Quiz. This is an open book quiz.
You are allowed to look up the answers in
your notes, online, or in the computer Guides.

Review the Quiz Buttons
Submit: This button posts your answer for the
current question.

Save without submitting: This button saves
your answers. You can leave the quiz
and finish it later.

Save without submitting

Submit page: This button sends your
answers to all questions on the page.

Submit all and finish: Use this button to
finish the quiz and submit your quiz online.
When you Submit all and finish, you cannot
go back and print your answers. So, print first!

Submit all and finish
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My Course -> Topic Outline -> Quiz
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Submit Your Application Question
Most of our online courses also have Application
Questions that test your knowledge of the software.
These assessments ask you to type your answer and
submit it online. Here are the steps.

Review This: Upload a file
1. Go to the Topic Outline.
Click on Outlook Application 1.

What Do You See? You will be taken to the Edit
screen. The instructions should be available.

2. Click in the Text Box to type and format your
answer. Please use complete sentences and check

the spelling.

3. Click Save Changes to submit your Application
Question. Your instructor will be notified
automatically.

My Course -> Topic Outline -> Application Question

1 hetp. ‘commulmicom mod/mmgwertvica shp > G X

BB by Weys ek §- N S0

Complete Guide to Microsoft Outlook 2010

g [Elew o(rs

ation 2 » EGL my submission

Angwer the following questions 10 demonstrate y

1. Whan would you want 1o e o
2. When would using BCC be more ap

3. What are the benefits of using

Submission” @

Tretuchet »] 3(02p0) =] Normal [slugf«] 7 U S %~ B ™
EEENE v SERE T —Jweew QDo © @

This 15 a sample answer,

Answer the following questions to demonstrate your understanding of the Outlook topics

1. When would you want to use the CC field?
2. When would using BCC be more appropriate than using CC? 3
3. What are the benefits of using a pictures or SmartArt in an email?
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Use the Forums

In an online class, a Forum is similar to
raising your hand and asking a question.
When you post a question to a Forum
anyone can reply with a suggestion or
comment. Some of the answers are very
creative and useful.

Your instructor may also post an
explanation or offer additional links.

Edit | Delete | Reply

Live Chats

Many instructors keep Office Hours. Chat
allows you to type questions online and
get an answer immediately from your
instructor when your instructor is in the
office.

Don't Explain and Don't Complain:
Please keep your posts professional and
on topic!
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Practice

This Guide offers additional reference materials
and practice certification tests. You can use the ¢

My Course -> Topic Outline -> Practice

-

Test Yourself

1. Qutiook can only have one folder fer E
mad, the Inbox

multiple choice quizzes and skill tests to practice 4 el
if you wish. When you are ready, please log into Tip: Complete Guide to Outiook, page 117

the course and do the assessments online.

The Microsoft certification tests are timed: you
have to perform the process steps very quickly i

and efficiently in order to pass.
That takes practice!

More practice

If you have a question about a document or file
you are working on you are always welcome to
email a copy of your work to your instructor as

an attachment.
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2 Which is 2 method for moving an E-madl
message 10 another folder?

(Give all comect answers. )

A Drag ana Dece

B Use B command Home->Nove-» Move
Save As and select P lder
wlede Guide 1o Ouiook, page 118

Tip ©

3. Which of the following is rue atout
Rubes? (Gave all comect answers )

A The command is Home-» Move-» Rules
B Rufes utomate massdgs handang

C. To oelede 3 rule. 9o 10 Home-> Move->
Rules-> Manage Rules and Nerts

Tip: Complete Guide to Ouliook, page 122

4. Which of the followsng are critena that can
B4 UHed In Creatng ruls?

(Give 38 comect answers )

A Sender

B Reoplent

C. Subject

D Keywords

Tige Comglete Guice 10 Outook, page 126

Qr“

work*
here

5 What are the two parts 10 creating a rule?
comed answers
590 3 coler

B Sedect a0 o-mal 10 ooy 2%

C 10enty the conaons

D Program he resgonse

T Compiete Guide to Oulook, page 127

6. Which are true a2out Quick Sheps?

(Ghw 3 COMBC ANSWATS )

A OuBOoK Coms with preloaded Quick Stegs
$uch 38 Reply & Dedete

B Custom Quick Steps are not dllowed

C. New Quick Steps 9o Pwough a First Time
Setup when Srstused

D New ndes are added 1o the Quick Seps
proup

Tie Compiete Guioe 10 Oulook, pape 129

7 How are conversations grouped?

A Reciplent

B Topic or Subject ine

C Daw

D Keywords

Te: Compiete Guioe 10 Oulook. pape 135

Practice

1. Craate 3 naw emadl 305504 10 yOUrS#If with the
SuSHC Ine New Ofice and send i

2 Create a new folder New Ofice

3 Create 3 new Rule hat moves all E-mads with e
SUDMC Now Ofice 1o the folder namad New Ofice

4 Agply e Rude

% Create another new E-mall with the subject Update
on move % new office and send it

& Chack e New OB 121067 10 vy that both
SrACHCH @IS Mave Deen Moved DaSeS on T Rules

Apphcaton Question What are Rules used for? Give
an example of how Nules would work in 3 business
semng
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Microsoft Business Certification

The course prepares you to pass the Microsoft Office Specialist
(MOS) exams. This credential recognizes the business skills
needed to get the most out of Microsoft Office 2010.

Microsoft Certification Exams are available through authorized
testing centers. They are not included as part of the certification
training program in the same way that taking the Bar Exam is not
included with getting a degree in Law from a college or university.

More Information Online.

Certiport provides the official Microsoft certification tests.
You can download the Microsoft certification topics and study
guides. Here is their address: www.certiport.com

Please Note: Comma Productions, LLC. is independent from
Microsoft Corporation, and not affiliated with Microsoft in any
manner. While the Complete Computer Guides may be used in
assisting individuals to prepare for a Microsoft Business
Certification exam, Microsoft, its designated program
administrator, and Comma Productions, LLC. do not warrant that
use of these Complete Computer Guides will ensure passing a
Microsoft Business Certification exam.
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Self-Assessment

Skill Level-Outlook E-mail

Mastered

Needs Work

Required for my job

Create, address and send Plain Text E-mail

Format E-mail content and apply Styles

Use Message Flags to follow up

Insert graphics and hyperlinks in an E-mail

Attach content to E-mail messages

Clean up the Mailbox and save attachments

Filter Junk Mail and Block Sender or Group

Create and manager Rules

Beginning Excel is recommended if you selected “needs work” on three or more skills.

Skill Level-Outlook Calendar

Mastered

Needs Work

Required for my job

Create appointments and set the options

Schedule meetings and track responses

Create and use Contacts

Create and manage Contact Groups

Create, assign and track Tasks

Use the Journal

Intermediate Excel is recommended if you selected “needs work” on three or more skills.

Skill Level-Advanced

Mastered

Needs Work

Required for my job

Setup E-mail Accounts

Backup the Personal Folders

Export Outlook Data

Use Categories

Search and filter Outlook data

Set a default theme for Messages

Advanced Excel is recommended if you selected “needs work” on three or more skills.
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Using an eReader

Now you can download our Microsoft Office certification
training books to your eReader. In addition to being
available online as a webpage we have included the
materials , within the course as Adobe PDF files for
download to your computer, eReader or Tablet of choice!

uary

eReaders provide full color pages, zoom control, search,
bookmarking and other great features. You can prop the
eReader beside your mighty desktop or laptop computer as
you read the lessons and practice the steps.

This is a simple, easy to use process. Our books work
best on the iPad or other similarly sized tablets because of
the large format of the pages. When a PDF is accessed
online, such as in our courses, the iPad automatically offers
to put that PDF file into the iBooks app.

Any Kindle with a web browser should be able to download
the PDF to the Kindle, then open it with either a PDF app or
in the Kindle App. Another option with the Kindle is to
download the files to a desktop, email them to your Kindle
account, then send them to the Kindle.

Getting Started: eReader Books

How Do You Practice?

(V)
806 /0 | have the book beside my
computer so | can look at both.

1 670/0 | read the lessons online on

the the same computer | am working on,
switching between screens.

Which way do you prefer

for reading the lessons? If your course did not include books you
0 can buy them on Amazon.com if you wish
54. 1 /0 In print (books)

37 80/0 Online (web pages) a mazoncomi

8.1 (yo eReader/Tablet (PDF pages)
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Beginning Outlook Objectives e -

i Tona

In this lesson, you will learn how to: N S Culsere

1. Use the Microsoft Outiook Home Ribbon to /= .. a:'
create and respond to E-mail messages - o
2. Use the Message Ribbon to format Basic o
(Plain Text) E-mail messages O

3. Create Rich Text messages ;c:.:.

4. Apply Quick Styles and use the formatting :E;'__
tools to create a custom Quick Style J e

&) Hello, Microsoft Outlook!

Faimns Vode Vea

- X} Agwt b ? Te Masager "
| i} B Metng 9 -
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Pt Send Trirve

All
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e Tescre [ l [ iEl [ % a Meeting
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Reply Reply Forward Z; pore -
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To... |Elizabeﬂ'1 the Computer Mama <ebeth

mmalms. com =

Cc...

Subject: |RE: MEW MEW MEW E-mail
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Thanks for the donuts!
Glenl

From: Elizabeth, the Computer Mama [ mailto:ebeth@commalms.com]

Sent: Wednesday, January 04, 2012 11:02 AM
To: Teacher'



[: @ Lesson 2 : Introduction to E-mail

Read Lesson 2 in the Microsoft Outlook

:1 1. Readings
guide, page 25-51.

Project
Create Plain Text and Rich Text E-mails.

Downloads
There are no downloads for this lesson.

2. Practice
There is no Practice Activity for this lesson.

3. Assessment
Review the Test questions on page 52.
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Outlook View Ribbon Outlook Home Ribbon

:% _E :% E5l Meeting

Mavigation Reading To-Do People
Pane~  Pane~ Bar~ Pane - Reply R;Fljlly Forward £ More ~

_lJ Layout iJ_iJPEUpIEPanE iJ iJ Respond EJ

Format Text Ribbon

nng

[u]
Il

Al
&4 Find ~

2 Replace

AsBbCcDc | AaBbceDe AaBbCi AaBbce AdAD . %

TMormal |7 Mo Spaci.. Headingl  Heading 2 Title _| Change

| Styles - lg Select -

~1) 2] Styles 3| 4| 5| s [iting

il e - —
Outlook Menu Maps E-mail Menu Maps
From the Outlook View Ribbon From the Format Text Ribbon
1. View->Layout->Navigation Pane, page 32 1. Format Text ->Font, page 40
2. View->Layout->Reading Pane, page 33 2. Format Text ->Paragraph->Multilevel List, page
3. View->Layout->To-Do Bar, page 34 41

3. Format Text ->Styles, page 42

From the Outlook Home Ribbon. 4. Format Text ->Styles->Change Styles, page 43
4. Home-> New->New E-Mail, page 35 5. Format Text ->Styles->Options, page 45

5. Home ->Respond->Reply, page 36
6. Home ->Respond->Forward, page 37




Businesses share documents. A simple sale may include sending a price sheet, determining the costs, and
confirming the payment. E-mail has replaced the US Postal service and even fax machines. E-mail is

quick, portable, and available anywhere on a computer or even a Smartphone. Microsoft Outlook does E-
mail. It is a rich application that powers most of the businesses and government offices around the world.

Microsoft Outlook also does Calendars, Contacts, Tasks and Journals. There's a lot to like, here.

A cup of coffee

IMPORTANT: Business E-mail is

f. £ ¢ F [ s .
72 (0P of coffee....of e =S ——— - [t - NOT the same as personal E-
! S i - S — — i mail or social network chatter.
Justaweebit more..5¢ e . [ o T ol .|
o ' AL SraEr e W o 1 i i icati
fos ih o 5“ e el E=E AN L _: il eed A | E _Busm_ess commumcatlons,
Just another swallow.. S = T =t including E-mail, are PUBLIC.
e oyl | E— 1 i
- Tl T e ! E-mail in a government or military
- |'Ebeﬂ'| @commalms. com’ J department is subject to FOIA-
= : the Freedom of Information Act.
ce.. ||
_ : : Please be very, very careful
Subject: | NEW NEW NEW E-mail = ! about office communication.
EE=mme— Don't E-mail anything you
. I wouldn't state publically in a
Hi Computer Mama! meeting.

New Year, New job!
This is my email address: teacher@commalms.com .

Comma Training Page 27



=
4
3

rQ
%,
7'»09

Before You Begin

Getting Started with Outlook

There are three different versions of Microsoft
Outlook. From big to little in terms of functionality
the different Outlook programs are:

Outlook Enterprise

Outlook Office

Outlook Web Access (Webmail)

Outlook Enterprise uses a corporate Exchange
Server. The Exchange Server offers each user a
personal mailbox as well as shared public
folders.

Outlook Web Access is a simple way to access
your corporate Exchange Server E-mail from any
web browser.

Many government agencies and businesses use
Outlook Web Access with an Exchange Server.
For example, the County first responders use
Outlook Web Access on their Smart Phones and
laptops. Outlook Web Access is light and mobile.

Keep going...
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Example of Microsoft Outlook Web Access
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Hello, Microsoft Outlook

The desktop version of Microsoft Outlook is a
very robust application in the Office 2010
software suite. Outlook is just as rich as Word
and Excel. In fact, Outlook shares many of the
same Ribbons and options.
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1. Try it: Say, Hello Outlook!

Go to Start -> All Programs ->Microsoft
Office.

Select: Microsoft Office Outlook 2010.

What Do You See? There are four Ribbons:
Home

Send/Receive

Folder

View

Keep going...

Memo to Self: If you have never installed
Microsoft Outlook on your computer, please skip
ahead to the Appendix at the end of this
computer guide for the steps to set up Microsoft
Outlook and configure an E-mail account.
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Example of Microsoft Outlook 2010
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Start with the Inbox

2. Review a Sample Inbox

The Inbox is your mailbox. By default the
Inbox is arranged by Date, the newest E-
mail may be on top.
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New E-mail that is unread is Bold and the
envelope is closed. E-mail that you have
is not Bold and the envelope is open.

What Else Do You See? E-mail that has
an Attachment, say a picture, has a little
paper clip. You can Preview the Message
(the E-mail letter) or the Attachment (the
Truck picture in this example).

These are the same clues in most email
programs. Keep going...

Bems b Unnea

- PR . [z Vew Fr—

4 (5] Deleted Items (2)
L Junk
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Size 55 KB
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e

600 x 338

s [ Message - e/ Truckl.jpg (55 KB)

IO~

L LR T )

Search Inbox [Ctrl=E]

Arrange By: Date
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Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.3. Arrange the Content Pane: Navigation Pane

4 Last Week

[:=4 Clair Dickson Wed 1/4
RE: NEW MEW MEW E-mail

4 Leo Nofs Wed 1/4
RE: NEW MEW MEW E-mail

[ -4 CommaP Wed 1/4
FW: Men who lack supervision m

2



View ->Layout

=
4
3

LT SR s eo et Womrseh ik WS ot
Manage the Vlew :‘ -~“ Sand  Racowes  Fonger ‘,: - —— T umm— 9 = @
. ‘ Shew 25 Commaristom [0 Dot S from s 8 | 3 - -
When you start Microsoft Outlook,.your ':_m N? et . B s e . Navgon Rnarg ToD0  Peap ...f.,. e s
screen may or may not match the images ™ "o rre— A= (e A== A 3
in this computer gu@e. You can change L : 2| Did you get my new E-mail? }
the Layout if you wish. 2 Dans Amnge O Ovte Mewastontep %! glizabeth, the Computer Mama < ebeth@commalms.corr ?
o) Yo Rews 2 Vil :Cllﬂl.'lp,‘::
3 T e, Ch h L ;x‘m 1 Commab s _— g
- Try it: Change the Layout oo | 1 s et o il :
Go to View ->Layout. 38 souema ‘ » O you got my new E-md sddhess? It's good 10 be i
.:l- Ut e Computer Mama 1082 A working with you, agan i
- ol BE MW NEW MW Lmad - Eizabeth -
. . Ot 1 RAsteth, Dhe ( computon
What Do You See? The options include: f miren ! e ot et Vst i , , .
Navigation Pane d Sopaniod Cote . — s =1 = = e
Reading Pane - b ey - = = = E=]
4 DRcabeth the Comprster Mome 1054 am
To-Do Bar y . Mavigation Reading To-Do People
” . Pane Pane~ Bar~ Pane =
What Else Do You See? There is also a Layout People pane|
People Pane that displays all of your
activities, say meetings, E-mails and
Notes, with this person. We will set up the
People Pane and social network
connectors later.
» v
Keep going... nd rects o '
43D Y-
Rems 7 Unsrsa 4 O3 s - +

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.3. Arrange the Content Pane: Navigation Pane
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View ->Layout->Navigation Pane —
= S o=|
. . Mﬁm H Recei Fol Vi
Layout: Nav|gat|on Pane 4|ffme Se— — o Na:igation R:ading TE?-Do l;eople
The Navigation Pane lets you choose a 7 -”’% ™ - ) e Wi il
Show as Conversations Date | —- :
folder, say the Inbox, Calendar, or @ L U = V| Normal | People Pane
Journal. CI:Iange Vi?W Rgset Conversation Settings ‘-3 To | Minimized 3
View v Settings View ) - il?
4. Try it: Show the Navigation Pane Current View 1 Conversations 1 | Off
Go to View ->Layout->Navigation Pane. U . ma <ebeth(
. > ‘ Options...
Select: Normal. ISearch Inbox (Ctr+E) &
: @commalms.com
What Do You See? The Navigation Pane e AL Presessen ey 4
should be available on the left side of [Click to expand Navigation Pane]
Outlook. At the top is the name of the T 4 Today
Mailbox. The one on this page belongs to | | [
Teacher. The folders are: B CommaP ) ) ) .
Inbox FW: Alert - Microsoft Releases Security Bulletin
Drafts b @ C% ® | Show as Conversations |E§ Date |% Erom
Sent Items < >
) : EE
Deleted Items Change View Reset > Conversation Settings = | =) To EE Categories —
Calendar View = Settings Wiew ; M
Contacts Current View Conversations Arrangement
Journal -
4
Notes Teacher Search Inbox (Ctrl+E)
Outbox .| Inbox (4)
Arrange By: Date Mewest on to

Tasks 7| Dratts ge By P
Keep going... (=) Sent Items 4 Today

g Deletedlems | TN

4] CommaP 1:25 PM
ﬁ Calendar Fw: Alert - Mirrnsnft Releases Securitv Bulletin
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Layout: Reading Pane

The Reading Pane displays your E-mail
messages. You can choose where you
would like to see the Reading Pane:
Right, Bottom or Off (hidden.)
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5. Try it: Change the Reading Pane
Go to View ->Layout->Reading Pane.
Select Bottom.

What Do You See? The E-mail message
will be displayed on the bottom.

Keep going...!

View ->Layout->Reading Pane

':-"'__3—.5
i Tarad | Foivit Tt Virw [-
F F - " T & 11 mevesie ot Ml M= ME T
O G P gt {ommpriatarn (o) pin Lo B -..mm—-- H I - i & o 'E
= e B e = T
Crard Virw L srwprialeien Arvpgregrd |||J (] II_l:lfI\«'\-l: Wirndew
» o penea = 2l e
¥ 0| e A o o [ FI—— v« @
Db H
& Dude Todey *
1 Cemesr VA Kle] - Baroel] Erinanr bty Balicke
3 Duzsbrth ter Do (PR Breey cld reedi o prl = = =
J @ Dhasbrih e Co  (B1= REW MW MUV | el = = = ——
| Dhusbeth b Co_ PW The B srpsace brstbooiy == = E=
3 @ Diashth, fha Co_ W Coursen
[ ke Kol Mavigation Reading To-Do People
T DRIMGHR TR Ch 1 B e rt T S8 iy GRASL
Fane = Pane~ Bar~ Fane =
L Right ople Pane
—_— S —
EBottom . o |
H = rl+E)
E Did you get my rew E-mailt = Off —
Eligabeth, the Computer Mama <ebeth @commalms.coms = = | Size
Wl B0 T 350 Al
e Options...
Wy Tepchar,

D i 1 P
Elrateth

Bama ] Usird &

Folders

Did you get my new E-mail?

Elizabeth, the Computer Mama <ebeth@commalms.com>

Sent: Wed 1/4/2012 10:36 AM
To: teacher @commalms. com

Hey Teacher,

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.3. Arrange the Content Pane: Reading Pane
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View ->Layout->To-Do Bar
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4% i q
Layout: To-Do Bar e . P e -
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the Date Navigator, Appointments and the Computer M
Task List if you wish. We will work with 8/2012 10:36 AM Date Mavigatar

the Appointments and Tasks in the i
lessons on scheduling and Calendars. @commalms.com Appointments

You can make the To-Do Bar Minimized Task List 15 16 17 18 19 20 21
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! Options... L )
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Exam 77-884: Microsoft Outlook 2010
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Create a New E-Mail

The next pages will walk through the steps to
create a new E-mail. These lessons work
best if you have someone who can respond
to your E-mails and share in your practice.
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If you do not have a partner, please follow the
lessons and address the E-mail to yourself.

Try it: Create a New E-mail Message
Microsoft Outlook is open.
The Inbox is selected.

1. Go to Home-> New->New E-Mail.
5
]
MNew New
E-mail Items =
New

2. Enter an E-mail Address

3. Type the Subject: NEW NEW NEW E-mail
4. Enter your E-mail address.

5. Click on the Send button

Your message should arrive in the Inbox.
Keep going.

Home-> New->New E-Mail

Nt e ? & 1% Manager » 4 R
W Do =i !

Move  Bules  Ovebiote

JUrweads Bend  Ted s
85 Coeparize © L) Adieen Bose
\ 4 W ey Lt «
Quett Sheps . Mewt o res

= =
) ) B |3
¢ 4 - Jr———
Paply Forward P .
s e

Sene Brirme
& oy & Deiete a8 Poden

Send Teirve

Corate Vrw
Foprnd

<

S NEW NEW NEW E-mail

Aange By Oute Teacher <teacher@commalms.com >

Rema 7

HC
New
This

e
| e

Gher

- FVIF BN

N o T v vt v {

Newestontop ~
.

mMIWy

e -

iea Optsomy [ .

e
X LA RN R s
— ! Hgh mpotance
i - \ (B (r Asawis Chack  Amach Attach Sapnatune
» - e B B Sock Memer  Fee  Bemv $ Low mposance

B Test Wamer noude Tagr

To... | 'ebeth @commalms. com/|

E Cc... |

[ NEW NEW NEW E-mail

Hi Computer Mama!

New Year, New job!

> @

This is my email address: teacher@commalms.com .

I'll let you know when | get a phone number and business cards.
| look forward to working with you at Comma.

Glen Glick

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Plain Text
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Home ->Respond->Reply
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'\_] '\_EJ '~_i mMeeting i
o Paakp

Reply Reply Forward @‘e Maore =
All

Sel |l bW s v

Return to Sender N[ A % O 5 O R B A S e g TS
41 B o 1 | i Rkie M Ll J [ 3 e 5
What are the steps you can take to Reply = :m—w-ﬁ_ = ;j,;:.: ™ St of e e E Bicasporns - Wasmmmten =
to a messa i Inbox? T Mem- iy hes I GRS mepy BDretr W CresteRew : - - W e | o M L - | P
ge in your Inbox Pl - R Free : st ogs P 5| Snnsras
) ¥ T A Desserts-Cinrabuns.gif g
- - ‘\—]“m 1 e e ik
Try it: Reply to an E-mail o et do i - =
H oo ey - - =
In this example, the "New New New E- P Dttt e 2 el S . i
mail" message is selected. rpenll | el T e ;
Go to Home ->Respond->Reply. o o [Brrmt xcin-m-in 0P 0 A X0 i
::n# M| EE-A- R e | B v [ " E
(3 Outben gl Bt 1 . Hamar ks tegt : [eem
-
3

» N

Whidinsdei Tor Kb oot

Lol

RESFUH d ;::me |rxe fmq'u;::- m-urg;:;mhﬁrnnnm«.:mj
To: Teache"
What Do You See? When you click on To.. Elizabeth, the Computer Mama <ebeth@commalms. com
y
Reply, Outlook will create a new E-mail B

message and address it to the Sender. — Ce.. |

. . . . Subject: |RE: MEW MEW MEW E-mail
The Subject begins with "RE:" which

means it is "regarding" your message.
Thanks for the donuts!
Type a response and click Send. Glenl

Your reply should arrive in the Inbox. ) .
Py From: Elizabeth, the Computer Mama [mailto:ebeth@commalms.com]

Keep going... ?ﬁp};ev::hdenﬁesday, January 04, 2012 11:02 AM

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Reply to a Message
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From Me to You
There are several ways you can respond to
an E-mail: Reply, Reply to All and Forward.
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Reply and Reply to All sends a message
back. Forward sends it on to someone else.
Here are the steps.

Try it: Forward a Message

Select a message in the Inbox.

Go to Home ->Respond->Forward.
Enter a different E-mail address.

What Do You See? In the example on this
page, the E-mail from Clair was forwarded to
Leo. The Subject line begins with "FW:"
which indicates the message was forwarded.

Keep going...
Memo to Self: Please do NOT use the

sample E-mail addresses shown in these
screen shots.

Home ->Respond->Forward

L e I SR by - Teothe icorseh Ouioot TN W S
3 = aigrere ' ) - X3 Aowe b ? To Manager \ g q
N A e 25| S S S Bway S S50 a o M
'::‘ ':. & i Dwwte  Reply u:, Forward B, higee * 3 Rewy & Dvete S by Move Fule Craiate
e Dbt
@ Teanan
o S — 3
ot A el AN EZeiEe e WS o8 T 2
5 Deieted Rems Ne B H DA W R E At Onc M Mk D §
23 Caterndar . 3 S Test b Hames Imchsde Togr ‘
A4 Conmacty 8
B eural i
@ Nk Lt
T i
1 O P e Pt seseie testhests
S i v
845
3™ Ton., | diashi®hotrmail. com;
E =.
- ... |
Send
Subject: |FW:TheiPad replaces textbooks
Hi Leo,
Do you think the iPad would be less expensive than the computer books?
Glen Glick
Bems 44

From: Clair Dickson [mailto:clair@commalms.com]
Sent: Wednesday, January 04, 2012 7:47 PM

To: Teacher'

Subject: RE: The iPad replaces textbooks

Exam 77-884: Microsoft Outlook 2010
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'k, H .

“'o ome ->New->New E-Mail

The E-mail Ribbons . ——
: Button, button whose got the button? There . toww 75 & _f o Jocmm ,‘u.......

are two sets of Ribbons in these examples: il ""

Outlook and the Message both have R

Ribbons. The Home Ribbon in Outlook TR

manages the Inbox. The Home Ribbon 5‘;‘_‘_:"__@

includes New and Respond. The E-mail 3 Catenatu

Message also has a set of Ribbons for | e

formatting content. o s

L Ovtnen

1. Try it: Format with Basic Text
Go to Home ->New->New E-Mail.
A new E-mail message should open.

What Do You See? The Untitled Message
has the following Ribbons:
File

Message
Insert

Options
Format Text
Review

Keep going...

VO S0 ) W 5 e |

=

& b b =
Calibri (Body = |11 A A

'BIUHE? A-([E=

#= | Address Check |
Book MNames
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Basic Text Formatting

Basic, or Plain Text, formatting is compatible
with most E-mail programs, including Gmail
(Google) and Hotmail (Microsoft). Basic Text
makes key words big, bold and colorful.
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2. Try it: Format with Basic Text

A new, untitled Message is open.

Enter the following text in the Message Box:
Basic Text can be formatted:

Charlotte's Website

Select the text: Go Blue
Go to Message ->Basic Text->Font.
Select a Font: Tahoma

Go to Message ->Basic Text->Size.
Select a Size: 48

Go to Message ->Basic Text->Color.
Select a Color: Blue

Enter your E-mail Address.

Enter the Subject: Basic Text.

Click Send. An E-mail with Basic Formatting
should arrive in your Inbox. Keep going...

Message ->Basic Text

G Tana  Bacens

x

Ovete  Ruply Paply Formasd B boue

Ve View o
ah  Cigrere
1. Onen g *

. e

New Desete

& 10 Masager he} % ,N““ A Vrread Repd ¢

o Done . ’ Yo Cotegerve -
Crvate Nrw

4 4 L Bwany g

33 Tewm Lot

» Rrowy & Deiete

Foprad Guet e

Cove.. P Tahoma - 48 - A‘ AT | EE - ;E * |

.IUlEu?? A*l

Te. eacter Brars o j

= . c P'aste
kg Bais Temt

.4 Swpprited O Basic Text can be formatted Clipbo... .;,- Basic Text =
1
Charlotte’s Website | i
To... | teacher @commalms. com
= Cc... |
5end
Subject: |ElasicText

Basic Text can be formatted:

Charlo

€S

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
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@ Format Text ->Font

Rich Text Formatting e~
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Faem Fresh Foo

i i Y (D Sl Ll ) T Sttt G Temege W L Y weewiees e conta -
Microsoft Word is the word processor for Outlook. .= = o ZS = hj Bl _.’:: Slumtas o Do i &7 Sl Bicu W asmen s
. . . A . r - $ Reowy & Desete ; Create Vrw B s - # oo 9 Firer Lt -
The Rich Text options that you use in Word can oo e A A —— A 3
be found on the Format Text Ribbon. * Yescra v - > z
e ﬁ S . - -l
~ Ouam 3} § 5 Mesibge Bt Optaes FematTen  Revew - @Y ’
3. Try it: Format the Font e D R Ttk L JE I B poews puemapeiiy WY B8
Go to Home ->New->New E-Mail. 351:: Wy amatee B Udenx VoA S RE 5 @ | s (et wens  Quer G | 3
Enter your own E-mail Address. vl p— = : = : - : B g
Enter the Subject: Rich Text 5w . u
- - |T HTML o
E::" Lng ‘;" 'ﬁ - Tahoma =~ 24 - A A | Aav | % g
Enter the following: 1 ovem — = Aa Plain Text E
Charlotte's Website 2w § Charl¢ ™7 :
i

Ag Rich Text I U abe x, x* | &~ A~
Farm Fresh Food ‘

Clipboard ra Format Font ra
Select: Charlotte's I
Go to Format Text->Font->Font.
Select a Font: Tahoma Tou. |tead’1er@mmmalms.mm;
Go to Format Text->Font->Size. T—=
Select a Size: 24 g Cc... |

Go to Format Text->Font->Color.
Select a Color: Dark Blue.

Subject: | Rich Text
Select: Charlotte's, again.
Go to Clipboard->Format Painter.

I m
Use the little yellow paintbrush to format the word Ch a rI Otte S we bSI te

Website: Tahoma, 24 pt. Dark Blue. Keep going... Farm Fresh Food

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Use the Format Painter
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Format Text: Paragraph
The Paragraph Group has options for
Bullets and Numbering.
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4. Try it: Create a Bulleted List
Add the following text:

Fruits

Veggies

Sweets

Select the new text.
Go to Format Text ->Paragraph.
Click on Multilevel List.

Choose a format from the List Library.

Place your cursor after Sweets.
Type ENTER to create a new item.
Type TAB to indent the new item.

Add the following text:
Apple Cider Crisp
Kiwi Lime Pie
Banana Fana Fo

Looks good. Keep going...

Format Text ->Paragraph->Multilevel List

Ly e TR TR g - Tooths ™ Uonseh Cusboad T R T T |

BB oee  sonermcme  Fosn  ew - Q@
R P x ) y 3 Rerting 3 Wove e & 7o Masager B Ly [N Svweewtess reaacontsa - ‘_‘
- By Cemn Up L 2 Team Las of Dose -l W & 85 Comeneene © L) Addoeni Bosk e
New Mo

Cwirte  Reply Reply Forward B pagey =
a8 _

Eomat Boma -y o $ feoy &

FE T aambec 4 I

AN A D —
Bl U x WA~

Current List -~

J  Aahonien
"J::.m Trpbeerd . Poremat Port 1)
L ¥
= = 0
L Subgelm | R Tent 1 i)
B Tewan N
A -
aw= 8 Charlotte’s Website ’
Farm Fresh Food List Library
1) Fs = . [ ..
1 - . " |
U 1) B
None a) &
&, 1o (p—

Charlotte’s | L

Farm Fresh Food
1) Fruits
2) Veggies
s 3) Sweets
a) Apple Cider Crisp
b) Kiwi Lime Pie
c) Banana Fana Fo

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
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@ Format Text ->Styles

Md9O e
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Apply Quick Styles e .. = .
. . Compts *(1) A" | Aat | Z-E.'T t v c | AaBbee | AstibCet
Quick Styles format text consistently. O o e e = ey el pvesnalieeng St | masngs | weoves [NRRE
The Quick Style formatting is based on B 4| fpeminy -: , S = i 5= 5
use: Headlines, Text, Titles and Quotes. e

Teng
Tt | s et

5. Try it: Apply the Text Styles
The sample E-mail is still open.

» £

Charlotte's Website

Select the text: Charlotte's Website Farm Fresh Food %
Go to Format Text ->Styles. 3 Vesghes AaBbCcDc AaBbCcDc AaBbCi | AaBbCc | AaBbCel | _
. H 3} Sweets
Select a Style: Heading1. - e TMormal T Mo Spaci.. Headingl | Heading2 | Heading3 |—| Change
o Do fons s T | Styles~
Select the text: Farm Fresh Food | Styles r

Go to Format Text ->Styles.
Select a Style: Heading2.

What Do You See? Heading1 has a "
larger Font Size than Heading2. Headings Charlotte’s Website
1 and 2 have different Font Colors as well.
Farm Fresh Food
. 1) Fruits
2) Veggies
3) Sweets
a) Apple Cider Crisp
b) Kiwi Lime Pie
c) Banana Fana Mo

Keep going...

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Apply Styles
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@ Format Text ->Styles->Change Styles-> Style Set

uary

Y 5 I S .
Change the Style "., Mesiage Dot Optess  Fommstled  Review  Deveiaper .a (7]
. bAoA A B ECET REN Y e AaabCch: AaBbC: | AaBbCe | Aaldel A e
Microsoft Outlook has several templates B R veoe voutoe. maony: | moemes | nuones NSRS
! . I e , : 5 WAy () P - Sesen
in thg Q_wck Styles ga_llery. These Styles ....° “.__ i st = = S o s 6
are similar to the ones in Microsoft Word, ¢ .

A To. tnachey Gepmegng com
Excel and PowerPoint. I e

teme
Tutgent st

AaBbCcDc AaBbCi

6. Try it: Choose a Different Style
1 No Spaci... Headingl

The sample E-mail is open and formatted

with two Styles: Heading1 and Heading2. PR AR OnD
Go to Format Text ->Styles 1 Vo ] DESSUR iack and Whits -
Go Change Styles->Style Sets. ) dove o Distinctive
Select a Style Set: Modern. o el — =
egant
What Do You See? The Style Sets e Fancy
include Elegant, Fancy, Formal and — ——

others. As you run your mouse over the
Style Set, you should see a Live Preview Manuscript

of the Style. -
Modern
Keep going...
‘ CHARLOTTE’S WEBSITE

FARM FRESH FOOD

1} Fruits

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Change Styles
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Format Text ->Styles->Change Styles-> Color

Change the Style Color e e
Each Style Set edits the Font (type, size, | . = #me "."._ .:.: :.A’ :"'.. St wacon wacos SR |AAmece| Easece i
color) as well as the Paragraph P58 o . . = ) 7
(alignment, indentation and line spacing).  perr——— % f% Finc
You can format the Color, Fonts and & e VLTS | AABBCCI | AABBCCI 3 Replows
Paragraph Spacing separately if you wish. R o e Headingl | Heading2 | Heading3 | — Chang
= |stytes~ | W Select ¥ ‘
[CHARLOTTIS WEBSITE -] .

) Styles | A Style Set 8
7. Try it: Change The Style Colors FARM FRESH FOOD —
The sample E-mail is open and formatted | ., ... HOEEEEENE Flow -~ [H Colors »
with two Styles: Heading1 and Heading2. 8 B EEEEEE Foundry Fonts >

R :Ip ::";:'Jf“ -D...... Grid = Paragraph Spacing »

Go to Format Text ->Styles. it =

Go to Change Styles->Colors.
Select a Style Color: Metro.

What Do You See? Headings 1 and 2 in
the message have been formatted in the
new Style Colors.

Keep going...
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BB EMNE Hardcover
HENEENEE Horizon
HORNENNNEN Medan

Metro
EOEEEEEE Module

‘-‘ j CHARLOTTE'S WEBSITE

FARM FRESH FOOD

1)  Fruits

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Modify the Styles

Set as Default
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Find More Style Options

Microsoft Outlook has several Quick Styles that
you can use to format your E-mail message. You
can also modify one of the Styles to create your
own Quick Style.

You can edit the Quick Styles in the Style Pane.
Here are the steps to open the Styles Pane.

1. Try it: Find More Style Options

Select the text: Charlotte's Website

Go to Format Text ->Styles.

Click on the Options arrow in the bottom right-
hand corner.

What Do You See? The Styles Pane should

open. Heading1, the formatting we applied to the
text, should be highlighted.

Keep going...

Format Text ->Styles->Options

SHEEE
.,',*r':" B Mersgr Do Ogness Femulea | Review - @
M’: ‘v ::" Comndctt * A A Aer W IEeEE .tlil H S wscoa sscoa m aapacar AAH ’9\ ::
g amaren BT Hdexx -5 EEEE 5 5D Trema e Spaong | Headng i | mestng 2 [ zx‘« N
Chpbowrd . Formg
To. I
2 20 pasbceoar sambccoat | VIR | aameca AAB - A
Stgen 0 -
TMormal Mo Spacing | Headingl | Heading 2 Title - Egalﬂgf B
E.s - -
[cHariorTe's ¥ £l
Styles I
FARM FRESM FOUD
ey - x
1) Fruns Oen N
2] Vegpes o v
5 Sweets P u
9 Ao Cbr rep
B) Kl e e -y u
¢ Ranans Fana Mo e u
‘alte 1] !
renl -
e | o L]
Styles v X
Clear all -
Mormal T
Mo Spadng Ta
! | Heading 1 Ta
Toacher
Heading 2 a
Title Ta
Subtitle Ta
Subtle Emphasis a

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Modify Styles

Comma Training Page 45



@ Format Text ->Styles->Options->Modify

uary

Modify a Style - To.. | |beacherMmalms.oom
2. Try it: Modify a Style = cc.. Styles
Select Heading1. send _ | .

Subject: |Rlch Text Clear Al

What Do You See? When you click on
Heading1 in the Styles Pane you should see:

. . No Spacing
Update Heading1 to Match Selection
Modify... CHARLOTTE’S WEBSITE [ Heading 1

Normal

?{(eri(c:)tvé”AII Update Heading 1 to Match Selection
Delete Heading1... FARM FRESH FOQ &4  Modify..

Remove from Quick Style Gallery Select Al: (No Data)
ele H 0 Uata

: . 1) Fruits
Click on ,M°d'fy"' k. ma . Remove All: (No Data)
Keep going, please. Z4) Vegges _

3) SweetS Q!:l!:tt: Hcadmg 1

Memo to Self: Say you had a long message a) Aopple Cider Remove from Quick Style Galle
with a lot of text that has been formatted with ) pp . ) ot - v
Heading1. You can Select All of the text that b) Kiwilime Pie
has been formatted as Heading1 and update c) BananaFanaMo Intense Quote
them at the same time. Subtle Reference

Intense Reference

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Modify Styles
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prompted to review the Style

Formatting. You can edit the Font
and Paragraph settings if you wish.

3. Try it: Format the Font
Edit Heading1 as follows:
Font: Tahoma

Size: 18

What Do You See? There should

be a Live Preview of the new
formatting.

What Else Do You See? The
Paragraph options include
Alignment, Line Spacing and
Indentation.

Keep going...
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Modify the Formatting
When you click Modify you will be

Format Text ->Styles->Options->Modify

A M e e T T Mk Tt @ Wbt (HTIL] I ———— {2
A et et [- Fasmat Tea Egvira a ﬂl
4 [Aawaa T m [P 3 1T . EE e T moA L L LU
B = PR e @ 7 b Ao da | % E-E-T R N9 usceom wsscos Hﬁ anppcor OO H ,h gt
1 £
Pl mntes BT Wb WA [N DB B thems beteeo |t | eaead e Cwem
Chpbiard i Pomat ot 2| o
T intcher Begrraes o
teg
ftjen | bamten

hyla by
R et
v b dolowerg aagraen: W Poreal

Lirkned naragragh mnd chan sche

FARM FRESH FDOD

e SEE) 8 =)

e 5| = == 2@k

1) s
F Wegger
¥ dwerwis
a] Appie Cider Cring

B K Lok Pk u
&) Banara Fana o Tesm g

fagerss u

faets D a

B - " i . - . 2

Pant: [Defmit] Taboma, 1ol ok, Fork color: Bacegroend L M oo, Epanded By B3 0L - . s

-Fhu-- ua.:‘hhh - ey a

B A0 0, B8 L

s 1]

o QS bt || sty gt Yt Gt 18
Taiele Rt a=

Formatting

|Tahuma

CHARLOTTE’'S WEBSITE

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content

2.4. Format item content: Create Themes



Format Text ->Styles->Options->Modify

uary

Tl R— R T T Wiy (TR T ——— e ——— ] T
Add to Quick Style List T T E—
4. Try it: Review the Options S e e M e e | o[ e AR B
The Style formatting is summarized atthe ....." *“. " i " L e L
bottom of the dialogue box. Look again at L re———
the settings just above the OK button. 2ile
falpen | Ean

Foavie e o
v b tollowsrg peagragn: W forma

¥ o

Add to Quick Style List will display this
Style in the Quick Styles on the Format

" ,|'|-|.

4

Text Ribbon. FAllna FRES oD e HERE s ® = —
1] Feus e m®| == =22 & i l‘::”I.
Only in this document adds this Style to & +wee. o :
this E-mail, only. It will not be available in Lo Lo wl
the next new E-mail. ¢ Banana Fana b - ul
e u
EXI - a
Automatically update is not selected. Fark: ot T, Lot Sk, Fort coke: Sakrrund L ccm, B by 8730 e
This option can be problematic. g o e —— - -
o ke i Stpber bt || sty et :'I-M-{s-u ]
O e oot e e B 0 B s i 5
When you select New documents based = :
on this template all new E-mails will use Font: (Default) Tahoma, 18 pt, Bold, Font color: Background 1, All caps, Expanded by 0.75pt, =«
this Style by default. Space Il
After: 0pt, Level 1, Border:
Click OK to close the Modify Style i Top: (Single solid line, Accent 1, 3 pt Line width) 5
options. L4 =] add to Quidk Style list [ Automatically update
Please close the Styles Pane as well. @ Only in this document ) New documents based on this template
o) (ot

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Create Styles
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Format Text ->Styles->Change Styles-> Set as Default

Save as Default g\;u ff"‘_w__’“ﬂ

uary

. [y * S e, -  ZeoEew oee o ; / M rea -
Say you took some time to create a o b |t "“_ l“" :A ST .!.l:l i \AE & Py
- Aa Bn Tent = P eadng |l | Meaae o . O
custom Style that used your company e b it 2 i) A o :v';, -
Font and Color. You can Set as Default  ——— B goen
3 Al tom
- k:'n L= & Dwngueh Spaung »
. -
5. Try it: Set as Default Style 20 0 et

Select the text: Charlotte's Website . -
Go to Format Text ->Styles. CHARLOTTE’S WEBSITE
Go to Change Styles-> Set as Default.

FARM FRESH FOOD

1) Fruns

Do This, Too: Send the E-mail 2 vegres
Click Send. An E-mail with Rich Text N
Formatting should arrive in your Inbox. B K Lime Pie
)  Banana Fana Mo
Very good.
34 Find -
AaBbCcDdt  AaBbCcDdt AABBCCI AA B ih
- wac REplace
i i i i —|Change
T Mormal Mo Spacing | Heading 1l Heading 2 Title Z‘ Styles - [:& Select -
Styles A Style Set >
H Colors 3
Fonts k
gﬂfr Paragraph Spacing »
Set as Default

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Specify Message Content Format
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Working with Rich Text

If you addressed this message to yourself, it
should arrive in the Inbox. Say you received an
E-mail with rich text formatting and you wanted
to copy that information into another E-mail.

You can use Paste Special to copy and paste
text without formatting if you wish.

6. Try it: Copy and Paste the Text

Go to the Inbox and select the Rich Text E-mail.

Go to Home->Respond->Reply.
The Message Ribbon should be available.

Copy the text: Charlotte's Website
Go to Message->Clipboard->Paste Special.

What Do You See? The Paste Special options
include Rich Formatted Text (RFT), Picture,
HTML (Web) and Unformatted Unicode.

Select: Unformatted Text.
Click OK.
The text will be pasted without formatting.

Keep going...

Home
LR ¥R Ruch Text - Message 04TML) — o - oera
mﬂ Message  Bndert  Options  FermatTet  Review ~
= R o v |sm g . . W Follow Up * ©
DA% ommen ks mmo W& oA X T R
: N.m J’ BJ7 U y.A. ‘} g’ Addeess Check m.mnm Segnature = Zaam
: Chpboard Paste Specal b % Zoom

E From: Teacher [madto:te
Sent: Saturday, January
To: teacher@commalms.
Subject: Rich Text

Irderts the contents of the Opboard as text without any formattrg.

Paste Special

| Source: Microsoft Word Document

sy Microsoft Word Document
4

As:
@ Paste: Microsoft Word Document Object -
Paste link: Formatted Text (RTF

Picture (Enhanced Metafile)
HTML Format
Unformatted Unicode Text

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Use Paste Special
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R o [ Racenr  Fatoe - ]
4 =h algrere x \ J 3 = e 3 Wewe & 10 Marager l y _EJ JUwesd Band  Fed s ’t - \.
23 Onen Up * - - - 3 Team oae o Done - Be Cmegonte «  [U) Adovens Bostk —)
New  Now Dewte  Ruply Ruply Forwaed B . 3 Move Bl Orediste Lana Pacome
: Summa st Rem - e - A8 . - e SV R > . . Wretowls« PR tost s poaden

M- Deetet, - Pond Lerd Ferene
So, Hello Microsoft Outlook. Our lesson <o {*‘ v gt rerr e v «
began by changing the View: finding the o [ e ——— W& gy T Q| 3
. . . 5 _— ) = 2 A =TT ] ! F 9 . 1\
Navigation Pane and the Reading Pane. S e S s su VA EEE EE w0 e ,'_:_”,;,, 1 A i
3?"”" Oobe.. G Sare Tert : [ Inchude Togs . 2sem = ;
. . Aa Contecy sd the
We looked at the two E-mail Ribbons as B o | |damsromal e R et H
-
well: Message and Format Text. That was ) ot : eingenve || BNN
. Cadte Stiel  PW The Pad iradeie lebocks L
a start. Let's go a little further and see £ 05 feres 5
what a really good E-mail program can ] -
do. ) Tl Do you think the iPad would be less expensive than the computer books? Let me know

Glen Glick

Fromn: Clar Dickson [madto clsn@comenalrs com)

Sont: Wednesdiry, Janury 04, 2012 747 PM ! i ah‘leeting
Vo Teacher'

Subject: RE: The Pad replaces textbooks

Reply Reply Forward ﬂ“é Mare =
All

ey g hepay of

Well, you done good. You get two
cookies.

p. They work fantastic in both o

creen of the Pad Ay e great for shudents wo

%0 practice. | see g P ites

Respond

Mavigation Reading To-Do People
Pane -~ Pane~ Bar~ Pane

Layout People Pane|
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Test Yourself

1. Which of the following are Ribbons in
Outlook’s Mail view?

A. Home

B. Send/ Receive

C. Folder

D. View

E. Insert

Tip: Complete Guide to Outlook, page 29

2. Which is true about the Inbox?

(Select all correct answers.)

A. Unread e-mail is bold

B. By default, E-mail is sorted by recipient, in
alphabetical order

C. The paper clip icon indicates that e-mail
has an attachment

Tip: Complete Guide to Outlook, page 30

3. Which of the following is an option for the
Reading Pane? (Give all correct answers.)
A. Reading Pane on the right, with inbox to
the left

B. Reading Pane on the top, with inbox on
the bottom

C. Reading pane off

Tip: Complete Guide to Outlook, page 33

Comma Training Page 52

4. Collapsing the To-Do Bar is the same
as Hiding it.

a. True

b. False

Tip: Complete Guide to Outlook, page
34

5. In e-mail, what does the abbreviation
RE stand for?

A. Reply

B. Regarding

C. Repeat

Tip: Complete Guide to Outlook, page
36

6. Which of the following are true?
(Give all correct answers.)

A. Reply sends a message back to the
sender

B. Reply all sends a message to the
sender and to all other original
recipients

C. Forward sends a message to
someone else

7. Which of the following is NOT an option
for formatting an Outlook e-mail?

(Give all correct answers.)

A. Plain or Basic Text

B. Rich Text

C. Word document

Tip: Complete Guide to Outlook, page 39-
40

8. Styles apply to which of the following?
(Give all correct answers.)

A. Font type

B. Font size

C. Font Color

D. Paragraph alignment

E. Indentation and Line Spacing

Tip: Complete Guide to Outlook, page 42

Application Question: When would Rich
Text options in e-mail be inappropriate?
When would Rich Text options be
appropriate?



Outlook 2010: Working with E-mail

Messages and Messengers

7.""re

One

Outlook E-mail Objectives fﬂngf v

Home Send Recene
In this lesson, you will learn how to: PENg— \ ™ 5 vt
Y ;'j 32 Ay G Uy « x & ¢l 4 Wt ;:::tnu

(e on

1. Create rich E-mail messages and specify a Fr e T el e St Lo bl | F YT
Theme p——— oo Sreet .
2. Show or Hide the From and Bcc Fields B ‘ ?
3. Set Follow Up Flags on a Message "5}-:_-"- — " wor | Opwens g
4. Configure the Delivery Options B oo f%j‘];m BIE.E| 8 | 05 De=otenten i
5. Use the Options Ribbon to program the Message ey : g
Tacking and Voting Buttons 5 o E
. . . b
6. View and edit the Message Properties §:"""'¢..... :
| ¢ )
12| D@ To | Subject

© 2011 Comma Productions, LLC 4 Date: Today ‘

Ao :-] teacher@co.. Do Not Deliver Before... P — w—
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T . a
%3 Lesson 3: Messages and Messengers 4
E Message Options Ribbon a8
1. Readings N Ecolors~ [a 8= 8= 3
Read Lesson 3 in the Microsoft Outlook A A = =
, Fonts ~ !
guide, page 53-81. A |Fonts o
Themes — Page Boc From Permission
. - Effects * Color - =
Project : | .
. Themes Show Fields Permission
Sample E-mails that demonstrate the
Options Ribbon. 1_] i] 1]
Downloads Message Options Ribbon (continued)
Farm1.qgif, Farm2.qgif, Farm3.qif, O m=. e
Farm4.qif, Appplebox1.gif, [l Request a Delivery Receipt Y g &

Appplebox2.qif, Appplebox3.qif,

Use Voting |7 Request a Read Receipt Save Sent Delay Diirect
) Buttons = Item To = Delivery Replies To
2. Practice |

Tracking ra More Options a
Complete the Practice Activity on page 82. EJ i] i] l] i] i]

Menu Maps

From the Message Options Ribbon.

. Options ->Themes->Themes, page 59

. Options ->Themes-> Page Color, page 60

. Options ->Show Fields, page 64

. Options ->Tracking->Request a Delivery Receipt, page 67 More Menu Maps

. Options ->Tracking-> Request a Read Receipt, page 68 From the Outlook and Message

. Options ->Tracking-> Use Voting Buttons, page 70 Ribbons

. Options ->More Options->Delay Delivery, page 76 1. Home-> New-> New E-Mail, page 56

. Options ->More Options->Direct Replies To, page 79 2. Message->Tags->Follow Up page 65

. Options ->More Options->More, page 80 3. Message-> Respond->Vote,’page 71
4. Message ->Show->Tracking, page 73

3. Assessment
Review the Test questions on page 82.

OCONOOAAPRWN -
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@ Messages and Messengers

Messages have images and actions. The image draws attention to your company, your products and your brand. As we
saw in the previous lesson, Styles can be used to format the message Text. In this lesson, we'll use Themes to format the
E-mail message. Messages also have actions. The actions include Tracking, Delivery and Voting. Each E-mail can be
loaded with follow up flags, receipts and even more options. If you are ready, please start Microsoft Outlook and go to the

=
4
3

Inbox.
Start -> All Programs ->Microsoft Office-> Microsoft Office Outlook 2010

"J_, AW T g Thermt - Mcisage (T —— oot

iwq'.'w

Mestage Insent plite Farmak Tewt PBreseoe -1 g‘
| B cotors - 1 e | Dl N =1 & £}
:E'-_"' | &) ronta - y i_* { 1 1 A=l Rgtit @ Delivery Recet | ¥ | *
s I z
O [t - (O IS Peeien | BV U bt | SIS D0 OO,
Theres Sheree Fréladi Peimriuan Finching O Mg Opt=ani
Frgg - GERChENR O O 0
e [ i .
frnt el AR Request a Delivery Receipt
e har Beeraredon. e
= — Use Voting |#| Request a Read Receipt
Sgtiect KirLiage Thepmey Buttnns -

| Tracking

The theme for this lesson is Messages
and Messengers.
The words that | say or email or text
are messengers. The question is:
Am | sending out angels or devils?

- i 8 B4 ;
| n Colars — EI:I _é Many of the angels shown on these
= Fonts - -_—

g
! pages are from the collection of
Themes Page Bcc From Permission Herm and Connie Wallters.
| Tenther - [O]Effects = cglor- -

Themes Show Fields Permission
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Ta
One® Home-> New-> New E-Mail

Create a New E-Mail N M

. . ~ any Tl inpiing | e e | B Lt . (o et R | Ford o o)
1. Try it: Create a New E-Mail b g ?( e ;;'.f ,;..",,:__, B R e O.‘Ej.,. ,r“'"""“ Wawesens

. [ iy Meply B Geietr 3 Crests Few T n - L A T
Go to Home-> New-> New E-Mail. o : a——-
Enter your E-mail Address. _ .
Enter the Subject: Message Themes. iy ey . M@ 8y T Q ?

. o] Tad i § Cairy [ o |
Type the message text: 3 soaen roar B W oA Emw H, u':n:: tac st sgsn pm—— g I:
- Thebosd : | Bacin Uk O ekl | e o Teem | | 3
Charlotte's Website s E
From the farm to your table...that's fresh! " :
S owen g
. L2 Feedi

Keep going, please... & tawn ¥
£ Tuggrara cofl] | Feer thee arm i yeur i S Ineshl I
2t 1
i

| | | teacher @commalms. com;

To...
Cc... |

Subject: |Message Themes

Charlotte's Website

From the farm to your table_ . that's freshl

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Plain Text
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E Tok
Ong - Format Text ->Styles
E L - '
Use Quick Styles A e ai e T Y
. . . O M % \ = et 3 Movers e : y | Uretad Fass . ’ A
: 2. Try it: Format the Text with Quick Styles = = -‘::.w-m = ;f“: :M'f Sumtes o = ELEEE c:“j" 'c:-:- TR
Select the Message Text: g - = ; - - - -
Charlotte's Website. o trane e —— N
Go to Format Text->Styles. e TR — T &
; ! \ upe-ll - AN Aet (W BT E n Cel | AaBbCe AaBOCt b
Choose a Style: Heading 1. ) sl re A o] RN TN u:_-—:. -” = et aeowcet Anlic g
34‘:‘ Oigboms | lFemmst rort : Parngragh AL asssc aamsco asBse H
Select the Message Text: Y e reer—— edbssadend g
From the farm to your table....That's fresh!. @ Mei Lt - | g
Go to Format Text->Styles. ) Ot ' '
Choose a Style: Subtle Reference. (e M
oy Chartotte’s Website i
. FROM THE FARM TO YOUR TABLE  THAT'S FRESH! -
Keep going... i

|tead’1&r@commalms.mm',

— Cc... |

Subject: | Message Themes

(e

Charlotte’s Website
FROM THE FARM TO YOUR TABLE...THAT'S FRESH !l

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Apply Styles
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Modify the Style

=
4
3

3. Try it: Choose a Different Style

Go to Format Text ->Styles
Click on Change Styles.
Select a Style: Traditional.

Keep going...
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Now that the text is formatted with Styles,
you can use the Style Set to change the
Font, Font Side, Alignment and Color.

Format Text ->Styles->Change Styles

T g oo Ui Ot T W T 3|
e

| Weme  Send/Recwe  Felder  Vew - ]
W " Talorene x ) 4 3 B Meetng & Mevern ! & "o Marager :J P NS Svveswtens s -
= R L Cumn i - 1 o " 2 24 Team Lost o Dane ) B8 Comeporse © (4 Adrens Bost =
.t Reply Reply Torwms - Mowe  Ruden  Ovebiote Sene
Comat Bema -y e 2 a - & tesy b Driete Create Wew Whomemip: PR Lnet garouden

s ¢
Foomat Ted Fevrw
= e ey 3
asc AN A ¥ ‘"-L'- -i:ﬂ astocenx Assbce AaBbC A " '
BIEdnw ®-A- 5o, g ‘e Theems asonimy saseng 1 | [tnge] (anng :
o : e S @ Defauk Biack and Whee ~ @ geta » ]
tnacher Sromeang Com: Ouctme L |
Plegent Al Lo i
ol §ot 81 Detause -
Manaicrgt v
Charlotte’s Website :":‘; ‘
From the farm to your table  that's fresh) [A—— i
Sagte
et
— |
Word 2003
To... | teacher @commalms. com;
=3 (|
Send
Subject: | Message Themes
Charlotte's Website
From the farm to your table...that's fresh!

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Apply Styles
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y
o::° Options ->Themes->Themes
T amm
Apply a Theme I [ . o N Ao T
Styles format text. Themes are applied to = || wow 75 & ;f,mt;‘:"“ N Al ) B g | e v ;...-—,:‘m
everything in an E-mail message including ““_"..,_1"""_"‘“‘"_ Ak O iee R Fraeve. | Vractes- |
the text, pictures, shapes and graphics. T -k DOIRR—, .
G““: c,.;, . o 1 & o |
o S QAT @ B E 58 28 ovevveowe G i & ;
The Themes are on the Options Ribbon. = .& e n.._... i tiom  Surmaian mﬂ B i el ‘-?.".i:'n‘f‘..‘:'.,u»..h :
£ fem Tuguhing . Lonr Jofarn l
: . e £
4. Try it: Modify the Theme b e _\dl L | _,_[ As | g
The sample E-mail is open. e g
Go to Options ->Themes->Themes. Ll
Choose a Theme: Grid. o T
ke !
i

@ B Colors ~
mEEEE . Fonts -

Themes Page
[@] Effects = calor -

. | teacher @commalms. com;
Eunart o Mo from Tempdsin

Themes

H et tor Trame éEl
B Cc... |

B Sy et Thame

What Do You See? The Theme modified

the Font, Font Color, Alignment and Size. Subject: |Messag& Themes

A3l 8 |l -

Bamac LB iUoeandd 1

Keep going...

Charlotte’'s Website

From the farm to vour table...that's fresh!

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Modify the Themes
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Modify the Theme

=
4
3

Options ->Themes-> Page Color

B EEE
- ;k-f:{m‘ S

E

Effects. You can also change the Page Color . .

_mail i ; - [ 8c=d = 0
for your E-mail if you wish. j B Colors == _°1 3 2 Request a Deliven,

aumans Ca—— e 8 [D

5. Try it: Modify the Theme Themes - Bce  From | Permission | Use Voting Request a Read Receipt
The sample E-mail is still open. +  [9]Effects - |color - . Buttons ~
Go to Options ->Themes-> Page Color.o i Themes | Theme Colors ssion Tracking &
Select a Color: Tan, Accent 6, Lighter 80% B EEEEEEN
What Do You See? The message should
have a light tan Page Color.

Please keep going...

b \
i.' 1
Send e i Tan, Accent 6, Lighter 803 L
Subject: I l I

Standard Colors
EEN NEEEEN
Memo to Self: It is very difficult to read | | No Color
messages with bright page colors such as el
screaming yellow zonkers or lime green Jell- Charlotte’s More Colors...
0. From the ° Fill Effects...
You do not have to MATCH the Page color in
this lesson. Choose something light and easy

to read, please.

t's fresh!

Exam 77-884: Microsoft Outlook 2010
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2.4. Format item content: Modify the Themes
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One Insert ->lllustrations-> Picture

P P el 1 et st ew
il e e e T

Message: Insert a Picture

=
4
3

e T i - Ton el siosh T W T T

- @
L N'I o Urerud Bawdl Ford il '|1
/ =
o Cetrgonin - TPty T —
Mo Fuim Orabicie = Lard Facamer
il T

B typesins ] Bt e -
Abtocimast | Quick Pty - FhDwtraTme [ Symbes -

Linis

. . 1] (=h d L T lierage
You can add illustrations to your e e I e e
message, just as you would in Microsoft it —
Word. The steps to insert a picture are the < R R —"
same in both programs. e 0 o8 8 = 7 T bl B8 (P o

o S e L —— — | - (L HR LY T
#73 DrihegBes | Anes &;:ulmlu-\.'ww_nn Iulru [ ¥ ) n::: i.rulpil e

Review the Insert Ribbon :" i -
The Insert Ribbon includes the following: 7 b
Include @ o st
Tables o
lllustrations e
Links R roepied
Text
Symbols

6. Try it: Insert a Picture
The sample E-mail is open. The cursor is
placed in at the top of the message box.

“harlotte's Website

& Padchn
vy

[ —r—

Elowepcap - TT Eguation -

ol wordiet - g eyedt
Ted

= Hermeemld oy
S

WD A L VL |

TR

Go to Insert ->lllustrations-> Picture. : : 1

Browse to your Documents folder.
y - File Message

Insert a sample picture: Farm1 Insert

Options

._IEI CTTET
Keep going... J > @
Attach Outlook Business Calendar Signature | Table
File Item Card - > <
Include | Tables |

Format Text

Vil

Picture

Review

ElE E_]) E ﬁ
EE] = (e—+
Clip  Shapes Smartart Chart Screenshot
.IE'.l't - -

Illustrations

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.3. Create item content: Insert Graphical Elements
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Picture Tools: Size
7. Try it: Resize the Picture
Select the new picture.

=
4
3

The Picture Tools should be available.

Go to Picture Tools ->Size.
Enter the Height: 2

You can type the number or use the
arrows to change the size if you wish.

Keep going...

Memo to Self: These are the very
same Picture Tools that are found in
Microsoft Word. Please refer to the
Beginning Guide to Word 2010 for a
complete explanation of the Picture
Tool options.

Picture Tools ->Size

s Rl
et Fabvall 1 Bt Pt Wew = 0
= whgrare b Ml B 7 T Ripaager T E _J Wrweed! Beed Vel g Cpnladl -
g - iy -
¥ i1 2 o g = x — _'d - & B Tram L-mad o Dene il B coegeene s L aadern B
o Mowr Buie Orabicte SeneBrieee

hirw  hirw Driste | Fuply Faply Foremed B s -
e T Y R e Rrpd B Deidle 7 Sorate Hew T T I L vr sy

ERLTS

a
A
3
O+
F
P
d

Crop — 072"

Size

“harlotte’s Website

Erpm thee farm to your table. that's fresh)

e b ERE N Ll
Bema B4 Unores |

harlotte’s Website

From the farm to vour table...that's fresh!

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.3. Create item content: Format Graphical Elements
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o::" Picture Tools ->Arrange->Wrap Text
E :;o’-j il T
Picture Tools: Wrap Text ey I e R — D T
: 8. Try it: Format the Text Wrapping 2 8 o ?,S, 2 AR ™ St o o i A, W Wesein =]
The picture is still selected. S sntas | S mn x - S Frams. | Vracten. T
The Picture Tools should be available. * e
Go to Picture Tools ->Arrange->Wrap Text. . — - : e z 1
3 Sem Boms il T v, d— i ol el Pt : A : '
')":""" u:’m B At tmens < % " R naseients [saariShimaeanne - F S 5
What Do You See? Without text wrapping, i : : - TR TR |
the text is placed below the picture. When iy e | E
you select Square text wrapping, the text @ ok Lt } g
should wrap around the picture. In the &) oen ! Ji
example in this message, the text was placed B S

on the right hand side of the picture.

% Charlotte’s Website

Erom the farm to your table that’s fresh!
Keep going...it's looking good.

Charlotte's Website

L4y Bring Forward
Y send Backward
% Selection Pane

"asinpey o

From the farm to vour table...that's fresh!

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.3. Create item content: Format Graphical Elements
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In Line with Text
Square

Top and Bottom
Behind Text

In Front of Text

More Layout Options...

1
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E r
E Options ->Show Fields

. ‘ - [B v O
More Message Optlons l nCoIors j __3 [ | Request a Delivery Rer~i~*
o 'd('efaltjlg"l'th)e m:?f?age Cé)iSp|ays th(% ) Themes — Page Permission = Use Voting
recipient (10) an e carbon copy (Cc). Effects e i Request a Read Rece 9
You can also Show or Hide the Bcc and - Sl 1 ) ” Bultons ~
From Fields. Themes | Show Fields | Permission | Tracking
The From Field shows who sent the From ~  teacher@commalms.com
message. Bcc means Blind Carbon Copy. =" )
Names which are added to the Bcc field Send 1o Itead‘e'@m'“"‘a'ms'“’m'
cannot be seen by the re_C|p|ent._ Bcc is o [dair@g,mmalmsmm.
usually used in adversarial relationships.
Bcc is not commonly used and does not Bcc... [ebeth@ommalms.com; |
need to be displayed. )

Subject: [Message Themes

9. Try it: Show or Hide the Fields
The sample E-mail remains open.
Go to Options ->Show Field->Bcc.
The Bcc Field should be available.
Enter your E-mail address.

Charlotte’s Website
From the farm to your table..

Try This as Well: Send the E-mail
Click Send. A well formatted E-mail with
Themes should arrive in your Inbox.

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.5. Attach content to email messages: Show or Hide the Bcc and From Fields
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Create a New E-Mail

1. Try it: Format and Tag a Message
Go to Home-> New-> New E-Mail.
Enter your E-mail Address.

Enter the Subject: Tag, You're It.

Type the message: This message is
tagged for follow up.

=
4
3

¥ Follow Up ~
¥ High Importance

J Low Importance

Tags T

Try This, Too: Tag the Message
Go to Message->Tags->Follow Up
Select: Tomorrow.

Go to Message ->Tags
Select High Importance.

Click Send. An E-mail with Tags
should arrive in your Inbox. Keep

going...

Message->Tags->Follow Up

T T e Kt b W S T T
| .h.i Humr el R Fitdn W s a,
r Callgnene . 1 - 2 sirve e ol - -1 L R T T st q
¥ S 75 S S S Sy B S ey &S \
— A5 Chna U = i Tapsm fomp o Dera - Bi coveppape © L) Saaeis Bask -
Hrs W Deiris  Brody  Arply Tomswd B, jigeg = . Blov  PBuim Onabioln Pr——
Eamsll Bamav ol hesh 2 ey ¥ 4 Mewly b Geietr Craafis New T 7 - W Femrein W P B ap i
Find el Weveivr
<
pr
E \
LTI N dedderm R
LI | A /EERE EiF : H
Baza Tyl Plymry ﬂ

L]

| teacher @commalms. com;

- ... |

Subject: |Tag, You're It

This message is tagged for follow up.

R M Ll
Bl Ui 3

Teacher

.
—§ Tag, You're It
® This message is tagged for follow up, <end:

v X

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.2. Manipulate item tags: Set Flags
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Tagged for Follow up

The Follow up Tags were added to the
message you sent. So, you would go to the
Sent Items Folder to find your message and
review the options. Say this action is done.
Here are the steps to Mark it Complete.

2. Try it: Mark the Follow Up Complete
Go to Outlook ->Sent Items.
Select the Tagged Message.

4 Teacher

[ Inbox (1)
LA Drafts
7| Sent Items
4 @ Deleted Items

What Do You See? The Tagged E-mail has
an Exclamation Point (!) for High Importance.
There is a Follow Up Flag on the right side.

Try This, Too: Mark it Complete
Right Click the Follow Up Flag.
Select: Mark Complete.

The E-mail should have a check mark.

Outlook ->Sent Items

S wﬁJ_m‘?
" =
| Wome  Send/Recewe  Folder Ve S
S  Caione B reting 23 Meve s ! & ™ Marager w s N 3vweenee ’at - 1
B Mertng A
8 Ceen Uy~ x > - - 3 Tenm L o Deve — _’-1 BS Coegonte « L) Aodvers Boet
Mow Mmoo me O Mool Meoly Fomeard B Mt L pegy b erete e )| M Tl Onuieke | oy o e | P S | T
New Drirre Triperd * ro [ Togs s Lend Facew
 Tenres s ) i
. Tag You'relt
J* 3 - i vl o -~
2 Ovms Asange By Oste Nt ea v Teacher «teacher@commalms.com» —
- — ° ¥
#74) Dewied Rews b §
2 e | 7 i@ commaim com *20 Y St AN B0 AM
e | Teg toumB LS v b e com i
Search Sent Items (Ctri=E) P .
Tag, You're It

Arrange By: Date | MNewest on top [~

Teacher <teacher@commalms.com >
@ Follow up. Start by Sunday, January 15, 2012,

4 Today This message was sent with High importance,
¥4 teacher@commalms.com 9:20 AM 1{;5 Sents Sat 1442012 9:20 AM
Tag, You're It 1 ¥ Ioday alms. com
W Tomorrow
4 Tuesday
------------------------------------------------------------------ N This Week
[— 'Clair Dickson’ Tue 8:49 AM agged for follow up.
RE: The iPad replaces textbooks N7 Next Week
¥ Mo Date
| A LastWeek W Custom..
. =4 teacher@commalms.com Sat 1/7 ) .
n Rich Teut & Add Reminder...
[-] 'teacher@commalms.com’ sat1,/7 v Mark Complete
Basic Text Clear Flag
[-=d teacher@commaproject.com Sat 1/7 Set Quick Click...
Basic Text ;

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.4. Format item content: Set a Message Reminder
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Options ->Tracking->Request a Delivery Receipt

woh T T TG gy - Teathar s Wiconseh Outioeh T R W~
Message Tracking B T N
Microsoft Outlook can track your messages. . . * min- K B A AT Smten  ome T S g Wb =
For example, you can request confirmation e i T | e L e B 1
that the message was delivered. You can # tescne -
also ask for confirmation that the E-mail was S
read. B e - B = e B T f
3 AR @ i' Wk 8 ) ?rwensvwmman Th 7y 8y g
& Themes e 0 Frem Poweiien  Une VoINS  Becunt s Bead Recs Save et Doty Oweat
1. Try it: Request a Delivery Receipt P ] P P [ L L) 8
Go to Home-> New-> New E-Mail. Fpe T e — 1
Enter your E-mail Address. D o =
Enter the Subject: Speedy Delivery. s _ E L

Type the message: This message is a test of el . e o e oty roo.
the Delivery Receipt.

Try This, Too: Set the Tracking Option
Go to Options ->Tracking.

Click on: Request a Delivery Receipt.
Click Send.

Try This, Too: Review the Delivery Receipt e

A new E-mail may arrive in your Inbox. PR —— )

Keep going. e SR Use Voling 7| Request a Read Receipt
IBMIJABN- | Twae | Buttons -

[T — Tracking la |

u]
| Request a Delivery Receipt

Memo to Self: You may or may not receive
a Delivery Receipt depending on which E-

mail server you have. . .
"The reason angels can fly is because they take themselves lightly."

G.K. Chesterton, "Orthodoxy"

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Configure Tracking Options for Delivery Receipt
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E o
o,,°° Options ->Tracking-> Request a Read Receipt

E Bl R ST s - Tos v Witressh Cotech WO S V-7
TraCKlng optlons [ 4 5% "y .‘v::‘ .N% "“f‘ = - 23 Mevetn t & "0 Marager - S ¢ < A Unered Read  Fnd » pet 1“ °

:1 2. Try it: Request a Read Receipt = 8 eeme- O 3 2.3 e (Bt o S22 L st g

. St A oo I v eply & Ceiete Creste New ¥ - - ¥ . Filter Lmas « A8 Podden
Go to Home-> New-> New E-Mail. e e — e : o = FE ] et 2
Enter your E-mail Address. « e - .
Enter the Subject: Read All About It. e g . 2
Type the message: This message isatest .00 | ; S ~ MLAI"‘ e R L g
of the Read Receipt. s el T <A e AN Bmameng K :
o e e e e | T [ B =y g

Try This, Too: Set the Tracking Option @ Ao st

Go to Options ->Tracking. o v
Click on: Request a Read Receipt. B _ L

Click Send.

So, what does it look like to the person
who receives a message with a Read

Receipt? Keep going...

Comma Training Page 68

Ths message & test of the Read Recept

ey g dnpey o

0

=

| Request a Delivery Receipt

e
& DRADn, he Computer Mams Wed i
PV e Pud tnpacs tpocks Use Voting [f| Request a Read Receipt
3 Carnetn, he Conprter Moms Wed Buttons =
- FY - BNIET TN I . ’ [ | T
Rowe 16 Usersst |

Tracking

ul

"I'm no angel, but I've spread my wings a bit."
Mae West

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Configure Tracking Options for Read Receipts
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Outlook->Inbox

Respond to a Read Receipt

3. Try This: Respond the Read Receipt

In our example, there should be a new E-mail
with the subject, "Read All About It" in your
Inbox. Double-Click to open that E-mail.

=
4
3

What Do You See? Microsoft Outlook will
prompt you about sending a Read Receipt.
You can choose Yes or No. You also have
the option to turn off this prompt if you wish.

Try This, Too: Send the Read Receipt
Click Yes. Outlook will automatically send a
Read Receipt. A Read Receipt has a small
icon with a green check mark.

Memo to Self: Unlike the Delivery Receipt,
people can decide whether or not to notify
you when they read your E-mail. For some, it
is an issue of privacy. For others, receipts are
required for work.

e . | |

% Rl
Mome  Send/Recewe  Folder  Vew - |
L= o lgrone . - 23 Mavets t 5 Warager % L% S Uneead' Read  Find » Contact =« 9
Wi G x s BMerting 5 - )
“—.'_ Vi €0 .“ :d"’ b ) Team Lons o Osee ~d :: g B Coegone © () Adovers Bost fm
ot e | Qe O | e Bub Semd Radone i) nuy o ouse Crewenen N R Ot N retewinc T feetestt “ma e
T e O N e SUNDIIUNGNE. ) R N BN G TR0 S Recsh
-3 ~
# Tancrnen -
o ‘ £ Read All About It
Lasnl - v A &
ST Amnge B Oute vt oo b0 = Teacher <teacher@commalms.com > A -
o Sant mews R4 4 e '
27 Cweted Roms 4 Todey Bare e om ‘
o 4 Teaciver anmm =
| Read AN ADout B l
32"‘. 3 Teacher B [ 15 tes2 of the Read Receipt 8
‘ Meiarii Ot "
A s 2 Test . H
@ Aok (ot *' Toacher requeeted & read ecREt be st when A",
] Mty o B memae Teat A Moot 1t w resd. Do you
2 O - = v 8 cmceet?
£ "siteenn [P petU—
A Semch Peddens L
Ad Suggened Contacty 3 Tens
23 Tets e T

3 Tews

, ,
wcenonos

y. Teacher requested a read receipt be sent when
i message ‘Read All About It is read. Do you want
to send a receipt?

[ Don't ask me about zending receipts again

3 | Yes No

@& Teacher
Read: Read All About It
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More Tracking Options

You can use Voting Buttons to track people's
responses to a question. This example works
best if you can E-mail to a partner.

1. Try it: Use Voting Buttons

Go to Home-> New-> New E-Mail.

Enter your E-mail Address as well as one or
two partners, if possible.

Enter the Subject: Do You Have Time for
Lunch?

Type the message: This message is a test of
the Voting Buttons.

Try This, Too: Set the Tracking Option
Go to Options ->Tracking.

Click on: Use Voting Buttons.
Select: Yes;No;Maybe

Click Send to E-mail the message.

Keep going...

Options ->Tracking-> Use Voting Buttons

o9 e “T
Home  Send/Recewe  Folder  View

vy AN W W\

Ceirte  Ruply Reply Torward B, pigee «
- _

23 Meve s ! & 10 Marager

o Dose

Creste New

34 Tewm Loas
& Teok B Driete

nen Driete 2rapeed Cueed Yew

PormstTed  Bevew
2 | 4

K Frem  Pemeicen LN VRS meguedt o Sead Retret
» Suston -

o e

Pemiuan Logerve Bemd) }

e M

0T Soeeary e
dar Soorvrary o dam@roTel o

e e Magihe ’

uitom '
Ce youw Nowe tme Y00 baneh”

Ths message 5 2 1ot of the Votng Butions.

Regued s Detven Feregd

A Vrwead fead !
() Adsens Bost
o Pier Lt -

P rre——
W fomom iy

§
fEE
b4
i
—

Rom To * Detery Ropies To
Mere Optson

VRO S0 LID W 0 ey

ey g deoey o

Use Vioting| 7| Request a Read Receipt
Buttons -

5 B B 2
ﬂ [ Tt I T .
Themes Page Bec From Permission
* Eff&cts - C|:|||:|r -
Themes | Show Fields | Permission |
To... | ebethi@oommalms. com;
[ u
— Cc... |dair@mmmalms.mm; diashi®hotmail.com

Subject: | Do you have time for lunch?

Approve;Reject

Yes;Mo
Yes:No:Maybe I —
Custom...

This message is a test of the Voting Buttons.

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Configure Voting Options
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o,,°° Message-> Respond->Vote
Respond to the Vote . - e
: The Recipient's Response 2 S o N s _;’ g ool el L
. . . . M A - - Rrody & Driete Covate Nrw - - » . Fimer . "1
The Recipient should receive a new E-mail Bt ok % ke < AT D] = = 2
with the subject, "Do you have... - - . [—
- Asvenge By Dvte Mewaitontsp " = faacher <teacher@commalms.com»
“al J Treact Moty “ e % heve bo veta
If you addressed the Vote to your self in the i pits -" - S .!
previous step, that E-mail should arrive in s oo e e o ooy WU i
your Inbox. The message should have a new . - : E
option in the Respond group: Vote. 23 Coents §
(e Msms e P -
. 3::«- A4 ;,_w e B & | B cueeme- "~ T ¢ , -
2. Try This: Select an Answer £ Ml o &: Ove i N U e B T = om0 o ‘ i
Go to Message-> Respond->Vote R Ouite S i e famee
B e
Select: Yes. rmttem - e prosvem e QUNIIENIN | Message
:':_:m :: a-ou—-;;m — : : :
When you select a Vote, you will be = = "3 Ignore x ; j g [k Meeting
prompted to Edit or just Send your response. - Pecowey This message & 3 test of the Voting Button
Click Send. e %Junk - Delete | Reply R;;I:llly Forward @rg Mare ~
2 Search Fossen ‘
o Secunty
Keep going...! L e coem Delete |Respond
- Py Mty
& Vote by clicking Ma group above.
S From: Teachs Maybe Ins. com
- FYIE RN ST 1 To: ebeth
e Ce dair @commalms.com; diashi@hotmail.com
Subject: Do you have time for lunch?
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This message is a test of the Voting Buttons.
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The sender responded->View voting responses

B —— e e

uary

The Votes Come In B e T -
The Votes Return to the Sender's Inbox o o Boww- ?f SR Smton  f e e S e @aemnen =]
The message was E-mailed, the Responses . “ i Sy T SRR L =il s 3
have come back. Now, let's count the votes. e s 51 Yas: Do you have thme for hunch?
jp.‘y, Amangt By Owte Newedl 0t T % przabeth, the Computer Mama «ebeth@commalms.com » A
Each Recipient who responds to the Vote will .= =i + oam e Yowveing mporem g
. . . 3 s I Ukabets, v Computer Mama ™~ Toe3
E-mail an answer. The Subject is appended B o 00 rou e S o ! 2
with the Vote: Yes, No, Maybe. Microsoft L ~opwr ‘ g
Outlook keeps a tally of all the responses. @ ot st b o g
o) MWetes = Teater snm -
3. Try This: View the Voting Reponses 5 Sewen i e -
Select one of the E-mail Vote responses e i s — %
Click on the Information Banner that says, o e '
"The sender responded.." St I G
Then click on View Voting Reponses. Pa—
Keep going, there's another step to finish the e e
sequence... Yes: Do you have time for lunch?
Elizabeth, the Computer Mama <ebeth@commalms.com>
a The sender recnnnded: ¥Yec
Sent 53 View voting responses
el 2 To Teacher' *

"Every man contemplates an angel in his future self."”
Ralph Waldo Emerson

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Configure Voting Options
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Count the Vote - e x T T T D Y

4. Try it: Track the Responses S & gome-00 ¢ =9 " S & & g o wju =]

When you click on View Voting Reponses NI e s Bl o=ty

you will see the Reply Totals. The L. S 5Y yas Do you have thw for lnch?

nrormation banner displays a summary o Svaty Amnge O Oute Meweitontap T 2 glizabeth, the Computer Mama <ebeth@commalms.com» -

Inf tion B displ f s ‘

the replies. Each recipient's response is listed =, 200 + Tode b sy !

as well. . ’ - o.m-mt-r-::! _ — ;
3 Coende 3 Claw Dvchson 48 8
Ad Contacty ~ e = — -

. B semn S | () Do you have tme for hnch! « Mexiage T
Try This, Too: Change the Show @ o et ; ;
. . . Neites -

The technical term for counting the results is 3 o L I Bt g e e B @ Quuevees | gy

called Tracking. Messages, Meetings and s O P Wil - (Pl ol M

Tasks can be tracked. Tracking is written on S | e e !

the "backside" of the message. You can © s ot v 2 Mo Mo } i

switch from the Tracking page back to the ey e e

Message with the buttons in the Show fharemiie L

Group.

SH

Message |Tracking

@ This message was sent on 1,/14/2012 6:36 PM.
Reply Totals: Yes 2;: No 0; Maybe 0

Show
s wws | Recipient | Response
Go to Message->Sh°w->Message_ ebeth@commalms.com Yes: 1/14,/2012 7:07 PM
You should return to the E-mail. clair@commalms.com Yes: 1,/14/2012 6:42 PM
diashi@hotmail.com

Go to Message ->Show->Tracking.
And you will see the Reply Totals.
Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Configure Voting Options

Comma Training Page 73



uary

Custom Voting Buttons
Computer legend sez that Voting Buttons
were invented so that the dozen or so
folks who worked at Microsoft could
decide on lunch. Way cool use of
technology. Here are the steps to create
your own options.

5. Try It: Create Custom Voting Buttons
Go to Home-> New-> New E-Mail.

Enter your E-mail Address as well as one
or two partners, if possible.

Enter the Subject: Vote for Lunch

Try This, Too: Set the Tracking Option
Go to Options ->Tracking->Custom.
Click on: Use Voting Buttons.

Type: Tomato Bros;Sushi Zen;Big Boys

Click Close to return to the message.
Click Send to E-mail the message.

Keep going...

Memo to Self: Look at the punctuation
between the list items. It is a semi colon ;

Options ->Tracking->Use Voting Buttons->Custom
i d @ g —— T Vett fee hoch T Wherioge SITLAL) P RRE
MRS @ BE 8 4 oveweemees 3 5 &

Treme

Tage Bcx  Poom  Permasion  Une VOIng  Reguest & Read Recrgt Sove Sent Delsy  Dwect
. Buttors -

Vet * Cotge

Thewr W ety

L

Brzabeth. the Computer Marma

Debvery optors

Voting and Tracking options

2
“E

7 Use votng buttons:  Tomata Srom-Sushy Jercig Bowd
Recuest & debory receot & B mesage
gt 4 vl it P e

- 3 Have setes seed b
Do rot debver Sefore:
Frgwes s

7 Save copy of sent memsage

Rem To - Driwary Rephe: 1
haamg . Mase Optam

Use voting buttons: | Tomato Bros;Sushi Zen;Big Boys|
Request a delivery receipt for this message

[Creq y receip g

[ Reguest a read receipt for this message

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Configure Voting Options
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The sender responded->View voting responses

L Hi

The Results Are In B e e ST I
6. Try it: View the Reponses 2 2 voww X B A A Smten o B @ 8 g @rsmn
The Recipient's should receive an . “* T R o T K 6
E-mail asking them to vote for * o $ 2] a1 Do you heve time for kuch?
lunch. The E-mail will have Voting R Arange by Ouee Wewrdsae " % Clair Dickson «clair@commalms.com
buttons with your custom choices. D o oty ——
L o= ~——
After the Recipients select a Vote, ‘EE‘E‘ o A
the Reponses will gather in the o s st ey etrterarire
Sender's Inbox. If you click on any 2 e S T T—— e ——
Vote you can View voting e o — -
responses. ST Teacher <teacher@commalms.com>
That's a good discussion on Voting © Click here to vote.
Buttons. Now, let's look at some of Sent: 53 f4m Vote: Tomato Bros
the other Message Options. To el Vote: Sushi Zen nalms.com; diashi@hotmail.com

Vote: Big Boys

= Clair Dickson 7:33 PM
43M 3w Tomato Bros: Vote for lunch
Bems 13 Unees )
=] Elizabeth, the Computer Mama T31PM
" ... Be not forgetful to entertain strangers: for thereby Sushi Zen: Vote for lunch
some have entertained angels unawares..." [~ Elizabeth, the Computer Mama 7:07 PM
Hebrews 13:2 Yes: Do you have time for lunch?

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Configure Voting Options
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More Options: Delay Delivery
There are a couple more Message Options that
you should consider. The following pages will
look at Delayed Delivery and using a different E-
mail address for the reply.

1. Try This: Delay Delivery of an E-mail

Go to Home-> New-> New E-Mail.

Enter your E-mail Address.

Enter the Subject: Do Not Deliver Before...

You can add a picture or sample text if you wish.

Try This, Too: Set More Options
Go to Options ->More Options.
Click on: Delay Delivery and keep going...

Item To = |Delivery| Replies To
More Options la

Options ->More Options->Delay Delivery

EIg 9= T
B roee  Sene Meceme  Foiser  Vew
Wi G Saleee x ) 3 Rtievting 5 Weve e ? & 1o Marager “: Sy NS Svwesarfess fwasConten -
bt on Up - & & SlTemtast o Dene wd b/ &4 g cgene-
o a ' . .
;:: .“"~ F- e batste ol "z" ormard B, Mase & teoly b Deiete Crese Wew * “f" 'f" Owatinte W rommiy -
New Dot Rrwperd Guaed Yepn . R T
4
@ Tonihen
e, ~ Tomato Bros: Vote for lunch
) b . :
A Gy
3 Sant Bews . S
Ty Derted Rews ey a
= o . ' g
- .:\:I ‘m - i r 1 Requeit o Demetry Rirgpt : 4 %
Catender rooms - 55 |
A Contacty Tema A S Page B Peom  Permmson  Use Veting Rrqueil o Kead Beiapt Sove Sot Dwley  Dwea J
2 . U¥edts * Cotor . Suriom - Bem Tz - Datwery Rapben To
@ Aok Lt Themey Whew Pty Permenien Tahng Wore Ogihers 0

LAy A EVNO WS W

| teacher @commalms. com;

Cc... |

Subject: | Do Mot Deliver Befare...

JJu3 M-

Beme 23 Unenedt 2
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Delay Delivery Options

You can set the date and time that you want
an E-mail to be sent. It is one of the Message
Options and it works rather well. The
message will wait in the Outbox until it is time
to go.

=
4
3

2. Try This: Set the Delivery Options
How did we get here? The E-mail is open.
Go to Options ->More Options.

Click on: Delay Delivery.

Try This, Too: Edit the Message
Properties

There is a section for Delivery Options.
Click on Do not deliver before:

Enter today's date at 5:00 PM

Click Close to return to the E-mail.
Click Send to E-mail this message.

Setting a Tomb Stone: You can also
program your E-mail to Expire (go to data
heaven in the Deleted Items Folder) after a
certain date and time.

»ur X

"R

’\" o L

Options ->More Options->Delay Delivery

“T

I e Send Recene  Fole  View @
3 algnere . \ - O3 Mowe e * & Te Varager ) A ."J JUnvead Read  Find » Contadt *
- } vy omnie - x b Y g Btinm _:1 Toom Lot o Dose wl _.J 85 Comeporae +  [4) Aderess Bt
.’:: ,::. & s - S | Buy ": Formmd By Mone - » Troy & Driete Create Wew o]| Me Siw Guiy Wtatowis s P Lo ¢ h:,‘,:
Vo Datete Erored Queek Shepn Movr A e lerd ¥,
Ppr—— s
# Tomato Bros: Vote for lunch
‘J=: - Acacet Ba Lt Benslstiag . A ol ol oh
ﬁm“;. 4 20 . Wie W Da Not Deiver Befose... - Massage (NTML) - g
475 Deieted Rew B mcrioge et T Pomat et Bevew ) l
) N Calons * — ) i 1 Y
S | g :’: ) l A r e 1 Requert o Deweery Srcrot ‘1 J & g
Ad Contaats hemes T—_— Bt Fram  Permein  Use VN Beguent & Resd Recet Save Sest Oelay  Dwen
a2 . Cote * B tonaa Bewm 1o © Detwery Rephes 1o 2
7 [Ny Thema how Feiy -
;""" [ ——— v
};» B35 Foech = & ‘
S “""‘"""" Sebpet Do Mot Deiver Betase 2
 Bstheers i
Delivery options
t /'
L L :
—— g [ Have replies sent to: | |
4342 Do not deliver before: | 1/16/2012 IEI “5:00 PM IEI
Bems 23 Uneess 2

[| Expires after:

[+] |12:00 AM

| MNone

[-]

Save copy of sent message

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Configure Delivery Options
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@ Options ->More Options->Delay Delivery

B —— R L
Delayed E-mail Nl aci o oo e gv U C g e e
:1 3. Try it: Find the Delayed E-mail o e Bowmwe O g . | Dimten o e s Oy T Wmeton 2
Go to the Outbox s oo s T TR iyl =g i 3
j bubes 1608 - v Sue | Categenes ’: "
3.J Motes = O 160 Sakyes ane oo ?
8 S 4 Date: Toduy
L_a Qutbox [1] '."_lo:':"m [ weehern.  Gw el Deir Seere. o LA I ;
L[ RS5 Feeds 3 Canc i
A4 Contacts .. .
[0 Search Folders A 1| O | To Subject
= Suggested Contacts g
p R 4 Date: Today
L4 Seppeites Comtacty
B Tz i—7 teachen@co... Do Not Deliver Before...
What Do You See? The Outbox has
one E-mail in the folder (1). The

outbound E-mail is waiting for the right
time to be sent.

Very good, keep going...

43NS 388

Bems i Usessa t

In Heaven an angel is nobody in particular.
George Bernard Shaw

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Configure Delivery Options
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Options ->More Options->Direct Replies To

Fatai Wirw

More Message Options: D ;\, — ST T —
. . R S Sl 5 By (5 0e e B - . k)
b e — of Dase By Cotrgenie Ll Bereis Bank
Dlrect RepheSTO ) it -’e_.i---w Dubdle | Rapiy Puply Formeed B mises - ":,,H'_,_mﬂ ?"__“m ][ M el Dateka e h"::l-,o" ke
The person who designs and sends a marketing - e s B : = e
message may not be the same person who ”":.‘;_m . Tomato Bros: Vot for lanch :
| =+ = 1T T R T T L WA TRy np—
needs to follow up on the responses. You can el LI [P vy ra— BT é‘
have the replies go to a different E-mail, say your = «% seeenes Mesge et | Optes | femator  beves [} ]
sales team. Here are the steps. 2 B i BB S # oseeone T 25 By g
i Comtacty Inu-l.l:ll ) Fage Bor  Feom  Permein  Uhe Wl 1 i B Mol Tavd e Ouliy (LT i
ey - ::l':fl * Calon = b -.m.-..p- [ k:nl:;qb;n:-;.bcpmu. g
Try it: Direct Replies To R —
. oy P T et fcomemggng, pom: ke L
Go to Home-> New-> New E-Mail. i J 1 -
A it v Emd TG oy g
Enter your E-mail Address. A e e | e e e 1
Enter the Subject: More Message Options. & Tk el [T i

You can add a picture or sample text if you wish.

Try This, Too: Edit the Message Properties

T e e
b el Trache oty
L it Bl -
Eaguant & debeary reonpt o B memER
Brg mread -ropgd o o —emnmn

i,

Go to Options ->More Options. e |
Click on Direct Replies To. ol ———— it
[
The Message Properties should open. Delivery options ! mem—
Go to the Delivery Options. .
Click on Direct Replies To: (25 [V|Have replies sent to: | ebeth@commalms. com
Enter your partner's E-mail address. -':}_ _
43 [7] Do not deliver before: | Mone 12:00 AM
Click Close to return to the E-mail. [ Expires after: Mone 12:00 AM

Click Send to E-mail this message.

Save copy of sent message

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Configure Delivery Options
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Ta
o,,:° Options ->More Options->More

Message Options: Settings

r oW x N - 3 Movets o Morager N 2 < 3 Uneead Bens
« Py Moot - -
] - * 4 @ W
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The Message Options are summarized in the ' S poww- £ o e . Mwates o Owe eiinentill LR T
. . . v | dhane B P v More Fephy & Ceete Crews New ¥ . - Podm Uy + Fotes Lo +
Properties. The Message Properties includes all  “*." *™"__ R % e 4 e ranigglill B 5
of the groups on the Options Ribbon: e . e _ ———————
Settlngs 2 o K] —— - uﬂw"—"m' “;‘; Claing . B
Voting and Tracking B e oot Ova | fomutter  fosem : . @ §
i i 5 [ e BB - T @
Delivery Options = ME G B E 8 4y eecemeen ) 25 G ?
AJ Contacts Tomes Pag Sr Pam Permssion  Use Voting Fegats! & Read Recrgt Sove Sent Doty Dwect
. . . [ pe— - EWetts * Color . Buttoes Rem To+ Detwary Rephes T g
Try it: View the Message Properties @ Aot et | —— Saowfiuss | Sumisaen Snaingy bl Mesoges s S
Go to Home-> New-> New E-Mail. . v
Enter your E-mail Address. i
Enter the Subject: Even More Options i

You can add a picture or sample text if you wish.

Try This, Too: Set More Options

Go to Options ->More Options->More.
(More is the arrow in the bottom right corner.)
There is a section for Settings. Settings

Edit the Sensitivity: Private [J@ e % Change security settings for this message

Click Close to return to the E-mail. Sensitivity: @ [ Security Settings. .. ]
Click Send to E-mail this message. Mormal |

[C]Do not Aut personal

-mai i i Voting and Tradking opticl=ilElS
An E-mail message with the subject Even More Confidentia

Options should arrive in your Inbox. It should be =l [F] Use voting buttons:
marked Private. B '
[T1Request a delivery receipt for this message

[ Request a read receipt for this message

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.2. Manipulate item tags: View Message Properties
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= Calgnoe y ™ O3 Meve s * To \erage
V] - x ¥ Rdertng 3 >
o o - ad Tewn Lo [
B g e oy iR D0 Y

Messages and Messengers

0= Il
PR Meme Sens  Recene Fotder Vew

L Beply b Driene ¥ Croste Wew

Quead Wepn

This lesson introduced the Message
Options. The Options Ribbon lets you
format the image with Themes, Color,

uary

Sushi Zen: Vote for lunch

Fonts and Effects. You can program the e
message action as well: Receipts, = i
Tracking, Voting and Delivery. £
et '
Well, you done good. e i
You get the cookie. 4 Tody sat1ae i
- Teacher 6:16 AM o j
Even Mare Settings -
HER AL
| Teacher 6:08 AM -
Do Mot Deliver Befare...,
4 Set L4
L0 - .
4 lastWeex — S s
* 4 Clair Dickson Sat1/14
Tomato Bros: Vote for lunch Lmamz Y -
4] Elizabeth, the Computer Mama Sat1/14 i . “

- v - — 814 o0

A n Colors H S E =

....E.. iq i .ﬂ" .)'C
j Fonts =

| Request a Delivery Receipt

Themes Page | Bcc From | Permission | Use Voting [T Request a Read Receipt | Save 5ent Delay Direct
- @ Effects * Color~ - Buttons = Item To = Delivery Replies To
Themes Show Fields Permission Tracking T More Options I

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.2. Manipulate item tags: Mark as Read or Unread
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Test Yourself

1. Themes are applied to which of the following?
(Give all correct answers.)

A. Text

B. Pictures

C. Shapes

D. Graphics

Tip: Complete Guide to Outlook, page 59

uary

2. Which Ribbon has the command for Themes?
a. Design

b. Insert

C. Options

Tip: Complete Guide to Outlook, page 59

3. Which Ribbon has the command to put a picture
in an e-mail, NOT as an attachment?

A. Options

B. Insert

C. Home

Tip: Complete Guide to Outlook, page 61

4. Outlook automatically tallys the vote
responses when using the vote options.
a. True

b. False

Tip: Complete Guide to Outlook, page 72

Comma Training Page 82

Practice

1. Open a new Email. Address the email to yourself.
2. Add the following Text:

Open House
Saturday 1-4pm
1234 Oak Wood Lane

3. Apply the Theme Austin

4. Format Font Green, 14 pt, Italic.

5. Change the font to Verdana

6. Add voting options for Yes, No, and Maybe
7. Add a BCC recipient of your choice

8. Tag this email as Low Importance

9. Send the E-mail to yourself.

10. Go to the Inbox and confirm.

Application Question: When would using BCC
be more appropriate than using CC? When
would you use the CC field?

An angel can illuminate the thought and mind
of man by strengthening the power of vision.
St Thomas Aquinas
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Outlook 2010: Working with E-mail
¢ From Me to You

Take

Beginning Outlook Objectives -

In this lesson, you will learn how to: R Jioanll
1. Create an E-mail message that includes graphics '::'_" D
and SmartArt e

2. Format the E-mail message as a Table and use 3
the Table Tools to modify the layout and design 3o

3. Attach content to an E-mail message and work ':':'-_T-
with the Attachments Ribbon "

4. Forward an attachment, Save the attachments ‘E.":‘"‘"""

and save an E-mail message in an external format

Pl EVI P B

L BT

© 2011 Comma Productions, LLC
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Customer Support
T

1m| Home send / Receive Folder

el f X

View I Attachments
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Open Quick Save Save All Femove Select Copy Show
Print As  Attachments Attachment All Message
Actions Selection Message




Lesson 4 : From Me to You

4

1. Readings
Read Lesson 4 in the Microsoft Outlook
guide, page 83-111.

Project

An E-mail message that uses a Table for
the HTML design and includes pictures and
SmartArt.

Downloads

Phone.gif
Laptop.gif
Keep It Clean.qgif

Sign6Small.gif

2. Practice
Complete the Practice Activity on page 112.

3. Assessment
Review the Test questions on page 112.
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Insert Ribbon

i = 3 = 4

Attach Outlook Business Calendar Signature
File Item Card - 4

Include
Y

Table Tools->Layout Ribbon

lg Select = ' x ﬁ | ia E 2l merge Cells

[gvmwsridlines] £ | HEg split Cells

. ) Delete | Insert Insert Insert Insert .

ﬁ%} PrUFJEftIES - _At]ﬂve. Belﬂhu Left Right == 5p|¢ Table
Table Rows & Columns I Merge

2J

====1

EEI AT =N W

Table Picture Clip Shapes SmartAt Chart Screenshot
- Art - -

Tables | IMustrations
4

Menu Maps

From the Insert Ribbon.

1. Insert ->Include->Attach File, page 88
2. Insert ->Tables->Table, page 91

3. Insert ->lllustrations->SmartArt, page 93

From the Home Ribbon
1. Home ->Respond->Forward, page 105
2. Home ->Respond->More, page 106

More Menu Maps

From the Table Tools
1. Table Tools ->Layout->Merge->Merge Cells, page 92
2. Table Tools ->Design->Table Styles->Borders, page 100

From the Attachment Tools
1. Attachment Tools ->Attachments, page 103
1. Attachment Tools->Attachments->Save As, page 104




@ From Me to You

Exciting E-mail campaigns can generate more business. The design tools in Microsoft Outlook can generate
effective messages. For example, your marketing may include pictures of the products and Word documents
that explain the features and benefits. However, infected attachments have brought many corporations and
departments down. This lesson looks at the types of attachments you can use with Microsoft Outlook. We will
also consider the security issues and what clues are available to insure that your message is well received.
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PR o 2] x —— <
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3 St s ° ' i
) P —
#7y) Deteted Do Too 1302002 047 AN ‘
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§ Coe Sunian IRTERT)
O Teacrer 1140012
4 Trahe g
4 Tescrer 140 -
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Before You Begin
An attachment is something which is added

uary

to a message and sent to all of the recipients.

An attachment can be a Word document, an
Excel spreadsheet, a presentation, or
pictures from a digital camera.

The following pages will walk through the
steps for adding a simple Word document as
well as a picture to an Email message.

Before You Begin: Create a Document
Start Microsoft Word.
Type your name at the top of the document.

Go to File->Save.
Browse to the Documents Folder.

Enter the File Name: Small Word Attachment.

Click on Save.
Keep going...

Memo to Self: You do NOT have to match
the pictures and samples in this lesson. It is
more important that you walk through the
steps and practice the options.
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Microsoft Word 2010

File ->Save

Eas- 0 it
_ ] Froael Fags Lapins Fatrarans [ET== T Frera Ve rirage & -ﬂ

Coipnleay “(30 v A a" har | E-E-T EE R T Rapcaic ! Asabiehs AapBhC AaBbCe A“ﬁ 3 '% At

i B memm s @V W EE I e Ee | weme (e ey oo : G t‘::r
Chpbard o Ford " Feragraph " il . 1wy
[ I e e el =]
GenGkh
: Home Insert Page Layout References Mailings
: = i
n ] Calibri (Body) |11 ~ A" A" | Aa~ | &) = - i= -
: "=l 33
; = TR = - | = = =
] Paste | B I U vabex, x| [~ WA ===
= Clipboard 1 | Font a |
; II‘ i R R CON R A
2 =0 0 0 0
Fagubofi | wees]d | 5 T _
B Glen Glick
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Microsoft Outlook 2010
Home-> New-> New E-Mail

Create a New E-mail

Here are the steps to create a new E-mail
and attach the Word document we just
saved.

Sens  Reorne Fosder Veaw

NG T x ) W R Mevting 5 Movetn ! & 10 Marager
d 8 Cems Uy~ A B 24 Tewn Loss o Dase
l.::- h-“'.' & o - . - - o By Move b teshy B Deiete Creste Wew
Now Detete i Aeoond e DA Sy

Omes Q6 ey
o Bvam 5 L _ el
1. Try it: Create a New Email 4 Pesesnd D s
Go to Home-> New-> New E--Mail. Lot “-ﬁ:iw'
Enter your E-mail Address. iy e —
Enter the Subject: Word Document Attached. oo ot -l ——
Enter the sample text: This message has a 52 o TR Wer Orooment Sbes
Word document attached. 8 S pachet %) inat pupataceect da 020
A Suggemed O
D Teaa This message has 3 Word document attached |
Try This, Too: Review the Insert Ribbon
The Insert Ribbon has the following groups:
Include
Tables
lllustrations
Links
Text
Symbol T2 Yo et A
Keep going... MI Message Insert Options Format Text Review
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3 55 "j 4 Urvesd Fend
o R 54 Coegorie = (4 Adveni Bost =3
Move Buden  Ovebiote GeneSrien
- - Vremmip:  Wravtas igroden
_Mawe ‘..1 L] Send Teirw

Elteaton-  Qlowpcwm-
d Quareni - Posmeanme [ ymoo -

A Wedan - AgdOngen

K tousteon -

= rercomn e
Test Rl

ey polepey o e B i Y e~

b &) | |
Attach Outlook Business Calendar Signature | Table Picture
File Item Card = = | >
Include | Tables

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.5. Attach content to email messages

58 @ 2

Clip  Shapes Smartart
Art <

Hllustrations

Q@ 4

Chart Screenshot | Hyperlink Bookmark

Links



Insert ->Include->Attach File

Attach a File to a Message RER e e e

uary

i z kg \ i B et b e Ve T e Yy TYee— L . 'H g Wweadd Repd Ve g Cnnlndl - i

Almost all E-mail programs use the paper = b b Iad B fhimnm *: = et L AT R
clip icon to add an attachment. R i e A i | s el e e |

& Taneme "

. . =
2. Try it: Attach a File SRR v . P T e :
Go to Insert ->Include->Attach File. ol e L T o e i vt i
Browse to the Documents Folder. 0 el e P e b S A I e ;
Select: Small Word Attachment.docx - Fim i
Click Insert to attach the file and return to ek et b
the message. o T rre———
5 i Feedi . e @ L 4
L e B R S e P
What Do You See? There is a new field Brmae || e message s  word cument sracnea] E
under the Subject called Attached. E
The attachment has the little icon for
Microsoft Word. The size of the file is
shown in parenthesis (12 KB).
Click Send. Keep going... ) |tead1er@mmmalm5'mm"
- Cc.

Made You Look: You can also add an send |
attachment by going to FETTEINE Y Subject: |Wnrd Document Attached
Message->Include-> Attach File. Ao

Attached: Small Word Attachment.doc (12 KB}

This message has a Word document attached.

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.5. Attach content to email messages: Attach External Files
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Outlook->Inbox

Receive Attachments s T =
3. Try This: Review the Attachment PO g K 3 e Sltemten o oo S S o @asen =
In our example, there should be a new E-mail  “™." “*__ e R i e Nl . 3
with the subject, "Word Document Attached" — «w ) 21 Wood Dosumant Attndhad ‘
in your Inbox. The paperclip indicates that o srange by Coe Wewr 9099~ “| Teacher «teacher@commalms.coms 3
this message has an attachment. ¥ e o Vowdey - s vur- sl g

J“c::,. [ Jx"ww ""“': | Mesiage W) tmat Word Amachmert doc 33 65 g
Select that E-mail. i oo s suee o T — {

@ ek Lt -
What Do You See? In the Reading Pane on R Oues o S v
the right side of the screen capture has two B ki pika P f
views: Message and the Small Word (e 3 Cnr Duazon 1o -
Attachment. You can Preview the attached 3 e, e Compu stims St 134 ¢
Word document by selecting it if you wish. 3 Osbem, e Computmibioms 58130
You should see your name. 3 Corutaen sn1ae

3 Owr Deckzon ot 134
Keep going...
Search Inbox (Ctrl+E] P| Word Document Attached
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Teacher <teacher@commalms.com:

sent: Thu1/19/2012 5:50 PM
4 Vesterday To:  teacher@commalms.com
. Teacher Thu 5:50 PM ] Message ®]small Word Attachment.docx (13 KB}
Word Document Attached o
4 Tuesday )
-------------------------------------------------------------------------------- This message has a Word document attached.
[:=4 Teacher Tue 6:16 AM



Create an E-mail Blast

An E-mail Blast is a marketing message that
is sent to a mailing list. An E-mail Blast can
be a customer support message or sales
information, such as a price list.

uary

You can use Microsoft Word and Microsoft
Outlook to create an E-mail Merge. There are
also commercial Microsoft Exchange Server
systems available online. The Mail Merge
lesson is shown in our Microsoft Word guide.
This lesson focuses on the message options.

So far, we've made many messages with
Plain or Rich Text. E-mail can be formatted in
HTML like little web pages as well. Let's look
at the authoring tools in Outlook.

1. Try it: Create a New E-mail

Go to Home-> New-> New E-Mail.
Enter your E-mail Address.

Enter the Subject: Table Talk.

Try This, Too: Confirm the Format
Go to Format Text ->Format->HTML.
Keep going...

Format Text ->Format->HTML

af

Rem |

Yoo Oeite  Ruply Reply Tormwsrd B, jigey + Move Ruler Oneivot
e _

umladey.

Home Gens Recene Fotder Ve

“anh ] x 322D 53 Meeting 2J Mave s t & 1 Marager " . J A Unres Ress ¢

33 Team Loas

al. Aa e Conpr Booy I ~l BT iES I8 = ) A »n
MPntet B J U dex x =~ EE W 5 Aadbichn | Assecax AaBDC X
P Y TR o L e T I ;:v Geimg
Clgbeard = Powmat Port . Pangrach . s

Facte

™ I N Table Talk -

Essage Insert Options Format Text Review
- —_ i—

= Calibri (Body) - |11

R “y  AaPainTedt B J U abe x, x* | 4 .

| ooy P -9

-

&

Bl Cnegone « () Aovers Bost

fed Lard Faien

3
f
i
i
§
i
:

i
i
Message (HTM

- . ' O . Larafacen ‘l
& Peshy b Deete Creste New ¥ p . v o e L ¢ a8 Poiden

Gty tripera Qe Hewy . e Togs

L

Paste P
- F | AaRichText - A- A A7 Aa-
Clipboard 1= | Format | Font
To.. | teacher@commalms. com
B _
= Cc... |
Send

Subject: |TabIeTaIk

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: HTML Format
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@ Insert ->Tables->Table
E i 7 e ¢ T TR e 1ok Vierivge STUAL) TPS————— T '
Insert a Table | j :..,.»’ s:-v- 't:w iuv,.v 'n.:.. = u Q - . 7 4 n Q = -Q
:1 Tables are used to organize webpage L.t o o oo o M e B0 T 8 8 e BB S
layout and content. It is a basic design ™ ™ T —— = Gl S Sl
concept. In Microsoft Word we have o rr———
several lessons that demonstrate how = « ,
to insert and format tables. R

You can use the same Table Tools to =

create an E-mail in Outlook. Here is a 4 .

good example.  ——
3

2. Try it: Insert a Table
The Table Talk Message is open.

Go to Insert ->Tables->Table. i Message Inseit Cptions Format Text Revie
Select the Cells: 3 Columns by 2 W, teY
Rows. = = Elg III
0 =0 85 M 4 5 .L[ed P 3
Keep going... Attach Qutlook Business Calendar Slgnature Table || Picture Clip Shapes SmartArt
File Item Card - — Art v ,
Include | | 3x2 Table ons
LOOOO00
e [teacher@commalms.com D D D [:I D D D

= ce.. | | |
Send |

Subject: [Table Talk

L0
[
[l
[

—
—

|
L0
LIOIC0]
Q010

| —

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.3. Create item content: Insert and Format Tables
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Table Tools ->Layout->Merge->Merge Cells

=
4
3

EEU#O.

Meiiage e [ Format Yo Forre Deuge Leped a a
He"o, Table TOOIS S P iy g ‘i_J _:5 Suegecem ol G wepe 03r 3| Sowemets =33 AS _J él e e
Tables are used to organize web page view rmes D | D Wimcm = EEE s 5 oot 1 Tet

i i i Miwsenes | O Iet bust st bt remtan T Swempar | Mowewcnmn SO0 T o8 S -
layout and content. It is a basic design 4% | TS e, 1 s I
concept. Microsoft Word has a good B — Mot
set of web page design tools. You can Hlle Pyttt
use the same Table Tools in Outlook. L3
Here is a simple example. I T ]

|
1 1

3. Try it: Edit the Table Layout
Select the first row of the Table.
Go to Table Tools ->Layout->Merge.

Click on Merge Cells. :_#5 % & H {3 Merge Cells B
| L - —— [ split Cells |
What Do You See? Cells A1:A3 were Inset Insert Insert Insert | 5 AutoFit
Above Below Left Right =g 3plit Table - -

merged (combined) into one cell.
Rows & Columns e Merge

Keep going...
To... feacher &commaims. com
=] Coa

Send

Subject: »hble Talk
+

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.3. Create item content: Insert and Format Tables
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@ Insert ->lllustrations->SmartArt

uary

Insert SmartArt e e

, . A=
The Table can hold illustrations, text and ,‘,@,o...'.....‘_.) E..JL ;..J = ‘f: J.f :.. g..:.... ...Q.’;...f.. :J o .‘.4.... A nas .E..f.z....‘:.. 4
links. This example will use SmartArt. % e e Al A g S S

4. Try it: Insert SmartArt
The cursor is in Cell A1 of the table.
Go to Insert ->lllustrations->SmartArt.

What Do You See? You will be prompted
to choose a SmartArt Graphic. On the left
side is a list of categories.

Go to the Picture category.

Select Titled Picture Accent List. = : Ttied Pcture Accent Lt

Use % thom leta of rfarmetion wih
acoet oxchre for each Leves 2 vt LMl

Click OK. Keep going...

Relationship 3 = T p— b o

Matrix a | =

A Pyramid =] [ - |

" [ petre | = N -]

HE — T
»
= 7 -
F- ] =)

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.3. Create item content: Insert SmartArt
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e

Hello, SmartArt

uary

There are also two Table Tools:
Design and Layout.

5. Try it: Edit the SmartArt
Enter the following text in the
SmartArt:

Shape 1: Customer Support
Shape 2: Online

Shape 3: In Person

Keep going...
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The SmartArt Graphic will be placed in = _Z i sl
Cell A1 of the table. There are two B B e At
SmartArt Tools: Design and Format.

SmartArt Tools

Meiage et Optens  Fesmat Tent

T
|

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.3. Create item content: Format SmartArt




Add a Picture to the SmartArt

@ Insert ->Include
Pacts

6. Try it: Add a Picture to the SmartArt
Click on Picture Placeholder 1.

Browse to the Documents folder.

Select a picture: laptop

Click Insert.

uary

& o Ubises » Pctures o My Pctues » Emad |4y J Search b ry

The picture should fill the Shape. :
Poow tekder - (8 @ |
Q) Mcrosott Oveiock 5 Pictures library i = [
. . .
W Oesktep
& Downices y ’
ol ., =
-
w4 Librares Famd Faem3 Faemd Laptcp
¢ Documents
r oo a M ..
- Ptaw
s O 0 o=
Click on Picture Placeholder 2. - - Freee oncrel - —bet -
Fie rame Prone . A Pcten -

Browse to the Documents folder.

Select a picture: phone

Click Insert.

The picture should fill the second Shape.

=

This is getting interesting. Keep going...

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.3. Create item content: Format SmartArt
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Options ->Themes->Theme

‘LB i

Brdra  Drign

Paluar To

Faimat Tent

Choose a Message Theme 1, EE = ¢ = __,,‘"‘"a_'*“'
7. Try it: Choose a Message Theme el - ,ﬂ == =8 @& et BB
. B G L - [P HemTFo- 1]
Go to Options ->Themes. P = S sl
Select a Theme: Concourse. e | An ]',:L, ] !
What Do You See? The Theme aa (A2 T [Ac Y [aa I" 5
formatted everything in the message T -
including the colors, fonts and Effects of aa 1 [2a 1) [2e Blaa
the Table and the SmartArt. == === EJ r Su pport
aa T Aa P la W aa i
Not done, yet. Keep going... |"—_':]]=,.]|_J ==l onli
|1] o 'LuLI"] e nline
g‘ nu:u::-lcpm m Message Insert_ Options Format Text Re'.rie;.n.r
Lper Srard Tapmy
[ n Colors + ﬁ B B n®
[ | & 8 &8 |_3 w i O
S 1= i -
Page | Bee From | Permission | Use Voting [
[O]Effects = color- | | - Buttons -
- r A
Aa H [Aa | ||Aa Aa
- . EEEEEE EEEEEE EEEEEE
o Civic Clarity Composite | Concourse
iy Ll
fﬁ(,_}"l Aa Aﬂ Aa Aq Concourse
EEEEEN EEEEEE EEEEEE il || T
Couture Elemental Equity Essential
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2. Creating and Formatting Item Content

2.1. Create and send email messages: Specify a Message Theme
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Change the SmartArt Colors

In addition to the message Theme Colors,
you can edit the SmartArt Colors as well.

Before You Begin: Find the SmartArt
Tools

Select the SmartArt. The SmartArt Tools
should be available. The Design Ribbon
has:

Create Graphic

Layouts

SmartArt Styles

Reset

8. Try it: Edit the SmartArt Design

Go to SmartArt Tools ->Design.

Go to SmartArt Styles->Change Colors.
Select: Colorful Range-Accent Colors 3-4

Keep going...

SmartArt Tools ->Design->SmartArt Styles->Change Colors

Jd9oseH -
-';."_-f Meiiage Wiee Optany ot *out Voien Deuge fomst Format Desgn [ ey
- Asd Shape ® Move Up - 183 ’“
- . e — = =
Dot Zapanin II = Bl S | S E - g 8
Create Grapiee Loyeass Pramary Thome Colon - ’f L
[y -s—— [ — |
o Cotorted ’
— —— e e === = S » —
e &
T — -
GITRGINEEI gl — = = = =
pp - X2 o cmmse := -
._m-__,_ S G S —
= ===
Accentt 3
I SEEEE SEEES S .
I
N I -
N .
i J [E—— -
Primary Theme Colors -
[ | | I S
[ | | [
I || | I | —
[ | I N
i Colorful —
| | | | —
[ | I Al
[ I I A
[ [ | [ [ | [ [ | [ [ |
Accent 1

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
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Table Tools ->Layout->Merge->Merge Cells

o

uary

FATEE i -

H DR Aterage  Ban Cyneac  FomustTedt  Review  Oesgn  Lareut a¥r
Edlt the Table LayOUt o Setent > wltig 5 &i] (W Wewem oo | wegre 0¥ 43 evroane dow: == A= J Al
The following pages will edit the Table layout — wwcese 0 0 00 0 00 e 0 U R S g ot 9
and add a picture to complete the E-mail Blast. =" = oot o e e o — e B it s

4 Te. Meche Geomegrg om
9. Try it: Merge Table Cells sona
Select Cells B2:C2 e e "
Go to Table Tools ->Layout->Merge. \ -
Click on Merge Cells. T m 9 5 Merge Cell v
Customer Suppo o e W g oeCel] | |
: split Cells
What Do Ygu"See? The“twp cells Were S Insert Insert Insert Insert AutoFit
merged. This "super cell" will hold a picture. = I m Above Below Left Right = 3plit Table >
Rows & Columns T Merge

Keep going...

‘ In Person
1 I

In Person

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.3. Create item content: Format Table Layout
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@ Insert ->lllustrations->Picture

Insert a Picture
Try it: Insert a Picture

uary

Select Cell B1.

Go to Insert ->lllustrations->Picture. i ——
Browse to the Documents folder. =2 e

Select: Applebox2.jpg S| o s

Select Cell B2.

Go to Insert ->lllustrations->Picture. Customer Support

Browse to the Documents folder.

Select: Sign6Small.jpg i )
-

Keep going... . p

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.3. Create item content: Insert Pictures
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Edit the Table Design

Try it: Format the Borders
Select the Table.

Go to Table Tools ->Design->Table Styles.

Go to Borders->No Border.

What Do You See? The Table is still there--
holding the pictures, text and graphics--

however the Table is hidden.

That was cool.

Comma Training Page 100

In Person

Table Tools ->Design->Table Styles->Borders

A L -
| e bt an [= Fosmpd Tra? Frors [t (T & n
7 HepdrBaw & Pl Comgmn SE— Sg—— e g - — —
ToH B Lt iy Bl SEIED  SIEIE Iz Zazas E=EESE v [ B i =24 J
bl SSSSs Sl el  Sahnhl  alabaled (T |G TR Do Ersr
o Bprsibid R Baraird gy — - Tl L e i I
Tuhuin 'stria Dpfians ] Vi Bmiiin -
= [rL

a5 |

Customer Support _
= I - -

Bottom Border

Top Border
Left Border
Right Border

Mo Border

4 4
m
"B
T o
wE

All Borders
Qutside Borders

Inside Borders

Exam 77-884: Microsoft Outlook 2010
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Attach a Picture to a Message
There are three different ways to add
pictures to a message: as part of a graphic
or shape, such as SmartArt, as a picture in
the message, and as an attachment.

Let's add an attachment to our mighty E-
mail Blast and send it on it's way.

1. Try it: Include a Picture

The Sample E-mail is still open.

Go to Insert ->Include-> Attach File.
Browse to the Documents Folder.

Select: Keep It Clean.gif.

Click Insert to attach the file and return to
the message.

What Do You See? There is an attachment
in the Attached field under the Subject.

The attachment has the little icon for
picture. The size of the file is shown in
parenthesis (105 KB).

Click Send. Keep going...

Insert ->Include-> Attach File

Frer L

Afarbord e

| Taschar

Jueit T Pl

Pt Tram Faviem L Grigh [

e e T
1 4 D B2l e @ 3 A
Aisch Cubisgh Busran Cémder Lgestes  Tash  Boue  Chp Sepe imadld Char lmeewkct  yperisi Brokmas e
Fir  Bem  Cwd- - - e -~ u !
abade

Tudslar Borliafinrs, [

Te. e S

3400 Qs
e s AT A
Terd | e

File

: 0 =0 & m X

Customer Support

Attach Outlook Business Calendar Signature

Card - -
Include

Item

\ BT

To... teacher @commalms. com
=
— Cc... |
Send
Subject: |Tal::lle Talk

Attached: |_|E|Keeg It Clean.qif (105 KEB]

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.5. Attach content to email messages: Attach External Files
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Outlook ->Inbox

uary

Review the E-Mail Blast A it et ——— SR R L
2. Try it: Review the Message = o Bomw: &350 5 B, Mmoo o e W o | Shaameiun | 22 2
The E-mail Blast has arrived. Anew  ““.0 “7 s e PN e B froirf oo
message is in the Inbox with the * toune : _ pr— :
Subject: Table Talk. The message has m sane by e Mewest 0198 * | Teacher <teacher@commalms.com> 3
a paperclip which means there is an A o Todm - et g
attachment. J“(M;., 4 r" -"e J Meage B Erep R Clean gf 004 &) 5

4 Coma pa—— |
What Do You See? The SmartArtand | & e il £
pictures look great. The Table keeps %) o i
these graphics in place if the Preview i bt Toa 27
pane is resized. e e — Online

4 Caw Daehson 1w

What Else Do You See? Look at the D uen me Champanbioms 1140012 [ ———
top of the message in the Header. 3 Dann e Computn Mame 340 B
This message has an attachment. The 3 Cuoe xctaen 1oz
icon indicates that it is a picture. The 3 Caw Svctren wnaomz
size is shown in parenthesis (105 KB). & T e

Keep going...
"1Sent
rod T

23NIJI-
| Bems 37 Unees d
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"I Teacher <teacher@commalms.com:=

Tue 1/24,/2012 8:07 AM
teacher @commalms. com

-] Message |5 Keep It Clean.gif (105 KB

Customer
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Attachment Tools->Attachments

Hello, Attachment Tools e -
When you click on the attachment you - E’} b SECATEES. S I8 Keep It Clean.gif
can see the picture in the Preview pane. SR b erertes e el RN osuten Size: 105 KB
The Attachment Tools will be available, L ‘ Image dimensions: 42 x &X)
too T Avange By Dete
23 St e
273 Deieted Rews 'J;::- 2 : :
3. Try it: Review the Attachment Tools i ey - Message : %= Keep It Clean.gif (105 KB) :
Select the attachment. - Fonaory o Lt
Go to Attachment Tools->Attachments. & ok Lt S, e g
;':."'- 2 m.m . Yoo L47 v
U Tracnar Tee L7
What Do You See? The Attachment el o g
Tools include Action, Selection and - jeuni J— i
Message. 3o oam wnwamn
3 mM_m«T-.u—w-‘ ERTE )
Keep go|ng. ' ‘h:Mma,m.u«M 1140012
3 Owe Do-ar- 1142
2 -.:o- Dwzon 114m2
> "va‘ 1
4 I;M 104002
3 !;m 144202
2 v7;u. 1142002
1m| Home send / Receive Folder View Attachments 6y -
Rean | 1 -
~ = [ =1 |7
SR &% X 5L @
Open Quick Save Save All Eemove Select Copy Show
Print As  Attachments Attachment All Message
Adtions Selection Message

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.5. Attach content to email messages: The Attachment Tools
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Save an Attachment
E-mail transfers millions of business files

@ Attachment Tools->Attachments->Save As

uary

everyday. You should know how to Save the Ty ey Ty o R forcan
attachments to your drive. L. ‘ == | Keeph Comgi 3
2 Dums v Cate Neweit ontip e ] )
: 23 Semt Bems A2 ‘
Before You Begin: Select the Attachment +73) Do bems SEn e [ 3
Go to the sample Table Talk E-mail. e - = O §
Click on the attachment in the message. o o Lo o §
The Attachment Tools should be available. & Mok Last e i e - "
3 o Ry o A ¥
4. Try This: Save the Attachment 5 v s > : f
Go to Attachment Tools->Attachments. e — / i
Click on Save As. pOsRE. - A
Browse to your Documents Folder. _ : // :
Click Save. You will return to the Inbox. -] Message %7 Keep It Clean.gif s KR
Preview
There's more on this subject. Keep going... 5 Open
Memo to Self: Most of the Attachment Tools Ul Quick Print
are available when you right-click an &l Save As
attachment as well.
.L_E'a Save All Attachments...
Something to Remember: Save All bems X Remoye Attachment =
Attachments can save a lot of time! .
53 Copy
EL select Al ‘
A\ t N

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.1. Clean up the mailbox: Save Message Attachments
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Home ->Respond->Forward

uary

Soh e R RN THH 0 ige - Teathar s Mool Ovtiook T TR T W e, 7] TR
Forward an E-mail Attachment ~—~ — —°~ ~— - Tl
When you Reply to a message that has an 2 poumw- Zf = : = ::’f Siwmtos oo S S g Waeeten 5
attachment, the attachment is not included in ~ “.* “*__ S A S ) WAL M e il e
the Reply. When you Forward a message, # e oF .., «
the attachment will be included. TR U ke : 3
- Sew neag LT Mesge et Ot Format Tewt Treen
4\ Odh ) : » o iam .y & o ~ ¥ Folow Uy * ‘ !
5. Try it: Forward an E-mail Attachment ol ‘:’1’:: & P bttt ::ﬂ '? ...li m' R L -
Select the sample Table Talk E-mail. T S { Jr e M Rl mrocomend 0 §
Go to Home ->Respond->Forward. o s Lo - v 2
o e . ' eale Surrars e v
What Do You See? There should be a new e (W e L g
message. The Subject has been appended " e i
as FW: Table Talk. !
There is an attachment in the Attached field Gart: Tesoday, Ty 20,2002 GO A8
under the Subject. The attachment has the b oy
little icon for picture. The size of the file is
shown in parenthesis (105 KB).
To. lteaoﬁer@ommalms.com;
Do This, Too: Send the E-mail = Ce 1
Address the e-mail to yourself. Send
Click Send. Keep going... Subject: | FW: Table Talk
- Attached: ’g Keep It Clean.qif (105 KB)

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Forward an Attachment
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4
3

Forward as an Attachment -
You can also forward the E-mail message-- .. = * L e g P R

Home ->Respond->More->Forward as Attachment

e Tatvad | Bt Fampai i

including all of the pictures, SmartArt and e s [

attachments--as an attachment.

6. Try it: Forward as an Attachment
Select the sample Table Talk E-mail.
Go to Home ->Respond->More.
Select Forward as Attachment.

What Do You See? There should be a new A faarch

as FW: Table Talk.

b | A A i i | ke X} bt b o &t P T .
LS S G G B A T o G d el L R e pve——— =1
Lmad Bem - | il R o oty & Drbetn Trrate s v]| M Mtw el T e fm;;ﬂr:i
et Mapa | L ] Srnd Trirsm
ERLTS (]
jm AT =
o S ey E
*7g Drices o T 4 Bain s Arsatensd g% M D) |
ekl e D0 g Sl L Borwene AP ] jm- B | B o g
ol Cuaraiar L l:h Forwird [T oy T Blirs _j'“‘_w_ O T G- a] i
:::_T Lo Empond | [ Berwaid i dmachemmt | Hap Tage i Nty taem E
g o '
Wl Eeal  File Message
3 Outein L
L Lk |
_ 2 el bl o ¢ . P ahﬂeetin 13 Move to: 7
message. The Subject has been appended v (R b g
Sent: Toest @ To Manager
Ta: e &Junk - Delete | Reply Ri;l:llly Forward i“e More * e
1=

There is an attachment in the Attached field
under the Subject. The attachment has the
little message icon. The size of the file is
shown in parenthesis (272 KB).

Do This, Too: Send the E-mail
Address the e-mail to yourself.
Click Send. Keep going.

Delete |

Respond |[[jl_:| Forward as Attachment

6

l From: Teacher <teacher @commalms. com =

Comma Training Page 106

To... | ebeth@commalms. com;
=
g Ce... |
Send
_ Subject: ||=w: Table Talk
| T
Attached: | L] pw: Table Talk (272 KE]

This is a message that has been forwarded.

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content

2.1. Create and send email messages: Forward as an Attachment
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File->Save As

5%
H Mome  Send Recewe  Folder vew al
Save an E-mail Message T - T ™, o N G [ Qvmesme it oY
The default file type is the Outlook Message il | WA R oona o St | L ool e e TN 7
Format, which requires Outlook to read. B i T T (TR vt ] fofspmcarre K]
. . s .l ) Toble Tk ;
It is also possible to save the whole message Ao | Hemctenies Roafior anschunopmonbanams: ?
in an external format so that you can read it 43 it B H
without having to open it in Outlook. A g
A Comtacty ~
A seona
7. Try it: Save an E-mail Message it Documents Borary :
Select the sample Table Talk E-mail. el o ‘ M
Go to File->Save As. 5 tems ressen ‘ ‘ !
Select a Save as Type: HTML. s J I u LI

Browse to your Documents Folder.
Click Save. You will return to the Inbox.

The message has been saved as an HTML
document. So, what does that look like?

Keep going...
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Puire CD Cwvabiite

File name: Table Talk

Save as type:

Text Only
Outlook Ternplate
Outlook Message Format

Cutlook Messaie Format - Unicode

MHT files
IoolE + [ Save ]

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.1. Clean up the mailbox: Save a Message in an External Format



@ The HTML file opened in a Web Browser

uary

Review the HTML file RSN ) CiUsersiaBeh\Document: Table Takhim 10 = © X | &8 C:\usersebeth\Documents...x

In this example, the E-mail was saved B~ 6 -0 @ - Pagev Sefetyv Toohe @~ 8 8 & 8

to the Documents folder. Here are the .

steps to open and review the HTML . e i

ﬁ|e_ Sent: Tuesday, January 24, 2012 8: a C:\” \ B |‘D 'Table'l'all:.htm p - a x
To: teacher@commalms.com

8. Try it: Open the HTML File Subject: Table Talk ﬁ - v [ é v Pagev Safetyv Tools~ @v @ @

Go to the Documents Folder. Attachments: Keep it Clean,gif =

Double-click the Table Talk file.
From: Teacher <teacher@commalms.com>

15 Sent: Tuesday, January 24, 2012 8:07 AM
Customer
teacher@commalms.com
Table Talk Attachments: Keep It Clean.gif
What Do You See? The HTML file \ In Person
should open your Internet Browser. At

the top of the page is the information
from the message Header. The
images and pictures are still organized
in a Table. However, the attachment is
not included. OK, that's a good lesson
on how to add content to your E-mail.

H100% v
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Inbox Caution Signs

Any discussion on E-mail attachments
has to include some cautionary tales. E-
mail attachments can be infected or
worse.

uary

Review a Sample Security Banner

The image on this page has a warning
banner above the message Header. The
banner indicates that Microsoft Outlook
blocked the pictures and hyperlinks in this
message to protect your privacy.

If you trust the sender you can click on the
security banner and download the
pictures.

Memo to Self: How can a picture invade
your privacy? Pictures, and other files,
can be infected with Spyware, software
that monitors every keystroke and sends
that information back to the source.

Microsoft Outlook->Inbox

R T ey, - Vb Wrsc ot WP - et
.-ﬁ:-. Fitjafin Taval ¢ Baieast Fompes Virm & ﬂ
S | Clgeen 1 1 - 0 M e rT— Wk S vetent  teasesten - 1
S ST x —. . = _. it 34 Tram it st + D oy - B cowgeriee = LU s Baet =t
I.-:*H I“r\:T- e - Diwiefa  Raply Ih.aq Poremed B, wigey + b Mrosy & Dibety 37 Corle M Illo_-- bty Orabiaty g F P Bl = 1::#::.
Hiw i Faoond [ o ey T P [rrre—
i
S — £ FW: Alert - Microsoft Releases Security Sulleti .
& Basny At Bt Buln Uttt 0 10 *l CommaP «oommap@oommaproject.oom - 3
23 o ey B ik b Sk ted pamant. T3 e ST oo prvery, Duthist prreiried dotomats £
73 Deiebea i 4 Today | Aorpemivad o ma pochurel v b marnaga i
) Commal L Wed LR T 105 PA E
= cataran P hieet - A0S R fenaty Busea, b b By G
Al comtecty i DRsbrth tr Compniinr Mamy 1104 48 2 E
l.m.mu P RE— i i
@ P Bad | PRamtertb, P £ gy by EIETET Sent: Priday, Decassber 33, JLL 4:57 P )
wl HE BE: N DN M E-mad L Tac sheth@commaprapect.tom !
i Ol -] Plaskth, the Lompetes bins sauram abiject; dart - Heor sl Rabeapes Security Bulletin
I3 M5 Fonki B Thp Fpd ieplaney el bisia s v
A3 Sraeth Folden | Dbt e Coampain s AN i
i Segepnind Lot = = =
ll By & Click here to download pictures. To help protect your privacy, Qutlook prevented automatic

download of some pictures in this message.

Wed1/4/20121:25 PM
teacher @commalms. com

Sent:
To:

From: Microsoft [mailto: Microsoft@e-mail.microsoft.com]
Sent: Friday, December 30, 2011 4:57 PM

@ Click here to download pictures.
download of some pictures in thi

B Sent: Wed 1/4/2012 1:25 PM
To: teacher@commalms. com

Download Pictures

Change Autormatic Download Settings...
Add Sender to Safe Senders List

Add the Domain @commaproject.com to Safe Senders List
From: Microsoft [mailto: Micros! .

T T ™
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2. Creating and Formatting Item Content
2.5. Attach content to email messages: Privacy and Security



Outlook Inbox

e i AR, T - C W Teschar - Masmeh Outioet 0 . . o M ]

uary

More Concerns B e e e T
When you open an attachment, Microsoft . + x 2 AR St o il Ll LI
Outlook will prompt you to consider if the ~ “.* “™__ St TR St e e
attachment has come from a trusted * e =  [r— ‘
friend or colleague. T nnge b 0uts Mewessntes = Teacher <t 3
032 Oweedhems toae g H
Try it: Open an Attachment Sl g £
Select the sample Table Talk E-mail. R = - 3
Double-click the attachment. @ o et N
3 o v
What Do You See? The warning box has - s s
three options: Open, Save, Cancel. I, Jyats 3

Click Open to see the picture.

-
Opening Mail Atlachm_lm

@ You should only open attachments from a trustworthy source.,

o -

Attachment: Keep It Clean.gif from Inbox - Teacher -
Microsoft Outlook

Would you like to open the file or save it to your computer?

Open ] [ Save Cancel

Always ask before opening this type of file

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.5. Attach content to email messages
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Summary

This lesson created an E-mail Blast that has
SmartArt as well as pictures. We looked at three
different methods for adding pictures to a message:
as part of a graphic, inserted into a Table and as an
attachment.

Our practice with Attachments introduced the
Attachment Tools and options for saving the
attachment as well as the E-mail.

Practice is over! An E-mail Blast should have lots
and lots of recipients. Grab a couple of cookies and
send a message to every customer you knlg

Comma Training Page 111

o Send Becswe  Forser = @
algrere \ ) - N2 Mgwe b * Te Masager p ) y NS AVrresd/ fend ! ol - E
45 COwan Up x + 4§ W _:\‘-n—!-u .;-w - ~ i B Cotegerice « (U] Adieen Bost =~
x Detete  Raply u.:q Forwaed B, sapee & Rewy & Deiete Coante Sow u?-c .'f" Cratire W rememty 7 P St > '.:A'::;‘«
Detete Fepormd Quatk Sheps Uy o red Send Trirve
.
' Table Talk s
Amange By Oute Meweitontap T % Teacher <teacher@commalms.com 3
Tt 1202017 807 AN :
4 Todey Baen G e ‘
J‘_T‘ -‘= | I Meisage B Erep B Clean gf 008 68 2
=1 B |
ias £
.
Customer Support L
Tew 227
— !
- = i
1
P The { dmgnLer Mams 150002
s In Person
o@ s - .
Home Send / Receive Folder View Attachments
— =1 ==l
B & X 5lE &
Open Quick Save Save All Remove Select Copy Show
Print As  Attachments Attachment All Message
Actions Selection Message
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Test Yourself

1. Which of the following can be an
attachment? (Give all correct answers.)
A. Word document

B. Excel spreadsheet

C. Presentation

D. Pictures

Tip: Complete Guide to Outlook, page 86

2. Which Ribbon has the command to add
an attachment to an E-mail?

A. Options

B. Insert

C. Attachments

D. File

Tip: Complete Guide to Outlook, page 87

3. What does the paper clip icon on an E-
mail represent?

A. The e-mail has been forwarded.

B. The e-mail has an attachment.

C. An attachment has been opened.

Tip: Complete Guide to Outlook, page 88

4. Which Ribbon has the command to add a
Table?

A. Insert

B. Options

C. Format

D. Table Tools

Tip: Complete Guide to Outlook, page 91

Comma Training Page 112

5. Which are the SmartArt Ribbons?

A. Design and Format

B. Design and Layout

C. Options and Format

D. Options and Design

Tip: Complete Guide to Outlook, page 94

6. When applied a Theme also applies to the
colors, fonts and effects of Tables and
SmartArt

A. True

B. False

Tip: Complete Guide to Outlook, page 96

7. Which Ribbon has the command to add or
remove Borders on a Table?

A. Format

B. Table Tools--> Format

C. Table Tools--> Design

D. Design

Tip: Complete Guide to Outlook, page 100

Practice

1. Open a new blank E-mail. Address it to yourself.
2. Add the text: Remaining Stock

3. Insert a Table that's 3 columns by 3 rows.

Add the following data to the columns

Iltem Small Large
Plush bear 10 2
Plush bear with hat 6 14

4. Apply a Table Style of your Choice

Put borders around the outside of the Table, but none
between the rows or columns

5. Apply the Theme: Composite

6. Add the picture of a bear to the E-mail

7. Create a new Word document with the text.
Clearance Sale!

Sell the last of the celebration bears!

Save the document as Bear Flyer.

8. Return to Outlook.

Attach the document Bear Flyer to your email.
9. Send the E-mail.

10. Go to the Inbox to confirm.

Application Question: What are the benefits to using a
picture with content, such as pictures in an E-mail? What

are the benefits of using SmartArt in an E-mail?



Outlook 2010: Managing E-mail

Signed, Sealed and Delivered

Microsoft Outlook Objectives =~ =~ 7

it -
In this lesson, you will learn how to: =« = X . o 4 %
. . e | i | Sy Pt B e
1. Organize the Inbox with folders and pon e :
: s - v # RE: Do you have thne for lunch?
move E-mail to those folders C— | R e -
. et Pee. T LRI IV
2. Create and modify Rules to g‘........ T — O e
. . . Cw—nae e Ous P—
automate moving E-mail to the right Adome [ SRR | e esretones
folders < - Lo e
. [B— o T
3. Use Quick Steps to move messages =~ .o e ——
. B Yo e oren o sve nauns . :.s::’.mumnun-
4. Add custom Rules to the Quick v s A Yo 00y Ao S s S
Steps Library

3 0w A .

5. Clean up the mailbox
6. Manage Junk Mail i

‘ A S raeret den s e

3 N A .

PR .

B Doy 008 oo 4 ot

Nomiolpggy .

B .

D 0ae mavtosiomn e dosses
iBu3JaBA- 4 e

L

i Ignore x \_a \_;a \_a F2) Meeting (™3 Training [*3 sample Messages
© 2011 Comma Productions, LLC %= Clean Up ~ i To Manager (& Team E-mail -
Delete | Re Re| Forward -
& Junk - ‘ ply ply £ More & Done i-d Reply & Delete

All
Respond Cuick Steps T

Delete
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1. Readings

Read Lesson 5 in the Advanced Excel
guide, page 113-147.

Project

Sample E-mails that review the Move and
Clean Up options.

Downloads

GlenGlick1.qif,
GlenGlick2.qif,
GlenGlick3.qif
GlenGlick1.gif

2. Practice
Complete the Practice Activity on page 148.

3. Assessment
Review the Test questions on page 148.
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Lesson 5 : Signed, Sealed and Delivered

Home Ribbon

iﬁ"-_‘.,Ignnre
%= Clean Up ~

&Junk ~
Delete
8) 9]

Home Ribbon (continued)

X

Delete

MNew
E-mail Items~

Mew Reply Reply Fornward @‘e Mare ~

All

Q Q g F5k Meeting ,
y

Mew Respond

_h1

EUHFEECI,." Read

Find a Contact -

LE Move to: 7 a To Manager

>
G
E{ﬂ Team E-mail gf' Dane Ld ﬁ E Categorize = (Gl Address Book
- Move Rules OneMote
i-d Reply & Delete "7 Create Mew H - . | W FollowUp ~ | 7 Filter E-mail =
5 I 6 I Quick Steps 7 I 1 I Move 2 I 3 I 4 I Tags Find

More Menu Maps

From the Folder Ribbon
1. Folder ->New->New Folder, page 117
2. Folder ->Properties, page 137

Menu Maps

From the Home Ribbon.

1. Home ->Move->Move, page 119

2. Home ->Move->Rules, page 121

3. Home ->Move->Rules->Manage Rules & Alerts, page
124

. Home ->Move->Rules->Create Rule..., page 126

. Home ->Quick Steps->Reply and Delete, page 129

. Home ->Quick Steps->Create New->Options, page 131
. Home ->Quick Steps->Manage Quick Steps, page 132
. Home ->Delete->Clean Up, page 138

. Home ->Delete->Junk, page 141

From the View Ribbon
1. View ->Conversations, page 135

O©oo~NO O~
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Managing the Inbox

The beginning lessons in Microsoft Outlook looked at ways to make rich E-mails and track the responses. Say your E-mail
Blast was a success and the Inbox is stuffed with responses. Microsoft Outlook has several options for handling the E-mails.
First, we'll process the E-mail by hand, then we'll set up Rules to automate the responses.

Start -> All Programs ->Microsoft Office-> Microsoft Office Outlook 2010

oot Tand Racewe  Fohoe  View =@

h  Chlgmere x ; S tdeetng 3 Mot ? S Py T— " y NS Svvesvtess o
43 Owen Up « - -y -» 33 Team Lmad o Done aad - B4 Cotegorne « (U Adieens Bose
New  New Dwiwte  Paply Raply Forwaed B agee = Mowe Suben Ovebiote SendSrirve
Load Bomi- A - A8 ‘ & Reoy & Detete e N - - W remom iy - @ PR et ¢ s poiden
Hrw Tatete Resoond Quet Weps fY— e () Send Trirve
<
@ Teaana 5
] ‘<
Yolon # Word Document Attached
4 . . . .-
<A Dans Amenge Oy Dute e Teacher <teacher@commalms.com» |
3 Yot Rews v LI02 590 e 2
Y 4 Toestey
#75) Dvieted Rews Wacter ey
- & Tescer Twe 283 P | dessage ) Sman Word Attachment docs (13 KB 3
. ¢
3 Comran & Testrer Soe BT AM 5
Ad Contacts é e
5 et Tha message has 8 Word Sacument attached i
a rh Ll Wees !
=
nt WA 4 e i
2 Ouiton d Dt Mtaires L]
D 155 Foets 2 Teacher Tue 347
£ Search Tossen it
A Seppeites Contacts 3 Tescher Tweln
3 Tesks
o Yow Wests Age
4 Je Cutiae PRL S B
§ DSatetn, T Computer Mama 1aa0e
1l Tescher 1840012
3 Dcsbets, e Computer Mame L
3 Clow Doiines (ETE H]
3 Clw Comsen 1800012
& Toacne R 1‘
. ——— L
3 Teascner 18002 wea |
|
TesSer 1349012 |
3 Tonchar i
43AMIJIBA- vl £ v "
Bame 2 0D e - + |
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E Tak
Ong - Microsoft Outlook->Inbox

E :,"’"_., .A
Billions and Billions — = T ;< —_—— — -

; H @ | o omte- h E3) E3 w0 . 3 o)

: By default, all messages arrive at o DO e S e B | e (o] Ve i Gt
the Inbox. And, by default most e oase i e Qi s 4 e
users have severa.I thousand T B o oo 2] Word Document Attached
messages stuffed in the Inbox: 5 Do Arange by Cone Newest e top %! Tescher <teacher@commal
the new ones are sometimes on B oo + Temany e o
top 3 Nk B ‘”’T. ) '“3"": A Mevsage ) man word e

3 Catenan & Tesver See 30T A0
. ‘.‘f::: —— - Thas message has & Word

There is a better way to handle o 4 Last Week
messages. Microsoft Outlook has ) v
two new groups on the Home s 4 Teacher
Ribbon: Move and Quick Steps. Ry v Word Document Attached

-4 Teacher Tue1/17
The Move group has Move and Even More Settings
Rulles. Quick Steps simplify E- (-4 Teacher Tue 1/17
mail management. Do Not Deliver Before...

4 Two Weeks Ago

=4 Clair Dickson

Tomato Bros: Vote for lunch
J3u3Jann- " — ) (IR A

+

25 Move to: 7 E To Manager o ""\:& @
(4 Team E-mail & Done Ld l—f

Move Rules OneMote |

- -

i~ Reply & Delete “7 Create New

Al

Cuick Steps Ta

Move ‘
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butohrchwe Folder
Selegn v Poperter
Povetey

# Vote for lunch

Mewet 24 1ip = Teacher <teacher@commalms.com»

E y
o::° Folder ->New->New Folder
Before You Begin e

: This lesson begins by creating a new folder ol P, ..;j.. B . Nf
to put the messages in. Here are the steps. Syrre . e
1. Try it: Create a Folder o e

Go to the Inbox.

Go to Folder ->New->New Folder.
3 Catenan & Testher N
A4 Contacts Tatle Tt Lamcre Mezmaget
i . et
You will be prompted to enter the following: o Lo R O |
- 3 Tesne
Name: Sample Messages 2 Oveon Nl [PO———
£ 955 et Tescrer 55 Teacher
Select where to place the folder: Home 5 seacn tor L T
Folder 2 0w
o3 Semt Beres.
s Oeieted ded
1 Cotence
A Contacm

Keep going, please...

B s
@ ek

Memo to Self: The Home Folder is at the top
of the list. It has a little house icon. In the
example on this page, this Outlook profile
belongs to Teacher, so the Home folder says
Teacher. Your Home folder may show your
name instead.

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.1. Clean up the mailbox: Create a New Folder
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Mame:

1

|
D e S

|Sam|:ile Messages

Folder contains:

| Mail and Post Items

Select where to place the folder:

4 |@' Teacher|
Inbox
@ Drafts
E Sent [tems
[ @ Deleted Items
ﬁ Calendar
[85 Contacts
E Journal

C@ Junk E-mail

L -l Blmtar
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=
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3

Explorer.

2. Try it: Drag a Message to Folder

Go to the Inbox

Select one of our practice E-mails. Drag the
message to the Sample Messages folder.

When you are directly over the folder, the

folder will be BOLD. Drop the Wﬁage.

Keep going...
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Move the Messages Manually
You can drag and drop any E-mail to the
Sample Messages folder, just as you would
organize your files with the Windows

Microsoft Outlook->Inbox

Y 3
LA - s B L row &
VAR, X QDI e-mFT I @S O STTEET B
Sew W Sam- e | Rty b Pormars By Mot * | L Suply & Dete Creste New My M Ol ey | Ymstan | e
View __ Delete £ 2roseg Queek o Move | Tage | ]  SmaSeie
"‘m. ‘ :7 ‘V‘ . o 7 o 7 . . Vp” M'M"
3:; Asunge Oy Oute Newrdsatie T 2 Teacher <teacher@commalms.com > .;.
A : oen e B i
o s - macher Gcommaime com
3 Catnan L.%?‘ v..-uu: M (Cew Guagron g
A Conemte =
!:’.‘... 4 Teacher <
0 s Search Inbox (Ctrl+E)
g e || Inbox
! el Arrange By: Date
oy L7 Drafts 2L
T = Sent ltems 4 Tuesd
u
4 5] Deleted Ttems bt
T4 Junk .z Teacher
FW: Table Talk
ﬁ ELELIT a Teacher
IE Contacts Table Talk
Journal
Ea Junk E-mail 4 Last Week
h] 4Ll ;,_—3 Teacher
JBAusJass lﬁ Outbox Word Document Attached
Pews -
L) RsS Feeds £33 Teacher
i Sample Messages Even Mare Settings
Di Search Folders L‘J Teacher
84 Suggested Contacts Do Mot Deliver Before...
|&] Tasks



Home ->Move->Move

E% 'W‘Mﬂ
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Move Messages Automatically =~ " x — T e
The Home Ribbon has an option to Move 2 o vome- 73 T8 9 53 B """"_“ - ) D S B wiseen [
your messages. It works rather well. o R | TR i TR ot Crmmw: | Vrmten: ‘G 3
« ¥
el 2 Word Docun ‘
3. Try it: Move a Message 24 ovems fsnge s coe et T Teacher cteag 0ot -
. . Lart Rewn ™ LT .
Select one of the E-mails in the Inbox. O i S — ool 4 Ooerreri 8
Go to Home ->Move->Move. 3{:‘_ " Weed Covmen Atacres . G vt fune §
Please select the Sample Messages folder T b s o . i
that we just made. @ o e . - 2
o Mobes
PR * Das Weeks Age
) RS Feen " v
H . :::ouw“..ou e i
What Do You See? The other folders are
Inbox s :
-~ i inager = [-=d Unread/Read |Find a Contact =
Deleted Items (trash) 3 e ? \‘“} er } -
Drafts S Categorize ~ | [} Address Book
etc New — M::u'l.re Rules OneMote Y Eoll U e |
& v ollow Up = Ier c-mall =
- il cample Messages ind
What Else Do You See? You can Move a —
message to another folder. You can also Inbox
Copy a message to a folder. Word Docun

Deleted Items
Keep going, please Teacher <teac
’ Sent: Thu 1/19/20 Drafts

(AMELSE o, teacher@con (33 Other Folder..

Rews 7

-] Message | ] [ Copy to Folder...

';3 Always Move Messages in This Conversation...

This message has a Word document attached.
Exam 77-884: Microsoft Outlook 2010

3. Managing Email Messages
3.2. Create and manage rules: Move Messages
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Trust, But Verify

So, did the messages go to the

uary

Outlook ->Sample Messages Folder

Revtng & Mt ?
24 Team Lt

o Dene
By Mme L heoy 8 Oeete

L Ve Masager

 Conate New ¥

LA Vrvesd/ Bead et s Contaa -
B Coegorne = (U Adtvens Bost
WV omem e

Sample Messages folder? Please L e ) e ety W o 4
confirm. e B s esiopes ot % Word Document Attached *
o vange By Cone Mewestontep "~ paacher < > 2
4. Try it: Find the Moved Messages  « coi oot —_— g —— i
Go to Sample Messages Folder. :"" oo T . B G msmam—n - :
“-‘:. — Tha message has 8 Woed document attached. i
What Do You See? In this i (= S £
screenshot, there are two messages, - <
; . ) P
with their attachments included, that -k Teacher |5earch sample Messages JCti+B J
were moved to the Sample Messages 23 Sopprrins Cont =)
3w nbox

folder.

So fi

e FVIE N

@ Drafts

(3 Sent Items
4 (5] Deleted ltems

3 Junk

ﬁ Calendar
Contacts

3 Journal

L@ Junk E-mail

B Motes

L4 Outbox
@ RSS Feeds

Eﬁ Search Folders

Arrange By: Date

| MNewest on top

i2h Teacher

Table Talk

4 Last Week
=

L=

Tue 8:07 AM
m

0%

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.2. Create and manage rules: Move Messages
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E Tok
Ong - Home ->Move->Rules
Create Business Rules . - T T e T e et
: Business Rules Move Messages based 2 i n_?i g R tew o e e - Jneel tuww I
. . p— s, = o MRS Brody & Dricke W Cresln Hew < i 7 Polrw U = W Filles Ll =
on a criteria. For example, you can move i Al s e : A s emags e et P08 "
E-mail from someone, say your boss, to a e VT 5] Do biat Dellver Buforan 3 R .
specific folder automatically. s e st ke Rrerdsat "% Teacher ciaacheroomen 1M A & dim 3
3§ $ost mems I Tow L7002 608 A4 E
75 Dricbed Bren | T e, i
1. Try it: Create a Rule el e S T ;
Please go to the Inbox. TE P —— g
Select one of the practice E-mails that you (3 et nm et et s £
addressed to yourself. el 3 e e omoms a3 .
Go to Home ->Move->Rules. e Mmee 1A i
Click on Always Move Messages From: e Errsmiremcinm )
2 Pk 3 Char Destien Lad4ma i
Keep going... Sowmawe
= :"c.hl- N o a2
_.!--nn paEad
i To Manager [ Unread/ Read  |Find a Contact ~

gf’ Done E Categorize - (G Address Book
— Move | Rules |Onebote . .
7 Create New = - - | W Follow Up ~ | W Filter E-mail ~

Abways Move Messages From: Teacher &

Do Not Deliver Before... [ CreateRule.

Manage Rules & Alerts...
Teacher itEﬂEth@EDmm".@

Sent: Tue 151772012 6:08 AM
To: teacher @commalms. com

. S5teps la

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.2. Create and manage rules: Create a Rule
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Home ->Move->Rules->Always Move Message From
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Move Messages to a Folder E,,“‘___:"“" —— e T — e
What Do You See? You will be prompted to -+ 2% = ;f,;i_::" Mmoo O s -__-_’E Bowen: | remien | 153
select one of the Outlook folders. ek - SO <R T Y il e ol 1) 2
@ Ve o | Do Not Deliver Before... .
Yes, you can choose the Deleted ltems or the s O Y Nowhar stonchumneminssmms e
Junk E-mail folder if you wish. (It really 203 s
depends on the person, doesn't it?) ::;
A4 Contacts
. e
2. Try it: Select a Folder - o
Choose a Folder: Sample Messages. gom
Click OK. You will return to the Inbox. 12 4 %4 Teacher N [ = ]
i ‘a’-"‘.""“"“ @ Inbox T
What Happens Next? When click OK,

(7| Drafts s
[} Sent ltems

[ @ Deleted Items
ﬁ Calendar
Contacts
;ﬂ Journal
C@ Junk E-mail
E Maotes L

mrem— (3 Outbox

() RSS Feeds

|_3 Sample Messages | e

Microsoft Outlook will run the rule and move
all of the E-mails from this person and place
them in the Sample Messages folder.

Exam 77-884: Microsoft Outlook 2010

3. Managing Email Messages
3.2. Create and manage rules: Create a Rule
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Home ->Move->Rules->Always Move Message From

T3 meﬁ
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Test the Rules B o R e
. . R - il if | TR e . eirLitiigtt L Te Ratape ey i e ~
The little Inbox rules are simple programs . . @ o fm g R Y imten : ol L A e Waseses =)
. - B . I o -t J Rredy & Drirte Lorale L - i # = P fmad = L ol
that automate message handling. A good ~ *™.*™" " T ; Tl e i e 3
programmer always tests the program to e | T | Testing the Rules .
see if it works. OK, let's test the rules. 2 oy e . B Meszanise T 8| foacher «tracher@oommalms.coms pr
__'u Sl By 4 Vodey T 100 1 Bl .J-H i
7! Driched Brer LSS il -
H T o A ) Taurhe A AN E
3. Try it: Test the Inbox Rules . B Taring v bk || £
Go to Home-> New-> New E-Mail. T - i
Enter your E-mail Address. G ik st 4 Tiee e i
Enter the Subject: Testing the Rules D ot -
Type the message: This message is a test ' iy aTume L f
of the Inbox Rules. Seturitement [ = Bae1ar =
2N Tasky E
Click Send to E-mail the message. =g Inbox Arrange By: Date Newestontop ¥
L7 Drafts
What Do You See? The message should U= Sent Items 4 Toda
come into the Inbox and automatically 4 (5] Deleted ltems Y
move to the Sample Messages folder. O3 Junk | Teacher 9:49 AM
Testing the Rules
Trust But Verify: Please go to the ] calendar
SampEIe M(.-:issalge?j ft(;]lder and confirm that &4 Contacts 4 Tuesday
our E-mail arrived there.  BEL jgumnal i
y - @ e ; 1—;} Teacher Tue 8:07 AM
, sl L@l Junk E-mail Table Talk o
Keep going... .| Notes
L= Cutbox 4 Last Week
B RSS Feeds (-4 Teacher Thu 1/19
1 Sample Messages [1} Wiord Document Attached 11}

Exam 77-884: Microsoft Outlook 2010
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keep the Rules? Let's find out.

4. Try it: Find the Rules and Alerts

Go to Home ->Move->Rules.

Click on Manage Rules & Alerts.

Keep going...!

Comma Training Page 124

Manage Rules and Alerts
Say you wanted to edit or delete the Rule
that you just made. Where does Outlook

Home ->Move->Rules->Manage Rules & Alerts

(s
v w—w,..... -y B ———. !

A = algrere 23 Ty & Te Marager N BN [ (3wt Bead  fnd s Contaa ©
% Mestng
¥ @ 15 Onen b x e e T 23 Team Lot o Done wud |0l & 56 Cotegorie = (4] A Bost =
Cost Beme- | Gphens O Py Bb PR Meec L amyaodde i et hew il s il ek R e T
o S Jleto . RiShaE L S s e AN s g Ll Ayt Mowr Metsager From: Claw Deckion ‘ — e nitve
* Teanar Ml T e | 3
—_ | # Yomato Bros: Vote for by = R «
:ao-lh fnege By Wewtstontep " % Clair Dickson <clair@comr S, S R & e ?
) Yo Rews @ Tre Lnaer reipondes Tamaeo &
473 Deieted Rews T g :"'""" ot LA PII N H
| () Qv Binen W Toacher
I | Tomats Bros Vane for nncy !
3“""‘ 3 Dheabeth, She Computer Mams 1aamn: g
5 o JIWKNleM [T i
& o L Vot 0 youu Rive She or e H
wl Wetey PR [ETE ]
3 Ovben ot —_—
3 Claw Dckazn [ETESY ;
4 Theee ek Ago ~
3 tee ety 182 ‘
& Clow Ovsen 4 1l
3 Clow Cvctssn 1aaeel
‘mnmi . 10
D Connep
Q To Manager =4 Unread/ Read |Find a Contact ~
& Done B Categorize = | [} Address Book

- Rules |OneMote
"7 Create New | ¥ Follow Up - | 7 Filter E-mail ~

Always Move Messages From: Clair Dickson b

[ Create Rule..

Steps a

Manage Rules & Alerts...

Tomato Bros: Vote for hj

Clair Dickson <clair@com @

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.2. Create and manage rules: Rules and Alerts Management



Home ->Move->Rules->Manage Rules & Alerts
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Rules and Alerts: Options B i T g T
5. Try it: Review the E-mail Rules HE s X 2 - ) B g wassees 2]
The Email-Rules include options for: New — “. =™ I R P lireete ) R Py
Rule, Change Rule, Copy, and Delete. # esine m 2 Tomate Bros Vot for lanch .
You can also Run Rules Now. j::: o Mewer antin "= Clalr Dickson «daindoommalres.coms ;

a'jl:‘m::l:-: = Tow St Aue : -b.c.'.;i..\)l."'I:I.Plll : i
In the example on this page, there are two _.,‘:m E
Rules: one based on the name Teacher i e : §
and one that comes with Outlook. b o Deredll | iemitais. chmepe bude= Gncorv. Mt | = v i Gpers g
When the Rule for Teacher is selected, % E-mail Rules Manage Alerts
the description is shown on the bottom. o
The hyperlinks in the description let you = Lﬁ-ﬂew Rule... ChangeRule ~ 22 Copy... 7 Delete | # * RunRulesMow... Options
(eg :r:]r;)?enargse S(a'rgeeasc):f:? ;)Olojrvt?:hfdder |Rule (applied in the order shown) | Actions

Teacher A5 e
Try This, Too: Delete a Rule Clear categories on mail {recommended) '}%"
Select the Rule that you made.
Click on Delete.
When asked to confirm, click Yes.
Click Apply to save your changes.
Click OK to return to the Inbox. e
Rule description {dick an underlined value to edit):
Keep going.. Apply this rule after the message arrives
from Teacher

and stop processing more rules

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.2. Create and manage rules
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E Tok
Ong . Home ->Move->Rules->Create Rule...
E ‘ow"_" o
Create a New Rule ) e T = _ E—————
. . v = -""" x e e . TR 23 Troweng & 1 Marager BBy ﬁl 3 Unerad’ Re : \
Rules can identify messages by several e Domme e B . | DMemtas Oe | S Bicaer: Waesensen =)
. . . . . . " . . i Bephy b Cewte Crewe New % o v - e .
criteria including: Sender, Recipient, Subject, . *_ i TR . v l‘:u:';'."- 6
and key words in the message. This example < 5 - D Cearnge
moves a message based on the Subject and e g by Oute Newestents  ~ %! Egzabeth, the Computer MUDL Mo i i ::‘
o 3 Oae Dakion 1142012 wed L4012 909 AM
places it into a new folder. e ot vete it Gammian §
= )Jt“m 4 "““"‘ "‘_‘:f""""‘“ 12 i Mesiage ) Comma Produmons Cournes Sradable 11 oo 01 K E
. 3 canae o © - " s
Before You Begin: Create Another Folder 44 o et et ey Teacher, i
GO tO the |nb0X. @ o L 4 ('.lklw' v tome f — Attached 5o this E-mad 5 3 rew cownte cataiogee. Pleate review & and et me g
Go to Folder ->New->New Folder. 3 one g A e PRI v
ﬁ::.'."'........ o These Wesks Age :m;» l
You will be prompted to enter the following: 3 Toppatmt G e — p
Name: Training e o Eo— N ity i
Claw b yon " Prondent
Select where to place the folder: Home o i Commais com
3 Lo nry L
6. Try it: Create a New Rule i -
The Inbox is still selected. i . ...
Go to Home ->Move->Rules->Create Rule... Nk faCompning: LD
' (5 To Manager 3 ] [—d Unread/Read |Find a Contact = =
Keep going...  Done ' WO ot orize - =
ategorize [} Address Book
— Move | Rules |(Onelote Send/Re
7 Create New - = - | W Follow Up ~ | 7 Filter E-mail * | aji Fol
» Steps T . El
Always Move Messages From: Elizabeth, the Computer Mama
N Courses [ Create Rule..
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Elizabeth, the Computer Mh@_
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E T
o,,:" Home ->Move->Rules->Create Rule...
E L I . Tt e G T A W, T IR
Create Rule: Options P - - L
. 2 = & lgmny K L = | TRy e & TRy 1-. y [ Seereiee .
7. What Do You See? You will be = 3 wouw- 1 & & w o Smten o e o i W oo Gaembn ]
prompted to edit the rule. e e e I it o 7
First, identify the conditions. # Teae B v rave re-1 | Sushi Zem Vote for lunch .
Then, program the response. S wmsngh i Bt Weattan 1387 | gilzabeth the Computer Mama <cbeth@comemalm.com 2
-'_-i‘l::e::r- “ :"'::*'m — ° .’i;l-';i;::.:'?;-l.w.... i
Edit the Conditions: S g - = .
Subject contains: Outlook Training Tt : i
(i b L Yot Do you e R i
Edit the Response: (Do the following) 5 on ok~ : <\
Display in the New Item Alert Window: Bmma | sod Create Rule - |
yes ol L . e
Play a selected sound: yes el swnd | When I get e-mail with all of the selected conditions
. * o) [ From Elizabeth, the Computer Mama
Move the item to folder: yes. i e
Click on Select Folder. When you are sud | [] Subject contains | Outlook Training |
.. N '.
asked, please select the Training folder. o Flsent to |mE only El
Click OK to save the Rule. A message will sl Do the e
confirm that the Rule has been created T
and asks if you would like to run this rule - [#] Display in the New Item Alert window
on the current folder now. Y
e e Play a selected sound: Windows Motify. wav Browse...
| o - | () [n] [ Bomse... ]
Click OK to this window and keep going... [¥] Move the item to folder: |Trair1ir1g | | Select Folder. .. |
[ (0]4 ] [ Cancel ] [ Advanced Options. .. ]

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.2. Create and manage rules: Modify a Rule
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Test the Rules, Again

This Rule should identify any messages
that have Training in the Subject and
move the message to the Outlook
Training folder. Does it work?

uary

8. Try it: Create a Test E-mail

Go to Home-> New-> New E-Mail.

Enter your E-mail Address.

Enter the Subject: New Outlook Training
Type the message: This message is a test
of the Training Rule.

Click Send to E-mail the message.

What Do You See? The message should
automatically go to the Training folder.
The New Mail Alert should chime.

[ sample Messages
Gﬁ Search Folders
Suggested Contacts
Tasks

(1 Training (1)

Home ->Move->Rules->Create Rule...

Mot GendSBecewe  Foloer  View - @
r algnere 2} ey L 1o Masager . . LdVrvesd Bead  fend s Conlant %
Jﬂjhw‘._x J—J—‘"'_’,m_..,. o e \JJE B Comeporer © () Adivens Bost =3
s . | Gyawas D Moy Rony Forwesd B e ) Aoy 8 Odete 7 ConsteHew v]| Mo Sim Oadliskt| o peamtss | aatan- | i
Norw Detete e Guet Weps - Moo L) Fnd Send Trirwe
.
* Tesnar TP ————— # Yomato Bros: Vote for lunch
-—Qm Avange by Cute Westantep " % cla Dickson <dair@commalms.com >
- @ Tre unae reiponded Tomaro Brot
273 Deeted Bews £ TSN St LA4D0R2 P I3 W
3 o L3 O Tesche'
Tomats Brox Viote for unch
3 ot 4 Dheateth, he Compadier Mams
24 Contacts o~ Vote f
Jowmal 4 150a0eth, The {ampater Mama
@ o L v ove
. N PR e L UL T e
(3 Ovinen " s
3 S Pty 3 Clar Cnctaoe
L Samgie Mezsager -
L Sewrth Ponsen
24 Seppeited Comtacs @ Tiwer Weeks Age
2 Touks 3 ten vty
- Ve ) 5L The P 1 repiaces
& Claw Ovaniae
@ Curiren —
B MW DWW AEW s
3 e hoh
RE NEW NOW NEW Lo
— e
[
4, New Mail Alerts o o 3
Outlook Training | .
From Subject Received
L4323 - e
-y Mew Outlook Training 1/26/2012 1...

Commnin]) [ con

Exam 77-884: Microsoft Outlook 2010
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Welcome to Quick Steps

Quick Steps give you instant access to the
Rules that you use frequently. Outlook comes
with a couple of simple Quick Steps. One of the
best examples is Reply and Delete.

1. Try it: Use Quick Steps
Select one of the practice E-mails.
Go to Home ->Quick Steps.
Click on Reply and Delete.

Ly Training

[ Team E-mail

a Reply & Delete
| Quick Steps Fa

@ To Manager

& Done

& Create New

4|

What Do You See? A new message should
open in reply to the one you selected. You can
edit the reply if you wish. The message you
replied to will be sent to the Deleted Items folder.

Keep going...

(> il
ot | Tand Bacews  Feloe  View
2 % Ignere x ) —
Wi ek y ) aete
} . -
) WOty * * & =
New  New Duiwte  Raply Raply Forwaed B pase +
P M -
M Detete Poprad
* T .
\ ) Avarge By Cate
o D
o) Sent Ry -
#7 Deieted News ——
2 Nk i Dcabeth, e Computer Mama
3 Cotenaer 3 Uhcabeth, Whe Computier Mamas
4.4 Contacts
a_""’" _J Caw Susan
@ hwh Last Ter O yeu Mave bame for humeh”
| Wt
= Ovtie

3} Townrng

24 Team Load

& Rroy & Deiete

Wemeis 30 1ep

L4

[ETT ¥

[ETE 4

Home ->Quick Steps->Reply and Delete

P YT — " y N9
o Dene

rale Ve

Ve CMegueve -
W ooy

Gwet Ueps . e e

Mowe  Bubes  Onebote

" Yesx: Do you have time for lunch?
= Clair Dickson «<dair@commalms.com»
o
Sat LAA0L2 642 W
Teacher

13 K5 Peess

o Semoie My [T wean [ Foimat Teat Pavirn

£ Sewch 1 ~ :

-2 \ An e Comwnmtt v A A

o Tacks Puste il B U . . A

- Suakeing L e X -
Chpbas... ' S ormat Font

BE D0 you Rave teme 160 hamen!

—— ummmmémﬁ-mm

To..

Cc...

3 Urread/ Rend !

(4 Adderns Bose

o Piey Lt =

R L e R AABI Mo }
Exam 5 . ] =
4 N e Y esDng L C
-5 00 i | Wetpaong  Heacngs |, Change
o sy apt . phes

—

AV SMTLID WY A 0

ey ¢ dmpey o

|Clair Dickson_<dair@commalms. com

Subject: |RE: Do you have time for lunch?

Let's go to Tomato Bros next week. OK?

Glen

From: Clair Dickson [mailto: clair@commalms.com]

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.2. Create and manage Quick Steps
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Home ->Quick Steps->Reply and Delete

uary

1 -
Create QUiCk Steps E‘ M.:M e 25 Pemng L ™ Marager N D [ Umeas Reng P o Contnt © -
Look again at the Quick Steps. There should 2 uc-u-zs =5 ﬁ_—i_::" Dlumton o - gﬂ B Cotegwte - 4 s boos w:i_
be a custom Quick Step for Training. It is a B ettt e G T e T bt B e 2
new action button that will move messages to < | _ [rurT————
the Training folder we created. Does it work? 50 e et i | abeth,the Computer Mams <ebeth@commalms.com :
(o] Tant Bews ® ™y nperced it Jan
o T Deteted Rews = e - oot Set 1AAD012 738 PM l
2. Try it: Test the Custom Quick Step 3 comar j:::.“::."' oo e/ -
Go to Home ->Quick Steps. B e e roe amaamma — §
Click on Training. 3;-:..-“ LT e © i
g-"“ ,“nun ::::-....mu. A B Quich Shep i eated, o e ot v
What Do You See? If this is a First Time g —— —

. . w . -

Name: Training
Move to Folder: Training
Mark as read

This quidk step moves mail to a spedified folder. After this Quick Step is created, you do not
have to enter this information again.

|E| Mame: |Training |

Actions

There are more options.
Keep going, please.

Move to folder |Ej Training

Mark as read

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.2. Manipulate item tags: Mark Item as Read or Unread
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Edit Quick Steps

Quick Steps, like Macros, can string together
several action steps, one after another. In this
example the message will be moved to a specific
folder, marked as unread and flagged for follow

up.

3. Try it: Edit the Quick Steps
Edit the first Action: Move to Folder.
Select the folder: Training.

Edit the second Action: Mark as unread.

Try This, Too: Add Another Action
Click on Add Action.

Edit the third Action: Flag Message,
Choose the Follow Up: Tomorrow.

Click Save to return to the Inbox.

Trust, but Verify: Select a practice message
and try the Training Quick Step. Did it move the
practice message, mark it as unread and add a
follow up Flag? Keep going...

Memo to Self: You can use the X to the right of
any Action to Delete that step.

Home ->Quick Steps->Create New->Options

L T . T T e - Teocher s Matresoht Ovioek TR S s WO WS, T T
seme | SmosRecne  Foldw  View @
j (S S S y tierting 23 e 2 ™ Marage WL, N et
£ O Up + i e ) 33 Tewm Lo o Dore - B4 Cotegorce (U] Addvens Bosk
.

New  New Dwiete  Reply Raply Forward B, pagee «
. - v

e Deiete 2roerg

:g‘oum argt By Date
) Set Rew 28 - =
) Defeted Boms - j ey
Il 4 Daabeth, |
3 Cabenan Seshi 2o vl | £9¢ S0 actors e 3k v Do
‘;“"“‘ 3 Dezssetn, tne
Ml
@ I Lt 23 Mot 1 e
| Wetes e Wreas =
4 Outbon _ .

& Proky b Deete

Rt

Omemects
W Potew iy -

Togn

IS commalms.com »

L E

(]

§ ¥
VIO S0 10 WY 0 w

sy L ey o

L5 Move to folder

|1 Training
L:_ﬁ Mark as unread

43
- : Y Flag Message

*f" Tomarrow

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content

2.2. Create and manage Quick Steps: Edit the Quick Steps
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Home ->Quick Steps->More->Manage Quick Steps->Duplicate
Duplicate Quick Steps B Sl o T v Y e
: 5. Try it: Duplicate a Quick Step A dn. e LD L S e iy o insanien ]
Select the Training Quick Step. T i T T T T e g Mo e
Click on Duplicate. * Tguzes .
gy Dioch Tteps 3
i Al
What Do You See? You will be prompted 2 e E
to edit a new version of the Quick Step |5 e 2
named Copy of Training. | o .

ki Furply hDeletn }:'-':ti':ns

Edit the Name: Sample Messages ! |'-E Move to folder |Z| ™
Edit the Actions i ||3 Sample Messages |Z|
Choose the first Action: Move to folder. o=
Select: Sample Messages :

| (pmwien] |} Setimportance |Z| X
Choose the second Action: Set P - Hich
Importance ! Importance: Hig |Z|
Select the level: High ) -

e T e
Delete the third Action: flag message.
Edit the Tooltip text: Move to Sample S PN ST ey SO | Y e B FU -
Messages folder. R D@ a8
Optional

Click Finish. Keep going. Shortcut key: | Choose a shurtcl..ltEI

Tooltip text:  |Move to Sample Messages folder|

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.2. Create and manage rules: Duplicate Quick Steps
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y
o::° Home ->Quick Steps->More->Manage Quick Steps->Reset to Default
.
Review the Quick Steps I -~ — e
6. Try it: Review the Quick Steps 2B e X 84 e L G @ BT e 2
Go to Home ->Quick Steps. B e LT AN N e t e (A 6
< Dot
- - — L4 | - ‘
What Do You See? The Quick Steps now 3;5 fmogs s ks Mot ontse VIS ¢ ppage ot g > :'a
includes two custom Actions: Training and O oondem L — S0y s W :
Sample Messages. 3 Catend =P AP =1 =
p 9 "‘m ™3 Training 13 sample Messages 53 ‘:@" E [—4 Unread/
Try This, Too: Delete a Quick Step :Eﬂ i To Manager [,;;j Team E-mail 1l - Ld J B ratanariz
Right-click a Quick Step: Team E-mail. 2 15 oo Edit Team E-mail
Click on Delete. A —— oo £ Reply & Delete _ _
::.:....c_.. Quick Steps Duplicate Team E-mail
Made You Look: You can Restore the ki Delete
Quick Steps back to the default. Pl ¥

Hew Quick Step

|Newest ontop T |~

Go to Home ->Quick Step->More. Manage Quick Steps...

Click on Manage Quick Steps.
Click on Reset to Default.

= W

Add Gallery to Quick Access Toolbar

& Usabets, the Computer Mama 140002
2L WOW H O [ 4

That was a quick look at

& Dabets, the Comput

...Quick Steps! "‘T“';T';”"“‘ ﬂ Training ﬂ Sample Messages _—D'I]'
R D > oo E To Manager (44 Team E-mail - e
gf' Dane a Reply & Delete - -
his is the ToolTip that we Quick Steps P

&
%\.
1 ._l'

Rules

-

Move

edited on the previous page.

Sample Messages

Move to Sample Messages folder

| MNew
Exam 77-884: Microsoft Outlook 2010
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Working with Lots of Mail

Even with the practice lessons in the class,
the Inbox has accumulated dozens of
messages. On any given day you may
receive more, depending on your work and
your social networking.

=
4
3

One of the best new features in Outlook is
Conversations. Conversations group all of
the E-mails that belong to the same topic.

1. Try it: Use the Conversation View
Go to View ->Conversations.

Check: Show as Conversations.
When you are prompted, choose This
Folder.

What Do You See? The Inbox has been
organized by Date and Conversation. E-mails
that belong to the same discussion-even if
they are in different folders-are listed
together.

Keep going...!

' @ Conversation Settings -

View ->Conversations->Show as Conversations

Conversations

4 Last Week

) Do pou have time for Runch?
Lpond 23 e 56 eews.

| Avonge By Dute K snmersating

| CeeDase

"L OSasem, e Computer Mams

4 Theve Wewls Ago
A Vobe ===
oo

4 a0
) e

2 vew
4w

3 Men

A Mert
4 boey
taam
& v
e

3 Wew

FEF N B

Search Inbox [Ctrl+E)

‘| Arrange By: Date (Conversations)

Mewest on top

= @ Do you have time for lunch?
Expand to see all itemns.

“ |4 Clair Dickson

3 letm

. [,j Elizabeth, the Computer Mama

L2082

L 4] Clew Dachnan -
e e

| Show as Conversations |® Date (Conversations)

‘H Reverse Sort

% From

'@In

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.3. Manage junk mail: Indentify Junk Mail
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.

e Lond  Kaiene Vander Ve

Change the Conversation

View ->Conversations->Conversation Settings

=
4
3

g . "_) " " 7 Show s C [ pute S prom R -:J E = 4 i ;8
2, Try it: Find the Conversation Cunge View  Bmet 05 Comation Setings +. B 1o LETe— ::::::“ Mosgation Rescing ToDo  Pecple  Mmmnders Open in Mew Oose
Settings T ammtan | ¥ $hee Heisge hom e ptson — eyttt sl Ryl vty 2
Go to View ->Conversations. T il = ————— [T ——— ‘
Click on Conversation Settings. | U Coisc acuntod hem - Mewestentse  * | Clyr Dickson <dlair@commalms com» 3
(3 Sem mems s LIRS A5 '
')m.'- 4 Lot Week Tearw r

What Do You See? The options include:
Show Messages from Other Folders

V' Show as Conversations |® Date (Conversations)

t| Reverse Sort

‘% From

Show Senders Above the Subject
Always Expand Conversations

[@ Conversation Settings 'L & To

am | v | %) Add Columns ’
EE Categories z #= Expand/Collapse * J

Use Classic Indented View.

What Else Do You See? You can choose
a different Arrangement if you wish. The
default View is Date. The Inbox can be {

sorted by the Sender (From), the Use Classic Indented View

‘7] Show Messages from Other Folders
Show Senders Above the Subject

Always Exnand Conversations

Arrangement

£ (Ctrl+E)

|

ate (Conversations) Newest on top

Recipient (To) or other

Keep going...

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.2. Create and manage rules
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View Mailbox Size

How big is the mailbox? Good question:
many corporate and government servers
have a limit on how much stuff you can
keep in Outlook. The data is available in
the Folder Properties.

Before You Begin: Select the Home
folder, the one at the top of the navigation
pane. In this example, it is the one called

Teacher, the owner of the E-mail account.

3. Try it: View the Mailbox Size
Go to Folder ->Properties.
Click on Folder Properties.

Go to General ->Folder Size.

What Do You See? The Total size is
calculated. The size for each subfolder is
also shown. For example, the Inbox has
2.5 MB of messages and attachments.

Click Close to return to the Properties.
Click OK to return to Outlook.

Keep going...

Folder ->Properties->Folder Properties

e Rl Ll
i el 1 Bt e
I = 7
Riew Hew Saach Rl & B B o B iy
Folder  Polder - Tie Y mPesd  How t Jatargn
R Butiny o Uy
* Trgred

i Chalons Tody

B [r——n =) - -
- S ey = |
"o Dbt Besi S (e Pege S ™
A Enllicean . e
ﬁ f:d'h‘? Tyor: Poicher comimneeg Mad ard Py
A Lt Mo® Oyl
i i Local Data
3 WS Pendi
i Folder Mame: Teacher
i Seppnted Coiid A i e O il
a8 T e o b o e Size (without subfolders): OKB
i Fraswany
Wi Py 1 B ey, s LR
Total size (induding subfolders): 12100 KB
[Potter 5=n. ]
[rerepa ey r— Subfolder Size Total Size =
Deleted Items'Junk 0 KB 0KB
= Drafts OKB OKB
Inbox 2553 KB 2553KE |E
Journal 611 KB 611 KB
Junk E-mail OKB OKB
Fle- - wi=he B R Motes 2KB 2KB
s Outhox OKB OKB
R5S5 Feeds OKBE 0KB 7
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Managing the Mail

Well, there are two kinds of people: those
who Reply&Delete, and those who Save
everything. The first group has 10 E-mails or
less in the Inbox. The second group may
have a couple hundred to start. Whatever
method you use, some of the messages just
beg to be deleted.

4. Try it: View the Delete Group
Select the Inbox.
Go to Home ->Delete->Clean Up.

X

Delete

d }Ignnre
%= Clean Up -

%Junk >

Delete
What Do You See? There are three options:
Clean Up Conversation
Clean Up Folder
Clean Up Folder & Subfolders

Click Clean Up Folder.

You will be prompted that all redundant
messages will be moved to the Deleted Items
folder. Why? Click Settings and let's see.

Home ->Delete->Clean Up

-
4

Ll

e

Lend Fainns L e
4 S Ignere - '} Vg » A N»." A Urvead/ Bead ¢
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I
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3 Drery v needi 3 pat
comtorote N
All redundant messages in the current folder will be moved
to the "Deleted Items™ folder,
43AM3 I8 A- |
Bome 14 [7] Do not show this message again

Cancel ]

! [ Settings ] [ Clean Up Folder ] [
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Conversation Clean Up

5. Try it: Review the Clean Up Settings
The Outlook Options list many categories
on the left side. The Conversation Clean
Up section is in the Mail Options, about
half way down the page.

What Do You See? You can use the
Browse button to choose a folder for the
Cleaned-up items if you wish.

By default, messages that are unread,
categorized, flagged, digitally-signed are
not moved to the Deleted Items folder. If
someone edits a message in their reply,
the original will not be moved, either.

Click Cancel to return to the Clean Up.
Click Cancel, again, to return to the
Inbox. Keep going...!

Home ->Delete->Clean Up->Clean Up Folder->Settings
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Conversation Clean Up
x;] Cleaned-up items will go to this folder: | [ Browse...

[7] pon't move unread messages

Don't move categorized messages

Don't move flagged messages

Don't move digitally-signed messages

When a reply modifies a message, don't move the original
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@ Home ->Delete->Ignore

uary

%R o
Overriding the Programming g D et — e —
Office automation can be very useful. Y@ 23::\--5 - ,f,j_‘?:" Ao Srmtes (o S ﬂ — i s =
However, with programming, one size does ~ ““. “*__ e e e AT LTI =S == o 6
not fit all. There are always exceptions to the |
Rules. &

You can select a conversation and Ignore
(exclude) it from the Clean Up.

6. Try it: Ignore a Conversation
Go to Home ->Delete->Ignore.

You will be prompted twice.

First: This action will apply to all items in the
selected conversation.

Click: OK

3 M Mol Beienie) Seturty Suleti
= M;numwﬁ
Second: The selected conversation and all e
future messages will be moved to the Deleted
Items folder.

L MOW MW NEW e .
320040 the (cmpites Mams 1

Click: lgnore Conversation.
The selected conversation and all future messages will be moved to the Deleted Items folder.

So, when the the Clean Up runs, this [ Don't show this )
Conversation will not be trashed. - .

ugnre Conversation | [
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i i Teane Nrver Boin Levader ;
mail can be handled with rules as well. Messages - B —— 2] A The WPod replaces taxtbosts
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Deleted Items folder (trash) automatically. Spam e " ot Srommine.on H
can be thrown away before it even hits the Inbox. LS L e B ey - = 8
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There are several ways to filter your E-mail. The B meren —— . v
basic system is white list/black list. The white list et | e e e tertsecks f
. " . LS LBH ewmape incwrn. PSS 0 3 PRt Deme From: teacherQ-Commalms.com -~
has the names and domains of the "good guys in o o A N L T dundamalan i
white hats." These are people or companies that = g - Oute: Thu, § Jan 2012 11:52:15 0380
you trust. The black list are ones you cannot trust. y — Mo
1. Try This: Review the Junk Mail Options "3 Ignore . S .
. m Meeting
Select a sample E-mail message. — —

%= Clean Up ~
Delete | Reply Reply Forward B prore -
What Do You See? The options include;

Block Sender
Elock Sender Y & & s —
Never Block Sender s 7 N Never Block Sender (Ctrl=E]
Never Block Sender's Domain : 5 ‘ / :

Go to Home ->Delete->Junk.

Mever Block Sender's Domain [@example.com) —

Never Block This Group or Mailing List late (Con
Mever Block this Group or Mailing List
Keep going... = ale
lig Junk E-mail Options... rou have
.| e Dicksol
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Identify by Person

You can identify the bad people and Block
their E-mails. When you Block a sender, that
means your E-mail server won't even send
any messages from that sender to your
Inbox.

¥l

You can also identify good people (Never
Block Sender) and add them to the Safe
Sender List. Here are the steps.

2. Try it: Never Block Sender
Select an E-mail from someone you trust.
Go to Home ->Junk->Never Block Sender.

What Do You See? A pop up should confirm
that the sender of the selected message has
been added to the Safe Sender List.

Click OK. Keep going...

Memo to Self: You can also use this option
for your team if you wish. Select the message
that has your team's mailing list and go to
Never Block a Group or Mailing List.

It works.

Home ->Junk->Never Block Sender
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Microsoft Outlook

-

Rem

A

The sender of the selected message
has been added to your Safe Senders
List.

[ De not show this message again
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Identify by Place (Domain)

Every computer has an IP address. A Domain
Name is how that address is translated into a
name, such as www.microsoft.com Domain
Naming is hierarchical. The name begins with
the function. Commercial domains use .com
and educational ones use .edu.

3. Try it: Never Block Sender's Domain
Select a sample E-mail.

In the screenshot on this page, the sample E-
mail is from Microsoft.com, a trustworthy firm.

Go to Home ->Junk.
Click on Never Block Sender's Domain.

What Do You See? A pop up should confirm
that the sender of the selected message has
been added to the Safe Sender List. This
option accepts E-mails from anyone from the
@microsoft.com domain.

Click OK. Keep going...

Home ->Junk->Never Block Sender's Domain
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One Home ->Junk->Not Junk
Is it Really Junk E-Mail? I . Ar &

x * ¢ -

Delets  Rupy

By default, junk is moved to the Junk E-mail 25 Crwe Uy -
folder. In the example on this page, the Junk

E-mail folder has one unread message (1).
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Some messages may be misinterpreted as
junk. You should check the Junk E-mail folder

Rty Tomems B, aagee «
- v

Thiertng 3 Moy
2 To Menoger

o Dsne

Queek Hew

and check if anything important is in there.

Here are the steps you can take to identify
something that should not be marked as junk.

£ "3 reen ﬂi‘obom
- Sample Mersages
B Samech Folders

A Swuggened Core

4. Try It: Mark As Not Junk
Go to the Junk E-mail folder.

~——

Emall Items* %Junkv

%] Samate Meviages "
23 Tew
& Peply & Detete

Y
% Ignore

%= Clean Up -

4 Unres Beae

) i

-t v _ 4
Move Ruler Oneivote

&) Atrers Bock
o e Lat -

Ba Cotegomse -
VW totowup -
Tags

Laraecen
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Lerd Feren

e e

& PW: Men who lack supervision

Wewetontop 4 conop

< COMMaPECOMMAPFOHECL.oom »
0 ' s .

Wed 140082 S18 M
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.«
W0 ) S W s |

You wrote

AND yOuU TROUENT YO MsDand wars Dad

X 233 e

Delete | Reply Reply Forward ﬁ“e Maore
All

Mew ]

Select the message you want to identify.
Go to Home ->Junk->Not Junk.

**um.._ 4
What Do You See? A little window will state

that the message will be moved back to the

Inbox. There may be a check mark to always

trust E-mail from this sender.
432
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Teacher
L7 Inbox
L7 Drafts

E Sent Item
i fa) Deleted]

ﬁ Calendar

&\

Elock Sender

Mever Block Sender

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

Mot Junk

Junk E-mail Options...

|83 Contacts

c@ Journal

| ¢ Junk E-mail [1]

3.3. Manage junk mail: Allow a Specific Message (Not Junk)
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Manage Junk E-Mail

The Safe and Blocked Sender lists are saved
in the Junk E-mail Options. You can edit the
level of Junk E-mail protection you want, too.

=
4
3

5. Try It: Review the Junk Mail Options
Go to Home ->Junk->Junk E-mail Options.

What Do You See? The E-mail filter may be
set Low-only the most obvious junk is sent to
the Junk E-mail folder.

What Else Do You See? By default, you will
be warned about suspicious domain names.
The links and functions for suspicious E-mail
are automatically disabled as well.

Keep going, please...

Memo to Self: You can also Permanently
delete Junk E-mail instead of moving it to
the Junk E-mail folder.

Home ->Junk->Junk E-mail Options

Ul e RN T T g - Toathar = Mcoptah Ovtbooh TR G N W, P T

“esin 2 lonone - 32 tipewng M5 Sampte Mesiage Y o d jUreesd Bend .

WK B D Do B 3 Ny o
’ 0y Coemn Uy + & 10 Marager 3 Tewm b B8 Cmegore « L) Adierni Bos
New  New Delete  Reply Reply Torward B pagee = N Move Buben OreMote [YSPY Prees
[ T - GRNRT H Oene & treh b Driete - . Whemtns  PIRolastc s roiden
Rrwerd Guteh Tepn b [y, et [ Sond Trirw
e 2P Alert - Mi ft Rel Security Bulleti

N € vt Oy - tachareammiimesot . BREE =~ Comms® <commap@commaprojectcoms x

Options |Saﬁa Senders | Safe Redpients | Blocked Senders | International |

3

Qutlook can move messages that appear to be junk e-mail into a spedal
Junk E-mail folder.

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

(71 Mo Automatic Filtering. Mail from blodked senders is still moved to the
Junk E-mail folder,

i@ Low: Move the most obvious junk e-mail to the Junk E-mail folder.

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

i) Safe Lists Only: Only mail from people or domains on your Safe
Senders List or Safe Redpients List will be delivered to your Inbox.

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

P EYIF RS B

Rem 14

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

Warn me about suspidous domain names in e-mail addresses.
(recommended)
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Home ->Junk->Junk E-mail Options->Safe Senders
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Thoughts to Consider R e T T TR
6. Try it: Review the Safe Senders o £ | R :..,,.w e nmten oy Tt Wrseeiton )
The Junk E-mail Options are open. o logro TS N AR T e A s [ o B oo o 6
Go to Safe Senders. # e 5] Ph Alert - Microooh Raleases Security Sulles

:;:.: Cptors o' lerdes  Lufe Redperds | Seched Serders | nderratensl * CommaP « (u‘.fr'n.ao.‘xccmm.)p:qeacon'- ;V‘
What Do You See? The E-mail addresses e i j S0 bvnsttumn & donain remes 5 vou S St o8 b wemin e H
and domains from people and places you 8 o ———— U p— 18
trusted were added here. You can Add, Edit o doe Grommad com S T, S ;
and Remove a Safe Sender. < o R R Ry k

& Ovtnan

£ "5 Feees Dear Customer, v
What Else DO You see? At the bOttom Of the ; :::':::“ Todey, Morosoft released an update b C1 CUSTOMETS aganst ‘
Safe Senders page are two options: ooz an ndetywede ssue desoed  ths s E
Also trust e-mail from my Contacts = bune e e
AUtomat'C.a"y add people | e-mail to the Safe Options | Safe Senders | 5afe Redpients | Blodked Senders I Internaﬁnnall
Senders List.

& E-mail from addresses or domain names on your Safe Senders List will
Contacts are people's names and addresses —| never be treated as junk e-mail.
that you add to Outlook. They are assumed
safe because you chose to include them. JEcommapraject, com _ [ Add. .. ]
The second option is NOT selected by ' [ Edit.... ]
default. There may be people included on a
message that you do not want to add as Safe ~~ ~ % <55 [ Remove ]
automatically. Something to consider.
Click OK to return to the Inbox. Keep going... Also trust e-mail from my Contacts
[] Automatically add people I e-mail to the Safe Senders List
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Last, but not Least o b O I o] R LT | S, | S mannt| RS
When you send an E-mail, a copy is « Tewcrer i o ' Do you have time for lunch? | ¢
automatically saved in the Sent Folder. i frange oy e Newetontp % Teacher « A
You can save it in a different folder. | L e e v R, s i
Go to Options->More-Options. # comt —— g S T al i
Select: Other Folder. ..,.gf.'..'.."""" . S - — ’
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Summary ;‘:_ lemects - Coe- ] ey D e At e | NS O ‘
This lesson looked at ways to manage the =~ = e R A = . B

3 Sample Metiager © Yru At 0880d veling bufleen 1o 1he meisage e Cetan Fonger

mailbox. Microsoft Outlook has Rules that B sawn Foksers
can identify your messages and send
them to the right folder. Rules can be
placed in the Quick Steps library for easy
access. Junk E-mail can be filtered and
managed automatically, as well.

G et Y

Save Sent| Delay Direct
Delivery Replies To

s-Tf] Dther Folder... ll_

Well, you done good.
You get the cookie!

Use Default Folder
| Do Mot Save I]

= S %
% Ignore x @ @ @ F2 Meeting {3 Training {13 sample Messages
%= Clean Up ~ Q To Manager @ Team E-mail
Delete | Reply Reply Forward % Mare =

& Junk ~ Al & Done i Reply & Delete H

Delete Respond Quick Steps P
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Test Yourself

1. Outlook can only have one folder for E-
mail, the Inbox.

A. True

B. False

Tip: Complete Guide to Outlook, page 117

uary

2. Which is a method for moving an E-mail
message to another folder?

(Give all correct answers.)

A. Drag and Drop

B. Use the command Home->Move-> Move
C. File-> Save As and select the folder

Tip: Complete Guide to Outlook, page 118

3. Which of the following is true about
Rules? (Give all correct answers.)

A. The command is Home-> Move-> Rules
B. Rules automate message handling

C. To delete a rule, go to Home-> Move->
Rules-> Manage Rules and Alerts

Tip: Complete Guide to Outlook, page 122

4. Which of the following are criteria that can
be used in creating rules?

(Give all correct answers.)

A. Sender

B. Recipient

C. Subject

D. Keywords

Tip: Complete Guide to Outlook, page 126
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5. What are the two parts to creating a rule?
(Give all correct answers.)

A. Choose a color

B. Select an e-mail to apply it to

C. Identify the conditions

D. Program the response

Tip: Complete Guide to Outlook, page 127

6. Which are true about Quick Steps?

(Give all correct answers.)

A. Outlook comes with preloaded Quick Steps
such as Reply & Delete

B. Custom Quick Steps are not allowed

C. New Quick Steps go through a First Time
Setup when first used

D. New rules are added to the Quick Steps
group

Tip: Complete Guide to Outlook, page 129

7. How are conversations grouped?

A. Recipient

B. Topic or Subject line

C. Date

D. Keywords

Tip: Complete Guide to Outlook, page 135

Practice

1. Create a new email addressed to yourself with the
subject line New Office and send it.

2. Create a new folder: New Office

3. Create a new Rule that moves all E-mails with the
subject New Office to the folder named New Office

4. Apply the Rule

5. Create another new E-mail with the subject Update
on move to new office and send it

6. Check the New Office folder to verify that both
practice emails have been moved based on the Rules

Application Question:What are Rules used for? Give
an example of how rules would work in a business
setting.



Outlook E-mail Objectives
In this lesson, you will learn how to:

1. Create Contacts in Microsoft Outlook

2. Edit the General and Detail Information about a
Contact and include a picture

3. Use the Notes page to document changes
4. Create and manage a Contact Group
5. Forward a Contact Group as an Outlook Contact

6. Install the Microsoft Outlook Social Network
connectors for Facebook and LinkedIn

© 2012 Comma Productions, LLC
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Lesson 6 : Contacts and Social Connections

4

1. Readings
Read Lesson 6 in the Microsoft Outlook
guide, page 149-181.

Project
Create Contacts and Contact Groups.

Downloads

GlenGlick1.gif,
GlenGlick2.gif,
GlenGilick3.gif
GlenGlick1.gif

2. Practice
Complete the Practice Activity on page 182.

3. Assessment
Review the Test questions on page 182.
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Contacts Ribbon

e

Save & Delete Save & Forward OneMote
Close Mew - =

Actions

Contacts Ribbon (continued)

W& &) )

Address Check
Book MNames

1
Business Picture
Card - -

iJC}tr:ltiu::uns iJ
Menu Maps

From the Contacts Home Ribbon.

1. Home ->Current View, page 153

2. Home ->New->New Contact, page 154

3. Home ->Share->Forward Contact, page 163
4. Home ->New->New Contact Group, page 166
5. Home->Share->Forward Contact, page 171

Up~

Mames Tags

From the Outlook View Ribbon
1. View ->People Pane->Account Settings, page 174

|81 (83 Activities

General | Details

2

Categorize Follow Private

£ 8 3

#-] Certificates
E-mail Meeting More ‘

: B AN Fields
Show Communicate \
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Zoom

More Menu Maps

From the Contact Ribbon

1. Contact ->Show->General, page 155

2. Contact ->Show->Details, page 159

3. Contact ->Options->Picture->Add Picture, page 160
4. Contact ->Options->Business Card, page 162

From the Contact Group Ribbon
1. Contact Group ->Members-> Add Members, page 167
2. Contact Group->Show->Notes, page 170




Working with Contacts

In the early days of computer hardware, a system would work until you cleaned your desk and moved something. Usually the
computer wasn't broken-just not connected right. Connections, connections, connections. Nine times out of ten, it's just
connections. Social networking and business interactions also need connections. The hardware may be ready, good people,
good products, good advertising, but nothing happens until a connection is made. This lesson in Microsoft Outlook looks at
Contacts and Social Network Connectors.
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Glick

& Leo Nofs  12:24 AM 1/25/2012
Sharing this

=l cuz it's amazing.

&4

To:  teacher@commalms.com . ) .
o Mr. Glen Glick Technical Support, Charlot... |5 ¢ C o
< 2 Message [8:Elizabeth.vcf (24 KB) ’

‘ Birthday -
oo g » B ==l FW: Glen 14 minutes ago v 5
§ Elizabet i =l
; The Computer Mama P ) Glen Glick 35 KB)
| J @j’ Add to Outlook Contacts ’ £ FW: Glen 14 minutes ago -
| — : aF < (0} Glick
* ‘ ‘ ) Glen Glick 35 KB)

Leo Nofs i (3 Glen 30 minutes ago v
o

U
+- 0 - t ut
a8 f www.starwarsuncut.com
: =) Fans from around the worl

forces to recreate the classic, St
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View->Layout->Navigation Pane->Normal

E ;" vj ’ -
Before You Begin T = W ———- -
: i N @ (2. X Q) Q Suas B B y 8 3
By default, Microsoft Outlook opens with 0 "+ £ 8 5 5 500 G e Vor S Cnetote T I senamne | |
g . 3 . _ Cene Reody & Driete - = ’ . P opg—— »
the Inbox as the initial view. The ot s g T | W iz agil A= o= | 1 -
Contacts can be found by using the = o o 5] Ak Do you have thive for kanch? < -
NaV|gat|On Pane. o Dany foveage By Oute Komumetiond Newrdtsntoe  © %! Clair Dickson «<dair@commalms.com» ? ‘ ‘
‘_j)vl!m g — 1:;:7:”-31—;‘
- - T | Do pou hove time for uncn” :
Before You Begin: View the Folders ) o Wak=errr _ Eg—
Go to View->Layout->Navigation Pane. 3 e T — “ g i
. & ok Lt
Select: Normal. - - mo—— : -
A Vobe for hunch From: Toscher =
’ " Soak; Tharsday, lansary 26, 20112 755 M

1. Try it: Find the Contacts Folder

Go to the Navigation Pane
Select the Contacts Folder.

Keep going...
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Hello, Contacts!

This screen shot shows a Contacts Folder
with a dozen Business Cards. The data can be
simple--just a name and an email address--or it
can include all of the demographics.

The Home Ribbon shows options for Contacts,
now. These options are different than the ones
on the Home Ribbon for the Inbox.

2. Try it: Review the Home Ribbon

The Home Ribbon has the following groups:
New

Delete

Communicate

Contact View

Actions

Share

Tags

Find

Keep going... E Home
8 B X 55

Memo to Self: If this is the first time, =
the Contacts Folder will be empty. 3

Mew
Contact

Home ->Current View

e —

8 2 @XHBENG & @b 8 U0 P S

Voo View

Mew  MewContad Mew  Deiie  Caad Mesting More

Comtat  Growp Bews ~
o Cuiete

Commarvaote
<

S5end / Receive

Benanais ¢ ~s one |, Mow Ma Onebote

Werge

Lt com Aitapms

e e e B

n Do 1 | | Sesntes

e

AJ Open wed Comtamy | 3 Priate

e

C o g, P

LN Gt 1 nm

@10 112 Mt
a et e

Matthew

“iten

David J Larwa Lacandos My Robert Marthows
Mo Comamanty
B30 318 T e £ 11112 Poaedt Dutan
B0 206 T s 3 Bt 908 e
(st d Tate et 51 By e 218 753300
Comd Lorma G pose iria e rung (o0 B
™ oty | oy, Poudt
Crng Musmson Bris Mats Paul hots
» 8 e - e aF e s aa om
Folder View

]

2

wpay ¢ depey

MNew Contact MNew

Group Items -

Mew

Delete

Delete

E-mail Meeting More

-
Communicate

Business C...

Card

Current View

Phane

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Change the Current View
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Add a New Contact
3. Try it: Add a New Contact
Go to Home ->New->New Contact.

uary

Mew MNew Contact MNew
Contact Group Items -

Mew

What Do You See? A new Contact will open.

There are four Ribbons:
Contact

Insert

Format Text

Review

This lesson will look at the Contact Ribbon.
The Insert, Format Text and Review Ribbons
are almost the same as the ones found in a
new E-mail message,

Keep going...

Home ->New->New Contact

Gy

mu. Send /Recewe  Folder  Vew -9
s AXDHREEN R WM ST e e—"
e R R L eI 3

PRE NY D

Empt Mertng Mare  Adireri Oheth  Buiness Mbre
- L laa -

I-YJ}

IJXu ‘4 K iJ‘..‘j::'...
St & Ociete Sove & Formund Onctiste [Senarnt Oetots anee

1 Mama
Compery.
b s
Foem

Dvowy o
Wb page a3

Mot m Contact Insert Format Text Review

B Y
aemes e &= #-] Certificates
Sgve & Delete Save & Forward OneMote Details i E-mail
Busnais... Clﬂse Newv - EA”F|EIC‘5
_— Actions Show Cc
& Full Name... |
Ll
Campany: |
Job title: |
File as: |

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Edit the Contact
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4
3

le c
“'o ontact ->Show->General
Edit the Contact Ll : _
4. Try it: Edit the Contact T TR == e
Enter the following; Feider Lint =] ] j_n-!uu-mu- Ok T o Fapeiam ‘gwum-mm.mm- I ek 515 astaats Frgrbiam ﬁn ¥ 4
Full Name: Glen Glick o e —— 2
Company: Charlotte's Website gy
Job Title: Technical Support el | M . —
o Jbd KGR 4 R facfith B W BE DN

Tl Crstacin e deve & Dedeie Leve B B Oatele Gttt i Meriag Maet ke Chefl  Bunstis Relunt  Coplean Pelew Pesle -
What Do You See? If you enter data for | T I S e e A 1y o
the Full Name as well as the Company, ol - T T EE—
you can choose how to file this Contact. . Compury Coastotn Watate I Erucity s ety
The File As options include: I
Last Name it g i |
First Name e | - 5
Last Name (Company) I —— e =
Company (Last Name) e

o FullName.. | | GlenGlick | p—
H i
Keep going. please... Au:.: Company: |Char|otte's Website | \'
Lot T
Memo to Self: This lesson shows a mewmmes  Job title: | Technical Support |
sample E-mail address. Students who are _
studying for the Microsoft Office Specialist File as: Glick, Glen (Charlotte’s Website) E
certification test are encouraged to create Iyt aT L Lrr T Glick, Glen |SSCSSS R
a Contact for a partner who can help them Glen Glick _
(il E-mail... - Charlotte's Website

test the options as they send and receive
practice messages and appointments.

Display as:
Web page address:

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Edit the General Information
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Contact ->Show->General->Full Name

S h e I 1 ST Yige - Voot har's Mearsoh Outiood TR — g

The Data, the Data, the Data e ®
Microsoft Outlook is a database that you 2 2 voww: Zf g ol Ll P
can use with a Mail Merge in Word or analyze . " g Oy R T MO e e 5
with a PivotTable Slice in Excel. The Contact ~ «we ‘ . [T —
folder is a *real* table that collects all of the Demn JUdoCo Gl Gk - Comtact =
information entered into the Contact, E-mail, O i J e . - , o E
Calendar, Meeting and Task forms. Dowe | X G % K gtV LGN YYD e i i

A4 Conttacts Save & Oetete Save B Fonmard Onetvate  Gentsh Detans Lmalt Marting More  Addsesi Ovedt  Busmess Pt Coteponiie Foliow Prvate

g p e~ L s e e o i
When you fill in the form fields for a Contact S — — a—
you can check that the details are accurate. 2 o e Compory s Somen

=) Semgie Meiiapd ot tese:

£ Search Posden F—
5. Try it: Check Full Name a0 o DT -
Go to the Full Name field. s s |~ & ‘ u‘
Click on Full Name. e | =

. e rmans : Name detail
What Do You See? You will be prompted to Bumen Ame aetals
edit the Name details. By default, there is a - Title: M. (=]
check mark to show this window whenever creres . Frst:  |gl
the data is incomplete or unclear. e Cirst: en
1 g || Middle: |

Try This, Too: Edit the Name Details i '
Select a Title: Mr. | DECI Gl
Click OK to return to the Contact form. IHINIEe L | Suffix: (=]

Keep going... Show this again when name is incomplete or undear

[ Ok ][ Cancel ]

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Edit the General Information
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The Display name does not have to be the same

as the E-mail Address. Often, the Contact Name is

displayed instead of the E-mail Address.

6. Try it: Edit the E-mail
Enter your E-mail or your partner's in this lesson.
Display as: Glen Glick (Teacher)

Try This, Too: Edit the Phone Numbers
Enter a sample phone: (810) 231-5555

What Do You See? Outlook has places for four
phone numbers. You can choose which number
you wish to document.

Keep going..

Memo to Self: Some people have several phone
numbers including business, fax, home, cell and
more. Some have only one.

The Computer Mama sez she maxed out at eight
phone numbers. There was a different phone in

Edit the E-mail and E-mail Display

Contact ->Show->General->E-mail

oy o e : 4 T
- Lnd Racenr Fantes - @
ok “algrore y - 2 Ty 23 Semore Meiagn " JUnveads Rend  Pind & Contact
VOun e - x =5 S G e : To Manager 23 Team toss o pl B Omeponee « (1) Aserens 80
'v:- .::- lm E Dwiwte  Reply h::, Forwaed B, sapee « o Done & Resly & Dete - “?' hfon Cvwtiste g 7 P Lt
Vore Datete Prord Gueeh Yepn . Vo Tags Pt
@ Teaner ‘ e et »
e
2 Oats 1} TYIE® L R By
R L | Contac  Wmet  FormstTot Fevew - @
s Deieted Rom - a .
o A A = 3 X L4 q ') s
Dowe Qi XG4 N gyt S WE S D\ HY
A Coneaars Save & Detete Save & Tosmard Onefvole  Gonesl Detaty Emat Mertng More  Adivens Cheth  Busnest Mdure  Colegonte Pollow Private
18 reumat e Wews - Lsarnme . Sook Mames  Cwd - . e~
@ h Lt At Pow [T Mamar Optaoni Tagi Jiim
; Wetes 1t Mame M. Glen Ghek Mr. Glen Glick '
0 w5 revsn Compony Crasotts + Webste Ouasiume's Webete
d emse Ve Ieb e Tethwai o loupost I 238 3338 Work
9 Saewch Pedory Pée o Gaa, Glen r u-o;'.m--: com
Ad Sepprtes C '
3 reas Irternet
o ey e | mace fconmeing con
Doipim ae oo Gncx Tancrar S S
TS page sdders ~
M ossarein ::
More rmom
tomen « Mo zm sy
nome o
= T
[E E-mail... - |tead'1&r@commalms.::om |
Display as: | Glen Glick [Teacher) |
Web page address: | |
3
Buma 0 IK address: | |

Phone numbiers -------oormmmmmmmmm e

- | |[B10} 231-5555 |
- || |

Business...

Home...

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Edit the General Information
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Contact ->Show->General->Map It

r o m—

H’. }(hll e W a6, Gaowse B @ WE @ SE @TR B w i
LT s 1= T2
sove it Datete seer i o VAATESSES
i i Business... | : 125 Main Street
' Erighton, MI 45116
= | This is the mailing
address Map It

Edit the Address and Map It
One of the new features in Microsoft
Outlook 2010 is the Map It option. Map it
will lookup the Business Address on the
Internet. The default Maps website is
bing, a Microsoft company.

7. Try it: Enter a Business Address
Enter the Business Address:

123 Main Street

Brighton, Ml 48116

ntemaet : : . | 170 Blain et I

‘Web Images Videos Shopping Mews Maps More | MSHN Hotmail

You Gotta Try This: Map It
Go to Map It
Edit the Map View: Bird's Eye

Close the Internet browser. Keep going...!

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Map the Address
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Edit the Contact Details

The Details view has more fields to record
additional information about your Contact.

uary

Before You Begin: Find the Details
Go to Contacts->Show->Details.

8. Try it: Edit the Details

Enter the Contact Details:

Department: Training

Office: Brighton

Manager's name: The Computer Mama
Nickname: Teacher

Birthday: Use the Date Picker to select a date.

Go to Contact ->Show->General.
Keep going...

Contact ->Show->Details

TGN

Save & Delete Save & Forward OneNote General |Details

83 Activities
#- Certificates
&= All Fields

E-mail Meeting More

Close New ~ =

Actions Show Communicate
Department: [Training ‘ Manager's name: IThe Computer Mama
Office: lBrighton ‘ Assistant's name: |
Profession: [ }
Nickname: lTeacher ‘ Spouse/Partner: |
Title: [ ] ~ | Birthday: h"” 2/9/2012 -
Suffix: [ ’ . | Anniversary:

4 February 2012 >

Internet Free-Busy SuMo TuWe T Fr Sa m

Addrese 1 2 3 4 |
= | [5]6 7 8/ 91011

12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29

Today None

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Edit the Contact Details
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Contact ->Options->Picture->Add Picture

oo e Ty |
Add a Picture % [T T R S PR .me- = @
: B 4 = PILEE TR G GE i [ :
P|Ctures_ help you match persons, places Ea. m}i Emﬁdm.:;w :_..I.u..; L -2'.-_1 u;:.!. = ,;..ﬂ :E. ...’.'.]n. R UEH fI.;.%. Zoss
and projects. Here are the steps. e L T R N 9
[aerr— ke, G Gl T . Gl Gk
. Try it: Sample el = i
. ) b b Frnpraal b b Priarungy
Go to Contact ->Opti0ns->Picture. Firax St Gen - .-"'-" I""‘-, T
Click on Add Picture. M T DU
[ [y e
—y Wl R e u '5
. LT -
Buriatin.. ® | ERRIILINY
Business Picture hom_ |- e nanga vy ok =
‘ Card ~ i P t |b
. e
Options wen ICtures horary Arrange by:  Folder =
Bunafatin U2F Mg Wrerd

Email

Browse to select a picture: GlenGlick2.gif
Click OK to return to the Contact form.

Keep going..

Memo to Self: You can download the
sample pictures available with this lesson
or use your own pictures if you wish.

Farmd

TR
R
I
i o
af Ve il

GlenGlick3
Exam 77-884: Microsoft Outlook 2010

4. Managing Contacts
4.1. Create and manipulate contacts: Options-Add Picture
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Review the Business Card
What Do You See? The picture that you
selected was added to the Contact form.

What Else Did You See? Say, did you
notice that the information that you
entered into the Contact form fields were
added to the little Business Card on the
right side?

You can select how much data you would
like to publish on your Business Card.

Follow me, please...

Contact ->Options->Picture->Add Picture

Wien Foomat Yo Fovira o

| tan
x b & N3 8a| W, Nrame W0, G LD S @9 i) a Y '_j £
| vy . A
= Yy Bl S s 839 5 o . \
Seer & Deiwte Sowe & Forwand Orabiote Genenal Detads Cmad Mesting Mas  Addwis Check  Seuness Acterr  Categorce Follow Prvete  Znom
Oote News -~ Lssrew . Book Memes Cwd - . w
Aoy - e o € My Cptsmy Teg Jrem
[T M Giam Gk - Mr, Glen Glick
o fr \ Ohartofe 3+ Wedite
— [— > ) Seiss ppen
Jok tte: R ] sy
Pow e S, Gl il £33 128 3588 o
tenirer 8 csmmams cm
Intornet 123 Main Sreet
Wt *  tmache Goomegieg com Bighton, io@N
Crviplay ». Glen Gk Meacten

Nt
Web 5ag¢ sddern

M sadrect
Prans mumten
Busress. S - P TR
Home
Busreis o
otde
Addriie
Barimans - 123 Man Sreet -
Brighton, VI &8116 .. 5
7 Ths 1 the madng (IS
b Vg

Mr. Glen Glick pauts M. Petit e
Charlotte's Website
Technical Support
Training :
M .
B s aad (810) 231-5555Waork ot | O Ml

& . teacher@commalms.com -
123 Main Street o3
Erighton, MI 45116

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Options: Business Card
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Edit the Business Card
Try it: Edit the Business Card

Go to Contact ->Options->Business Card.

Go to Card Design->Image Align.
Select: Top Center.

Try This, Too: Edit the Fields
Select the Business Phone Field.
Edit the Label: Cell

What Do You See? Look at the bottom of the
Field list. You can Add or Remove any Field

if you wish. The arrows let you move any
Field up or down on the Business Card.

][R.emwe]@

Click OK to save these changes.

Add...

Do This: Save the Contact
Go to Contact->Actions->Save & Close.

You will return to the Contacts Folder. There

should be a new Contact for Glen Gilick.

Contact ->Options->Business Card
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Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Edit the Business Card
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7‘.,:" Home ->Share->Forward Contact
H - Send
Hand Out Your Business Card 5 e BX5S%EI g D N e v
In Colonial and Ante Bellum times, yourcard [ © = 0 .00 0 T e L B a0 s o w: | Ghraeemte
may have been presented on a silver salver. = = ™ = e . ; :‘:jj“";‘:l 1
Microsoft Outlook has several methods for o toaner | —y=-
sharing your Contact information. j: r— et Vaaies Canki O ) [
8:’::'.‘- Kath Desflasiars Ma Charyl Garki W G Gich . ‘
Loma? F prsutsoe [ m ¥ Webate » -
1. Try it: Forward a Contact 3 o [ —os e Ry -
. el i PR R amestacs net 5 Cot
Select the sample Business Card. 38 euerat | v g en -
(@ Nk Lt prafomry-iglg oo AR .
Go to Home ->Share->Forward Contact. ) s : -
S o g""""[F d[ntal:t'] B2 Categorize ~  |Find n:—tctv
What Do You See? The options include: B Vipm — EE 4legorze i HELE
AS a BUSIneSS Card :rm | =g g As a Eusiness Card oW Up | E Address Book
As an Outlook Contact G ey j :
Forward as a Text Message % Asan Qutiook Contact ®
‘ i Forward as Text Message : gs Find
Select: As a Business Card
Keep going... ; [Ctrl<E) jJ| Des - Ol
Glick, Glen 4] 123
Mr. Glen Glick a
Charlotte’s Website b
Technical Support
Training c
(810} 231-5555 Cell d
teacher@commalms.com
123 Main Street 8
Erighton, MI 48116
f

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Forward a Contact
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Home ->Share->Forward Contact

Forward as a Business Card g e

= - = 2. B : — 1) A8 Formard Comtact - BH Cotegorse » Pt s Conts
2. What Do You See? When you select %_J'_g“ 3 ?_S > = _hf [ = RO &_4 2 1 AN | —hmvnel] | =T
F f ¢ - o Won [SmanCn: e 3| B Open Shared ¢ 2 e
Forward as Business Card Microsoft SR v e e S e st e st i 2
Outlook will create a new E-mail that . —

includes the Business Card in the message.

What Else Do You See? The Business

Card is attached to this E-mail as a .vcf file. -S| oy N B s - O s

Adpurt
Do This, Please: Send the Card _y [l anaa e | L | |GIE" Glick (Teacher);
Enter your E-mail Address. Sl e
Enter the Subject: Glen Glick — e — |
Click Send. ‘ Subject: |Gler1 Glick
Keep going... I Technica Suppoet | Attached: |83 Mr Glen Glick.wvedf 30 KE]
#I0) 2085555 o l'
teachar Jcommaima com 1t 'J_,J'
Mr. Glen Glick
Charlotte's Website
Technical Support
Training
" [810) 231-5555 Cell T
teacher@commalms.com
123 Main Street
Brighton, MI 48116
o {t i

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.5. Attach content to email messages: Attach an Outlook Item
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Outlook ->Inbox

Add to OUtIOOk ContaCts b‘ -“"-:’m e 2} Vg 25 empte Weriages » £ [ CGUevead/Bead P s Contea ¢ 5
Say someone sent you a Business Card. DB o X o e 1T smten . B g Gma| B
How would you add them to your Contacts? ““." “*__ 1O T T T b e ] et L 3
:.""Imli.wwm._ir""‘ T 5| Uizabeth's Business Card ‘

Before You Begin: Find the Attachment ,a:-“_'. Easldllsia L S Cometr o Al aninsme M
If you wish to practice this step, the E-mail & S | - - e £
that was sent from the previous page o ~ s te Computr tams o [ S _BE
should be in the Inbox. B o " o M —— Y

S e i e
In the example on this page, the E-mail has §E-w » . r i —
a Business Card, Elizabeth.vcf, attached. B sewch tosten P —— ey

Qe [P @t e wmai|] . .
3. Try it: Add to Outlook Contacts R ppe— :;:mlml‘m“““"c
Go to the Inbox. Averwnen g -
Right-Click the Business Card O memmmneness | To: - teacher @commalms. com
Click on: Add to Outlook Contacts. i now st wew st = Message IE Elizabeth.vcf [24 KE)

3 WO MEW NEW et

So far, so good...

]
Elizabeth
The Computer Mama |
: ] £ Add to Outlook Contacts

S ]

123 E. M36 Pinckney, MI 43159_@
| [B10) 555-1212 Cell

ebethi@commalms.com
www,.comma20il.com

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Add a Business Card to Contacts
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Create a Contact Group
Many projects need a team of people
to get the job done right. You can
create a Contact Group to simplify
the communications.

1. Try it: Create a Contact Group
The Contacts Folder is selected.
Go to Home ->New.

Click on New Contact Group.

What Do You See? A New Contact
Group Form should open.

The Contact Group Ribbon includes:
Actions

Show

Members

Communicate

Tag

Zoom

Try This, Too: Name the Group

Enter the Name: Charlotte's Website.

Keep going, please.

Fﬁﬁ-«— Tond rBereier | PaaH  iew
E g BXBRYEIG] &

Hrw b O luu Dabtin Ll I.limmu M,.g L
Gream

Home ->New->New Contact Group

(3 x o @

LA Seh Faadan s-ran-k!mmm Mowm Hain A B st

AdE Detar  iowp Govap <

2 Raasi

Bl Cotrpivitn = Pored i Lordanel =

W roarmun - [l Asri Bask
ﬂm—mi—im: L
Py Tagt Pl

iy polepey o -

pmme i, 4

B ity b SIS

P e

l Prawing

Contact Group

3 x

Insert

e e

Chariut!e = Website

ontact Group

Format Text Review

Q& & 5E

Save & Delete Forward | |Members| Notes | Add Remove Update | E-mail Meeting
Close Group Group - Members = Member Now
Actions Show Members Communicate
=] Mame: |Char|::utte'5 Website
Brma 30
3| Mame | E-mail
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There are no items to show in this view.
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7‘»09

Manage Group Membership
Adding or removing Group Members is
straight forward. Here are the steps.

=
4
3

Contact Group ->Members-> Add Members

Pt s Comtat =

B4 Cotegorie -

2. Try it: Manage Group Membership
Go to Contact Group ->Members.
Click on Add Members.

Select: From Outlook Contacts.

vy ey of

Keep going...

Memo to Self: Members can be added
from the Outlook Contacts or the Address
Book. You can also add a New E-mail
Contact if you wish.

Actions

Contadt Group

L]
W X

Save & Delete Forward | [Members| Motes
Close Group Group -

Insert Format Text

&) & & &

Add Remove Update
Members «|Member MNow

@ From Cutlook Contacts

Review

‘ik

&

o R S

E-mail Meeting

Show

Immunicate

MName:

| Charlotte’'s Website

ﬂ From Address Book

F

1| Mame

&s  Mew E-mail Contact

—

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts

There are no items to show in this view.

4.2. Create and manipulate contact groups: Manage Contract Group Membership

Comma Training Page 167



Contact Group ->Members-> Add Members->From Outlook Contacts

Send  Becewr  Fodon 3

uary

% Rkt

Add Members from Contacts . - S o= - T e
Whether you choose Outlook Contacts or 4 8 @axXx :2 ‘j e A NN . ?_‘ & 2 ¥ rettn et
Address Book, the same window will open. The = == = — e v -
Address Book shows the Name, Display “ teacnes S e » p
Name and the E-mail address for your e S— — — , S| ¥
Contacts. You can use the Search options to o Soneia Banty [ temcammes Onwiam s e : i
find someone. 3 Caenan s et : i

3 ‘
3. Try it: Add a Member from the Contacts e T — .
Review the Names in the Address Book. In this 8 Cortocs tecter Qe o — v
example the sample Contact, Glen Glick, is o e oo !
one of the names on the list. A4 Sepirites Contam § Dovd Brgemth G gt Cove Rram 008,05 comi Covet Arg )

o T § Dbeth OLoade™ (0 T Srommarmy on et Scon a

2 reveng Fre Pl e Shasen TPMedary (om | T e :

§ Gordon Burger Gor o Burger Burger; Seweshteraw com | Srpeple S

s
[———— R

File Edit Tools

Select a Contact: Glen Glick
Click on Members.

Select another Contact: Elizabeth

Click on Members. Search: @ Mame only (7 More columns  Address Book

|| || Go | Contacts - teacher @commalms. com

Both of these names should be listed in the

Members field at the bottom of this form. | - Display Name

Click OK to close the Address Book and return —_ e LR L & David 1. Larwa David Larwa

to the Contact Group. Keep going... & David Ringsmuth David Ringsmuth {David_Ringsmuth
& Elizabeth Elizabeth (ebeth@commalms. com)
& Eric Nofs Eric Mofs (tech@ResearchMediainc,

= Glen Glidk Glen Glick (Teacher)

& Gordon Burger Gordon Burger (burgerg@ewashter
Exam 77-884: Microsoft Outlook 2010
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Contact Group in this example.

You can Add, Remove and Update the
Members if you wish. Update Now will
seek that member and update the data in
all of the Groups that person can be

found.

Keep going..
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Hello, Group Members
4. Try it: Review the Contact Group A e (O L O
There are two new members in the :

Contact Group ->Show->Members

i
Hesi ) Fadaiv e

o X SREE e & 488 S0 §

Wovn bl Orablote
[T Psss o - ¥ a

{onied wowp Bom- Lqige

Cabwponioe = fond a Cosled -

Fomim e =[]t B
iy

Farad

=h |

e i

Contact Group Insert Format Text Review

B X% B9 & &l H

Save & Delete Forward | [Members| MNotes Add Remove Update | E-mail Meeting
Close Group Group ™ Members = Member Mow
Actions Show Members Communicate
. Name: | Charlotte's Website
| J|Name =~ | E-mail

|5 Elizabeth [ebeth@commalms.com)
&5 Glen Glick Teacher)

Exam 77-884: Microsoft Outlook 2010

4. Managing Contacts
4.1. Create and manipulate contacts: Update a Contact in the Address Book

ebethi@commalms.com
teacher@commalms.com




Contact Group->Show->Notes

%
Show Contact Group Notes R

View

uary

It is a good policy to document changesto = © . .= £ .. 0 4 e
a Contact Group or list. Microsoft Outlook ™ = " : == =
has a Notes field that you can use. # towcnas

) s 1)

o) Deamn
5. Try it: Show Contact Group Notes & s A\ T _f,,f_‘ & £ f: ,_j:a c_,!,,:_
Go to Contact ->Show->Notes. LS oS s 3555 oo 5 5 ot 15353

Enter the sample text shown.
The information for Glen Glick was updated on February 9, 2012
Go to Contact ->Show->Members.
You should see the Members.

What Else Do You See? The Contact
Group Actions include:

Save & Close

Delete Group

Forward Group

Raburt Via Konsed;

) e bepet 10 253 340 o
o

7 5

Yn-v. P e

H 2 AXSHREI e 3 W Moo B e

]

Povate  Joam

X..-

o

Review

wouy ¢ ilepey o o

—rr -
Save and Delete do exactly as they say. == gz © il0 | contact Group | Insert  FormatText
Click Save & Close. Keep going... ; _‘_,__.-;"" 4

X g @ &,

" . Save & Delete Forward | Members | Notes || Add

N Close Group Group =
" Actions

Show

& &

Remove Update |
Members = Member Now

Members

=

E-mail Meeting

Communicate

N

Exam 77-884: Microsoft Outlook 2010
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Forward the Contact Group
You can Forward this Contact Group to your
team if you wish. Share the wealth...

6. Try it: Share Contacts

Go to the Contacts Folder

Select the Charlotte's Website Contact Group.
Go to Home->Share.

Click on Forward Contact.

What Do You See? The options are:

As a Business Card (not available for Groups)
As an Outlook Contact

Forward as Text Message

Try This, Too: Forward the Contact Group
Select: As an Outlook Contact.

A new message will open.

The Group Contact should be attached.

Enter your E-mail Address.

Enter the sample text: This is an example of a
Group Contact.

Click Send to E-mail the message.

Keep going...

Home->Share->Forward Contact-> As an Outlook Contact

Sl R R Comtats - T Oumeck = 0 6 l
3 Casy & o, 3 » A A i et Conten - B4 Cotrgonte - -y
FE -] x WA 38 - . & N ] oo
New MewContat New  Delete  Cmad Mesting Mosr | g ¢ i Poone Move Ml OneMote
Cortadt Geowp  Rewn - . - PR Y — A Opes Shared Contaats 3 Povie
Oetete mseniate | Cewm ew .
e « [% Forward Contact ~ mm Categorize -
| nbou (1
2 v ——y = LE| low Up -
\ad S0t Roms Borsie Bongy Lywn
o) Cetetrd Rems i t
e A2 ki | |k As an Qutlook Contact fate
A Comtachh [e yoont Do E-. -a 5
- “ 4 cwseses  -u o i@ Forward as Text Message a
Motes By == - *
s Pocte RS lsem
i Oves v 7 %A Ema v VR —— :
£ *31 Fees poawd . Bt ot » e ’ licam "
& amole Veiiager
A Teees Poddeny (e G, Cmacher ) :
A ugarted Contach )
23 Tea e
3 Teng Sutpect W Chariotte & weoite
Mraned @i Cranctis s wiatnde O KF o
This is an example of » Growp Contact ;' .
-
L}
L
To... |Gler1 Glick (Teacher]);
=
- Cc... |
1B | Send
Bone X ), b Gunsndern ) Subject: |FW: Charlotte's Website !

Attached: |.Er:har|ntte's Website (7 KB]

This is an example of a Group Contact.

Exam 77-884: Microsoft Outlook 2010
4. Managing Contacts
4.1. Create and manipulate contacts: Forward a Contact Group
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Outlook ->Inbox

““‘i, 39

Open the Contact Group R = et e e -

e . Y (= T l""' x ol L By & g 23 Sampte eraagn ey » Cont -
Trust But Verify: The message should arrive . R (S v Svmten B Coegorce - (4 danes Bose i
in the Inbox. Go to the Inbox and confirm that “.*" “"‘m. G o ome e " oo A Iodormemef Ko )
your E-mail is there. J;m O — r— > :,:M .'m:"(mmm. '
7. Try This, Too: Open the Attachment g:_:;-;_ . g f
Select the E-mail with the attachment. 3 caencu ] £ e Sy | CAMewage Sdcresetet Wetoae a1 % i
Double-click the Contact Group. [y o i exsrge o 3 Growp Contct p
What Do You See? The Group Contact ;o

should be open. In this example both
Contacts are listed and they can be edited.

OK: Save and Close the Contact Group.

We got 'em.

Comma Training Page 172

| Charlotte's Website

| Name =~
||E Elizabeth [ebeth@ commalms.com)

& aw 2 mavates 03

Cracelie | WetnAr
§ Crnaneme s weaste 02 KB

2 .f»wa-a. 3 howns oge

5| Glen Glick [Teacher)

Exam 77-884: Microsoft Outlook 2010
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Hello, People

Contacts are People. Microsoft Outlook 2010
has a People Pane that shows what your
Contact has been doing. The People Pane
tracks messages, appointments, tasks and
activities for everyone in your Contacts folder.

uary

Before You Begin: Select a Message
Go to the Inbox.
Go to View->Reading Pane->Right.

Select any sample E-mail that you addressed
to yourself, please.

1. Try it: View the People Pane
Go to View ->People Pane->Normal.

What Do You See? The People Pane has
several filters on the left side. The Home view
shows all of the activities. The little E-mail
filters the list and shows only messages.

Keep going...

View ->People Pane->Normal

¢ Qete Comeristions) Wi [iom

e 1
: W r».:-'-—',-n‘ e e— B —— $ = g

- ] L J o o O3 A by
omge View Bmel | ©) Conwastion Seltings - _r— Masgaten Aradng ToDo  Bespls|  Ammnders OpemmMew Osse
oy St Y 3 'l o = Lipard Coape Pore Para e - Pane wndze Window AN Resn
o Teacner = == = \\."}‘i‘I
) moea ) SR——— = = = J_;
s o By Doke Ko = = /
=3 Sent Rewy 2 Tl i ) ) . P
D Oteted Rews T Mavigation Reading To-Do Reminders Open il
P Pane~  Pane~ Bar~ Window  Winc
| Ghen Ghch
18 reura
el pe| Layout Pe v | MNormal I
f:::; Eaabeth, the O [
2 195 ferer 3 Gun o . . . Minimized
ot Elizabeth’'s Business Ca ot
d il ¢ e Weres Age
84 Seponted Contacts & Doson o nls—1 = -
3w Elizabeth, the Computer \ I
Account Settings...

- EVIF BN

Bems IS Uneeest )

288

¢ Last Mossn g

sent: Mon 2/6/2012 4:44 AM

J Vote for hnan

Mr. Glen Glick Technical Support, Charlot... r:. ._ i':f" "ol

Birthday

=] PW: Glen 14 minutes ago ’
Glick

] Glen Glick 35 KE)

[ »

(= FW: Glen 14 minutes ago .
Glick

[} Glen Glick (35 KB}

(51 Glen
Glick
@ Mr Glen Glick.wcf (29 KB}

20 minutes ago v

J B = B M E
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View ->People Pane->Account Settings

SNl e T R g, - Wit o Wbt Dot R e R Ll W, e T R

uary

Add a Social Network R - e E =
One of the best features in Outlook 5 5 B B rencom— | SE— [baacwmes | = LA = & e O
; ; o sets i | Cactmesin o~ | {8 30 SIS e R e Bt | e i v A
2010 is the Social Connectors. Now, syt e e ot Peogli o il 2
you can link to the popular Social mE : O ———— .
Networks including Facebook and the 53 o i Dickson «clair@eomealms.com: r
el
business website, LinkedIn. o T T f
Em ‘l"n-.! can now connect Outlook to your anline b pbvenesl, i benva | e i | Fiead us @ e = E
2. Try it: Add a Social Network ivens - sacial netwarks e e e
Go to View ->Peop|e Pane. :u..... e :r-h-:p:-::-ﬂ;i;:;ﬁ.-“:w sl regbwarking sty
Click on: Account Settings B s
o Smempite ] —
[ Seach WPy v . o L
What Do You See? A Wizard will walk 5 o™ rom: Teacher [mailto:teacher@commalms.com]

you through the steps to download and =~ =™

nt: Wednesday, January 04, 2012 7:06 PM
install the software.

0: clair@commalms.com
bject: NEW NEW NEW E-mail

Each Social Network has a different

connection so you will have to got

through the steps twice to get both lair Dickson r;f E«. %*
Facebook and LinkedIn, OK? T
M - fat & RE: Do 8:53 PM 1,/26/2012
Keep going oy - i
3 s J El have time for lunch?
FEFTEC LI T ' RE: The 7:47 PM 1/4/2012
Memo to Self: You can add the Social sms wmes )3 = “ iPad o
Networks in the People Pane as well. g replaces textbooks
Just click on Add.
]
0 dh Add 5

Exam 77-884: Microsoft Outlook 2010
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View ->People Pane->Account Settings

uary

Add a Social Network m St el e 5 S |

Social Network Accounts need to be cﬁ, ',,f s \' ::_:__.m, ;:" ,r:w 2| $A0e Convms ..;L.E‘i i) e ....‘.....o...‘:.... P

added to Microsoft Outlook. Whenyou = =~ et R O LSt [t St A 3
first begin, the Accounts may be blank,  «ws b 1

with one default icon for My Site. e

You need to go online and download
the software for Facebook, Linkedin,
Windows Live Messenger and others

Jennl 1 think you'l fnd s & haed

R Cyatie group. Mave you plaped with

Outiook 20007 There's & whole
Pr connecting 10 1ocial networkng voen
cebook

3. Try it: Edit the Account Settings
Go to View ->People Pane.
Select: Account Settings.

The Social Network Accounts
window should open.

-

€ -
e 3
D M0 a5 LONe) o
o
o) Nave tume 43 ance? |

Connect Qutlook to your anline sodal networks by selecting the networks below and logging in.

To connect to additional sodal networks didk the "View sodal network providers available online®
#h: FYIFIN lirk.

Bams 0 Unees 2

Click the link to go online: View social
network providers available online.

Keep going...

View sodal network providers available online

My Site 1

Exam 77-884: Microsoft Outlook 2010
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@ Microsoft Office Website: Connect to a Social Network Using Outlook
Find the Connector Software e e St 0 0% 1 oo o a1
:1 When you click the link you will be taken =% %7t e e G S A e

online to a Microsoft Office webpage to L Office & g e 4
select your social networks. : ) ) 7 7

Each Social Network provider offers their
own software that enables their website to

. . Connect to your favorite social network using Outlook
stream live updates to Microsoft Outlook. y 9

To oot started, chck She wons befow 1o download and mtall socal network pecwidens for Outiook:

4. Try it: Find Social Network Providers gt e -
The Microsoft Office website is open. n Linked ([} viaded ) )
Click on Linkedin. (iian) :

See protées and UPdates Ind 230 New CONMECTONS without Maving your Ntox

Keep going...
To get started, click the icons below to download and install social network providers for Outlook.*

Windows Live
Messenger

aJ Linked [[}) 9 vioded
-

Facebook

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
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Download the Connector

5. Try it: Download a Social Connector
When you click on the+ download you will
be prompted by your Internet browser to
Run or Save this file.

Click Run. You will be asked by the
Windows security for your permission to
install this software. If you agree, enter
your User Name and Password. Click OK.

After you install the Connector software,
you can repeat these steps for another
network, such as Facebook.

You will need to Restart Outlook after
you install the Social Connectors.

Keep going...

View ->People Pane->Account Settings

B = G X H (3 Urtedin for Outiont | Linke... *

T mm e Pagew Selety e Vm-‘-a’,u

Linked [

Mome Whats Linkedin? Join Todey Signin

Owwrimw  OuwBooh Socws Conmecir  Browne Tookar  Moie Lok Shung Beckmant -t

LinkedIn for Outlook

Your Professional Network within
Microsoft Outicok

[FLSI

. ) R D
' [
Cremhiad t e )
Pevew— ol

i
C3v]

=

Accan Vo Conmethons 1 ur Wbas E-mad Your Conmectons Deeclly

..... -

R ees Pasrieg © us bomet

D yins s 10 o e bt arwne it wme (] L] AT 1o dimdbinmd Sk e oen

[ @ T nype of fie coutd e pour Compute:

0% -

Do you want to run or save LinkedInOutlookConnector.exe (1.11 ME)

@ This type of file could harm your computer.

Exam 77-884: Microsoft Outlook 2010
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View ->People Pane->Account Settings

Log Into the Social Network =~ — = = = . - — s
. . W "'ﬂ algrere x _‘ _J _4 R Mevtng R ] 33 Sempie Mersages __J ) 3 Wewead Besd . > =
Before You Begin: Microsoft Outlook has . = omw: £0 & & = Sosemge Mtwmtan - S ST B B WMseten =
3 A - M/ Ceme Lp Resty & Deiete = p . W remetn: | PR astc  anporden
been restarted. The Inbox is selected S At I —— 6
- . N Datete Peoend Quet Yeps - Mo o Pt Send Teirve
",:‘;"’ A W E-mail <
6. Try it: Log Into the Social Network 3o r@commalms.com> b
- 5 L -~
Go to View ->Peop|e_Pane. 7D Orteted Rews ‘:;-:S‘r?;:“m,mw__m_ !
Select: Account Settings. o ol —— oat |k yovitadusahad 1 B
The Social Network Accounts window e et e T |
should open. Facebook and LinkedIn are J # BFacebook Mg 0o larimriing S
now available. Bt s
L Semste Mesinges "

— Facebook
Try This, Too: Log in to Each Network )
Each Social Network has a separate log
in.

Select: Facebook.

Enter the User Name and Password.

Facebook comtacts an

User Mame: || |

7. Ptinkedin
s -

Password: | |

Forgot your password?

Select: LinkedIn.
Enter the User Name and Password.

Click here to create an account

Facebook contacts and activity feeds are not saved by Outlock.

e

Keep going... o @ LinkedIn
Memo to Self: Outlook does not save the < i
contacts and activities from Facebook.
The information is updated when you log
in.

User Mame; | |

Password: | |

[/] Rermember my password

Exam 77-884: Microsoft Outlook 2010
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rw"" View ->People Pane->Account Settings
(]

Confirm the Connections
7. Try it: Confirm the Connections
Before you can use the connections, you

2 .
4
3

need to confirm that you are logged inand ~ «we ¢ -
connected to the Social Network website. == v
'3::-- Convnt Ouionk W v eivoe sl et iy eI e re s Dt b 1. !
- Ad Contars.
Go to View ->People Pane. ::7._ 0 A DRSS [0t ased on e current prices of thomn,
Click on Account Settings. A trnemn + DFacebook -
j:‘- Corvmexiod o5 e ormgnaermansd htmed (oo
Tees v Duinkedin

What Do You See? There should be a S e ) Comnected o abeth@commalme.com
check mark indicating the status: green e
means go. k g Ef;‘:‘ "« EFacebook

Connected as:
Click Finish to close the Account Settings .
window and return to Outlook. v [LinkedIn

Connected as:
Keep going... -

F IR
i 3 i('m nt-nﬂv!n- —
FE TN ST BT
Rems 20 Ureesd | s e
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View ->People Pane

Connections, Connections

uary

. . . "4 - algnene ) \ MR e MR 33 Sampie Vevsagn W . ".3 T
8. Try it: View the Social Networks F G gy oumue- ol D R e 3 Tt = & R T
Go to View ->People Pane o wemi- Borers e M3 Simaoune x M R O eV rmwtn | e 8
. Mew &R Feprnd Queet Ve . Vove e Pt A Teirve
el : 7 RE: The IPad replaces textbooks ‘
There should be an icon for each Social ; feles Nemeit ntep = 2] Leo Nofs <diashi@hotmailcom> ¥

Network. It is interesting to note that the :

! . e : Leo Nofs Th
pictures in Facebook are much less =y a ise:o on Therelg
formal than the ones in LinkedIn. You may = sleep...only Zuul.
wish to consider: who is your audience? 3 Leo NofsInow 4

. on Facebook
Keep going... |

on LinkedIn

on another social network

What If It Doesn't Work? The Social
Connectors use an E-mail address to
identify people. Your Contact may have a
different E-mail Address for Facebook, a
social website, than for work.

cut @1 smacng
Shar Wars Unent

BT -

&y EdleoNofs  12:24 aM 1/25/2012 A

If your Contact is not already connected to Sharing this
you in Facebook or LinkedIn, you can use = cuz it's amazing. |
the Add option to ask to be linked. Star Wars Uncut 3
233 J3 3
Bems 20 Unea i -
0
i
g v K www.starwarsuncut.com
= Fans from around the world are joining

forces to recreate the classic, Star Wars: A
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3

k
. ©
“’o it G Recews  Fuser Vew
_}j ::a ;’;:‘.-x SRS S T j::v:p.‘ ::ww ‘\l“ Ry m iiv'-uwluc ;;4. ~:; _’
Summary (: -: &y T .:' Porwmed By Mt ® L4 Ao 8 Deite 7 Corate ew | oo A TR 4 ",.".,.-.""'
These pages taught two important options s N > .
OO O RN, = d :
that the Computer Mama uses all of the T Hann by Ot Newest 098~ % Traci Noks <mom2joshua@gmailcom»
time: Contacts, and Social Networks. " e |l i i
& e 3 Tery Debdom Wed 1225
LOnkne Tiackng LRGN (8 LMy Feedl youl M Sag Hey Gare -
. . . Tumtirion, Wharnoe Wee 943 A N
Microsoft Outlook is the best professional | et e e Seppy Rnky Bisthday.. Ay plams for your b
H H Tomens Lot Wed 107 A 4 ¥ Y ¥ 3
messaging program. And, it's great to T .
collect all of the E-mails in one Inbox. T O e )
3 Tmms Caae Lawton ma &
. 3 (.m, 1602 « . ‘Traci No
Well, that was worth two cookies. w1 it o . o
& Trey rumon M2 - -
Y wn:na vl
_)n-)o.-"u' o 1N
.-._ . o
e PEarogtaral  Poad [ o slmerd
i Saon Castock 1112012
Traci Nofs

\ﬂ Traci Nofs Tha

Tracey Hill
Photograph

Traci and Joshua!
Traci is one of my prize winners, she won a
mini shoot (one hour long) and a free 8x10
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Test Yourself

1. The options on the Home Ribbon for
contacts are different than those on the
Home Ribbon for e-mail.

A. True

B. False

Tip: Complete Guide to Outlook, page 153

5. Which of the following is true about the digital

business cards created for Contacts?
(Give all correct answers.)

A. The business card is created using the
Contact information entered

B. The business card can be forwarded to

Practice

. Create a New Contact for Sage Young
. Enter the Company: Comma Productions

. File the Contact as Name (Company)

. Enter your email address as Sage’s email address
. Add the website www.microsoft.com

. Add the Picture to the Contact

. View the Business Card and change the image to be
on the right side of the Business Card

8. Save and Close the Contact

another person

C. A business card received via e-mail will be
automatically added to the recipients Outlook
Contacts

Tip: Complete Guide to Outlook, page 162

2. Which are options for filing a Contact?
(Give all correct answers.)

A. First Name

B. Last Name

C. Last Name (Company)

D. Company (Last Name)

Tip: Complete Guide to Outlook, page 155

~No g WN -

6. Which of the following is true about creating
Contact Group?

(Give all correct answers.)

3. The display name on a Contact is the A. A Contact Group can be created using current
same as the e-mail address. Contacts

A. True B. A Contact Group can be created using the

B. False Outlook address book

Tip: Complete Guide to Outlook, page 157 C. A Contact Group can be created by entering
new e-mail addresses

Tip: Complete Guide to Outlook, page 168

Application Question: What are two or three
advantages to connecting Outlook with social
networking sites such as Facebook or LinkedIn?

What are two or three disadvantages to connection

4. Contacts can have a custom picture Outlook with social networking sites?

added to the record.

A. True 7. A Contact Group can be sent as a business
B. False card.
Tip: Complete Guide to Outlook, page 160 A. True

B. False

Tip: Complete Guide to Outlook, page 171
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Outlook 2010: Working with the Calendar

Eight Days a Week

Talre
Op 3

Microsoft Outlook Objectives = = *
In this lesson, you will learn how to: -

1. Select the Calendar and arrange the .o Wi, o
Calendar View

& Teanae

i,

2. Create Appointments and set the 23 o i L
Appointment Options s it
nvice

3. Create a Meeting, invite Attendees — 6 — Attendees
and track the responses o Attendees
4. Update, Propose a new time, and ol e
Cancel a Meeting et
5. Send a Meeting to a Contact Group ehunped T

Subject: Team Meeting

Location: The Yum Yum Tree, Brighton

Start time: Thu 2/16/2012
End time: | Thu 2/16/2012

© 2012 Comma Productions, LLC
Here are is a link:

il Tas welin-rsasheon Saulbiliay
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%3 Lesson 7: Eight Days a Week

Home Ribbon
1. Readings

Read Lesson 7 in the Microsoft Outlook

@ 8 =R EE

guide, page 183- 215.

g

MNew Today Mext7 Day Work | Week |Month Schedule
. Appointment Meeting Items - Days Week = View
Project oe ? | " .
. . Mew GoTo P Arrange s
Sample Appointments and Meetings that -
demonstrate the options on the Home and lJ EJ I
Appointment Ribbons.
Appointment Ribbon |
Downloads : — :
X . . i | Kl Calend T :5 L
valentine1.gif, valentine2.gif, H, x Lﬁ 38 Colendar EEE -=--:J % B show s [l OutofO.. - {-} i

valentine3.gif. i3 Forward =

Save & Delete Copyto My Appointment| Scheduling Invite 4 Reminder: 5 minutes - Rﬂunen(ea
Close Calendar .l...ﬁ,.l OneNote | Attendees
2. Practice Actions Show Attendees Options

4 5
Menu Maps

From the Home Ribbon.

1. Home ->New->New Appointment, page 188

2. Home ->Arrange->Work Week, page 193

3. Home ->Respond->Meeting, page 211 (not shown)

8 1

Complete the Practice Activity on page 215.

3. Assessment
Review the Test questions on page 216.

From the Meeting Ribbon

1. Meeting ->Attendees->Invite Attendees, page 200
2. Meeting ->Respond->Accept, page 201

3. Meeting ->Show->Tracking, page 204
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More Menu Maps

From the Appointment Ribbon

. Appointment ->Options->Show As, page 190

. Appointment->Options-> Reminder, page 192

. Appointment ->Options->Recurrence, page 194

. Appointment ->Actions->Save & Close, page 194

. Appointment Series->Actions->Delete, page 196

. Appointment ->Attendees->Invite Attendees, page 200
. Appointment ->Show->Appointment, page 203

. Appointment ->Actions->Forward, page 209

O~NOOOAADWN-




Eight Days a Week

There are two compelling reasons to keep a calendar: tracking your promises and managing your commitments. Microsoft
Outlook has a robust Calendar that can help you follow up on your Appointments, Tasks and Contacts. This lesson
introduces scheduling with the Calendar. Our examples will include Meetings, Tracking Responses and setting the

ptions. ) . ) .
tart -> All Programs ->Microsoft Office-> Microsoft Office Outlook 2010
. D e
R - (7]
- " i 3 - Alsmms masmms  dilmdd Ry . m .*_‘ ] - i B
I L | e = T R e
hew L tire Today bt T Dy Aom Wt bondh Sohpduly Deen o [P
o fosoatmant Mertng Eren - Ty e ¥ e Cabgrecier = Coardm [
Hrs a Ta Basyr +  Masage Calondar Thany
# Veachar X ¥
] s 1 ¢ December 11 - 17, 2011 ¥ -] 1-.-L|Frf.r::"f”r. \...
uld By (T 17 Mm 11 T W Wl 13 1w FE I 124
o) 309 Wi 4 % & 7T 8 TH
'1; Dirbrfin d By EL K2 NN OBA NS M N7
) Cabencta B el
::._ll:m'. (Wi MG v i
':3’:”.... rhe mw Ampngs By Tiag: Do et -
A Lesiis TR
ol HWEE e Wi Folgwryu  (Hir 510 .
= e, s T
I..;!-\.H Hrign 9 mm_... ,_n.‘:",w E_m_ :‘u:"i'u i E D L
40 Search Paican s Sapport
i Gegmprined Comtity 2 G Tuwwsd
3 Pasix e el ~—
A LESL m
2t ey 2
4 b
= Cofice Dl .
e The restaurant shown on these pages is
3 oce 210 the Yum Yum Tree, Brighton, Michigan.
. - Dot — A little HO train circles the room
N — Hemet Drvceogmmed on a track high above the tables
oo e s and the ice cream counter.
= - = . Faksc ) dakom sy, B Complried inin A e 4
[ ] Al BT 8o (- +
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Before You Begin

By default, Microsoft Outlook opens with
the Inbox as the initial view. The
Calendar can be found by using the
Navigation Pane.
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Before You Begin: View the Folders
Go to View->Layout.

Click on Navigation Pane.

Select: Normal.

1. Try it: Find the Calendar Folder
Go to the Navigation Pane.
Select the Calendar Folder.

Keep going...
Memo to Self: You do not need to
MATCH the dates in this book. It is more

important that you practice the steps
and learn the process.
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View->Layout->Navigation Pane->Normal
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E Tak
Ong - Microsoft Outlook->Calendar
E GG .o T e A R - o
Hello, Calendar N R AD SEEEE B S50 e e —
: 2. Try it: Review the Home Ribbon o ot G = ;;J =l ] =] = ..fn_ P W
The screen shot on this page shows a e e ™ s 1 i -
Calendar with many appointments. n_»:--_‘ ¢« » Decamberll-17. 3011 T 5 '.“.,._:,::..:uh s
J::.... T 17 isn I e M v 13 TR r im 114
The Home Ribbon has these Groups: 3 tetvamens . wnmsnmwD
HEXHEHEHN
NeW ﬂm’ g= Frer=ry Py = ELRE IO I ]
o = - T = i
A lisiitie, . -
Manage Calendars ) Ot o T R —
Share . Dot L Amaron ol sl G L :“:Ir: :
. <l Semple Kragn 9 om0 . oarall AT g, Tearie
Find o e [
o ok —
2 Pasky Shadri o] =
] e Wbt
Try This, Too: Arrange the View e Pomromy RO
’ . =l"“I Miaray o
Go to Home->Arrange->Day. 120m e e
1]
Keep going, please. — S
Dorvrscpameai
EL Cifice 2010
e Mg
408 Towpnd r X0
o e Derrrisgwmrrs]
Lwngaion

S EIEES | Home Send / Receive Folder View
5 )
BEEt e :
MNew MNew

Mew Today Mext7 Day Work | Week |Month Schedule

Week > View £
Arrange a

Appointment Meeting Items =
Mew

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.3. Manipulate the Calendar pane: Arrange the Calendar View

Days
Go To I
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Create a New Appointment
There are two schools of thought on how to
use a calendar. One way teaches that the
calendar should be used only for meetings
that you have with other people.

The other method uses the calendar to
record time that is spent on projects. Those
of us who are consultants call that “Billable
Hours.”

3. Try it: Create a New Appointment
Go to Home ->New.
Click on New Appointment.

What Do You See? A new Appointment will
open. There are four Ribbons: Appointment,
Insert, Format Text and Review.

The Insert and Format Text Ribbons are the
same as the ones in a new message. This

lesson will focus on the Appointment Ribbon.

Home ->New->New Appointment

T RE s

— [ q— p—

== =lE N2 O

i Wew New  Todey Wed? | Duy  Work Werk Month Schedule  Open Cmad
Oan e . v

w

Anwnge

«

ew  Colender Cabendar
o Marage Catendars

¢ *» February 13, 2012

p « fenmgmz  »

WM e M W

123
s & 78 sm)
MMM N

Keep going.. = > 5] calendar |
HJ x Lﬁ i5p Forward = ""E
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Save & Delete Copyto My
Close Calendar N OneNote Attendees

Actions [ Show | Attendees

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Create an Appointment

Options

% B show As: [l Qutof O.. - O

Appaointment| Scheduling Irwite 4 Reminder: 5 minutes

~ Recurrence
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Edit the New Appointment
4. Try it: Edit the Appointment
Enter the Subject: Outlook Training
Enter the Location: Brighton

Select the Start Time: 8:30 AM
Select the End Time: 4:30 PM

What Do You See? By default, the Start and
End times are set in half hour increments.
Please confirm that the Start and End times
are on the same day.

Question: What if the class begins at 9:107?
You do not have to select one of the times
from the list. You can enter another time if
you wish. For example, you could type 9:10
AM.

Keep going, please.

Home ->New->New Appointment

0 1

BB o | Sens/Mecewe  Foldw  Vew
1 [ Ml wee] s i -

e & ] 5 e QBT @ - L N P |

. New New Todsy Net7 | Ouy  Work Werk Month Schwdule  Open [ Puoaen
appowmtmere Ueetrg Rewm - [ Ween . View e Cabender Oming +

New Ge %y . drrenge «  Marage Colerndars e Pt
o Tescres . »
¢« » February 13, 2012 . saras » « teumxo )

Sele Tuwe ™ #r S

Subject: |Dutlcuc-h: Training

Location: |Elrightc|r1

Starttime: | Mon 2/13/2012 - | |8:30 AM - | [T All day event
Endtime: | Mon 2/13/2012 - |4:30 PM [L]
: 3:00 PM (6.5 hours) [ 4]

2:30 PM (7 hours)

4:00 PM (7.5 howurs) D
4:30 PM (B howrs)

5:00 PM (8.5 howurs)

5:30 PM 9 howrs)

6:00 PM (9.5 hours) ||

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Set Appointment Options
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Appointment ->Options->Show As->Out of Office

Zones

D% Rl L 1o T

Set the Appointment Options e e
You can use the Appointment Options to e )f o Wl E Grev il L M
document your whereabouts and even P prs e G 5
remind you when it is time to go. - T —— o I o

d) v X u L 123 4
5. Try it: Set the Appointment Options 2 oo ko
Go to Appointment ->Options->Show As. 2 %S
Click on Out of Office. . bl - B

3 o Deete CoppieMy o L opentnent schatung  ett 3 Bamedee (= pumence e Categonce
What Do You See? The choices are: 2 2 s smenaens 2 _ LN e
Free (White) e | gt 8 oswome |
Tentative (Blue Pattern) 2 el e b :
Busy (Blue) 2 Rl st ven 2133013 e e . i
Out Of Office (Purple) - Endtme  Mon 2230013 s . E Show As: . Cut of O... B O @

3 Reminder; | L] Free currence  Time
The options and colors are displayed when _ _
this Calendar is shared on a network, such as A Tentative
an Exchange Server. They are also visible B susy
when the Calendar is published online.
B Out of Office

Try This, Too: Set the Reminder
Select: 5 minutes.

Click Save & Close to save your
appointment and return to the Outlook

calendar.
Keep going...
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e Show As: |l Out of O...
i Reminder: |5 minutes
Options

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Set Appointment Options
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@ Outlook ->Calendar

% - ;
Review the Appointment S i T

6: Try This: Review the Appointment ,:H: fm,mf,ffﬂ % bt ACTI 8 el

uary

g P s Bpcunmie  Dmegoun

There should be a new appointment in the P — s o T
Calendar. The Subject (Outlook Training) < T+ February13 2012 T ST reeaemz
and the Location (Brighton) are displayed. ;L"I. 5 - T e 0D
£ i wEl
There is a purple band on the left side Cowen = I REmatil
which means that this appointment is Out M
of the Office. A, uasson . 4 February 2012 ¢
i N SuMo TuWe Th Fr Sa
On the right side of the screen is a little i Samse iringes o® 1 2 3 4
calendar called the Date Navigator. Each i3 e o 5 6 7 8 9 10
day that has an appointment is BOLD. el B
) o 19 20 21 22 23 24 25
The Date Navigator is included on the top 12 ¥ 2% 27 28 29
of the To-Do list by default. Both options T
can be turned on or off. -
Try This, Too: Find the Date Navigator
Go to View->Layout->To-Do Bar. g 00
Select: To-Do Bar and Date Navigator
Qutlook Training
. 33, Brighton Sk
Keep going, please. Beme 3 g 00 0 B ) e -

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Use the Date Navigator
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Snooze, You Loose

If you set the Appointment Reminder, a little
alert will pop up and chime when it is time to
go.
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7. Try it: Set the Snooze
Go to the time and select: 5 minutes.
Click on Snooze.

Try This, Too: Dismiss the Reminder
In 5 minutes, the Reminder should chime
again. This time, click on Dismiss All.

What Do You See, Now? The Reminder for
this appointment will be set to None.

So far, so good.

Memo to Self: Your appointments and
reminder do not need to match the dates and
times in these screen shots. It is more
important that you review the options.

Calendar Tools ->Appointment->Options-> Reminder

O Tl
|
~ a
X3 K

Open  Debete Tommmrd Onetvote

artmdes

Feran - Lppivament

& B srowic @onsto. -
Iovte

@ Raminder O mwnsies
n

Ateomy Anendee Dptemn

4 Teemgm

SeMe TeWe ™ Hr e
1234
s se733wn
U wow
wenRAND
Annm»

)

A vy

o Sent Rems
Ta) Guleted Rems
2 Catende

Ad Comtas

@ Mo Lonet
AJ brhedn

3 Ovtsen

£ RssPeetn

3 Sample Mutiages
B Samen Folders

A Wpgenea Contany
3 Tems

o) Vg

Shart tve: Moy, Pebruary 13, 2002 830 AM
“acator: Brghan
Sbect
aon.-‘--v‘

Subject
ﬁﬂuﬂmk Training

Due in

5 hours overdue

Dizmiss All

Click Snooze to be reminded again in:

| Openttem | | Dismiss |

|5 minutes

IE” E Snooze i

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects

5.1. Create and manipulate appointments and events: Set the Reminder
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@ Home ->Arrange->Work Week

uary

D% el = . " |
Copy and Paste Appointments e "4
Can you copy and paste appointments? Yes, ?S o o =:* e T
but there are no Ribbon commands to keep it — P Sl
simple. The preferred method is to setup a # toacnes B« » Februsny13-17. 2012 5 1%
Recurring Appointment. Please make a e e e Sue
new appointment to practice the steps. o 12 I

3 Cotematr e MR

Before You Begin: Arrange the Calendar [y ) Bt O P

3 ek Lo ! Baghien

This lesson is easier to see if you arrange the A Untean

Calendar to show the Week or Work Week. - P y

Go to Home ->Arrange->Work Week. s

1. Try it: Add Another Appointment oottt

Go to Home ->New-> New Appointment. |

Enter the Subject: Breakfast Club 13 Monday 14 Tuesday 15  Wednesday

Enter the Location: Brighton
Select the Start Time: 7:00 AM
Select the End Time: 7:30 AM

Try This, Too: Copy and Paste —
Select the Breakfast Club Appointment.

Type on the keyboard: CTRL +C am | Breakfast Club
Click on Wednesday at 7:30 AM. —— | Brighton
Type on the keyboard: CTRL +V - o
Breakfast Club
There are better options. Keep going... — Erighton
goo

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Create Recurring Appointments
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Recurring Appointments

A Recurring Appointment can set up many
meetings at once. It is a nice bit of programming
that saves a lot of time because it is much faster
than using Copy/Paste.
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2. Try it: Create a Recurring Appointment
Go to Monday at 7:00 AM. Double-click the
Breakfast Club appointment to open it, again.
The Appointment Ribbon should be available.
Go to Appointment ->Options.

Click on Recurrence.

Try This, Too: Edit the Recurrence Options
Edit the Recurrence Pattern: Weekly.

Select: Monday, Wednesday, Friday.

Edit the Range: End after 4 occurrences.

Click OK to return to the Appointment.
Click Save & Close to return to the Calendar.
So, did it work? Let's find out...

Appointment ->Options->Recurrence

[ e . =
e [ TN A W Breakdant Chd - Appointment Series T RN — o @ B
lﬁ T Apsointment Series  Inpert  FoematTedt Rewew ~ £3

S [ = 8 s B
r— 3 = o AL By ‘ ‘

H x = Forward - j - = . L4

Save & Delete CopytoMy Aggowtmera Sreddrg Irvite & Reminder Mome « Recwwence Time  Categoee

Cose Casengae M Ometicte endees Zanes v 3
N k!:pm Tags

Subject: Breakfast Chd

Locationr | Bmghton

Recurrence:  Ocowrs ewery Monday

Recurrence pattern

() Daily Recur every week(s) on:
@) weekly [] sunday Monday [ Tuesday Wednesday
) Monthly [] Thursday Friday [ saturday
(7 Yearly
[4

Range of recurrence

Start: |Mun 2{13/2012 IEI (7 Mo end date

i@ End after: OCCUMTENCES

i) End by:

Mon 3/5/2012

=]

OK ] [ Cancel ] [R.ernnue RJecurrence]

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Create Recurring Appointments
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Home ->Arrange->Work Week

uary

a5 (s R e
Verify the Appointments T — -
3. Try it: Verify the Appointments TR 3o BB O e
Go to Home ->Arrange->Work Week. St e me 3
. i ‘w:;” ; ¢ * February13-17 2012 » g ""“":“"'
What Do You See? There are appointments 2 b e - Weaiay R — S
on Monday, Wednesday and Friday. A e o -
3 - :: : :; BDNDS
A4 Contacts
What Do Else Yoq See? Look on the Date Pl - ekt O ettt O fovantaroptorcl U
Navigator on the right side. Each date that 2 Untetn m o =
has an appointment is BOLD. ) o S e
o
Keep going, please... R O
5 Teex ||ngmn
- Traweng -
»

Search Calendar [Ctrl=E}

16 Thursday 17 Friday

B.reaklast:ﬂuh.' & |

4 February 2012 [

SuMbo TuWe Th Fr Sa

1 2 3 4

5 6 7 8 910 11

12 13 14[15]16 17 18

19 20 21 22 23 24 25
2 27 B X

Arrange By: Flag: Due Date| -

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects

Type a new task

5.1. Create and manipulate appointments and events: Create Recurring Appointments
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@ Calendar Tools ->Appointment Series->Actions->Delete

e ey R X ]
Delete a Recurring Appointment - T =
This lesson created two different appointments on ?5 hee 3 '3 =~ ',, | oy, | e
Wednesday. The Recurring Appointment has an e = A 4
icon (a circle with two arrows) in the bottom right. < i February 13 - 17, 2012 pry S
The appointment that was simply copied and hesied | Sha anid — R —_ — e e

pasted does not. What happens if you delete a e -

Recurring Appointment? - x = = ,ngi"
=X 3 N

. B artant Dt Arange By Pag Due
4. Try it: Delete an Appointment Open |Delete |Forward OneMote ——— 2

Select one of the Recurring Appointments. [ - - o ey
The Calendar Tools should be available.

Go to: Calendar Tools ->Appointment Series. Delete Occurrence &

Go to Actions->Delete. 4 Teac Delete Series

Click on Delete Occurrence. - : -

What Do You See? You can choose to Delete this
Occurrence or Delete the Series. 115 Wednesday 16 Thursday 17 Friday

Memo to Self: Say you deleted an appointment in
a series by using the Delete on your keyboard.
Then Outlook would ask you to choose just this
occurrence or the whole series.

43N - O
Beo Breakfast Club Breakfast Club
Erighton Brighton
_ £ LEs
Breakfast Club
Erighton

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Delete Recurring Appointment
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E y
o::" Home ->New-> New Appointment
E s
Schedule an Event TN T TEE L
: An Event is displayed a little differently than 4 & a 2;‘:‘ SRR E S E 0P W P g
an Appointment. An Event doesn't have a BT erioetytl e [ oy SOyl [ rasseapivacsalfl s rothrrimsr smibmsrers) A
(?;e;rﬁor End Time: It is scheduled as "All . e+ February13-17,2012 T £ | " reweyn

Events can be recurring as well. For
example, a birthday is an all day Event that
brings happy returns each year.

1. Try it: Schedule an Event

Go to Home ->New-> New Appointment.
Enter the Subject: Valentine

Select: All day event.
Insert->lllustrations->Picture (if you wish).

What Do You See? When you select All day
event, the Start and End times are disabled.
The Ribbon at the top now says Event.

Go to Event->Actions->Save & Close.
Keep going, please.

Subject: l Valentine

Beme 7
Location: |

Start time: lTue 2/14/2012 - |12:00 AM ~ |V All day event
Endtime: | Tue 2/14/2012 - | [12:00 AM -

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Schedule an Event
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@ Home ->Arrange->Work Week

uary

Hello, Again, Hello il
What does an Event look like in the Calendar? E 3 ,? ,?_
QuSHEE ~Tal

2. Try it: Review the Event ":;:_ . » February 13 - 17, 2012
Go to Home ->Arrange->Work Week. 4 Dy

2 v
What Do You See? The Event is shown above -~
the hours in the Calendar. In this example, the ::—_
Valentine Event has an attachment. A Umtestn 70m St Ont

o otes el

,aa.-
Extra for Experts: Make It a Yearly Event 3::"-— .
Double click the Event to open it, again. ] °
The Appointment Ribbon should be available. e
Go to Appointment ->Options-> Recurrence. =
Try This, Too: Edit the Recurrence Options 41 » Feb ruary 15-17,2012
Edit the Recurrence Pattern: Yearly.
Click OK to return to the Appointment. 15  Wednesday
Click Save & Close to return to the Calendar.

- i
7 am | Breakfast Club Breakfast Club
—— | Brighton Brighton
& &

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Schedule an Event
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Create a Meeting

Meetings and messages go together like donuts
and coffee. If you want someone to attend a
meeting, then you need to invite them....if that
doesn't work, offer donuts.

There are two sides to each example in this
lesson: The Meeting Organizer (the one who
invites everyone to the Meeting) and the
Attendees (the ones who respond to the
Meeting Request and bring donuts.)

1. Try it: Create a New Appointment

Go to Home ->New-> New Appointment.

Enter the Subject: Team Meeting

Select the Start Time: 11:00 AM

Select the End Time: 1:00 PM

Type the Location: The Yum Yum Tree, Brighton

Go to Appointment->Options.
Show As: Out of the Office.

Try This, Too: Add a Hyperlink to the Meeting
Type the following, please.

Here is a link:
http://www.yumyumtreebrighton.com/ .

Exam 77-884: Microsoft Outlook 2010

Home ->New->New Appointment

3 L T
o I R, Y] [l O ¢ \ w &
-’ - o J ¢ 4 Adters Bosn
hea et hew Today MNest7 Doy Walt  Weetk Month Schedule Oge Lo Pasin
Apportmart Mertng Rewn - D ek 4 Vew ender Coreran Ordrw -
rw - Amange [Py — e -
& Tracrr s ’
= T Fevrusry W02
e ¢ * February13 - 17,2012 ] I »
ull Oty S dn 1134
) Sowm L RLR
2 oeetedl ooviment e P ermat Tes o u
. - ~ M5
3a |; x L - ™ ﬁ B oewis Woun O 9 B 2 2
&4 Co ) ) o ¢ g o - ,
Save & Dette Copyte My £ APPITLBATt V(T e DG te Somnter Nene Recuence Tme  Camegons lram
’_ Chore Cuoncer K Onetvote amncens Teear ‘ O -
@ Nk Ac - P o
horn e Serdee) Optoen *n
Al

| Sutgect
Lemation
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Here are is a Bnk

Subject: |Team Meeting
. Breakiost
Location: |The Yum Yum Tree, Brighton Lunch
........................................................................................ IMnner
s Cream Parlour
Start time: | Thu 2/16/2012 - | [11:00 AM - L L

we! Endtime: | Thu 2/16/2012 - |1:00 PM -

Here are is a link:
http://vww.yumyumtreebrighton.com/ |
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Invite Attendees

Attendees are people who can come to
your meeting. When you ask someone to
attend they will receive an invitation in
their E-mail. The recipient can Accept,
Decline or Propose a different Time. Let's
walk through the steps.

2. Try it: Invite Attendees
The appointment is still open.
Go to Meeting ->Attendees.
Click on Invite Attendees.

8

qpe=
Invite
| |Attendees
‘ Attendees

What Do You See? Look above the

Subject. The E-mail field is available now.

Enter a partner's E-mail address.
Click Send to E-mail the invitation.

Keep going, please.

Request: The Invitation is Addressed and Sent

Meeting ->Attendees->Invite Attendees

TR mome | Sand | Racene \
Zasz IE=an o '3 B S
J , =) w "
hew Mew  Mew  Today MetT  Day VSR | Week Month Shedel  Opes Cmet Paain
Appowtmant Mesting Rewn - Ty ek . Vew Caberndler = Caveran Ondre -
New o te . Arange +  Masepe Calendory Lhane Pl
« Py » b
Sulte Tuwe T fr Sa ¢ » February 13 - 17, 2012 » '
BRI bt et fomstTen  Revew a E
-
» O . & .
x s | -’ --; (A Adanews Book = . 10 R = i & = i
pur— — — . B Check Names ' -
Detete (m'l‘ﬁ At et Vo by Canim - 2 Caty .
Cumncer M Cmetvets Iwtation &) Rtponie Optiomy +  # 100¢ @ Tt 2enes L
Actrzes ow Aercner Qomera Tan 23em

,J‘ e © tesderismmpme sm

S — — ¢
40 Team terng

“ e Tum Vom Tore Baghten

« 1100 A

The 2040012

x r @ Calendar
Fcurward -
Delete Cup:.r to M:.r
@ OneMote

Calendar
Actions

[l Address Book
ﬂ( Check Mames

i

Appointment | Scheduling Cancel
Invitation ﬁ Response Options =

Show Attendees

© Invitations have not been sent for this meeting.

From = teacher@commalms.com

L
To... |dair@mmmalms.mm; diashi@hotmail.com; ebeth@commalms. com
Subject: | Team Meeting
Location: |The Yum Yum Tree, Brighton
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Receive an Invitation

An invitation has arrived in the Inbox inviting
you to a meeting. How would you respond?
Let's look at the options.

=
4
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The Meeting Ribbon includes:
Accept

Tentative

Decline

Propose New Time

Respond

3. Try it: Respond to a Meeting Request
Go to Meeting ->Respond->Accept.

What Do You See? For each Response--
Accept, Decline, etc.-- you can choose to:
Edit the Response before Sending

Send the Response Now (don't edit the E-
mail)

Do Not Send a Response.

Select: Send the Response Now.

An Acceptance E-mail will be sent and the
Invitation will be moved to the Deleted Items
folder automatically. Keep going, please.

Respond: The Recipient's Inbox

Meeting ->Respond->Accept

TR Team Meetng

Optional:
Subject: Team Meeting

Location:  The Yum Yum Tree, BErighton

3 Outtos Location:  Th Wam fum Tres, Brightss & ’ »u:l
=3 Mose When  Thursdey Febreay 16, 2012 1100 AM-100 P
3 Bacosery Thrsday. Febmasry 16 o

= alpnere x \ 1 ¥} Mtorrey » 10 Manager "' 5 ,N" _dUrvesd Brad '.
43 Onen vp * 0 g 3 Team Lmad  Dene 3 / ol B Cotegore « (L) Addeeni Bost

New  New e Detete  Raply Raply Forwand B pan « Mowe  Rubes  Onebote Send e
Coad Bom - s e ™ < & Reoly & Detete Covate Nrw ’ . \ 4 TN W Pler et ¢ anroiden

[ Satete Ferernd Qe Vs [T o ted et Triem
@ Pesioral b sises N :

- FL o scogt v | D Tertstwe v X Dechoe v Pragcit New e v
e ) ..
Anwnge by Date Newait o 169
o O [ r Team Meeting ¥
Sem 3 trons 1204 P i
3 ':' . Teacher <teacher@commalms.com>
s Deieted Rews
o Teacner 1234 P - >

Al YOukne Orde Tading eam esting e S = e o -

VG Vieun Vault P )

3 Camnan

3 O . e

o Chemy e Uerrmg ~

- io—v:« | x 9 x ™3 ) — X Aorrey X} Mowe = Yk Ueeas ﬂ&, Nres g

ad cos ) v . - |1 o darager o) @ontese | JB Cotoporien - Qoo b

i Pamy Dwwte  Accopt Teneatis Dechne Propecs Raipond  Calenan Tinctate Zsem

3 Pnancish andlll e v v SemBmmv * (I Ovenicte ¥ Fomow U - v W Seea s |

3 Peenss | Dwwte 08 Whe Revporne betone Tanding | Colendar hoe Tagn . tatng Zsem '

e O Pean 1208 The Ry rras R ! |

anatan N

rom e Mot Sond & Response )
e Seoures “aren - coemes A H] [ Meeting

4 4

Delete | |Accept [Tentative Decline Propose Respond | Calendar

12 0SS e
- o e - - Mew Time - -
: Delete | Edit the Response before Sending | Calendar
O Pleass 5end the Response Mow
. From: Do Mot Send a Response
|4 Required: ~cam; FEbeth@commalms.

When: Thursday, February 16, 2012 11:00 AM-1:00 PM
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Review: The Sender's Inbox

Outlook ->Inbox

e ——— e e S ——

uary

Receive the Responses S G i E A -
4. Try it: Review the Responses % ) o B 8 S e, S wwmims o S B B e L)
If the donuts are good, the Sender's Inbox e s A i IR e T X s i g 4
should fill up wi@h responses. Each response < ‘K 2| Accepted: Team Mesting
can be tracked in two places: the E-mail and A Out Wewes 40 %98 * % Exzabeth, the Computer Mama <ebeth@commalms.com | ¥
the AppOIntment -j :,:.::..‘,_, 4 Ty - Trvaricay, obrusry 36, 2042 x;u:u-‘nx P LTC 2500, E

3 C:":‘- I 3 w_‘ :z = 129 :."::.': :.s-»::: i
Keep going, please. B8 toweu o Lot et

@ i lan Crare -

4 e Accepted: Team Meeting

3 Ovtoen i Upan

e 1w Elizabeth, the Computer Mama <ebeth@commalms.

Search Fosgen
‘;;:....u..cm 450 @ Elizabeth, the Computer Mama has accepted this meeting.
ko = When Thursday, February 16, 2012 11:00 AM-1:00 PR (UTC-05:00)
g Eastern Time [US & Canada).
« muwewe Location: The Yum Yum Tree, Brighton
Tl b om0 phade T 0w lin 0l cefoch g date ol eread v P
e #03 epim o TefmDase v 8 /
' 'l;v '\(:Mh(-»‘ St e ;‘:‘ o
Sl FYETN . B 4 Wen ez ek Iupernaon . v
o 300m *
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[: Review the Attendee Responses

: The Reponses are also tallied in the
appointment.

5. Try it: Review the Attendee Response

Go to the Calendar.

Double click the Team Meeting to open it.

What Do You See? In the example on this page
all three attendees accepted the invitation.

What Else Do You See? When you open a
meeting, the default view is Appointment. You
can show the Tracking as well. Here is how...

Meeting ->Show->Appointment

YA
() %] L
Hime L R Seite rew Phees

2 Prwne

y ‘; - !‘J a ‘e i Ml Bewse (Wouwo 0 E. LR

@ ok ¢ 5 « 4 (A aadress Basa - - a

2 [ ™ e
'V ” 2 o rewens - I = b3 ol T L. = -

C n C A} Sppomtwertt Lhe: Track Contact » pJ Coy 2

- w:g A.:ﬂ 3 My N Crtiote dutng iy ““- ne &) se Optiony = & Wose @ T Zoon © egonse M
‘-? Adwr i Anensess Comens » Tosm
- ! © L sender accepted 0 tertatvaly sioepted 0 dechned
C Voom © tescher Boommamms (o
- Sena s doe Summeies . Mt Steinel e eTSusmate L
a4 Usaste

Tutyed Tewm Meetng
Louota —

Open Cancel Tomward Onelvote ASd orRuamowe Contsd TIscing & Ressnder Wone Bacomince  Categorae
Meetng - atendrer  Atenger - - $ Low imgartance
. Jrsm—— Cptramns togs
@ Teara 4 ’ P ey X
" ¢« » February 13 -17, 2012 L] -y
j o jary 1 1 01 Selie Tuwe ™ e
o Dy 13 Mendey " Tenee 13 Wednesdey W iy 17 ey - 1234
=3 Seve Bows Vateine o s s7T8vBn
" Deieted Bews | 1243 W18 1
DMn
3
A
] ow.l B

E mCalendar E E?; -vj K|
fsh Forward ~ s - s —4
Cancel Copyto My Appointment| Scheduling Tracking Contact
Meeting Calendar @D”EN“E | - | Attendees ~
Actions | Show |
B 3 attendees accepted, 0 tentatively accepted, 0 declined.
o From - teacher@commalms.com
= __n
;end Ta. |ebeﬁ1 Ecommalms.com; dair@commalms. com; diashi@hotmail.com
Update
- Subject: |Team Meeting
Location: |The Yum Yum Tree, Brighton
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Show the Tracking

6. Try it: Show the Tracking

The Team Meeting is open.

Go to Meeting ->Show->Tracking.

=
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What Do You See? The responses are listed
by name. The person who sent the invitation
is the Meeting Organizer. The other
Attendees responded to the invitation. These
responses can be edited if you wish.

Attendance has three options:
Required Attendee

Optional Attendee

Resource (Room or Equipment)

Response has four options:
Accepted

Declined

Tentative

None

Try This, Too: Return to the Appointment
Go to Meeting ->Show->Appointment.

Keep going, please.

D e o T e VR
| e

Meeting ->Show->Tracking

we  SendRecewe  Folder o Mooty

N 8 % [ e O B ™
» - i - 3 = - - - A will 1 Hgh mpentance
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- [T anendres Optern

Tra 18I I#1FOMIE 15 el Maemrg Mive 3600 1coned
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¥ Inechwr - mecw Scanmging: Meetng Organcer Nore
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Ceiees
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The following responses to this meeting have been received:

* b Ancumence

@ Tt Zones

[v’| diashi@hotmail.com
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E;l Mame | sttendance | Response
Teacher <teacher @commalms.: Meeting Organizer Mone
ebeth @commalms. com Required Attendee Accepted
dair@commalms. com Required Attendee Accepted
Required Attendee Tentative

Accepted
Declined
Tentative
Mone




Propose a New Time

uary

Respond: The Attendee’s Calendar

Meeting ->Respond->Propose New Time

939 . 4
h o Tend Recewe  Felger  View Verrng a

o . A ? 2 - @ f e
Say one of your recipients has a scheduling ; ZS, ,;i,ﬁ ,f,,.,,_.,,,.)f_ ...?... .....‘,‘.. ?M. ....', ..9..‘. sl e
conflict. How would she propose a new o N e — e
B = T ,
time? S ¢ » February 12 - 18, 2012 saen Comn -8 o] L e, >

1. Try it: Propose a New Time

We are looking at the Attendee's Calendar.
When she accepted the invitation, the
Team Meeting was added to her Calendar.

The Team Meeting in her Calendar is open.

Go to Meeting ->Respond.
Click on Propose New Time.

Select: Tentative and Propose New Time.

Keep going, please.

Memo to Self: These options may not be
available if you made a practice invitation
that is addressed to yourself, only.
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Decline and Propose New Time
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Use the Scheduling Assistant
What Do You See? The Scheduling
Assistant should open. Each Attendee is

=
4
3

listed on the left. The Calendar is on the right.

The Current Meeting time is shaded yellow.

The Proposed New Time is shown.
The Start Time is the green line at 12:00.
The End Time is the red line at 2:00.

2. Try it: AutoPick Next

Click on AutoPick Next.

AutoPick reviews the Calendars and selects
the next Start Time that is free for everyone.
If there is no data, the Start Time will
advance to the next half hour.

If you are following these steps using your
own E-mail address, click Propose Time.
A Meeting Response will open. Click Send.

Keep going.

Respond: The Attendee's Calendar

Meeting ->Response->Propose New Time

Open Delete Formad Oneliote  Actapt Tentstve Decine  Propone  Rpond & Ressnder o

B ewis @ tentatee - O
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™ 290012 = 200
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B tuy 2 Testatwe B Outof OMice | Cument Mesting
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!
dDuIJaEe- |

Rews 4

NN
\k\\\\\\\\\\\\ \\\\\\\\\\\\\ \%

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Propose a New Time for a Meeting

Comma Training Page 206



E Review: The Sender's Inbox

Meeting Response ->Respond->View All Proposals

4 N ——
View All Proposals o "; = G G| (3 5 P B i
. - ol - RERe— 5 =1 1 oy v Il - -
: The story continues at the Sender's Inbox. ;Lj :‘ A ;ﬂ-.ﬁu T e Sttt - ) S g @eeie
Th i itha P I tost omi- | dpaen a e ity oo 3] T ¥ | WM i
€ response arrives with a Froposal. - [T [ Pl fr—
# Wew Time Proposed: Team Mesting Ild by LT B
. i L Il ' PR o R B N Gwhia Towe ™ Fr fa
%-3 MNew Time Proposed: Team Meeting B o ot i S R ER
Clair Dickson . ﬁ#ﬂn&lﬁl’\l—‘m&:wmlmm = i : ﬂ@: i
%—3 Mew Time Proposed: Team Meeting
Elizabeth, the Computer Mama e :' i ::"‘" ery] = T =
. o] H;_.f =1 —il = - u;‘ @ areng & i | & : d&) T
. 1] sempt miniagn v Hionmets (1§ Cotagorir - ﬁ-mu
E .IE'.CCEptEd. Team MEEtlng E:;:m | o *npm.m m: i "ﬁ" e i Ba Mlanugm . u'.." Y hetewic O Bl Up - g ekt
Leo Mofs e [ Rrsend Chak Hea : [T [ [ree
:""" I O Ciser Ducinas b Smberborly repied and peaseiad b rrw bea e thn marseg.

Frosx Do Dacizon: oo Soommaion . com ¢ HnE Tha 2URIULT &
Taaiher'

Ve Tomr Propated Tram Mertng

Treamimy, Feibranry 56, LT 1550 ARI-1050 Pl T S0 Eaberr Tama 55 & Conmdd.
Fropaicd Mrarvday Pebrusey B, ST 100 PLL3E) P UTE 0000 Raskees famr JFS B Cirsiadad.
i T Vol B gl

il s Meeting Response

X B aaa

% Maore
Clerr Delete | Accept | View All | Reply Reply Forward
Proposal Proposals All

Delete Respond

3. Try it: View All Proposals
Select the message with the Subject:
New Time Proposed.

Go to Meeting Response ->Respond.
Click on View All Proposals.

Keep going, please.

& Clair Dickson has tentatively accepted and proposed a new time

From: Clair Dickson <dair@commalms. com =
To: Teacher'
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Meeting: Contact Attendees
What Do You See? When you click View All
Proposals, Outlook will show the Scheduling.

uary

What Don't You See? These screen shots do

not show the Free/Busy times for our attendees.

The attendees may all use Outlook for their
scheduling, however, the Calendars are not yet
available online. We will look at the options for
publishing a Calendar later in our book.

Update the Meeting Request: If there is no
data online, how can you find out more? Ask.

4. Try it: Contact the Attendees
Go to Meeting ->Attendees.
Click on Contact Attendees.

What Do You See? You can reach out to your
attendees with a New E-mail or Reply to All.

What Else Do You See? By default, the

Attendees Response Options include Request
Reponses and Allow New Time Proposals.

Keep going, please.

Meeting ->Attendees->Contact Attendees
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4

3d : -
Moty Wit FomutTea  Review
oy = 4 » s . 8 i-_ { *1) f/ =‘r..,.‘ .o 5 0 - o P
~ 2 forems * it} *» | - - o 4 B ¢ jugn mportance
ancel Copyto My o Appoimtment Scheduing acking | Contedt |Addwui Oheck ROpOTIE o Resender Nene a v T Categorae
Merting Colndar N Onetiote v Atenders © Book  Mamer Optioms * 2sear - B Low Inpertance
Addere Wow NI L e T Ty e— Qonen e
Popated Cote ond Tome rpered By Afenden
Trasstu Febrvary b4, 2013 1500 AM Cunrent Ataetung Tame
Trasrsduy Februasy b6, 2012 1200 Py o i mmam (e L comtuc
Thursday Pebruay 14, 2010 1290 M oS e pim . - 1 rowit
3 tend 1008 [} 4 g 3
100 o 87

B s atencens WAL K
¥ © Isadwr <imacher Qcomeatn

v © i Gurmera. un [ NSNS
¥ O datrStoral o=

¥ @ sehicnneing o

Appointment |5cheduling | Tracking

|Attendees -
Bl Mew E-mail to Attendees

Show

@ Reply to All with E-mail

Contact |Address Check Response
Book MNames Options~

-

AMOMmens  + Optien

et tame

AmoBck e - - Eos e

L L Testate 0 Ot of OMee  Curvest s

S -'Jé fea Show As: |l Outofo.. -
;A;r-w«ﬂ A Contact Address Check [Response|| 2 Reminder: MNone -
7 Tettne @) ~ ) Attendees~ Book MNames |Options =)

K Decined 0 b -
Wetreponded 0) L, Gl Giek —_ v | Request Responses ations

| Duration v Allow Mew Time Proposals

-

2 hours

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Update a Meeting Request

Comma Training Page 208

<Current Meeting Time:



E Forward: The Sender's Calendar
y
Calendar Tools ->Actions->Forward

— ,, . -
Forward the Meeting R B nls—iO B -
Let's look at other ways to share a meeting, GARE W 5L Aeaeee O
especially if it is going to be at the Yum Yum i+ g — S 5
Tree. You can Forward a meeting to a Contact < $ , -
G Yep. invite th I g e * » Febuary13-17, 2012 wen Casenan L] [ o

roup. Yep, invite them alll. s -

:m‘-"’-l Pormer Tent Prven ;

5. Try it: Forward a Meeting 3 Cotentir ™4 o oNaEcE- % @ oAy T Q

The Team Meeting is still selected. =E?__ - et B £ 0 VoA EEW R Ao Oca s ta Sy | T
The Calendar Tools should be available. A Untean g | tau T s Namer vt Uy 5 Ies
Go to Calendar Tools ->Actions->Forward. N s LT B Owiacswenac
Select: Forward as iCalendar. i ool ot~ WAF F LE
ﬁm = Amacved | DB iom mesioas n 58
What Do You See? A new message will open. el gy -
The iCalendar is an attachment. -
Try it, Too: Edit the Forwarded Message -
Click To and browse the Address Book. 12 e e o
Select the Contact Group: Charlotte's Website
Click Send.
X."’.‘
Keep going: if the Contact Group includes your

A, LS I— -
own E-mail, this message should arrive in your — = ﬂ I‘_-}l Nj mé -i—,lﬁ

Inbox shortly. = or
Open Cancel |Forward OneMote Add or Remove Contact

kMeeting = Attendees  Attendees -
Ad a Forward Eendees
4 Teacher ﬁ Forward as iCalendar
E Inbox @ Forward as Text Message y 13 - 1
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Open the iCalendar

When you forward a meeting as an iCalendar,
the iCalendar arrives as an attachment. This is a
form, so it must be opened to see the details. It
does not have a preview. Here are the steps.

6. Try it: Open an iCalendar

Double-click the iCalendar attachment.

The Team Meeting should open and the Meeting
Ribbon should be available.

The recipients, location and time are listed. The
meeting is shown as a Calendar. The link that
we typed into the notes is also included.

OK, there are few more ways to work with
scheduling. Keep going...

Respond: The Recipient's Inbox

Meeting ->Respond

’ L Ve
algrere & ™ 35 Semore Mesiages N £ N L3 Unveads Bead  Pind » Contadt +
PB T, X QI awm 300 JTo B 8 ST OSN
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EC— L ek
) Yot Rews
il < Guee s Queaiwess ga Mrme
4 2] e g & ”
Soew EEIX 0 4 @ (... ol Ea BIL. R
BB o PR T—— Begures - i To Varager 5 Monewte ¥ Fesewip - v o leea
"mla- Jmm Drene Ferpond [ Queck Shewt s Mewe Togs . tonrg rem
5 v Ertndtes ' iy RS SRS
(5 % Fonts gh;-;-"n i H
(3 Sampte Mesiages wr- — Location:  The Yum Yum Tree, Brighton
s rovstom | . woese i mrmrmve e | Whene Thursday, February 16, 2012 11:00 AM-1:00 PM
3 teuks e When  Thursde, Febroany 16, 212 114
- ranmg - | Tusndey. Febmey 16 Thursday, February 16
& Acreptes n0-
@ scontes a5 [remmiemg | 10 3™
2 svepten 2 Sencher
11 00 [§ Team Meeting
Heve ks & liek: The Yum Yum Tree, Brighton
Teacher
m
E: e Glen Ghck 12 P

Here is a link:

http:/f'www.yumyumtreebrighton.com/
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Respond with a Meeting

Here is a simple step that saves a lot of time.

Go to the Inbox and look at the Home
Ribbon, again. The Respond Group has a
Meeting button. You can invite someone to
discuss their E-mail over lunch if you wish.

7. Try it: Respond with a Meeting
Go to the Inbox.

Select a message from one of your Contacts.

Go to Home ->Respond->Meeting.

f \| _\ __% ah'leeting
Reply Reply Forward ﬁ“e Moare ~
All
Respond

What Do You See? An invitation will open
addressed to your Contact. You can edit the
location, date and times before you send the
invitation. You can also edit the message.

Click Send. Keep going, please.

Home ->Respond->Meeting
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coaut Bamae | Shhwne - . svaDmee 3 v W Wrseutn: 7 PRrlastc fnrorden
Yrw et Feromnd Mgt " tet Send e
.
* Vs )
. + RE The iPad replaces textbooks
i aas - — -
A Dam o

3 Conean

& Torwwd

B Oratiane

© Irwtaticer) hawt not been 1evd Ter they meeteng

100 Ter T i (o

Poam -
e Fud irpiairi lethasd

39 Beyn Engrese

From - teacher@commalms.com

1

To... |Leu Mofs <diashi@hotmail. com =
Send

Subject: |TheiP‘ad replaces textbooks

Location: |Big Boys, Brighton

Start time: | Fri 2/17/2012 - | |230PM -

End time: | Fri 2/17/2012 - | |3:00 PM -

Hi Leo,
Bring your iPad and we’ll test the download speeds on wifi.
Thanks, Glen

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Respond with a Meeting
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E Tk
Ong - Calendar Tools ->Meeting->Respond
E R e R LS
Where's the Meeting? S i S — -
. . . i - e AL iy v L
:1 8. Try it: Review the Meeting = = = 0 & 0 S0 00 B TH e
Go to the Calendar. The meeting is e T ey — L
already placed on your agenda. ”Tm. ¢+ February17, 2012 —T B '.wr:,:,
o Duiis 1w Trday 5 i
. . o b e 3 TR
When you click on the Meeting, the e 0
. . e H D
Calendar Tools will be available. ey “| unas
B toenat . dnmage by P
. . A Pl | mad
One more option to review. A e 1= e
Keep going,.. ool T L
_d Semgda Eensgn
A3 Sesrh Paidan s
::.wuu'.’m Im““nmﬂmpﬂh"bhlr |
3 ining 3™

iy

L_f:" E _‘g @} % “iq-li B Show As: | [l Busy

Open Cancel Forward OneNote Add or Remove Contact Tracking | i Reminder Mone
Meeting = Attendees  Attendees =

Actions Attendees Options

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Respond with a Meeting
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E Tag
o,,.' Calendar Tools ->Meeting->Cancel Meeting
E S T U W i Tk T WEirvcst e S - TR T 9
Cancel the Meeting et B = o B - ¥
7 H % = i i [ . ]
: Some days, the donuts are stale and the . = % =i %% e B =ee S0 e o ¥ rignimpenmie
meeting invitations aren't accepted. ] T e — R
. . ”1"]':‘. i v February 17, 2012 durce Caleridu plas }'1__'::??'“ o
The Meeting Organizer can Cancel the 8 e u : 114
Meeting. Outlook will notify all of the @ Bnsiiuas
Attendees. How does that work? - B s | et et e
":ﬂ“ 1] = ’ Y ) et u-dll 11_: B e |1 3 Q
9. Try it: Cancel the Meeting e 12 COTI o g[SSR SNSANG o e Hona —
Go to the Calendar which is still open. dome w fem Sonee:
The sample meeting is selected. 5 gt tages A ——
. Samesh Pl " —
Go to Calendar Tools ->Meeting. e P iadl = R —
Click on Cancel Meeting. e 3 R e raa-rsacs e
B By, Brighten
a® LRLEE - H
What Do You See? A new E-mail will el
open, addressed to the Attendees. 5=
Eux'
Click Send Cancellation. Outlook will E- -
mail all of your Attendees. No donuts.
8% %] e e i T
Keep going, pIease_ @ The cancellation has not been sent for this meeting. Click S5end Cancellation to update meeting attendees,
B From - teacher@commalms.com
| LEN B
:SEFICI To... |Leu MNofs =diashi@hotmail.com>
Cancellation
Subject: |The iPad replaces textbooks

Location: |Eig Boys, Brighton

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Cancel the Meeting
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Regrets

The Cancellation notice arrives in the
Attendee's Inbox. There should be an option
to Remove the Meeting from the Calendar.

uary

A Dany Canceled: The iPad repl cthook
L FR— o Toduy Teacher <teacher@commalms.com>
= (.‘M'"'-‘ o es oty 306 Sagubed:  Leo Ml
Jf“'""’ Cancried The Fod mplace: tastBoss Whew Py Pebruary 17, 2002 230 PML300 M
o | - lomton Sigbons, Sighise
.Ml -t

Memo to Self: The Computer Mama was 5 % Remove from Calendar

cleaning the office one Friday morning (blue el i

jeans and Beatles) when the phone rings. Itis = Ao . .

an important Contact, asking if | was coming N Canceled: The iPad replaces textbooks

to Ann Arbor for a meeting that morning....? = Traneng Teacher =teacher@commalms.com=

The Attendee's Inbox

W memove om Calenda

Aevange By Dute Ntwe il G g -

s Reguired: 'Leo MNofs'
After a long pause she asked, "Did | forget to When: Friday, February 17, 2012 2:30 PM-3:00 PM
E-mail an invitation? . ) )
Location:  Big Boys, Brighton
So, if you do not receive a response from the )
E-mail invitations, you might consider picking Hileo,
up the phone and calling to confirm, OK? Sarry, no Big Boys.

43N a8

tenas Love Mg

Thanks, Glen

M Glen Ghck Leo Fch

3 30w (-

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events
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Summary

This lesson introduced the Calendar. Our
examples reviewed the Calendar Tools as
well as the Meeting Ribbon options.

uary

This lesson was interesting because there
were two sides to each example: the Meeting
Organizer and the Attendees. Many of the
pages were titled: request, respond, review.

Well, you done good.
Go ahead, get some ice cream!
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Practice Activities

Lesson: Eight Days a Week
Before You Begin: Start Microsoft Outlook 2010.
Select the Calendar Folder.

Try This: Do the following steps
. Create a new Appointment.

1

2. Name the appointment Test.

3. Set the start time as 10 minutes from your current time.

4. Set the reminder to go off 5 minutes before the Appointment.
5. Create a new Meeting.

6. Invite one or more attendees.

7. Set the Meeting as Out of Office.

8. Arrange the calendar as Work Week.

9. When the Reminder goes off, use the Dismiss option.

10. Cancel the Appointment.




Test Yourself

1. Which of the following are fields for
creating an Appointment?

(Give all correct answers.)

A. Subject

B. Location

C. Start Time

D. End Time

Tip: Complete Guide to Outlook, page 189

uary

2. Outlook does not allow custom times, say
8:20am, to be used in Appointments.

A. True

B. False

Tip: Complete Guide to Outlook, page 189

3. How does the calendar date navigator
indicate dates with an appointment?

A. Date is in red font

B. Date is in bold font

C. Date blinks

D. Date has no special formatting

Tip: Complete Guide to Outlook, page 191

4. Which of the following are true about
Events. (Give all correct answers.)

A. An Event is an all day occurrence, without
a start or end time

B. Events can be recurring

Tip: Complete Guide to Outlook, page 197
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5. Which of the following is true about repeating an
Appointment? (Give all correct answers.)

A. An appointment can be copied and pasted using
the keyboard commands Ctrl+C and Ctrl+V

B. An appointment cannot be copied and pasted

C. An appointment can be copied and pasted using
the commands on the Home Ribbon

D. An appointment can be set as a recurring
appointment

Tip: Complete Guide to Outlook, page 194

6. Which of the following are true about Meeting
attendees? (Give all correct answers.)

A. When attendees are added to a meeting, Outlook
will e-mail an appointment to the attendees

B. A meeting request e-mail has buttons for
attendees to automate responses, such as accept or
decline

C. Attendee responses are tracked in both e-mail
and the meeting Appointment

Tip: Complete Guide to Outlook, page 200-202

7. Which of the following are Attendee Options in
Meeting Tracking? (Give all correct answers.)

A. Required Attendee

B. Tentative Attendee

C. Optional Attendee

D. Resource (Room or Equipment)

E. Other Attendee

Tip: Complete Guide to Outlook, page 204

8. A Meeting can only be forwarded to individuals,
not to a Contact Group.

A. True

B. False

Tip: Complete Guide to Outlook, page 209

Application Question: You are scheduling a
mandatory training session for several
employees. What Appointment and/ or Meeting
options would you use?
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Microsoft Outlook Objectives
In this lesson, you will learn how to:

1. Create Tasks to document date, time, location
and details for assignments

2. Manage Task Details

3. Assign a Task to another Outlook User

4. Accept or decline a Task assignment

5. Update a Task and send a Status Report

6. Mark a Task complete and move it to a folder

© 2012 Comma Productions LLC
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Outlook 2010: Working with the Calendar

i) Tasks and Time Management--

FEBRUARY | FEVRIER | FEBRUAR

Charlotte’'s Website

|Wehsite 4: Proof and Upload

Start date: | Thu 3/22/2012 - | Status: | Not Started _

Due date: Thu 3/23/2012 - | Priority; - e

Y| Reminder: 25
@F”h " ' oft Outlook Traiming  Sst2asomiz [ Desieiee
2] [0 Website 1: New Designs Thu3B/2012 | B Charlotte's Website
lﬁ [ Website 2: Budget Plans Thu 3/15/2012 B Charlotte's Website
@ [ Website 3: Draft Copy Thu 3/22,/2012 B Charlotte's Website
@ [ Website 4: Proof and Upload Thu 3/29,/2012 B Charlotte's Website
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Lesson 8 : Tasks and Time Management

1. Readings
Read Lesson 8 in the Microsoft Outlook
guide, page 217-248.

Project
Four Tasks that are tagged for follow up.

Downloads
There are no downloads for this lesson.

2. Practice
Complete the Practice Activity on page 249.

3. Assessment
Review the Test questions on page 250.
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o I —
e
Tasks Home Ribbon o A £ e
@ £ .] ||-% x | N ; 2 / W Today % Next Week
. W Tomorrow W Mo Date
MNew Mew Mew Delete Reply Reply Forward i“ev Mark  Remove )
Task  E-mail Ttems~ All Complete from List | '\ This Week ¥ Custom
Mew Delete Respond Manage Task

1

Follow Up
2

Tasks Ribbon =y
il rﬂ_-l = A 7’ ‘}5 ;| R | G Private
H ;( ber e i = - A (. i ¥ High Importance
save & Delete Forward Omehote Tagk | Details Mark Assign Send Satus | Recumrence  Categornize Follow
Close Complete Task Report - up~ ¥ LowlImportance
Actions Show Manage Task Recurrence Tags

14
Menu Maps

From the Tasks Home Ribbon.

1. Home ->New-> New Task, page 222

2. Home ->Follow Up, page 228

3. Home ->Manage Task->Mark Complete, page 229

More Ribbons (Not Shown)
1. Home ->New-> New Note, page 242
2. Home ->New-> Journal Entry, page 246

5 3 2
More Menu Maps

From the Tasks Ribbon.

1. Task->Show->Details, page 224

2. Task->Tags->Follow Up, page 225

3. Task->Tags->Categories, page 226

4. Tasks ->Manage Tasks->Assign a Task, page 233

5. Tasks ->Manage Tasks->Send Status Report, page 235
6. Tasks ->Actions->Move, page 240 (not shown)




r @ Tasks and Time Management

Your work may be part of a larger project that involves other people. Microsoft Outlook uses Tasks to document the assignments.
: Each Task can be tagged for follow up and updates so that everyone on the team can work together to complete the project on time.

Start -> All Programs ->Microsoft Office-> Microsoft Office Outlook 2010

e [T WO i e e Voo e R - ot
m it Foarad ¢ Btiwint Famaai Wi Fask nt -ﬁ-ﬂ
LA =R e ey S A e

- Neply By P e W Temderem W Ha Dale
" oreasd B, pigag = bk Rrmow
51 o Comgiete fromint % Th wern | W Gt

+ TORPRRE -5, T ! jsnince | Mow Ondiols Calrgasoe

Gy R Elanagr Terk il Uiy Argrgemenl [ i) Tegi
& Vpaarerr L ¥
) 1 v February 20 - 24, 2012 e Lasaz ploi-E ]
o Desm o o [ Wl =
T Drichid B [ =
3 Colamatar 5=
i Comacty
E::T__ 7o | ek 0 2
L |
T o
L P85 P
L] Semple Mrnsgr g
40 Sesch Fasden
N egepties CoemmTi =
B o il
[ Frameny
11%
. Charlotte’s Website
1%
aw 3
........................................................................................................ \
-]
’ Start date: | Thu 3/22/2012 - | Status: | Not Started
450
_ Due date: | Thu 3/20/2012 - Priority: -
LSS oM e - e I [ e e T e e e
ot W Reminder: |M::|r1 3/26/2012 - 6:00 AM ~ | | afe
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View ->Layout->Navigation Pane->Normal

Before You Begin B .

¥l

Wh . 7}-’ ‘_..l -.l.r«v x 3 '& 2 13 Metmg 23 Ty 23 Sempie Viersage ;_l‘ < .4‘..-.” Seed  Ted s Contant - -\
en you open Microsoft Outlook, you s [ mamwe | O R, |[An e @nemtes (o] SR L Bonee- | Gieamion | 1)
will probably see the Inbox since that is ey ] e N WAL SO v et Ot e e e |
the default for the initial view. The Tasks * toacnes o - ) P ]
can be found by using the Navigation ey Amangn by Cute K omrsesrond Newtitsntep  * 2 glizabeth the Computer Mama <ebeth@commaimscom» | ¥
Pane, as we did with the Calendar. — + Toam | g ——— f
b et mm| e R s i
Before You Begin: View the Folders 1 et ot Ween r
Go to View->Layout. oy e — s
Click on Navigation Pane. S IR Couvnes oot . U HASDE Shors it s St owaasi e
Select: Normal. B 3 Urtnd s o i s BORSK 8 Sy——.
o runopalill —— :
1. Try it: Find the Task Folder Heoald 4 G o .
Go to the Navigation Pane. i DY — g C
Select the Tasks Folder. 14 27 e, :

Eﬁ Search Folders
|85 Suggested Contacts

e R T T .(' R
Tasks _—— —
Iﬂ - D 3 vpastes RI7 PR 270002
Burnest Ce L
was new PO B0«
. <n-. [P § Desbethodt 23 68
Keep going... 3 L T Ty p—
I o § teabetn 31 =
29 weiwsce O3 39w (- *
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Microsoft Outlook ->Tasks

20 =
Hello, Tasks e N W P Ve B =
2. Try it: Review the Tasks S b ZS W ;./ AR £ i I MLJ_' e B weemes
This screen shot on this page shows a Task ™ =™ e e — s i 2
List with many Tasks. The Task includes: D ‘ - ) P P,
SUbjeCt g::._ D19 Cotogores = Tash Sutgent e Owe Date N Compiete |3 Foider . o uMe \.w: 1: v; ;:
Status Suwiouss Conlost Mampe m—— = s 678 mu
meuter Mama AR08 Patnes P egran tak [ 52 30 34 35 3 1 [38)
Due Date [3 uc.-.--. ] B mreges I [ Tasks (. BannsNE g
B [ Computer Mams  Video Tapng ot itates e o Tasky va. ¥ xnan»
% Complete 3 O Compuimbeme Tore wsloni e - e —p
2 [ Computer Mama Wb Ste Cempieted e o Tasks we. W Arerge By Cuntom g
P ] . & E I Wadmg o romecne thel - a v
. . . a o ordoe blsams reaaria Detme ad . v
You can edit the Status if you wish: f ; S ’udw st -
Not Started, In Progress, Completed, Waiting 4 ll Livingston eginning Yvor ot Starte one _
on someone else and Deferred. E B Leingoton MIEC  High School Carsar Challangs Compplatad o 1222000 100%
< [ LvingstenTEC HSCC2011 Completed |- 21011 100%
The Home Ribbon has these Groups: & B Llivingston MTEC Intermediate Access Mot Started ne 0%
gggte F I Livingston MTEC  Intermediate Excel In Progress ne D%
Respond E [ Livingston MTEC Intermediate Word Completed ne 0%
Manage Tasks E [ Livingston MTEC MTEC: Follow Up Waiting on someone else(ne 0%
Follow Up & [ Livingston MTEC  Travel Deferred ne 0%
Current View [ R —— —
ACtIOﬂS - ] Evnm- Mic gah up 808 demarn Mot Sarted  Nore o~ Tarks . Yy
“ ] Coponte M et Mot arted  Moee o Tanks [T 4
Tags v P P - = . W
Find ' | Home Send / Receive Folder View
, = N = W Today 7 MNext Week
Keep going... 1 & T
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Mew Delete Feply Reply Forward ﬂﬁev Mark  Remove
Task E mall Items = All Complete from List
Mew | Delete | Respond | Manage Task |

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Use Current View

"f"'Tnmorrnw

% This Week W Custom
Follow Up



Create a New Task

uary

A Task is an appointment or meeting that
you do again and again. A Task can be
Tracked and Assigned to someone else.

Home ->New-> New Task

This first example creates a simple Task ihAL —_
. . - ~
as we review the options. e s BFAAL v © Y>> Bussoll | Owmes o
— = i MHEIDMNH
Em 1\.;:';!. Dabte Fosawd Oashnds Pl | Do < b J.::.r ‘“h:::ﬂhl Fdnaveas tm-!M.ru l:_- ¥ Low )
3. Try it: Create a New Task s S 2 R Lt Pz L i [Sp—
o st s
Go to Home ->New. Py =t JRT
. e 25
Click on New Task. 5 v - P ol g
e 2L R - =
. i .Lq <o
What Do You See? A new Task will ey e
open. This Task has four Ribbons: Task, — TR, A
. - -
Insert, Format Text, Review. Ml o &
We will look at the tools available on the \6
Task Ribbon to manage, categorize, and '.":; © e
follow up the Tasks. o ;' 30
1.‘_'('\
. ~a N )
Keep going... S
Yo
© '(“:‘;’0-
2303 Jal- = "'
Br=c ] L= T
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XIBda v 4L © B YT

4 - e e ¥ High Importance
Save & Delete Forward OneMote || Task Details Mark  Assign Send Status PFecurrence  Categorize Follow
Close Complete Task Report > Up~ 4 LowImportance

Actions | . Sh.-nw Manage Task Recurrence | Tags

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Create a Task




Home ->New-> New Task

iy 9w : . "
Edit the New Task B T — : i
4. Try it: Edit the New Task SIER TR XIS - ]

Enter the Subject: Microsoft Outlook Training s i r ey

Enter the Start Date: Today 2 v
Enter the Due Date: Pick the first day of next 9 Swtea vems
month with the Date Picker. 3 caenter
Select the Status: In Progress e ] <
Edit the % Complete: 25% 3 O

b Tample Meisages © Due w1l o

Select the Reminder. By default, Outlook will e
enter the Due Date. You can change the T

Time from 6:00 AM to 9:00 AM if you wish.

obct Mooroh Dutioc Tremng

et dete o2
Due date: S /012

Keep going...

"o start date: | Sat 2/18/2012 |- Status: | In Progress

"% Due date: | Thu 3/1/2012 - | Priority: % Complete:

. V| Reminder:  |Thu3/1/2012 | - | 19:00 AM| |- Owner: Teacher

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Create a Task
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Task->Show->Details

=
4
3

e - T Wi« Tomtrecr = Mkttt ot e =< 1 7 1" ]
Edit the Task Details g L N e
i i A¥E X ad@s 'ﬁ : ; B Y .
A Task may include travel, mileage and e (LA root B |t | e Eneeme | (S LLEE | O e || Hlrasa b
the work (in hours or days). You canuse ™ ‘=™ B ".f‘.:‘.:".""" e LG S 5
the Task Details to document this # Srame { — 21%y renammn s
information. e “Emm........ Ewow - [ vl e e
ol ey 'l
o ki b 13 30 33 38 29[
The Total work shows the hours that this B ctmmtn 1 a (Bt omet e ek s -
Task should take to complete. The Actual &= hi ?‘C = ] 4 O MY . e
work is how many hours it really took. In Py sy e Comptee Tk ";;.‘:.;:“" e e Lowimgsee )
this example, the Actual work is still zero b ; S e B e
because this Task hasn't started yet. The B el et [1am f— -
Mileage and Billing fields are useful for o bama e [ * i N N o
tracking your travel costs. 4 s —
dl Predrieg
Before You Begin: Find t_he Details _ File. Task Insert Format Text Review
Go to Task->Show->Details.

= : = : .
5. Try it: Edit the Task Details QJ @ @ bb / l% @_—I O

Date completed: none Save & Delete F::ur'l.n.rard OneMote | Task |Details Mark  Assign Send Status | Recurrence
Total work: 1 day Close Complete Task Report
Actual Work: 0 hours Actions | Show | Manage Task | Recurrence
Mileage: 15 Miles
Billing Information: Training Grant __ - Date completed: |N|::|ne L
Company: Charlotte's Website Total wark: |1 day | Mileage: |15 Miles
Try This, Too: Return to the Task View Actual work: |U hours | Eilling information: |Trair1ing Grant
-> -> i
Go to Task->Show->Task. Keep going... Company: ||Charmm.s Website

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Edit the Contact Details
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Tag the Task for Follow Up
The purpose of using Tasks is to manage
your time and commitments. Tasks, like
Messages and Meetings, can be
programmed to get your attention...so that
you remember to complete your work on
time.

6. Try it: Set the Task Options
The Task is still open.

Go to Task->Tags->Follow Up
Select: Today

What Do You See? You can select a flag
from the list: Today, Tomorrow, or Next
Week. You can also select No Date.

What Else Do You See? You can tag this
Task as Private and set the Importance as
High or Low.

Keep going...

Task->Tags->Follow Up

O iy

B e e becene

3@ X S

V’—‘_J&Yhﬂ-

Forwacd !‘ - Mak  Remow

0 1/ setpea

Seve & Cwlete Torward Oneiote

Cose

i

e Formar Teat

At e

Froen

Complete Toa

N et wees

Y tomanew W e Oute
; Compiete tom Lt \ s weer W Cumen

_ Rewend _ Musagelass

—tt S

Dws Date  +

HXIB UYL vE 4L O
Tatk Detads Mok Assige Send Sebun  Becumence

v :
Oetasra Senple tmt

O Suemil

o
et Oiect Tameg

St LSRN
Lo Rl

T 342002

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Set the Task Options
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Tomaorrow
This Week
HNext Week
Mo Date

Custom...

Add Reminder...
Mark Complete
Set Quick Click...




Task->Tags->Categories

G hw R R ayks - Voot = Mecorso Ortiost P W ) 3]
m @

i T | Baiens Vs View

=
4
3

Use Categories s X YA Ry« LK
Categories organize Microsoft = A A T Tmon | (0 || S R | o | | Gt

Outlook items by name and color. This - '.:‘ — il _""..:'.‘,,‘,',':" e e s o D 7
lesson applies Categories to the = I —T r7 LI

Tasks, but you can tag Messages, o O3] suyen = o = A

. . L P CIh Bave 16 004 & ftwe
Meetlng_s and Contacts with o 30‘ — . e o Jaamp
Categories as well. 3 catnan o el

ey gx,_ﬂ 4 v 3 & O HYf:‘L..m,\

i H H J b A e
7. Try it: Review the Categories EIE R s oo Poves ot Joan | Nt BT et | e FET § etpesne - ,
Go to Task->Tags->Categories. 3 o = o eSS | R .
.:::z Start by Suburclay, Pebruary 18, 012 Due by Saburduy. Pebruaey 18, 2012 Reminder S (I} Red Coteomy Outtest \ ‘
B e otegen :

Macesn Oumcce Yanmrg
B G Cmegony l

What Do You See? The default e R — Pt _

Categories are primary colors: Red, — o =iy l () Private

Blue, Green, Orange, etc. You can S e e e ¥ High Importance
e — Categorize | Follow

create your own Categories that might
be more meaningful.

-

Up~ ¥ LowImportance

—

Clear All Categories

Follow me, please...
Red Category

Blue Category

Green Category

433 U2
Bemec §

Orange Category

Purple Category

Yellow Category

me (10O N B E

All Categories...

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment1.
2. Manipulate item tags: Categorize Items
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e

Custom Categories

8. Try it: Create Your Own Category
Go to Task->Tags->Categories.
Select: All Categories.

What Do You See? The default Categories
(Blue, Green, etc) are listed. You can
Rename a Category if you wish.

Try This, Too: Create Two New Categories
Click New...

Enter the Name: Training

Select a Color: Peach.

Click OK.

Click New...

Enter the Name: Charlotte's Website
Select a Color: Dark Green.

Click OK.

Look Again: Both of the new Categories
have a check mark. Please unselect
Charlotte's Website. This Outlook Training
Task will be tagged with the Training
Category, only.

Click OK. Then Save & Close. Keep going...

Task->Tags->Categories-> All Categories

N
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Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment1.
2. Manipulate item tags: Categorize Items

-
I do™ e wlv Microsoft Outiook Training - Task - lol® 8‘q
m Task insert Format Text Review a o

H f T J{ > 4’1 ! ! &) Private
: : _‘ o i a g . §2 | |regh Impontance .
Save & Delete Forward Ongcoi> Categories . e - We— 2 -
Close LR ) |Low importance
Adt To assgn Color Categories 2 ™he currently items, Lo the checkd rext 1 each I -
Jons category. To edit a categery, select the categery rame and use the commands to the right, | 0om
Follow b
. N”‘::;t’mby Name Shortout key New,., F 2900 AM.
Rename
Subject: Microtoft O i . Green Category ’ [
N Start date: Sut 218201 '
Due date: Sat 2/18/20
7 Reminder | Sat 218720
1
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Use the Clues
What Do You See? The Task list

Home ->Follow Up

Y B cuggenn ¥ smioee T Dgenete
L

. =4 Bian e ! e
shows the Subject, Categories and e A prasdp il :_.,..,,. T e g
Due Date. There is also a column for * e v T e
Follow Up. This training Task has two 2 o B2 fawa . I LT A Wi hwts 1 1 2
tags: a Follow Up Reminder and a ezl o T (3 v B— e
Category. 3 coran Jlms v
il Contain
ﬂ_m d vare By Py Droe Date - -
What Else Do You See? The Date AH - g o
Navigator on the right side of the Nyl B 4 ¥ tet
Calendar also shows the Tasks. By T - S W
(3 Sample Kirviage >
default, they are sorted by Due Date. e i p February 2012 N
Lo SuMo TuWe Th Fr Sa
Frasang
What Are the Clues? The Microsoft .
2930 31 1 2 3 4
Outlook Training is red, indicating that — e
it is overdue. The Reminder Window e 12 13 14 15 16 17 18
may also chime in. The purpose of —
these little hints is to help you 2002122 35 24 35
remember what comes next: B 272828 L 0 -
managing promises and tracking 4 5 & 7 8 9 10
commitments. Keep going... Arrange By: Flag: Due Date -
| Type a new task |
|Search Tasks (Ctrl+E) L
4 Tod
[ || Subject | Categories Due Date  |¥ |=| .. ‘Far _________________________________
Click here to add a new Task Microsoft Cutlook Training = DT
& [ Microsoft Outlook Training| [| Training sat 2/18/2012 W'

Comma Training Page 228

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment

1.3. Arrange the Content Pane: Use the Reminders Window



Home ->Manage Task->Mark Complete

uary

B AT T Ty, reE T

Mark a Task Complete O~ (PR R — _— s
When you mark a Task Complete, the * = mxm g :": I e G I E ;:.;Ji. j,!w'- ryve—
Status and progress (% Complete) will ™ =™ O e o e D e it
be updated. When you look in the * Testar : —
Task List, the Task will be crossed out. 5 |2 tawa Gpe (et P e

3 o g
9. Try it: Mark a Task Complete - openns
Go to Home ->Manage Task. e
Click on Mark Complete. Pepeen

A Cruleimn
What Do You See? After you mark a e i - I
Task complete, you can also select it et [N ——
and Remove From List. o T (==

L3 Trwning Mercieft duttooh Trereng
Keep going...! ——

& Follow up. Completed on Sunday, February 19, 2012,

| Training

Start date: | Sat 2/18/2012 |- | Status: | Completed

Due date: | 5at 2/18/2012 - | priority:  |Normal |~ | % Complete:

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Mark a Task Complete
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Home ->New->New Task

~

uary

H H m - Sond /Recewe  Folder . @
ﬁlgriégftn(l)rdtlgoc;ll-(i:::( :averal robust tools for 438 X w933 ¢ K \\:::'- vy g (L., &2 8 Wil
New  Mew  Mew  Debete forwad B« Mut  Remowr Cwtames | Timple it Move Oneivote  Categonse
collaborating. We will create four new Tasks Tkt oma = | i 81 | e s € et o —| 8 0 e 1
that are steps in a bigger project. The Tasks « o ‘ —rr
will be tagged with a Category as well as dates S 0 & seapea : Catoganes D ute v
for follow up. The dates in these lessons = Lt T — —
happen to be the first of March. Each Task - 8 8 Mmaschdutich Auising = SN 7 i
begins one week (7 days) after the previous e
Task. o e . W T —
o] Motes H X a Hj A v 8 4 8 -‘ =
) . .i"‘..- '.c-:: Detete Tormwd Onetwcte Tk  Owiam c::‘« A::r uw. Recumence  Categorse ':o.-
These Tasks will be assigned and tracked. S g o e anage tod [
This example works best if you have a partner e
who also uses Microsoft Outlook so that you E e Sebeck | Wabote . e Degea

can send and receive the assignments.

e 31002
T 1AW

St cate
Dose 2ane

< Ramander Mon MAJRL2

1. Try it: Add a New Task

Go to Home ->New->New Task.

Enter the Subject: Website 1: New Designs
Enter the Start date: Thu 3/1/2012

Enter the Due date: Thu 3/8/2012

Check the Reminder: Mon 3/5/2012

Charlotte's Website

Go to Task->Tags-> Category. Subject: |Website 1: New Designs

Select a Category: Charlotte's Website @ | - A L L L L E B L

Go to Task->Actions->Save & Close. Sk il |Thu 3/1/2012 ) - lNot Shasted

That was one. We need some more... Due date: |Thu 3/8/2012 ~  Priority: v | % Complete: -
V' Reminder: | Mon 3/5/2012 v 9:00 AM v ¢ Owner. Teacher

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Create a Task
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@ Home ->New->New Task

Add Some More Tasks i -

Land  Bacens Vone Ve

uary

)\ B Todwy '\ Mert Week " J 2 » Comta
2. Try it: Add More New Tasks A2BX s 442 Y R 4 [LT] 28 M5O
Go to Home ->New->New Task. i R | e s 2
Enter the Subject: Website 2: Budget Plans “ toacnes ‘ - ‘
Enter the Start date: Thu 3/8/2012 e 02 coegoees e st
Enter the Due date: Thu 3/15/2012 Quearem S LI —— — -
Check the Reminder: Mon 3/12/2012 3 caenan R e S—— S : i
Select a Category: Charlotte's Website.  pey B R 0 ey e Oumeia hamng . v
Go to Task->Actions->Save & Close. S
Go to Home ->New->New Task. P Sk
Enter the Subject: Website 3: Draft Copy R X e e 9~ gt~ bl b
Enter the Start date: Thu 3/15/2012 A —— - e T = o=

Enter the Due date: Thu 3/22/2012
Check the Reminder: Mon 3/19/2012
Select a Category: Charlotte's Website.
Go to Task->Actions->Save & Close.

Pant cate v M T2XA2 o e Wl Ated
Dot date Lo ] < Doty  MWems - % Comphete: N

Go to Home ->New->New Task.

Enter the Subject: Website 4: Proof and Upload
Enter the Start date: Thu 3/22/2012

Enter the Due date: Thu 329/2012

Check the Reminder: Mon 3/26/2012

Select a Category: Charlotte's Website. M it date |Thu 3/22/2012 - | Status | Mot Started

Go to Task->Actions->Save & Close.
Due date: | Thu 3/29/2012 - | Priority: -

| Reminder: |M::|r1 3/26/2012 - 8:00 A - afie

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Create a Task
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Review the Task List
3. Try it: Group by Category
Go to View ->Arrangement.
Select: Due Date.

Go to View ->Arrangement.
Select: Show in Groups.

What Do You See? Now, the Task List is
organized by Category and sorted by the
Due Date. So far, so good.

Who has time to do all of these tasks?
Keep going...

"

View ->Arrangement->Due Date

h Heme  Tond Mnieve  Polaw

ey

"_) " P_') M ocngpenns  ¥angoue |V By T npe lt::';":‘ j E .] :] “ A ':g
T U | e Bt T et s AT 3
Curvest View DA L Lopoet Provie Pene rdoe
‘w Y Pow Seftngs oot Tosh » <
e TS Gaea G e (g \4 " =
‘:‘m_ Tk Bt B0 204 4 s Taih } ‘
m Home S5end / Receive Folder View
HE -
@ Q @ EN Categories Y Start Date ‘? Due Date |% Type lil
Change View  Reset H Importance [% Assignment @ Modified Date =
View = Settings View |:|
B Current View Show in Groups
4 Teacher Q} View Settings...
Inbox =
@ | [1/}#]| subject | Due Date

B Charlotte's Website
B Charlotte's Website
B Charlotte's Website

e | [ HerassiCutlast Tralning Tt
4 Y Flag: Due Date: Next Month
J] [7 Website 1: New Designs Thu3/E2012 [ Charlotte's Website
@ [ Website 2: Budget Plans Thu 3/15/2012
@ [0 Website 3: Draft Copy Thu 3/22/2012
L'ﬁ [ Website 4: Proof and Upload Thu 3/29/2012

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks
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Assign a Task: The Sender's Task List

Tasks ->Manage Tasks->Assign a Task

Assign a Task

uary

. . A Y ek \ = Witedey  \ et Weer : B R W T
A big project may have many, many process i = - 35, e e ;f _V\ Voo Prowe G| LA . S ‘.'?.u. W aseen tent
steps. If you work with a good team, you can ™ =" = = =i o 4
- b New (lv‘o" Rriperd 1 Varage "o Fobow Uy | Camredd Veew : AVepny Tagr L
Assign a Task to the best one(s) who can « Toscras

complete the assignment. s B vl
e ﬂ )( M A2, 2 e o B wor- l i
s H — °' : Task Insert Format Text Review
ST e, | B e
pen a Task: Website 1: New Designs. 4 ot
Go to Tasks ->Manage Tasks. el L g_‘ x N h‘tl @ @l {-\
Click on Assign a Task. 5 v o
13 ¥35 Feess Save & Delete DneNnte Task |Details Cancel Address Check | Recurrence
e P Close Assignment Book Mames
What Do You See? The E-Mail field is ——— i o M ok N .
available. You can assign a Task to a person o o =l e amEs SCLITERCE

or a Contact Group if you wish.

Charlotte's Website

Try This ,Too: Send the Task Request
Enter a E-Mail from your Contact.
Click Send. The Task Request will be sent to

To... | ebethi@commalms. com;

: Subject: |Websitel: Mew Designs
the Contact. Keep going... ¢~ 7 -
Start date: | Thu 3/1/2012 - | Status: | Not Started
_ Due date: | Thu 3/8/2012 - | Priority: - | %
Memo to Self: The Task List keeps an | B oo
updated copy of the Task in your Task Li | Keep an updated copy of this task on my task list

and sends a status report automatically when

: Y Send me a status report when this task is complete
the Task is marked complete.

This is a sample assignment.

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Assign a Task
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Accept a Task: The Recipient's Inbox

Microsoft Outlook ->Inbox

L xS Y ey TV e Codiord SRR ———— TR . 4t 2

uary

Accept a Task Assignment =~ — -~ - e e A
The Task Request has been sent and it Gy cune- ZS, YA St o S G Weseten =
arrives in the Recipient's Inbox. The E- i o | o gl T T et o L e o
mail prompts her to to Accept or Decline. # Peronat Fosn . - DY G iondi | i }
Here are the steps she needs to take. S s by e ) — v
j:,::_, it St Noew Besigns e Website 1: New !
5. Try it: Accept a Task Assignment 8 S o st " ol PO | byt b i
Click on Accept. 3 caean ™ s a2 ) BSOS S enana)
Click OK to Send the response now. izesd e S e Normas
T T e
What Happens Next? The Task Request & e s " o - itiaatiin. i
will be moved to the Deleted Items folder i'f.:.:"...“ ‘:: « Accept | X Dedline
and a new Task will be added to the v e ™~ Contin
DI ! i Marthe Cont Ahmnne Aisecanen 3 Clow Ovets
Recipient's Task List. ‘,m_':% s | Charlotte's Website

Keep going... Website 1: New Designs

Elizabeth, the Computer Mama
& Assigned by Teacher on 2/20/2012 6:57 AM.
Due date: Starts on 3/1/2012, due on 3/8/2012

Status: Mot Started
Priority: MNormal
Complete: 0%

This is a sample assignment.

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Accept or Decline a Task
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Update an Assigned Task

uary

Update a Task: The Recipient's Inbox
Tasks ->Manage Tasks->Send Status Report

- Send 'Racowe  Forter  View  Devvieper

, RSB \ N - W todny N et Werk 2 " ‘NAJ - a N
Say your colleague worked hard on the Task. 438 X 243 oy v .V\ ¥ tomsnow W reOme — : ot Wt
4 :-« lm .m_ Deiete  Paply “u? Forwaed B, < Maa ‘-N« V' v weet [ Gomen Severr Tosts | By Cotegety u\»v Cratere ,n-?«u s
Here are the options she can take to update T [ i T = i e - 6
the status and document the progress. + Persenst fosgen s »
| Wndes - . ~ Y
2 Deatts 0 Categorar
6. Try it: Update an Assigned Task 2 o2 bjeicomen > Jowsneops . = B e > i
Open a Task: Website 1: New Designs. = e g i
Go to Tasks ->Manage Tasks. Loars R ——
Edit the Status: In Progress. By Ol T . = "
Edit the % Complete: 50% ;;:.:""“ TS o - oy et
Edit the message with sample text and a S aamsieees DIREER v et fomuted  Beww  Deimpe -9
picture if you wish. R X844 X3, v3 4 H YIS R
@ hork Losit | Sowe & Detwte Oraiote r.u' D«.u; Duchra .":: ; Mart  Aige '.N:::m Categanze fomow . M:::w' Toom
B 24 Untocin Oaue - »* ompiete  Taok f oy . u--' Lo e ]
Try This, Too: Send a Status Report. D b oo e v BTt e o N
Go to Tasks ->Manage Tasks. =l e NN - v
. Ouon
Click on: Send Status Report. 2 e PR P oy s L
j :n_:n et de The 310002 e n Progrens
- :\}] Lﬁ:’"‘m Ove aste The 382002 o Peerty | MNormal N Complete YN -
I
J L:l Subject |Wehsite 1: Mew Designs
Mark  Assign Send STAtus =000 e e o S CSSTSSTSSTsSTisstisstissniosniosnios
Complete Task Report start date: |Thu 31,2012 - | Status: |Ir1 Progress
| Manage Task =
.. Due date: |Thu 3/8/2012 ~ | Priority: - % Complete: =
The Status Report will be E-mailed to the one  ~--- mmrrmmmeemmereemmeeeeroeeeememoeeoooe o
who assigned this Task. | Reminder: |Nnr‘|e - | Mone = | db¢ Owner Elizabeth,

Keep going, please. There's more...
The photo shoot at the Yum Yum Tree went well.

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Update an Assigned Task
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Manage the Tasks: The Sender's Inbox

Microsoft Outlook ->Inbox

uary

31‘}},0
Review the Status Reports A= XA DA e T [ A 2
7. Try it: Review the Status Reports o S | yome- £1 | =8 ,;j . e Swmtew o S S G Gaane ton
o P r ¢ Tane frol & Deiete = o . # o L Fier Lt -
The Status Reports are sent to the person who | —— Y ———— A ibirin 48 e 7
made the assignment. The Status Reports include <o o et 21 Task Status R bsite 1: New Desi
the Task Subject. The E-mail that accepted the T Rt b St moitsns Newest 33160~ = Elizabeth, the Computer Mama <ebeth@comenalms.com>
Website Task has a little Task symbol. Tl + Tode | f
. _ Wabaite - New Devgms ) ~]
Keep going... o T -
o Veaeicay
'.' 2 -"t—"‘."‘ .,’... sume "
‘e - i amaus Cad with new PO BOX “ e
9} . P » . e Vama o
£ bl 2 ¥y " B )
. . -'\. T"‘ l‘
R .\. . " oS aaten 1 Burnen Cie v
. A fomene ' -
e . e LA
". ‘ d a Tu-da]r : o -
..',-'.‘..".E Ij ite 1: ~ 'm "
3 .‘..v;’"] Elizabeth, the Computer Mama T:49 AM Lo - +
% ¥ Website 1: New Designs
Elizabeth, the Computer Mama Tile AM
.

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Update an Assigned Task
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Manage the Tasks: The Sender's Task List

Tasks ->Show-> Task

uary

Review the Task Updates = 1 L L A = e e | P
; . Ravi | ) B = Ry : “[ 8 & @ [oace
Try This, Too: Review the Updates = . .= £0 5 5 50 L 7 v v 2 |l = .5..1.:.;
Go to the Tasks folder. T e o el ey oy o v rag
Open the Assigned Task. # Tosona e o 2 | —
\j;“:\! O BAl fatpix Dok Bate * | Calpguae 7 . S e Te W by
. () S e ik Putre 1 i e I S :
What Do You See? The date and time = & cean Hnun
ELYE. ] i
of the last update are shown. In the 3 cman o 1
example on this page, the Status and Bt X B 5 a-, & B e B - | e e e
% Complete were amended. The e fule Oectht | Bt |00 | ronems e TR T ) mimperima | T oo
notes regarding the Photo shoot were 5 e o Tt e e o L
added as well £ s recn LI e et AR st s s
. Laga Wkl Eudgrt M
;::':ll:d:: P T — ¥ sl Copry
Ewluﬁm Do date Hpts on BLOSLE Gur oa L8200 Waksdr L Fagl pediUplasd
Keep going... T Dmac Dt the compimima

Tht Shons thosst 50T Yiern Tus Tobs wanl wall

Thas b Sefmoks idsemment.

8 Last update sent on 2/20/2012 7:25 AM.,
Charlotte's Website

Subject: Website 1: Mew Designs

Due date: Starts on 3/1,/2012, due on 3/8/2012

Status: In Progress Priarity: Mormal % Complete: 50%
4 Cwner: Elizabeth, the Computer Mama

B

The photo shoot at the Yum Yum Tree went well.
eBeth

This is a sample assignment.

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.1. Create and manipulate tasks: Update an Assigned Task
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Respond to a Task with a Meeting
The Calendar keeps an updated list of Tasks and
Meetings. The Tasks are listed under the little
calendar on the right side of the screen.

uary

Before You Begin: Find the Task List
Go to the Calendar.
Go to View->Layout-> To-do Bar-> Normal.

8. Try it: Respond to a Task with a Meeting
Select a Task. The Task Tools should be
available.

Go to Task Tools->Task List-> Respond.
Click on Meeting.

[ \i _\i | a aMeeting
Reply Reply Forward ﬂ“ﬁl Mare =
All
Respond

Keep going...

Memo to Self: The Task list includes Tasks that
you have assigned as well as ones you have not.
The Meeting option is available for the Tasks that
have been assigned to someone else.

Respond to a Task: The Sender's Calendar

Task Tools->Task List-> Respond-> Meeting

A9
Wome | SondrRecse | Felder  Veew | Pock bt 9
LA 3 =R tld Bl Ot LY. I el
Open  Reply u.::, Forwasd B uages - .::-A:-e. ::m- X Tous ween [\ Cmoms Potter Npe | J S w.:« Onenvcts  Categonze i 8
: m‘::;_.‘ ; ¢ *» February 20 - 24,2012 » y .wu»"':’:' ;‘:‘"" -
L Dy 2 Men n e 12 Wes n e N 1234
) Sot ey s e78%0m
s Deieted Bews LOMBBD®
E(M ¢ 7 :2]: g Iy
!:’;‘.‘ Boradtat (1 Arrange By Fag Dus Cute Todmentop =&
- - H
2 ::.. 4 February 2012 [
A R— SuMo TuWe Th Fr Sa
:;:::muc«-un 1 2 3 4
s 5 6 7 & 910 11
12 13 14 15 16 17 15
19[20]21 22 23 24 25
26 27 28 29
Arrange By: Flag: Due Date Today on top -~
Type a new task |
iAus oan- | |eswow 4 % Next Month
Peme ) | b
i Website 1: Mew Designs l\
Website 2: Budget Plans . WY
Website 3: Draft Copy & WY
Website 4: Proof and Upload . WY
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Calendar Tools ->Attendees->Tracking

G h 0w TGN [TUNTOUY I ol - Voot WAcopto Outiook TN S ————— v T

7

-

Edit the Meeting Request O et e

E Respond to a Task: The Sender's Calendar

. . . . 2 22 03 Mevtng / , Orean  Xneawen B W arone TGRS : 2 Pate
9. Try This, Too: Edit the Meeting Request cund oy ot Pt Ry _Y; e L R el (5;" 1 g ot
By Default, the Meeting Request is addressed to .. i sremopotys = = e dere
fthe' person who was a§3|gned 'thIS Task. Yqu can  cwee B <+ Februany20- 24,2012 — m R
invite more Attendees if you wish. The Subject S ou AL —— LR TRTE
was also filled in. o 1 378 90u
J G

84 Cotats BRI  Liortng  Buent  FormstTent  Mevew

Edit the Location: The Yum Yum Tree, Brighton 38 seurmt X (3 Towe NN 4y o

i - i i - 1 foneme - - = ~ & O names
Click Send to E-mail the Meeting Request. il G ooy 2 R o YO
& Outtem Aor e amendeen
Trust But Verify: Find the Meeting 3 o iy © Pt vr st s st 0 g

A A b

Go to the Calendar and confirm that a new d et I — .
Meeting has been scheduled. When you select ol ) o e aetscmes B _
the Meeting, the Calendar Tools should be b mveute s e Cevom FEbruary 20 24! 2012
available: Actions, Attendees and Options. :: :;::" "’"“. — 20 Mon 91 Tue 27 Wed
One more little lesson on Tasks... (..m.m”..m'...'.:......m..............

phamenio 8 102™

X Dechoed @)

Exam 77-884: Microsoft Outlook 2010
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MNew Designs
The Yum Yum
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Move a Task to a Folder

Earlier in our Microsoft Outlook lessons we
created a custom Action Button that Moves
messages from the Inbox to a Training
Folder. (Outlook, page 119). The same
Action button can Move the Tasks as well.

Try This: Move the Task to a Folder
Go to the Tasks Folder.

Select the Outlook Training Task.

Go to Home ->Actions->Move

Click on the Training folder.

Trust But Verify: Find the Tasks

Go to the Training Folder and confirm that the

Tasks are there.

OK, that will do for Tasks.

Home ->Actions->Move

i Sample Rici rage
O Banech Poldm

] Sagarded Contach
4 Tmik

i Tumang

- Er -

L)

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
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;J"-_", - "
| Hame Grmd | Bt Falaiv View =
/ o e & s | T R S : | W - [Pz ammes =
ANE X I35 ﬁ:: K | tonanen S ] | S i
o - B Mt R e | Cveed | Smwetn || Mo Cedete S
Yira s Eriguirsd Llaruipt T P il g -t
4 Taninas L
':: Oy A categasan  * [ Cuin SaiphE
i Orkhow e sed o
7] Dbl R
e & Cambganer er) 4 Bem
i Contash o 7 i St ;
i Jocema ) &3 Find a C
3 ok Lmnd # [ Cotrgase Dhadotien Wabue o dem.
L] bk e L [r T iy
L D [ 1 et Webil Prea ATRELD Wby i ! Add
3 2 O 0 Tt Wk T MT2GELE ekl i
ki
_I:.'L.“,"d‘ a1 0 W Thariafen Wbk Trea TR Wabufr MU“‘E Dn EN ﬂte CatEgU”ZE

Tasks

Inbox

Training

Sample Messages
Calendar
Contacts

Junk E-mail
Deleted Items
Drafts

DOther Folder...
Copy to Folder...



e

Using the Notes

Microsoft Outlook has Notes that you can
use to write down important information.
The Notes can be organized, tagged for
follow up and even merged with Word.

uary

The Notes can be found by using the
Navigation Pane, as we did with the
Calendar and the Tasks.

Before You Begin: View the Folders
Go to View->Layout.

Click on Navigation Pane.

Select: Normal.

1. Try it: Find the Notes Folder
Go to the Navigation Pane.
Select the Notes Folder.

Keep going...

View ->Layout->Navigation Pane->Normal

S v gl
Tavad ¢ Batiwint Fampei View =] 0
2 X | = + 2 B o
Bew Bew  Driss ™ Soremr - Fosed Move  Cabegorce
Hatr o - na B B 1
Hra G ward Ve Aty Tagi [T
& Trarus L 2l =
) s [ 1 L4
il sl & i
" Do Bevms: (1 femphl  Seewly a
T3 Calaran i
i Comtacty
l:: File. Home send / Receive Folder Wiew
Adi
o | - o —
:: | B === f Hl :J
2 R ) x =:= % _$ Lo |
at
j; Mew  MNew Delete Icon Motes List Last 7 Days Forward Move | Categorize
51 Mote Items~- > g
Mew | Delete | Current View | Actions | Tags |
4 Teacher <
L3 Inbox
L7 Drafts

L= Sent Items
i+ fa) Deleted Hems (1)

ﬁ Calendar

s Contacts
E lournal
L@ Junk E-mail
5 LinkedIn
. | Motes

Sample 2
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e

Hello, Notes

2. Try it: Create a New Note

Go to Home ->New-> New Note.
Type the following sample text:
Charlotte's Website Ideas:

New Logo

uary

Add Facebook and LinkedIn sample

What Do You See? You can move and

resize the Note if you wish.

Keep going...!
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Home ->New-> New Note

A G T T ones - Teacne = Witrosa Crsbeek S R <15 3|
| [—m— -9

fixX

A

Wetane

C

|

3 Comran A

vouy | ey o o 1

Charlotte’s Website Ideas{
New loge
A3d Facebook and Linkedn

& [ P

Charlotte's Website IdEES:l
New Logo
Add Facebook and Linkedln

212002012 12:03 PM

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.2. Create and manipulate notes: Create a Note



H o
N Home ->Tag-> Categorize
E W g g
Pick a Color, Any Color e r—— 3
: Categories can be added to Notes, s 2 ZS j t..J - = e a ‘_!_ 4 s tock \
too. PO e B { 2492 3
":" : B woeme s wen I . -
3. Try it: Tag a Note with a Category .- - P— l—r. I—IF'"d @ Contact ,
Select the sample Note. O raene = [l teaon [} Address Book
Go to Home ->Tag-> Categorize. s B Goen caegen egorize
Select a Category: Red Category. Bt : :::c:::
3:-':' — Clear All Categories
What Do You See? In this screen e B o ] . _
shot, the sample Note is tagged with e wawce || [l Charlotte's Website
the Red Category. The Notes related e 1 E] T —
to Training have the Training =0
Category. [] Training
. . Blue Category
Keep going.

W OB B B A

U Charlotte's Word 2010 Excel 2010 PowerPoint  Word 2010
Website Training Training 2010 Training  Training

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.2. Create and manipulate notes: Categorize the Notes
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Make it Work for You

By default, Microsoft Outlook displays the
Notes as little icons. Here is a different
View that you may find more productive.

uary

4. Try it: Change the Current View

Go to Home ->Current View-> Notes List.

e

Last 7 Days |-

| Current View

Try This, Too: Add the Reading Pane
Go to View->Layout->Reading Pane.
Select: Bottom.

What Do You See, Now? The Notes are
grouped by Categories. The Reading Pane
lets you see the information at a glance.

Enough about Notes...(small pun)

Home ->Current View-> Notes List

" e mome | Send rRecewe | Falger | View &l
< ‘ — T B [Peesconma -
| G x < |18 asts % -l W Gaenine
::-' ::T- [ on Mateslat | LA T0n , Tomed Mow  Categerce
Vorw Driwte Cumerd Vew Ay Togy i 4
@ Toacres ¢
»
i bom D Setgen Cremed Categoras = Y
o Oy
L3 Sevt R ™
2 Nt _a 0 Caregones Rea Caragery 2 eem ‘
B Ovrvome s wenite Meas Men 200111205 M [] Red Cotegony -
3 Conan Cranette | Webute ni ‘
A4 Contacty Mrw L3GO ASS Facetaock and Lrkedin < ends
JUE . )
2 ekt P L —p— - -
Ad Unbetn _—ff. Men 12T 1IN | Tieeng
S P L Sogneung Gu
& Ouvibon . Gemng itated
B i L e aa O Categories: Training (5 items)
2 Search Fosden ] Powerbcunt 218 Vg LS
5 Sopprsind et roeesece o aenil | Exeel 2010 Training
- g e Excel 2010 Traini
o Trarny Atris 240 Tramng e ramning
~ . . . -
Actam 2000 Wrairing «of 1 Beginning Guide to Microsoft Excel 2010
a. Getting Started: How to use the anline course

fe| Word 2010 Training

Eaced 2030 Trairng

‘ Baginning Guide to Mikrosoht Fxcel 2010

Getring Starsed: How to use the onlne course

Hello, Escel! Erter data and use bask test farmatting

AN AGSs LUp: enter data, labels and Tormlas

A Question of Balance: Use and sudn formulis from Excel’s formula litvary
Charts and Chart Took: nsert and modfy (harts

Picture the Date: insert and format pactures

Shapen, Smarthst, Views: insert and modity Shapet and Smartist, change Views

LI N L dd

43MAJaEE-

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.2. Create and manipulate notes: Change the Current View
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Use the Journal to Record
You can automatically track your Outlook
activity (messages, tasks, etc.) with the
Journal. You can also use the Journal to
track the time that you work on a
document or spreadsheet.

uary

The Journal can be found by using the
Navigation Pane, as we did with the
Calendar, Tasks and Notes.

1. Try it: Find the Journal
Go to the Navigation Pane.
Select the Journal.

What Do You See? The screenshot on
this page shows a Journal with several
entries for Excel and Word.

What Else Do You See? The Journal's
Home Ribbon include: New, Delete,
Arrangement, Current View, Actions, Tags
and Find. These options are similar to the
ones for the Calendar.

Keep going...

View ->Layout->Navigation Pane->Normal

SN S . - ¥ vt et Koty Gtk APPSR S . e, S
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.Ij ah }{ y& TR mesl peH]| s , reraey ST
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lourul Hew  Diels  Today | Day | Wiek blomi | fmemee | (avpien  Pmess Cany  Lsar T urs Forwmsd bow  Cairguece
[=R : . .
Frw Tarirlr drpgregnd Errresd Wirm Ltaen e Pt
4
» Trsrir 7
) aa |
2 Basny |
S o \Monday, February 20, 2012, | I
Tl ebubied B 1. TAM EAM FAM MAM  LIAN IZPM IPW I 3 i T i T i W i W s
2 Catemtr AN Y N TN NS TS S S TS T T T AT T WA T .
= Rrhry e Vs 161 Cfter el - i
A Comtacty ;
o e o aCompt rrilemp | T pmmaProdt] e D070 00T LD Dby OTue 0
) Pomi Lamsd Wooas 1% 7 e e Bucrvoeil g
[RpreTes = -
B0 e e Dot 1 g L. SO0 e P s
| HaE
S oa ===
£y sl
t=Monday, February 20, 2012
A Saan b
i e
3 Taia

5 i T AM 3 AM 9 AM 10 AM 11 AM 12 PM 1FPM 2 PM 3 PM
| | | | | | | | | | | | | | | | | | |

=] Entry Type: Microsoft Office Excel

@]D:"-.:I.CcumputerMama\lCnmmaPrndumDﬁice 201000Office 2010 MOS Objectivesi(

Send / Receive Folder View

S5 File Home

[P —— EEEEEEN EEEERER Fao, .I. "
I ot === [
B X SjiEeE g | 5
L _—— ’
Journal Mew Delete | Today | Day | Week Month Timeline Entry List Phone Calls
Entry Items~
Mew Delete Arrangement I Current View

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.3. Create and manipulate Journal entries
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Create a New Journal Entry
2. Try it: Create a New Journal Entry
Go to Home ->New-> Journal Entry.
A new Journal Entry will open.

uary

Enter the Subject: Website Consultation
Select the Entry Type: Phone call
Select the Start time and Duration.

Try This, Too: Edit the Duration

You can use the Timer to record the
minutes (or hours!) that you are on the
phone. If you take a break, click on Pause
Timer and then Resume when you return.

Do This: Save Your Journal Entry
Go to Journal Entry->Actions.
Click on Save & Close.

Keep going...

Home ->New-> Journal Entry

| O R,

Veciay IH wrh Rlonth [ Detsyiisl  Pnged Cale  LenTiBue o L 4
At asgremest R Cwrenl View Aflmen T Pl
£

Monday, February 20, 2012 _

T2l bt e 111 JEM 4EM 3AM GAM 7 Al BAM BaM 12
L i L i L 'l L A I} 'l | i 1 i 1 i 1 i 1 i

= ety Tror Mergaslt Qe Dot

£

3

E

E

E

i
e

‘;L'I? 'L empaevlilpm g’ ] i comm plfy gl OV JRLOM Oy JR10 LACH e siwy DMy 291

3 & ,.mmw‘“' q'-l-r-" e

§ s Canames §

doariid e “ﬂ [
IrEl’ 4 X W A B¥ S ‘mm-m

Hd e

Foemat Ten P

Tt & Forwasd Delete Fuaie mwui Pymaie  Aodreis Cheiih  Toem oschrteon £l
Clate o Tamer =

bt Tomart T

_File Journal Entry Insert

Hma
B Tearem

Format Text Review

e

]

Save & Forward Delete Stat  Fause | Categorize Private | Address Check Zoom
Close Timer Timer = Book Mames
Actions | Timer | Tags | MNames | Zoom |
Subject: |Website Consultation
33 ad 3 uic|l Entry type: |F‘hnneca|l |* Company: |:
Bemy 154
Start time: | Mon 2/20/2012 = | |1:05 PM - | Dwuration: 15 minutes

This is a phone entry

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.3. Create and manipulate Journal entries: Edit a Journal Entry
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File ->Options-> Notes and Journal
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Ou=Eak it
H s HEs: el Retve  Peldiy Wew o ig
Journal Options s X ke , T
The Journal may not record the Outlook = = % - ﬁm = - M . ¥ 8 )
items automatically. Please go to the R = o i | e " i’s“ R i 3
Backstage to find the Journal Options. < . S ——— i ]
j;: Calrrdas i, il L4
3. Try it: Find the Journal Options 73 oottt o P bzl L
Go to File ->Options. s =Tk : |
Select: Notes and Journal. i ..., | Journal Options _ =
Click on Journal Options. A ewte
o Langparst Journal
What Do You See? You can record the Sy :“:., E Automatically record these jtems: For these contacts:
Outlook items for all Contacts or only é:tw::’:‘m. o s | Ea s | [F] Alex Sergay .
the ones you select. You can also 3ty o [ Meeting cancellation — |[C] Alex Weddon B
r_ecord the time spent on your _Ofﬁcg _ e [7] Meeting request £|| |[C] Beth Munson
files: Access, Excel, PowerPoint, Visio |:| Meeting response D Bonnie Bondy
and Word. [ Task request - Connie Walters <
Select all of the Outlook and Microsoft
Office items. Also record files from: Double-dicking a journal entry:
Microsoft Office Access i@ Opens the journal entry
Cl!ck OK to re.turn to the Backstage. Microsoft Office Excel ©) Opens the item referred to by
Click OK, again, to return to the Journal. = = Microsoft PowerPoint b |
—— A 2 Microsoft Visio € journal entry
Microsoft Word
[ Autosrchive Journal Enfries. .. ]
| ok || cancel |

Exam 77-884: Microsoft Outlook 2010
6. Working with Tasks, Notes, and Journal Entries
6.3. Create and manipulate Journal entries: Automatically Record Outlook Items
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Summary =E=
This discussion introduced Tasks as a <o«
way to document assignments. =

¥l

We also looked at Notes and Journal -+ p
Entries.

Allez, Allez in Free. 3 o
You done real good.
You get two cookies.

Charlotte’

Subject:

© Last update sent on 2/20/2012 T:25 AM,

Website 1: Mew Designs

Due date: Starts on 3/1/2012, due on 3/8/2012
“ ¢ 2o Status: In Progress
~

Owner Elizabeth, the Computer Mama

@
W View ¥ netwen » K By a .
* -9 -2 Y tamenew W Mo Dute X B )} 1 | el 2 Bl s ten
b ] | Cewe | || e oo Corps |
Forpnt Marage Te ot U0 wrerd View Adhars o roa
<
D B setpe Caegaien Dus Date
Ok have 10 203 » rew Lo

2 (7 Wetame 1 Hew Deugne

B (nartorte s wroite
o = .

FECAEE TR Webste | New Desigad ® York I o
i o yean Format Tewt brion
UXIBHAs va 2 O MY
- ] »d \ -] 1 1o Inpatance \
b & Dadrte Tormwd Onetvote TaA  Dwiam Mo Aswgn Send Sttt Recurence b

Cone Compiete Task  Report

Categorce Tosom
. o
QYN Marnge taik

$ Low impantanie
fag Toem

PR

Favurerae

Wetute 1: Wew Devgne

e 310012

™ 38WI

Men DAL

ebsite

Priority: MNormal %o Complete: 50%

The photo shoot at the Yum Yum Tree went well.
| eBeth

This is a sample assignment.
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Practice Activities

Lesson 8: Tasks and Time Management
Try This: Do the following steps

1. Create a new Task called Computer Training

uary

. Apply the Blue Category

. Rename the Blue Category as Training

. Send (assign) the task to someone else

. Send a meeting request about the Task

. Create another new task called Staff Meeting

. Apply the Red Category to Staff Meeting
. Mark the Staff Meeting Task Complete

o N OO g~ ODN
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Test Yourself

1. Which of the following are Status Options
available for Tasks?

(Give all correct answers.)

A. Not Started

B. In Progress

C. Completed

D. Waiting on someone else

E. Deferred

Tip: Complete Guide to Outlook, page 221

2. A Task in Outlook has its own set of
dedicated Ribbons.

A. True

B. False

Tip: Complete Guide to Outlook, page 222

3. Which of the following can have
Categories? (Give all correct answers.)

A. Tasks

B. Messages

C. Meetings

D. Contacts

E. E-mails

Tip: Complete Guide to Outlook, page 226

4. You can change the name of Red
Category to a name of your choice.

A. True

B. False

Tip: Complete Guide to Outlook, page 227

Comma Training Page 250

5. By default, Tasks are sorted by name.
A. True

B. False

Tip: Complete Guide to Outlook, page 228

6. A task can be assigned to which of the
following? (Give all correct answers.)

A. A person

B. A Contact Group

Tip: Complete Guide to Outlook, page 233

7. When sending a meeting request in
response to a Task, which of the following
are true? (Give all correct answers.)

A. By default, the meeting request is
addressed to the person who was assigned
the Task

B. By default, the meeting request is
addressed to the person who assigned the
Task

C. Other attendees cannot be added

D. Other attendees can be added

E. The meeting request response is not
addressed to anyone by default

Tip: Complete Guide to Outlook, page 239

8. Which parts of Outlook are found in the Navigation Pane?
(Give all correct answers.)

A. Calendar

B. Notes

C. Tasks

Tip: Complete Guide to Outlook, page 241

9. What does the Journal tool track?

(Give all correct answers.)

A. Outlook Activity

B. Time spent on task in a document or spreadsheet
Tip: Complete Guide to Outlook, page 245

10. Which of the following is true about Tasks?

(Give all correct answers.)

A. A Task is an appointment or meeting that you can do again
and again

B. A Task can be Tracked

C. A Task can be assigned to someone else

D. To create a new Task, go to Home->New-> New Task

Tip: Complete Guide to Outlook, page 222

Application Question: How are Tasks different from
Appointments? Give at least three things.
Give an example of a Task.
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One

Microsoft Outlook Objectives
In this lesson, you will learn how to:

1. Use the Backstage Ribbon to create
E-mail Signatures and Stationery

2. Select a Theme for HTML messages

3. Specify options for Reply and
Forward

4. Review the General options for
Outlook

5. Set the Mail, Calendar, Tasks, Notes
and Journal and Language options in
the Backstage

6. Publish a Calendar online and invite
someone to subscribe to that Calendar

© 2012 Comma Productions, LLC
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Here is an example of the new Theme.
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?miml U:-;i"““" Charlotte’s Website
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Technical Support
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Lesson 9 : Outlook Online

E File->Options

1. Readings 1D M
- General . . enu Maps
: Read Lesson 9 in the Microsoft Outlook [ ]\ T | ﬂ General options ft Erom the Backstagep
guide, page 251-288. Mail EJ iJ iJ 1. File ->Options ->General, pg 256
. O . 2. File ->Options ->Mail, pg 257
Project . Calendar 5 sl 3. Mail ->Compose Messages ->Signatures, pg 260
Create automated E-mail messages that _J o 4. Mail ->Compose Messages ->Personal Stationery, pg 262
include a signature and a Theme. Contacts | Show Mini Toolbar on 5 Fije _>Options ->Calendar, page 271
Fasks EJ Enable Live Preview i) 6. File ->Options ->Tasks, page 274
Downloads = Colorscheme: |Blue E 7. Eile ->Options ->Notes and Journal, page 275
There are no downloads in this lesson. Notes and Journal 8. File ->Options ->Language, page 277
lJ ScreenTip style: | Show fei
2. Practice search .
Do the Practice Activity on page 289 [y
: Mobile v More Menu Maps
3 A Lanouage From the Home Ribbon
- ssessmen_t - 1. Home ->Manage Calendars, page 278
Review the Test questions on page 290. | .~ 2. Home ->Share ->Publish Online, page 281

3. Manage Calendars ->Calendar Groups, page 287

Customize Ribbon
|

Quick Access Toolbar

Add-Ins

Trust Center
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Microsoft Outlook: Online

The Outlook Options lets you manage how you want to present yourself online. You can use the Options to create a
: simple signature that includes your Social Connections to LinkedIn or Facebook. You can also use the Options to
. "“‘"T publish your Calendar online. This lesson looks at the Options, first. In the next lesson we will see how it all prints.

R Rl T e T T s, - Vgt bt ® Crutbontil

Subject: | How do you like it?

Tugrt
Here i an sxample of the new T
Chaslotle’s Website
Glen (Glick

Technical Support
(810 585-3211

Here is an example of the new Theme.

Charlotte's Website

Glen Glick
Technical Support
(810) 555-3211

The Theme is "Etched in Stone."

So much of our lives are digital it
is interesting to look up and see
the statue of Portia, the smartest
woman in literature, (shown on
the cover of this lesson) or a
gargoyle wearing glasses.

The stone faces were found in
Ann Arbor, Michigan. The
buildings in metal, brick and wood
can be found in the little towns
north of the city.



Microsoft Outlook ->Inbox

Before You Begin
Microsoft Office 2010 has Options
that you can use to make the software

uary

work best for you and your business. o O s £| Mew efeader Images .
,.;D-nm e Mo Bl i atipnd Wesrtaabs %% fishesh, the Compuler Mama <ebethv@ oommalms.oom ¥
You can modify almost everything in 2 Gumnons L — g f
Word, Excel, Access, PowerPoint and 3 " rcanem r Comonte s DM | esogien. 1
even Outlook if you wish. i + Lt o (TR S —
:wum- I L ———— o Thanks,
Let's find the Options. :u»::6 o
_; Lmmpls Llryiagen & T s Mg
. A Srach Poidan et
By default, Microsoft Outlook opens Rt e ’ )
with the Inbox as the initial view. The i Traning
Options can be found by going to the KR e he Pt Toem g
Backstage. I e e it fom ey
] Aamwtrd TremMerbng
Keep going...! B Acowind S Miring
= .’a:u'.plrl i R
] AdieFrd TramBlpr—=-
# aemeamene HEllD GlEN,
o Wi A ) )
EEINERT ~ Here are some iPad images you can use.
== Thanks,
eBeth
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E Tk
Ong . File ->Options
Find the Options e e s e
: 1. Try it: Find the Options = a3 a B Conperna | ) Ao Bk (|
Go to File ->Options. =T | g g et optiom tr workeg weh st e et e
o Vniciner i I Gl L p gt
? B . S -1 T =1 l = _ ‘
Whgt Do You_ See ? 'The Outlogk 2o — oo g!! General options f§
Options are divided into groups: B —— || ™ e _
General 3 Catarein e T rv— Mail
. A Contacty T
E)/Iaalltlendar B Bl 'f’_“""‘""""l“"’""""”“" Calendar User Interface options
PR Pp— B m— |
La?ks il | i wanara :‘:wﬁ: Contacts show Mini Toolbar on
otes an ourna 23 P35 Peac I
“oh St e b Gt e st Enable Live Preview (i
earc el Tasks
Mobile e Color scheme: | Blue E :
Language e Motes and Journal _ ‘
ScreenTip style: | Show fei
Advanced - P sty

Search

. . P Ii f Mi
The Advanced Option Groups include: Mobile s
Customize Ribbon U . [eBeth
Quick Access Toolbar Language SiErname ehe
Add-Ins Initials: en
Trust Center Advanced

. ) Start up options

Keep going, pIease. 13 Customize Ribbon

[[] Make Qutlook the defz

Quick Access Toolbar Calendar

Add-Ins

Trust Center

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.1. Apply and manipulate Outlook program options: Set General Options
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General Options for Outlook
: 2. Try it: Review the General Options
Go to File ->Options->General.
What Do You See? The General Options
are divided into three groups:

User Interface options: You can choose ﬁ-g:;

to Show the Mini Toolbar and the Live P

Preview. You can also choose a Color S e

Scheme. =
& soven

Personalize: You can edit your User s

Name and Initials.

Start up options: You can make Outlook

your default program for E-mail, Contacts

and Calendar.

Keep going...

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment

File ->Options ->General

[ Geresl opbiora tor morong wih Ousiosk

L e p ey

& e s Bl e T

¥ Eratia L Prossaw
LR ik

e [5]

LraenTo ihie  Thow fasturr drurpbion o SoemTea

General

l

Mail

Calendar
Contacts

Tasks

Motes and Journal
Search

Mobile

Language
Advanced
Customize Ribbon

Quick Access Toolbar

3 wvrsakihnnd | et a Contea =

B Cotegernie = L] Ao Bsa

Wb = Pl =
S Fart

Tl = e P OO T ETRANT S L0 =

RShle |
= @

Graz e
A P odden
Head Triree

e pilmpoy o~

General options for working with Outlook.

User Interface options

Show Mini Toolbar on selection (i)
Enable Live Preview (i)

Color scheme:

ScreenTip styles

Elue EI

Show feature descriptions in ScreenTips

Personalize your copy of Microsoft Office

User name:
Initials: en
Start up options

|:| Make Qutlook the default program for E-mail, Contacts, and

Calendar

eBeth

1.1. Apply and manipulate Outlook program options: Set General Options

Comma Training Page 256

2



B
o::" File ->Options ->Mail
E % e o 3
Outlook Options: Mail s — Y
: You can change how Outlook composes i’ : nc —
new E-mail messages. You canalsoadd .0 4] o ) Change te semngs or messages you creste and recems
a signature and specify a default « Tacres - R—
stationery if you wish. These options can e — P o
be found in the Mail category. S ]| Gompors messages o toomat. (v [3] .
e e
3. Try it: Review the Mail Options i - I SR —
The Outlook Options are open. A tnaean o— " S —
Select a Category: Mail & o e :
3:::‘ Cutomse Paten A’i. Une statonery 5 (hange defeut fonts and AL tskory and Beck growncn Statcrary and font_
What Do You See? The Mail Options are T (el
divided into 10 groups: el [R momtow et et s i S Sty e
Compose messages —
Outlook panes —preE——
Message arrival Ceneral ) )
Conversation Clean Up Change the settings for messages you create and receive,
Replies and forwards Mail l
Save messages
Send messages Calendar Compose messages
Tracking
Other Contacts £ 5 Change the editing settings for messages.
Keep going... P 2 Tasks Compose messages in this format: u
Motes and Journal
AB Always check spelling before sending
Search
Ignore original message text in reply or forward
Mnhile

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.1. Apply and manipulate Outlook program options: Set Mail Options
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Mail Options: Compose

=
4
3

HTML means Hyper Text Markup 28 b R T p— @eommal
Language. It is the design language for Frjewnndi B it~ ST
the Internet. So, the E-mail messages can ﬂx Sieas chck soemng et s BN T
be formatted like web pages, as we did it 1 e g et e
with an E-mail Blast in a previous lesson. Ad e P T S—
3 Outon
4. Try it: Review the Message Format G ity AL e e g |
The Outlook Options are open. e Outeca pans
The Mail Category is selected. el N—— T e e ARSI | i |

Go to Compose Messages.
Select a format: HTML

What Do You See? E-mail messages can
also be formatted with Rich Text (all of
the Font and Paragraph formatting Compose messages

available in Word) or Plain Text.

Keep going...
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By default, Microsoft Outlook composes ;f _':" e ﬁ

File ->Options ->Mail-> Compose messages

il | Fird a Donliad = _j
= Ll Rmareis Besk —
Adrad Fadied

Cmad Bemy - |y o e et s Paidin

rich E-mail messages in the HTML format. o e o] Changge the petings dor masages you areate and reces il 8 i Pl

o TriaFars
SR T o

Tt Sl

Ibringr atvrrad

Q Change the settings for messages you create and receive,

@ Change the editing settings for messages. [ Editor Options...

Compose messages in this format:

HTRL
Rich Text

Plain Text
Ignore original message text in reply or fonward

AB Abways check spelling before se belling and Autocorrect... ]

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.4. Manage automatic message content: HTML or Plain Text Messages
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Compose: Check Spelling
The Review Ribbon in a Microsoft
Outlook Message has all of the robust
tools found in Word including Spelling &
Grammar, Research and Thesaurus.
However, the Spell Checker may not be
turned on. You can use the Outlook
Options to configure the Spelling and
Autocorrect settings.

=
4
3

5. Try it: Enable the Spell Checking
The Outlook Options are open.

The Mail Category is selected.

Go to Compose Messages.

Select: Always check spelling before
sending

What Do You See? By default, Outlook
does not check the spelling in the original
message when you reply or forward it.

Keep going...
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File ->Options ->Mail ->Compose Messages-> Spelling
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Compose messages
- Change the editing settings for messages. Editor Options...

— Compose messages in this format: | HTML u

AB Always check spelling before sending [ Spelling and Autocorrect..,
Ignore original message text in reply or forward




B
o::° File ->Options ->Mail ->Compose Messages ->Signatures
r ., 6
Compose: Signatures B — S =S T
: You can add more E-mail Signatures if & 2 vomw ZS. b= S S S IS ETTY * "
you wish. For example, the Signature forall ~ “=."" I s e macey vamaises e mevagen swnen | - ;
new messages can be formal and + tesnes '“ e e e o o ot e
complete. It may include your name, S N i '
business, and contact information. You can "
have a different, simple signature for any 3 Corman
messages that you reply or forward.  fey
.Ml‘-
A Umbedn
6. Try it: Create an E-mail Signature el T
The Outlook Options are still open and the e
Mail Category is selected. st L B BeE e 7 0 A EIE)S W | sdsememcer | @ &
Go to Compose Messages->Signatures. Al | .
Enter a name: Glen Glick. |
Keep going... 3

E-mail Signature | Personal Stationery |

Select signature to edit Choose default signature

GengGick ________________________________|§

Glen Glick E-mail account: |tea::her @commalms. com

New messages: | glen Glick

Replies/forwards: |{nnne}

Delete ] [ Mew ] [ Save ] [ Rename

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.4. Manage automatic message content: Manage Signatures
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File ->Options ->Mail ->Compose Messages ->Signatures

Edit the Signature
7. Try it: Edit the Signature i .
Enter the following sample text: - — —
Charlotte's Website | | Select signature to edit Choose defauilt signature

Glen Glick E-mal gecount:  teacher @commalms.com
Technical Support
New messages: | Glen Glick

(810) 555-3211
Replies/forwards: (none)

=
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3

Select all of the type.

Format the Font: Tahoma [ Delete ][ New ][ Save ][ Rename ]
Select the Size: 10 pt

Edit sgnature
Select: Charlotte's Website. Tahoma o[zl B 7 U | Adomesc [+] E F | adousnesscad [ &
Format the Text: Bold. Charlotte’s Website =
|Glen Glick (3 |
What Do You See? You can add a Technical Support = |
Business Card, picture or website. (810) 555-3211
Do This, Too: Select a Signature -'5“ ™

Choose a default signature for all
New messages: Glen Glick.

Click Save. Do not close this
window, yet. Keep going.

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.4. Manage automatic message content: Manage Signatures
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Edit the Personal Stationery = =
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3

You can design your E-mail messagesso . . X
that each new message uses a Theme. SR b
The Personal Stationery can be found on  «wee
the tab next to the Signatures. "
"y Dwieted Bewn 1
8. Try it: Edit the Personal Stationery SO
The Outlook Options are still open and the oy
Mail Category is selected. o v

Go to Compose Messages. 3 omen
Click on Personal Stationery.

What Do You See? You can select a
Theme that would be applied to all new
HTML messages. You can also edit the
Font (type, size, color) for new E-mails as
well as messages you Forward or Reply.

What Else Do You See? You can Mark
your Comments with your name. You
can also pick a new color when you Reply
or Forward a message.

Click on Theme, please.

oY G R TR T en - Toahe s Mtresoft Cosbeed T S W =TT E TR
. wan o

File ->Options ->Mail ->Compose Messages ->Personal Stationery

T

- [ ™ =
L2 S
—— ;e R N— - - -

-
47 Crewte o modfy ugnatune for meisaget

Y, S N—

Oticch paney

[t

| | E-mail Signature | Personal Stationery

Theme or stationery for new HTML e-mail message

Mo theme currently selected

Font: |Use theme's font

Mew mail messages

(oo ]|

Replying or forwarding messages

JBUA_JAQ

(o |

[] Mark my comments with: | thecomputermama

[ Pick a new color when replying or forwarding

Compaosing and reading plain text messages

[ Font... ]!

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.4. Manage automatic message content: Edit the Personal Stationery
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File ->Options ->Mail ->Compose Messages ->Personal Stationery->Theme

> T TR T e - Vewihar = Micwrseh Outlost o ] 9
Personal Stationery: Theme o - .
9. Try it: Select a Theme 2 5 vowu- _{m"""“ . ' - N § o
Select a Theme: Profile. = R ? Wt
pr Choose a Theme: Sample of theme Profile: f
What Do You See? There are Themes and 3 oo Garden (Stationery) -
there are some templates labeled ) St Green Bubbles (Stationery)
Stationery. The Themes have options for ) 'I":e”d Prints {Stationery) b
Vivid Colors, Active Backgrounds as well as a 58 rourmm . z
Background Image. When you select a e mgustnal Headlng 1 51’)('& 7
Stationery, these options are grayed out. S s Journal O Bullet 1
2 ki Sianae Jungle {Stationery) i o
Click OK to return to Signatures and 22 e Gt t:z:lrs Buqut 2
. . & Tesks
Personal Stationery. Keep going...! ool Marbled Desk (Stationery) Bullet 3
Metwark E
Motebook (Stationery) = =
Office Supplies (Stationery) Horizontal Line:
Old Striped Shirt (Stationery)
Orange Cirdes (Stationery)
Papyrus
Faw Print (Stationery) 1
Peacod: (Stationery) Head]ng 2 Style !
Pine Lumber (Stationery) Regular Text Sample |
Pixel :
S PPN Regular Hyperlink
S Quadrant " | | Followed Hyperlink
Active Graphics -

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.4. Manage automatic message content: Set a default Theme for all HTML messages
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o,,:° File ->Options ->Mail ->Compose Messages ->Personal Stationery->Font
E o T
Personal Stationery: Font e P . — — ———
: Say you selected a Theme. By default, i, ww-ﬁ R e B = "} '
Outlook will use the Theme Font for new ~ “= ** | [P B st et o s o crvite v s -
HTML E-mail messages. There are a few < — S
more options you can consider. ey |-~ 75 Coange e iing ing o e
) ot nns Tt —- Sy I 1
R Rer— LUAGLE LR [, e —————
Try This, Too: Review the Font Options == . ‘_*:" R
Signatures and Stationery window is Ba _— e —
open. The Personal Stationery is Pyt [yov— Tama. | 1ot
SeIeCted' :’:':" B - M
Go to Font. Em":ﬂﬂlﬂ || comzace “.. "“"u*-‘:r_-:;;ﬂwnmmm
Select: Use theme's font. i i |Fws BN
3 Taskn o —— Sampie et
L Training il il
What Do You See? You can use the e
Theme Fonts or Fonts you selected for P —
Reply and Forward. You can also decide i S - e ]
to Aways use your fonts. Signatures and stationery N |
Sooo what would a new E-mail look like? E-mail Signature | Personal Stationery |
8::gt 8& :g ::2:3:2 ;[g :Rg ﬁ]ggiok Options. Theme or stationery for new HTML e-mail message
Theme... Profile
4 3ad 3 uliiE

=2 Font; |Use theme's font
N i IJze theme's font
BW Malll) jce my font when replying and forwarding messages

Replying b
Exam 77-884: Microsoft Outlook 2010

3. Managing Email Messages

3.4. Manage automatic message content: Set a default Font for all HTML messages
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Create a New E-mail

Try it: Create a New E-Mail

Go to Home-> New-> New E-Mail.
Enter your E-mail Address.

Enter the Subject: How do you like it?
Type the message text:

=
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3

Here is an example of the new Theme.

What Do You See? The new HTML
message includes a Signature that
has a cartoon. The message uses the
Theme Font. There is a background
image as well.

Go ahead and click Send. In a few
minutes a new message should arrive
in your Inbox, formatted with Theme.

Very good.

Comma Training Page 265

Home ->New->New E-Mail

N R T Gy - gttt ¢ M gl R R M — = 1 T
= Totred '+ Edipiet ol Wiew = 0
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& Tpaachur

L
ot i

{npbnard

[ ST S ——

"
Dobebe | Roply Rap Porwmed B idose = ||/

Napbascmet i v (13

Here is an example of the ney: Them=

"
Gy Mepty & Deieae ]|\ Aen Sisien Cimmidala W g -
o s oy e 7+ Bssaege B =kl

Fgomat T Fovrs

e ) &

o Py -

A |

&, k. Addrn ©
W A EE W R e o

Bais fant 3 Hamry

Subject: | How do you like it?

Here is an example of the new Theme.

Charlotte’s Website

Glen Glick
Technical Support
(810) 555-3211
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More Mail Options

There are a few more Mail Options that
you should review and consider. Please
return to the Outlook Options.

=
4
3

1. Try it: Replies and Forwards
Go to File ->Options ->Mail.
Go to Replies and Forwards.

What Do You See? You can choose to
Close original message when replying
or forwarding or Preface comments
with your name or nym.

What Else Do You See? By default, the
original message text is included when
you reply or forward an E-mail.

The other options include:

Do not include original (for Reply, only)
Attached original text

Include original text

Include and indent original text

Include and prefix each line of the
original

Keep going...

File ->Options ->Mail ->Replies and Forwards

GO e R T Yy .
izﬁ - - el beiene L ew

B igrare 2 W O3 Lample Viessages » 5 J A Vrwesd fead  fa a Contant -
B pome- 4| ED S Bueas BEE . St

;’.' sl WaOunve* SRR = & 10 Manager 3 Tewm Lonsd . = ; B4 Coteperne © (L) Adieens Bt
Dwiwte  Reply Reply Forwaed B, bigue © owe u Ovabiote ]

Cmet Bowi- e - - o Dene & Reoy & Deiete . . W Pt iy + o ey Lt~

e Datete [R— Quet eps ® [r— o Fed

.

@ Teacne

[ . How do you like it?

;ao-n Amange By Oute Kenvenstionq Wewrtantos  * % Teacher <teacher@commalms.com >

23 Set Bemy Mg JIPRL 210 M

i Dwbeted Rewes 1 2 Vel G Ghck (Teacher)

i Wow do you Wee

Fephey and forwarts

» LHE 2rOna me1I0r wendow WhET 1ESAARG o {ommIrang
— Potpie (ommants wan L pomam

WIR Lepyng 13 8 meLiage .h.i e ongmel meriage fen

Whan fonear g 3 maiiage - e sngral meiiage lea

Replies and forwards

@I = Close original message window when replying or forwarding

EQ Preface comments with: |thecomputermama

When replying to a message: Include original message text

Include original message text

! When forwarding a message:

Preface each line in a plain-text message with: |=

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.4. Manage automatic message content: Reply and Forward Options
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o,,°° File ->Options ->Mail-> Save Messages
E =5 B i e ey T i 2
0pt|ons: Save . - - £ [ - R - — _— e i ]
: 2. Try it: Review the Save Options ¥ 8 paa. X bl g B e oees Gl Lot =i ’
. . - e - ey g Rty B Dbt = M 2 ¥ =
The Outlook Options are still open and the  “.* “*__ i ——— iR L ——
Mail Category is selected.  tesc G 2| How do you like hi
Go to Save Messages. g gt 85 2 Fomarions Wer 058 = =1 Teacher <teacher@commalms.com>
_" Sl BeE Ry I ORLT 6 P
5 ekt e 1 ¢ . Gl Gk Taachar)
What Do You See? Microsoft Outlook B Cobert
; , i ||| e ————
automatically saves items that have not B [
been sent in 3 minutes in the Drafts e G ——
folder. You can edit the time or select e e EUI [ ot s s kb i g i
another folder with the controls. I3 8 For s W3 Brnommmrete [Sosssvime— _
ad Bemie Klriiagri Cannpas —
5 Snarch Polders AT (R T3 0 B Lided hhwm-umlrﬂ -
1 Sepgnted Comdiy L p— =
What Else? The messages that you dwe s e curm Wi fommriing o mrong: [ U S Batia it 3
send, including ones you forwarded, are s I PEACH HHN A 8 4 A i34 [
saved in the Sent Items folder. Lo menages
W B GmIt ity bk i 1BET Rve Pl B 15N BH (R By Sl |
s Y smwts e s Dem =)
Keep golng-.. :\_::.:.:IIJ;:::P § :mr:lr:::[il'ﬂnmﬂlHMgl.hllMli“l’ﬂ“lﬂtllbﬂll
) W) gt qupeitn ol Mgt i thet Tand Baama bt
ddddm n ¥ Unr Ursrnds Pormasd
Save messages
l% Automatically save items that have not been sent after this many minutes: |3 Iil

Save to this folder: u

|:| When replying to a message that is not in the Inbox, save the reply in the same folder
Save forwarded messages
Save copies of messages in the Sent Items folder

Use Unicode

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages

format

3.4. Manage automatic message content: Options for Saving Messages
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Options: Send Messages
3. Try it: Options for Send Messages
Go to Send Messages.

What Do You See? You can edit the
default Importance and Sensitivity
levels.

You can also automatically do the
following before you send a message:

Mark messages as expired...
Separate recipient names with commas
Automatic name checking

Delete meeting requests from the Inbox

after responding (nice, saves some steps)

Enable the keyboard command,
CTRL+ENTER to send a message

Use Auto-Complete List

Keep going...!

File

->Options ->Mail-> Send Messages

-T 3
Tend (Bareser Pl Vew = igh

= wbgrdre 4 - B higwang 23 Sampin Mriagey w1 Al CUsicedRead | Fed o Dosted - 3
o H | | | 1 |
] | e x = M e oy aanr . il i i‘ & Z i i |
- [ Raply R Formme P o 7Y - H Mo Rl Oagsiioty oo = — PR ER TR
Fedw i | -~
Do e - | s s . L o Do=r s Paply & Dairdr . - Wretewup - W FlerEssdc agpoiam
Hr= Dririe Rrspard ik Hon 0 Ly Tagn P kR
o TriaPare % |
Y ' vow do you like T ‘
Lol Bamns e Nwell i1 Y 2| Ty sieacher@oommalmicom s r
N oo By . g TN LN P '
s Debrtet B 1 e S (T |
3 Cabaredn
A Comiacin
1 e
FEC LR
Al Umiere
) Welm )
3 o ot g e T, Homal = |
L3 Fa5 Fer prede ot SryLEmey beer L]
L Sempls Mriagn Comacty L e L S P
F Sah gy . ¥ Commun am b ated o 1EpEp multi ML UL rogantL
g:wum L T T ——
s Wiy ot binpmgl ¥ [t e T BA0 RS 115 Wb MTH | PTG
el Trasing - v 9 LR ¢ ENTER wavsth 0 mansige

— 5 Default Importance level: n
Default Sensitivity level:
|:| Mark messages as expired after this many days:

Commas can be used to separate multiple message recipients
Automatic name checking

Delete meeting requests and notifications from Inbox after responding
ZTEL = ENTER sends a message

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

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.4. Manage automatic message content: Send Messages
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File ->Options ->Mail->Tracking

Options: Tracking
4. Try it: Configure the Tracking Options

uary

Go to Tracking.
. = '"‘;:_m ‘ 2 ow do you like it? ‘
What Do You See? There are options for 8 B et 2 Teaches cteacher@commama com> Y
e . Lent Bome Mo L0 I0L2 210
the recipients, messages and tracking. T e— s Toder G Gk s f
T Caendw ozt poem L
Ad ;:ﬂ‘.ﬁ Tt Jonme Here Is an example of the new Theme. i
Send a Tracking Request: For each et e i Charkotta’s Website
message that you create and send, you can 44 tadn ; s S G
choose to always request Delivery and 3 O — (#20) 5352211
Read receipts. Tracking

L Delivery and read receipts help provide confirmation that messages were successfully received. Mot all
iﬁ e-mail servers and applications support sending receipts.

For all messages sent, request:
|:| Delivery receipt confirming the message was delivered to the recipient’s e-mail server

Receive a Tracking Request: For each
message that you receive that asks you for
a read recipient, you can select to Always

send, Never Send, or Ask.
|:| Bead receipt confirming the recipient viewed the message

These options manage the Tracking: For any message received that includes a read receipt request:
Automatically process meeting requests (71 Always send a read receipt
Automatically update the original item sent ) Mever send a read receipt

. @ Ask each time whether to send a read receipt
Update the tracking and delete responses

Update the tracking and move receipts Automatically process meeting requests and responses to meeting requests and polls

Automatically update original sent item with receipt information
Keep going... |:| Update tracking information, and then delete responses that don't contain comments

|:| After updating tracking information, move receipt

to: 5'-‘ Deleted Items

{[ms]

Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Configure Tracking Options
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Options: Message Format
5. Try it: Review the Message Format
Go to Message Format.

uary

What Do You See? The E-mail
messages use Cascading Style Sheets
(CSS) for the Themes and formatting.

By default, Outlook will reduce message
size by stripping off the formatting when
you are sending a message to a format
that cannot see or use that formatting, say
a plain-text phone.

What Else Do You See? The Other
category has options for showing the
Paste button, Microsoft InfoPath E-mail
Forms, Message Headers and
Conversations.

That should cover all of the Mail Options.
Let's look at the ones for the Calendar.

File ->Options ->Mail-> Message Format

oy T L T T e T, ey -0
i R T R L e [7]
r L - 1} Ngereng 1] Seempin biregen ¥ A - d Urerad R J 2 = b,
s Al K 2 g ¥ e ez i [N =]
“ i [hiepting ] .
| Byl iy - -4 —a > % T lAsnages Y Erasm B | T | Y er—— (] Asaeis Baeh i |
Hre Hem Dubie  Brgly Beply Fomsud B piges = N [T T S Larcd Facaser
Pomad Bamar il e - ¢ & Dose i Py & Dt = W Fetir Uy o P - A Poiden
Rew eiey r ngi el T goer
# Tanme ‘
| Do 1} ?
wf| Frei
o T R ;
4] Ceacbed M A
2 Cimds o [ Une Coinden Sote SRt 1055 for sppewnis of Beiasgn i'
i Canmisch ¥ Rpdgin maynig s by iearvng |pasl sdirmglan asl fponsiry B Sriply Wi ariiege
ﬂ ke Ireioee Emuereminey i LUTHTOOT | SImat whah ey pAb 1801 Bl Ll
P Lt gempl gy g Byl o hgepter P
L] bkl ¥ B s atrn s manai o s, bl matam s
. Message format

Use Cascading Style Sheets [C55) for appearance of messages
Reduce message size by removing format information not necessary to display the message

£
7 —
i e
2

LY

|:| Encode attachments in WUENCODE format when sending plain-text messages
Automatically wrap text at character: |76 =

Remove extra line breaks in plain text messages

When sending messages in Rich Text format to Internet

- Cornvert to HTML format
recipients:

Show Paste Options button when content is pasted into a message

Enable Microsoft InfoPath E-Mail Forms

Shade message headers when reading messages

|:| Don't automatically expand conversations when using the keyboard to change messages

After moving or deleting an open item: |return to the current fnlderEI

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.4. Manage automatic message content

Comma Training Page 270



Tag
e
One

Review the Calendar Options
Each profession may have a different work
week. A fire fighter's schedule will be different
from a doctor or plant manager. You can use
the Calendar options to edit the Work Time.

=
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1. Try it: Edit the Work Time

The Outlook Options are still open and the
Calendar Category is selected.

Go to Work Time.

What Do You See? The default Work hours
start at 6:00 AM and End at 7:00 PM. The
Work week is Monday through Friday, You
can select different days if you wish.

Keep going...

Work time

File ->Options ->Calendar->Work Time

—
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A3E nandey 10 the Calndar | 480 Mobdays...

Start time: 6:00 AM ||

End time: 700 PM [ =]

Work week: [] Sun Mon Tue Wed Thu Fri [] sat
First day of week: | Sunday EI

First week of year: | Starts onlJanl EI

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.1. Apply and manipulate Outlook program options: Set Calendar Options
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Calendar Options
2. Try it: Review the Calendar Options
Go to the Calendar Options.

What Do You See? There are options for
reminders, meetings, and holidays.

As we saw earlier, attendees can propose
a new meeting time. You can choose a
default response when proposing a new
meeting time (Tentative, Accept or
Decline) if you wish.

When you click Add Holidays, you will be
prompted to choose which ones you want
to add by selecting a country from the list.

You can also edit the Free/Busy
Options. By default, Microsoft Outlook
publishes 2 months of Free/Busy time to
the Server. The Free/Busy information is
updated every 15 minutes.

Keep going, please.

File ->Options ->Calendar-> Calendar Options
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& hesa Lma [

L -

_w Calendar options

30

oL

Fu ;-B‘ [C] Default reminders: |15 minutes
AR L

BemL 4

Allow attendees to propose new times for meetings

Use this response when proposing a new meeting time: ' Tentativelzl

Add holidays to the Calendar: Add Holidays...

Change the permissions for viewing Free/Busy information: [ Free/Busy Options... ]

|:| Enable an alternate calendar
English Gregaorian

When sending meeting requests outside of your organization, use the iCalendar format

|:| Show bell icon on the calendar for appointments and meetings with reminders

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.1. Apply and manipulate Outlook program options: Set Calendar Options
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Calendar: Display Options
3. Try it: Review the Display Options
The Calendar Options are still selected.
Go to the Display Options.

uary

What Do You See, Now? The options are:
Default calendar color
Date Navigator font

You can also select the following:

Show Click to Add prompts in calendar
Show the week numbers

Show free appointments in Schedule View

Automatically switch from vertical layout to
schedule view when there are many
calendars

Automatically switch from schedule view to
layout view when there is only one calendar.

Keep going...

File ->Options ->Calendar->Display Options
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Display options

°ja Default calendar color: E

|:| Use this color on all calendars
Date Mavigator font:

[ Font... ] |8 pt. Segoe UL

Show Click to Add prompts in calendar

|:| Show week numbers in the month view and in the Date Mavigator

|:| When in Schedule View, show free appointments

L Automatically switch from vertical layout to schedule view
when the number of displayed calendars is greater than or 5

equal to:

Automatically switch from schedule view to vertical layout

when the number of displayed calendars is fewer than or

equal to:

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.3. Manipulate the Calendar pane: Change the Calendar Color
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E 7.
o::° File ->Options ->Tasks
E EJ N e - 4
H H B icae  tend/Beeve  Polge Ve o
Rewg_w the Task Options FOE X 2D a 7 & T v LN s
4. Try it: Review the Task Options g e i, RSN ot &SN I T S i o SR DT
Select the Tasks category. TR bon i S i  F PR s o i ..,
What Do You See? The Task Options o T — e — v -
format Reminders and Work hours. o !
EE:::: el NewDesgm W ‘
Outlook will update the Task List when the ‘:"_:,',‘._ .
assigned Tasks are changed. o it v
B Ovives \
Outlook will also send s Status Report when ’;;“::"
you Complete an aSSIQned Task. :;:.....m Y |:| 5et reminders on tasks with due dates
- Trang & ‘EI

What Else Do You See? You can edit the
color for Overdue and Completed Tasks.

Keep going...
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Default reminder time: | 6:00 AM u =1

Eeep my task list updated with copies of tasks [ assign to other people
Send status report when [ complete an assigned task

Dwerdue task color:

Completed task color E
Set Quick Click flag: Quick Click...

- FVIF BN )

Work hours

J‘J Task working hours per day: _
Task working hours per week: _

!!
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o::° File ->Options ->Notes and Journal
E I .-
Review the Notes Options BEM - oo o e n
: 5. Try it: Review the Notes Options - | /* o Iy e e {_&m_ FpR—
The Outlook Options are still open. g i 1| e
Select Notes and Journal. * T sy sason i v
A 0w
What Do You See? The Notes O s
options are very simple: color, size et
and font. e . A )
:U::.ﬂ- | (hange the weitnge for Mobes aed the loursal
By default, the Note shows the date Boum s
and time that the Note was changed. E:;ﬂm i -
i o
Keep going... S s
B Bl S et | oo
] Lupen, '
Motes options
| Default color: || =
A3add [
4 &
Default size: I:I Medium | -

| Font.. | [11pt. calibri

Show date and time that the Mote was last modified
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Lo

Ta
o,,:° File ->Options ->Notes and Journal
Review the Journal Options = =" ™ = T
6. Try it: Review the Journal Options R ,?E I B e ... M LT
The Outlook Options are still open. T e e | e
The Notes and Journal are selected. # Tonsner ! F]
. - ] Erdeia [ 1
Click on Journal Options. 2 B . o a W il
13 Bkt ot ) | e Ty Tobing A0t Ty o T
What Do You See? We found the Journal =~ == ek Cpins P E
Options in the previous lesson. You can i [ P .
set the Journal to automatically record i Mo 1 Wi st bbbt
messages, meetings, tasks and time e -
spent on Microsoft Office files. i ot
3 amsee Peidm el I
i fuggennd (onatal
Keep going...one more Outlook Option. il Journal
ﬁ Automatically record these items; For these contacts:
[ E-mail Message [C] Alex Weddon
[7] Meeting cancellation [] Beth Munson
Meeting request |:| Bonnie Bondy
|:| Meeting response Connie Walters
|:| Task reguest |:| Craig Munson
Also record files from; Double-didking a journal entry:
i FPRE _
= Microsoft Office Access (@ Opens the journal entry
Microsoft Office Excel — )
Microsoft PowerPoint LTEE e ae DL
Microsoft Visio the journal entry
Microsoft Word
Autoarchive Journal Enfries. ..
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o,,:° File ->Options ->Language
E o w G NN T T e - Teother = Ukoptoh oot TR RN I G S = )] 7
Review Language Options T T e e e WY, I e T
Microsoft Outlook can have more than one [ e £, | S, S Roime  Sumter [ L &1 Gompee: @aseton =
Language for editing, dictionaries, grammar ~ ““. * S e A s o Meberotiprefl oY
check and sorting. * oore P
) —. v
ol R ‘ S . 4t the Ofice Language Preferences ,
7. Try it: Review the Language Options e S )
The Outlook Options are still open. Joww  Choose Ediing Languages
Go to the Language Optlons. 2:7... Add additional languages to edit your documents. The editing languages set
‘_‘::"’ language-specific features, including dictionaries, grammar checking, and sorting
What Do You See? You can Add additional :m Editing Language Keyboard Layout  Proofing (Spelling, Gram
editing languages. You can also choose S g Languag 2 y g >peling,
which language is your primary editing i | Emglish (U.5.) =default> Enabled v Installed Remove
language for the buttons, tabs and Help. R
Set as Default
OK, that completes this review of the Outlook < | m | b
Options. Let's work with the Calendars.
[Add additional editing languages] [~] Add
Choose Display and Help Languages
Set the language priority order for the buttons, tabs and Help(i)
2, | Display Language Help Language
e |1, Match Microsoft Windows <de E 1. Match Display Language =d [Z]
2. English 2. English
- -
a4 | m | b 4 m | b

Set as Default | Set as Default :
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Create Another Calendar
Microsoft Outlook can have more than
one Calendar for recording your activities
and meetings. For example, each room or
resource in the office can have a
Calendar.

uary

1. Try it: Create Another Calendar
The Outlook Calendar is selected.
Go to Home ->Manage Calendars
Click on Open Calendar.

Select: Create New Blank Calendar.

Keep going...

Home ->Manage Calendars->Open Calendar ->Create New Blank Calendar

= @

- ———— T - —
== N = L (5 \ .
.l S - = = vy <
How New  Wew Day  Walt Week Morth Schedule | Opes
Appatmart Metting Bem: - ay e . ww  Calersdar
ew o T asarnge gy— shane
' :

«  Fenegz "

e fuwe Mot ‘.
125

s e739mn

HUMNNUS

e HMS

»nam» il

@ trane

R

B Omamy

2 Set Rews

) Detetied Newes 1

) Cabenctar

Ad Contacts

W eura

- rh e

[
Nt

£ B35 Poac
o Sempw Meiiaget B
P Search foncen -

AJ Sepprites (omtaty
pres = 1_,-:| @
E-mail Share  Publish
Calendar Calendar Online =
a |_ o Share
From Internet...
- FVIE & ] La :
> | Ml 4 f 4
s "' Create Mew Blank Calendar...
ﬁ Dpen Shared Calendar...
.. ] Tiesday 29 ﬂ{dnesdap
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o::° Home ->Manage Calendars ->Create New Blank Calendar

E O Rl " e 2
Create a New Folder e ARl =

: 2. Try it: Select a Place for the Calendar . 2 ..f il pombmfonel]| = = e

The new Calendar is a folder. You will be I o =
prompted to choose where you would like to s ronwmi| Create New FDld'i'%r-
place your new Calendar Folder. % 3 1 2 —
UM e Hame:
s enun
Enter a Name: Conference Room #@ws il | Conference Room
Select a Place: The Calendar Folder. — _
Click OK. S Folder contains:
j:‘... [Ealendar Items v]
Keep going... |
;:.m Select where to place the folder:
o 4 B0 Teacher -
R [ Inbox
£ B55 Feecn

@ Drafts
E Sent ltermns
» (ol Deleted Items (1)
7 Calendar|
[85 Contacts
@ Journal
U@ Junk E-mail

a=l 1 inkadin

m

432
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E Tag
Ong . Microsoft Outlook->Calendar
Find The New Calendar CGw T e @ T T B T Q 2
:1 3. What Do You See? The new O i et | e [t st 9 e e | e R
Conference Room Calendar will be T B e riimr s [ o e e [ et e
placed under the primary Calendar. | S C s Febrany 2 March 03,2002
se 7w amn L EL m e FL 1 room 1
In the example on this page, the ENhnnus
Conference Room Calendar is a e B
different color than the default blue of P J
the Outlook Calendar. el
i Dt g
) o e
. "w' Derbriiod Mrems 17
Keep going... T3 Coercar o=
%“ﬁuﬁ- L3
Ad Cositite 10 |
1A v
i 8
=) Hotm
i Db 13p= i
[ B P
g L
Frp T —— 1=
B Septites Dmnm 4 Teacher
T 28
S [ 5] Inbox
3%
L7 Drafts
- |2} sent ftems
5™ I {a] Deleted ltems (1
oo ¥ - A e ir. I @ S
s 4 3 calendar
ﬁ Conference Room
83 Contacts
@ Journal
L@ Junk E-mail
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Publish a Calendar Online
In a big company you can Share your
Calendar with the other people on your
Microsoft Exchange or SharePoint
Server.

=
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In a little company, you can use
Publish Online to share a Calendar if
you do not have a Exchange or
SharePoint Server.

1. Try it: Publish a Calendar Online
The Outlook Calendar is still open.
Go to Home ->Share ->Publish
Online.

Select: Publish to Office.com...

Keep going...

Home ->Share ->Publish Online

% i 1
= = Gl ¢ B Fadd % '.'-ﬂ
--.'—-'_.,5;——,;7.!?@1-;4- =1 1 reeece
| i-i-] 1 ], | [oime] (o PES | @] - i prr——
(Tr. Hes  Bew  Tedsy Hed?  Duy  Weok | Werk | Donth Schedule  Opan [ Puklnh
Bppeemtmprdt Uig g Bem) "l Wers # Vi Candar Carade Clirag +
mre e -3 dnwngr v Mafuage Cabtrelad H" TR Sp—
Prlsay 202 1 Fublinn pos iiensu is Offcetembs |
Suie e mas | 4 February 26 - March 03, 2012 gt T
1+r::|:|l|l M et A T 1 Wesemidey | ey
1T H B & s
M HTDMNA
EELF F RIEIN ] g
Pyl TR
# Tomited o
L] b
w Cees g
- Tt mema
Tl Eesbebed Mo 111
a.‘f‘-
7] Cabmredar
L prgvalr Bagem
A Condsch o=
s
L e s T
M Ll n
] M
= T = pe
&5 m Feedh
il Famplr R g
D Samech Feddars 1=
A Jusggered Cendsdl
Tasin " .
’3......... 4 Find a Contact -~
0
' [} Address Book
e Publish | Calendar
Online =| Permissions
P
33 a3 k- Oy O Publish to Office.com...
b Publish your calendar to Office.com to
share your calendar on the internet.
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Identify Yourself: Log In

with a Windows Live ID

2, Try it: Login with a Windows Live ID
You need to identify yourself when you
publish a Calendar online. Microsoft
Office.com prefers that you log in with a
Windows Live passport.

What Do You See? You can create a new
Windows Live passport if you wish. This
account is free and only takes a few minutes
to setup.

Keep going...

Home ->Share ->Publish Online

T @® s

N Wew Mew  Todsy Wed?  Day  Work | Wesk |Month Sowade  Open Cmad

sppomtmee \eeeg Rew: -

. Pebosary X002 L3

* T

Nea
<
Sulte Tuwe ™ # S
A.2.D 4
$ 478 %01
PUDMBBD®
weNnULDMS
snn>» il

aite
) s

o Cvams

_ Tent Bews
S Deteted Rewe 111

Cardraree Rrom

A Cantacty
[ —

@ Aok Lt

W

Neidey

S Oumnee

£ mS3 Peots

< ample Meitapn
£ Seman Posdem

A Suggented Contacts
2 Testn

& Ty

Fie- FYIF BN 10

Roms 2

(4] Wers - View  Calendar - Cabender

£7 Windows Live

£7 Windows Live

Windows Live ID:

Password:

Can't access your account?
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Edit the Publication Options
3. Try it: Edit the Publication Options
You can edit the Time Span, Detail and
Permissions if you wish.

uary

The Detail options are:

Availability Only (Free, Busy, Out of
Office)

Limited Details (Availability and Subject )
Full Details (Availability and all of the
data)

The Permissions are:
Only invited users can subscribe
Anyone can subscribe

Click OK. Keep going...

Exam 77-884: Microsoft Outlook 2010

Home ->Share ->Publish Online

% Publishing:

Time Span:

Detail:

%_) Permissions:

Advanced...

5. Managing Calendar Objects
5.3. Manipulate the Calendar pane: Publish a Calendar Online
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Teacher Calendar

Whole calendar

Full details

Indudes the availability and full details of
calendar items (calendar attachments will not be
published)

-

i@ Only invited users can subscribe to this calendar

(7 Anyone can subscribe to this calendar
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Share an Internet Calendar
4. Try it: Share an Internet Calendar
When you publish your Calendar to the

Internet, you will be prompted to Share it.

Select "Yes", a new E-mail message will
open with the Subject Line: Internet
Calendar.

Enter a Recipient: Choose an E-mail
address for one of your Contacts.

Home ->Share ->Publish Online

Click Send. Keep going...

My Calendar is now online]
Cheers,
Glen

Charlotte's Website
Glen Ghek
Technical Suppon

" - k]
S 9 o exches b5 S 4
i Shane Insert Options Format Text e & ﬂ
e s v am 533 ' - 5
. N CabbriBodi-[11 - A A" | IZ-|=- & :nﬂ g Fl ‘;? ¥ Follow Up _‘
—_ y o — ¥ Hegh Inpariance
Papie B I L - EE W P Addregs Check | Aladh Abach Signatuse 'aom
. - J u ﬁ = Eook  Hames File  Hem = - § Low Impantance
Chpbokd B it Tt i Phamey dude Tage % | Ioem
To.. | |cheth@commams com;
% | Subject | Testher_Cabendar - Inf enel Calendar
Send
Tras i _Cabrredas
h" Internet Calendar
weetrabeficalemdass. office. micros ol compubalsiorsge ) phayz 5 24897, Teacher_Calendaaics
This cabenadar is shaned with restricbed permisssons. To subscribe 1o this calendas, you need to ensoll the e-madl address 1o which this e-mail
message vt sent with & Windaows Lve 107 socount
|
L

(810 555-3211

i To... | ebeth@commalms. com;

= Subject:

E Elirabetin

|Teacher_CaIer1dar -Internet Calendar

Send

Teacher_Calendar

1 Internet Calendar

webcals://calendars. office.microsoft.com/pubcalstorage/tzjphmy

This calendar is shared with restricted permissions. To subscribe

message was sent with a Windows Live ID™ account.
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Add an Internet Calendar

and Subscribe to Updates
5. Try it: Add an Internet Calendar
Say you are invited to share an
Internet Calendar. You should receive
an E-mail asking you to Subscribe to
this Calendar.
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This connection, like E-mail, requires
Internet Access. When you click Yes,
Outlook will go online and subscribe to
the Calendar link in this invitation.

Keep going...

Memo to Self: Calendars are private.
calendars.office.microsoft.com is a
public web site. The Computer Mama
strongly recommends that you mark
your personal appointments Private!

Outlook Inbox ->Subscribe to this Calendar

S

U | "~ Elizabeth_the_Computer Mama_Calendar -

sannge By Dote K amveriamend

4| Subscribe to this Calendar

o St Rews
"a) Deteted Rewns (1)
4 3 Coender
Cenfererace Boom
Ad Contaets
P

4 Todey

& Dzatety_tre_Compuater Mams_Cander - Internet (xend
Ozatemn, e Computsr Vams

Elizabeth, the Computer Mama <ebeth@comm
© Click above to open this calendar.

Fri3/2/20121:31 PM

teacher @commalms.com

Elizabeth_the_Computer_Mama_Calendar
Internet Calendar

o Moy
AP 3 Mow e you e ¢°

L rache

A iraedn

] Motes

3 Ovisen

£ w55 Peetn

- Sampie Meruagen

£ Sescn Fosdens .

- Add Ehn Satermet Catendar to Outhook and | %
wpdates® =3
2 Tess -

Sent:
4 Sundey To
4 New efender mager N

Ad Suppened Contacts

ralmy 3 e e e o com B webcals://calendars.office.microsoft.com/pubcalstorag
S RANMINbet P Compter Mama Co
- To corfigure S Catender, dck Advarced “
-

‘ et Microsoft Outlook ‘ u
B o B st R sy | Add this Internet Calendar to Outlook and subscribe to
KD e S Mapatedt Tesm beetrg 1 updates?
_JJ ‘“',"f" Team Vetng | |
) uxu‘tu Toam Atopting I

12usdo-| @ prasinalRO https: /fcalendars. office . microsoft. compubcalstorage f68omy

e r7z578255Elizabeth_the_Computer_Mama_Calendar.ics

To configure this Calendar, dick Advanced.

|

| Lt |

Yes
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Show a Calendar Group
6. Try it: Show or Hide Calendars

Three Calendars are open In the example on this

page: My Calendar, the Conference Room and
the Shared Calendar. Each Calendar has a
different color. The Calendars can be arranged
differently as well: Day, Week, or Month view.

Try This, Too: Use the Navigation Pane
Go to View->Layout->Navigation Pane.
Click on Normal.

The Navigation Pane should open on the left
side.

What Do You See? Each Calendar is listed.

My Calendars are the folders in my Outlook file.

The Shared Calendar is online. It is the one we
just subscribed.

You can Show or Hide the Calendars with the
check mark if you wish.

Keep going...

View->Layout->Navigation Pane->Normal

- \ X = p— —
- ] -
ow Mew  Todsy Nedt]  Day  Work | Wesk  Month Schedk
Appoetmart Mettng - Rews [ e . .

¢« fteormgmz o ¢
Tele TeWe ™ B te
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4 February 2012 3
SuMo TuWe Th Fr Sa
1 2 3 4

5 6 7 &8 9 10 11

12 13 14 15 16 17 15
19 20 21 22 23 24 25

26 27 28 29 1] 2] 3

i3w. 4] My Calendars
Bems 2
Calendar
Conference Room
L Shared Calendars
Elizabeth, the Computer Mam
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Create a Calendar Group

Say you work with several Calendars all of
the time. You can create a Calendar Group
that saves your layout.

7. Try it: Create a Calendar Group
Three Calendars are open.

Go to Home ->Manage Calendars.
Click on: Calendar Groups.

What Do You See? You can Create a New
Calendar Group. You can also Save the
current Calendars as a Calendar Group.

Select: Save as New Calendar Group.
You will be prompted to name the Group.
Type: My Calendar Group.

Click OK.

Keep going...

Home ->Manage Calendars ->Calendar Groups

)% il ke
Home fend  Reiene LTS Lo S
. - e — " p— v p—
m R EsmEEEEE 3 | - B
% 3| S - i - v () Aeerers Boct
e b e Today MNea? (= Wert Wk Month Schedule Open  Colende t mad Shase  Pubieh
appomtment \Meeteg - Remi - [ werk Ve Cwendar - Grvegn = Cabender Cabrmder Oming ©
T drvwnge v Marage Coeste New k [
« Peveaynz p ¢ s i «
Sudte fuwe ™ v S0 ¢ » February 26 - March 03, 2012 e »
1 y . e ot P vt G v
s e28 %M1 Coonde X 4 Taves The (urv ey Srplaprd (shendar o6 8 e Computer Moms X
. B S —— aew (ondr Greup e amgamen fose. [ .
NOMDBRDS e W 8 » ® » 1 2 3 !
DR R -
xnm» iy i

-
Create New Calendar Group

My Calendar Group

Type a name for the new calendar group
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Manage C
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Calendar
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E-mail Share Publish Calendar

roups *|| Calendar Calendar Online *~ Permissions

Create Mew Calendar Group

Create a new calendar group in the
Mavigation Pane.

Save as New Calendar Group

Saves the currently displayed calendars as a

new calendar group in the Mavigation Pane.
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: This lesson provided a look behind the i T February 26 - March 03, 2012 . ~
scenes in Outlook. We reviewed the 3% w1284 - R —— R —— v
General options for Outlook as well as R e e m o m B
options for Mail, Calendars, Tasks, ApwmalEs - §
Notes, the Journal and Language. e w= 3
The lesson also demonstrated how to g : E E
customize E-mail with Themes and ) By o Goret e I: |=
Signatures. We used the Backstage to 9 G
automatically respond to E-mails. — ‘ . . o I 5
' Subject: |Hc|w do you like it?
You done real good. . I
You get the cookies. Here is an example of the new Theme.
Charlotte’s Website
" Glen Glick
Technical Support
508 {810} 555-3211
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Test Yourself

1. Options are found in the File Menu.

a. True

b. False

Tip: Complete Guide to Outlook, page 255

2. Which of the following are defaults available
for the format of E-mail?

(Give all correct answers.)

a. HTML

b. Rich Text

c. Plain Text

d. Word document

Tip: Complete Guide to Outlook, page 258

3. Which is true about Spell Checking?

(Give all correct answers.)

a. By default, Outlook checks spelling in an E-
mail

b. Outlook does not check spelling of an original
message when forwarded

Tip: Complete Guide to Outlook, page 259
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4. Which can be included in an e-mail signature?
(Give all correct answers.)

a. Bold text

b. An Outlook Business Card

c. A picture

d. A website

Tip: Complete Guide to Outlook, page 260-261

5. Which are options when replying to or
forwarding an e-mail? (Give all correct answers.)
a. Include original text

b. Include and indent original text

c. Do not include original text (reply only)

Tip: Complete Guide to Outlook, page 266

6. Outlook automatically saves unsent e-mails in
the Drafts folder after 15 minutes.

a. True

b. False

Tip: Complete Guide to Outlook, page 267

7. Which is true about Work Time? (Give all
correct answers.)

a. The default hours are from 9 am to 5 pm
b. The default work week is Monday through
Friday

c. The Work Time is editable in the Outlook
Calendar Options

Tip: Complete Guide to Outlook, page 271
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Test Yourself

8. What are the Notes options? (Give all
correct answers.)

a. Color

b. Size

c. Font

Tip: Complete Guide to Outlook, page 275

9. You can have more than one Outlook
Calendar.

a. True

b. False

Tip: Complete Guide to Outlook, page 278

10. Which is an option for publishing a
Calendar? (Give all correct answers.)

a. Microsoft Exchange Server

b. SharePoint Server

c. Office.com

Tip: Complete Guide to Outlook, page 281
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Application Question: Which of the
options discussed do you think you would
be most likely to customize? Explain.

Look on top of the truck. While everyone is
busy setting up the booths...
someone is just watching!
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) Outlook: In Print
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Microsoft Outlook Objectives
In this lesson, you will learn how to:

1. Print Messages and Attachments
2. Print Multiple Messages at the same time

Weekly Agenda Sty i Eage Sebp-;
Weekly Calendar 51
Define Styles..

Manthly Style il ~ \<
>
Page range

@ al
(7 Pages:

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

for the Calendar print outs

5. Print Tasks and Task Lists;

6. Print Contacts and Contact Lists

7. Print Notes in Table and Memo Styles

L

Print range

start: | Mon 3/5/2012
© 2012 Comma Productions, LLC
End:  |Fri 3/9/2012

[ Hide details of private appointments
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[: ) Lesson 10: Outlook in Print

1. Readings Menu Maps
Read Lesson 10 in the Microsoft Outlook = the Backst - File->Print
guide, page 295-314. rom the Backstage: File->Prin

1. Print E-mail Messages, page 295

2. E-Mail Print Settings: Table Style, page 296

3. Print Attachments, page 298

4. Print Calendars, page 300

5. Calendar Print Settings , page 301
Downloads 6. Edit the Calendar Page Setup, page 303

7

8

9

1

Project
Practice and review the Print options.

There are no downloads for this lesson. . Print Appointment Details, page 307
. Print Tasks, page 308

. Print Contact Records, page 310

0. Print Notes, page 312

2. Practice
There is Practice Activity for this lesson

3. Assessment
Review the Test questions on page 315.
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@ Outlook: In Print

When computers were invented people thought that computers would reduce the amount of paper that it takes to run a business.
Everyone talked about the "paperless office," so...are we there, yet? Maybe, maybe not. There are still many things that are

easier to proof and review in hard copy. This lesson looks at the Print Options for Microsoft Outlook. Each object- Messages,
Calendar, Tasks, Notes and Contacts.

Start -> All Programs ->Microsoft Office-> Microsoft Office Outlook 2010
A [ITEFRE FI ] - Tetds  vem

Rawe ks
o [

ke w6 e e e e e [
S - o s
11 : e
N Opimes Sattingn
L
. Tobse
Bl

From: Microsoft [mailto: Microsoft@e-mail.microsoft.com]
Sent: Friday, December 30, 2011 4:57 PM

To: ebeth@commaproject. com

Subject: Alert - Microsoft Releases Security Bulletin

Dear Customer,

Today, Microsoft released an update to protect customers
against an industry-wide issue described in this Security
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Before You Begin

This lesson demonstrates how to print
Messages, Calendars, Tasks, Contacts,
Notes and Journal Entries. Therefore, you
need an example of each Outlook item if
you wish to practice the steps.

Memo to Self: You may notice that each
printer has its own set of features and
benefits. It is not necessary that your
printer MATCH the ones in this book.

Microsoft Outlook Inbox

b e endResee Fonser  View &
v b algrere x \ A Bientng o Ty 2} Sempie Viersagn " . ,"4 dVUrvead/ Bend ¢ 1
’ £ Gean Vo = o & 10 Mansger 24 Tewm Laoas - - 5 Cotegorne « (U Adiens Bome
nen Duiwte  Raply Raply Porwasd B . " Mowe Bules Orabiote SensBrirwe
S e | A oy ~ CM o/ Cene & Resy & Dsete e - Vremmts:  Vralastc e toden
Yore Datete Feprad Quech Deps . LT e (] Send Trirve
‘
it Z . $W: Alert - Microsoft Releases Security Bulleti .
e - - -
& Dy Amonge B Oute Kemvensbond Hemest on 100 * CommaP «commap@commaproject.com » 3
23 Semt Bews 4 fasazen - Wed 1AT01LE 159 M E
5 Debeted Mewes 0 -y " T S
3 Guncan B - =
#7) Calencne ol .
% Conteronce Roon From: Mucrooht [mala Mo isafiSe mal.owssof.com) i
3 Ehsbem s Burnen Cars - Sent: Fraday, December 30, 2011 4:57 P
g Ot e o Vo eheMacmrnagrainit (an
3 e 3 Glen Chch M Subjoct: Alrt Mcrcach Releases Securty Dulenn
& ok L -
A Ustetn
- Wiy ¢ O Dear Customer,
SR ) D6 you hawe Seme 50 unch?
£ F55 Poec o, Today. MCrosoft released an updene 10 roeCT CUSTOMers
o Semp Meiiage APt an Ndustry wide ssue descrbed n ths Seouty

3 Vame for nncn

. Advtiory, The good news & that f you have sutometc

updating enabied, which maeat customen 32, you wil not

& TN Fod eptaces Testhaia s

) Wiliing 3 NEW NOW NEW et

3 NEW NDW AW Emad update
vo recommendat:

" YOur COMputer & NOL wulneradle uniess yo
Web server from .

3 Men who Bk vapereian

From: Microsoft [mailtdEMErosbft@é-mail.microsoft.com]
Sent: Friday, December 30, 2011 4:57 PM

To: ebeth@commaproject.com
Subject: Alert - Microsoft Releases Security Bulletin

Dear Customer,

Today, Microsoft released an update to proErC s
against an industry-wide issue described in this Security

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.4. Manage automatic message content
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File ->Print

{7 B
m et el Batieint Fasaei Wira

Tl Ser 2t

Print E-mail Messages

e —
PAIRELR SR e 2

s u s

B bt el Smmmes Lk e

L]

iy M A B S 1 [N [P S B T il d SRRt Rty

e ¢ sy, e e v o e et o ke re
TR I SRS T e e T e R | STHS R
.

o g e g = e Y Pt =gy T e

Let's begin with how to print a message. " o | e
These lessons will focus on the options i :*:' e e i e
that are available in Microsoft Outlook. P
S Prirter E:_,

.r:'_.- " Carecn Itk MR Prntar P Mo
1. Try it: Print a message ol ST
Select any message in the Inbox. e gPont Cptams e R—
Go to File->Print. ; - otinga e

) . Tbde Sevie
What Do You See? Outlook will preview B e ===
the message on the right side. -
There are two Print Settings: Printer
Table Style
Memo Style. .7 Canon Inkjet MPG0O0 Printer
The example on this page is Memo Style. 2D Ready
Keep going...
P'rint Options
Settings
Table Style
% Memo Style

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Messages
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File ->Print-> Print Settings-> Table Style

m L e W Gt T . .. oot

Print Settings: Table Style - M

|l Ser s

2. Try it: Review the Print Options 3 oy e
The Inbox is selected. " :"' iy i s e b
Go to File ->Print-> Settings
Select a Setting: Table Style. D
5 K Caarsom ket W00 Prnger
What Do You See? The Table Style s 4P Cptans
o Gpmen Lattinga

prints a list of the messages. The
messages are sorted and grouped as they
appear in the Outlook Inbox.

If you click Print, the Table Style will be
sent to your printer. Keep going...
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i Cma Do Scrasted Tese Hersng
o LR Riagrad Tiam bisng
A Lokdy RiAal Tl bisetng
T Pleabeh i RIATHD s LG
Db Lt Wiy
Nasrhas Dt ota 1 oty wma

B2 T e P B

|0 |o]From
Date: Last Week

Subject

Card

b=d Teacher How do you like i?
b= Elizabeth, th.. MNew eReaderImag
Date: Twio Weeks Ago

b=d Elizabeth, th.. Hizabeth the_Computer_Mama_Calendar -«

iy
-
-
£ 5 -
M oty i

F

=4 ¥ Elizabeth, th.. Website 1: Mew De
=4 ¢ Elizabeth, th.., Find i, FIx it
Date: Three Weeks Ago

signs

Team Meeting
Team Meeting

l=d & Teacher
=] # Teacher

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Messages

i  Clair Dickson NewTime Proposec: Team Meeting
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Review the Print Options
3. Try it: Review the Print Options
Go to File ->Print-> Print Options.

uary

What Do You See? The Print Dialog window
will open. Your printer should be named at
the top. Look below the name, the Print style
lets you edit the Page Setup and Define
Styles.

You can edit the Copies as well:
Number of Pages
Number of Copies

What Else Do You See? There is a little

Print Option in the bottom left corner. You
can check to Print attached files if you wish.

If you click Print, the message and the
attachments will print.

Keep going...

Memo to Self: The attachments will print to
the default printer, only.

File ->Print-> Print Options-> Print Attached Files

Proter
T v 7 . " Prt A e
— -1 J e
i e S Caran Inkget MPO00 Primter P ——
H I o r::‘ Cancr Lbget VPR Srrte
3t m ”,:.. et e 3
Print style Copies
Mumber of pages: -
Table Style foge Sehy Pag m
— Mumber of copies: | 1 =
= Memo Style :
= Define Styles.. [ collate copies
o
i
Page range
i@ Al

i) Pages:

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

Print options

Print attached files, Attachments will print to the
default printer only.

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Attachments
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Attachment Tools ->Attachment->Actions-> Quick Print

umm

b Saihestel g 0 8

View

Select Copy

Print: Attachments — “‘LA e = m—
There is another way to print attachments. E i m‘ﬂ “?_E_ ,,..“i L
Here are the steps. A TR |1 e g
”:"__ ) B Stickyhotesd.gif
4. Try it: Print an Attachment 2 b Siihiia i | [l
Go to the Inbox. £ e e st -
rmge the_Lompube_ i I nreitage aibbatint. g W B
Select any message with an attachment. “Doswss S AT =S
Click on the attachment. The Attachment | g e
Tools should be available. e S e—
B Umirits
ol Welr & T Tes. A
Go to Attachment Tools ->Attachment. -, B vmene s G i
Go to Actions->Quick Print. T e *
The attachment will be printed. ol -
o 4 Theer Bincis Ao
T 3 ey
Keep going...! ' ’ ey 3 ram i ’
‘ awh:lmu L rwws Feme Propoas Tees bismeg h
U rorw Fume Progeiaa Teus Uaesg
] l-cll:l'lr\d 'N-"fll““ﬂ
F] Acimsind Tres kerting
BNEIESS  Home Send / Receive Folder
SEFFNETTN) E @ ﬂ @t‘* x
Byms b
Open Quick Save Eave All Remove
Print As  Attachments Attachment

Actions

Al
Selection

Attachments

5
Sht-:uw

Message
Message

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Attachments
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File ->Print

Print: Lots of Messages
Say you needed to print a lot of E-mail

messages at once. You can select o poni o [t 5
multiple messages and print them at T . _ [re——— )
the same time. ) O Amanne by Cote Komerssiont Mot sa 188 “ 2 glizabeth, the Computer Mama <ebeth@comen v
) S | 4 tost Won e e a §
5. Try it: Print Multiple Messages S, ol D e e o
Go to the Inbox. 4 Comtat > e o
Select one message. e R MR *| e some P g ou can
Hold the Control key ( Ctrl) on your - ¢ i ehern
keyboard as you select a second, third R it LoV
and fourth message. The messages g T p
do not have be consecutive. A . enin  —
o Trewing FRopr— M
Go to File ->Print. = | Elizabeth_the_Computer_Mama_Calendar -
v Elizabeth, the Computer Mama
What Do You See? Each message S
that you selected will be displayed in N Ve e
the Print Preview. The messages will Weher
print one after the other. |4 New eReader Images
Elizabeth, the Computer Mama

Keep going...
wee: 4 Two Weeks Ago
4 Website 1: New Designs
Elizabeth, the Computer Mama
L~ Find it, FIx it
Elizabeth, the Computer Mama

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Multiple Messages
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Calendar Tools ->View-> Layout

uary

0% o
Print Calendars e e e = — BS—————————— : -9
A Calend be simple or d ted ©GQY E=m@Ed™™>™ o QD OEEE @ = &
Calendar can be simple or decorate Ounge view vt Doy || wees been scnooe B T eyt magution Rastng 00 Pogle | Aeminten Openimew o
with details. When you look at a Calendar ™ 77 ™ T e e e Il e == 1
on screen you can choose.to show or hide - B« b March05- 09,2012 — o Fle e )
the details, such as the Daily Task List or 3 O IS ey eEeay ¢ S 5 ey ey hos
the To-Do Bar. You can customize the 7 ol e
print out the same way. 4.3 Cone yom ‘ | [ | Bxpaswma
Conterence Rosm
Ad Contacts
- - BJL'
1. Try it: Change the Calendar View s
Select the Calendar. -
The Calendar Tools should be available. B s 10®
o Sampe Mesiages
A Search Fosgern 180
Go to Calendar Tools ->View-> Layout. R :
To-Do Bar: Normal ey 12
H H @ Imtorat Cabendan
Include the Date Navigator and Task List. S
o Tcateth, the Computer Mama
A Sewcn

OK. That's one way to view your Calendar Arrange By: Flag: Due Date

when you are working with it. How do you | Type a new task
want it to look when you print it out?

Task 5tatus Report: Website 1: Mew Designs

wes | 4 ¥ Today
Website 1: Mew Designs

Keep going...

Website 2: Budget Plans o

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Calendars
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e

File ->Print->Settings

Calendar Print Settings e —— g
One of the best features about Outlook is the = [ m
print options. Your Calendar can be printed to = 4 . cuvees ": e — - 2
fit the professional planner sizes. For . :::: ::' ::3 al) ™
example, many executives use a Cambridge e - ]' : -
Planner to organize their commitments and T m -
agendas. Another popular print out is the tri- = L.
fold size. . Sattings ! =
J Owsers ~ " ——
_ _ _ _ 0 oa 8 o — —————

2. Try it: Review the Print Settings Settings 1 |
The Calendar is selected. — 1 —_— ]
Go to File ->Print->Settings. — R

Daily Style — T == ——]
What Do You See? The Styles include:  — S
Daily Style = . :
Weekly Agenda Style Eg Weekly Agenda Style — 11 R
Weekly Calendar Style
Monthly Style
Tri-fold Style ‘ Weekly Calendar Style
Calendar Details Style
Memo Style =

| FEEEEH) Monthly Style

==
Keep going...

Ml ri-fold styte

= Calendar Details Style

S

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Calendars
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File ->Print->Print Options

Review the Print Options E e e e W o
3. Try it: Review the Print Options . o | ™
Go to File ->Print-> Print Options. T 'f T 3

What Do You See? The Print Dialog o e
window will open. Your printer should ~ fi s,
be named at the top. Look below the e UL
name, the Print style lets you edit the

Page Setup and Define Styles.

i

i Ceners
£

3
¥
*

Weekly Agenda Sty i M
Weekly Calendar SIH

Monthly Style

You can edit the Copies as well:

What Else Do You See? The Print
Range sets the Start and End dates
for your Calendar. The example on
this page shows one 5 day work week,
that starts with the day that was
selected. You can select other dates if
you wish.

BEmmEn !

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

Keep going...

Print range

Start: | Mon 3/5/2012 |
End: |Fri 3/9/2012 |
Hide details of private appointments

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Calendars
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File ->Print->Print Options->Page Setup

uary

()
Edit the Page Setup [ —
To the right of the Print Style you should . ; Priet
see the button for Page Setup. Thisisthe 4. :'
place to select what you would like to see o
on the Calendar print out. — e
™ R .
4. Try it: Edit the Page Setup e R
The Calendar is still selected. _
Go to File ->Print->Print Options. ~pog

The Print Dialog window will open.
Click on Page Setup.

£
B3 E3 [ B 6 m

@ Lot g o Segee 18 [
What Do You See? There are three tabs gl i e
of Page Setup Options: - o—— Sy "
Format s wes ot e % < >
Header/Footer a
Style name: |WEEH? Calendar Style Q\\
Keep going... N
Format | Faper | Header/Footer | \‘\c,\
. b
Preview: \
(= OO \\\
)
~

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Calendars
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Page Setup: Format
5. Try it: Edit the Page Format

uary

File ->Print->Print Options->Page Setup->Format

g
h‘ L Tavad | Batieant Fampes Wirw
L

Prisg

| Font...

| Font...

Go to the Format tab. ;s.,.,..._ : pap s AR s ———— T ——
What Do You See? The Options are: ogan
Arrange Days: Left to right e
Layout: 1 page/week S|
Tasks: No Tasks. e
Include: Notes area (blank or lined) —_
Print from: Start time each day
Print to: End time for each day E—
. e L Eaal..
What Else Do Yqu See? There is an Options T Fonts
option to Only Print Workdays. _
Arrange days: () Top to | Date headings
Look Again: You can also edit the @) Left to right |24 pt. Segoe UI
Fonts for the Date headings and intments
AppOintments. Layout: [1 page/week ‘] r:E:mSEgE:E I
. Tasks: Mo Tasks -
Keep going... 2 [ __ ] Shading
Indude: [ Notes area (blank)

Comma Training Page 304

[ Notes area {lined)
Print from;: n
Print to: 7:00PM ||
[ only Print Werkdays

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Calendars

Print using gray shading
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Page Setup: Paper
6. Try it: Edit the Paper Setup
Go to the Paper tab.

What Do You See? There are two

groups of Options: Paper and Page.

The Paper options include:
Type

Dimensions

Paper Source

Margins

The Page options include:
Size

Dimensions

Orientation

What Else Do You See? You can
choose a Paper and Page that
matches your Day-Timer or Franklin
Planner.

Keep going...

File ->Print->Print Options->Page Setup->Paper

-

v

m Hasir G | Bt Fadair
e

Prim

Sperdy how you weet the e o Be prnted snd

Dimensions:

Width: Height: | 11,00

Paper source:

| Paper Feed Suitch

)

Margins

Top: Left:
Bottom: Right:

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment

1.5. Print an Outlook item: Print Calendars

Comma Training Page 305

Page

Size:

1/8 sheet booklet
Day-Timer Senior Desk
Day-Timer Senior Pocket
Day-Timer Junior Desk
Day-Timer Junior Pocket
Day Runner Entrepreneur

(4
E

Dimensions:

Width: Height: | 11.00"

Orientation

@ Portrait

i) Landscape



S

uary

7. Try it: Edit the Header/Footer
Go to the Header/Footer tab.

e
What Do You See? The Header and opm
Footer have the same options. There | L
are three Text Boxes placed left, center —m——‘
and right on the page. -

[ 2
By default, the Footer has User Name,
Page number and the Date Printed. You
can edit the User Name and add the
name of your business or department.

Footer:

What Else Do You See? There is a |3 pt. Tahoma | —
check box you can select to Reverse e
the layout on even pages. [User Name]

Click OK to close the Page Setup.
If you click Print, the Calendar will print.

Comma Training Page 306

File ->Print->Print Options->Page Setup-> Header/Footer

"

Page Setup: Header/Footer "5' R ——

Print

o

S50 Ay how yTu want e 4o 12 be preted and

3 Sew Cavencar Thon g

[Page #]

[Date Printed]

[| reverse on even pages

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Calendars
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File ->Print->Settings-> Calendar Details Style

Print Appointment Details

uary

The preceding print layouts were visual: the o | e
Calendar is represented as days and weeks. B e 'f - ey e e e ] 8
For people who work well with lists, the »o o ——
Calendar Details Style can be useful. po — ol |
T w - S e
8. Try it: Print Appointment Details o B —3 i ey 24
The Calendar is selected. B Sattings T
Go to File ->Print->Settings. Do B oo " fm
Select a Setting: Calendar Details Style. — P o— —
What Do You See? The Calendar Details B o =3 -
will be shown in the Preview on the right side. B e Subject: Website 1: New Designs
The meetings and tasks are grouped by date. Start Date: Thursday, March 01, 2012
The Calendar Details includes the Subject, Due Date: Thursday, March 08, 2012
Start Date and Due Date, Status, Percent 1
Complete, Total and Actual Work as well as ————  Status: In Progress
the Owner and the Category. : Percent Complete: 50%
If you click Print, Outlook will print the .
appointment details. Done and Done. . Total Work: 0 hours
Actual Work: 0 hours
Owner: Elizabeth, the Computer Mama
Categories: Charlotte's Website

Exam 77-884: Microsoft Outlook 2010
5. Managing Calendar Objects
5.1. Create and manipulate appointments and events: Print Appointment Details
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Home ->Current View-> Simple List

uary

Print Tasks o ‘;( o % Yo Crmome 3 M Rl @ e
Tasks, like appointments and messages A AN e e e AR - IR I T | . o ] B W
. . ;":I*L IW::- ln:lh_ L] cremed B o -::-oldr‘m:l  Tpwet W Cunen Drvtisi gl | _— bt Dabagenze ¥
have two print options: the Task (Form - i e e el ey HIIT P 1
View) and the Task List. » teunn B e s o r3 S
;::: O E tommne = e prr . Junss Tuver T P e
S S B R —" 13
1. Try it: Change the Task View € i et
4 CMagareti Pt (108 e i ®H DD M
Select the Tasks- tqq}g(:u;ﬂuw‘m_ Eﬂ" T 1o i Tt Aasart oenady 1T i V 7 N N 3w N
The Home Ribbon should have the i e P e L [
options for managing Tasks. 2 Ik 2 13 0 et S o ———
u::‘“ ér B Chusidis o indn Tea 132 :~:;: -.'.1:;«: Deaft Cop ) # ¥ e ue
Go to Home ->Current View ;wm s W Charkds ekade Thea 325042 eEts & Busdget P b 1nl.l:ﬂnlmf-". Ll il L
. LZ) FE5 Perch @ Faday
Select: Simple List. S v wearl:iraonges WP
3 Semartad et o e
i Taei Wabatn T Budget M | &%
What Do You See? In the example on = 2N Tt
. # et prut Clamdan Wbk Do Copy = WY
this page the Tasks are grouped by e Webr ket~ & WY
Category and sorted by Date. T ety ot
Keep going... 4 (ategories: [nong) (1 item)
el Mone Task Status Report: Website 1: New Desi... ¥ |

Eam ﬁ [0 B Charlotte's Website Maon 2/20/2012 Website 1: New Designs "f
= gj [T B Charlotte's Website Thu 3/29/2012 Website 4: Proof and Upload \..
ﬁ [T B Charlotte's Website Thu 3/22/2012 Website 3: Draft Copy \
ﬁ [T B Charlotte’s Website Thu 3/15/2012 Website 2: Budget Plans '\‘

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.3. Arrange the Content Pane: Show or Hide Fields in a List View
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@ File ->Print->Settings

Print the Task List B e e e

2. Try it: Print the Tasks o

The Tasks are still selected. i ] R s ettt
Go to File ->Print->Settings. B
What Do You See? There are two settings. s " s

el D s 3
5 1 Cvtsen ‘;'m;x
ettings 0 e
| R
Table Style s
% Mermo Style
-—--Original Task-—--

The Table Style prints the Task list as it looks in Subject: Website 1: New Designs
Outlook including the color Categories. Priority: Normal

The Memo Style prints each Task with all of the Start date: Thu 3/1/2012
details including Subject, Priority, Dates, Status Due date: Thu 3/8/2012

and Work. The name of the person who
requested this Task is also listed.

If you click Print, Outlook will print the Task List.

Requested by: Teacher

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Tasks
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The photo shoot at the Yum rum

This is » sample assigment

Status: In Progress
% Complete: 50%
Actual work: 0 hours



Home ->Current View-> Business Card

uary

3% i 0
1 E rome  Tend Beee Fole Vew &
Print a Contact Record ?J 2 @ X5%NEEN o 2 g, ] @i B i
There are the same options for Contacts. = ©. . = . .. = ¢ = f:: || . 2 o33 e oot Y Fomemt (U] A Bt
. . . - ¥ - Pt &) Prwate
You can print a Memo Style or a List B | b e Y Rt st ot i 1
View. “ s ey Pla-w BB
) o
,4:; Eaasen | [ G |
1. Try it: Change the Contacts View 2 oua ey N 3 e |
Select the Contacts. Bpotemas B b | N
The Home Ribbon should have the i f— PR e
options for managing Contacts. (@ kLt e —| e
o r— — 1
Go to Home ->Current View. " b Pyt - l
Select: Business Card. - i bt lod bl
A Segprites (omury
o ek
What Do You See? This View shows the _;':" J
Contact name, title, company, address, © Debeanens e — | [S— ‘
phone and E-mail. am‘-w"- ST — OUP. ;
Keep going... Elizabeth Glick, Glen
Elizabeth Mr. Glen Glick
The Computer Mama Charlotte’s Website &
Technical Support /
Comma Productions, LLC Training
123 E. M36 Pinckney, Ml 48169 o ] P
[ {810 555-1212 Cell {810} 231-5555 Cell g
teacher@commalms.com “-(9’, o’
ebeth@commalms.com 123 Main Street :.#‘A/,
wwwv.commail0.com Erighton, MI 48116 ;‘/’ .,’
\‘J
R
- ",x'
Exam 77-884: Microsoft Outlook 2010

1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Multiple Contact Records
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@ File ->Print-> Settings

Print Lots of Contacts =
There are some Settings that make it

3
- 5500 #y Pow yTU w It e 4o 12 be preted nd

easy to print your multiple Contacts as a m o R
small booklet or phone directory. e o b
. . . o b :\_ ‘M.T.my- Iriget MO0 Proeer .
2, Try it: Print Multiple Contact —_ : o
Records et i PR
The Contact folder is still selected. - G
Go to File ->Print-> Settings. - 0
e\ Lth
What Do You See? The Settings are: B
Card Style (prints in two columns) . et
Small Booklet Style (prints on half page) SEas Settings
Medium Booklet Style Phone Dieciory Sye T ——
Memo Style S el ==
Phone Directory Style. ._ o5(|BE| Card Style
Memo to Self: None of these Settings e —— ‘Wj* B " 50|[E2
included the Contact's picture or logo: o ‘ — o8||lEg| >mall Booklet Style
- -‘.;_.‘__J'/",/ * T
e F | o | :
e == _Eg Medium Booklet Style

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.5. Print an Outlook item: Print Multiple Contact Records
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Print Notes

1. Try it: Change the Note View

Select the Notes.

The Home Ribbon has the options for Notes.

uary

Go to Home ->Current View-> Notes List.

Try This, Too: Add the Reading Pane
Go to View ->Layout-> Reading Pane.
Select: Right.

What Do You See? This View displays the
Notes List arranged by Date. The Reading Pane
should be available on the right side.

So, does it print?
Keep going... J

Home ->Current View-> Notes List

0% bl g
m it e CRecewe P View =@
r P " Pand & Contined *

& X[ ) = 2 @ B S

::-: .::-. D oo NOtesiat | e P Dan . Tomeas u-- m
e _ Detete ot vew At o [ | 1

o Toacner ol . " p | Excel 3010 Traning
) hoae b . Begnning Guide 1o Microoft Eaced 2230
o4 Dans g Ry el Deni e 3 Gesting Started: Mow 59 wse the online course
3 oot Rews & crasene i weteas oen Mon 220.2011 1280 P4 b, Hello, Exced] Enter data and use basic test formatting ‘
7y Dttt ews e . Y b e 11 Al Adds Ugc enter data, ladels and formulas

. Siow S0 AGS Pacsbost snd Livkedin sends 4. AQuestion of Sakance: Use and ausit foemulas from Excer’s formta bbrary i

Conteronce Bt | i) W48 2018 Vanng Mon L3082 $32 P4 . Charts and Chart Tools: insent asd madify Chans

VT - | 8 Prcture the Data: insert and format pictures
' Wes 2910 Vuawnng < end» I3 Shapes, SmartArt, Views: Inert and modify Shapes and Smartirt, change
‘.A“"“"‘"“_ ) D 2010 Yo Mo 122002 522 e i Views
Ad Ustedn Lo 2010 Vg ”]
ol W i BePIng Cunde 13 MICHIT Laim 10
3 Outbon & Gemng Stated Mow ie uie The snbne Coune
-Qm"" s PowePore X0 Nareng Mon L2202 532 P
et [ T ——
:"""".".‘- o) s 2016 Saunr
3 to o S % .a 3 [ |
b Tromeng o e X098 traww - a3

& bt Cabendan ey SN e
; = Icon Motes List | Last 7 Days Forward Move | Categorize
O Seswn Faisan - - -

[ — Current View Actions Tags

RS -
T o e

S

|search Notes (Ctrl+E)

Arrange By: Date | Mewest on top

W Charlotte's Website Ideas: Mon 2/20/2012 12:03 PM

Red Category

Charlotte's Website Ideas:

MNew Logo Add Facebook and LinkedIn <end=
la| Word 2010 Training

Training

Ward 2010 Training <end>

Mon1/2/2012 1:32 PM
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File ->Print

TS
Print Lots of Notes e o e =W
2. Try it: Print Notes ":"" = Poiet
The Notes folder is selected. i  Rmcan T mbm——_—
Go to File ->Print. El

Ogen Prievter Craroty | matets lnac
What Do You See? There are two Settings: - : ::g;v_;"mw
Table Style (Notes List) ~ o Oy ey — PR
Memo Style (The Note that is selected) ; e u....;::i‘i‘:.::"""""'
bl et 2053 ey
Settings . “"'E:i%::
Table Style
% Memo Style

|0 |subject
lad Charlotte's Website Ideas:
Charlotte’s Website Ideas:
MewlLogo Add Facebook and Linkedln <end=
E] Word 2010 Trining
y Wiord 2010 Trining <end=
. E] Excel 2010 Training
/ Excel 2010 Training
L Beginning Guide to Microsoft Excel 2010
a. Getting Started: How to use the online course

Very good. Outlook can print Notes.

Exam 77-884: Microsoft Outlook 2010
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Summary .a‘h..cm ""? };:::;k-.w.wtwu—f:u.s &
So, you may not have a paperless office, - -
today. Microsoft Outlook, and in particular e
the new Print Options in the Backstage, BT SeaMjerod
makes it simple to print what you want. = Th S
relp

. . . i Covens s
This lesson looked at the Print Settings Qe B e
and Print Options for E-mail, Calendars, B s
Tasks, Contacts and Notes. ' ey

B o B meze.|  Settings

You done good. B o] rewee
You can get two cookies. O ceenf] oo

L d
et g bom e sl of Pe den. For
enanghe, Tyge 1, Jor 350

Daily Style

Weekly Agenda Style

Weekly Calendar Style
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Monthly Style

Tri-fold Style

Calendar Details Style
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Test Yourself

1. Which of the following are print settings?
(Give all correct answers.)

a. Table Style

b. Memo Style

c. E-mail Style

d. List Style

Tip: Complete Guide to Outlook, page 295

2. E-mails can only be printed one at a time.

a. True
b. False
Tip: Complete Guide to Outlook, page 299

3. Which of the following are calendar
printing options? (Give all correct answers.)
a. Daily Style

b. Weekly Agenda Style

c. Weekly Calendar Style

d. Monthly Style

Tip: Complete Guide to Outlook, page 301

4. Outlook includes page sizes that

correspond with popular brands of calendars

and planners, such as Day-Timer and
Franklin Planner.

a. True

b. False

Tip: Complete Guide to Outlook, page 305
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5. Which are things that Outlook can print? Application Question: What would be the

(Give all correct answers.) advantage of having Outlook print pages that

a. Calendar correspond with popular brands of calendars and

b. E-mail planners, such as the Day-Timer or Franklin Planner?
c. List of e-mail messages

d. Tasks

e. Contacts

f. Notes

Tip: Complete Guide to Outlook, page 296,

301, 308, 310, 312
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Outlook 2010: Managing Microsoft Outlook

Advanced Options

7."’lm

On

e

Microsoft Outlook Objectives = = " i———

In this lesson, you will learn how to: © G 1 Bomon O Nromenn O E0EH @ = A
1. Use the Search box to find Inbox Do s T ((Hamaoom D iomron (5] oppunacaon- | T e B | A | e T 2
Cuverd View Anpngemend Lay=a Peopie Parwe N
and Calendar data by keyword Fre s , =SS —
2. Expand the Scope of a Search from e 3 JC— laaen et e
~ oy w0 Trawweg wes URC Techlad Toe LTA00T 2 -~ ve L2370
the Current Folder to All Outlook Items ;’::::_, 1 # Cony Tianutionst Shudent lisning merting  MCCASTECH  WedGL00LL LI00AM  Wed 6220
u Copy Wep tor Ot 21 PowePownt Ninwung Owwey Lo Mon 18T 0018 00 AM Mo 1027,
3. Refine the Search by using Filters A tmt— (2o 1+ B ——
for Attachments or Categories . |hasaﬁachments:yes| | =
g ok L anter
4. Use the Advanced Options to 24 Uean e e
. - Arrange By: Date Mewest on to =
Export data from Outlook into Excel R e el -
() P35 Peed
zs--u
S 4 Two Weeks Ago
e
amees |~ Elizabeth, the Computer Mama 2/20/2012
i Task Status Report: Website 1: New Designs U]
St [ Elizabeth, the Computer Mama 2/19/2012

Find it, Flx it 1]

@ [Ej Current Fulder] gg @ Q F# This Week = W Flagged @ %

[} All Subfolders &, sentTo~ ¥ Important

© 2012 Comma Productions, LLC All Mail From Subject Has Categorized Recent Search
Items % All Outlook tems Attachments - [=d Unread qR More = Searches = Tools ~
Scope Refine Options

Comma Training Page 317



% Lesson 11 : Advanced Options
E Search Ribbon
: 1. Readings @ [Iﬁ Current Fulder] gﬁ @ Q ] & This Week - W Flagged

Read Lesson 11 in the Microsoft Outlook , [
guide, page 317-3309. L All Subfolders [l a; SentTo - ¥ Important

All Mail From Subject Has Categorized
. Ttems AII Cutlook Items ! Attachments gv [~ Unread 5R More ~
'll:',h';so Ijss(s:gn exports sample Calendar items —— Scope Refine
into an Excel spreadsheet. l] i] 1] i]
Downloads Menu Map_s
Export from Outlook March 2012.xls From the Search Ribbon.
1. Inbox: Search Tools->Search, page 321
. 2. Search Tools-> Search->Scope, page 323
2. Practice J

) i - i 3. Search Tools-> Search->Refine, page 324
There is no Practice Activity for this lesson. 4 Saarch Tools-> Search-> Options, page 327

5. Search Tools-> Search-> Options-> Advanced Find, page 328

3. Assessment
Review the Test questions on page 340. From the Backstage
1. File ->Options-> Advanced->Export, page 331
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Working with Data

uary

Microsoft Outlook is a database. The previous lessons demonstrated how to create E-mails, Meeting Requests, Contacts, and
Tasks. Each folder--the Inbox, Calendar, Contacts, Tasks and Notes--is a separate Table. These records of time and talent can
be used to manage projects and coordinate departments. For example, the time our County Sheriffs spend assisting the local

townships is tracked in Outlook. This information is then exported to Microsoft Excel and used to prepare budgets and grants.

So, the last lesson in our Complete Guide to Outlook looks at ways to Search the folders and export the data into Microsoft

Excel.

Start -> All Programs ->Microsoft Office-> Microsoft Office Outlook 2010

\Training
D) |@| subject | Location | start 'End
@ Copy: Updated: WCHO Excel Training with... LLRC TechLab Tue 1/23/20... Tue 1/23/200...
ﬂ ) Copy: Transitional Student training meeting MCC-(M-TECH) Wed 6/1/20... Wed 6/1/201...
ﬂ C bt 21 PowerPoint Training Dewey Lab Mon 10/17/... Mon 10/17/2...
F Mon 5/2/20... Mon 5/2/201...

Mon 5/23/2...

Mon 5/23/20...

e Arrange By: Date

el P Y

| Mewest on top

=" 4 Two Weeks Ago

|-~ Elizabeth, the Computer Mama
Task Status Report: Website 1: Mew Designs

w [=d Elizabeth, the Computer Mama
Find it, FIx it
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Ta kO

Before You Begin
1. Try it: Find the Search Box

=
4
3

One Microsoft Outlook Inbox

Send S
W P et ¢ g roiden

The Search Box sits on top of the ot e AR WL S AT e Syt RN & Lo ] et Y
Inbox. “ toane m— .
Click on the Search box. R sranr o ot st Neweasaup - & Irwmemmlm- ¥
2 ki o 5.‘:.".".-.":""""‘ AR !
What Do You See? The Search Box will Qoues B e e Comt i : S~ mm——— 1
be outlined with a bright orange border. oy Lo
4 e * 2™ search Inbox (Ctri<E) L
Keep going... . ™ v, e Cod
3:;:‘ 3 pomen Arrange By: Date [Conversations) Mewest on top =l
EEE‘ o Accepted: Team Meeting
Memo to Self: The following pages use L " e e o Leo Nofs 215/2012
the sample Messages, Appointments, i <3 ¥ Accepted: Team Meeting
Tasks and Contacts that were designed Elizabeth, the Computer Mama 2/15/2012
through the various lessons. It is not
necessary to MATCH the steps. Rather, A
it is more important that you can find the el B e
tools and see the options.
N | A
| Arrange By: Date |

Mewest on top

| Elizabeth, the Computer Mama Fri3/2
Elizabeth_the_ Computer Mama_Calendar - Internet Cale...

B Teacher Maon 2/27
How do you like it?
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E Tk
Ong - Search Tools
E L R - W . T it ot T - - e
!l\l:_,._"-';v; = Taral | Ediviet Faaer Vien Tati® -u-ﬂ
Hello, Search Tools p) S oy o) [ fg S Ve o 5@
2. Try it: Review the Search Tools e Bmvanan 2 o B Ruat Y e T HR T
When you click on the Search box, the ey rtyerrioren Ty, e O e M ey o
Search Tools should become available. * T e ————— 2] B st 1o et ’
e ET [ ——— [e———— - L
o B Elizabath_the_C _Mlama_ Calendar - I Calamd.
. ) _J Sesinem: .
gzgpseear‘:h Rlbbon has fOUr groups' ) ':x_u | L:lh :-._ “-u-n-m.--m_ e Elizabeth, ﬂ'-e{-c\-'nbulrr!.-hr"u webethr@commalms.oom s lg
e ey P
Reﬁne ?rrm”‘“ ‘"_“I""f‘_""“"'“" Fri LT R
Options 2 hmilan 3 e e e
Close o yma P | 2
Emm dweeue=S) Arrange By: Date Mewest ontop 7 [
. . . L2 Sempds Klensge —— -
The Scope defies wich fodewiloe ST [ et e Compute ams
) : ) P St | 4 Toevemens g Elizabeth_the_Computer_Mama_Calendar - Internet Cale...
this page, the Current Folder is the = 3 trom ey :
Inbox. ...::...M-:::: e | =4 Teacher Mon 2/27
.:g Bl e Gt e a h"'"r'_f"m" How do ].r::uu.lik.e it?
You can expand the Scope to include All 8 e i opaies T e rng &
Subfolders or All Outlook Items (E-mail, B ot e ooy Bzt 1 |I =

Calendar, Tasks, and Contacts).

] Acinztnd Toum Kerting

0 LR e dEtanes Pk AM 208N

B Tsih Stutns Bepart 7o

Keep going, please.

@ [Ej Current Fulder]
L All Subfolders

] hcimmed Tam kbt
= i.ru-u-n Fram kintiveg

=] J-CI'T|N| u- Eiprivg

S

Fle-F ViRt B R

&

All Mail From Subject Has Categorized ]
Items % All Qutlook Items Attachments - b=d
Scope Refine

‘ .

5 PR 1S

2 =
magan "
= v
" [qugrs
& § Unitied Auaheynt £ KB
i 4 fega e '] .
=

a

Unread

§ it o 8 0
§ Pkt e 50 1

B ] & This Week = ¥ Flagged

&3 SentTo -

¥ Important

+ More =

P s
Recent Search

Searches ~ Tools ~
Options
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3. Try it: Search by Keyword
Go to the Search Box.
Type: iPad

uary

What Do You See? All of the E-mails that
mention iPads in the Subject, Text or
Attachment fields are listed. The results
are arranged by Date. Each instance of
the keyword, iPad, is highlighted.

What Else Do You See? Microsoft
Outlook searched the current folder, the
Inbox. So, the search only found E-mails
that say something about the keyword.

You can expand your search and include

all Outlook Items if you wish.

Keep going...
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Review the Search Results -

Search Tools-> Search

L xR PR e Voo Ot SRR T - - S
‘ - s -9
+ [ Cumvent Ponter 3 \ i » a3 o - W Pugpe 9 <
P 4%l e idey 4 4 = e ! o » u
A Mad foom  fudpect > egorces [
B A% Outiost Remy Attacrment . FL U L Searches T “
. ret -
o Tearas .
. ¢
*ea New eReader Images
— - . Mtwe il - ¢ -
2 Dany e LS SO Sy Elizabeth, the Computer Mama «<ebeth@commalms.com » )
) St B Son DML T A
"3 Debeted Newes 1 T SO 2
- meter Hams Sun 2% =] -
4 4 Cotond - Holio Glen ‘
3 Conterene: 0 Gle
A4 Contacts
B seura |
@ a i iPad 1 X
VA

Arrange By: Date

Newest on top

e A e S A
I, LN LOUMPpULET wiaima
r

New eReader Images

s

4 Older

- Leo Nofs

RE: The iPad replaces textbooks
-4 Clair Dickson

RE: The iPad replaces textbooks
;4 Elizabeth, the Computer Mama

FW: The iPad replaces textbooks

v
[~
-
nNa
-~
I,
B

1/5/2012

1/4/2012

1/4/2012

Try searching again in All OQutlook Items.
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E To
o,,:' Search Tools-> Search->Scope->All Outlook Items
E L xS WU Vo Yeahar® Wicreh Ourtod WSO < -
Expand the Scope of the Search =~ ~ " = =~ :
: 4. Try it: Expand the Scope of the Search 2 3)_ i Bysemtec 1 impere 9,, A “ 4
The Inbox is still selected. e (S , S e sl I 220
The Search Tools are available as well. o - ol
S " The iPad replaces textbooks v
Go to Search Tools-> Search->Scope. Teacher <teacher@commales com> B
Click on All Outlook Items i Ny ety 12, 301 290 s 00 i
189912 [ N
_d Current Folder n - — o
All Subfolders — o — - —
All Mail — Sent: Thersay, Jamary 05, 2012 11:56 AM.
ftems | & All Outlook Items
scope [~ Elizabeth, the Computer Mama sun 2/26
Mew eReader Images
What D_o You See, Now? _Microsoft Outlook i Leo Nofs 1/5/2012
looked in all folders, including the Sent Items. RE: The iPad replaces textbooks
The Search Results included the Meeting ) o
Invitation as well as the notice that the meeting ©4 Clair Dickson 1/4/2012
was canceled. RE: The iPad replaces textbooks
i~ Elizabeth, the Computer Mama 1/4/2012
This is a simple search. FW: The iPad replaces textbooks
Let's try another. ‘ g
4 SentItems
3 Teacher 2717/2012
Canceled: The iPad replaces textbooks H
£3 Teacher 2/17/2012

The iPad replaces textbooks

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
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E Tok
o,,.' Search Tools-> Search->Refine->Has Attachments
E 'J, j 7
Refine the Search with Filters =~~~ =~ " = = =
: 5. Try it: Refine the Search L s & o O gt X U 5
Go to the Inbox and click on the Search box. ™ """ tesice T el e | o W e
The Search Tools will be available.  osne | —r—— | [rr—— 2 Now Desly )
__;‘:w Amange by Oute Meweitontsr T % glizabeth, the Computer Mama <ebeth@commalms.com » v
Go to Search Tools-> Search->Refine. T « Tow e e - f
Click on Has Attachments. Bomer L . i
S G 4 Decabets, v.uil-nlt'tlm 2m0m2
What Do You See? The Search box says: yetis + newewes | hasattachments:yes| | 5 |
hasattachements:yes. il g —
Em AT Arrange By: Date | Mewest on top
The results list all of the E-mail messages in e . —
the current folder, the Inbox, that have L dwee 4 Two Weeks Ago
- w 3 fasagets, oy "7 S
Attachments. The results are sorted by date. Lt £ ikt e £t ex Mnia 2/20/2012
“3 Deieted Reows IS , ) , i
What Else Do You See? You can search by D et e ot tme ) oot Tafsk SELo et sl L
any method that you used to organize your L vesen w4 Elizabeth, the Computer Mama 2/19/2012
information in Outlook: From, Subject, 2 Tene Find it, FLx it ) 0
Category and Follow up Flags. S e L A T A
i Commad 1a002 22
Keep going... S St e Coogurttum " 8 g/;
433080 - 1-7:1.; = [ WM, Glen Gk
O3 s - *
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B | & This Week ~ ¥ Flagged

gg @ Q &, sentTo - ¥ Important

From Subject Has Categorized -
Attachments - [:= Unread 5 More ~

Refine
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.
»

Search the Calendar o B e o -d
Microsoft Outlook is a database that can Z.S,m"ﬁ, -, ? =:_, :: e o | 1o
be searched for answers. Each Meetng .. oo = o e
and Task is a record that can be analyzed N « +  March 05 - 09, 2012 o B
in Microsoft Excel or Access. You can FEERWY it e — —
search the Calendar and use that data to B i f
calculate the hours and mileage on a R 2 i
Task.
6. Try it: Find the Search Box Search Calendar [Ctrl+E] 2|
The Search Box is in the upper right :
corner of the Calendar. Click on the Thursday 9 Friday £
Search box.
-
What Do You See? The Search Box will y
be outlined with a bright orange border.
| Pl
Thursday q Friday L
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Microsoft Outlook Calendar
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E Tak
Ong - Search Tools-> Search
Review the Search Results T e e == b
) \ [ PR L Se— e e 3 - - = T
:1 7. Try it: Search by Keyword O e o - csonam | 2t R R S| S8 7
Go to the Search box. opg e Tpes — pree e i) P8 By fiimeespremres
Type: Training # Toscnes ‘ ) = n K
):‘: Do stgen ~ Locatuon tan (%] Recunince Pt Categoses A\ 4
. gw;..‘ ﬂ Copy Updated WORO Bxcel Traiing with £ LLAC Techiad Tee L7007 200 W Tue L2320 ‘
What Do You See? Microsoft Outlook " Dot e B e o e £
searched the current folder, the Calendar. ~sdmss 0 & monan Non S04 6XOME  Whon 30 s Cort i
. ot 2 estecen Men WIRISI SO0 AM M ALY Trmrang Contes
So, the search only found Meetings that e 3 e e Tt v vt
include the keyword in the Subject, & ha st e p—
Organizer or Meeting. o . Training| | X
B sren = Keyword: Training | ~
i L Sample Meviages 2 Jomee e . . Iri
Keep going... U3 Sasnh Febton; o] s taen 12Y Organizer: Training riday
AJ Sepprstes Contos fi & Ovmest X0 %
? B Subject: Training
g e a
B Jovhes Thomas |
B Meanetie s Bethauy T G008 1200 AM AR eveny A B
L3 oo v nent 1 e st e T T T
W Bedger a2 (.3 Wed 102005 $00 AN Wed 10 every Wedaed oy
|Trair1ing
O 0| Subject ™ | Location | start |End

@ Copy: Updated: WCHO Excel Training with... LLRC TechLab Tue 1/23/20... Tuwe 1/23/200...
@ I Copy: Transitional 5tudent training meeting MCC-[M-TECH) Wed 6/1/20... Wed &6/1/201...
@ Copy: Prep for Oct 21 PowerPoint Training  Dewey Lab Mon 10/17/... Mon 10/17/2...
ﬁ Prep for class Mon 5/2/20... Mon 5/2/201...
ﬁ Prep for class Mon 5/23/2... Mon 5/23/20...

Exam 77-884: Microsoft Outlook 2010
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Tay
e
One

Use the Search Options

There are two additional Search Options
that are worth considering: Recent Searches
and Search Tools.

8. Try it: Use the Search Options

The Calendar is still selected.

The Search Results are listed and the Search
Tools should be available.

Go to Search Tools-> Search-> Options.

What Do You See? The Recent Searches
shows the Search by the keyword (Training)
that we just did.

The Search Tools has four choices:
Indexing Status

Locations to Search

Advanced Find

Search Options

In this example, there are two locations to
search: the local Calendar (for Teacher) and
the Internet Calendars. Keep going...

Search Tools-> Search-> Options

[34% el o
| R L - |
Cumvert Potder 1 - : L~}
mAas== g i N & +/P =0 8
A Cotender Oeganaer Sabpct M Categoroed Reguests Mot Maw Becent | Semcs  Oowe
Rem: A A2 Ovtioss Bemy Attachments . frpendedTo~ - Sesrchers * Tooh = Semech
R Sih Fetoa Tprrg .
@ Teane ey - e
j::_ D Saen Lecatin s e Recurence Putes  Categones -l v
Y Sl W3 Coor Unasted WOD tacrl Trawwng wets Eaza  LLAC Techiab  Tee LOMODOT.. Tue LZN00T
.;’ Bema 8 41 ¢ Cooy Tismbons Stucent immng mertng MOCAATECH Wed GL000L. Wed 622008 ‘
g . &7 Conr Prep for Ont 21 PowwPount Timwning Dowey Lo Mon 104720 Mon 104700 -
..l.r_—_ B e teden Mon 2206 Mo S2008 Trwwing Conter i
Conterence Room 3 s tecen Mo MIN0E.. Mgn SRR Tiwweng Conter
A4 Commacts 3 hesteccen Men ATA001.. Men 410G Traweng Cerdes
o 3 ves fer Wed WML Wed 4200 Tiamng Center
@ W Lma P for dan
*x k3
L8
oo Search Close
o Tee |
reons o |5earches *|Tools ™ | Search
LRC Techiad Men . .
e m_l Training l:
Yot
el
Vo Need 16 Brmm Abindt P odai iy ™. H B
.- wed Training
Recent |Search Close
Searches = |Tools ~|  Search
Optia °5)  Indexing Status... !
@ Locations to Search * | .+  Teacher
= Advanced Find...
scation &7’ - v  Internet Calendars
e Search Options...
RCTechtab | P =F 07 ...
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Use Advanced Find

uary

_— Eunesd Fpidn A . = |
Advanced Find has three methods for i o _"..._m.m oM :,i i I ? rf.. Tt E
finding information in the Calendar: ror sy T ek WO Ereidrer e
Appointments and Meetings ¢ memamzooy F ) =~ -
More Choices x -:r;ﬁ i sl 2 v
Advanced TEErs A5

EE.EEEFR B E
Appointments and Meetings lets you S '
search by keyword. Look at More 1 ton
Choices. i
Vsl Bebed Maieri 0

A ) et
1. Try it: Use Advanced Find e
Select the Search Box in the Calendar. i
The Search Tools should be available. A ks _

Go to Search Tools-> Search->
Options.

Go to Search Tools-> Advanced Find.
Select: More Choices.

There are options for:

Status (Read, Unread)

Attachments (One or more, No)
Importance (Normal, High, Low)

Tags (Follow up flags, Marked Complete)

By default, all of these search options are
not checked. Keep going.

Search Tools-> Search-> Options-> Search Tools-> Advanced Find

oy s

1| fusggeaed Conis

b Sra

Look for: [Appointﬂents and Meetings

- ] In: | Calendar

| Appointments and Meetings | More Choices | Advanced |

el R Fatdin

Only items that are: unread

Only items with: one or more attachments
Whose importance is: normal

Only items which: are flagged by me

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.4. Apply search and filter tools: Advanced Find
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Tag -

One File ->Options ->Search

Advanced Find Options i

- @ = 2 TE=EE N M S B P ece

The Search settings can be found in the e o e 2 = S — = = L Bndlitr. W) s Bt 2
Backstage. You can change the Sources e — Saeis Shinds Cumde e
and the Results. «  womn | .

SuMe Tuwe ™ v | P -

w

o s s
Indexing a small collection of files makes the HDOREWY| e §
searches very fast. You can choose which A 5 Panor e Ot s sy omsoms s - i

folders and drives you would like to include in
the index. Adding ALL of the folders on your 3 e
drive defeats the definition of a "small T

collection." By default, the program files are 3:::
excluded from the index: there's no data =3 Conten
there. —
2. Try it: Review the Search Options ot
Go to File ->Options ->Search. e

i v
What Do You See? The Results options are: sl
Include results only from: Current folder # et Calon
Display results as query is typed i:‘_":,
Improve speed by limited number of results pe—

shown

Highlight search terms 43
Highlight color.

Notify when results might be limited because
search indexing is not complete.

b

Taner N PO Mua) oy Srom
- R yrm—e

Sources

!Z:ﬁ Change the COutlook stores indexed by Windows Search

Results

13

Include results only from:
@ Current folder
() All folders
|:| Include messages from the Deleted items folder in each data file when searching
When possible, display results as the query is typed
Improve search speed by limiting the number of results shown
Highlight search terms in the results

Highlight color:

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

Exam 77-884: Microsoft Outlook 2010
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E File ->Options-> Advanced->Export

M
Export Outlook Information W M e [ — e
i . [ uf": Dptans for woriang it Cutloat, = |
i Rk i |
4 € . uﬂtum-amml. :W.‘-_
e | G =
;:_“__,;H,.H“ H s mpsihon pase by drinfing e meveng old fme 1 as o b fals e | peRakerhe bt

good tools to query and organize data into
reports. How do you get the information
out of Outlook and into Excel?

3. Try it: Find the Export Options
Go to File ->Options-> Advanced.
Go to the Export category.

Click on Export.

Keep going... /

Microsoft Excel and Access both have

J- ¥ rire | plgfadtii
¥ Py Rl Ll ARSI i

Lapem
# Erperd Catlond nformptaon 12 8 N e ot o= oy prograes

Bk e

E iy VL Eaed 48 Il b celald diietasi 45 A
Lpnrraeraze LG Poan 00 tha Comsman Pard Uit )CFL) 0 indown

ved mad s

Export
ﬂ Export Outlook information to a file for use in other programs.
I.-:L

i
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Advanced Find Results

=
4
3

4. Try it: Review the Advanced Find Results =~ =
The Advance Find window is open. A T P
The page for More Choices is selected.

Search Tools-> Search-> Options-> Search Tools->Advanced Find

ree TS ond  Fecone Fander ew Searin

s (2 Cumsert Foier 3‘. - l] “

Osgencer Subpect  Wan  Categorced Request Wet Mo

% » = G

Recant  Semch  Ooee
Searches * Took = Sesrch
Cpmers s

n K
4
Enter a Category: Training t !
None of the Search Criteria are selected. C
Click Find Now.
What Do You See? The Results are listed
under the Search criteria. Each of the field
headers (Subject, Location, Start, End) can be
used to sort the data.
wl Neoten ,_‘, Badget X012 :::“ :m_ :m :::.“ s T
So, how do you get the data out of Outlook and 2 Outbon Sampre rentihart <ands
. £ P55 Foecn 3 Pvestecan Mon 150000 Mon 11T s g Colendar
into another program such as Excel? 23 Samte Messages -
B sewen resson e e
. :m‘"‘(‘-‘ﬁ 0 Pvester e Wea 100870, Wed 11903 s Baveng.. Calendw
Please turn to page to find out... o Ny st ep o
& et Cabenden J Pep Ter dans IOV S VN . e Sareng  Calende
T Natatast B
™ |LEI| Subject *~ Location Start End | Recurrence | Categories
Budget 2012 MTEC Wed 10/26/20... Wed 10/26/2... Weekly [] Training
Sample spreadsheet... <end>
S Prepfor class Mon 11/28/20... Mon 11/28/2... [nong] Training...
Subject: Prep for class
Status: Mot Started
SH  Prepfor dlass Wed 11,30/20... Wed 11,30/2... [none) Training...
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Import and Export Wizard
The Import and Export Wizard will walk
you through the process. There are two
export choices and a half dozen file that
can be imported into Outlook.

5. Try it: Export to a File

The Import and Export Wizard is open.
Select: Export to a file.

Click Next.

Keep going...

File ->Options-> Advanced->Export

M = ot
Nen

Nea
Tt Rowi s e

D b
h o Send / Recee

A5 Cean Up *

A TS

o) Dy
(L e mems
") Ovbeted Bewes 1
4 7) Comnane
Comterence Rosm.

Vot Vi & °
N} g 23 tampte Vesagn » £ N CAVUrvesd/ Beed  'ond s Contant - 5
x = Sl 3 B _:nw ;m-l-u . e "‘"7 06 Cotegorie « () Adivens Bos =) 5
uie | Rut Sy Pemet By dme ||/ oune C Reswy & Driete e fim Outnhs| wr pomu e | W maiant - | Srea
v - R R | Soratesne |
- : .
‘ ‘:otd 0: Cptions for wortng wes Cuthoot | Cale v
s OBt parers ‘
) . e -
= |t ond o i
e I R .
_‘:_'_ Choose an action to perform:
o Export RS5 Feeds to an OPML file
by

Impart a VCARD file (.vcf)
Import an iCalendar (.ics) or vCalendar file {vcs)
Import from another program or file

Impart Internet Mail Account Settings

Import Internet Mail and Addresses

Import RS5 Feeds from an OPML file

Import RS5 Feeds from the Common Feed List

Description
Expart Qutook information to a file for use in other
programs.

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.1. Apply and manipulate Outlook program options:

Comma Training Page 332

Export a File



E y
o::° File ->Options-> Advanced->Export

[: Export: Select a File Type e T o : e ] )

: 6. Try it: Select a File Type to Export —'J ‘j Bowe- ,?_S, : d.,f_.?:" ;T‘... St ...—..J .:..’ f". ";“""" *{'“""‘“‘ oty 6
There are seven file types that you can a5 - - R e M
choose for your export. You can create a - —— "!!!“* — S— m— ‘
legacy file format such as Comma Separated 55 | 07 cptons tor wortmg wes custcot. | W——
Values for DOS or for Windows as well as an . | P— - f

- [ Zs e
Access database or an Excel spreadsheet. = Fi_

Select: Microsoft Excel 97-2003. ¢ X
Click Next. ' Create a file of type:

) Comma Separated Values (DOS)
Keep going... Comma Separated Values (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003

Outlook Data File {.pst)

Tab Separated Values (DOS)

Tab Separated Values (Windows)

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.1. Apply and manipulate Outlook program options: Export a File

Comma Training Page 333



uary

File ->Options-> Advanced->Export

Select a Folder to Export R e = T G e
This step asks you to select which folder . | e ZS =8 ;’:_ ,’:"" N L e T e 7
you would like to Export. You can select .4 Lo dniaheani LI e aet” | v

any folder (and all of its subfolders). * s

You can also select the entire database

=

by choosing the Home folder. In the - Export to a File '__,f \
example on this page, the owner is ’ -
Teacher, which is the name of the Home |
folder at the top of the directory. < Select folder to export from:

3-, 4 E6t Teacher
7. Try it: Select a Folder to Export 3 ;
Select folder to export from: Calendar. el
Click Next. ‘:: E Contacts

Do

Keep going...
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- ORI W W k——m'""
‘
O', Oppon for warking weh Outiook N o v

— 1

- Conversation Action Settings
4 -5 Deleted Items

----- @ Journal

-3 Junk E-mail

14 LinkedIn
ST Mawe Facd

| | cance

[ <gecc || text>
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File ->Options-> Advanced->Export

=
4
3

Fhisdl. -,
Save the Exported File =, o Bt e e ey e |
The Wizard will prompt you to name the & wa-ﬁ SR e T T 8
y f [y g i i b et Lo T e W hstewips WA leEc it
file and Browse for a place to save it. Nem B ——— = - ) B
————— = : i
. . e || cenen % oo for working mith Qutio -
8. Try it: Save Exported File As 2 an . A5 vt b ki i Ot Remetcaie | ¥
(3 seaons
Type a name: Export from Outlook (date) 2 Conmdna . e pares _
oo ot e Documents folder. R - (=S -
Click Next. s n:.,'.,..wu i
o Pl e P—
. ErT :
Keep going... S — Save exported file as
13 s bt e |'1ts‘|,Export from Outook March 2012, xls | [Brawse
L Semode Elisge dpaprrd =
el Curiemor Rbbon
tied Contacdy :
a ¥ 3 Traing
" a - e
? Biss Tadl (el
3 tuzbrin, toe Compte
A3 Sraath Podden
S R
Bama 34

< Back ]l Mext = |[ Cancel
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@ File ->Options-> Advanced->Export

Map Custom Fields T ST o [ T ST
Microsoft Outlook assigns names to the PGS pouw- x 2 E AT Qe pitetem ’
data fields: Last Name, First Name, . 2 ' e
Business, City, State, Postal Code, etc.
These field names may not be identical to
the ones in your spreadsheets.

uary

- ~
= =

The following actions will be performed:

Expart "Appointments” from folder: Calendar [map Custom Fields ...

Say your data uses the name Zip Code
instead of Postal Code. You can use this
step to Map Custom Field... and match
the different names.

9. Try it: Review the Custom Mapping
Click on Map Custom Fields.

Review the field names in the list.

Click OK to return to the Export Wizard.

Click Finish. If this a calendar, you will be
prompted to enter the start and end dates.

This may take a few minutes and cannot be canceled.

What Happens Next? A new
spreadsheet will be saved to the
Documents folder.

So,....what kind of data was exported?

Exam 77-884: Microsoft Outlook 2010
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Comma Training Page 336



r"ko .
One Microsoft Excel
H H MHome - ! il e S a o - |
Review the Export File I - R —— E BB FEEEEA
. P | MSSemtet (W - Ax - . oW Tt Garew . e _ i) o (X el
I Here are the steps to open the Export File e msEe G BrAr BEE B Gewacmer §o% o WA G rema Cn et oo rome B s rean
that was saved to the Documents folder. e n -7 ) e E b= - ol
Ad - L Sebject v
. A B C D E F G H | J K L M=
Try it: Open the Export Spreadsheet TR JowOue SwTme rcCne ErdTme  Akdmvvves Aemduronc famnduCnie Gt Time MosrCryancer aqures Opasratiteomgs
2 GESLae CHA SN2 SNOPM 2012 ENN0PM FALSE FALSE /202 S1500P
Browse to the Documents folder. 3 GESLwve CHAT WIRMZ INW0PM ZIRNIZ BNM0PM  FALSE FALSE 27002 71500 P
. . 4 Glon Ghch's Bethaay & 120000 AM 2N0R012 120000 AM TALE TRLE N nsmm
Find the file: Export from Outlook. xIs € Brachtan Onb INY012 20000AM INYEDI2 TMO0AM  FALSE  FALSE  INyaN?  64500AM
. . . 6 GES Lve CHAT V012 S0P 2NRT012 END0PM FALSE FALSE mwpnz S1500 P
Double click that file to open it. 7 Oviock Tearwng MW EN0AM 1N012 4N0PM  FALSE FALSE 02 BXS00AM
. 8 GESLwe CHAT 4012 700 242012 EN00 P FALSE FALSE
The spreadsheet should open in Excel. 9 Valerare LN4T012 1Z0N00AM ZNSR012 120000AM  TRUE FALSE
19 Erecidost Onb 2700AM NN012 0000 AM FALSE FALSE
11 Brechtan Oud ;o2 ZNTROIZ TN 00 AM FALSE FALSE
. 12 Bresktast Ovb RHR02 70 ROR012 7000 AM FALSE FALSE
What Do You See? The field names are Qe cir 2 W2 4RO PNSE | PALSE
listed in Row 1. The Calendar data can be B Es Lve AT DRENI2 eN0F | FALSE | PALSE
sorted, grouped and ana|yzed_ 17 (GESLave CHAT EY 2 EN00PM  FALSE FALSE
1 GES Lve CHAT VR012 ENM00PM  FALSE FALSE
19 GES Lve CHAT W02 enfv FALSE FALSE
. 20 Websde | New Desy 012 120000FM  FALSE FALSE
OK, this works. We know how to handle data e 1 re i 2 AMW0PM  FASE  FALSE
. 2 Outock Tearwng R VIR 4aN0PM  FASE FALSE
in a spreadsheet. 23 GES Lve CHAT WI20012 SN0PM 320012 6000PM  FALSE FALSE
24 GES Lve CHAT W02 700AM 012 EN 0P FALSE FALSE
3 GES Lve CHAY N2 SN0 00PM FALSE FALSE
26 GES Lwve CHAT JRNT012 TN0MM 32 FALSE FALSE
27 Qenr's Brtdey 012 120000 AM TRUE FALSE
by ] -_ﬁ?cik.\' Iml w2 SN :ﬁ;: ::4"_.2

IATAMII I MO SRS %

Al b

Comma Training Page 337

A,

B

c | b [ E |

F

| G

subject

_StartD ate

GES Live CHAT
GES Live CHAT
Glen Glick's Birthday
Breakfast Club

GES Live CHAT

2fBf2012
2if2me:
240202
2132012
2132012

stanTime  EndDate EndTime

B:30:00 FPrd o 206/2012  B:30:00 FPhd
Fa0:00 PR 2502012 8:30:00 FPhd
12:00:00 48 2A0/2012 12:00:00 Akd
F00:00 Ak 232012 7:30:00 Akd
B:30:00 PR 2 3/2012 B:30:00 Ph4

FALSE
FALSE
TRLUE
FALSE
FALSE

Alldayevent Reminderanoff

FALSE
FALSE
TRLUE
FaALSE
FALSE
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Extra for Experts
There are a couple more Advanced options
that you can change if you wish.

1. Try it: Review the Advanced Options
Microsoft Outlook is open.
Go to File ->Options-> Advanced.

What Do You See? The options include:

Reminders: The default options are Show

the reminders and Play the reminder sound.

(Yes, you can Browse for your own sound!)
RSS Feeds: RSS means Really Simple
Syndication. These options update and
synchronize your newsgroup feeds.

Keep going...

File ->Options-> Advanced

olf 4 B
Mome Sens / Recene Fotaer Vew

W fE e ) e S U — ) & N
B RG- .x{.,,,u,.x - 4 < 3TeMage  Dlteetew o] S Y Sol

Dty 1 orwar - Move B U
s s | e e | Bk Sl i I L Lp Renly b Drete -

Ary B55 1002 BRI L 11 UDIARIC BEDIAN B2 ew
Sumthworste K15 Foeds 10 the Comman Feed List KFU i Windows

5]

S ared o evve

‘_ VT 100 ared (1 ewe Lo Vot sy 0d S gaag demy

= B Cend smemssstat aman sansaniad

3w ~

~w Reminders
@ Pamnet

e

Pa Iﬁl Show reminders

Play reminder sound: |[reminder.wav

Export

ﬁ Export Outlook information to a file for use in other programs.

&

R5S Feeds

| j Any R5S Feed item that is updated appears as new
Synchronize R55 Feeds to the Common Feed List (CFL) in Windows
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Once File ->Options-> Advanced
More Advanced Options i R o T e e T o T
: 2. Try it: Review More Options VT o D?E S S Gt Siemtew o D S g maeene L
Send and receive: Microsoft Outlook e i ——— ML RE— Ll | retuas
sends your E-mail as soon as you are # Tasines !
connected to the Internet. S P e ¥
.l “P—————— ok
Developers: You can design your own S o teen " i
Outlook forms if you wish. This option is rpem i e
used by Developers for troubleshooting FITTTI | X ——
user interface errors. - Send and receive
] Dol
3 W Fecd -
Dial-Up Connections: For folks in rural e ._ﬂ set send and receive settings for incoming and outgoing items.
areas who still do not have high-speed I = Send immediately when connected
Internet access, this option manages the w::::.... =
Dial-Up phone connection. (& o s

That will do. You can close the Outlook

Ly
Options and call it a day. Configure advanced custom forms options.

|:| Show add-in user interface errors
Allez. Allez in free!

You can get the cookie! Dial-Up connections

When using a dial-up networking account:
i@ Warn before switching an existing dial-up connection
() Always use an existing dial-up connection
|:| Automatically dial during a background 5Send/Receive
Hang up when finished after a manual Send/Receive

Exam 77-884: Microsoft Outlook 2010
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Test Yourself

1. How is the Search Tools Ribbon
Accessed?

a. Go to View-> Search Tools

b. Click the Search box

c. Go to File-> Options-> Ribbons-> View
Search tools

Tip: Complete Guide to Outlook, page 321

2. Which are options for the scope of a
search? (Give all correct answers.)

a. Current Folder

b. All Subfolders

c. All Outlook Items

Tip: Complete Guide to Outlook, page 321

3. Which is an option for searching?

(Give all correct answers.)

a. From

b. Subject

c. Category

d. Follow Up Flags

e. Has Attachment

Tip: Complete Guide to Outlook, page 324
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4. Outlook is a database.

a. True

b. False

Tip: Complete Guide to Outlook, page 325

5. Which of the following Outlook items are
searchable? (Give all correct answers.)

a. E-mail

b. Calendar

Tip: Complete Guide to Outlook, page 320, 325

6. Which are options for exporting from Outlook?

(Give all correct answers.)

a. Comma Separate Value (CSV)

b. Excel Spreadsheet

c. Access Database

Tip: Complete Guide to Outlook, page 333

7. You can change the sound played for
Reminders.

a. True

b. False

Tip: Complete Guide to Outlook, page 338

8. Which is true about Indexing?

(Give all correct answers.)

a. Makes the search faster

b. Should only be used on select folders

c. Does not include program files by default
Tip: Complete Guide to Outlook, page 330

Application Question: You know that you received
an E-mail from a former co-worker, whose last name
you forgot about an exciting seminar in your field.
Give two ways to search for the E-mail.
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Two

Advanced Outlook Objectives

In this lesson, you will learn how to:

M N G ) Beng (ST 13 Limple Whersbs TN il :
i w0 Dee apy Raphy Powwd B e o e D P o L el [Pt
1. Add a new E-mail Account to Outlook et o~ | g u ‘ o oent 3 teoynpome v U7 S [ TR TN PR+
e Pulae Nempaas A [P gt P e
2. Test the Account Settings and troubleshoot errors = : 2] How da you ke it .
. . e ey by Datd Fifnd 1 - . - L 4
3. Find and backup the Outlook Data File el ‘ ] Teacher <teacher@mmenalmes.com i
. . ) et B 1) o G, Gk Tiacher) -
4. Use the Advanced options to set up AutoArchive AT e ) Blanbeth, e Compuies Mams pize F
. . [ r— = i of the new Theme.
5. Review and manage the Send/Receive Groups A Cortict o S— —
1A warad L]
B Pk Tiou £ k] o P oy mcczunt. Fiou oan sriec i scTowrs? an change B etrge.
w== -
soume | Test Account Settings
i) RS Pt ol

© 2012 Comma Productions, LLC
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Congratulations! All tests completed successfully, Clidk Close to continue,

Tasks | Errors

Tasks Status
\/Lug onto incoming mail server (POP3) Completed
\/Send test e-mail message Completed




Lesson 12: E-mail Accounts

4

1. Readings
Read Lesson 12 in the Microsoft Outlook
guide, page 341-360.

Project
Step-by-step demonstration of how to set
up an E-mail account in Microsoft Outlook

Downloads
There are no downloads for this lesson.

2. Practice

There is no Practice Activity for this lesson.

3. Assessment
Review the Test questions on page 361.
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Send/Receive Ribbon

[ = | []=
= Update Folder M c
= =| gt
— il Send All :
send/Receive ) S5how  Cancel
All Folders Lz Send/Receive Groups = | progress Al
Send & Receive Download

1

Menu Maps

From the File Ribbon.

1. Eile ->Info->Add Account, page 344

2. File ->Info->Account Settings-> E-mail, page 351

3. Eile ->Info->Account Settings->Data Files, page 352
4. File ->Options-> Advanced->AutoArchive Settings, page 355

From the Send/Receive Ribbon
1. Send/Receive->Send & Receive, page 357

_g, -—ﬁlg, Mark to Download -
Download
Headers

¥ Unmark to Download ~
:/_ Process Marked Headers ~

Server




@ Setting up the E-mail Accounts

Without an E-mail account, the Inbox is just a Dead Letter Box. Microsoft Outlook needs to connect to the Internet and
access an E-mail server to download your messages. There are two parts to this process: gathering information about your
E-mail Account and entering that information into Outlook. Not all E-mail Accounts work with Outlook.

uary

The following pages show, in general, how to set up an E-mail Account and test the settings. Some accounts may need to be
addressed by your E-mail provider. That said, let's get started.

Start -> All Programs ->Microsoft Office-> Microsoft Office Outlook 2010

Yy Hame Send / Becene Foider View The Theme for this lesson is
z "Back up the truck!"

a (= ligmare x A Training A% Cample Messages )

; e g i 7 _ % Meeting |1 3
& b TJ h:ﬂ A% Clean Up = = i i 2 éd H:i % To Manager 34 Team E-mail -
: (hed Moy Debetn | Reply Reoly Formed By viore = ||/ pone [ wRepykDelste = The data is the most important
! e Daiste espeond Cusick Steps aspect of any computer.
<
4 Teacher Search Inbeox [C2ri=E

o Hardware comes and

3} Dvatts Amange By Date Hewest on top - hardware goes.

L4 Sent Rems d Lt

fa] Debeted ltems [1) | - jles!

- 4 Elizabeth, the Computes Mama Fri 3./2 Back up your files!

il Catendar Elizabeth_the Computer_[ fecesved: Fri 3722012 1:31 PM |8

3 Conference Room | Teacher Size: 23 KB T

Bl Contacts How do you | ;Categﬂne;

4 sournat ~J Elizabeth, the Computes Mama Sun 2726

L@ Munk E-mail Hew eReader Bmage

B Linkedin

s Motes 4 Two Weeks Ago

L4 Outban ~j Elizabeth, the Computer Mama 252072002

L) RSS Feeds Task Status Report Website 1: Mew Designs v

| Sample Messages ] Elizabeth, the Compiites Mama 2n9/m012

L@ Search Folders it, Flx it @

f Suggested Contacts

’ =1 Tasks
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Before You Begin

The Account Information and Account
Settings can be found in the Microsoft Outlook
Backstage.

uary

1. Try it: Find the Account Information
Go to File->Info.

What Do You See? If Outlook is set up to send
and receive E-mail, the Account Information will
be listed. In the example on this page, the
Account is for teacher@commalms.com

What Else Do You See? There is a bright green
button to Add Account.

Try This, Too: Add an Account
Go to File ->Info.
Click on Add Account.

Keep going...

Memo to Self: teacher@commalms.com is a
SAMPLE E-mail address. Please use your own
E-mail address to setup Outlook.
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File ->Info->Add Account

9 o
e | Q
b Sewe s .

Account Information
5 Seve ananmeney

10t G coravabra (om "

o ’ -0

@ 204 Mot o

Ogen
¢
o

Prim Account Sattings

Sdadify sattings for thin sccmnt and canfiguss addilions!
-

1) o

1) Ot ——

£ e

- Mailbsx Cleansp
| Lnige e sse o s voadins by avogony Dabetnd Baves mad
v b

File Home

Save As

Send / Receive Folder View

Account Information
@@ Save Attachments

teacher@commalms.com

X0 r POR/SMTP
o Add Account

Open
Print . Account Settings

L;;'Bl Medify settings for this account
Help L connections.

Account
2] Options B



File ->Info->Add Account

C e T T L T Y Y
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Add an Account o e e
2. Try it: Add an E-mail Account > @ ""‘“‘"35,. 68 AR e e+ S S e @rsmen o
When you create a new E-mail account, you Jomn e Sy O = IR e 8 e e 2
will be prompted to identify yourself: Name, E- * trene . 2] How doyou lhe it
mail Address and Password. e anmnge by Oute Newesns " % feacher <teacher@comemalms.com> 3
) Set emy Mg 137 GR0L 210 W
) Dbeted Bews 2
If you click Next, Microsoft Outlook will try to SR o i
locate your E-mail server. This may or may not i
be successful. Instead, please consider doing @ ek Gt
your own homework and entering the data N
yourself. Homework is defined by looking up o
the information about your E-mail provider. v
:::ﬂn(“
Say you get your E-mail from AOL, MSN, ...‘.'::......
Charter, etc. You can go to that company's D Detetea nems L T T T A T

website to find the Outlook Account Settings. S

Go to Manually configure serve settings. S
Click Next. Keep going...
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File ->Info->Add Account

Choose a Service

W 3 Uneenss Beod

{ A x e e N e
o i) ) Mestng A
- " i
. ~ . ¥ = [ Fpr— ) seavers Boek

3. Try it: Choose a Service o o mowmw: O B . T || .- & =
When you choose to manually configure a o i SR - . A T e St 3
new E-mail account, Microsoft Outlook walks ~ « = | -
you through the steps with a little wizard. K B @commetms.coms

) Yot Bemy 200 ™

. . . T @ Iehervet | mad 5

The first question asks how you will connect o - Correst 1070 or AR s 1 s e ¢ o mesaages ple of the new Theme. H
to your E-mail. The choices for Service are:  femy D T eI At e R I

@ s st Teut Messagung (5015}
Internet E-mail (POP3 server) e -
Microsoft Exchange Server (a corporate ‘ e M desiee
server)

Text Messaging (SMS)
Other (such as a Fax server) i Service
Choose a Service: Internet E-mail.
Click Next. Keep going...

@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.
(71 Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail
(7) Text Messaging (SMS)
Connect to a mobile messaging service.,
(7) Other
Connect to a server type shown below,

Fax Mail Transport

Comma Training Page 346



uary

Internet E-mail Settings

These settings are required to connect to your
Server, identify yourself, and download your
messages. The Server information comes from
whomever is your E-mail provider.

4. Try it: Edit the Internet E-mail Settings
The User Information

Your Name: This is how your name is displayed
at the top of each E-mail.

E-mail Address: Please enter your address.

The Server Information
Account Type: POP3
POP3 is a standard format so it is the default.

Incoming mail server and Outgoing mail servers
may or may not be the same. The Incoming
server may host your E-mail, while the Outgoing
server may be your Internet Provider.

The Logon Information

For many E-mail Servers, your User Name may
be your E-mail address. There is a check mark
to remember your password so that you do not
have to enter it every time Outlook sends and
receives.
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Test the Account Settings
Test, test, test. Confirm that these
Internet E-mail Settings work for you.

5. Try it: Test the Account Settings
Click on Test Account Settings.
Keep going...

Memo to Self: If this is the first time you
have worked with Outlook, go to Deliver
new messages to and create a New
Outlook Data File.

If you are adding another E-mail
Account to Outlook, you can deliver
messages to an Existing Outlook Data
File.
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-
Add New Account

Internet E-mail Settings
Each of these settings are requined o get your &-mail account working,

Test Account Settings

After filing out the information on this screen, we
recommend you test your account by dicking the button
below. (Requires network connection)

[ Test Account Settings ... ]

Test Account Settings by didking the Next button
Deliver new messages to:

@ New Outlook Data File
(7 Existing Outlook Data File

Browse

Maore Settings ...

nt Settings
1t the information on this sareen, we

o test your sccount by dicking the button
iras netwark conmection)

Pr——

iccount Settings by dicking the Next button
rmessages bo:

stiook Data Fie
i3 Cutiook Data File

<Back | Mext> | | cancel
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File ->Info->Add Account

Success! =
6. Try it: Confirm the Test B §, LA s e S B
If you test the Account Settings Outlook Rl LY e ol
logs into the incoming POP3 mail server * Toscre e - — ‘
and sends a test E-mail message. e = e ¥
Clo.. e f
When both Tasks are completed you will g, BN o T T e f. new Theme. i
see a little confirmation notice. 4 Costoss )
-.l::""“ ( Crange dcconmt -
Click Close to finish the Test and returnto =~ 20" T ————————
the Account Settings. 5 Mt e
< ampie Veisager oy ST
Keep going... - rTmt Account Settings 1—
headl Y —
i‘::,::m Congratulations! All tests completed successfully. Click Close to continue. Stop

AT P commasmt com 0]

Close

Tasks | Errors |

Tasks Status

v/Log onto incoming mail server (POP3) Completed
\/Send test e-mail message Completed
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What If It Doesn't Work?

7. What If It Doesn't Work?

The test will indicate if the Task failed.
Look for the clues. In the example on this
page, the Log into the server failed.
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So, how would you find the error and fix
it?

Click Close to go back to the Account
Settings and check:

The spelling of the User Name

The spelling of the Password

The spelling of the incoming mail server

Then click on Test Account Settings
again to confirm that it works, now.

So far, so good...

PVALLAN COFY Ty

CARACE S
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o ::.: Some errors occurred while processing the tests, Review the list of errors
[R—— below for more details. If the problem persist after taking the suggested

actions, contact your Internet Service Provider.

Tasks | Errors |

Tasks Status

XLog onto incoming mail server (POP3) Failed
\/Send test e-mail message Completed




Review the Account Settings
You can edit your E-mail Account if you wish.
You can also add or remove additional E-mail
Accounts. Here is the pathway back to the
Account Settings.
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1. Try it: Review the Account Settings
Go to File ->Info->Account Settings.

What Do You See? The E-mail Accounts are
listed by Name and Type. The options
include:

New

Repair

Change

Set as Default (if you have more that one)
Remove

Keep going...

File ->Info->Account Settings-> E-mail
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E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

gy | inpoy

T New... S Repair.. 5 change... @ SetasDefaulk X Remove # %

Mame

@ teacher @commalms. com

Type
POP/SMTF (send from this account by default)

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.4. Manage automatic message content
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Find the Data File

Microsoft Outlook is a database.
So, where is the data file?
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2. Try it: Review the Data File Options
Go to the Data Files tab, please.

What Do You See? The options are
similar to the ones on the E-mail tab:

Add

Settings

Set as Default (if you have more that one)
Remove

Open File Location

Keep going...
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File ->Info->Account Settings->Data Files
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Fl :
open File Location m -u_- Jr!:: e = 1 Ty 2§ tempie Miriegrs WD N Seseshead | Ped s Deslad - -'In -
3. Try it: Find the Data File 23 Ll K el g R S S S0 B R e Rl
The Account Settings are open. it e _‘"“m e e T | e st 3
The Data File tab is selected. # Tnsnis I - ——)
Click on Open File Location. G et — - @ commaires. g I
L2} St i ats Fies
} [T Tl Capla Py
What Do You See? The Outlook Data file = «siiwr i i | z -
is a *.pst file. You can confirm that it is the Al men | Bt o s e 2o imate | il
*real* database by looking at the file 3 b e — - :
properties. The Date modified should be wETT
recent (perhaps today) and the File size el
may get rather large if you save pictures e A i
and attachments. A bt ot -
ﬁ:-' @ Opss »  Shemashe  [wad  Bem R lokde
Do This: Copy the Data File Tt | 1 comcpiivenmepriatoun - omatd. i ain
This is the actual database... 5 Sown pstars S it it S

and this is the file you want to backup.

'.' [ |« 0S(C:) » Users » eBeth » My Documents » Outlook Files

[ < 05(C) » Users » cBeth » MyDocuments » OutlookFils — ~[ 4 [

Please write down the location so you can
copy and paste this file to your backup

drive or memory stick. Organize = @ Open - Share with = E-mail Burn Mew folder
Documents - . ifi
Close the folder with your Outlook files. - % Musi Hame Date modified
i usic
The Account Settings should be open. - @ commap@commaproject.com - CommaProj...  3/9/2012 4:50 PM
ictures

. (] i - i a7 <

Keep going... B Videos @ ebeth@commaproject.com - CommaProject 3/9/2012 4:50 PM

ﬂ |@ teacher@commalms.com DemoTeacher 3/9/2012 4:50 PM
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Data File Settings

All databases need to be maintained and
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compacted. When you Compact a database

you reduce the size and make it run faster.

4. Try it: Compact the Data File
The Account Settings are open.
The Data File tab is selected.
Click on Settings.

What Do You See? You can edit the
following:

Name

Filename:

Format

What Else Do You See? The options
include:

Change Password

Compact Now

Click Compact Now.
Click OK to close this window when it is
done.
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File ->Options-> Advanced->AutoArchive Settings
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AutoArchive

'g Reduce mailbox size by deleting or moving old items to an archive data file.

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.1. Apply and manipulate Outlook program options: Set Advanced Options
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Edit the AutoArchive Settings
2. Try it: Edit the AutoArchive Settings
Click on Run AutoArchive every...

All of the options will become available.
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The AutoArchive will run every 14 days. You
can change the timing if you wish. You will be
prompted before the AutoArchive runs.

The AutoArchive can do the following:
Delete expired E-mails
Show the Archive Folder

You can choose how to handle the old items:
Move them to an archive.pst folder
Permanently Delete.

You do not need to run the AutoArchive now.
Uncheck Run AutoArchive every...

Click Cancel to return to the Outlook Options.

Close the Options window and go to the
Inbox.

File ->Options-> Advanced-> AutoArchive Settings
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Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
1.1. Apply and manipulate Outlook program options: Set Advanced Options
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AutoArchive ‘ u

[¥]Run AutoArchive every! |14

Prompt before AutoArchive runs
During AutoArchive;
Delete expired items (e-mail folders only)

Archive or delete old items
Show archive folder in folder list
Default folder settings for archiving

(@ Move old items to:
C:\Wsers\eBeth\Documents\Outlook Fil

(71 Permanently delete old items

= days

Clean out items older than |6

w55

[ Apply these settings to all folders now ]

To spedfy different archive settings for any folder, right-dick
on the folder and choose Properties, then go to the
AutoArchive tab.

[ Ok ] [ Cancel
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The Send/Receive Group
Outlook uses Send & Receive to manage
when the E-mail, Social Connections and
Newsgroup postings are updated.

1. Try it: Review the Send/Receive Ribbon
Go to Send/Receive.

What Do You See? The Send/Receive
Ribbon has the following:

Send & Receive

Download

Server

Preferences

Keep going...

Send/Receive->Send & Receive

Arwnge By Date
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| = |.- Sgr Update Folder
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= Send All
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All Folders LEI Send/Receive Groups =

Comma Training Page 357

Exam 77-884: Microsoft Outlook 2010
1. Managing the Outlook Environment
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1.1. Apply and manipulate Outlook program options: Set Advanced Options
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Send/Receive->Send & Receive-> Send/Receive Groups->Define Send/Receive Groups

e R TR Vg - Teocher s Shcorsoh TONER
Send/Receive Groups o S e — .
By default, Outlook has a Send/Receive — ° L o 0
Group named All Accounts. =P T =< eIV b~ 2

~onmon - 7 Microsoft Outlook Test Message
2. Try it: Find the Send/Receive Groups =~ oo — o Mo Outiock <teacherommains. W00 | ¥
Go to Send/Receive->Send & Receive. 3 Dot e e=Ca— T — =l .
Click on Send/Receive Groups. e, e “a "’: Send/Receive Groups ‘ M
Select: Define Send/Receive Groups. ey . =

e 4 e A SendfReceive group contains a collection of Outlook accounts and
What Do You See? The default Group is - et ‘4 *-AE folders. You can specify the tasks that will be performed on the group
scheduled to send/receive automatically 13 55 e : during & send/receive.
every 30 m".WteS' Y.Ou can change the ) Naikid G Group Mame SendReceive when
time interval if you wish. e ;
# :all Accounts Online and Offline ew

The options include: New, Edit, Copy, "
Remove and Rename. e

Try This, Too: Edit the Group
Select the Group: All Accounts.
Click Edit.

Keep going...

Exam 77-884: Microsoft Outlook 2010
3. Managing Email Messages
3.4. Manage automatic message content
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Renarme

Setting for group “All Accounts™

Indude this group in sendfreceive (F3).
Schedule an automatic sendreceive every 30

[] Perform an automatic send/receive when exiting.

-

minutes.
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Account Options let you select which
Account(s) are part of the Send/Receive
Group. The Account can be an E-mail
address or a Published Calendar.

You can also check if this Account should:

Send Mail Items

Receive Mail ltems

Folder Options manage Downloads. The
default location is the Inbox, although you
can chose a different folder.

The Folder Options are:
Download headers only
Download complete items including

attachments

Download only headers for items larger

than 50 KB.

Click OK to close the window.
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Edit the Accounts

3. Try it: Review the Accounts
There are two Send/Receive Settings:
Account Options and Folder Options

Send/Receive->Send & Receive-> Send/Receive Groups->Define Send/Receive Groups
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Exam 77-884: Microsoft Outlook 2010
2. Creating and Formatting Item Content
2.1. Create and send email messages: Specify the Sending Account



Summary

This concludes the Complete Guide to
Microsoft Outlook 20102.This lesson
demonstrated how to add an Account
and troubleshoot the Account
Settings.
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We've looked at just about every
Ribbon and option there is.

You done good.
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Test Yourself

1. Where are the settings to set-up an E-mail
account?

a. Go to File-> Backstage

b. Access the Backstage by going Home->
Settings

c. Go to View-> Account Settings

d. Access the Backstage by going File-> Info
Tip: Complete Guide to Outlook, page 344

2. Where would a user get the E-mail account
settings from?

a. Microsoft

b. Their E-mail provider

c. Their computer teacher

d. Make them up

Tip: Complete Guide to Outlook, page 347

3. Which are options for reducing the size of the
Outlook data file? (Select all correct answers.)
a. Compress pictures

b. Compact

c. Archive

Tip: Complete Guide to Outlook, page 354-355
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4. In the Account Settings dialogue box, which of the
following are available options for E-mail accounts?
(Give all correct answers.)

a. New

b. Add

c. Repair

d. Set as Default

e. Remove

f. Delete

Tip: Complete Guide to Outlook, page 351

5. By default, how often does Outlook Send/Receive?
a. 5 minutes

b. 30 minutes

c. 15 minutes

d. 60 minutes

e. Only when the Send/ Receive button is clicked
Tip: Complete Guide to Outlook, page 358
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