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B Lesson Communicate with Others

J —F Good communication is essential for success in your relationships with teachers,

] _ friends, and employers. Because the many events in life keep us moving all the
Key concepts time, e-mail is often the best way to communicate quickly, efficiently, and with

professionalism. By writing professional e-mails and by using Outlook’s features,

Royalty-Free/SuperStock

® Compose and save a new you can keep your lines of communication flowing smoothly and build strong

message relationships.

® Set importance, sensitivity,

format, and delivery options 21st CENTURY m
@ Insert, open, and save Be Punctual Do you know somebody who is always late? Do you make an
attachments effort to arrive at appointments on time? Whether arriving to work, leaving for a

flight, or answering an e-mail, being punctual, or on time, is essential in the
® Receive, read, reply, and forward

1 business world. While delays are sometimes unavoidable, being late makes you
e-mai

less efficient, and it also wastes your coworkers’ time. What one method can you
® Create and modify signatures use to make sure you are on time?

® Request read or delivery receipts

® Digitally sign and encrypt
messages

The following standards are
covered in this lesson. Refer
to pages xxiv and 715 of the
Student Edition for a
description of the standards
listed here.

ISTE Standards Correlation

NETSeS
2a, 2b, 3b, 3c, 4b, 4c, 6a

Microsoft Certified
Application Specialist
Standards

Outlook

1.1,1.2, 1.3, 1.4, i T
1.5, 1.6, 1.7

Lesson 1: Communicate with Others Outlook 1



Reading Guide

Before You Read

Two-Column Notes Two-column notes are useful for studying and organizing what you have read.
Divide a piece of paper into two columns. In the left column, write down main ideas. In the right

column, write supporting details.

Read To Learn
Understand how to create, format, and send
professional e-mail messages.
Organize, send, and print incoming and
outgoing mail.
Download, upload, and manage document
attachments to e-mail messages.
Evaluate options for sending e-mail to multiple
recipients.

Main Idea

Gain a basic understanding of Outlook’s e-mail
functions to establish solid communication skills
through e-mail.

Vocabulary

Key Terms
attachment
delivery options
encrypt
forward
Importance
Inbox pane

Navigation pane
Reading pane
Sensitivity
signature

To-Do Bar

Academic Standards
English Language Arts

Academic Vocabulary
These words appear in your reading and on your
tests. Make sure you know their meanings.

adjust
edit
expand
locate

Quick Write Activity A

Describe On a separate sheet of paper, list three
ways that e-mail is similar to traditional mail. List
three ways that it is different than e-mail.

Study Skills

Get to the Point When taking a test, try to make
every sentence and paragraph count. Before the test,
think of a few questions you may be asked to
answer. Practice writing the answers to sample
questions clearly and in as few words as possible.
Focus on key points and important details.

NCTE 3 Use language to accomplish individual purposes.

NCTE 4 Adjust use of language to communicate effectively with a variety of audiences.

NCTE 5 Employ a wide range of strategies while writing to communicate effectively with different audiences.

Lesson 1: Reading Guide




Step-By-gier;
i

o To launch Outlook, choose
Start>All Programs>
Microsoft Office®>
Microsoft Office
Outlook 2007.

BCHECK) Your screen
should look like Figure 1.1.

12/

e Locate the Navigation
pane, which is set to Mail.

o Locate the Inbox pane.
Locate the Reading pane.

e Locate the Menu bar.
Locate the To-Do Bar.

o Locate the Standard
toolbar. On the Standard
toolbar, click New Mail

Message .

fICHECK) Your screen
should look like Figure 1.2.

0 Locate the Ribbon. Locate
the Quick Access
Toolbar (QAT). Click

Close E

H Continue to the next exercise.

If Outlook has been
installed as an upgrade,
messages may already

appear in the Inbox and
Reading panes.

Lesson 1: Exercise 1-1

EXERCISE 1-1
Identify Parts of the Outlook Screen

Getting to know the parts of the screen makes working in Outlook easier. In the
Navigation pane, you can select Mail, Calendar, Contacts, or Tasks. In the Inbox
pane, you can preview e-mail messages quickly without opening each one. The
Reading pane allows you to see the entire contents of a selected message. The menu
bar and the Standard toolbar provide valuable tools with which to compose and edit,
or change, messages in the main page of Outlook. In individual message views, the
Microsoft Office Ribbon displays groups of buttons and commands for manipulating
message elements. The To-Do Bar keeps track of tasks and appointments.

FIGURE 1.1 The Outlook main screen
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Step-By-S‘Eer;
i

o On the Outlook main
screen, on the Standard
toolbar, click New Mail

Message .

ey
+) Your screen
should look like Figure 1.3.

e In the To box, key the
e-mail address assigned

by your teacher.

o In the Subject box, key:
Animal Adoption Newsletter.
In the body, key the
message in Figure 1.4.

ey
+) Your screen
should look like Figure 1.4.

) Continued on the next page.

If you click Print on
the Standard toolbar, the
Print dialog box will not
open. The item will print
with default settings.

| Troubleshooter

If your e-mail does not
reach its recipient, or goes
to the wrong person, make
sure that you have used
the correct formatting. An
e-mail address consists of
a user name, the @, or “a
symbol, and the Internet
domain name, such as
ppatel@domain.edu.

Lesson 1: Exercise 1-2

EXERCISE 1-2

Compose and Save a New Message

There are three steps to composing a new e-mail message. First, locate, or find, the To

box and key the address for the person to whom you are sending the message. Second,

include a subject that tells the recipient what your message is about. Third, key your

message in the e-mail’s body. Outlook allows you to save a draft of the message that

you are composing to the Drafts folder. You can also save completed messages that

you do not want to send immediately.

FIGURE 1.3 Outlook new message window
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FIGURE 1.4 New message
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Outlook 4




Step-By-S‘Eer;
i

o In the Animal Adoption
Newsletter e-mail, click

Close IE

6 In the dialog box, click Yes
to save your draft.

e In the Navigation pane,
under Mail Folders, click

Drafts.

=T
+) Your screen

should look like Figure 1.5.

@ In the Drafts pane, double-
click the saved draft.

@ cickofiice @) and

choose Save As>Save As.

@ In the Save As dialog box
in the File name box, key:
Animal1-[your first initial
and last name] (for
example, Animal1-ppatel.)

@ In the Save as type box,
click the drop-down arrow
and select Outlook
Message Format.

@ Browse to the location pro-
vided by your teacher (see
Figure 1.6). Click Save.

H Continue to the next exercise.

Shortcuts

You can also create a new
mail message by pressing

(o] + )

Lesson 1: Exercise 1-2

EXERCISE 1-2

(Continued)

Compose and Save a New Message

FIGURE 1.5 E-mail saved as a draft
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Step-By-Step
i

o On the e-mail’s Ribbon,
choose Message>
Include>Attach File
(see Figure 1.7).

9 In the Insert File dialog
box, locate the data file

Animal.docx. Select the
file. Click Insert.

e Choose Insert>

lllustrations>Picture .

o Locate and select the data
file dog.JPG. Click Insert.

6 Choose Format>Adjust>

Compress Pictures .

0 In the Compress Pictures
dialog box, click Options.
Under Target output,
select E-mail. Click OK.

CHECK) Your screen
should look like Figure 1.8.

Q Select the picture. Press
[DELETE]. ON the QAT, click
Save .

) Continue to the next exercise.

Tech Tip

To remove an attachment,
right-click the attachment
and click Remove on the
shortcut menu.

Lesson 1: Exercise 1-3

EXERCISE 1-3 #
Insert an Attachment ¢

An attachment is a file that you send along with a message. An attachment can be a
text document, a photo, a music file, or any other type of file. You can use attachments
to provide additional information with your message, or to exchange files via e-mail.
In this exercise, you will attach a Word document and also attach a picture by inserting
it directly into the body of the e-mail. Because picture attachments are often large,
you can compress the size of the file to make it quicker to send.

FIGURE 1.7 Attach File button
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FIGURE 1.8 Message with file attached and compressed picture
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Step-By-gtep
i

o In the Animal Adoption
Newsletter e-mail, in the
Attached box, right-click
the Animal.docx

attachment. Choose Open.

e In the Opening Mail
Attachment dialog box,

click Open.

K) Your screen
should look like Figure 1.9.

o Close the attachment.
Close the e-mail.

e Select the e-mail in the
Drafts pane. Double-click
the attachment in the
Reading pane (see
Figure 1.10).

o In the Opening Mail
Attachment dialog box,
click Open.

o Click Close IE' Exit Word.

o Right-click the e-mail in
the Drafts pane. Choose
View Attachments>
Animal.docx.

e In the dialog box, click
Open. Exit Word.

H Continue to the next exercise.

| Troubleshooter

Large attachments (such as
pictures) can take a long
time to download.

Lesson 1: Exercise 1-4

EXERCISE 1-4
Open an Attachment

Outlook also allows you to receive attachments. Attachments can be opened in a
number of ways. You can expand, or enlarge, an attachment in the Reading pane. You
also can open an attachment from the list of e-mails in the folder list. Attachments

also can be opened from within an open e-mail.

FIGURE 1.9 Animal.docx attachment in Word full-screen view
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FIGURE 1.10 Outlook main screen
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Step-By-STeﬁ
i

o In the Reading pane, click
the Animal.docx

attachment.

0) Your screen

e In the Reading pane, click
Preview file.

should look like Figure 1.11.

N
ICHECK) Your screen

should look like Figure 1.12.

e In the Reading pane, click
Message.

H Continue to the next exercise.

Proofreading the docu-
ments you attach to your
e-mail messages is a
valuable skill. Misspellings
or improper punctuation
detract from the profes-
sional look of the entire
e-mail message.

Do not open e-mail attach-
ments from people that
you do not know or trust.
Attachments can contain
malicious software, such
as spyware. If you receive
mail from an e-mail
address that you do not
recognize, do not open it
and tell your teacher.

Lesson 1: Exercise 1-5

EXERCISE 1-5
Preview an Attachment

When you receive an attachment in an e-mail message, you might not want to open

it. For example, you may be cautious about opening attachments to an e-mail from

someone you do not know. You can preview attachments in much the same way that

you preview e-mail messages in the Reading pane. Attachments also can be previewed

in an open e-mail message.

FIGURE 1.11
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Step-By-STeﬁ
i

o In the Drafts pane, double-
click the Animal Adoption
Newsletter e-mail.

e In the Attached box, right-
click the Animal.docx
attachment and select
Save As.

ECK) Your screen
should Iook like Figure 1.13.

o Ask your teacher where to
save the attachment, and
navigate to that location in
the Save Attachment

dialog box.

HECK) Your dialog
box should look similar to
Figure 1.14.

e Click Save.

H Continue to the next exercise.

To save more than one
attachment from an open
message at once, choose
Message>Actions>
Other Actions. Click Save
Attachments. In the Save
All Attachments dialog
box, click OK. Then,
choose a folder location
for the files.

Lesson 1: Exercise 1-6

EXERCISE 1-6
Save an Attachment to a Specific Location

After you have opened and viewed e-mail attachments, you can save attachments to
your computer or to a location on a network. Saving an attachment to a specific
location allows you to work with the attachment as a unique document in its native,
or original, application. Once you have saved the attachment, you can access it from
the folder where you have saved it. You will not need to reopen the e-mail.

FIGURE 1.13 Save Attachment shortcut menu
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o In the Animal Adoption
Newsletter e-mail, choose
Message>Options>Low
Importance E

Choose Message>
Options and click the
Message Options Dialog
Box Launcher .

In the Message Options
dialog box, click the
Sensitivity drop-down
arrow. Select Confidential
(see Figure 1.15).

Under Delivery options,
make sure the Attachment
format is set to Default.
Click Close.

In the e-mail, click High
Importance |I|

FICHECK) Your screen

should look like Figure 1.16.

6 Click Save . Close the

e-mail draft.

=) Continue to the next exercise.

When forwarding an e-mail
message, clear any High
Importance settings, so
that the forwarding recip-
ient does not mistake the
importance as being
meant for him or her.

Lesson 1: Exercise 1-7

EXERCISE 1-7

Set Message Options

You can adjust Outlook’s Importance settings to tell the person receiving the message

whether the message has a high or low priority. Use the Sensitivity settings to indicate

that a message is personal, private, or confidential. Outlook’s delivery options allow

you to set the delivery time of a message, or to have a message automatically sent to

another person at a later time or date.

FIGURE 1.15 Message Options dialog box
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Step-By-STeﬁ
i

o In the Outlook window, on
the Menu bar, choose
View>Reading Pane.

e Select Bottom .

e Place the pointer over the
line between the Drafts
pane and the Reading
pane until it turns into a
double-headed arrow. Click
and drag the line up to
show more of the message
in the Reading pane.

:CK)

Your screen
should look similar to
Figure 1.17.

Sty

Choose View>Reading

Pane>Off .

Choose View>Reading

Pane>Right .

Choose View>

AutoPreview .

ECK) Your screen
should look like Figure 1.18.

e Choose View>

AutoPreview to turn
off automatic preview.

H Continue to the next exercise.

Lesson 1: Exercise 1-8

EXERCISE 1-8 e
Manipulate the Reading Pane and
Automatically Preview Messages

The Reading pane allows you to read your messages without opening them. The
Reading pane can be moved to display the text of messages to the right or bottom of
the screen. The Reading pane can also be turned off. Outlook lets you preview an
e-mail message automatically even if the Reading pane is closed. The AutoPreview

feature allows you to see a whole list of e-mails and their contents in a single pane.

FIGURE 1.17 Reading pane on bottom
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o Open the Animal

Adoption Newsletter
draft. Choose Office @>
Print>Print Preview .

ey
+) Your screen
should look like Figure 1.19.

e Click Close Print
Preview .

Choose Office @>

Print>Print .

e Under Printer, ask your
teacher which printer to

select in the Name box.

6/

Under Copies, in the
Number of pages box,
select All. Set the Number
of copies io 1.

)
8/

With your teacher’s
permission, click OK. Click

Send .

In the Navigation pane,
under Mail Folders, click
the Sent Items folder (see
Figure 1.20).

H Continue to the next exercise.

The Spelling & Grammar
checker can help ensure
that e-mail does not contain
misspellings or punctuation
errors. Print out a copy of
the e-mail and proofread it
to identify and fix other
inaccurate information.

Lesson 1: Exercise 1-9

EXERCISE 1-9

Preview, Print, and Send a Message

As in other Office applications, you can use Print Preview to see what an e-mail will

look like before you print or send it. Print a message if you need a hard copy of it. Use

the Sent Items folder to track messages you have sent.

FIGURE 1.19 Message in Print Preview
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FIGURE 1.20 E-mail in Sent Items pane
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Step-By-STeﬁ
i

In Outlook, click New Mail

Message .

Choose Options>Fields>
Show Bcc (see
Figure 1.21).

In the To box, key the
e-mail addresses of two
classmates assigned by
your teacher.

In the Subject box, key:

supplies.

In the body, key the
message shown in
Figure 1.22.

In the Cc box, key the
e-mail address of a third
classmate assigned by your
teacher.

Production staff office

o In the Bee box, key the
e-mail address of a fourth

classmate assigned by your
teacher.

iCK) Your screen
should look like Figure 1.22.

e Click Send [:=1]

H Continue to the next exercise.

You Should Know

If there is more than one
Bcc recipient in an e-mail

message, their names will
not be visible to each other.

Lesson 1: Exercise 1-10

EXERCISE 1-10
Send a Message to Multiple Recipients

You can send an e-mail to more than one recipient at a time by entering each person'’s
e-mail address into the To box. You also can send an e-mail message to a single
recipient and send copies to others at the same time using the Cc, or carbon copy,
field. Blind carbon copies can also be sent. Other recipients who receive the e-mail
will not see the e-mail addresses of the Bcc e-mail recipients.

FIGURE 1.21 Message window with Bcc
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o Under Mail Folders, click
the Sent Items folder.

e Open the Animal Adoption
Newsletter e-mail.

=T
.) Your screen
should look like Figure 1.23.

o Choose Message>
Actions>0Other Actions.

Click Resend this
message.

=T
.) Your screen
should look like Figure 1.24.

e In the To box, delete the
e-mail address of the prior
recipient. Key an address
provided by your teacher.

Click Send [1=1]

o Close the previously sent
message.

H Continue to the next exercise.

When you use the Resend
This Message command
to send the same message
to a different recipient, you
send an exact copy of the
message. If you forward an
e-mail, you are forwarding,
or passing, along a mes-
sage that was already sent
to you or other people. If
you forward an e-mail, the
prefix FW: is added to the
Subject box.

Lesson 1: Exercise 1-11

EXERCISE 1-11
Resend a Message

Sometimes you might need to resend a message. Perhaps the recipient accidentally
deleted it, or you need to send another copy to a different recipient. You can resend a
message by opening it in the Sent Items folder, changing the recipients, if necessary,
and resending it.

FIGURE 1.23 Previously sent Animal Adoption Newsletter e-mail
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Step-By-STeﬁ
i

o Under Mail Folders, click
the Inbox folder.

e Choose Tools>Options. In
the Options dialog box,
click the Mail Format tab.
Under Signatures, click
Signatures.

e In the Signatures and
Stationery dialog box,
click the E-mail Signature
tab. Click New.

o In the Enter a name for
your new signature box,
key: Newsletter. Click OK.

e Click in the blank Edit
signature box. Key the
text shown in Figure 1.25.

iCK) Your screen
should look similar to
Figure 1.25.

o Highlight the text Patricia
Patel. Click the Font box
drop-down menu and select
Lucida Handwriting.

e Click OK twice.

e Click New Mail Message

=
O ae

H Continued on the next page.

CK) Your screen
should look like Figure 1.26.

Lesson 1: Exercise 1-12

EXERCISE 1-12
Create and Modify a Signature

To give your e-mails a more personalized touch, you can sign your e-mails with a
customized signature. A business signature usually contains information such as the
sender’s name, company, position, address, and phone number. Outlook will
automatically include that signature in all new e-mails.

FIGURE 1.25 Signatures and Stationery dialog box

Choost default sprature
Evmal geeensst: pute, Patricn =
Mew messagess [y [=]
Fephes fforwarnds: [norw) [ I

[ peee || wew |[ s |[ eewe | [Click to create

| Eddt sgnature New signature
[catriod)  [<][11]]| 8 + m ICEERNT T R
Batricia Patel =
Production Coordinator Key new o

-,
Anirmal Adoption Newsketter signature here

[oc [ comn ]
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Step-By-étep
i

Choose Insert>Include>

Signature m Click

Signatures.

@ Click in the Edit signature
box before Production
Coordinator.

@ Key: Assistant (see
Figure 1.27).

@ Click OK.

@ Close the message without
saving it. Click New Mail

Message .

CK) Your screen

16

H Continue to the next exercise.

should look like Figure 1.28.

RE: is an abbreviation that
means regarding. When
replying to a message, the
prefix RE: is automatically
added to the Subject box.
What other abbreviations
do you see in Outlook?

Lesson 1: Exercise 1-12

EXERCISE 1-12 (continued)
Create and Modify a Signature

FIGURE 1.27 Editing signature
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FIGURE 1.28 New e-mail signature edited
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Step-By-S‘Eer;
i

o In the Untitled message,
choose Insert>Include>

Signature E Click

Signatures.

e In the Signatures and
Stationery dialog box,
click New.

e In the New Signature
dialog box, key: Personal.

CK) Your dialog
box should look like Figure
1.29. Click OK.

e Click in the Edit signature
text box and key: Patricia.

o Highlight Patricia. Change
the font to Lucida

Handwriting, size 10.

o Click the Font Color drop-
down menu and select Red.

0 In the Choose default
signature area in the New
messages box, select
Personal from the drop-
down list.

ey
+) Your screen
should look like Figure 1.30.

H Continued on the next page.

To remove an automatic
signature from an e-mail,

select the signature in the
body of the message and
press Delete.

Lesson 1: Exercise 1-13

EXERCISE 1-13
Create Multiple Signatures

You may find that you need different signatures for different purposes. For example,

you may want to use one signature for professional e-mails and a second signature

for personal e-mails. Outlook allows users to create different signatures and to choose

which signature to use for which e-mails.

FIGURE 1.29 New Signature dialog box
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Step-By-gtep
i

@ Click OK. Close the
message without saving it.

m Select New Mail
Message .

0) Your screen

should look like Figure 1.31.

Choose Insert>Include>
Signature E Click
Newsletter.

) Your screen

D o

should look like Figure 1.32.

Choose Insert>Include>
Signature E Click
Signatures.

@ In the Choose default
signature area in the New
messages box, select
Newsletter. Click OK.

m Close the message without
saving it.

H Continue to the next exercise.

You Should Know

In businesses, many people
create a signature to give
their e-mail messages a
professional look.

Lesson 1: Exercise 1-13

EXERCISE 1-13 (continued)
Create Multiple Signatures

FIGURE 1.31 Personal signature in new e-mail message
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Step-By-STeﬁ
i

o In the Inbox, double-click
the new message Animal
Adoption Newsletter.
Choose Message>

Respond>Reply .

e Key: | would like to take
photographs of the animals

for the newsletter. Would
you like black-and-white or
color photographs?

ECK) Your screen

should look like Figure 1.33.

o Save your file as: Animal2-
[your first initial and last

name]. Click Send .

Close the open message.

ECK) Your screen

O oe

e In the Inbox, open the
Animal Adoption

Newsletter e-mail
message. Choose
Message>Respond>

Reply to All .

should look like Figure 1.34.

In the message body, key:

FYI. Click Send .

Close the open message.

H Continue to the next exercise.

You do not have to wait for
the next scheduled time to
check for mail. Click Send/
Receive @ to check for

new mail.

Lesson 1: Exercise 1-14

EXERCISE 1-14
Reply to a Message

Outlook regularly checks for new e-mail messages. When a new e-mail message
arrives, it is displayed in the Inbox pane. When you reply to a message, your response
automatically appears above the original message. The person who receives the reply
will see their original e-mail as well as the response. The Reply to All button sends a
reply to the sender as well as everyone to whom the original e-mail was sent.

FIGURE 1.33 Reply message window
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Subject: Animal Adeption Mewsletter

| am coordinating the production of the Animal Adoption Newsletter. We still need content for the next newsletter. If you
would like to wolumteer a5 3 writer, researcher, or photographer, please contact me 83 soon as possible.

| have attached a copy of our proposed preduction schedule. Please let me know if you have any questions.

FIGURE 1.34 Outlook main mail screen
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fistioen. Help Type a question for help -
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LRI & Gu 1 Ape 20 ¥
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Sent Men /20/2009 1155 AM 6 7 8 gn
To:  Taicia Pasel 1§ 10 14 1% 16 17 18
T W@ 2 a0 s
""" | s enondinating the production of the Animal Adoption 23 z} ?n P
Newsletter, We still need content for the next newsletter. If
you would ke to woluntesr as a writer, researcher, or A
photographer, please contact me as soon as possible. Indlcate_s when
you replied to
I hawe attachid a copy of our proposed production this message.
schiedule. Phease ket me know If you have any questions.,
Asranged Oy Due Date| - | =
[
Theie ane i ibemi bo
‘shinw in Hhis v,
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Step-By-STeﬁ
i

o In the Inbox pane, open
the message RE: Animal

Adoption Newsletter.

e Choose Message>
Respond>Forward .

'CK) Your screen
should look like Figure 1.35.

o In the To box, key the
e-mail address of another

classmate assigned by your
teacher.

e Click in the message body.
Key the text shown in

Figure 1.36.

e Choose Insert>Include>
Attach File [[] ]. Attach
the data file Animal.docx
to the message.

o Save your file as: Animal3-
[your first initial and last
name].

e Click Send .

o Close the open message.

H Continue to the next exercise.

If you forward a message
that has an attachment,
both the message and the
attachment are forwarded.
If you reply to a message
with an attachment, the
attachment is not included
with the reply.

Lesson 1: Exercise 1-15

EXERCISE 1-15
Forward a Message
Sometimes you might receive a message that you want to share with a friend or

coworker. Use the Forward button to forward, or pass along, an e-mail message to
other people.

FIGURE 1.35 Message to be forwarded
@\luj (\__-i. = rWanimal idopuon Newslerer  fdeszage (FiThill = F.

| Messaqe [ Trseil Oplicens Frarmal Test _
E* :_“_.|ﬂ:.||1::.-1uIH lﬁ'@ .!'-j T|lf‘|$|

we A e e O g e
&lEP&E_. il Tt  MEmes (g | optiand % (prbeting
Message will be forwarded |—"—“"“
[
= e I|
L= S B

Subjert: | P Animal 2nnptian Nrewsietter

From: Roger Gupta

Sent: Monday, April 20, 2000 524 FM
To: Palricia Patel’

Subject: KE: Ansmal Adopbion Mewslattar
Bewwilivity: Condidontul

I weould ke to take photographs of the animaks for the newsletter. Would you like black and white or color photographs?

From: Patricla Patel
Sant: Monday, April 20, 2000 513 FM

| i

FIGURE 1.36 Message added to forwarded message

(L B - B TW:animal Adoption Newsletter  Meszage (1TML) =

| Messsye | Tnset  Optlons:  FommalTest

E i’*‘|rr_|||h-|1|'.w |u 'M"“‘ "'|D ﬂ @

||
piress Cnck || ttach Abtah

Emmc.uu YI

Ermu

e e e
HF:EH— 5| danic Tt Sl pames | miise G| optons &
[1o.. | |wiems, 1:4:<— New message recipient |
ﬁ [eel] |

G|

Subjert: | P Anmal Asaptian Nrwsietter

Roger B nlenesded in Liking pholographs ol the animals, Do you koo soyone s wosld B to seeite an artiche Tor fhe
newsketior?

From: Roger Cupta
Sant: Monday, April 20, 2000 24 F4
Toc "Putricia Patel’

Brawilivily: Confidenlial forwarded message
I weould fikce to take photographs of the animals for the newsletter. Would you like black and white or color photograghs?

From: Patricla Pm:l_
Sent: Monday, April 20, 2009 5:13 FM

To: Gupla, ﬂ:r

20




Step-By-S‘Eer;
i

o In the Inbox pane, open
the message RE: Animal

Adoption Newsletter.

e Choose Message>
Options>Follow Up .

Click Tomorrow.

ey
») Your screen

should look like Figure 1.37.

o Close the message.

v T
fICHECK) Your screen

should look like Figure 1.38.

In the Inbox pane, right-
click the red flag icon in the
RE: Animal Adoption
Newsletter e-mail. Select
Clear Flag.

H Continue to the next exercise.

Outlook includes several
default flags with dates,
such as Today, Tomorrow,
and Next Week. To add a
flag with a custom date to
an open e-mail, choose
Message>Options>Follow
Up and click Custom.
Then, select the Start and
Due dates that you want.

Lesson 1: Exercise 1-16

EXERCISE 1-16
Add or Remove a Flag

Outlook allows you to flag a message in your Inbox to show whether a message you
have received requires some sort of follow up and when. The flags will appear next to
the message in the Inbox pane and in the To-Do Bar on the right hand side. The To-
Do Bar is designed to keep track of all of your tasks in one place. You can also add
reminders or even clear the flags if you have performed the required task or no longer

need to follow up.

FIGURE 1.37 Message flagged for follow-up
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From: Roger Gunta Senk  Mon 40002008 555
Ta: Wikam, Todkd

e
Subpect: RE: Animal Adopticn Ne

1would Bke to take photographs of the ankmals for the newslettar, Would you ke black and white or color photographs?

Fromm: Patricia Palel
Senk: Monday, April 20, 2009 513 PM

| m coordinating the production of the Animal Adoption Newsletter. We still need content for the next nawsletter, if you
wiould like to volunteer as a wiiter, researcher, or photographer, please contact me as soon as possible.

I hawve sttached a copy of our proposed production schedule. Please let me know if you have sy questions.

FIGURE 1.38 Outlook main screen showing flags
{5 ek Mt ek -
DB B Yew Do Toth o Aciem Help

Types u pircacn dpr baip

Fioie x5 05 K Rty Rty in ) i o (B W B STy ) Sernasemben - g
|| Mail 153 tnbox . RE: Animal Adoption Newsletter To-Co Bar
Faoitg Foklary £ T el *| * || Roger Gupta A
o n ety Ome mewvstomten |~ || inin i Sy ey A O i P AT |
() Sont o 3 Py ol it e 343
[ waat ot x .. | Message flagged 1ok n
[ 0 vt - = _ = | for follow up R
= 2 Fonons feldm o AEgel Sopln 420000 =
Duteted Hem drimat Ladciian hievns 1 woukd lee 1o take phofographs o the smanab o the
) Erasty fErur e, Wil you Blop black and whme or colar
o hotogragphi?
Tl b -
Chiffies
Frome Patiicis Patsl Ny bl iny- Pt
El L mmllpl}ﬂ,mﬂ'ﬂ-lﬂ
£ v B Yot Cugts,
L Tetrch Foskdery Subfect: Ani=al Adoption Newalatter
Importance: Hgh
Sansithvity:

| Ariaryged B o Dale.

T am ooordinating the production of the Animal &doption
H:ﬂmr ‘We still need content {or the next rewsietier. if




Step-By-STeﬁ
i

1
12/
13/

{ 600 O

Click Delay Delivery on
each message that you
want to delay. To delay the
delivery of all messages,
use the Microsoft Rules
and Alerts Wizard.

Select New Mail

Message .

In the To box, enter your
own e-mail address.

Choose Options>More
Options>Delay

Delivery .

In the Message Options
dialog box, under Delivery
options, make sure the
box next to Do not

deliver before is checked.

Click the drop-down arrow

and select tomorrow’s date.

AALNECK
'BCHECK) Your screen

should look like Figure 1.39.

Click Close.

Click Send =1 |

AAUEAK
'CHECK) Your screen

should look like Figure 1.40.

Continue to the next exercise.

Lesson 1: Exercise 1-17

EXERCISE 1-17

Delay Delivery of Message

S
.

Usually when an e-mail is sent, Outlook starts delivery of the message as soon as the

Send button is clicked. However, you can have Outlook delay the delivery until a time

of your choosing. If you are writing the message at the end of the work week, for

example, and do not want it delivered until the beginning of the next week when the

recipient returns to work, you can set Outlook to send the e-mail Monday morning.

FIGURE 1.39 Delayed delivery Message Options dialog box

Message Options =3
Message settings
Importance: Change security settings for this message.
1
Voting and Tracking options
[ use voting buttons: | lZ“
Request a delivery receipt for this message
Request a read receipt for this message
Delivery options
[[]Have replies sent to: | | [SelectNarrles...
[¥] Do not deliver before: |4,-‘ZJ,-‘2009 IZ'
EﬁE}qﬂres after: INone ||E|
Ahocmentfumat
Eheoding: [Autoselect -]
ﬂi’g [ ] Do not deliver |
Categories v| [None | before check box ]
FIGURE 1.40 Delayed delivery message in Outbox
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Step-By-STeﬁ
i

Select New Mail

Message .

e In the To box, key the

9
8/

O oe

o

e-mail address of a
classmate assigned by
your teacher.

In the Subject box, key:
Production meeting.

In the body of the e-mail,
key: Please make
arrangements to attend a
production meeting today
at4 p.m.

Choose Options>Tracking
and click the check box
next to Request a Read
Receipt.

ECK) Your screen
should look like Figure 1.41.

Click Send .

When you receive the
e-mail from your classmate,
double-click it in the Inbox
pane.

CK) Your screen
should look like Figure 1.42.
Click Yes to return a Read
Receipt.

Select the Read:
Production meeting mail
to display it in the Reading
pane.

=) Continue to the next exercise.

Lesson 1: Exercise 1-18

EXERCISE 1-18
Request Read or Delivery Receipts

Some e-mail messages that you send might be so important that you need to know
whether the recipient has read, or even received, them. This is especially true if the
recipient has not sent you a reply. You can send a message in Outlook with read or
delivery receipts. If the recipient agrees, Outlook will notify you when the message
has been received or read.

FIGURE 1.41 Production meeting e-mail

H S e T Praduction Mesting - Meccage (HTML) O E %
Message  Ingert ] Optioms [ Format Text )
;:m"v | El As Plain Test gi]’ ) PG s DR REot "E E—I &

onts =
B etteats - | E:T:r' e cits A.mrut Use Valing (] Bequest a Read Receipt || Sare Senl mugmlm
Themes JI Fieigs Formsr || Tratking A F1} Mbre Dptions B
) [ Ta. ] |ﬁﬂ.ﬂm |
= (e | |
| Read receipt I
Subject | Production Meeling requested 1

Please make arrangements to sttend a production meeting today at 4 pom.
Patricia- Patel

Assistant Production Coordinator
Animal Adoption Newsbetter

14

FIGURE 1.42 Read Receipt request
ic ice Qutloo

A

Roger Gupta requested a read receipt be sent
when message 'Production Meeting' is read. Do
you want to send a receipt?

Don't ask me about sending receipts again

[ Yes ] [ Mo




Jmstep-Bv-Ster? A EXERCISE 1-19 "
o Request Replies Sent to a Specific Address
Select New Mail

Message @ In the To
box, key the e-mail address
of a classmate.

When you reply to a message in Outlook, your response normally is returned to the
sender of the e-mail. Outlook allows you to direct the replies to an e-mail to a specific
address that may or may not be that of the sender of the original message. If you are
sending a message on behalf of someone else, or if a coworker is handling your

e In the Subject box, key: correspondence while you are on vacation, this feature can be helpful.
4:00 p.m. production
meeting. FIGURE 1.43 Production message
f uﬂ.'-ﬂ_‘?_ﬂ'_'*. % FO0 . praduction mesting - Mestage (Rech Tet) = =
e In the body of the message, S [ menage | miet  Opbion Pammat Tet
key: Will you be at the =1 ﬁ I R s ﬂ @ 1% A\ ¢ i t y
. 2t | T ——— BE 11|
meeting today? Seid | Puila:{ ._|_-_ Loyl A |EEE 3| ?'. RESE 25| (e A qih.spgnn
. sand | Cigbiad 5| EatiTed Al mames  |limcdde G| optiens | |pesoridg)
o [ICHECK) Your screen B —— —
. . =1 i
should look like Figure 1.43. S | |
o] |
e Choose Options>More Sutject 400 p.m. procuttion sueting
Options>Direct Replies Wilyols ba ot the meeting today?
T .
° Patricia Patel
Assistant Production Coordinator
o In the Message Options Animal Adoptian Newsletter
box, under Delivery
options, key the
e-mail address that is in
the To box of the message
in the Have replies sent FIGURE 1.44 Redirecting replies to an e-mail message
to box. Click Send . ["Message Options
) Message settings Security
o lm& Your dlalog Importance: % Change security settings for this message.
box should look similar to senstivity: |Normal = [ security settings...
Figure 1.44. Voting and Tracking options
Use voting buttons: | lz“
0 When you receive your [ Request a delivery receipt for this message

) 0 [CIRequest a read receipt for thi
classmate’s e-mail in the O R P A==

Inbox, open it.

Delivery options

[¥]Have replies sent to: atricia Pate | [ Select Names...
. [C] Do not deliver before: [N | [12:00 AM |
e Click Reply [} Note that Bl [-] | [-]
. [ Expires after: lNone | vl '12:00 AM |Z|
your e-mail address
, atachment omat: N
appears in the To box. o=t [Autosekect <]
Close the reply message.
bl 9 [ contace..] | |
Close the original message. :
Categories = [None ]
H Continue to the next exercise. =
05E

Lesson 1: Exercise 1-19 24




Step-By-STeﬁ
i

Select New Mail

Message .

e In the To box, key the
e-mail address of a

classmate assigned by
your teacher.

e In the Subject box, key:
Staff meeting.

o In the body of the e-mail,
key: Will you be attending

the 4 p.m. production staff
meeting?

e Choose Options>

Tracking>Use Voting

Buttons and click
Yes;No.

e Click Send .

o In the Inbox pane, open
the new message.

Choose Message>

Respond>Vote [ 7] and

select Yes.

O o

CK) Your screen

should look like Figure 1.45.

Click OK in the
confirmation box.

CK) Your screen

O o

H Continue to the next exercise.

should look like Figure 1.46.

Lesson 1: Exercise 1-20

EXERCISE 1-20
Create Polls Using Voting Buttons

If you would like to see what several recipients think about a topic, Outlook allows
you to create a poll using voting buttons that are embedded in the message screen.
You can ask a simple yes or no question and recipients can respond accordingly

without having to key a personalized response.

FIGURE 1.45 Message with confirmation of vote

i You have chosen to respond: Yes.

i@ Send the response now
i) Edit the response before sending

Lox ]|

Cancel

FIGURE 1.46 Results of vote e-mail in Inbox pane

.\WJ

Message

HRRS

Staff Meeting - Message (HTML)

& s B ¥ 02

Block ENotJunk Calegunze Follow Mark as || Find

x [F5 Move to Falder =
@ Create Rule

Vote  Re
- 2 Eu-ep;ﬁ Saratdf Dt Other Actions ™ || sander Up~ Unread -
Respond Actions Junk E-mail [F} Options [F}

You responded Yes on Monday, April 20, 2009 12:54 PM.
From: Roger Gupta Sent: Mon 4/20,
To: Patel, Patrida
Co
Subject: Staff Meeting

Will you be attending the 4 p.m. production staff meeting?

Roger Gupta
Assistant Production Coordinator
Animal Adoption Newsletter




Step-By-gtep
i

Select New Mail

Message .

e In the To box, key the
address of a classmate

assigned by your teacher.

e In the Subject box, key:
Ticket Request.

o In the message body, key:
I will require 2 tickets to the

Animal Adoption Newsletter
Fundraising party. Please
charge the newsletter
account #123-4567.

K) Your screen
should look like Figure 1.47.

o Choose Message>
Options>Digitally Sign
Message .

CHECK) Your screen
should look like Figure 1.48.

H Continue to the next exercise.

Microsoft Ofice 2007

To send digitally signed or
encrypted e-mail, both the
sender and receiver must
have a certificate of
authority (COA) installed
and configured on their
computers. To install a
COA, choose Tools>Trust
Center>E-mail Security
and click Get a digital ID.
Outlook will display a list of
vendors.

Lesson 1: Exercise 1-21

EXERCISE 1-21 -
Digitally Sign a Message

When you are sending mail in the traditional way, a signature usually informs the
recipient that the message is from you and that the recipient can trust the information
in the message. Outlook allows you to digitally sign an e-mail so that the recipient

can be sure that the message was sent by you.

FIGURE 1.47 Message to be digitally signed
yuaces
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Patricio Patel
Axsestant Production Coordinator
Animal Adoption Newslattar

FIGURE 1.48 Message digitally signed
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Subject | Ticket Request

Pwill require 2 tickels Lo the Animal Adoption Newsletier Fundrabsing party. Please charge the newskeller acoount #123-4567,

Patvicia Patel
Assktant Production Coordinator
Arimal ﬁﬂnpﬂ:m Mo hetter
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Step-By-gtep
i

o In the e-mail message,

choose Message>
Options>Encrypt .

e Click Send .

o Open the encrypted
message.

K) Your screen
should look like Figure 1.49.

JCHECK)

CK) Your screen

should look like Figure 1.50.

6 Close the message.

H Continue to the next exercise.

You must have the public
key—a type of code—of
the sender in order to read
an encrypted message. To
get the key, have the
sender send you a digitally
signed message, then add
the sender as a contact in
your address book.

Lesson 1: Exercise 1-22

EXERCISE 1-22
Encrypt a Message

In addition to letting you digitally sign an e-mail message, Outlook allows you to
encrypt, or scramble, data to secure a message so that only the recipient can read the
information. The encryption applies not only to the content of the message but also
any attachments to the e-mail.

FIGURE 1.49 Encrypted message on Outlook screen
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FIGURE 1.50 This message has been unencrypted and opened by the recipient
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Step-By-gtep
i

o On the Menu bar, choose
Tools>0ut of Office
Assistant.

e In the Out of Office
Assistant dialog box,
click Send Out of Office
auto-replies.

e Click the Inside my
Organization tab. Key:

| will be out of the office
after 1:00 pm on May 8.

<) Your dialog
box should look similar to
Figure 1.51.

e Click the Outside my
Organization (On) tab.
Key: | will be out of the
office on the afternoon of

should look similar to
Figure 1.52.

e On the Status bar, click Out
of Office. Select Turn off
Out of Office auto-
replies.

e Exit Outlook.

Lesson 1: Exercise 1-23

EXERCISE 1-23

Create Out of Office Messages

If you are on a Microsoft Exchange server, you can set up the Out of Office Assistant

to reply to incoming e-mails for you automatically.

FIGURE 1.51 Out of Office Assistant
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FIGURE 1.52 Inbox with Out of Office Assitant active
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LESSON

Vocabulary

Key Terms

attachment
delivery options
encrypt
forward
Importance
Inbox pane
Navigation pane
Reading pane
Sensitivity
signature
To-Do Bar

Academic Vocabulary

adjust
edit
expand

locate

Lesson 1: After You Read

o

Review Vocabulary

Complete the following statements on a separate piece of paper. Choose from the Vocabulary

list on the left to complete the statements.

1. A is your name and other information about yourself that

appears at the end of messages you create. (p. 15)

2. To send an e-mail that you have received on to other recipients is to
the message. (p. 20)

3. You can messages that you have saved in the Drafts folder.
(p-3)
4. The is where you can see a list of messages you have

received. (p. 3)

5. A(n) is a separate file that you can include with an e-mail
message. (p. 6)

Vocabulary Activity

6. Use e-mail to create a new twist on traditional flash cards.

= Choose a partner and send an e-mail that contains just one vocabulary word.
= Have your partner respond with the definition.
= Using the Vocabulary list, key the definition and send it back.

= Switch roles and repeat the exercise.

Review Key Concepts

Answer the following questions on a separate piece of paper.

7. What is the part of the screen that reveals the text of an e-mail message in

the Inbox? (p. 3)
A. To-Do Bar

B. Reading pane

C. Navigation pane
D. All of the above

8. Which of the following can you do with Outlook? (p. 9, 20, 22)
A. Save an attachment C. Delay delivery of e-mail message

B. Forward a message D. All of the above

9. What is the quickest way to add your contact information to an e-mail

message before sending it? (p. 15)
A. Key your name and phone C. Attach a file containing your
number at the end of the message contact information
B. Paste your name and phone D. Insert a signature

number from another application

29
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Step-By-Step N
By

o Choose Tools>Options.
Click the Mail Format tab.
Under Signatures, click
Signatures.

In the Signatures and
Stationery dialog box,
click New.

In the Enter a name for
your new signature box,
key: Personal2. Click OK.

Click in the blank Edit
signature box. Key:
Marcus. (See Figure 1.53.)

© 0 O

Highlight the text Marcus.
Click the Font drop-down
arrow and select Comic
Sans MS, 12 pt. Change
the Font Color to Purple.

Click OK in the Signatures
and Stationery box. Click
OK in the Options box.

Click New Mail Message
. Choose Insert>

Include>Signature .

Select Personal2.

K) Your screen
should look like Figure 1.54.
Save your e-mail as: o1rev-
[your first initial and last
name]1. Exit Outlook.

Lesson 1: Practice It Activities

Pract_ice It I\c_:ti_vi_tit_es_

1. Create an E-mail Signature

Follow the steps to complete the activity.

FIGURE 1.53 Personal2 signature

Ignatures and stationery
E-mail Signature | Personal Stationery
Select signature to edit Choose default signature
Newsletter «|  E-mai account: |ppatel@eamnllc.com |Z|
Personal
New messages:  |Nepgletter [-]
Replies/forwards:
A |(none} IZ|
[ Delete ]’ Mew ][ Save ]’ Rename ]
Edit signature
bieoin G B 2 v aows C|E)E T |soammcn @ 8
Marcus -
O
-
ok | [ cancel

FIGURE 1.54 New message with signature

‘—W )=

Untitled - Message (HTMWIL)

Massage | Insert | Options  FormatText
. Q I:JI_A;}i EBH!EQ&;;C&M‘ == || _| %% @S_h.apes- Eng’ﬂEF.”f‘lk ITE*"B“' =y
o~ | Calendar ~—  Z3\SmartArt || & Bookmark || (2| QuickParts- (5 || £2 5
Attach Attach Table Picture Chip - iz —
Fila  fem |2 Signature = B At il Chart | Wordare - gl (| 2= H
Include I3 || Tables Tilustrations Lirks. Text
— =]
=1 (e ] |
Send
[ Bec ] |
Subject: |
Marecus
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Step-By-Step
b

o Open your saved o1rev-1
file.

e In the To box, key the
e-mail address of a

classmate assigned by
your teacher.

e In the Subject box, key:
Study Time.

o In the body of the

message, key the text
shown in Figure 1.55.

e Choose Insert>Include>
Attach File

e Locate the data file

Study.docx. Click Insert.

o Choose Message>
Options>High

Importance III

CK) Your screen
should look like Figure 1.56.
Click Send.

e Save your e-mail as: o1rev-
[your first initial and last
namej2.

@ Close the message. Exit
Outlook.

Lesson 1: Practice It Activities

] PI:actice It Activities

2. Compose an E-mail

Follow the steps to complete the activity.

FIGURE 1.55 New message

@\Eﬂ(‘ - @ F
S metage |um¢r'| ptian

Linlitled = Rdtzane (HTRG —

Fomat fet _ -

8 Risviness Card + a-J ,‘iluw- + | B bpetink - | E)Ted e A5+ || TT Fepisition @
ﬁ j = Calenda I jl —-I El 7| Smaitan Ahumu: |Jﬂmﬁm- & lEEﬁ-n.l.-ul
Aftarn  AILscn Tshis I-"m'llrr i
e Dem L% Segnatise = " AL il Enan A Waraht < Rl i.—_.lﬁn.bi'rrul.ml-
%Ih&:r_ Gl taules || thetralens | Lirks il Teik _ Symbuls

(7o | |mesm.nece

= D |
(e[
Subject | Study Time

viEm| |0

Let's meet ot the Buwary tormormow Lo study, Pve atteched information about the library"s hours and study rooms. Are
you available at 4:007

Marcus

LAl

FIGURE 1.56 E-mail with attachment

@Iiyﬂﬁitl'—
= |uﬂur|lrl'r-m Cptians

Sody Time - Meztane 0T =5

Foumat Teat

-_;‘I i | el O . | = = |ui| _EI %‘ ;"_!; [ Y iE?J-
pae | (B 2= A e e e g | g, | rom | somen
meh-”- Bank Trxd 1| H aciste 15| | options || oting]
mmqtmmmnm

L__] [ mamsa, Bt

= liee=illl

[mee ||

Subject  [Stuty Time

Attached | &gty goo 1) aEy

Let"s meet at the Bbrary tomomow to study. I"ve attached information abowt the ibrary's hours and study rooms. Are o
you avadable at s:00? 1

Mareus
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" 3. Preview an Attachment

Follow the steps to complete the activity.

Step-By-Step
b

FIGURE 1.57 Study.docx attachment preview

[ 2 Inbem - Mecroselt Outlook
o Open the Study Time I B Bt e Go Tecs adioer b Cry
e-mail in the Inbox pane. i Bew = | 5 183 X | B Beply Sl Reply o All i Fonuad | B W | G5 | ¥ SencliRegeive - (S | [} Search address books
Mail w2 mbox _stud.rm -
e In the Reading pane, click '-'-':-::" # [[[searcn tnboe Pl :::m::::m N
the Study.docx s s Airered B Dt Hewestentep -]+
attachment. e T = i‘“‘“ — L Message | ] Stuody doo 15 15
e | | s
e Click Preview file. 9% resomu rolast
Dualts. [1]
il ) Your screen = o et 1970 Ridge Road
should look like Figure 1.57. g::’:::.,':' Prairie Township, IA 55555
= Srnd Hemt L
2 ‘Seanh Falden
e In the Reading pane, click f:::‘“'i““"
the Message icon to see Uraead Mad Library Hours:
the Study Time e-mail Monday-Friday: 8-8
preview. e Saturday: 10-8 -
[ . |
) Your screen @! Catenaa B Sundey: 125

should look like Figure 1.58.
FIGURE 1.58 Outlook main screen
i) ke - Mhierased Outleek
i fdR Mew Go Jooh Acion: Hep
{ sibew - | 3 | Gabienty 58 Reptytn AR (G Forard | B W | 42 | 1Y SendRegeive - 5 Al Serch addbess buvka

Mail « (| Inbax Study Time
Fawesite Fokiers % [[|search inbox A=z

o By Bale [ Weweil enlep 7 = Thit meisage his not been dent.
Nerl  Noww
3 Toda e G Ree

& 148 P e
Study Time 1]
o Mcstape | | @] 5tudy.doc (15 B
Let's mieet ot the Bbeary tomorro to study, 've attached

inforration about the bbeary’s hours and study rooms. Are
o available a14:007

Moreug

Lesson 1: Practice It Activities
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Step-By-Step
b

o Create a new default
signature for:
[Your Name]
Project Manager
New Product Development.

e Open a new message.

e In the To box, key the
e-mail address supplied

by your teacher.

o In the Subject box, key:
Revised Schedule.

e Key the message text
shown in Figure 1.59.

o Attach the data file

Revised_Schedule.docx
to the e-mail.

o Set the Importance to High.

0 Set the Sensitivity to
Confidential.

e Flag the e-mail so that you
will follow up on it today.

=
{) Your screen

should look similar to
Figure 1.60.

m Save the e-mail as: o1rev-
[your first initial and last
name]5. Send the message.
Exit Outlook.

Lesson 1: You Try It Activities

You Try It Activities

You are the project manager for a new product being developed by your company.

The deadlines for your project have been changed. You decide to send a copy of
the revised schedule to one of your coworkers.

FIGURE 1.59 E-mail message

A Vi 0] Revited Schedule - Message (HTML) - =
;I"’; | Mrsuage | mwen  Optioes  FarmatTes
= ———
| _(j f" ll:mm u s === E @ ‘f |$
g Ul A |;g|ma:ih:; :i* o Sl
l:npmd" tlasks Tewt El ames | limcude = |_apqm & prdsting
(o= | [Guomm, Racer
=] e |
Subject | Rewined Schedule
| Roger,
We need to launch our new product in May. | have attached the revied schedule. Do you have time lter today to
discuss how we can meet the new deadlnes?
| Thank yeus,
| patricia patsel
|| Project manager
: New Product Development
——————————— ———————————
FIGURE 1.60 Flagged e-mail
u MY e # s Revised Schecdubt — Méstage (HTHL) = =
[ [ aevage | mer  Optiens  Femat fewt
jj b TR (T =R =R Iﬂ @ JEII s |"al+ 'ﬁ'
Lis g||“ 2o ]|%- A IhF‘H' ol | ST el i
_-|ﬂlpbu.|.rﬂ 5 Bari Trat | Il.m:t ||mn..ﬁ_r='. ﬂ-p'lnm_ £ | Paating|

ATEEL IS MESEAGH 14 Ter, will Die 1Lag0 e Foe yoa Wl 11k Pallciwing infGamatisn:
ol g, STar By Maniy, Auri 20, 2009, Due by Manday, Apdil 20, 200,

— [ Tow | |Gusts. Rooer
— |

(e |

Subjest | Revived Soneaule

Roger,

We need to launch our new product in May. | have attached the revised schedule. Do you have time e today 1o
discuss how we can maet the new deadlines?

Thank you.
Patricia-Patel:
Projeet Manager

1%




LESSON

Step-By-Step
b

&
12/

13/
9
o

©

Under Mail Folders,
select Sent Items.

Open the Revised
Schedule e-mail.

PR )
BCHECK) Your screen

should look like Figure 1.61.

Choose Message>
Actions>Other Actions

[&2] Click Resend this

message.

In the To box, highlight the
e-mail address of the prior
recipient and key a different
address provided by your
teacher.

In the body of the message,
change Roger to the
appropriate name. Save the
e-mail as: o1rev-[your first
initial and last namel]4.

=T
») Your screen
should similar to Figure

1.62. Click Send [1=1]

Click Close E| to close
the previously sent
message. Exit Outlook.

Lesson 1: You Try It Activities

You Try It Activities

Your coworker says he has a different project that takes priority, so you decide

to resend the message to another coworker who has time to complete the project
according to the revised schedule.

FIGURE 1.61 Previously sent Revised Schedule e-mail

\IIE ) 15 4 9 ) B Revised Schedule - Message (HTML)

Message

3 Move to Folder - [ Find
G G| X e G o | B W (BT
@ Create Rule - % Related ~
Reply Reply Forward || Delete _ . Block [ Mot Junk Categorize Follow Mark as
to All Other Actions * || gander = - Up~ Unread Lz select -
Respond Actions Junk E-mail (P Options P} Find
Follow up. Start by Monday, April 20, 2009. Due by Monday, April 20, 2009.
Flease treat this as Confidential.
This message was sent with High importance.
From: Patrida Patel [ppatel@eaconlic.com] Sent: Mon 4,
To: Gupta, Roger
Cc
Subject: Revised Schedule

-] Message | Revised_Schedule.duu( 14 KBE)

Roger,

We need to launch our new product in May. | have attached the revised schedule. Do you have time later toda
discuss how we can meet the new deadlines?

Thank you.

FIGURE 1.62 Resending Revised Schedule e-mail

Rrvmed Schedils

Cptiem Foamat Text

T [AEEE ) (8 @) SN A
|a:::m Cheek |

| Fonow | g | speming
ok Hames & | g I =""1
Mamey  |linclude &) Optigns T | Progling|

hessage (HTNL] =

)
T2 e
Faite. ; B L oy(-A-EE KR

\Clipbioard T | Dk Tert
TIis MesAge AL Nat Been sent.

] o] e Tonid

G|

[eee ]|

Sublect | Meviied Sthedule

tached. | @8 enied Sohediin duc 14 B

)l

=1

wend

Todd,

‘We need to launch our new product in May. | have attached the revised schedule. Do you have time laler today Lo
discuss how we can meet the new deadlines?

Thank you.
Patvicia Patel

Project Managar
Hew Product Developrment
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6. Beyond the Classroom Activity

@ Language Arts: Communicate by E-mail The company you work
for is hiring a new human resources manager. Your supervisor has given
you a list of candidates for the position. You have created an interview
schedule and now you need to e-mail it to your supervisor.

Using what you have learned in this lesson:
= Create a brief e-mail to your supervisor. Tell her that the interview
schedule she requested is attached.
= Attach the data file Schedule.docx to your e-mail.
= Flag the e-mail as important.
= Send the e-mail to your teacher.

Save your e-mail as: olrev-[your first initial and last name]6.

7. Standards at Work Activity
“% Microsoft Certified Application Specialist Correlation

Outlook 1.2 Create and manage your signature and
automated messages

Contact Information A personal signature added at the end of your
e-mails adds a level of consistency and professionalism to your messages. It
also can communicate valuable contact information.
Create a signature that includes your:

= Name

= Company

= Business telephone number

= E-mail address
Format your name in a different font and change the color of your telephone
number. Open a new message with the signature and save the message as:
olrev-|your first initial and last name]7. Send the e-mail with your new
signature to your teacher’s e-mail address.

8. 21st Century Skills Activity

Emphasize Punctuality When people are not punctual, a business
loses time, money, and efficiency. You are a project manager in charge of

five people. Compose an e-mail message to your group proposing a time
to meet to discuss the importance of punctuality. Ask each person to send
you one reason that being punctual is important. In the message, be sure
to add a flag indicating that a reply is required by the end of the following
day. Save the e-mail as: olrev-[your first initial and last name|8. Send the
e-mail to your teacher’s e-mail address.

Lesson 1: Critical Thinking Activities
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Challenge Yourself Projects

Communication E-mail
has made clear, concise
writing more important than
ever. Because messages are
delivered so quickly, a small
miscommunication to one
person can have a large
impact on several others.

Reflect Once you complete
the projects, open a Word
document and answer the
following questions:

1. How do you think e-mail
has changed the way busi-
nesses communicate?

2. In what ways can e-mail
make direct communica-
tion more difficult?

Pittirk

9. Evaluate E-mail NN

@ Language Arts: Persuasive Essay Think about the effect e-mail has
on your life. Write a persuasive essay stating your opinions about how

e-mail contributes to, and detracts from, meaningful communication.

Saxpix.com/AGE Fotostock America, Inc.

Support the use of e-mail as a positive way to communicate or as less
effective than face-to-face conversations and phone calls. Back up your
argument with at least two examples. After you finish your essay, compose
an e-mail to your teacher. Write a summary of the essay, attach the essay to
the e-mail, and send the e-mail to your teacher. Save your essay as: olrev-

[your first initial and last name]9.
Pt

10. Keep in Touch E

@ Language Arts: Organize Information While attending a conference
on technology, you obtain the e-mail addresses of three attendees from
around the country. When you return home from the conference, you
decide to send an e-mail message to the three contacts to ask if they would
send you their notes about the sessions they attended. Compose an e-mail
message, addressed to all three contacts. Ask whether they can send their
notes as attachments. Digitally sign the message and ask the recipients to
encrypt their responses. Save the e-mail as: olrev-[your first initial and last

name]10.
Plittsrb

11. Think about Technology E

@ Language Arts: Perform an Interview You are writing an article about
the conference for your company’s corporate newsletter. Interview one of
your classmates as though he or she were a participant at the conference.
Create a list of four or five questions about how technology affects his or her
life. Include:

= What are some examples of technology that you use every day (that is,
cars, televisions, and so on)?

= How would your life be different if you did not have this technology?

= How do you think your life would be different if you were born 50
years in the future?

After your interview, key the interview results into a Word document. Save
the document as: olrev-[your first initial and last name]11. Create a new
e-mail message with the subject olrev1l. Key a brief summary of what you
learned in the interview. Attach the Word document to the e-mail. Send the
e-mail to your teacher.

Lesson 1: Challenge Yourself Projects Outlook 36
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o Key Concepts |

® Gather contacts from several
e-mail and message sources

® Create, save, and modify contact
records

® Create, send, and edit Electronic
Business Cards

@ Create contacts from Electronic
Business Cards

® Create signatures using
Electronic Business Cards

The following standards are
covered in this lesson. Refer
to pages xxivand 715 in

the Student Edition for a
description of the standards
listed here.

ISTE Standards Correlation

NETSeS
2a, 2b, 3b, 3c, 4a, 4b, 4c, 5b, 6a

Microsoft Certified
Application Specialist

Standards
Outlook S )
41,42 =

Lesson 2: Gather Contacts

Gather Contacts

Contacts are the cornerstone of good business. As such, there is no substitute for

having an accurate and up-to-date list of all your contacts. Outlook’s Contacts
functions allow you to keep track of vital contact information. Outlook also
helps you to share and present that information to others and gather contact
information in a fast, effective manner.

21st CENTURY JECGNEECH

Follow Up Taking the time to follow up can make a lasting impression. Whether

it is after a first job interview, following a key meeting with a client, or notifying
a customer that you have shipped an order, following up is an important part of
any business or personal relationship. Waiting for someone to get back to you
could result in mixed messages and overlooked tasks that could have been
avoided with a simple follow-up message. Can you think of a time when you had

to take a more active role in order to meet your goals or avoid misunderstandings?

Outlook 37
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LESSON

Before You Read

Reading Guide

=

Partner Up for Success One of the advantages to sharing your notes with a classmate is that you can
exchange information. As you read, ask each other questions about the topics that have been discussed.
If you come upon a section that one of you is unfamiliar with, compare the information that you both
have about the section. You can also compare notes before you start quizzing each other.

Read To Learn

e Create contact records based on other contacts,
message headers, and from Electronic Business
Cards.

Explore ways to store contact information in
order to easily find friends” and colleagues’
e-mail addresses, mailing addresses, and phone
numbers.

Edit and send an Electronic Business Card and
use the business card as a signature in e-mail
messages.

Main Idea

Create, organize, and personalize your contacts
using Outlook’s Contacts functions.

Vocabulary
Key Terms
contact
contact record
Electronic Business
Card

format
header
update

Academic Standards
English Language Arts

Academic Vocabulary
You will find these words in your reading and on
your tests. Make sure you know their meanings:

create
distribute
maintain

Quick Write Activity A

Describe On a separate sheet of paper, list four
types of information that you think every contact
record should contain. Make a list of other
information that you might want to include.

Study Skills

Make a Roadmap Planning for a big test begins
long before the day of the exam. Start planning to
tackle the test early by plotting out a rough calendar
two weeks before the exam and putting down
studying benchmarks along the way. Your study
calendar should become less crowded just before
the test if you hit all your goals along the way,
leaving you knowing the material well in advance
and avoiding last-minute cram sessions.

NCTE 3 Use language to accomplish individual purposes.

NCTE 4 Adjust use of language to communicate effectively with a variety of audiences.

NCTE 5 Employ a wide range of strategies while writing to communicate effectively with different audiences.

NCTE 12 Use spoken, written, and visual language to accomplish individual purposes.

Lesson 2: Reading Guide




Step-By-S‘Eer;
i

o Start Outlook.

e In the Navigation pane,
click Contacts.

e Click New Contact .

o In the Full Name box, key
the name of the classmate
assigned by your teacher.

e In the E-mail box, key the
address of the classmate
assigned by your teacher
(see Figure 2.1).

e Click Save & Close .

In the Navigation pane,
under Current View, click
Business Cards.

H Continue to the next exercise.

PCHECK) Your screen
should look like Figure 2.2.

Shortcuts

To create a contact using
a keyboard shortcut, click

[em Jofswr}+[c]

Microsoft OHice 21

In Microsoft Office 2007, if
you switch to Address
Cards view in Contacts
and close Outlook,
Address Cards view
becomes your default view
until you change views.

Lesson 2: Exercise 2-1

EXERCISE 2-1
Create a Contact

A contact is a person or business with whom you interact on a regular basis. Your
contacts might be coworkers, companies, friends, family, or work-related acquaintances.
You can use Outlook to store contact names, e-mail addresses, and phone numbers.
Contact views allow you to find and view information in a format that best fits your
needs. In Outlook 2007, the default Contact view is Business Cards view.

FIGURE 2.1 New contact information

@ E el Todd Wilkcims = Combock o = x
| Comtact | et romatiest

A Bhsee snew - | (WGenenal] 43 comnicates :[F' [% % 2 }_‘13 Epaue- G 5
B et - 1|Jn-|.d. =] Al Field Hj S Bl Ciegimize = 41 A
Saur B ing  cal :
Clote 2% Delete | B activities = i qp | pirbiaal e | Rt
Actlone | _Snaw | Commun|cate 1! Dptians | Freafing
[fut peame. [Tadd Wittisss Full name Todd Willkames
| . Adaption tht Arimal Arnnfion Mewsiether

[Save & Close | A Buniar:

File a5 |'|l"||||lm:.,'l'url-|.|

|-[-|-]E—}B [ E-mail box

[wmegms, 1000 7+ e

Web page nodress | |

M ardeiress: [ | -
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fusiness. | : [ |
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[obte.. (-] | ]
FIGURE 2.2 New contact added to Contacts
£ Cortacts » Matrosoh Dutlsok S

Pfe [dE New Go Jooh  fctons  Hep Typea quettion for help
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Contacts # || &4 Contacts Miliams, Todd | [Seaech Contaats 5 =] 2 || To-Do Bar

5l Cantact Bems - o LEF0) Ao

T —| i

i sty % Todd Wiams New contact s |fj Sauer

um L} 54T
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Cunen Ve & 1T 1% 14
B Butinass Canet 1) Contacts : niE 2
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1 Dwtsded Asdier Carde U
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D By Categady [
2 By Compuny : i
o Business =
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|
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o T . -| &g
{2 em Uipgtncking Caleeetat Labetstu Cokar Catrgaren.
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Step-By-S‘Eer;
i

o In the Contacts pane,
double-click the new

business card. Choose
Contact>Actions>Save

& New [Ig].

In the Full Name box,
key: Tom Wilson. In the
E-mail box, key: twilson@
myisp.com. In the Display
as box, key: Wilson, Tom.

In the Company box,
key: Animal Adoption
Newsletter. Press .

s e i
FICHECK) Your screen

should look like Figure 2.3.

e Click the Save & New

drop-down arrow and
select New Contact from

Same Company .

In the Full Name box,

key: Patricia Patel. In the
E-mail box, key: ppatel@
myisp.com. Click Save &

Close twice.

ey
+) Your screen
should look like Figure 2.4.

H Continue to the next exercise.

Microsoft Office 2007

In Office 2007, some
buttons also have drop-
down menus. For
example, Save & New
has a drop-down arrow
containing more options.

Lesson 2: Exercise 2-2

EXERCISE 2-2
Create a Contact Based on another Contact

In many instances, several of your contacts might work for the same company or

S
.

belong to the same organization, or have any number of similar relationships. You
can create, or set up, new contacts from within these existing ones based on those

common connections.

FIGURE 2.3 New contact

@3 Lo e fLo R o
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FIGURE 2.4 New contacts in Contact view
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o In the Navigation pane,
click Mail.

e Double-click the FW: Tom
Thompsen e-mail in the
Inbox to open it.

=T
+) Your screen
should look like Figure 2.5.

o Right-click the name and
e-mail in the From field at
the top of the message and
select Add to Outlook

Contacts .
e Click Save & Close .

Close the message. In the
Navigation pane, click
Contacts.

ey
+) Your screen
should look like Figure 2.6.

H Continue to the next exercise.

To save a contact without
opening the message,
right-click the e-mail
address in the Preview
pane and select Add to

Outlook Contacts .

| Troubleshooter

If Add to Outlook
Contacts [g¥|is not in the
drop-down menu, click off
the menu and position the
pointer again.

Lesson 2: Exercise 2-3

EXERCISE 2-3
Create a Contact from a Message Header™

Datag

i

Outlook makes it easy to create new contacts from the e-mail interactions you have.

One of the simplest ways to create and save a new contact is from the header at the

top of e-mail messages you have received.

FIGURE 2.5 Message with contact information
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FIGURE 2.6 Contacts with new contact added from e-mail header
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Step-By-STeﬁ
i

o In the Contacts pane,
double-click the address

card of your assigned
classmate.

e In the Company box, key:

Photo Inc.

e Under Phone numbers,
in the Business box, key:
(818) 555-5555. Press
ENTERY.

o In the Business Fax, box,

key: (818) 555-1221. Press

ENTER].

O o=

o Click in the Notes pane of
the contact. Key: Has a
good eye for household
pets.

o Click Save & Close .

ECK) Your screen
should Iook like Figure 2.7.

CK) Your screen
should look like Figure 2.8.

H Continue to the next exercise.

You can store more than
one phone number in each
phone number category.
You can also store more
than one address for each
contact. Click the down
arrows IZI next to the
phone number and
address boxes to give the
boxes different names.

Lesson 2: Exercise 2-4

EXERCISE 2-4
Modify Contact Information

You can update your contact cards as you learn more about a contact. For example,
you can add information such as phone numbers and fax numbers. You also can add

information such as the contact’s birthday, nickname, or job title.

FIGURE 2.7 Contact with phone numbers added
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o In the Navigation pane,
click Mail.

e Open the FW: Tom

Thompsen e-mail.

o Right-click the Tom
Thompsen attachment in

0 Your screen
should look like Figure 2.9.

the message header and
click Open.

e In the open contact record,

click Save & Close [k |

e Close the FW: Tom
Thompsen e-mail.

In the Navigation pane,
click Contacts.

Ty
0 JCHECK)

Your screen

should look like Figure 2.10.

H Continue to the next exercise.

Editing is a vital skill
in keeping contacts
organized. One misplaced
character might mean
that you can no longer
get hold of a key player

in a crucial business deal.
Always edit your contact
information, especially
e-mail addresses and
phone numbers, carefully.

Lesson 2: Exercise 2-5

EXERCISE 2-5

Save a Contact Received As a

Contact Record

You can easily share your contact information with other people by sending a contact
record. Contact information can also be e-mailed to you from another sender so that

you can save the information as a record in your Contacts list.

FIGURE 2.9 E-mailed contact
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Step-By-S‘Eer;
i

o In the Contacts pane,
under Current View,

select Business Cards,
if necessary.

e Double-click Tom

Thompsen to open it.

e Under the Internet

heading in the IM address

box, key: Tommy. Press

ey
+) Your screen
should look like Figure 2.11.

e Choose Contact>
Options>Business

Card .

o In the Edit Business
Card dialog box, in the
Fields box, select Full
Name. Click the down

arrow E] twice.

o In the Fields box, select
E-mail and click Remove.

ey
+) Your screen
should look like Figure 2.12.

) Continued on next page.

You can also open the Edit
Business Card dialog box
by double-clicking the

business card image when
the contact record is open.

Lesson 2: Exercise 2-6

EXERCISE 2-6
Edit an Electronic Business Card

The Electronic Business Card is a graphic summary of the contact’s information. You
can edit the information that appears on the business card or change the format of

the card itself. Any changes you make to the information in the card are reflected in
the contact record.

FIGURE 2.11 Business Card IM name
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Step-By-S‘Eer;
i

o In the Fields box, select
Business Phone. Under
Edit, click in the Label box
after Work and key: Phone.
Click the drop-down arrow
next to the box and select
Left.

Under the Fields box, click
Add and choose
Phone>Business Fax.

Click the No Label drop-
down arrow and select
Left. Click in the Label
box and key: Work Fax.

In the Fields box, click IM
Address. Click the No
Label drop-down arrow
and select Left.

Under Card Design, click
the Layout drop-down
arrow and select Image
Right.

6 6 66 6 6

In the Fields box, click
Company. Under Edit,
click the Increase Font
Size E button four times.

=T
») Your screen
should look like Figure 2.13.
Click OK.

@ Click Save & Close .

ey
+) Your screen
should look like Figure 2.14.

H Continue to the next exercise.

Lesson 2: Exercise 2-6

EXERCISE 2-6
Edit an Electronic
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FIGURE 2.14 Edited Business Card in Contacts
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Step-By-étep
i

o In the Contacts pane,
right-click the Tom

Thompsen business card
and select Send as
Business Card (see
Figure 2.15).

e In the To box, key the
e-mail address of the

classmate assigned by
your teacher.

e In the Subject box, key:
New Staffer.

should look like Figure 2.16.

e Click Send [:=1]

H Continue to the next exercise.

The quickest way to send
an e-mail from an open
contact record is to
choose Contact>
Communicate>E-mail.

Electronic Business Cards
are a quick way to add
people to your contacts
list. Once a person is a
contact, Outlook will
remember them.

Lesson 2: Exercise 2-7

EXERCISE 2-7
Send an Electronic Business Card

Electronic Business Cards can be a very useful way to distribute, or give out, contact
information without having to send the entire contact record. The cards also can

maintain, or keep up, a professional appearance for the contact you are sharing.

FIGURE 2.15 Business card in Contacts

iy CErfarm - Witromdt thitack

- B

ri e e Ge Teen evem b Trves metion oy el
| ﬂﬂﬂ'_‘;.l-ﬂ '.l'i'_:j o B Y B L e vk Ly
|| Cantacks # || 31 Conlacls G Wl fLaane asmang £ =l 2| To.DaBar
1| ) i vt e ol = |l 4 Ry
| ﬂﬁd—h || pmemn | e i I'-"'. | !-l*_l_'ruml h:. !;
A Cankarty o el ke N | : Jisnrn
i v " TRy ; i
) I
iln-mc::: : el
0 At . i
0 CuaEded 281 CaraL 1
) Paosli A
By Cotegn |m]
hm Fpre— o = — "
(1 #yLyantsan ]
# Ditiask Dot filss Animal Adaption Mewalstter E.:l— | k
___________ ) | Tom Thompsen (FH
3 tew e {358 SEL-E5E (L) SN e -
Cunlumer Caniem Vepwo b :':;mm : B, S T L =
i Qs
Bl s ¢ || Foxanmun ]
z T e Send as Business|, |~
W12y T Send  Cortrr + = Card .| 3 Y insay
Toemm Wil Crattn - 1 Bevipdd Bitetuk | V)
Raweal Mgt 0
E— Foliow Up » |
) e Cabrgessn ¥ = |
2] b A pene : 4

FIGURE 2.16 E-mail with business card

@ e Unititlesd = Message (HTMLY Al
| =] wevsge | wmen Opliom FarmatTest

T T o = =< ) &1@’,;3'.?‘“‘* v

M || e e = |
l Puste. 1[I 2= AL ] wdvess ok || T feven |wxing
i{ [ bmara | EaitTrst L mamer | mouse % optiens 'Im_-uw
Tou. | |Guota.Rooer
=1
= G |
cBen] |

Animal Adoption Mewsletter
Tom

Woork FRone (DI0) $55-5551

Wk Fare [818) G85-5552

| M Tormmy

Patricia Patel

|| Assstant Productioncoandiator

Outlook 46




Step-By-STeﬁ
i

o In the Navigation pane,
click Mail.

Click the Inbox folder and

open the Typographer
message.

0) Your screen

should look like Figure 2.17.

Right-click the business
card in the body of the
e-mail and click Add to

Outlook Contacts .

o
(3
4
e Click Save & Close [ ]
(6
W
-

Close the message.
In the Navigation pane,
click Contacts.

$) Your screen

should look like Figure 2.18.

Continue to the next exercise.

You Should Know

You can include more than
one Electronic Business
Card in a message.

Lesson 2: Exercise 2-8

EXERCISE 2-8 S am
Create a Contact from an Electronic )
Business Card

Just as you can save contact information e-mailed to you as a contact record, you can use
an Electronic Business Card that has been mailed to you to create a new contact record.

FIGURE 2.17 E-mail message containing business card
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Step-By-gtep
i

o Click New Contact .

e In the Full Name box, key
your name.

e In the E-mail box, key your
e-mail address.

o In the company name box,
key: Animal Adoption
Newsletter.

¥ ,-. ECK

Your screen

t_;_1;\_‘,‘\
should look similar to
Figure 2.19.

e Click Save & Close .

o In the Navigation pane,
click Mail.

Click New Mail Message
=

e Choose Insert>Include>
Signature and select
Signatures.

e,
K) Your screen

should look similar to
Figure 2.20.

H Continued on next page.

If you send an Electronic
Business Card in a
message to someone who
is using an earlier version
of Outlook, the recipient
must open the .vcf file to
save the information to his
or her contacts list.

Lesson 2: Exercise 2-9

EXERCISE 2-9
Create a Signature Using an Electronic
Business Card

In the previous lesson, you set up a signature for your e-mail messages in order to
make your communications look more professional and to add vital contact
information to your messages. You can also use an Electronic Business Card as your

e-mail signature.

FIGURE 2.19 Your business card

FIGURE 2.20 Signatures and Stationery dial
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Step-By-STeﬁ
i

0 In the Signatures and
Stationery dialog box
click New.

@ In the New Signature
name box, key: Business

Card. Click OK.

@ Under Edit signature,
click Insert Business

Card .

@ Select your business card
from the list and click OK.

@ Click OK again.

@ Close the message without
saving changes.

CK) Your screen

should look like Figure 2.21.

Click New Mail Message
Es}

@ Choose Insert>Include>
Insert Business Card

.

ECK) Your screen

@ With your teacher’s

permission, send the
message to your teacher’s
e-mail.

@ Exit Outlook.

should look like Figure 2.22.

Lesson 2: Exercise 2-9

EXERCISE 2-9 (continued)
Create a Signature Using an Electronic
Business Card

FIGURE 2.21 Insert Business Card dialog box

Laokin: |Contacts -

[1|0|Filed s+ | Job Title Company [~

Gupta, Roger

Patel, Patricia < Selgct your new Animal Adoption...
Thompsen, Tom business card Animal Adoption...
Williams, Todd Photo Inc.

Wilson, Allen Editor Typography Inc.
Wilson, Tom Animal Adoption...

Business Card Preview

Roger Gupta

rgupta@myisp.com

[ ok ][ concel

I ﬂ Ij P} uuginesy Card = | : ...;J L shiages - || B Miseiink || £ Test bax- TT Equsiian -
] Catendar | —-J"'" Eamatat || 45 Boukma, || 3 ok pits T || 52 Syinbyl
Attarh Attach Takle Mrhiee  CEp il
U obie  mem [ehveanatore= || | A plgcnat | Al wordat= byl |F||¢4|:or-n| Line
I ineude 2l T@Lu_.h Mujtrations ST | fest I smost
| 0. ] |
G
(Lo ]
subject

FIGURE 2.22 Message with card as signature

"E,E_yuro-mé;v
L = 3

L= Mesage | inset | opboni

Untitled = Meszege [ITTML)

Famat fext

Patricia Pabel
fnimal Adinplion FMewlrtter

ppatrlgmytsporam

Outlook 49




=
LESSON

Vocabulary

Key Terms

contact

contact record
Electronic Business Card
format

header

update

Academic Vocabulary

create
distribute

maintain

Lesson 2: After You Read

Review Vocabulary

Complete the following statements on a separate piece of paper. Choose from the Vocabulary
list on the left to complete the statements.

1. If contact information changes you can
time. (p. 42)

the record any

2. Increasing the font size is one way to the look of your

electronic signature. (p. 44)

3. The information in the top of an e-mail message window is called the
(p- 41)

4. You can Electronic Business Cards much like actual

business cards. (p. 46)

5. The complete set of information for a contact is contained in the
(p- 43)

Vocabulary Activity

6. Use Contacts to create a new twist on traditional flash cards. Interview three

classmates to get their contact information and add them to your contacts.

Using the Vocabulary list, send each contact an e-mail that contains one

vocabulary word. Request that your contacts respond with a definition. Then:

= Identify the word and key the definition into the Notes box for each
contact record.

= Choose Contact>Actions>Send to send your teacher one classmate’s
contact record as a business card.

Review Key Concepts

Answer the following questions on a separate piece of paper.

7. How do you save an e-mail address as a contact without opening the message?

(p- 41)

A. Right-click the message in the C. Right-click the e-mail address in
the Preview pane and select Add
to Outlook Contacts

D. All of the above

Inbox pane and select Save As
Outlook Contact

B. In the main menu, click the Add
to Outlook Contacts

8. What can you do with Electronic Business Cards? (pp. 46, 47, 48)
A. Send them as attachments C. Save information from them

B. Use them as a signature D. All of the above

9. What is the quickest way to send an e-mail from a contact record? (p. 46)
A. Contact>Actions>Send C. Contact>Communicate>E-mail

B. Contact>Actions>Save & New D. Format Text>Actions>Send

Outlook 50
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Step-By-Step
i

o Start Outlook.

e In the Navigation pane,
click Contacts.

e Click New Contact .

o In the Full Name box, key
the name of a classmate
assigned by your teacher.

e In the E-mail box, key the
e-mail address of the
classmate assigned by your
teacher.

TS
o 1. CK) Your screen
should look like Figure 2.23.

o Click Save & Close .
CK) Your screen

should look like Figure 2.24.

e Exit Outlook.

Lesson 2: Practice It Activities

] PI:actice It Activities

1. Create a Contact

Follow the steps to complete the activity.

FIGURE 2.23 New contact information
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w

Step-By-Step
i

o In the Contacts pane,
double-click the address

card of your assigned
classmate.

In the Job title box, key:
Pet Care Volunteer.

Under the Notes heading
in the box, key: Community
Outreach, Senior Visitation
Program.

) Your screen
should look like Figure 2.25.

e Click Save & Close .

) Your screen
should look like Figure 2.26.

o Exit Outlook.

Lesson 2: Practice It Activities

] Practice It Activities

2. Modify Contact Information

Follow the steps to complete the activity.

FIGURE 2.25 Updated contact information
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LESSON

o In the Navigation pane,
click Mail.

e Click the Draft folder and

open the Follow Up
message.

e Highlight the text in the To

9
o
o

Lesson 2: Practice It Activities

box and key the e-mail
address of your assigned
classmate. Change the
recipient and sender
names. Click Send [=].

Double-click the Follow
Up e-mail in your Inbox to
open it.

AAHNECK

'CHECK) Your screen
should look similar to
Figure 2.27.

Right-click your class-
mate’s e-mail address in
the From field and select
Add to Outlook

Contacts .

Click Save & Close . In
the Navigation pane, click
Contacts.

K) Your screen
should look similar to
Figure 2.28. Exit Outlook.

Pract_ice It I\c_:ti_vi_tit_es_

3. Create a Contact from a Message Header

Follow the steps to complete the activity.

FIGURE 2.27 Message with contact information
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LESSON

Step-By-Step
i

o Click Contacts. In the
Contacts pane, select
Business Cards, if

necessary.

e Open the Tom Wilson
card. Choose Contact>
Options> Business

Card .

K) Your screen

o In the Fields box, select
Company. Click the down

arrow E

Select Business Phone.
Under Edit, click in the
empty box and key:

(818) 555-3333.

should look like Figure 2.29.

15

o

Under the Fields box, click
Company. Under Edit,
click Font Color and
select Green. Click OK.

Click Increase Font Size
three times. Click OK.

)
8/
o

Click Save & Close [k ]
Scroll down, if necessary.

0 Your screen
should look similar to
Figure 2.30.

@ Exit Outlook.

Lesson 2: You Try It Activities

You Try It Activities

4. Edit an Electronic Business Card

You are the human resources manager for your company. One of your contacts has

a new business number and you want to modify his record.

Edit Business Card

Tom Wilson
Animal Adoption Newsletter

twilson@myisp. com

FIGURE 2.29 Edit Business Card dialog box
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Step-By-Step
i

o Right-click the Tom
Wilson business card and

select Send as Business
Card (see Figure 2.31).

e In the To box, key the
e-mail address of a

classmate assigned by your
teacher.

e In the Subject box, key:
New Staffer.

o FBCHECK) Your screen
should look like Figure 2.32.

e Click Send [.=1],

o Exit Outlook.

Lesson 2: You Try It Activities

You Try It Activities

5. Send an Electronic Business Card

Your supervisor has asked that you send her a copy of the new contact information

and has requested that you send it in the form of an Electronic Business Card.

FIGURE 2.31 Business card in Contacts

£ Contacts - Micraeatt Ginlack

Tta e e Ge oon hake ey iz
Bl M 20BN R - B WL Seech et = [ ) B

Contacts “ || 8 Contacts Bab sWL[sesren Crotaen il r]lﬁ
DlaucootciBems v |1 Sk neee to enable instant Searen = [
My Toabicks £ e, = | L
A Eantasts | Fatee Petna R Brian i e
Hiew g Patricia Patal Nrian Rust | 12
- Erred Akt Fiewrsie Fel o Veimierr e [
Chrrrard View A | B
{5 Bunmen Cards o . 4 o
[:'l Adutiey Caidy e |
() Deties Adeess Cacch =i
) P g 2
) By Categary LE
£ By Compeny = Wiliam, T - =| el I
(O ByLecasan 7 - T,
) Outtak ats Tise Animal Adoption Mewslctber plt:t:“ﬂ-'ln-s Zom
16-111-:“ =
i) Wlar (e oy PLTaTT (1H] S55-5558 wirk
Cimmire Currem View .. m”m“;u}mm_m s il Oy Com V8] et b Eunins Cara Pe
Serdt Full Cortact &
Torreery 14 g, e A ey =
Cresge "
B Cah Contact v
Wiliee, AT Felaur i 7
A:nm Tam Wilsnn CrtegerEe ’
T .
d =
~ i) s agimaal Adopron Mevssarter | 1] S]]
FIGURE 2.32 E-mail with business card
1, ﬂh’} o oa _v}_ )= New Staffer - Message (HTML) =
LR — = — -
| - | Message [ Insert Options Format Text
" (1 e G WO === ) [ L Rk
Paste B & L2 A || = === Address Check ” Foﬂuw Spr]lmg
e B2 0¥ A== aEe) M e S ol
|| Clipboard ™ ‘Basic Text E Names nclude | Opﬂnns % || Proafing
[ 7tou | [Rust Brian
=
Send [ s ] |
[ Becw | |
Subject: | New Staffer
Attached: |8 Tom Wilsonvd 3 KB
Tom Wilson
Animal Adoption Newsletter {
(818) 555-3333
‘twilson@myisp, com




LESSON * Critical Thinking Activities

6. Beyond the Classroom Activity

@ Language Arts: Communicate by E-mail Your supervisor has
requested a list of internal candidates for a new position in your company.

You have three candidates selected from your department.
Using what you have learned in this lesson and the previous Outlook
lesson:

= Create three Electronic Business Cards for the job candidates.

= Attach the business cards to an e-mail to your supervisor explaining
that these are the cards of the three candidates from your department.

= Include a request for follow up.

= Send the e-mail to your teacher.

Save your e-mail as: o2rev-[your first initial and last name|6.

7. Standards at Work Activity
“B Microsoft Certified Application Specialist Correlation
Outlook 4.1 Create and Modify Contacts

Keep Track of Contact Information While at a one-week corporate
workshop, you met three people who do work similar to yours for different
companies. Create three new contacts and enter the information for these
three people. Include each person’s:

= Name

= Position

= Company

= Business telephone number

= E-mail address

Save and close your new contacts.

8. 21st Century Skills Activity

Create a Lasting Impression Communicating effectively means

communicating carefully. After meeting colleagues at a workshop, you
decide to follow up by sending your own contact information to three
people. Create an Electronic Business Card for yourself.

Open a new e-mail and compose a brief message to three people that you
met. Add your business card as your signature. Save the message as: o2rev-
[your first initial and last name]8.

Lesson 2: Critical Thinking Activities Outlook 56




LESSON - Challenge Yourself Projects

Pittirk

9. Share Contact Information E

@ Language Arts: Create Electronic Business Cards In the previous
lesson, you attended a weekend conference on technology. You met three

Organize Contacts No

matter what job you choose, . . . . .
keeping contact information people you wanted to keep in touch with, and you obtained their e-mail

Michael Newman/Photo Edit

up to date and organized is addresses.
important for success. In

these projects, you will learn
how to share, maintain, and

= Create three new contacts records for these three people and format
Electronic Business Cards for them.

organize contacts to gain an = Compose an e-mail, addresses to all three contacts at once, sending
edge in the business world. them the three cards and one from yourself.
Reflect Once you complete Save the e-mail as: o2rev-|your first initial and last name]9.

the projects, open a Word Putiric

document and answer the 10. Update Contacts E

following questions:

1. Why is it important to Language Arts: Modify Contact Records Your contacts from the
update your contacts? ' conference have moved to different jobs and have sent you their updated

2. How might the efficiency information. Modify the information for these three contacts so that:
of Outlook’s Contacts = One contact has a new business address and phone, but still works for
feature be diminished the same company.

if its information is not

T ——— = One contact has moved to a different company with a different

address, phone, and position.

= One contact has changed his e-mail address and taken on another
position in the company in addition to his current job. Create a
second contact record based on this contact record for his new
position.

Save your new contact information.

11. Evaluate Accurate Information R

Language Arts: Write an Essay How has knowing the right people to
contact helped you solve problems in the past? Think of some ways that
you used to find the right people to help you in certain situations. How did
you know who to contact for help? Write an essay describing how accurate
contact information (phone number, address, or e-mail address, etc.) made

a difference in solving a problem. Provide at least two examples.

Save your document as: o2rev-|your first initial and last name]11. Then,
create a new e-mail message with the subject 02rev1l. In the message, key a
brief summary of the essay. Attach the Word document to the e-mail and
send the e-mail to your teacher.

Lesson 2: Challenge Yourself Projects Outlook 57




LESSON Use Scheduling Options

Key Concepts

“F

h
\

The business world runs on appointments and meetings. In this lesson, you will
learn why the Outlook Calendar is a useful tool for scheduling appointments and

meetings. You will also use the Calendar to send notices about meetings, to

Bonnie Karnin/PhotoEdit

accept and decline meetings, and to propose new times for meetings.

® Add appointments and events

to the Calendar ~ 21st CENT
® Schedule meetings and Manage Your Time It is often difficult to keep track of all the things you need
resources

to do and of all the places you need to be. Setting a realistic schedule can keep

® Accept, decline, and propose you from becoming overscheduled. Try recording all of your activities in a

new meeting times calendar or daily planner. Allow enough time between activities. That way, you
have some extra time to spare should an unexpected event occur. Managing your
® Update and cancel meeting

. time well can keep the day from becoming a race you can never win! How can
requests

keeping a schedule help you at school?

® Set Calendar options and work
with tasks

Standards

The following standards

are covered in this lesson.
Refer to pages xxiv and 715
in the Student Edition for a
description of the standards
listed here.

ISTE Standards Correlation

NETSeS
2a, 2b, 2d, 4a, 4b, 5a, 5b, 6a

Microsoft Certified
Application Specialist

Standards

Outlook

2.1,2.2,2.3,24,25, Y )
2.6,3.1,3.2 .’

=
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Reading Guide

Before You Read

Take a Nap It is better to study when you are well-rested and alert. Studying in the same situation as
when you are likely to take a test—fully rested and mentally sharp—will help you recall the information

you have studied.

Read To Learn

e Understand how tracking appointments by the
day, month, or week can help you budget your
time and stay on schedule.
Make the most of Outlook for scheduling events
and inviting attendees.
Save time by tracking tasks, assignments, and
projects with Outlook Task functions.

Main Idea

Learn to use Outlook’s Calendar and Task functions
to track appointments and events, as well as to
schedule and notify others of events that you
organize.

Vocabulary

Key Terms
appointment meeting request

assign Overlay Mode

attendee resources

Calendar task

delegate Task list

event tentative

meeting

Academic Standards
English Language Arts

Academic Vocabulary
These words appear in your reading and on your
tests. Make sure you know their meanings.

generate
mandatory
priority
suggest

Quick Write Activity /

r |
Describe On a separate sheet of paper, write down
three recurring events in school that could be
tracked using Outlook’s Calendar function.
Describe why it is important to keep track of these,
and other events, in your life.

Study Skill

Reading Skills Try the SQ3R approach to reading.
Survey, or look over, the passage before you read it.
Ask yourself questions that you think will be
answered. Read the text. Then recite, or go over in
your mind, what you read. Finally, review the text.

NCTE 3 Use language to accomplish individual purposes.

NCTE 4 Use written language to communicate effectively.

NCTE 5 Use different writing process elements to communicate effectively.

Lesson 3: Reading Guide




Step-By-S‘Eer;
i

o Launch Outlook. In the
Navigation pane, click
Calendar.

e On the Standard toolbar,
click New Appointment

E!

=T
=K ) Your screen
should look like Figure 3.1.

o In the Appointment dialog
box, in the Subject box,
key: Project Meeting.

e Click the Start time date
drop-down arrow. Choose
today’s date.

e Click the Start time drop-
down arrow next to the
time. Select 1:00 PM.
Click the End time drop-
down arrow and select
3:00 PM.

Click Save & Close .

e Click the Month tab at

the top of the screen to
switch to Month view (see
Figure 3.2).

H Continued on the next page.

The Date Navigator is
the small calendar at the
top of the Navigation
pane. Use this calendar
to change and view
dates quickly.

Lesson 3: Exercise 3-1

EXERCISE 3-1
Add an Appointment to the Calendar

Outlook is a useful tool for scheduling and recording appointments. The Calendar is
the part of Outlook used to schedule meetings and appointments. An appointment is
an activity that lasts a fixed amount of time. Use the Appointment dialog box to select
when your appointment will start and end. What you key into the Appointment’s
Subject box is what appears on your Calendar once the appointment is saved and
closed. You can also make the appointment a recurring appointment, which means it

will occur regularly.

FIGURE 3.1 Appointment dialog box
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\lmStep-By-Step EXERCISE 3-1 (continued)
Add an Appointment to the Calendar

o Double-click the Project
Meeting appointment to FIGURE 3.3 Appointment Recurrence dialog box

open it. Appointment Recurrence

@ Choose Appointment>

Options>Recurrence . End:  |3:00PM B
R— — Duration: |2hours EI
0 ) Your screen
. . Recurrence pattern
should look like Figure 3.3. @ Daily rrrE =Y
@ In the Appointment @ Wesky | [sunday [Mvonday  [lTuesday  [C]Wednesday
nhe Appointmen © Monthly [ Thursday [ Friday [ saturday
Recurrence dialog @ Yearly
box, under Range of S
recurrence, select End Start: |Mon 4/20/2009 [+] © Mo enddate
after. Highlight the text in @ Endafter: [10 | ocaurrences
the box and key: 4. ) Endby:  |Mon 6/22/2009 [~]
Click OK. Click Save & [ oc ][ cancel | [RemoveRrecurence |
Close .
@ "PCHECK) Your screen FIGURE 3.4 Calendar Month view

TAAR DuBlioy

should look like Figure 3.4. x3 KIAAAC = ok
C Bl fam e Goo Teoh  Adiem Hrp

) Continue to the next exercise. (o @ M s B oo 8
Calendar «|| by | e jo| Deti O i ) Methum (G High
&2 April 2009
! TrOUb'EShﬂﬂter i - Cliek mere b ematle stand Seareh
) . Bty | L Muray | Peiday drEveLlay | Imuriitay 1.
In each Outlook function, a0 i gl E—
the New button changes
contextually. For example,
in the Tasks view, the _ 3
button will create a new Howts Shwre comndss |11 B
task. In the Calendar Senich Calendarn Onling ﬁ
view, the button will create Serd  Calerscias ws E.mail. il
. Eutilich by Cabarvdit,..
a new appointment. a2 13 14 1 18
Al Piew Greup | J
|
Tech Tip 2
1] 1 ez el
You can use the Day, ﬂ Bahulieios
Week, and Month views [ et ﬁ
to display different 15 comnte .h = - e 5
calendars. 5] conats 17 Froject Meeting <€ Recurring meeting|
f
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EXERCISE 3-2
Schedule an Event from an E-mail
and Mark an Event as Private

Step-By-gier;
i

o In the Navigation pane,

click Mail.
If you are working in an office, chances are you are not the only one scheduling a

e In your Inbox, click once to
select the Development
Meeting e-mail message.

=y =
fICHECK) Your screen

should look like Figure 3.5.

meeting, or appointment to which multiple people are invited. Your coworkers can
distribute appointments in e-mail that you can add directly to your Calendar. In
addition, to make sure that others do not read the details of events that you would

rather keep to yourself, you can mark the event, or important occurrence such as a

meeting, party, or doctor’s appointment, as private to keep the details to yourself.

In the Reading pane, click FIGURE 3.5 Development Meeting message in Preview pane
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Meeting attachment onto § Brply to Al | Foogard | 85 W £ Y SencdRegene = 08 | L) Sesrch e books - g
the Calendar in the To-Do by i Development Meeti Click and drag r‘[n_-:lﬂlﬂ » X
¥ meeting here . Agil 2009 ’
Bar pane. e # =1 % || Roger Gupta
PaNe. K vt hewstsntos =l tenn Mam 4002009 T AM SuMo “'“': :r: P;"":
Fahel, Parnica i
—_— T8 7 8 %1011
e In the Navigation pane, l Magiage | 2] Derlng kesting (12 £} E[ﬁ;: i: ; 11 ;
o
click Calendar. - xnmn®
Patricia: i
Picgect Meeting |
I have scheduled s development meeting to check the 100 FM - 300 P
e Open the Development Sz et o A ASostion IR S T a1

G M

I
o) l
H 1 Attachad ik the Calandar tem.
Meeting appointment by i I...;ml.-.r:lnm |m‘mm ,-
double-clicking on it. R e—— Eoger Gupra /
- Apumat Adsgtice He Assistant Produetion Coordinatos lmmmw .
et Cupla 4207000 Animal Adoption Newslelter 4]

=y =
fICHECK) Your screen

should look like Figure 3.6.

okl Atlagilunn Hrale

Choose Appointment>

Options>Private .
e Click Save & Close .

FIGURE 3.6 Development Meeting Appointment window
1y \ H Lo L S - S Ijevelopment' Meeting - Appointment

A —— =
| Appointment [ Insert Farmat Text

s Continue to the next exercise.

; 2 Calendar E | IW e RE:n.nrem:e g
X Delete ] chr — @ TimeZones Y .
Save &  Invite i Scheduling i - Spelling
. . ‘ Close Attendees ‘e Forward ~ g miies Hi Categorize ~ § -
Marking an event private Actions Show Optians = || Pfooting.
makes no difference in the Subject: | Development Meeting
way you view the event. Location: |Head Office
However, other users who Start time: | Wed 4/22/2009 [=] |11:30 am [ Al day event Click to mark
share your Outlook folders End time: | Wed 4/22/2009 [+] 1zooem  [+] appointment

on a network will not be
able to see the details of
the event.

Lesson 3: Exercise 3-2

Discuss progress of project development.

as private
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Step-By-gier;
i

o In Calendar view, make
sure the Development
Meeting is selected.

e On the Menu bar, choose
Actions>Plan a
Meeting |}

[~ .
PCHECK) Your screen
should look similar to

Figure 3.7.

o In the Plan a Meeting
dialog box, click Add
Others. Select Add from
Address Book.

e In the Select Attendees
and Resources:
Contacts dialog box,
select Tom Wilson.

e Click OK.

o Your screen should look like
Figure 3.8.

0 Click Close.

=) Continued on the next page.

Shortcuts

To create a new meeting

request, press -ICTRL +

b o)

Lesson 3: Exercise 3-3

EXERCISE 3-3

Determine When Attendees Are Available

The people that you invite to a meeting are called attendees. When you use Outlook
in an office environment, you may be able to see the meetings and events on your
coworkers’ Calendars. This information can help you generate, or create, an event

that will not conflict with your coworkers’ schedules.

FIGURE 3.7 Plan a Meeting dialog box

Plan a Meeting

Zoom | 100% ElWednesday April 22, 2009

B:00 .00 10:00

BL | | All Attendees |
2 Patel, Patricia

11:00 12:00 1:00 2:00

<— Meeting

| Click here to add a name

organizer is

shown as busy

at this time

[Meeting organizer]

4

I 3

’ Add Others v” Options v] Meeting start

[weda222000  [+] [1130am  [+]

[ << || AutoPickNext>> | Meeting end

[wed 4/22/2009 [=] [1zooPm  [+]

M Busy [ Tentative M Out of Office [N Mo Information

[ Outside of waorking hours

[Malce Meeting] ’ Close

FIGURE 3.8 Plan a Meeting dialog box with attendee added

Zoom: [100% [][Wednesday. April 22, 2009
fB:00 2:00 10:00 11:00 12:00 1:00 2:00
[, AN Attendees | |
| © Patel, Patricia | | = |
& Wison, Ton <— New attendee | 1—[Selected | |
Click here to add aTiame attendee is | |
available at|
this time |-
F 1 +
[AddCthers 7 [ Options v | Meetingstart  |Wed4/22/2000 [~ [1130am  [+]

[ << || AutoPickNext>> | Meetingend

[wed422/2000  [+] [1200Pm  [+]

| | Busy % Tentative M Outof Office [ Mo Information

[ Outside of working hours

[ Make Meeting l ’ Close l
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Step-By-S‘Eer;
i

Choose Actions>View

Group Schedules .

@ In the Group Schedules
box, click New. Key:
Production. Click OK.

0 In the Production dialog
box, click Add Others.
Select Add from Address
Book.

@ Double-click the following
contacts: Patricia Patel,
Tom Wilson, Roger
Gupta, Tom Thompsen,
Allen Wilson, and a
classmate assigned by your
teacher. Click OK.

s e i
FICHECK) Your screen

should look like Figure 3.9.

@ Click Cancel.

@ Open the Development
Meeting event.

Choose Appointment>

Show>Scheduling .

=T
+) Your screen
should look like Figure 3.10.

@ Click Close.

H Continue to the next exercise.

Lesson 3: Exercise 3-3

EXERCISE 3-3 (continued)
Determine When Attendees Are Available

FIGURE 3.9 Production group schedules

Zoom: | 100% |z“

[:00 4:00 5:00 6:00 7:00 &:00 9:00
[T Group Members | EEEEEE—
‘ (== Patel, Patrida | =— - |
(= Wilson, Tom
[=- Gupta, Roger
[= Tom Thompsen
(= Allen Wilson
(= Williams, Todd

| Click here to add a name

4 I 3

’ Add Others v” Options v] Go to: ||'“'|0l"l4."20m09 Izl Make Meeting

M Busy [© Tentstive M Outof Office [& Mo Information [ Outside of working hours

[Save and Close] [ Cancel
FIGURE 3.10 Meeting Scheduling window
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(3 (1008 [ Lm Wednesauy, Agil 12, 207
and :
B, ittender; —— Meeting
il*"_.[‘_iH B organizeris | -
g i marked as

busy

i  —— ¥
{ssaoinen -] [options <] Stattime |WeddZ22009 %] 1130AM  [w]

oo || Avtehckbemtos | endtime (wesagmzmos  [=] 1w [5]

W Buy L Tentatr W Outof Office (S Mobrfomation | Oulilde of working houss




Step-By-S‘Eer;
i

o In Calendar view, choose
File>New>Meeting

Request .

e In the Meeting dialog
box, in the To box, key the

e-mail address provided by
your teacher.

e In the Subject box, key:
Team Meeting.

o In the Location box, key:
Conference Room.

Choose Meeting>Show>
Scheduling @

ey
\) Your screen

should look similar to
Figure 3.11.

o For Start time, select the
first Monday after the
current date. Select a Start
time of 9:00 AM.

e Choose Meeting>Show>

Appointment ﬁ Note
the meeting times have
been added to the

invitation.

ey
+) Your screen

should look like Figure 3.12.

@ Click Send [=1].

H Continue to the next exercise.

Lesson 3: Exercise 3-4

EXERCISE 3-4
Schedule Meetings and Invite Attendees

You can send people a meeting request when you want to invite them to a meeting.
By default, people who you send meeting requests to are considered mandatory, or
required, attendees.

FIGURE 3.11 Event scheduling view

i H I AL Trewm blrrfing - Mertimg - n X
S| Mesting | met Faimat Teul - 'ﬁ{
E ] Catenaa : E‘ w O Eecumence 3} ?
| i - H.ml ” .
i '-‘“l"""' ﬁ - i Spaing
Ivikadinn |- Fotventd * Warkapare 3" || TS mnUn - o clegertee = B ||
Aetinem Shaw Aitendrn Dptinns fillPantling |
[utsena | q'mﬁ'IFIL Wedaesauy. Aprd 12 1003 |
M0 100 00 300 o R0 w0 Wil 0 g

H, A Astenders
¥ O Paird. Paincs — e
¥ @ G, Fam

- prrrT

1 (I LS
{ssaoinen  -| [optins <] Stittiee | Weadgzes v [pooam  [v]

[Las || amemicktionas | endtme |westmzmes [+ (smam =]

B Buy 7 Tentatr W Outof Office (S Molboformation | Oulide of working houss

FIGURE 3.12 Updated Meeting Invitation
1 \ H R e Teamn Meeting - Meeting

. = | Meeting | Insert Format Text

Calendar g — A VRecurrence (s
| e #3 Y Emey - Chuee &) A5
¥ Delete 8, h— - @ TimeZones ¥
Cancel Meeting 4 15 minutes * o ) Spelling
‘ Tnvitation s Forward - _ Warkspace 4d™ TR BN Categorize - § -
Actions | Show Attendess || Options = || Proofing

[ invitations have not been sent far this mesting.

[ To.. | |Gupts,Roger

Subject: |Team Meeting

Location: |Eunference Room

Starttime: | Mon 4/27/2009 [=] [2:00 am [=] [T]an day event
End time: | Mon 4/27/2009 [=] [9:30 M [+]

[Updated meeting times | (
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Step-By-S‘Eer;
i

o In Calendar view, double-
click the Team Meeting
event.

Choose Meeting>Show>
Scheduling .

CK) Your dialog
box should look similar to
Figure 3.13.

o Click Add Others. Select
Add from Address Book.

ey
\) Your screen

should look similar to
Figure 3.14.

o In the Optional box, key
the e-mail address

assigned by your teacher.

o Select Tom Thompsen in
the contacts list and click
Optional. Click OK.

0 Click Send [ =1]. In the

Send Update to Atten-
dees dialog box, click OK.

H Continue to the next exercise.

Time management is an
important part of any aca-
demic endeavor. On a
separate sheet of paper,
draw out an hourly grid from
8:00 AM to 5:00 PM for
yesterday and write down at
least five academic tasks
you worked on and when.

Lesson 3: Exercise 3-5

EXERCISE 3-5
Invite Optional Attendees

In the previous exercise, the attendees you invited were required attendees. You can
also invite attendees who may be interested in attending the event, but who are not
required to attend. These attendees are optional, in that they have the option of not
attending the meeting or event. You can select a contact from the list, or key an e-mail

address into the Optional box.

FIGURE 3.13 Team Meeting
""ﬂ. R

'mm[n-rm

o Accept 3 S B Tentatie
m 2 Tentalive =)
clm !"-'b' ¥ Decdine Han'l'l-e' T || i
| Adians || 1

Respand Optisng

.

Team Mecting - Merlmng - (=]

Fomat Test L]

4% Recuirence ._'.‘_.
@meind 1| L

" B4 Categorize - 3
"Lmnl

Q :EE[L Manday, April 27, 7009
00 4200 00 -5 ‘B3 5000 1000 11400 1200 1:00
m\_ All ARERdees | — ——— ] |
! © Batel, Baticis
! @ Guotn, Rocer

D Chcic hiére to add & name |

-

FIGURE 3.14 Select Attendees and Resources: Contacts dialog box

Search: @ Nameonly () More columns — Address Book
| | co

Contacts -

Rust, Brian

3 Erian Rust

& Patrida Patel Patel, Patrida ppatel@myisp.com
& Roger Gupta Gupta, Roger ragupta@myisp.com
& Todd wiliams Williams, Todd twilliams @myisp. com
& Tom Thompsen Tom Thompsen tthompsen@myisp.cc
& Tom Thompsen Tom Thompsen (Business Fax) Tom Thompsen@-+1 1
& Tom Wilson Wilson, Tom twilson@myisp.com

4 0] v

| Required > | |Gupts, Roger |
[ optionsl> | | <——— Optional box | |

| Resouress -> | | |
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Step-By-étep
i

o In the Month view, open
the Team Meeting (see
Figure 3.15).

Choose Meeting>Show>

Tracking .

e ECK) Your screen

should look like Figure 3.16.

o Note who has accepted,
declined, or tentatively
accepted the meeting
request.

e Click Close to close the
meeting.

H Continue to the next exercise.

To change how a meeting
request is tracked, choose
Tools>Options. Under
E-mail, click E-mail
Options. Under Message
handling, click Tracking
Options. You can set
options so that Outlook
will automatically move,
delete, or respond to
meeting responses.

Lesson 3: Exercise 3-6

EXERCISE 3-6

Track Responses to Meeting Requests

attendees want a different time for the meeting.

FIGURE 3.15 Calendar Month view

e O o + blmirp AT e

| b £o Jseh ddisss Hee
R R

After you have sent out invitations to a meeting, Outlook enables you to track the
responses to the request. You can track how many people will attend and whether
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FIGURE 3.16 Team Meeting accept/decline e-mail tracking
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il Meeting l Insert Format Text
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Cancel @ - :
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Spelling
=E Categorize = J} >

Click here to add a name

Meeting ﬁ Meeting Workspace

Actions Show Attendees Options I || Proofing || Onel
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Step-By-S‘Eer;
i

1
12/
13/

©O 0 00 O

In the Calendar, double-
click Team Meeting.

Choose Meeting>Show>
Scheduling .

Click Add Others and
select Add from Address
Book.

In the Select Attendees
and Resources:

Contacts dialog box, in
the Resources box, key:
Projector.

ey
\) Your screen

should look like Figure 3.17.

Click OK.

In the Check Names box,
click Cancel.

. T =)
BCHECK) Your screen

should look like Figure 3.18.

Click Close. In the dialog
box, make sure Don’t
save changes is selected
and click OK.

H Continue to the next exercise.

You can turn an appoint-
ment into a meeting. Click
Invite Attendees {ﬂ in
the Appointment dialog
box.

Lesson 3: Exercise 3-7

EXERCISE 3-7
Schedule Resources for Meetings

In addition to inviting attendees, you can also use Outlook to schedule resources.
Resources are items that you need to conduct a meeting. Resources might include the
conference room where the meeting is to be held, a speakerphone that you need for a
conference call, or a projector and a laptop computer that you need to show a
PowerPoint presentation.

FIGURE 3.17 Team Meeting scheduling window

elect Attendees and Resources: Contacts

Search: @ Mame only (©) More columns  Address Book
| " Go | Contacts »  Advanced Find
Display Name

i |Name E-mail Address | i

= Allen Wilson Allen Wilson Awilson@myisp. com [N
& Brian Rust Rust, Brian brust@myisp.com
& Patricia Patel Patel, Patrica ppatel@myisp.com
£ Roger Gupta Gupta, Roger rgupta@myisp. com
& Todd Wiliams Wiliams, Todd twiliams @myisp.com
& Tom Thompsen Tom Thompsen tthompsen @myisp.cc
& Tom Thompsen Tom Thompsen (Business Fax) Tom Thompsen@+11
& Tom Wilson Wilson, Tom twilson@myisp.com
< [

[ Required - ] |Gupta, Roger

[ Optional -> ] |Mpﬂ, twiliams@myisp.com

[ Resources -> ] |Pf°]'E‘CU°I'

S —

FIGURE 3.18 Scheduling window with resources added
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B, | All Attend I I |
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€3 Projector
ClicAhere to add a name
N The projector
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""" attendees list
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Step-By-S‘Eer;
i

o In the Calendar, double-
click Team Meeting.
Change the Start time to
10:00 AM.

e Click in the message area.
Key: | have a 9:00 AM
conference call that day.

=T
») Your screen
should look like Figure 3.19.
Click Send Update [=7]

o In the Calendar, double-
click Team Meeting. Click

Cancel Meeting .

e In the message area, click
after | have a 9:00 AM
conference call that
day. and key: Can we
reschedule for next week?.

G Click Send [ =1].

CK) Your screen
should look like Figure 3.20.
Double-click the third
instance of the Project
Meeting.

e In the Open Recurring
Item dialog box, click
Open this occurrence
and click OK.

e Change the Start time to
2:00 PM. Click Save &

Close .

H Continue to the next exercise.

Lesson 3: Exercise 3-8

EXERCISE 3-8
Update and Cancel Meeting Requests

You might need to update or cancel a meeting request after you have sent it. You can
easily add an attendee or change the meeting location or time. You can also include a
note to tell attendees why you have changed your meeting request. After you have
modified or canceled a meeting request, Outlook sends an update to the attendees.

FIGURE 3.19 Meeting rescheduled
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T
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to attendees

FIGURE 3.20 Meeting removed from Calendar
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Jmstep-Bv-Ster? A EXERCISE 3-9 =
Accept and Decline a Meeting Request l

o In the Navigation pane,

. . When you receive a meeting request, you can accept or decline the invitation. You can
click Mail. In the Inbox,

also choose to include a message with your response. If you are not sure whether or
select the Employee

Picnic message.

fICHECK) Your screen
should look like Figure 3.21.

not you will attend the meeting, send a tentative response. If you tentatively accept,

the meeting will appear on your Calendar with a striped blue bar next to it.

FIGURE 3.21 Employee Picnic request in Reading pane
g=; Inbox - Microscit Dutlook
| B o Y o Jeok  detioe Hep

e In the Reading pane, click ‘ .__1__!.“-1'# Tk ﬁ R | Chfrpty ﬂﬂwwﬂl 1 Feegar h.l.? ] 'ﬁ_ﬂ_m +§ 1] St adivess becka <

Decline. Note the Edit i
| Mail |52 Inbox o feewpt | T Teedstive | 3 Dechine | & Propese bew Tamn | B
|| Facuite Fodders wl
the response before | = |[[sewniness F-] % || Erplopes Pienic
sending option is ﬂumm Aeranged B Oute owest 4018 11 || Roger Gupsa
Serd Rems - 5
. i = Toasy | Prais inponid.
automatically selected. S S ~eyreen
Click Cancel. | .E'Ill_l-ll-lh_ = = When s:‘um,mn.M|mmnmuma,mmw
= Prrtonal Folder [&] Eoget Gupts a4l
$ Chelpeed lerms ﬂ &ccepied: Team kierting Location:
o Click Tentative. Now the b L B moues Gupta Aoy Brsesplican:
- Indwn 1] Tesm Meghing b —
Send the response now o sl G FogerCupt 4700 ]
P Development Rde.
option is selected. Click i i ) Roger Gupin 4243000
& {0 Search Foiders Halt Meling '
Cancel. ‘ 1 Roger Gupts /22008
& jrm produdian mesl)
. . . (2 Roget Gupts 420000
e Click Accept. Click Edit Prasduction Werbey
ah Boger Gupts 40000 |
the response before ‘ ﬁ'aa Arimut Ampptien tie.
. : Roger Gupts  AI2000
sending. Click OK. ket A Ml !
e Key the message shown in
Figure 3.22. Click Send. FIGURE 3.22 Accepted reply
. . = C, L 2 e Accepted: Employee Picnic - Meeting Response =
o Click Calendar to view the -)‘ )
. X . Meeting Response Insert Options Format Text
Employee Picnic meeting. ——
g Galibri(Bo - |11~ |A" A EE'EE' @ Q @] @ Qr %
H Continue to the next exercise. Paste hr . A L= = s=||| Address Check || Attach Attach Business Signature || Spelling
- \u/\—_/ — Book MNames File  Hem Card~ o -
Clipboard ™ Basic Text {F] Names Include Proofing
Yes, Twill attend. Meeting is
This message has not been sent. e acceptgd
, Gupta, Roa
The term tentative means [To.. | |aota. Roce
that you are uncertain [ee ]|
about whether you will Subject: |Accepie¢ Employee Picnic ‘
L
attend a meeting or event When: Saturday, April 25, 2009 12:00 AM to Sunday, April 26, 2009 12:00 AM. ‘
Location:
What are some other
words that have a similar Please let me know if you need any volunteers for the picnic.
meaning to tentative? T
Key this
message
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Step-By-STeﬁ
i

1
12/

o
o

Double-click Employee
Picnic.

In the Invited Event dialog
box, click Propose New
Time E

In the Propose New
Time dialog box, click the
Meeting start date drop-
down arrow. Select the
Saturday a week after

the scheduled event (see
Figure 3.23).

Change the Meeting end
date to the same date.
Change the Meeting start
time to 12:00 PM. Change
the Meeting end time to
4:00 PM.

Click Propose Time.

R
JCHECK) Your screen

should look like Figure 3.24.

Click Send. Your message
is sent to the person who
invited you to the picnic.

H Continue to the next exercise.

You Should Know

The meeting organizer can
also prohibit attendees
from proposing new times
for a meeting.

Lesson 3: Exercise 3-10

EXERCISE 3-10
Propose a New Meeting Time

If a meeting time does not work for you, you can suggest, or propose, a new meeting
time. You can do this when you receive a meeting request, or after you have accepted
the request. Check the Calendar to find a new time for the meeting.

FIGURE 3.23 Propose New Time dialog box

| Propose New Time: Employee Picnic

Zoom: [100% [][paturday. May 02, 2009

| [E,] [AllAttendees
2 Gupta, Roger -
& Patel, Patrida

New date
entered

4

[ 2dd Others ] [ Options v] i
Meeting start t 12:00 AM : |
[ << || AutoPickMext>> | Meetingend  [Suns5/3/2008 [=] [12z00am  [+]

| | Busy [ Tentative B Out of Office [ Current Meeting [5 Mo Information

Propose Tlme I Propose Time I [ Cancel

FIGURE 3.24 New Time Proposed message

.”'. H |q oo & 1= Mew Time Proposed: Employee Picnic - Meeting Response =

J Meeting Response I Insert Options Format Text
B T e il =23 4 ¥
Il B I g”a;y A .||.§;§.§||;E— 'E| Address Check || Aftach Attach Business Signature || Spelling
| = —= T Book Mames File Ttem Card~ i i
| Basic Text f Names Include  Proofing |

| To.. | |Gupta.Roger

3)

Subject: | Mew Time Proposed: Employee Picnic
|
‘ Current  Saturday, April 25, 2009 12:00 AM to Sunday, April 26, 2009 12:00 AM.

‘ Proposed:  Saturday, May 02, 2009 12:00 PM-4:00 PM,
Location:
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Step-By-STeﬁ
i

o In Calendar view, click
New. Select Appoint-
ment>Actions>Invite
Attendees .

e Fill in the To:, Subject:,
Location:, and meeting
start and end times as
shown in Figure 3.25. Click

Send [ 1]

iCK) Your screen
should look like Figure 3.25.

o In Calendar view, select
the Picnic Planning
meeting. Choose Meeting>
Attendees>Add or
Remove Attendees .

e In the Select Attendees
and Resources dialog
box, in the Required
box, key the name of a
classmate provided by your
teacher (see Figure 3.26).

e Click OK.

o Click Send Update
and click Yes to send
without a location.

e In the Send Update to
Attendees dialog box,
select Send updates only
to added or deleted
attendees and click OK.

=) Continue to the next exercise.

Lesson 3: Exercise 3-11

EXERCISE 3-11
Add a Meeting Attendee

Outlook allows you to add new attendees to the meeting after you have sent out a
meeting request. For example, perhaps a new person has just joined your organization
and you want to invite him or her to the a fundraising dinner. You can add the person
as a new attendee and send the appropriate message.

FIGURE 3.25 Employee Picnic event open
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FIGURE 3.26 Select Attendees and Resources dialog box
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Step-By-gtep
i

o Open the Picnic Planning
meeting.

e Choose Meeting>
Actlons>Forward .

K) Your screen
should look like Figure 3.27.

o In the To box, key the
e-mail address of a new

classmate assigned by your
teacher.

e In the message body, key:
Do you know where the

picnic area is?

~ f,‘?""i’

$) Your screen
should look like Figure 3.28.

o Click Send [ =1].

e Click Close to close the
meeting.

H Continue to the next exercise.

To update all appointments
in a recurring event, open
an occurrence and in the
Open Recurring ltem
dialog box, click Open

the series.

Lesson 3: Exercise 3-12

EXERCISE 3-12 -]
Send an Update to a New Attendee

Outlook also enables you to send updates to meetings only to specific individuals, so
that others are not constantly receiving updates that do not apply to them. For
example, you can use this option to familiarize your new employee with procedures
that others might already be familiar with.

FIGURE 3.27 Picnic Planning meeting
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Step-By-STeﬁ
i

o On the Menu bar, choose
Tools>Options. In the
Options box, under
Calendar, click Calendar
Options.

e Under Calendar work
week, make sure only
Mon, Tue, Wed, and
Thu are selected (see
Figure 3.29).

e Click the Start time
drop-down arrow.

drop-down arrow.

o Select 6:30 PM.

o Click OK. Click OK to close
the Options dialog box.

0 Click Week E Click

Show Work Week, if

H Continue to the next exercise.

necessary.

K) Your screen
should look like Figure 3.30.

You Should Know

You can use Calendar
Options to have your

Calendar reflect your own
work days and times.

Lesson 3: Exercise 3-13

EXERCISE 3-13
Set Work Days and Times

Not all organizations have the same work schedule. Many groups work Monday
through Friday. However, some people also work Tuesday through Saturday. Some

organizations also allow employees to set flexible work or volunteer hours.

Calendar work week
|Work Week|
@ [ 5un [#]Mon [#] Tue [#]wed [¥]Thu [Fri [ at:

First day of week: | Sunday [=] starttme: |8:00AM |E|<-| Start time |
First week of year: |Starts on Jan 1 E‘ End tme: | 5:00 FM n

End time

Calendar options

Show "dick to add” prompts on the calendar

Show week numbers in the Month View and Date Navigator

Allow attendees to propose new times for meetings you organize

|se this response when you propose new meeting times: |TEI"I131J'VE Iz”

Default color: _ - [ Planner Options... l [ Add Holidays... l

Use selected color on all calendars
Advanced options

Enable alternate calendar: IEninsh Iz‘l lGregorian Iz” [ Options...

When sending meeting requests over the Internet, use iCalendar format

e———— | [ ] [

FIGURE 3.30 Calendar in Week view
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DY et Mmm:l [ Show work week | Type s o
’:Elh- = xR g e Seagh edrest hocks - ‘* l

! Calendar o g I'l—"'ll"i Mrth E ..F.ﬁmﬁwvamvmw
(0 oy Ll ®© @ April 20 - 23,2009 oo o
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Seaect Calendars Onine:

Send a Calenclar vwa E-mail
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Step-By-STeﬁ
i

o On the Menu bar, choose
Tools>Options. In the
Options box, under
Calendar, click Calendar
Options.

e In the dialog box, under
Advanced options, click
Time Zone.

v T
'BCHECK) Your screen

should look like Figure 3.31.

o In the Time Zone dialog
box, in the Label box, key:
East. Click the Time zone
drop-down arrow and
select Eastern Time
(US & Canada).

e Under the Additional time
zone header, check the
Show an additional time
zone box. In the Label
box, key: West.

e Click the Time zone
drop-down arrow and
select Pacific Time (US &
Canada). Click Change
Calendar Time Zone.

o Click Cancel. Click OK.

e Click OK to close

Calendar Options. Click
OK to close Options.

0 Your screen
should look like Figure 3.32.
Note the multiple time
zones.

s Continue to the next exercise.

Lesson 3: Exercise 3-14

EXERCISE 3-14

Display and Change Time Zones

If you travel for work or need to keep track of contacts and Calendar items involving

people and places that are far from you, you might want to view one or more time

zones. Outlook allows you to change time zones or to display multiple time zones.

FIGURE 3.31 Time Zone dialog box
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FIGURE 3.32 Multiple time zones displayed
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Step-By-Step
b

o In the main menu, choose
Tools>Options. Click
Calendar Options.

Your screen

e Under the Calendar
options area, click Add
Holidays.

o United States is selected
in the Add Holidays to
Calendar dialog box.
Click OK.

e Click OK to confirm the
holidays were added to
your Calendar.

o Click OK twice.

o Click Month to go to
Month view in the

Calendar. If necessary,
scroll down to view the
holidays.

Your screen

8/

H Continue to the next exercise.

To remove a holiday from
your Calendar, right-click

the holiday event and
select Delete.

Lesson 3: Exercise 3-15

should look like Figure 3.33.

EXERCISE 3-15
Add Pre-Defined Holidays

Outlook already includes a number of holidays and events for various countries or
regions around the globe. You can add any number of these predefined holidays to
your Calendar and customize the Calendar to fit your needs.

FIGURE 3.33 Calendar Options dialog box

Calendar Options IL'
Calendar work week
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FIGURE 3.34 Holidays added to Calendar
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Step-By-gier;
i

o On the Menu bar, choose
Tools>Options. Click
Calendar Options.

e Under Advanced options,
click Free/Busy Options.

e Read the information in the
Free/Busy Options box
and highlight the text in
the Publish box. Key: 1.
Click OK.

fICHECK) Your screen
should look like Figure 3.35.

e Click OK in the Calendar
Options box. Click OK in
the Options box.

o In the Navigation pane,
under My Calendars,
right-click Calendar and
select Properties.

o In the Calendar

Properties dialog box,
click the Administration
tab (see Figure 3.36).

e Under This folder is
available to area, select
All users with access
permission. Click OK.

H Continue to the next exercise.

[ Troubleshooter

You must be using
Outlook on a Microsoft
Exchange server to
complete this exercise.

Lesson 3: Exercise 3-16

EXERCISE 3-16
Configure Privacy Settings and Share a
Calendar with Outlook Users

In network or office situations where other Outlook users schedule meetings by
checking user schedules, you might not want your Calendar viewed by other members
of the organization. You can configure the Free/Busy settings in Outlook to display
appointments or to hide that information from others. If you need others to view
your Calendar without you sending them updates, you can set the permissions in
Outlook for others to look at your Calendar directly.

FIGURE 3.35 Free/Busy Options box

Free/busy information is used by people sending meeting requests, to
determine when you are available for meetings.

Publish menth(s) of Calendar free/busy information on the server
Update free/busy information on the server every minutes

Internet FreefBusy
Publish at my location:

t |

Search location: |

FIGURE 3.36 Calendar Properties dialog box
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Step-By-gier;
i

o In the Navigation pane
under My Calendars,
click Send a Calendar
via E-mail.

fICHECK) Your screen
should look like Figure 3.37.

e In the Send a Calendar
via E-mail dialog box,
click the Date Range
drop-down button and
select Next 30 days.

o Click in the Detail box and
select Full Details from
the list.

e Click OK.

o FBCHECK) Your screen
should look like Figure 3.38.

o In the message To box, key
the e-mail address of a

classmate assigned by your
teacher.

0 Click Send.

H Continue to the next exercise.

You Should Know

You can send the Calendar
showing full details, limited
details, or only when you
are available or not.

Lesson 3: Exercise 3-17

EXERCISE 3-17
Send Calendar Information in
an E-mail Message

If you are not on a Microsoft Exchange server, you can still share your Calendar

information by sending it to someone via e-mail. Outlook makes that simple through

the use of several automated helpers in the Navigation pane.

Date Range
@ Spedify the calendar information you want to ind drOp-dOWn
arrow
Calendar: [Calendar
Date Range: [Today ..]
Mon 4/20/2009

Detail: g Availability only
Time will be shown as Free,” "Busy,” "Tentative,”
or "Out of Office” f

Detail drop-
down arrow

Show time within my working hours only

Advanced:

[ ok ][ canel |

FIGURE 3.38 Send a Calendar e-mail message

Patricia Patel Calendar - Message (HTML)
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Time zone: (GMT-05:00) Eastern Time (US & Canada)
(Adjusted for Daylight Saving Time)
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Su Mo Ty We Th Fr Sa Su Mo Ty We Th Fr Sa
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o In the Navigation pane,
under My Calendars, click
Publish My Calendar
(see Figure 3.39).

12/

In the Sign In dialog box,
enter the password
assigned by your teacher.
In the Detail box, click the
down arrow and select
Full Details. Click
Advanced.

Under Upload Method,
select Single Upload.
Make sure Private Items
is not selected.

CHECK) Your dialog
box should look like
Figure 3.40. Click OK.

Click OK in the Publish
Calendar dialog box.

e In the Send a Sharing
Invitation dialog box, click
Yes to send an invitation.

o In the message To box, key
the e-mail address of your
assigned classmate. Click
Send.

H Continue to the next exercise.

Microsoft Office 2007

Microsoft Office 2007 offers
many features through
Windows Live™. To use
these features, you must first
register with Windows Live.

Lesson 3: Exercise 3-18

EXERCISE 3-18
Publish a Calendar to
Microsoft Office Online

You can publish your Calendar online using Microsoft Office’s online publishing site.

This tool allows you to invite others to view your Calendar online. You can choose to

hide any information that you have marked as private.

FIGURE 3.39 Publish Calendar dialog box

% Publishing:

Time Span:

Publish Calendar to Microsoft Office Online

Patrida Patel Calendar
Publish other calendars

(") Whole calendar

Detail:

% Permissions:

gl -1
E‘—lﬂ Descripkion:

Show time within my working hours only

Availability only

Time will be shown as Free,” Busy,”
"Tentative,” or "0ut of Office™ M

Set working hours

(@) Only invited users can view this calendar
() Anyone can view and search for this calendar on Office Online
:!-_1 Office Online Community-Submitted Calendars

‘Your description helps OFfice Online users find this calendar,

|Advanced |

Y

Calendar Comment

Advanced...

[ ok || cancel

FIGURE 3.40 Published Calendar Settings dialog box

[Published Calendar Settings

Upload Method:

Private Items:

Update Frequency:

i) Automatic Uploads: Upload updates periodically
i@ Single Upload: Updates will not be uploaded <

Indude details of items marked private <——

=8

Select Single
Upload

Private items
not included

Update this calendar with the server's recommended frequency.
Send/Receive groups do not update more frequently than the
recommended frequency. This helps to prevent your ability to publish a
calendar from possibly being canceled by the server.

EX3

| ok || cancel
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Step-By-STeﬁ
i

o In Calendar view, click
Share my calendar. In
the Sharing invitation
dialog box, in the To... box,
key the name of a class-

mate assigned by your
teacher.

Be sure that the Allow
recipient to view your
Calendar box is checked.
Check the Request
permission to view
recipient’s Calendar
check box. Click Send.

In your Inbox, select the
e-mail from your classmate.
In the Preview pane,

select Allow.

You should receive a reply
to your request, in your
Inbox. Select the reply.

e Your screen should look
similar to Figure 3.41. In the
Preview pane, click Open
this calendar.

K) Your screen
should look like Figure 3.42.

6/

o In the Navigation pane,
under People’s

Calendars, remove the
check mark next to your
classmate’s Calendar.

H Continue to the next exercise.

Lesson 3: Exercise 3-19

EXERCISE 3-19
View a Calendar Shared by a

Network

User

If you are on an Exchange server, you can ask for permission to view another person’s

calendar. In this exercise, you will send a request for access to a classmate’s calendar.

Once permission is granted, you will be able to view your classmate’s calendar.

FIGURE 3.41 Open a Shared Calendar dialog box
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Step-By-Step
b

o In the Navigation pane
click Mail.

e Open the message from
your classmate with the

subject [classmate first

name_last name]_
Calendar-Internet
Calendar.

should look similar to
Figure 3.43.

Choose Share>Open>
Subscribe to this

Calendar .

In the dialog box, click Yes
to add this calendar to
Outlook and subscribe to
updates.

© 0 O

e In the Sign In dialog box,
key the user name and

password assigned by your
teacher.

o Click OK.

e Click Close to close the
message.

o

should look similar to
Figure 3.44.

H Continue to the next exercise.

Lesson 3: Exercise 3-20

EXERCISE 3-20
Subscribe to an Internet Calendar

Outlook is not limited only to Calendars shared among your networked coworkers.
You can go online to several different sites and subscribe to calendars that will be

updated to your computer over a period that you can define.

FIGURE 3.43 Internet Calendar message
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FIGURE 3.44 Internet Calendar displayed in Calendar view
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Step-By-Step
b

o In the Navigation pane
under People’s
Calendars, put a check in
the box next to another
classmate’s shared
Calendar.

Your screen
should look like Figure 3.45.

e On the Menu bar, choose
Views>View in Overlay
Mode.

o In the shared Calendar
tab on the right, click the
View in Overlay Mode

arrow. In the preview
pane, click Open this
calendar.

Your screen
should look similar to
Figure 3.46.

o Click the tab on your
Calendar.

o In the Navigation pane
under People’s

Calendars, clear all the
check boxes.

H Continue to the next exercise.

Academic Skills

The term overlay means
that the calendars are
overlapping, similarly to a
Venn diagram.

Lesson 3: Exercise 3-21

EXERCISE 3-21
View Multiple Calendars in Overlay Mode

If you are on an Exchange server, Outlook offers several ways to view Calendars in
order to make them more readable. You can view Calendars as separate items side by
side or use Outlook’s Overlay Mode. In Overlay Mode, one or more Calendars are
placed on top of each other, merging the scheduled meetings and events into one
Calendar. You can easily find conflicting appointments or view the availability of
others before scheduling a meeting.

FIGURE 3.45 Calendar Month view with three Calendars
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FIGURE 3.46 Calendar Month view in Overlay mode

£ Cabardar - Mrarh Butlsst ——at
[t o Yen G0 s feoen oy
e s & ¢ g T w | Calendar tabs |

s b eriitaios (i it -

Cama T
e - Items from each
SiPekends | Calendar are the |
Fraake's Evendan S5 |same color as =
%E-‘cz..:. X the Calendar tab

L

I

[ ——)

82




Step-By-gtep
i

o In the Navigation pane,
click Tasks.

e —

IECK) Your screen
should look like Figure 3.47.

e Click New Task . In the

Subject box, key:
Conference Materials.

o In the Start date box, click
the drop-down arrow and
select the first Monday of
this month.

e In the Due date box,
click the drop-down
arrow and select the
Monday six months from
the Start date.

e Click the Status

drop-down arrow and
select In Progress.

o Set the Priority to High.

Change % Complete to
50%. Press |[ENTER].

IECK) Your screen
should look like Figure 3.48.

=) Continued to the next page.

When one task has priority
over another, it means
that it should be given
attention before completing
the other task.

Lesson 3: Exercise 3-22

EXERCISE 3-22 -]
Create and Modify Tasks

A task is a personal or work-related duty that you want to track from start to finish.
When you create a task, you note when you will start the task and when it is due to
be finished. You can also identify a task’s priority, or relative importance, and track
your progress as you complete the task. Use the Task list to view and modify tasks.

FIGURE 3.47 Task List view
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FIGURE 3.48 New Task window
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Step-By-STeﬁ
i

Choose Task>Options>
Recurrence .

0 In the Task Recurrence
dialog box, under Range
of recurrence, select
End by.

@ Click the drop-down arrow
and change the end by
date to the due date you
selected in Step 6 (see
Figure 3.49). Click OK.

@ Click Save & Close .

@ Double-click the

Conference Materials
task to open it.

e
ECK) Your screen

@ In the Status drop-down
menu select Deferred.

@ Click Save & Close .

H Continue to the next exercise.

Tech Tip

To delete a task from the
task list, select it and

press -

Lesson 3: Exercise 3-22

EXERCISE 3-22

Create and Modify Tasks

FIGURE 3.49 Task Recurrence dialog box
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[ ok

I[ Cance

] [ Remove Recurrence ]

should look like Figure 3.50.

FIGURE 3.50 New task added
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Step-By-STeﬁ
i

o In the Navigation pane,
click Mail.

e In the Inbox, select the
Photo Assignments
message.

e In the Inbox, right-click the
flag icon on the Photo
Assignments message
and select Next Week.

o In the Navigation pane,

click Tasks.
o Double-click the

Conference Materials

CK) Your screen

should look like Figure 3.51.

task to open it.

ArUErY
HECK) Your screen

should look like Figure 3.52.

e Choose Task>Options>

Prwate .
e Click Save & Close .

H Continue to the next exercise.

You Should Know

You can also mark tasks

as private if you do not
want others to view a
task’s details.

Lesson 3: Exercise 3-23

EXERCISE 3-23 # e
Create a Task from an E-mail °
Message and Label the Task Private

You do not have to be the originator of a task to enter it into Outlook. If a coworker

e-mails a task, you can enter it into the Outlook task list and flag it for completion.

FIGURE 3.51 New task added from e-mail
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Step-By-S‘Eer;
i

o In the Tasks pane under
My Tasks, click To-Do
List.

e In the To-Do List in the
Photo Assignments task,
click the flag icon to mark
the task complete.

On the Standard toolbar,

click New Task .

o In the Subject box, key:
Conference Schedule.

e Click the Due date drop-
down arrow and select the
next Thursday in the
Calendar.

o Click the Start date drop-
down arrow and click
today’s date.

Choose Task>Manage
Task>Assign Task .

=T
+) Your screen
should look like Figure 3.53.

o In the To box, key the
e-mail address provided by

your teacher. Click Send.

=T
.) Your screen
should look like Figure 3.54.

=) Continue to the next exercise.

Lesson 3: Exercise 3-24

EXERCISE 3-24 —
Assign Tasks and Label Tasks as Complete

When you create a task, you are the owner of that task. If you assign the task to
another person, that person becomes the owner. Only the owner can modify a task.
Icons in the Tasks list indicate whether a task is assigned or unassigned. When you
have completed a task, you can mark the task as complete. Others can see the status
of the task and can schedule new tasks accordingly.

FIGURE 3.53 Assign Task window
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Step-By-gier;
i

o In the Navigation pane,
click Mail. In your Inbox,
double-click the
Conference Hotel
Reservations e-mail that
contains the task request.

o e
ICHECK) Your screen

12/

e In the request, choose
Task>Respond>

Decline .

o In the Declining Task
dialog box, select Edit the
response before
sending and click OK.

should look like Figure 3.55.

e In the message body, key:
| have a previous assign-

ment that covers that time.
Click Send.

o Open the Conference
Flight Details message.
Choose Task>Respond>
Accept [ /] Click OK.

o In the Navigation pane,
click Tasks. Double-click
the Conference Flight
Details task.

ST "
fICHECK) Your screen

should look like Figure 3.56.

0 Choose Task>Manage
Task>Assign Task .
In the To box, key the
e-mail address assigned by
your teacher. Click Send.

s Continue to the next exercise.

Lesson 3: Exercise 3-25

EXERCISE 3-25
Decline and Delegate Tasks

Once you have received a proposed task assignment, you may accept or decline that

task. You also can decide to reassign, or delegate, that task to someone who can

complete it for you.

FIGURE 3.55 Conference Hotel Reservations message
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FIGURE 3.56 Conference Flight Details task
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Step-By-STeﬁ
i

o In your Inbox, open the
Conference Schedule

task that was e-mailed to
you by a classmate.

e In the Conference

Schedule - Task window,
click Accept. Click OK.

e In the Tasks list, double-
click the Conference
Schedule task to open it.

e Choose Task>Manage
Task>Send Status

Report .

CK) Your screen
should look like Figure 3.58.

ECK) Your screen
should Iook like Figure 3.57.

O o

o In the To box, key the
name of a classmate

assigned by your teacher.

0 Click Send [ =%].

e Close the Conference
Schedule task.

H Continue to the next exercise.

The Status and % Com-
plete values are dependent
on each other. If you change
the value in one, the value
in the other adjusts
accordingly.

Lesson 3: Exercise 3-26

EXERCISE 3-26
Accept a Task and Send a Status Report

Those who assign tasks are likely to want to be updated on your progress during the
course of the work. Outlook allows you to send a status report on the progress of a
task and e-mail the statistics of the task to the task owner.

FIGURE 3.57 Conference Schedule task
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Step-By-Step
b

o In the Tasks list, select the
Conference Schedule
task.

e Drag the task to the

Calendar in the To-Do Bar
pane and drop it on the
date one week from today.

Your screen
should look similar to
Figure 3.59.

o Click Save & Close .

e In the Navigation pane,

click Calendar.

Your screen
should look similar to
Figure 3.60.

o Exit Outlook.

You Should Know

You can also create a new
task by keying it into the

Type a new task text box
in the To-Do Bar from any
view in Outlook.

Lesson 3: Exercise 3-27

EXERCISE 3-27
Create a Meeting from a Task
In addition to sending status reports, you might want to meet face-to-face or in a

conference call with the owner of the task on which you are working. You can create
meetings, appointments, or events from tasks in Outlook.

FIGURE 3.59 Conference Schedule Appointment window
Cenferense Schedule - Appaimtrmerd - = x

Starl time: | Mon 420009 | (g0 as | 17 AE dny vt
End time | blon 472772000 %00 AM -

Subject: Conference Schedule

Start Darte: Monday, April 20, 2005

Due Dade: Thursday, Aped 23, 200%

Shatin: Mot Started

Percent Complete: -2

Total Werk: 0 hours

Actual Work: B hours

e ————————

FIGURE 3.60 Calendar view with Conference Schedule appointment
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LESSON

Vocabulary

Key Terms

appointment
assign
attendee
Calendar
delegate
event
meeting
meeting request
Overlay Mode
resource

task

Task list
tentative

Academic Vocabulary

generate
mandatory
priority
suggest

Lesson 3: After You Read

Review Vocabulary

Complete the following statements on a separate piece of paper. Choose from the Vocabulary
list on the left to complete the statements.

1. Appointments can be flagged with different levels of

(p- 83)
2. A(n) is an appointment to which you invite others. (p. 62)
3. If you are not sure you can attend a meeting, you should respond as
(p- 70)
4. Speakerphones, conference rooms, and overhead projectors are all examples
of used for a meeting. (p. 68)
5. To is to pass along a task for another person to do it. (p. 87)

Vocabulary Activity

6. Create a memory game using the vocabulary words and definitions.

= You will need 14 small (approximately 3” X 5”) pieces of paper.

= Write seven vocabulary words on separate pieces of paper. Write the
definition for each word on the remaining seven pieces of paper.

= Keep the definitions in one group and the vocabulary words in another
group. Turn the paper face down. Mix the papers in each group.

= With a classmate, take turns turning over a word and a definition. If you
pick the wrong definition, return the papers and go to the next player. If you
pick the right definition, keep both pieces of paper. The player with the
most complete definitions wins.

Review Key Concepts

Answer the following questions on a separate piece of paper.
7. Which of the following is NOT a Calendar view? (p. 60)
A. Day C. Month
B. Week D. Year

8. Which button would you click if you cannot attend a meeting at the suggested
time but would like to suggest another time? (p. 71)
A. Accept C. Propose New Time
B. Decline D.Tentative

9. Which group would you look under to cancel a meeting? (p. 69)
A. Edit C. Delegate
B. Actions D.Tools

10. The group of tasks displayed in the Tasks folder is called what? (p. 83)
A. Task list C. Task journal
B. TaskPad

D.Task icons
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LESSON Practice It Activities

" 1. Switch Calendar Views and Add a Meeting

Follow the steps to complete the activity.

Step-By-Step
JN FIGURE 3.61 Week view in Calendar
= Ciberelar © Michmerh Cotiors ——
o Start Outlook. In the [l G e G Jooh feoss b I pp——
. . . -HH ﬂ” L n I'e) ngq Bl Searvh sddres becks - ‘.
Navigation pane, click ‘
0|gd |p0| p | catendas - mi-rm-vimlﬁmm o Sttt
alendar. In Lalendar TR (@) Apdl 20 - 23,2008
view, click Week. RN e
P8 P PN
12 15 i4 1% 88 1F 18
i¥ - 8 li i
e Your screen ARl i
should look like Figure 3.61. ‘gw—-é-' a 5T I [ S
! 2 tatense 120=
Choose File>New> | re=omerciensn
- warth Calreilan Grbne ]DI:
Meeting Request . i e}
‘ Putdinh My Csberast
o In the To box, key the A48 Mg e —
e-mail address assigned =
by your teacher. ‘ =
...‘ﬂ
e In the Subject box, key: BT ) el =
| S = B
Conference Call. In the  i— 7 s Pl T, § Eomturnia Sebacute_
Location box, key: i W-_ﬁ__ et
Meeting Room.
FIGURE 3.62 Conference Call scheduled
e Click the Start time date o Citirnli Mot Dotk e
_ R "| Ble [ Yww Goo Tosh Actiem Hen Topan & qumrhan toe hip
drop-down arrow. Click ﬁ%.*" ST LB D Gh ok  Sewch iemien .
Today. | Cabandar fl oy e | Mon | 8 thewwees e
[ s e me e | @) April 20 - 23, 2009
o Click the Start time Thp LTS ' T
L 1§ o4 1§ b 1 0
drop-down arrow and nimE N # 5
AnnanR 4 W fad | ——
select today’s date. i ==
DlMcimantom = || (pom] aem
My i ] |
e Click the End time Sesman P [k
Hiow Bs Sate Cairmier e | e
drop-down arrow. Select e e L
5:00 PM. Click Send [ 1] smancumnmera st oo
i T
Your screen
should look similar to o [l
Figure 3.62. |

@ Exit Outlook.

Lesson 3: Practice It Activities
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LESSON

Step-By-Step
i

o In the Calendar,

double-click
Conference Call.

12/

In the Meeting request,
click the Location
drop-down arrow. Click
Conference Room.

K) Your screen
should look similar to
Figure 3.63.

Click in the message area.
Key: The conference call
has been moved.

Click Send Update [[=1].

On the Calendar,
double-click the
Conference Call. Choose
Meeting>Actions>

Cancel Meeting .

Delete The conference
call has been moved.

o0 O O

Key: The conference call
is canceled until further
notice.

Click Send [_—1].

o CK) Your screen
should look like Figure 3.64.

@ Exit Outlook.

Lesson 3: Practice It Activities

_Eactice It Activities

2. Update and Cancel a Meeting

Follow the steps to complete the activity. You must complete Practice It Activity 1

before doing this activity.
FIGURE 3.63 Updating a meeting
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FIGURE 3.64 Canceled meeting
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LESSON Practice It Activities

3. Create, Modify, and Assign Tasks

Follow the steps to complete the activity.

w -rn

Step-By-Step h
‘lm FIGURE 3.65 New task

. . \ _._ ) P Conference PowerPoint Presentation - Task
o In the Navigation pane, .-\|Eju )
Task Inse

Format Text
click Tasks. Click New

: = T2 P2le 2 Be&
Task [ XNda &2 % iz © 2 &Y a
Save & | Delete ||| Task |Details || Assign Send Status Mark . || Recurrence  Skip  Categorize Follow Private
Close | Task Report  Complete Q Clccurrence = Up~
e In the Subject box, key: Adtions Show Manage Task Options
Conference PowerPoint DO
. Subject: | Conference PowerPoint Presentation
Presentation.
Start date: | Maon 4/20/2009 [x] status: |NatStarted
e Click the Due date drop- Due date; | Wed 4/22/2009 [=] prioity: % Complete:
dOWn arrow. SeIeCt two [C] Reminder: iNone ﬂLl [None |v| Owner: |Pailicia Patel

days from today. Click the
Start date drop-down
arrow. Select today’s date.

=T

+) Your screen
should look similar to
Figure 3.65.

Click Save & Close [i |
FIGURE 3.66 Assigning a task

\II_@ s I P Conference PowerPoint Presentation - Task

| Task i Insert Format Text

In the Tasks list, double-
click the Conference

e 00 O

PowerPoint z - m - . =1 = I
. s | O 2 B € S|
Presentation. x ﬂ gl Ll 8ddress Bocl O _ = N
Delete ||| Task |Details Cancel E/Checkhlames Recurrence Skip Categorize Follow Private || Spelling
Assignment Occurrence = Up~ A
Choose Task>Manage Actions Show. Manage Task Options. Froafing
Task>Assign Task . This message has not been sent.
Due in 2 days.
ey To..
») Your screen [ 0 /| _ _
Subject: | Conference PowerPoint Presentation
should look like Figure 3.66.
Start date: | Man 4/20/2009 [=] status: |mot Started
e In the To box, key the Due date: | Wed 42272009 priorit: [Nomal [ ] 2% Complete:
)
e-mail address assigned Keep an updated copy of this task on my task list
Send me a status report when this task is complete

by your teacher. Click
Send[ -1].

@ Exit Outlook.

Lesson 3: Practice It Activities




=
LESSON

Step-By-Step
i

o Open your Outlook
Calendar. Locate and

open the data file
Dates.xlIsx.

Click New Appointment

. In the Subject box,

key: Los Angeles.

e Enter the concert’s Start
time (July 4, 7:30 PM) and
End time (10:30 PM).

~ f,‘?""i’

C) Your screen

should look like Figure 3.67.

e Click Save & Close .

e Repeat Steps 2 through 5
for the three other cities on
the tour.

o Create a New Meeting
Request for July 4 at
8:30 AM. In the Subject
line, key: Morning Radio
Show. Send it to the e-mail
address assigned by your
teacher.

e In the Calendar, switch to
Month view. Select July.

e
£) Your screen

should look like Figure 3.68.

@ Exit Outlook.

Lesson 3: You Try It Activities

" You Try It Activities

4. Schedule a Tour

You have been hired to promote the latest pop music group. You must create a tour

schedule for the band. You also need to set up meetings with local radio stations.
You decide to use Outlook for all of these tasks.

FIGURE 3.67 Adding tour dates
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Step-By-Step
i

o In the Navigation pane,
click Tasks. Click New

Task .

e Key the first task name
(Hotel Reservations) as

the Subject.

e Locate and open the
Tasks.xlIsx data file.

o Use the information in the
data file to add the task’s
Due date (June 10) and
Start date (June 1).

e K) Your screen
should look like Figure 3.69.

6 Click Save & Close .

Create two new tasks from
the data file.

e In Outlook, assign and
send the tasks to the

e-mail address assigned
by your teacher.

CK) Your screen
should look similar to
Figure 3.70.

@ Exit Outlook.

Lesson 3: You Try It Activities

You Try It Activities

5. Create and Assign Tasks

You are preparing for your pop group’s upcoming tour. As part of your preparatio
you need to assign several tasks, such as making hotel reservations, designing concert
T-shirts, and buying radio ads to promote the tour. You decide to use Outlook to
assign these tasks.

FIGURE 3.69 Creating a task
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FIGURE 3.70 List of assigned tasks
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LESSON Critical Thinking Activities

6. Beyond the Classroom Activity

@ Language Arts: Schedule Activities Your class has been chosen to
participate in a NASA satellite project. As part of the project, you are

expected to attend meetings about the development of a new satellite that
will be launched in December of next year. Use the Outlook Calendar to
schedule the following activities over the next two-week period:
= A three-hour project launch meeting
= An appointment to pick up the chief electrical engineer from
the airport

= A two-week training event about satellite stabilizers

With your teacher’s permission, Print a copy of your Calendar in Month
view. Make sure you enter the print range for the current month. Open a
Word document and key a paragraph about the importance of tracking
long-term projects with multiple components. Save your file as: orev3-[your
first initial and last name]6.

7. Standards at Work Activity
“B Microsoft Certified Application Specialist Correlation
Outlook 2.4 Customize Calendar Settings

Change Calendar Options Last Tuesday, you started working the evening
shift. You need to customize Outlook for your new schedule.
= Your work week is Tuesday through Saturday from 3:00 PM to
11:00 PM.
= Change the Calendar options in your Calendar so that Week view
displays your new work hours. (Hint: Choose Tools>Options. Then
click Calendar Options.)
With your teacher’s permission, print a copy of your Calendar in Month

view. Make sure you enter the print range for the current month.

8. 21st Century Skills Activity

Follow a Schedule Creating a schedule is not very difficult. However,
following the schedule can be difficult. Use Outlook to create a schedule for
one week. Include activities inside and outside of school, such as band
rehearsal, basketball practice, babysitting, chores, and study time.

After creating the schedule, see if you can stick to it for the entire week. With
your teacher’s permission, print a copy of your Calendar in Month view.
Make sure you enter the print range for the current month.

Lesson 3: Critical Thinking Activities Outlook 96
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Scheduling A large part of
organization is managing
your time. Keeping meetings,
tasks, and appointments on
schedule for yourself and
being aware of the schedules
of others will help you
become more efficient at
juggling multiple tasks.

Reflect Once you complete
the projects, open a new
Word document and answer
the following questions:

1. What tasks could you cre-
ate each day that you cur-
rently do not plan for?

2. Why is it important to
plan your schedule in
advance?

3. How can a good plan help
to improve your perfor-
mance at school or work?

' .

Lesson 3: Challenge Yourself Projects

Challenge Yourself Projects

Flulsric

@ Language Arts: Send a Meeting Request You are on the film crew
of a movie. The producer could not get a permit for shooting a scene in
River Park next week, so you need to get a permit for Black Rock Park.

= Request a meeting with the Director of the City Filming Office and
the Director of Parks to discuss the permit.

= Use the e-mail addresses provided by your teacher. When setting the
dates and times, remember that the scene must be shot next week!

Open a Word document and key a paragraph that explains the difference
between mandatory and optional attendees. Why type of attendees did you
send this meeting request to? Saved the document as: orev3-[your first
initial and last name]|9.

Flulsric

HJ
@ Language Arts: Schedule Appointments As the director’s assistant,
you help to plan the director’s day. Schedule the following appointments

10. Lights, Camera, Action

for the director. Set the appointments to occur within a one-week period.

= Determine budget with the producer.

= Negotiate salary with the lead actor.

= Meet with the costume designer.

= Have a conference call with the special effects team.
Add each appointment to your Outlook Calendar. With your teacher’s
permission, print a copy of your Calendar in Month view. Make sure you
enter the print range for the current month. Open a Word document and
describe how you can turn an appointment into a meeting. Save your
document as: orev3-|your first initial and last name]10.

Mt
11.SoMuchtobot [
@ Language Arts: Create and Assign Tasks You have one week to
finish shooting a scene on location in St. Louis. Here is your checklist:
= Order food from the caterers.
= Do an equipment inventory.
= Find out if the props person knows your location.
= Make sure you have a permit for filming downtown.
Create and assign the tasks to e-mail addresses provided by your teacher.
Identify each task’s priority. Open a Word document and explain which task
has the highest priority. Save as: orev3-[your first initial and last name|11.

2]
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o Key Concepts |

® Use distribution lists for
contacts

@ Sort items

® Organize items using colors,
views, and rules

® Create folders and archive items

@ Use search tools

Standards

The following standards are
covered in this lesson. Refer
to pages xxiv and 715 in

the Student Edition for a
description of the standards
listed here.

ISTE Standards Correlation

NETSeS

2a, 2b, 2d, 4a, 4b, 4c, 5a, 5b,
6a, 6¢C

Microsoft Certified

=== Application Specialist

Standards
Outlook

5.3,5.4,5.5, 5.6

1.1,4.3,4.4,5.1, 5.2, l=

Lesson 4: Organize Outlook

Organize Outlook

Picture your room at home. Is it messy or neat? Does it take you a long time to clear

a space for studying, or to find socks that match? Although getting organized may
seem like an overwhelming task, it will save you time in the long run. In this lesson,

you will learn how to use different tools in Outlook to help you to organize.

21st CENTURY JECENEES

Develop Organizational Skills Think of a time when you felt very disorganized.
Perhaps your desk or locker was overflowing with papers. Maybe your teacher

asked you for your homework, and you could not find it. The time and effort you
spent trying to find what you needed could have been better spent doing something
else. Being organized saves time and makes you more effective at whatever you do.

What is one thing you could do to become more organized?

Out;ook 98
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Reading Guide

Before You Read

Check for Understanding Having questions when you read means that you are checking your
understanding of the material. Improve your comprehension by taking notes as you read. After you have
finished the lesson, use your notes to help answer your questions.

Read To Learn
Create rules to handle e-mail related tasks
automatically.
Create separate folders for specific e-mail
messages and search folders for virtual copies.
Learn to color-code, categorize, and prioritize
messages.

Main Idea

Hone your Outlook skills with advanced techniques
for organizing and categorizing e-mail messages.

Vocabulary

Key Terms
AutoArchive
category
distribution list
message format
rule
search folder

Academic Standards

English Language Arts
NCTE 3 Apply strategies to interpret texts.

Academic Vocabulary
These words appear in your reading and on your
tests. Make sure you know their meanings.

determine
distinguish
enable

Quick Write Activity A

Describe On a separate sheet of paper, write down
three recurring events in school that could be
tracked using Outlook’s Calendar function. Why is
it important to track these events? How might you
use Outlook to help you track and categorize the
messages related to each event?

Study Skill

Avoid Procrastination Sometimes we put off tasks
because they are overwhelming or difficult. Try
tackling the most difficult material or task first, so
you do not dread what is to come.

NCTE 4 Use written language to communicate effectively.

NCTE 5 Use different wirting process elements to communicate effectively.

NCTE 8 Use information resources to gather information and create and communicate knowledge.

Lesson 4: Reading Guide
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Step-By-S‘Eer;
i

o Start Outlook. In the
Navigation pane, click
Contacts.

e On the Menu bar, choose
File>New>Distribution

List .

e In the Distribution List
dialog box, in the Name
box, key: Billing Team.

o Choose Distribution
List>Members>Select
Members @

e Select one contact. Press

and hold [ cTAL ] and select

a second and third contact.
Click Members. Click OK.

ey
+) Your screen
should look like Figure 4.1.

o Click Save & Close .

e In the Contacts pane,
double-click the Billing

Team contact.

o Select the first contact
in the list. Choose
Distribution List>
Members>Remove .

=T
+) Your screen

should look like Figure 4.2.

H Continued on the next page.

Lesson 4: Exercise 4-1

EXERCISE 4-1
Create and Modify a Distribution List

If you often send e-mail to the same group of people, create a distribution list. A
distribution list groups different e-mail addresses under one list name. When you send
a message to the list, each person included in the group will receive it.

FIGURE 4.1 Billing Team Distribution List window

Billing Team - Distribution List

.1l g H e %)
| Distribution List Insert Format Text
e[S 8] & a8 5% H vaE

Save B % Delete embers| Notes Se:lect Add Remove Update | E-mail Meeting || Categorize Follow Private
Close Members Mew MNow x: Up =

Actions ] Show Members

Communicate Options.

Name: |Billing Team

[OlName -~ | E-mail

Allen Wilson [Awilson@myisp.com) Awilson@myisp.com
Williams, Todd twilliams @myisp. com
Wilson, Tom twilson@myisp.com

mmsme———— e —

FIGURE 4.2 Modified Distribution List

Billing Team - Distribution List

.1. B+ ¥ s
| Distribution List Insert
@ I%'.hSend'

Format. Texf

: = e O
== B3|
Save L '}( Delete SE_Iecl Add Remove Update | E-mail Meeting Categorize Follow Private

Close | Members Mew Mow x Up=
Actions Show Members “Communicate Options

Name: |Billing Team

twilson@myisp.com )
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Step-By-gier;
i

0 Double-click the first name
in the Billing Team list.

@ Select the contact’s

e-mail address. Key:
toddwilliams@myisp.com
(see Figure 4.3).

@ Click Save & Close @

@ In the Distribution List,
choose Distribution
List>Members>Update

Now .

=y =
fICHECK) Your screen

should look similar to
Figure 4.4.

5

@ If necessary, repeat Steps 11
through 13 to return your

contact’s e-mail address to

its original form.

@ Click Save & Close @

H Continue to the next exercise.

If you have created a
message but do not want
to send it yet, choose
Office >Save . The
message will be stored in
the Drafts folder until you
are ready to send it to a
recipient.

Lesson 4: Exercise 4-1

EXERCISE 4-1 (continued)
Create and Modify a Distribution List

FIGURE 4.3 Modified e-mail address

‘—W b=

Todd Williams - Contact

Contact Insert Format Text
) Rsme i - | [ ] it 1 R B 23 Do
\ &) Send ~ Details  G=] All Fields ] o I | s B Categ
Save & E-mail Meeting Call Business
Close < Delete {83 Activities - || card ¥ Follow
: Actians Show Communicate - Options
[FullName.. | [Todd williams | Todd Willia
Company: | Phota Inc, | 8 Photo Inc.
Job title: | | (818} 555-555
twilliams@myi
File as: | williams, Todd ~
Internet
[@emait.. | -] [teddwilams@mysp.con «— Edited E-mail address |

Display as: |witliams, Todd

Web page address: |

IM address: | |

Phone numbers

Has a good eye for ho

[Bus iness...

-] | |
——n |
[Business Fax... ][ -] [@181555-1221 |
[Mobile... | BN |

Business...

[z

[

FIGURE 4.4 Updated Distribution List
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Jmftelo-Bv--'i‘thelr; \ EXERCISE 4-2
Create a Secondary Address Book for

© 1~ e Navigation pane Personal Contacts
under My Contacts, right-
click Contacts and select

New Folder.

If you want to create separate listings for your business and personal contacts, you can
create a separate, secondary address book. You can use the secondary address book to

list all the personal contacts you want to maintain and e-mail them individually.
e In the Create New Folder

dialog box in the Name FIGURE 4.5 Create New Folder dialog box
box, key: Personal “reate New Folde 7| )
Contacts (see Figure 4.5). Name:
|Persr.:r'|a| Contacts |
e In the Select where to
Id ins:
place the folder box, Folder contains
[contact Items -]
select Personal Folders.
Click OK. Select where to place the folder:
= @' Personal Folders -
ICHECK) Your screen ] Calendar
Contacts
should look like Figure 4.6. 5 Deleted ltems
3 Drafts
e In the Navigation pane E Inbox
Journal
under My Contacts, [3 Junk E-mail
right-click Personal [o] Motes
Contacts and select 3 st hd
Properties. [ o ][ concel |

o In the Personal Contacts
Properties dialog box, click
the Outlook Address Book

FIGURE 4.6 Personal Contacts in Navigation pane
ffse! Cantucts - Microsaft Outlook
: File Edit View Go Tock Actions Help ]

tab. Make sure the Show P New » g g X 1__} L« Bl ¥ | [4]. Sea:ch address books - @_E
this folder as an e-mail I| Contacts «||5 Contacts i+ pat. [seaten cantats s
Address Book check box is B moentct s | v ]
. My Contacts 2| =z [a]
selected. Click OK. 1] Contacts Billing (&
1 Personal Contacts € IFoIder addedl )
. ) Current View o T ‘l d |
H Continue to the next exercise. @ Business Cards il
1 Address Cards -~ i | l_ ' |
1 Detalled Address Cards [f Lal
’ 1 Phone List [
| Troubleshooter 0 sl Fiynn, Waltr X
L+ ampany La)
. . 7' Bylocation :;?:m L
In Step 6, if the Show this 1 Outlook Data Files Sales Representative 1ol
o . & ? m
folder option is grayed i Eg} 5 22k =,
out, that means it is the i o |
. . Centeryile, OH 11223 -
default setting for creating Py
a folder in Business [ Gupta Roger =
. Roger Gu
Cards view. o= =
rgupta Bmyisp.com o
| mmmmn— e — : .-_-
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Step-By-gier;
i

1
12/

© O © O

{ O 09O

On the Menu bar, choose
File>sImport and Export.

In the Import and Export
Wizard, select Import
from another program
or file and click Next (see
Figure 4.7).

Select Microsoft Excel
97-2003 and click Next.

Click Browse and navigate
to the folder containing the
Personal Contacts.xlsx
data file. Select the file and
click OK.

Under Options select Do
not import duplicate
items. Click Next.

In the Select destination
folder box, scroll down
and select Personal
Contacts. Click Next.

Click Finish.

In the Navigation pane,
under My Contacts, click
Personal Contacts.

P w
fICHECK) Your screen

should look like Figure 4.8.

Continue to the next exercise.

Lesson 4: Exercise 4-3

EXERCISE 4-3
Import a Secondary Address
Book from Excel

In previous lessons, you learned to create contacts using Outlook functions. You can

also import contacts that have been created using other Outlook accounts or even

other programs. A list of contacts stored in an Excel file, for example, can be imported

right into your main address book or into an address book of your choosing.

FIGURE 4.7 Import and Export Wizard

Import an ort Wizal

Choose an action to perform:

Export R55 Feeds to an OPML file
Export to & fille

Import a VCARD file (,vcf)
Import an iCalendar (ics) or vCalendar file (ves)

Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import R55 Feeds from the Common Feed List

Description

Import data from other programs or files, induding
ACT!, Lotus Organizer, Personal Folders (.PST),
database files, text files, and others.

| <Back [ mext> ] [ cancel

FIGURE 4.8 Personal Contacts address book
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' (877) 5555553 Work. —
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0 Address Cards |LI
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Step-By-gtep
i

o In the Navigation pane,
click Mail. Click New Mail

Message .

e In the To box, key the
address of a classmate

assigned by your teacher.

e In the Subject box, key:
Friday’s Conference Call. In
the message area, key: Will
you be participating in the
call?

B =
o (WCHECK) Your screen
should look like Figure 4.9.

Click Send .

e Select the Friday’s
Conference Call
message that your

classmate sent to you.

6 On the Menu bar, choose
Tools>0rganize .

o Under Ways to Organize

Inbox click Using Colors.

In the Color messages
field, click the drop-down
arrow and select Red.
Click Apply Color (see
Figure 4.10).

H Continued on the next page.

Lesson 4: Exercise 4-4

EXERCISE 4-4 ‘a
Organize Items Using Colors and Views

Outlook provides different tools that you can use to organize your messages. Use
colors to distinguish, or identify, different kinds of messages quickly. You can also
organize your Inbox by changing views. For example, you can change the view to
display only unread messages or only messages that are less than one week old.

FIGURE 4.9 Friday Conference message

\ - 5 iday's Conference Call - Message =
N H9 > e %) Friday's Conference Call - Message (HTML)

S AT —— > B -
: | Message | Insert Options Format Text

=3 [ 2 wwEEE) B @.;g”v v oF
Send | Paste 7 |g I ngg_,?_AHEEE:iIQﬁF—IIAg:::S g,:‘:; Lg* Fﬂto-w 3 iy spelling
Send ||Clipboard Baslc Text || Mames  |include || Options [ || Proofing
| [L70w ] [Roger cuote
Sina | (o) |

Subject: IFH day’'s Conference Call

Will you be participating in the call?

Patriciow Patel
Project Manager
Mew Product Development

FIGURE 4.10 Organize Inbox in Red

i Inbox - Microsoft Cutlook
i Fie Fde MWiew Go Jools  Actiors  Help
i i lew - | MG 0 | ClBeply Sl Replyta Al () Forgard | B8 % | (M) Seanch sddress bocks

Mail LAl Warys to Organize Inbox
Favorile Folders )
Inben # Color messages | Som v [Reper Gupta
sen e
Mail Foldris
) &l Mail Hems - | = ® Show messages sent only to mein (B | [Tumen |
3@ Fersonad Folders T wiew o wdit your soloring, and For more sdvanced potiors, dhok an “Autsmatis
Dieleted N 1] Farmatting” socve "
Drafts (] ’
B I
Jarik E-mmail [ L3 Inbox
Cutban ['.s!."-:h Inkox - | 7
D) RES Feeds
B ot e [Ciick nere ta enable instant Search | |
& L2 Seanin Folden Arranged by To Aonfop -[4-
= Roger Gupta

Fri 328
Fridiy"i Conledence Call
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8/

© 6 66 6 ©

Click the Color messages
drop-down arrow and
select Green. Click Apply
Color.

ICHECK) Your screen
should look like Figure 4.11.

Under Ways to Organize

Inbox, click Using Views.

Under Change your view,
select Unread Messages

in This folder.

ICHECK) Your screen
should look similar to
Figure 4.12.

In the Change your view
box, select Messages.

Click Close Organize .

In the main toolbar click

Categorize and select
All categories.

Click New. In the Add
New Category dialog box,
key: Conference Call. Click
OK twice.

Notice that the messages
are all tagged with the new
Conference Call color
category. Select all the
tagged messages, right-
click a color icon and select
Clear all categories.

H Continue to the next exercise.

Lesson 4: Exercise 4-4

EXERCISE 4-4 (continued) -]
Organize Items Using Colors and Views

FIGURE 4.11 Color applied to messages

(6 Inbox - Microsoft Qutlook
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FIGURE 4.12 Unread Messages in This Folder view
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Step-By-STeﬁ
i

o In your Inbox, select the
e-mail from your classmate.

e On the Menu bar,

choose Actions>Junk
E-mail>Add Sender to
Blocked Senders List
(see Figure 4.13).

e If necessary, select Please
do not show me this
dialog box again and
click OK.

o Repeat Steps 1 and 2 two
more times.

e In the Navigation pane
under Mail Folders, click

the Junk E-mail folder.

e Right-click the first

message in the folder and
choose Junk E-mail>
Mark as Not Junk.

) Your dialog
box should look like
Figure 4.14. Click OK.

=) Continued on the next page.

The term unsolicited
means unwanted. Write a
list of criteria you would
use to determine whether
an e-mail in your junk mail
box is unwanted or should
be moved to your Inbox?

Lesson 4: Exercise 4-5

EXERCISE 4-5
Manage Junk Mail Messages

Junk e-mail, or unsolicited messages, can hamper your efforts to organize and manage
your e-mail effectively. Outlook’s Junk E-mail Filter screens for junk e-mail to help
sort out the majority of unwanted messages. You should also check the Junk E-mail
folder occasionally to make sure no legitimate messages are being moved to the Junk
E-mail folder by mistake.

FIGURE 4.13 Block Junk E-mail

L Bk Mot CHiloe

Dogie fon Wew Lo Tooh L

I | = e = b B D sewchastesstoks < | i o

Mail “ I@H :*T:; c PO PR S

Favurite Foldens # |Fr.d - - P iRy dscsonobon plecced ey Ush
I Inbex b= Fl Renty Chil=R Aad gendei to Safe Berdens List
ephy to &)l e Shaf't | Add Sender' s Domain (§essmphe. com| to Safe Sendern Lirt
= et ltemy = B o & & Jare 5
. — s Al
M Totders ER—EL Fengud CHhl=F Ak Backpiand 1 Lals Revhsbpeds Lisk
QMMM == Copy Bhamul VE) bl mn Mot jumi Chilv AR §
=] Pezsamsd Fatdery T
- Dueheted Bems T N @ punk £mail Dabens..
Ceafts [3) ) g i N
E )b
Junk E-mail 5 Thank you.
Qutee
= £ R85 Fees Patricio Patel:
=) Serd Hem Prejact Managar
= Eemren Folden Hew Product Development
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FIGURE 4.14 Mark as Not Junk

This message will be moved badkinto the Inbox Folder.

Always trust e-mail from “roger gupta®

Lo ]

To permanently delete a single message in the Junk E-mail folder,

select the message and press - + -
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On the Menu bar, choose
Actions>Junk E-mail>
Junk E-mail Options.

In the Junk E-mail
Options dialog box, click
the Safe Senders tab (see
Figure 4.15).

0) Your screen

should look like Figure 4.16.

Click Add (see Figure 4.16).

In the Add Address or
Domain dialog box, key
the address of the first
message in the Junk
E-mail folder. Click OK.

Repeat Steps 10 and 11 for
the remaining messages in
the folder.

Click OK.

In the Navigation pane
under Mail Folders, right-
click the Junk E-mail
folder and select Empty
“Junk E-mail” Folder.

In the confirmation dialog
box, click Yes.

H Continue to the next exercise.

Lesson 4: Exercise 4-5

EXERCISE 4-5 (continued)
Manage Junk Mail Messages

FIGURE 4.15 Junk E-mail Options dialog box

il AT Safe Senders

Options | Safe Senders | Safe Redpients | Blocked Senders | International

Outlook 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:

() No Automatic Filtering. Mail from blocked senders is still moved to the
Junk E-mail folder.

(@) Low: Move the most obwious junk e-mail to the Junk E-mail folder.

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

() 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

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

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

When sending e-mail, Postmark the message to help e-mail dients.
distinguish regular e-mail from junk e-mail

m————

FIGURE 4.16 Junk E-mail Options Safe tab

Options | 5afe Senders | safe Recpients | Blocked Senders | International |

—| E-mail from addresses or domain names on your Safe Senders List wil
@ never be treated as junk e-mail.

brust@myisp.com
rgupta@myisp.com

Also trust e-mail from my Contacts
Automatically add people I e-mail to the Safe Senders List

” Cancel ]| Apply |




Step-By-S‘Eer;
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o Click on the Inbox folder.
On the Menu bar, choose
Tools>Rules and

Alerts .

e In the Rules and Alerts
dialog box, click New

Rule [[5]

e In the Rules Wizard dialog
box under Step 1, select
Move messages from
someone to a folder (see
Figure 4.17).

Under Step 2, click people
or distribution list.

©

CK) Your dialog
box should look like
Figure 4.18. Double-click
the contact assigned to you
by your teacher. Click OK.

In the Rules Wizard dialog
box under Step 2, click
specified.

In the Rules and Alerts
dialog box, select Inbox.
Click New.

In the Name box, key:
Messages from [first initial
and last name of assigned
contact]. Click OK.

© 0 © ©

Click OK. In the Rules
Wizard, click Next. Click
Next three times to accept
the default options.

H Continued on the next page.

Lesson 4: Exercise 4-6

EXERCISE 4-6
Use Rules

Outlook lets you manage and configure the handling of your unread e-mail by using
rules. You can create a rule that will tell Outlook to organize messages automatically
by moving them into specific folders. You also could create a rule that puts all incoming

messages from one of your classmates into the same folder.

FIGURE 4.17 Rules Wizard dialog box

Start from a template or from a blank rule
Step 1: Select a template Step 1
Stay Organized
% Move messages from someone to a folder
EB Move messages with spedfic words in the subject to a folder
EB Move messages sent to a distribution list to a folder
Delete a conversation
v Flag messages from someone for follow-up
E Move R5S items from a spedific RSS Feed to a folder
Stay Up to Date
% Display mail from someone in the Mew Item Alert Window
@ Play a sound when I get messages from someone
E Send an alert to my mobile device when I get messages from someone
Start from a blank rule
=1 Check messages when they arrive
=1 Check messages after sending

[RolesWizard ==

Apply this rule after the message arrives

from people or distribution list 4—' Select this ||nk|
move it to the spedified folder

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

Step 2: Edit the rule description (didk an underlined value) Step 2

[ cancel | [ <Bak |[ mext> | [ Fmsh

FIGURE 4.18 Rule Address dialog box

Search: @ Nameonly () More columns  Address Book

8§ Patricia Patel Patel, Patrida

8 Roger Gupta Gupta, Roger

8 Todd Williams Williams, Todd

§ Tom Thompsen Tom Thompsen

& Tom Thompsen Tom Thompsen (Business Fax)
& Tom Wilson Wilson, Tom

ppatel@myisp.com
rgupta@myisp.com
twilliams @myisp.com
tthompsen@myisp.cc
Tom Thompsen@+1 |
twilson@myisp.com




Step-By-S‘Eer;
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@ Make sure both boxes
under Step 2: Setup rule
options are checked (see
Figure 4.19). Click Finish.

Click New Rule. Under
Step 1 under Start from
a blank rule, click Check
messages when they
arrive. Click Next.

D

Select the first choice
under Step 1. Under
Step 2, click people or
distribution list. Double-
click the first contact. Click
OK. Click Next.

Under Step 1, select delete
it and click Next. Click Next
again, then click Finish.

In the Rules and Alerts
dialog box, select the rule
you just made and click
Delete. Click Yes in the
and click OK. Click Apply.

ey
+) Your screen
should look like Figure 4.20.

H Continue to the next exercise.

Troubleshooting is a skill very
much like proofreading but
not exactly the same. The
Rules and Alerts Wizard
gives you several oppor-
tunities to troubleshoot
rules. On a sheet of paper,
identify how the wizard lets
you troubleshoot your rules.

Lesson 4: Exercise 4-6

EXERCISE 4-6
Use Rules

FIGURE 4.19 Rules Wizard final page

Finish rule setup.

Step 1: Spedfy a name for this rule

(Continued)

P - |

Gupta, Roger

Step 2: Setup rule options
Run this rule now on messages already in “Tnbox™
Turn on this rule

[l create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives
from Gupta, Roger

and on this machine only
move it to the Messages from RGupta folder

[ cancel ] [ <Back | next>

| [ Finish

FIGURE 4.20 Messages from RGupta folder

() Messages from RGupta - Micresoft Outlook
i Hle Edit View Go Teols Actions Help

(ESiNew « 23 X | CuBeply (B Replyto All (3 Forword | Bl ¥ | 2| Send/Regeive » (S | [1) Seorch address bocks

= @

| Mail

« || Messages from RG...

Favorite Folders -

[Search Messages trom RGupt £ +| %

Drag Your Favorite Folders Here

Arranged By Date| Newest on top =~

© [0 search Folders

Production Meeti
4 £ Archive Folders e e

'.'.'!'T Folders = Q}g‘n‘%’ Gu
| 5] Al Mail Items - E] teys)
- Reger Gupta  4/20/0005 —
9 ! Personal Folders Afeapted: Team Meeti...
Deleted ltems
DOrafts 3 Roger Gupta  4/20/2009
2 [ tnbex FW: Development ... @ —
|3 Messages from RGupta ik Roger Gupta 4202009
lg unkEmait A Statf Meeting =
Roger Gupta 4/20/2009 — .
=) outbox a
3 ) Rss Feeas 4 pom. pradudtion me...
=5 sent ttems

4 Roger Gupts 4/20/2008 —

£ Roger Gupta A/20/2008 —
RE: Animal Adoption ..
Q Roger Gupta 4702004
Animal Adoption New...

Friday’s Conference Call
Roger Gupta
You forwarded this message on 4/20/2009 1103 AM.

Sentt Mom 4/20/2009 11:03 AM
Ta:  ‘Paftricia Patel

¥

‘Will you be participating in the call?

Roger Gupta

| E-mails moved to sender-specific folder |
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i

o Click on the Inbox folder.
On the Menu bar, choose
Tools>Rules and

Alerts .

e In the Rules and Alerts
dialog box, select New

Rule (see Figure 4.21).

e In the Rules Wizard dialog
box in Step 1, under Start
from a blank rule, select
Check messages when
they arrive. Click Next.

Under Step 1, select
marked as importance.
Under Step 2, click
importance.

In the Importance dialog
box, click the drop-down
arrow and select High.
Click OK. Click Next.

¢

Under Step 1, select
assign it to the category

©

category. Under Step 2,
click category.

o In the Color Categories
dialog box, select the Red
category.

BCHECK) Your dialog
box should look like
Figure 4.22. Click OK.
Click Next twice.

8/

e In the wizard, check both
options under Step 2.
Click Finish. Click OK.

s Continue to the next exercise.

Lesson 4: Exercise 4-7

EXERCISE 4-7
Create a Rule to Categorize E-mail

You can have Outlook automatically categorize your e-mail using the Rules and Alerts

function. When you receive an e-mail, Outlook can be set to check certain parameters

of the message upon its arrival and categorize it accordingly.

FIGURE 4.21 Rules and Alerts dialog box
Rules and Alerts ==

E-mail Rules | Manage Alerts
@New Rule... |Change Rule - 52 Copy... X Delete | # 4 RunRulesNow... Options

| Rille (applied in the order shown) | Actions | o
Clear categories on mail (recommended) %

Rule description (dick an underlined value to edit):
Apply this rule after the message arrives
assigned to any category

dear message's categories

[C1Enable rules on all RSS Feeds

FIGURE 4.22 Color Categories dialog box

“olor Categories

To select a Color Category, select its category check box. To edit a category, select the
category name, and then didk a command.

Name Shortout key New...
Blue Categary
[_) Green Category
[_] Orange Category Delete
Purple Category Colar:

=
&
35
£

4

[Loox..) [wucance
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1
12/

13/

8/

On the Menu bar, choose
Tools>Rules and Alerts

. Click New Rule .

In the Rules Wizard, in
Step 1 under Start from
a blank rule, select
Check messages when
they arrive. Click Next.

Under Step 1, select with
specific words in the
subject. Under Step 2,
click specific words.

In the Search Text dialog
box in the Specify words
or phrases box, key:
Conference Call.

CK) Your dialog
box should look like
Figure 4.23. Click Add.
Click OK. Click Next.

Under Step 1, select
forward it to people or
distribution list. Under
Step 2, click people or
distribution list.

In the Rule Address
dialog box, select the
address of the classmate
assigned to you and click
To. Click OK. Click Next
twice. Click Finish.

Select the Conference
Call rule and click Apply
(see Figure 4.24).

H Continue to the next exercise.

Lesson 4: Exercise 4-8

EXERCISE 4-8
Create a Rule to Forward E-mail

Outlook rules can do more than just act on mail sent to your Inbox. They can also

forward or reply to messages that come into your Inbox that fit the criteria that you set.

FIGURE 4.23 Search Text dialog box

Spedfy words or phrases to search for in the subject:

Conference Call | [ Add ]

Search list:

Rermove

ok | [ canel |

FIGURE 4.24 Rules and Alerts dialog box Conference Call rule

E-mail Rules | Manage Alerts

@ﬂew Rule... Change Rule = 3 Copy... ?(Qelete | 4 % RunRulesMNow... Options

| Rule (applied in the order shown) | Actions -
Conference Call P
high importance '%
Gupta, Roger |E
Clear categories on mail {recommended) '%

Rule description (dick an underlined value to edit):

Apply this rule after the message arrives
with Conference Call in the subject
forward it to Gupta, Roger

Enable rules on all RSS Feeds

ok J[ concel J[ ooy |
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o In the Rules and Alerts
dialog box, click New

Rule .

e Under Step 1 under Start
from a blank rule, select
Check messages when
they arrive.

BCHECK) Your dialog
box should look like
Figure 4.25. Click Next.

13/

o Under Step 1, select
received in a specific

date span. Under Step 2,
click in a specific date
span.

e In the Date Received
dialog box, check the
Before box. Click the
Before drop-down arrow
and select a date six
months ago.

BCHECK) Your dialog
box should look similar to
Figure 4.26. Click OK.
Click Next.

o

o Under Step 1, select
delete it. Click Next.

0 On the exceptions page
under Step 1, select

except if it is marked as
importance and except
if it is marked for
action. Under Step 2,
click action.

H Continued on the next page.

Lesson 4: Exercise 4-9

EXERCISE 4-9
Create a Rule to Delete E-mail

Outlook can even help you clean up your Inbox by allowing you to create a rule that
will delete e-mail messages that fit the parameters, or criteria, that you define.

FIGURE 4.25 Rules Wizard

Start from a template or from a blank rule

Step 1: Select a template Step 1

e =

Stay Organized
% Maowve messages from someone to a folder
% Mowe messages with spedfic words in the subject to a folder
[A3 Move messages sent to a distribution list to a folder
X Delete a conversation
r Flag messages from someone for follow-up
(3 Move RSS items from a specific RSS Feed to a folder
Stay Up to Date

% Display mail from someone in the New Item Alert Window

'{B Flay a sound when I get messages from someone

E Send an alert to my mohile device when I get messages from someone
Start from a blank rule

i~ Ched: messages when they arrive

{=1 Chedk messages after sending

Step 2: Edit the rule desciption (dick an underlined value) Step 2
Apply this rule after the message arrives
Cancel | | <Back || mext> | [ Fimish

FIGURE 4.26 Date Received dialog box

F

Date Received
Received
After:

Before: |Thursday, Novelnber 20, 1

:

Maonday, April 20, 2009 | - —




Step-By-gtep
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o In the Flagged Message
dialog box, accept the

default Any and click OK.

@ Under Step 2, click
importance. In the
Importance dialog box,
click the drop-down arrow
and select High. Click OK.

Click Next.

In the Step 1 box, highlight
the text and key: Delete
older than 6 months (see
Figure 4.27).

Select both options under
Step 2. Click Finish.

P

0 Your dialog
box should look similar to
Figure 4.28.

@ Click OK.

H Continue to the next exercise.

66 066

You Should Know

Rules can help you to stay
organized. You can file
and follow up on the
messages in your Inbox.

Lesson 4: Exercise 4-9

EXERCISE 4-9 (continued)
Create a Rule to Delete E-mail

FIGURE 4.27 Rules Wizard final page

u IZ3l

Finigh rule setup.

Step 1: Spedfy a name for this rule
|De|ete older than & months

Step 2: Setup rule options
Run this rule now on messages already in "Messages from RGupta®
Turn on this rule

[] create this rule on all accounts

Step 3: Review rule description (didk an underlined value to edit)

Apply this rule after the message arrives
received before Thursday, Movember 20, 2008
delete it
except if it is flagged for Any

or except ifitis marked as high importance

A\/\

FIGURE 4.28 Rules and Alerts box with new rules

E-mail Rules Manage Alerts

@uew Rule... Change Rule = 3 Copy... | 4+ & RunRules MNow... Options

|Rule (applied in the order showr) | Actions

Delete older than 6 months

Conference Call

high importance

Gupta, Roger 3
Clear categories on mail (recommended)

X

PERF

Rule description (didk an underlined value to edit):

Apply this rule after the message arrives
received before Thursday, Movember 20, 2008
delete it
exceptifitis flagged for Any

or except if it is marked as high importance

Enable rules on all RSS Feeds
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On the Menu bar, choose
File>New>Folder .

e In the Create New Folder
dialog box, under Name,
key: Product Launch.

e Under Select where to
place the folder, select
Inbox (see Figure 4.29).
Click OK.

o Repeat Steps 1 through 3
three more times. Name

one folder Personnel.
Name the next folder
Deadlines. Name the last
folder Calls.

e In the folder list, right-click
the Deadlines folder
and select Delete
“Deadlines”.

e In the warning dialog box,
click Yes.

. T =)
BCHECK) Your screen

should look like Figure 4.30.

e Right-click the Calls folder
and select Move “Calls”.

e In the Move Folder dialog
box, select Personal
Folders. Click OK.

@ Click the Inbox folder.

H Continue to the next exercise.

Lesson 4: Exercise 4-10

EXERCISE 4-10
Create, Delete, and Move Folders
Create folders to hold e-mail related to different projects, people, or events. At the end

of a project, or following an event, some folders may no longer be necessary. To stay
organized, delete any folders that you no longer need.

FIGURE 4.29 Create New Folder dialog box

' Create New Folde -r__]
Name:
|Product Launch |

Folder contains:

[Mail and Post Items vl

Select where to place the folder:

= @ Personal Folders -

m Calendar
Contacts
‘&l Deleted Items (1)
@ Drrafts

R
fﬂ Journal
@ Junk E-mail
o] Motes

= Rar . i

FIGURE 4.30 Mail view with revised folder list

6% Inbex - Microsoft Qutloak

i Fle Edt View Go Tooks Actions Help .
iANew = i 1 K | CuBeply ERepiytoAll o Fonard | B W | 7 Sond/Regeive + (1) | () Searchaddressbooks x| @ o
| mail « || Inbox

Favorite Folders % ||[search tnbox D=
Draf Your Faworite Folders Here

Amtanged By Date| Mewest on top 'J =

There are no items to shaw in this
view,

Mail Folders
£ Al Mail ltems
-5 @Q Personal Folders
(&} Deleted ltems {1)
[ Dratts
2 [ nbox
[ Calls <€
[ Messages tram RGUpta New folders
(3 Personnel I added
[ Froduct Launch |
[ Junk E-mait
[} Outbox
o RSS Feeds
] Sent ftems
o Search Folders
3 5 Aechive Falders

L
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Pala Ll  EXERCISE 4-11
Move Items between Folders
o In the Navigation pane
under Mail Folders, open
the folder Messages from
[your assigned contact’s
first initial and last

Sometimes you need to move a message from one folder to another. Outlook makes

it easy to move messages between folders.

FIGURE 4.31 Move Items dialog box

—— —
name]. e -7 |3
Move the selected items to the folder:
e Right-click the message o EaF Personal Folders - [ 0K I
Friday’s Conference ] calendar [l
Call and select Move to £3 Calls Cancel
Folder. Contacts ;
e In the Move Items dialog @ Drafts g
box, click the Product = [ Inbox i
Launch folder (see 3 Messages from RGupta =
Figure 4.31). CA Personnel
) Product Launch
o Click OK. (ﬁ Journal
e Under Mail Folders, click (gl Junk E-mail
lo | Motes e
the Product Launch

folder.
FIGURE 4.32 Message moved to Product Launch folder

0 ) Your screen {75} Product Launch - Microsoft Qutlook
should look like Figure 4.32. : Fle Edt View Go Teol: Actions Help
PndNew = g 1 K | EuBeply (= Reply to Al (-3} Forward | ] W | 2 Send/Regeive = (5 | (I} Search address books -

H Continue to the next exercise. | mail « ||z Product Launch Friday’s Conference Call

Favorite Folders ® l‘ieanh Fradud Launch 2 'l'| ¥ Rnger Gupta
Drag Your Favorte Folders Here

| | Amanged By: Date Newest ontep ~| = || | you rorwarded this message on 4/20/2008 1103 AM.
Mail Folders || RogerGupta 4202008 ||| Sent Mo 42072008 1103 Al
] At Mail ltems Sl || T oticaratr
The quickest way to move 2 &5 Personal Folders 2 T
| £3 calis you be participating in the call?
a message to another 5] Deleted Items (1)

LA Dratts Roger Gupta
=1 (5 Inbox el

Shortcuts

»

folder is to click and drag

it to the folder. [ Messages fram RGUpta
[ Personnel

[ Froduct Launch

[ Junik E-mail
[ Outbax
o RSS Ferds
—j Sent Items
o Search Folddrs
3 [£) Aachive Folders

[Message now in Product Launch folder |

A
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i

o Send your assigned
contact an e-mail with the

subject New Agenda.

e Under Mail Folders, click
on the Messages from
[your assigned contact’s
first initial and last
name] folder. Note the date
of the New Agenda e-mail.

e On the Menu bar, choose
File>Archive. In the
Archive dialog box, select
the Messages from [your
assigned contact’s first
initial and last name]
folder.

o Click the Archive items
older than drop-down
arrow (see Figure 4.33).
Select a date three months
earlier than today.

=T
L) Your screen
should look like Figure 4.34.

H Continue to the next exercise.

In many businesses,
e-mail is subject to the
organization’s retention
policies and procedures.
These policies may restrict
your ability to delete some
messages or to keep
messages beyond a
specific period of time.

Lesson 4: Exercise 4-12

EXERCISE 4-12
Archive Items

The process of saving old messages is called archiving. AutoArchive automatically
moves older messages to another location so that your Inbox and other folders do
not get cluttered. You can also manually archive your messages by using the Archive
dialog box.

FIGURE 4.33 Archive dialog box

Archive

() Archive all folders according to their AutoArchive settings
@ Archive this folder and all subfolders:
m Calendar -

C3 Calls
Contacts
@ Deleted ltems

@ Drafts
= @ Inbox
[ Messages from RGupta (1)
3 Personnel
3 Product Launch -

Archive items older than: |Tue 1/20/2009 Izl
Indude items with "Do not AutoArchive™ chedked

Archive file:
|C:‘¢..Isers‘pomments'\ard'1iuel.pst | [ Browse... ]

[t [Emcancim)

FIGURE 4.34 Archived message

[ Messages from RiGupta - Microsoft Outlock

i Flle Edt View Go Tools Acions Help

P New =gl 0 K | CBeply hiRepiyto All (5 Forward | B ¥ | 2 Send/Regeive = [%) | fi) Search address books -

| Mail « (|3 Messages from RG...

Favorite Folders 2 ||[5¢arch Messages from RGupt @ | ¥
D‘-EC} Your Favorte Folders Here

Amanged By Date Mewest on top 'J -

There are noitems to show in this
view,

Mail Folders
10 AN Mail ltems
-5 @ Persenal Folders
3 calls
4 13 Deleted Rems
[ Drans
1= [} Inbox
[ Messages fram RGUpta
[ Personnel
Eh Preduct Launch
Junk E-mail
[ Outbox
o RSS Ferds
— Sent Items
o Search Folders
3 (5 Aschive Folds i Messages moved

3 £ Intemet Calendars to Archive Folders

T

A
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i

o Under Mail Folders, click
the Sent Items folder.

e On Menu bar, choose

Edit>Select All ==_u'. .

e On Menu bar, click Edit.
Click Delete.

o If necessary, in the warning
box, click Yes to delete all

the messages in the Sent
Items folder permanently
without sending them to

the Deleted Items folder.

ey
.) Your screen
should look like Figure 4.35.

e Under Mail Folders, click
the Deleted Items folder.

o On Menu bar, choose
Tools>Empty “Deleted
Items” Folder. In the
warning box, click Yes.

e Choose Tools>Options.
In the Options box click
the Other tab.

e Under General, select the
option Empty the
Deleted Items folder
upon exiting.

ey
.) Your screen
should look like Figure 4.36.
Click OK.

H Continue to the next exercise.

Lesson 4: Exercise 4-13

EXERCISE 4-13 —
Empty the Deleted and Sent Items Folders

Outlook stores deleted messages and e-mail messages that you have sent in folders so
that you can retrieve them should you need them. However, those files may become
so full that it is no longer efficient to store those messages. You should periodically
empty those folders to maintain an orderly system and free up space. You can also set
the Deleted Items folder to empty automatically when you exit Outlook.

FIGURE 4.35 Sent Items folder messages deleted
[+ Sent Items - Microsoft Outook
i Hle Edt View Go Teol Acions Help
I3New = 0 7 K | CuBeply [EReplyto Al i3 Forward | i ¥ | 2 Send/Regeive ~ [ | [l Search address books -

| Mail « ||i5 SentItems
Favorite Folders ® |‘Seanh Sent ltems 2 'l'| -3
Drag Your Favorite Folders Here

smanged By: Date| Hewest ontop | =
Mail Folders 2 || Thereare no items to show in this
) Al Mail Items b
d @ Personal Folders
3 caliz
4 13 Deleted Rems
[ Drants
=1 [} Inbox
[ Messages fram RGupta
[ Personnel
[ Preduct Launch
L-E Junk E-mail
[ Outbox
£} R5% Feads
4 sent tems
o Search Folders
3 (5 Archive Folders
3 £ Internet Calendars

FIGURE 4.36 Set to Empty Deleted Items folder upon exiting

Preferences | Mad Setu | Mal Format | Soelig | Cither |
cenieral
'i*—' [7] Empty e Dt Teens fokder upon exiting
LL“_’J-ﬁ [F] mske Outiock the defauls progras for Emal, Contacts, and Calendar.

Autsarchive
Manages malno spe by deleting obd items or meing them to an archee fle
&l by deleling eapred fless,
[ tutwsecive.. |
Duliook Panes
|'F|I| Customize apbons for the Outhook Panes.
To-Lw Bar...
Perion Names

% 7] Dusplary orbine stabus st o & parson name
| | Display anline stahs in the To and Ce fields only when mouse
DONAET M5 0N 8 DENSON NAME
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Step-By-S‘Eer;
i

o In the Navigation pane,
under Mail Folders, click
the All Mail Items header.

e In the preview pane in the
All Mail Items search box

key: Conference Call.

=T
=K ) Your screen
should look like Figure 4.37.

o Click Clear Search E

e On the Menu bar, choose
Tools>Instant Search>
Advanced Find.

e In the Advanced Find
dialog box, in the Look for
drop-down box, select Any
type of Outlook item
(see Figure 4.38).

o Under the Any ltems tab,
in the Search for the
word(s) box, key: [Name of
your assigned classmate].

) Continued on the next page.

Shortcuts

You can also open the
Advanced Find dialog box

by pressing - + -
+[F]

Lesson 4: Exercise 4-14

EXERCISE 4-14
Search for Mail Items

Use the Outlook search features to locate messages or other Outlook items in any
combination of folders. You can also search for all the Outlook items related to a

specific person.

FIGURE 4.37 All Mail Items search
(%) Al Mail Rterns - Microsoft Outlook
i File Edit View Go Tools Actions Help
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DOrag Your Favonte Folders Here | MHHGGWOWGOKDMH“_\ k| N T o 3 TR
| Mail Folders BN S persorstsota Senti Mon4/20/2009 11:03 AM
Eﬂﬂuﬂuill iﬁl EREAANEE ) _'"' - T 'Patricia Ratel
= €t personal Folders : ce Cal - =
(3 cans : ‘ be participating in the call?
& Deleted ems Clear Search
Daafts upta
& [ tnbox
(L3 Messages from RGUpta
[ Personnel
£ ProductLaunch | Conference Call search results |
EJunk E-mail
i} Outbox
RSE Feeds
sent ltems
=] Eﬁ Search Folders
3 (5 Archive Folders
3 £4 Internet Calendars
FIGURE 4.38 Advanced Find dialog box
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. 3 o S o
i File Edit View Tools
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Time: |nnne

|E|| Eany‘h‘me

Outlook 118




Step-By-STeﬁ
i

o In the Inbox, click the
drop-down arrow and

select frequently-used
text fields.

Click Find Now.

e,
C| '_4"

Your dialog
box should look like
Figure 4.39.

Click Close E

In the Navigation pane,
click Contacts. Under
My Contacts, click the
Contacts folder.

© 66 60

In the Contacts view,
click in the Search
Contacts box and key:
[Name of your assigned
classmate]. Click

Search @

K) Your screen
should look similar to
Figure 4.40.

@ Click Clear Search @

H Continue to the next exercise.

4

You Should Know

The Instant Search feature
is available in all Outlook

views, including Calendar,
Contacts, and Tasks.

Lesson 4: Exercise 4-14

EXERCISE 4-14 (continued) “a
FIGURE 4.39 Advanced Find dialog box with search completed
‘%5 - Any Items: Containing Roger Gupta - Advanced Find = o x
i File Edit View Tools
Lookfor:[gnytype of Outlook item v] In: |Persona| Folders | [ Browse... ]
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FIGURE 4.40 Contact search completed
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Step-By-gier;
i

o On the Menu bar, choose
Tools>Instant Search>
Advanced Find.

e In the Advanced Find
dialog box, in the Look for
box, click the drop-down
arrow and select Any type
of Outlook Item.

e Click Browse. In the
Select Folder(s) dialog
box, click the plus-sign to
the left of the Inbox folder.
Select the Inbox folder and
all the Inbox subfolders.
Click OK.

o In the Advanced Find
dialog box, click the More
Choices tab. Click
Categories.

[BCHECK) Your dialog
box should look like
Figure 4.41.

o

e In the Color Categories
dialog box, select the
Green and Red category
names and click OK.

o In the Rename Category
dialog box, click No.

e Click Find Now.

0 BCHECK) Your dialog
box should look like
Figure 4.42.

@ Click Close |E|

H Continue to the next exercise.

Lesson 4: Exercise 4-15

EXERCISE 4-15
Search Items by Category

Outlook allows you to search for more than just specific text and names. You can also
search Outlook items by category, or type, so that you can group messages or other
related items. For example, you could search for business-related messages, personal

messages, or all items related to a specific event.

FIGURE 4.41 Color Categories dialog box

“olor Categories

To select a Color Category, select its category chedk box. To edit a category, select the
category name, and then dick a command.

MName Shortout key MNew...
Blue{:ategmr
|_) Green Category
[) Orange Category Delete
Purple Cateqory Colar:

Red Category
[ rellow Category

Rename

s D
E .
B3
I

K

(Mone) -

[ ok || cancel

FIGURE 4.42 Advanced Find dialog box

S - Any Items: More Choices - Advanced Find
! File Edit View Tools

1
i]
L]

Look for: [Any type of Outlook item v] In: |Perscna| Folders;].nbox;l"'lessagel [ Browse... ]
Any Items | More Choices | Advanced [m]
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Only items that are: !unread Bl Mew Search
Only items with: Ione or more attachments Iz“

Whose importance is: Enormal IE“
Only items which: Iare flagged by me Bl
Match case Q
Size (kilobytes)
|doesn't matter Iz“ IU ' and IU |
$|%| [ @] From | Subject |Recei... |Si...| Categ...| In Folder [# | -~
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Step-By-STeﬁ
i

In the Navigation pane,
click Mail.

On the Menu bar, choose
File>sNew>Search Folder.

EXERCISE 4-16
Use Search Folders

Use the search folder feature to search messages that meet the criteria that you set. For

FIGURE 4.43 New Search Folder dialog box

12/
13/

9
15/
o
)
-

are

location. For example, a
message can appear in
both a search folder and
the Inbox. Changes made
to a message in a search
folder will appear in both
locations.

Messages in search folders

In the New Search Folder
dialog box, under Mail
from People and Lists,
select Mail sent directly
to me.

. 'v;—-ﬁ=r?-;.f-,‘;$

Your dialog
box should look like
Figure 4.43.

AELR

Click OK.

CHECK)

Your screen

- ___5:_,‘:,\__,‘\
should look like Figure 4.44.

Under Mail Folders, click
Inbox.

Continue to the next exercise.

stored in their original

Lesson 4: Exercise 4-16

S
.

instance, you can search for messages that were sent directly to you. Outlook will then
put all of these messages into a separate folder and help you keep them organized.

Reading Mail

Unread mail

Mail flagaed for follow up
Mail either unread or flagged for follow up
Important mail

Mail from People and Lists
Mail from and to spedfic people
Mail from spedific people

i Mail sent directly to me. |
Mail sent to distribution lists

Organizing Mail

Customize Search Folder:

Search mail in: |Persanal Folders

=]

ok | | cancel

]

FIGURE 4.44 Sent Directly to Me folder in Search Folders
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=
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px
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(3 cang
(5] Deleted ltems
Dratts
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[ Product Launeh
[ tunk E-mail
[ Outbox
=] RSS Feeds
sent tems
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0 Large Mail
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| 43 Uneead Mail
3 5 Archive Folders
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=] o
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-

You forwarded this message on 4/20/2009 11:03 AM,
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Step-By-S‘Eer;
i

o Choose File>sNew>
Outlook Data File.

e In the New Outlook Data
File dialog box, select
Office Outlook Personal
Folders File (.pst).

e Click OK.

o In the Create or Open
Outlook Data File dialog
box, click in the File name
box and key: Personal
Folders [your first initial and
last name].

e Navigate to where your
teacher tells you and

click OK.

e In the Create Microsoft
Personal Folders dialog
box, click in the Name box
and key: Backup Folder.
Note that you have the
option to add a password
to the file (see Figure 4.45).

o Click OK.

. T =)
BCHECK) Your screen

should look like Figure 4.46.

=) Continue to the next exercise.

Lesson 4: Exercise 4-17

EXERCISE 4-17
Create a Data File

Outlook allows you to create a data file to save all your data-including contacts and

messages—on your computer. This is a good practice in order to keep your information

backed up in case the servers storing your e-mail or other data need to be repaired.

FIGURE 4.45 Create Microsoft Personal Folders dialog box

IC Ersona

File: C:Wsers\Administrator\AppDataiLocal\Micrasof

Mame: |Badmp Folder

Format:

Password

Personal Folders File

Password:

Verify Password:

Save this password in your password list

[ ok

][ Cancel

FIGURE 4.46 Mail screen with Backup Folder added
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o In the Navigation pane
under Mail Folders, right-
click the Backup Folder
and select Close “Backup

Folder”.

=T
») Your screen
should look like Figure 4.47.

e Under Mail Folders, right-
click on Personal Folders
and select Open Outlook
Data File.

o In the Open Outlook Data
File dialog box, navigate to
where you saved the
Personal Folders [your
first initial and last
name] Outlook data file.
Select the file and click OK.

o

H Continue to the next exercise.

ey
+) Your screen
should look like Figure 4.48.

The Office Outlook
Personal Folders file (.pst)
format introduced in
Outlook 2003 offers
increased storage capacity
for items and folders. Files
saved with the older .pst
file format can be opened
in Outlook 2007.

Lesson 4: Exercise 4-18

EXERCISE 4-18
Open and Close a Data File in a Mail Profile

Outlook can have several data files associated with any given mail profile. To add a

data file to the profile, you simply open it in that profile. To remove it, you close the

data file from within the profile.

FIGURE 4.47 Mail Folders with Backup Folder closed
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Step-By-S‘Eer;
i

o In the Navigation pane
under Mail Folders, right-
click the Backup Folder
and select Properties for
“Backup Folder”.

e In the Backup Folder
Properties dialog box,
click Advanced (see
Figure 4.49).

In the Personal Folders
dialog box in the Name
box, highlight Backup
Folder and key: Secondary
Folders.

Click OK.

Click OK in the Backup
Folder Properties
dialog box.

FBCHECK) Your screen
should look like Figure 4.50.

{ © 00

Continue to the next exercise.

Microsoft OHice

2007

In Outlook 2007, you can
also create Offline Folder
files (.ost) that allow you to
work with your messages

when you cannot connect
to the mail server.

Lesson 4: Exercise 4-19

EXERCISE 4-19

Change Data File Settings

Outlook allows you to change the data file settings in order to personalize the file and

make it easier for you to organize and use.

=

Type: Folder containing Mail and Post [tems

Location: Microsoft Office Cutloak

Description:

@ Show number of unread items
() Show total number of items

When posting to this folder, use: |IPM.Post E"

Automatically generate Microsoft Exchange views
Display reminders and tasks from this folder in the To-Do Bar

[ Upgrade to Color Categories... l

l oK I[ Cancel l[ Apply

|

FIGURE 4.50 Mail view with Backup Folder name changed
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Click Minimize the To-

Do Bar at the top of
the To-Do Bar window.

K) Your screen

should look like Figure 4.51.

e Click Expand the To-Do

Bar to return the pane
to its original view.

o Click Close To Do-

Bar .
- =
e 1 CK) Your screen

should look like Figure 4.52.

o On the Menu bar, choose
View>To-Do Bar>

Normal. Note that the
To-Do Bar is returned to
its original size.

H Continue to the next exercise.

You can also open,
minimize, or close the

To-Do Bar by pressing

far] +

Lesson 4: Exercise 4-20

EXERCISE 4-20 —
Show, Hide, and Minimize the To-Do Bar

The To-Do Bar is a helpful feature of Outlook that can make many tasks easier and
quicker. However, sometimes you may want the extra screen space to allow for a
bigger view or more information in one of Outlook’s other feature panes. You can
hide or minimize the To-Do Bar in order to gain this space.

FIGURE 4.51 To-Do Bar minimized
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FIGURE 4.52 To-Do Bar closed
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Step-By-gtep
i

o On the Menu bar, choose
View>To-Do Bar>

Options.

e In the To-Do Bar Options
dialog box, under Show
Date Navigator, select
the text in the Number of
month rows box. Key: 3.

e Remove the check from the
Show Task List box.

ICHECK) Your dialog
box should look like

Figure 4.583.

K) Your screen

should look similar to
Figure 4.54.

H Continue to the next exercise.

To change the size of the
To-Do Bar, place your
mouse pointer over the
edge of the To-Do Bar
until it becomes a two-
headed arrow. Then, click
and drag to resize.

Lesson 4: Exercise 4-21

EXERCISE 4-21
Customize the To-Do Bar

S
.

You can do more than just minimize or hide the To-Do Bar. Outlook allows you to

customize the To-Do Bar view so that it shows multiple months, appointments, or

your Task List.

FIGURE 4.53 To-Do Bar Options dialog box
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FIGURE 4.54 To-Do Bar with new options

R P Y Y S—ry Y . = ®
(B [ Y o Dok fetee Hep _ Tpoa s et belp___ B
Pl e ol Y eyl Pl e il g Farsad | B Y SendRoprny v 9 LU Saers st b - B
 ail » || Secondary Folders ToDoBar = %
[y e M 1.. "‘“",f.i'._-'.:;:'_':."_,_..f__ﬂ' i g 0% ’.r
Leni Vhat Fi e Pl T Tuwa ™ P
IR st b e e (I
ekl Ty ] Mrﬂud:‘hcmmﬂn 3 6 F B PN
i : sjiuszs
= R prvyemnt by L ]
o Cam
Dirteted Brms iy 09
tuany by Tuwy T e fa
43 e [h ]
[0 Mt iget finm Bpts a3 e daw
= [N RN T
[0 Pt Lenn TR
© g s Camad MAKTADS
.5?1,":!'.. Three month rows, B L
. e no tasks displayed fu ki Tuwe B fr £a
o g in To-Do Bar 1 aymuus
pon FiMgmce
'Emm'-mum R e i
i Ariern by LN A
B E e [T r—
# 2 Friwdey Padei Imu.qu- ]
[ e
W 30 P 380 P
- ek e
! - ]
fin R :ludnwuuuj
o] o
(W fr R !
Bl

Outlook 126




Step-By-gier;
i

o On the Menu bar, choose
Tools>Options.

e Click the Mail Format tab.
Under Stationery and
Fonts, click Stationery
and Fonts.

e In the Signatures and
Stationery box, under

Theme or stationery for
new HTML e-mail
message, click Theme.
Select Blends. Click OK.

o Under Composing and
reading plain text
messages, click Font.
Under Font, select Arial.
Click OK three times.

e Select New Mail
Message .

e =
FICHECK) Your screen

should look like Figure 4.55.

Close the message.

o Choose Tools>Options.
Click the Mail Format tab.

e Under Message Format,
click the Compose in this
message format drop-
down arrow. Select Plain
Text. Click Apply.

Click OK. Click New Mail

Message .

BCHECK) Your screen
should look like 4.56.

o

H Continue to the next exercise.

Lesson 4: Exercise 4-22

EXERCISE 4-22
Select the Default Format for Messages

Outlook e-mail messages are sent with a default message format that will determine,
or regulate, whether you can add different fonts or pictures or other effects to the
message. It is important to know how to change your default format because some
recipients may have applications that do not support the more complicated formats.
For example, if you choose plain text as your default format option, you would not

be able to use any of the formatting options on the Menu bar.

FIGURE 4.55 Blends Theme e-mail
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Step-By-S‘Eer;
i

o On the Menu bar, choose

Tools>Account Settings.

Select your e-mail account
profile. Click Change .

e In the Change E-mail
Account dialog box, click

More Settings.

e In the Internet E-mail
Settings dialog box, click
the Connection tab.

ey
+) Your screen

should look like Figure 4.57.

e Under Outlook Anywhere,
check Connect to
Microsoft Exchange
using HTTP.

e Click Exchange Proxy
Settings. Under Connec-

tion settings, in the
http:// box, key the URL
provided by your teacher.

o Under Proxy authenti-
cation settings, click the
drop-down arrow and
select the option given by
your teacher. Click OK.

e In the Internet E-mail
Settings dialog box, click
OK. Click Next in the
Change E-mail Account
dialog box (see Figure 4.58).
Click Finish.

e Click Close. Close Outlook.

Lesson 4: Exercise 4-23

EXERCISE 4-23

Access Outlook through the Internet

Outlook can provide you a way to access your Outlook e-mail even when you are not

in front of your own computer. The Outlook Anywhere feature will enable, or allow,

you to log in to your profile online through the World Wide Web.

FIGURE 4.57 Internet E-mail Settings dialog box
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FIGURE 4.58 Change E-mail Account dialog box
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=
LESSON

Vocabulary

Key Terms

AutoArchive
category
distribution list
message format
rule

search folder

Academic Vocabulary

determine
distinguish
enable

Lesson 4: After You Read

Review Vocabulary

Complete the following statements on a separate piece of paper. Choose from the Vocabulary

list on the left to complete the statements.

1. Use to move older messages automatically from your

Inbox and message folders to another location. (p. 116)

2. A(n) shows views of messages that contain a certain word
or phrase. (p. 121)

3. Use a(n) to sort messages automatically into appropriate
folders. (p. 108)
4. A(n) is a group of e-mail addresses that are saved under

one name. (p. 100)

5. Outlook Anywhere can you to log in to Outlook over the

World Wide Web. (p. 128)

Vocabulary Activity

6. Select five vocabulary words and create a word search.
= On grid paper, create a box that is 15 units by 15 units.
= Using one unit per letter, write each vocabulary word vertically,

horizontally, or diagonally in the grid.

= Fill in the remaining cells with various letters.

= For each vocabulary word, write a definition of the term in your own
words. Have a classmate identify the words and find them in the puzzle.

Review Key Concepts

Answer the following questions on a separate piece of paper.

7. What is the fastest way to move items between folders? (p. 115)
A. Click and drag. C. Double-click a field name.
B. Tools>Actions>Move Items. D. Right-click and select Move To.

8. How do you empty the Junk E-mail folder? (p. 107)
A. Right-click, select all and click C. Right-click and select Empty
Delete while holding Shift. “Tunk E-mail” Folder.
B. Tools>Actions>Delete D. Select the Junk E-mail folder and
Junk Mail. click Empty.

9. Which feature would you use to search for messages that were sent directly to
you? (p. 121)
A. Data File

B. Organize

C. Search Folder
D. Rules and Alerts

10. Where is the Date Navigator located in the Mail view? (p. 126)
C. The Reading pane

D. In the folder list

A. The Navigation pane
B. The To-Do Bar
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Step-By-Step
i

o Start Outlook. Click
Contacts.

e Choose File>sNew>
Distribution List.

e In the Name box, key:
Presentation Committee.

i ) Your screen
should look like Figure 4.59.

Choose Members>
Select Members @

o Using - select two

classmates.

o Click Members. Click OK.

should look similar to
Figure 4.60.

e Click Save & Close .
@ Exit Outlook.

Lesson 4: Practice It Activities

] PI:actice It Activities

1. Create Distribution Lists

Follow the steps to complete the activity.

FIGURE 4.59 New Distribution List name

Dy

Distribution List

Presentation Committee - Distribution List

Insert Format Text

e —— — _ — “__{}}} =
b e | @) 8] & o5 ) B ¥
Save & W Delete embers| Motes Selecc  Add Remove Update || E-mail Meeting || Categorize Follow Private
Close r | Members MNew MNow ~ Up~

Actions Show Members Communicate Options

Mame: | Presentation Committee

[ Name  ~ | E-mail
There are no items to show in this view,
e ————————— em—————

FIGURE 4.60 New Distribution List

.‘!E Lo BEL IS
| Distribution List l Insert

@'Send o

Untitled - Distribution List

Format Tex‘t

dl & a @ B B

Save & % Delete Select  Add Remove Update || E- mall Meeting || Categarize Follow
Close i Membars Mew Mow 3 Up~
Actians Show IMembers Communicate Options

Mame: | Presentation Committee

(O] Mame « | E-mail
8= Rust, Brian brust@myisp.com
8= Wilson, Tom twilson@myisp.com
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Step-By-Step
i

o Send a message to an
assigned classmate. In the

Subject box, key:
Homecoming Plans. In the
message body, key: Are
you going to the game?

e Click the Homecoming
Plans message you
receive from your assigned
classmate.

e Choose Tools>0rganize.

o Click Using Colors.
Select Red. Click Apply

Color. Deselect the

message.

- K) Your screen
should look like Figure 4.61.

e Click Using Views. Under
Change your view, select
Last Seven Days.

o Click Close Organize .

K) Your screen
should look like Figure 4.62.

e Choose View>Current
View>Messages.

@ Exit Outlook.

Lesson 4: Practice It Activities

) PI:actice It Activities

2. Organize Using Colors and Views

Follow the steps to complete the activity.

FIGURE 4.61 Organize using colors

1= bemms © Bherrwnnft Ductiasd = =
T T T SRR [ [y
Bewm be i 0 Pt | WD e dbma s =

e e A v YL ) e s ks 2 LY

wima To:Do Bar [
- . ape ex [
# Coker mwnasgen [ =] Foge Gow P e | EMCT W T K
o (Y 1y
B e Sramages e ly 1 e B E'I'Inlll & T.§ 988 KLY
IE 36 08 AT e
Toom o wtt sy, b e e, s g e EAiinmunAnR
TaAm
=i
__B]¥
P R P Dot 1uira 0 amem e lasim | M g g,
Lot B —— !
B0 b # e ansaged By T hosidsg | el
3 Rapir Gt
] P
R sl {ismwmpan by Dot Do = | =
|t e i B
[
T Coteratw
i
p o . B

e m—

FIGURE 4.62 Organize using views
[ Inbiese - Witrisatt utlsak
DHe B Vi o Teoh Adioss ey

daMpew = L M) X | i Tiepty CERept1a A0 i oyt | BRSO | Gl Search sckdeess brnia

- g

| Wars 0 Oyganize Inbox

el By Shange B Wiy vl nfeimaten Dok

[Ftes Apaling)[1evrenvea

] RiL Feeili
(o] Sent Hems:
:EEP Sramch Fosdrn

[Becesed. = Size
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3. Create Folders and Move Items between Folders

Follow the steps to complete the activity.

FIGURE 4.63 New Folder
1~ Inbox - Microsoft Outlook

o Click on the Inbox folder.

i File Edit View Go Tools Acions Help

Choose File>sNew> iﬁﬂgw - |ﬂ 3 x| {;\aﬂ_epry @Replytu All {J_%:Fur\ﬂard | ..E W | [} Search addressbocks | @) 3
Folder. Mail « || 2 Inbox
Favarite Folders F |Search Inbax P v| ¥
e Name the folder: % Tinei‘;);tems |C['u:k here to enable Instant Search |
Homecoming. Click OK. Mail Folders R aienged blo |senionia)
2 Al Mail Items - T .y -
e [BCHECK) Your screen B 8! Persona Folders & Fi328
. . (3] Deleted Items (1) Homecoming Plans =l
should look like Figure 4.63. (7 Drafts 2]
= [ Inbox
3 Homecoming
In the Inbox, right-click the [0 Messages from 5
[[g Jurk E-mail []
Homecoming Plans [ Outbox
X =] RSS Feeds
e-mail and select Move % Sent Items
=] ﬁﬁ Search Folders
to Folder.

e In the Move Items

dialog box, click the

Homecoming folder.

i - -
Click OK.
_ FIGURE 4.64 Message moved
Click the Homecomlng [ Inbox - Microsoft Outlaak
folder. i File Edit View Go Tools Acions Help
GANew - | @81 3 K | ChReply CAReplyto Al 5 Farward | B W | [ Search addressbooks - | @) &
CHECK - :
o L2, ) Your screen Mail S8l Ways to Organize Inbox Automatic
should look like Figure 4.64. bavorte Folders & -
Emeox  |JEE= @ Color messages [from EllrogerGupta | Apply g
0 EXIt OUtIOOK- Mail Folders -3 Using Colors @ Show messages sent only to mein [Blue = MI
Q All Mail Items it To view ar edit your calaring, and far mare advanced options, dlick on "Automatic Formj

b
=

Using Views. -

y

El 26} Personal Folders
@ Deleted Items

[2| Drafts ]
3 Inbox
(g Junk E-mail 5] 3 Inbox
[ Outbox |Search Inbox Fel v| ¥
= e | Click here to enable Instant Search |
SentItems
Eﬁ Search Folders Arranged By: To |A on top -.| -

= Roger Gupta
2 Fri3/28 —

Homecoming Plans

Lesson 4: Practice It Activities




LESSON You Try It Activities

. B & 4. Plan a Sporting Goods Catalog

You work in the marketing department for a major sporting goods chain. You are

Step'By'Step : planning for the release of the Spring/Summer Catalog. Product managers are going
to start sending you a lot of information about their products. You decide to create
o In the Navigation pane, a folder for each department to help you organize incoming messages.

select Personal Folders.

FIGURE 4.65 Folders for departments
Choose File>New>

(=) Spring/Summer Catalog - Microsoft Dutiook s

Folder Create a Eﬂl Hﬂ !fm Go Tools &CMIB Help : : : : Ty_peaquﬁ'-iunl
master folder named | iNew g N XK |k Beply lReplyto All 1 Forward | B ¥ | i Send/Regeive » (5 | KL Search address books -l @
i || Mail « ||3 Spring/SummerC... To-Do Bar
Spring/Summer catalog. | Favorite Foiders 2 |[[seaeh springsummer Cotale £ v ¥ < api
| Drag Yaour Favorite Folders Here Armanged By: Date| Newest on top. v] = Sl: M:: TII.I WI
| Mail Folders % || There are no items to show in this 6 7
e In the master folder, create e S i ' i
: [20
three folders named: B9 Lo = o
. Calls
- o Deleted It
e Canoeing and i TR
=] th o
kayaking ] ::mecaming 345
3 Messages from RGupta 1011 12
* Hiking and camping b Y e
- Jurk E-mail 3
e Running - it s o
@l [ Rss Feeds SuMo Tuwe
|5 sent ttems. S
== = 3 springvsul Catalo: 7 8 910
Ch . ) Your screen :: C:noei::‘:;a mn'ung 1415 16 1
[ Hiking and camping g g g
should look like Figure 4.65. o il 0,350
4 Cotegorized Mail B Project Meetin
E: :ﬂmr;:‘wl(w - #:00 FM < 6:00
H ent Dire a Me
Send your assigned e ai i ot 4 Fr—
classmate an e-mail called  Cs— Hesg otfice

New Running Shoes.
FIGURE 4.66 Moved message
In the Inbox, right-click the (% Running - Microsoft Qutiook

New Running Shoes  ES i i L s LD R _
| PryiNew = i 13 X | CuReply EBReplyto All (5 Forword | Bl W | =) Send/Regeive » (B | [} Search address books - | @ =

message and select

|| Mail «||2 Running New ing Shoes
Move to Folder. | HRSEEEEI_ 2 ||[seare Running £ ~| % | Roger Gupta
Drag Yaur Favorite Folder: Here TR e D i
' _Ia_hifFoidﬂs £3 /2005 o Ta ‘Patricia Patel
In the Move Items dialog | 2 A wasi terms - -
- Roger Gupta
- ﬂ% Personal Folders -
box, select the Running 3 cats
fa) Deleted ems
i Dratt,
folder. Click OK. o o ety

[ Homecaeing

[ Messages from RGupta
. = 3 P |

Click the Running folder. sl

[g Junk E-mait

[ Outbox

-
Your screen - Lot

. . =] il
should look like Figure 4.66. g s iy
[ Hiking and camping

= [;QEH Running (1)
e Exit Outlook. S Cosmeaitih

A Large Mail
L3 sent Directty to Me 1]
2 Urread Mait i

e i
YCHECK)

©Ge¢ 06 O 0 0
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o Send your assigned

classmate three e-mails
with the following
Subjects:

¢ Movie this Saturday?
e Jane’s birthday

e Concert tickets

In the Inbox, select the
Movie this Saturday?
message. Press and hold
while selecting the
Jane’s birthday and
Concert tickets e-mails.

©

On the Menu bar, choose
Edit>Categorize>

All Categories.

Select Yellow.

0 Your dialog
box should look like
Figure 4.67.

Click No in the renaming
box.

Choose View>Arrange
By>Categories.

0 Your screen
should look like Figure 4.68.

00 0 o

e Choose View>Arrange
By>Date to return to the
default view.

e Exit Outlook.

Lesson 4: You Try It Activities

" You Try It Activities

Your personal e-mails are starting to get mixed up with your business

e-mails. You decide to create a category for your personal e-mails to help keep

them organized.

FIGURE 4.67 Categories dialog box

“olor Categories

To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.

MName Shortcut key New..

(L) Blue Categary
[L] Green Category
(L] Orange Category Delets
Purple Category Color:

(L) Red Category

() i¥eliow Category,

E[

wm
g
E e
Ea
5
[ 4]

(Mone) -

[ ok | [ cancl

FIGURE 4.68 Arrange By Categories
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6. Beyond the Classroom Activity

@ Language Arts: Assign Items to Categories You have a new “pen

pal” from Europe, only you use e-mail instead of paper and pen to write to
each other. In your Inbox, select the e-mails named Greetings from
Europe and How’s life in the U.S.?
= Choose Edit>Categorize. Assign your pen pal’s e-mails to the
Blue category.
= Choose View>Arrange By>Categories. Both of your pen pal'’s
e-mails should appear in the Blue category.
To return to the default view, choose View>Arrange By>Date. Then, open
a Word document and key one or two paragraphs explaining how you would
use color categories to improve the organization of your own e-mail

account. Save your file as: 04rev-|your first initial and last name]6.

7. Standards at Work Activity
“B Microsoft Certified Application Specialist Correlation
Outlook 5.3 Organize mail folders

Move E-mails You want backups of some of your critical e-mails, but you
have personal e-mails mixed in with your business messages. Move three
e-mails from your Inbox to the Messages from [first and last name of
assigned classmate] folder.

On a separate sheet of paper, write one or two paragraphs explaining why
you think it is important that you keep business and personal e-mails separate.
Save your file as: O4rev-[your first initial and last name]|7.

8. 21st Century Skills Activity

Organize with Rules You can use Outlook tools such as rules to help

keep your messages organized. Follow these steps to organize your e-mails
with rules:

= Create a new folder named: Messages from |[first and last name of
assigned classmate].

= Create a rule that automatically sends messages from your assigned
classmate to that folder (Hint: choose Tools>Rules and Alerts).

= Send your assigned classmate two e-mails.

= Make sure that the two new e-mails from the classmate assigned to
you were sent to the correct folder.

Lesson 4: Critical Thinking Activities
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Organizing Even the most
overwhelming task can be
accomplished if you plan well
enough for it. Organization is
the key to chipping away at

a seemingly impossible
workload. By breaking down
the job into individual,
manageable tasks, you are
organizing your own success.

Reflect Once you complete
the projects, open a Word
document and answer the
following questions:

1. How does organization
help you share the work-
load of a particular task
among project members?

2. How can Outlook help
eliminate any confu-
sion between project
members?

Challenge Yourself Projects

Pittirk

9. Start a Book Club fﬂ_]

@ Language Arts: Create a Distribution List You and your friends
have decided to start a book club. Because your friends all have access to

Jiang Jin/SuperStock

e-mail, you decide to use Outlook to organize the club.

In Outlook, create a distribution list named Book Club. Add your three
vassigned classmates to the distribution list. Send to each member a
message named Book Club with the following details:

= The club’s mission statement
= List of club members

= A proposed list of two books to read and discuss.

Mtk
10. Search for Club Messages R |
@ Language Arts: Use Instant Search Searches can help you sort

e-mails and locate specific messages quickly. You decide to use a search to
locate your book club messages.

Send the following three messages to the classmate assigned by your teacher:

= First Book Club Meeting

= Proposals for Book Club

= Nominations for Book Club President
Use an instant search for e-mails that contain the words book club. Once you
have applied the search, four e-mails should appear on your screen. Choose

View>Current View>Messages to display all of your messages again.

@ Language Arts: Organize by Color Your Inbox is filled with various
e-mail messages and you realize that you can use the properties of Outlook
to help you get organized. You decide to use color to help you keep track of
the book club messages.

= Select one of the book club messages in your Inbox.

= Change the color of this message to red.

= One at a time, change the color of the remaining book club messages.
Create a folder named Book Club.

= Move all of your book club messages to this folder.

Open a Word document and key a paragraph that describes how you would
use color to add visibility to items in your Inbox at work. Save the file as:
O4rev-|your first initial and last name]11.

Lesson 4: Challenge Yourself Projects Outlook 136




