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Customize the Navigation Pane
To customize which buttons appear on the Navigation Bar and in what order:

1. Click the Configure buttons arrow and select Navigation Pane Options.

) I
E Calendar
4 Show More Euttons
ﬂ Contacts & - -
ﬂ Tasks MNayigation Pane Options...
o - p— »
._I L - l
1293 ltems *

The Configure buttons arrow

2. Uncheck each button you do NOT wish to display in the Navigation Pane or check buttons you
do wish to display.

Display buttons in this order
/i
z Calendar
— Move Down
| Tasks =
|| Motes
7] Folder Lis
|| Shortouts

o
=

Cancel

3. To rearrange the buttons, select the button to be moved and click the Move Up or Move Down
button, as necessary.

Tip: Drag the Navigation Pane sizing handle to change the size of the Navigation Pane and its
buttons.

( “....\

\ 4

] Mail
o Calendar

a3 & ] 3 [F] -

14 [tems
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Customize the

Reading Pane

The Reading Pane is an additional pane that can be displayed for a number of your Outlook folders.
The Reading Pane lets you see the contents of a message in your Inbox without having to open that

message in a separate window. You can follow a hyperlink, respond to meeting requests, open or view
attachments and add the sender to your Contact list — all without opening the message. In the Calendar,

Contacts and Tasks folder, the Reading Pane lets you see details you would ordinarily see if you
double-clicked a calendar item, contact or task.

To open the Reading Pane:
1. Onthe View tab of the Ribbon, click the Reading Pane button and choose Right or Bottom.

: Home  Send/Receive  Folder | View | Add-ns o @
— - ¥ B & ! 5 ]
u’& ') [ baB] [ Show as Conversations | |4 Date %) From 1 Reverse sort 5 4 7.—_=| _%
o= —— - - - «| %= Add Columns o =
Change Wiew  Reset B8 10 HE Categories - ; Mavigati Reminders Open in Mew Close
View = Settings View - - ¥ | #=Expand/Collapse = |  pane ar+ | Window  Window Al tems
Current View Conversations Arrangement Window
4 Favorites a
. P
3 nbox
1 -
£ Unread Mail B |1 ()@ From Subject Received Size Categories | £
3] nbox 2 =] Curtis, Evan RE: Passport pages Fri 10/22/2010... 2 KB =
) (=Y Curtis, Evan Passport pages Fri 10/22/2010... 1 KB
- Inbax —
f— .~ Cohen, D.. RE:Doyou havea minute? Fri 10/22/2010... 30 KB
L5 sent tems
= _-.5 Kinney, H... RE: Mew Hire Orientation and Compliance Training Fri 10/22/2010... 43 KB
e T[4 Rudolph, ... RE: Lani Reyes Fri 10/22/2010... 50 KB [ ] v
52| Drafts 4] 4 Moeljant... RE: Lani Reyes Fri 10/22/2010.., 3 KB
U] Bt {4 Cohen,D.. RE:Doyouhavea minute? Fri 10/22/2010... 22 KB
e .~ Duke Rio Question re: dinner in November - possible new place to try nest month? Fri 10/22/2010... 54 KB
A ST e e, 57
Mailbox - Betits, Flizabeth = T[4 Rudolph, .. RE: LaniReyes Fri 10/22/2010... 49 KB [ ] v
4[] Inbox -] Moeljant.. RE: Lani Reyes Fri 10/22/2010... 2 KB
L3 Dariusz (G Moeljant... LaniReyes Fri 10/22/2010... 2 KB
)BT 4 ThereseB... my account Fri 10/22/2010... 3 KB
£V EESEEL .~ Julie Sime... RE: Corporate Circle Advisory Board Meeting: Tomorrow Fri 10/22/2010... 14 KB hd
L.# Drafts [4]
[ sent ems RE: Corporate Circle Advisory Board Meeting: Tomorrow
(@] Deleted Items Julie Simeone <JSimeone@ncrw.org>
>[4 EAM Fri 10/22/2010 7:01 AM
L @ Junk E-mail [57¢] Piccollo, Sara
4 LA L&D Betita, Elizabeth .
=4 AA Global Rotation Read”']g
4 iA APEX Hi Sara,
o2 2000 Pane
will certainly include you on future distributions. Thank you for bringing this to our attention.
4 5 2010 1 will certainly include y future distributions. Thank you for bringing this t ttenti
sad Lofdahl
i 011 Best,
i Asia-Pacific -
lulie =
~|EE 8 @ Ll 3 (@ -
Ttems: 7,600 | Online with Microsoft Exchange | [ EZ 100% (=) ; )

2. Adjust the size of the Reading Pane by dragging the border that separates the Reading Pane
from the rest of the Outlook window.

=] Orare 4] = =
[ Sent Items _‘¢ i Hanyu, ... Ttalian Language Skill Thu 10/21... 59 KB
. @ Deleted Eems _‘¢ 5% RE: Video Confere day from 10am-1... Thu10/21... 2KE
.~ Price, Ei.. RE:WebEx traini Thu10/21.. 52 KB
> Cll EAM b
L g} Junk E-mail [576 . .
e 2 Italian Language Skill
4 L&D
oA AA Global Rotation Hanyu, Toko
4 - APEX @ You replied to this message on 10/21/2010 11:54 AM.
i 2009 Thu 10/21/2010 9:13 AM
45 2010 Betita, Elizabeth
s Lofdan! " Message [ AB141D93.TIF (56 KB)
ol 2011
4 Acia Parific -
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Outlook provides several options pertaining to the Preview Pane. To change the Preview Pane options:

1. Onthe View tab of the Ribbon, click the Reading Pane button and choose Options.

Reading Pane @

Reading Pane options

[ Mark iterns as read when viewed in the Reading Pane:

Mark ikem as read when selection changes

Single key reading using space bar

[ Ok ] [ Cancel

2. Change the following options as necessary.

= Mark items as read when viewed in the Reading Pane will cause the message header in the
top pane to change from bold (unread) to regular text if the message is viewed in the

Preview Pane for the specified number of seconds.

= Mark item as read when selection changes will cause the message header in the top pane to
change from bold (unread) to regular text as soon as you navigate to another message.

= Single key reading using space bar enables you to use the Spacebar to move through the list
of messages in the top pane, displaying the contents of each message in the Preview Pane.
For messages that are too long to display in their entirety in the Preview Pane, continuing to
press the Spacebar will scroll through the contents of the message in the Preview Pane.

Tip:  Right-click the Sender’s name in the Reading Pane to add that sender to your Outlook contacts.

Customize the To-Do Bar

The To-Do Bar provides quick access to your calendar as well as your Task List. By default, the To-
Do Bar shows a 1-month Date Navigator, your next three calendar items and all of the tasks in your

Task List.

To display the To-Do Bar:
1. Click the View tab on the Ribbon.
2. Click the To-Do Bar button and select Normal.

To modify what displays in the To-Do Bar:
1. Click the View tab on the Ribbon
2. Click the To-Do Bar button and select Options.
3. Change the options as desired and click OK.

=

Mumber af month raws: 1

| Show Dake MNavigator

¥ | show Appointments
| Shaw &ll Day Events

| Shiows Details of Private Ikems

| Show Task Lisk

()4 ] | Cancel
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Tip:  You can change the sort order of the To-Do Bar Task List or add a filter by right-clicking
“Arranged By” at the top of the List, as shown below.

Right-click here  ——— arrange By: Categaries| A on top
d W | Categories
Start Date
Select a field to < Due Date ehbie v
RRLDY Falder ?’
Type
\_ Importance
Click View Settings q .
to add a filter g Yiew Settings...

Tip:  You can manage the appointments that display in the To-Do Bar by right-clicking the
appointment to be changed, as shown below.

Friday

nght_C“Ck the appointment Updated: Project Update Meeting

to be changed " | 5:30 AM.- 10:30 AW
5 open | My O
.j,_._ﬁj Duick Print
& Accept - oo
I ?  Tentative d
A  Dedine
Fropose Mew Time =
Choose the < & Reply
appropriate option AE Reply Al P
1 = Forward
i) Private
[ E Show As - v
[ 85 cCategorize Sk 4
LE Oneflote

\ ?{ Delete 4
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Use Quick Flags

Flags can be added to mail items, meeting requests, contacts and posted items to remind you to follow

up on an issue. Flagging a message adds that message to the Task List, and therefore causes it to

appear in your To-Do Bar.

You can also use flags to set a reminder for the message or contact. On the specified date and time, the
reminder will pop up in an Outlook dialog box, just like the one you see with appointment reminders.

To add a Quick Flag to a message:

1. Right-click in the Quick Flag column to the right of the message to be flagged.

2. Select a flag representing the due date you wish to assign to the task.

The Quick Flag column

\

U@ From Subject Received Categaories ‘*E’ —
114 Chugh_Sukh SmartScribe Update - Apr 15 Tue 3/29/20...
.~ Wl Freeman_leri Excel File Man 3/14/2...
o~  Freeman_leri SharePaint Site Member Lin Wed 1/12/2..,
— Wl Freeman_leri FW: Smart 5cribe Training tocday at 1PM Wed 11717/,
4 @ Instructor_1 Access Class Files Tue 10/5/20... ?’ Today
o~  Freeman_leri FW: Partal site Administration Guicdelines Thu &/19/20... “{J Tamarraw
~J [0 Freeman_leri Files for Class Thu 7,/29/20.., \ This Weel
o~ Allergan Inc Quarantine Summary 7/23/2010 Fri 7/23/201... \ Hext Weel
-~ Allergan Inc Quuarantine Summary 7/16/2010 Fri 7/16/201... ?. Mo Date
-~ Dave_litendra FW: Your Amazon.com Order (D09-9471994-25062495) Thu 7/15/20... Y’ Custom
-~  Chaudhry_Zareen FW: Your Amazon.com Order (D09-9471994-2305295) Thu 7/15/20.., .
] Amazon.com Your Amazon.com Orcder (D09-9471994-2506295) Thu 7/15/20... S Add Remindler
-~ Allergan Inc Quuarantine Summary 7/09/2010 Fri 7/9/2010... " Mark Completa
—~4 Allergan Inc Quarantine Summary 7/02/2010 Fri 7/2/2010...
o~ Allergan Inc Quarantine Summary 6/25/2010 Fri 6/25/201... Set Quick Clid
—~4 Instructor_1 Class Practice Tue 6/22/20...
o~ Instructor_1 test from Jan Tue 6722720,
o~ Instructor_1 Fail fraom Jan Pettitt Tue 6722720,
1 Instructor 1 Test Iessage Tue 6/22/20..,

To remove a flag from a message:

1. Right-click in the Quick Flag column to the right of the message to be unflagged.

2. Select Clear Flag.

To set a reminder for a message:
1. Right-click in the Quick Flag column to the right of the message for which you wish to set a

reminder.
2. Select Add Reminder.

3. Choose the date and time for the reminder and click OK.
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Create Search Folders

The Search Folders feature lets you search for Outlook messages in all folders of your Mailbox using a
number of different criteria. For example, you can find items that contain a certain word or phrase in
the message area, are assigned a specific category or have high importance.

Several Search Folders exist by default. For example, you may have a Search Folder called For Follow
Up that automatically searches all folders in your Mailbox and returns with a list of all flagged
messages. Another Search Folder, Large Mail, will search all folders in your Mailbox for messages
whose size exceeds 100K. The resulting messages returned by a Search Folder can be opened,
forwarded or deleted from within the Search Folder, although they technically reside exist in the
original folder.

You can also create your own Search Folders. To create a Search Folder:
1. Right-click on the Search Folders icon in the Navigation Pane and click New Search Folder.

* =] Inbox
L7 Drafts [4]
=3 Sent Items

"Q Deleted ltems y .
3 EAM Right-click the Search

. Junk E-mail [576] Folders icon and click
_:j L&D New Search Folder
L My Folder

U= Outbox
LEi| RSS Feeds
4| 0 Search F“':f"
O For Foll L=
L& Large Mail (1)
LO Unread Mail

Mew Search Folder...



mk:@MSITStore:C:/Program%20Files/Microsoft%20Office/Office10/1033/olmain10.chm::/html/rehowSearchForItemsFiles.htm##
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2.

3.

In the New Search Folder dialog box, select a predefined option or scroll to the bottom and
select Create a custom Search Folder to create a Search Folder from scratch.

New Search Folder @

select a Search Folder:

Reading Mail ~

i Unread mail

Mail flagged For Fallow up
IMail either unread or Flagged For Follow up
Important mail
Mail from People and Lists
Mail Fram and to specific people
Mail Fram specific people
Mail sent directly to me
Mail sent to public groups
Organizing Mail w

Customize Search Folder:

Search mail in: |Mailbox - Betita, Elizabeth "

[ oK. ][ Cancel l

If necessary, click the Choose button and type or choose the necessary criteria.

New Search Folder §|

Select a Search Folder:

Mail sent directly to me -
Mail sent to public groups
Organizing Mail
Categorized mail
Large mail
0ld mail
Mail with attachments

i Mail with specific wards
Custom

Create & custom Search Folder

Customize Search Folder:

Search mail in: | Mailbox - Betita, Elizabeth 3

[ O ][ Cancel ]

Show messages that contain these wordsg
)

4. Once all criteria have been specified, click OK button to close any open dialog boxes. Your
new Search Folder will appear in the Search Folders area of the Navigation Pane. To rename

your Search Folder, right-click it and choose Rename Folder.
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Use and Customize E-mail Alerts

A new e-mail alert is a notification that appears on your desktop when you receive a mail message. By
default, Desktop Alerts appear in the lower right corner of your desktop. When the alert appears on
your desktop, you can click the down-arrow next to the close button and use the resulting menu options,
shown below, to manage the message without switching to your Inbox.

Open Ikem

W FlagItem

>< Delete Item

o~ Mark as Read
Disable Mew Mail Desktop Alert
Desktop Alert Settings...

™ Freeman_leri e Click here to manage thg
- Fles vou Reruested I~ message without switching

Here are the files wou requesked.

| . to the Inbox

You can keep a Desktop Alert visible by positioning your cursor on the alert before it fades from view.
You can also change the default length of time they remain visible. You can adjust the transparency of
the alerts to make them more noticeable or to keep them from blocking your view of other items.
Finally, you can change where your Desktop Alerts appear on your desktop.

To customize the Desktop Alerts:
1. From the File tab on the Ribbon, click Options.
2. In the Mail category, click the Desktop Alert Settings button.

General -
. Change the settings for messages you create and receive
The Mail category ai
Calendar Compose messages
Contacts j“j Changethe editing settings for messages. Edlitor Options.., L
Tasks Compose messages in this format: | HTML El

Mates and Journal
A‘B'y Always check spelling hefore sending Spelling and Autacorrec..

7] Ignore original message text in reply or forward

Search

Mahile

Language ﬁ Create or modify signatures for messages, signatures..,

Customize Ribbon éé?, Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...

Quick Access Toolbar

Outlook panes
Add-Ins

=—| Customize how items are marked as read when using the Reading Pane, )
Trust Center = Eeading Pane...

Message amrival

¥ 'y When new messages arrive:
- V| Play a saund
W] Briefly change the mouse pointer

b Sl.mﬂan envelopeicon in the taskbar 5 The Desktop Alert
V| Display a Desktop Alert Desktop Alert Settings... < _
Settings button

Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

5 Cleaned-up items will go to this folder: Browse... ‘ =
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3. Make the desired changes in the Desktop Alert Settings dialog box, as shown and discussed
below.
-2 a3
Cwarakion

How long should the Deskkop Alert appeary?

Shork [ Long

7 seconds

Transpatency

Howe transparent should the Desktop Alert be?

Solid U Clear

2% transparent

Prewvigw [ (04 ] | Cancel |

e To change the length of time the alert remains visible, drag the How long should the
Desktop Alert appear control button to the left or right.

e To have the alert be more or less transparent, drag the How transparent should the Desktop
Alert be? control button to the left or right.

e To change the location of the alerts on your desktop, click the Preview button and drag the
top edge of the alert to a new location.

4. Click OK twice to return to Outlook.

To turn off Desktop Alerts:
1. From the File tab on the Ribbon, click Options.
2. Click the Mail category.
3. Click the Display a Desktop Alert check box to clear the check mark.
4. Click OK to return to Outlook.
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Use Quick Steps

Quick Steps is a new feature in Microsoft Outlook 2010 that applies multiple actions to email messages
at the same time. This helps you quickly manage your mailbox. For example, if you frequently move
messages to a specific folder, you can use a Quick Step to move the message in one click. If you
regularly forward messages to you’re the same user(s), a one-click Quick Step can simplify the task.

You can customize the default Quick Steps or create your own.

To customize a default Quick Step:

1. On the Home tab of the Ribbon, click the Quick Step you wish to customize (i.e. Team E-mail).

0]|'5 " |-

i | Home Send / Recaive Falder View

Inbox - PCTRAINE@Allergan

33 . e o . -
x ) 3 ) PRl Mectingl] 5 Moveto:? = To Manager
. ¢ _"_"g =l Team E-mail g/ Done

& e &N

Maove FRules Oneflote

Er-.ll::‘:;l Itr—.:!:::.v &Junl . Delete | Raply Rilllll;- Farward ?L Mare = " Reply & Delete 7 Create Hew g 1
I e Deleta Respond Quick Steps Maove
4 Fayarites E
L -] Inbox (1)
[ sent Items _! 01| Fram Subject
&) Deleted tems (1) i -] W Freeman_len Files You Requested
| Il PCTRAIMS file
4 PCTRATNB@Allergan.com = FAQRMET Mix Fwl: Scan from a Hewlett-Packard O

2. Inthe First Time Setup box, change the Name of the Quick Step if desired.

-2 ]

First Time Setup

This quick step opens a new e-mail message to the people specified below, Click Options to add
text in the subject line or body of the message. After this Quick Skep is created, vou do not have
to enter this information again.

]' Mame: |Tean E-mail

Actions
| MNew Message To... I Efl @
(e ] [ cana ]

Specify other information required by the Quick Step.

4. Click Save. From now on, each time you click the icon for the Quick Step it will perform the

action(s) you indicated in step 3.

Tip:  Click the Options button in the First Time Setup dialog box to add additional actions, assign a
keyboard shortcut to the Quick Step or change the Tooltip you see when you hover over the

icon for the Quick Step.

10
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To create your own Quick Step:

1. Onthe Home tab of the Ribbon, click the More button in the Quick.

Inbox - PCTRAINE@Allergan.

o9 -
i File | Hame Send [ Receive Falder View
= i : . A2 moveto: ? =1, To Manager 33 N=
= x i ] I_‘J) [l Mesting 13 = - | 5
=F j . " = 3 Team E-mail - |.}_'I
Er_lﬂe]«::” Itr—'ﬁ:' &Junl . Delete | Reply R1||:-|I_. Farward 22 More "4 Reply & Delete 7 Create Hew = 113 & RL!; ineflote
Mew Delete Respand Quick Steps IMove
4 Fayarites <
L -] Inbox (1)
=] sentItems ' [0 @) Fram Subject
@ Deleted Ttems (1) ¢ | W Freeman_len Files You Requested
4 ) PCTRAINS file

2. Type a name for the Quick Step.

N o ok~ w

Marmne:
Mo bo Falder/Forward o Team|

Add actions below that will be performed when this quick step is clicked on.

Actions

Choose an Action

Add Action

Optional
Shortcut key: | Choose a shortouk EI

Tockip text: | This text will show up when the mause hovers aver the quick step.

Cancel

Finish

Choose an action for the Quick Step and supply the necessary details.
If necessary, click the Add Action button to add another action.
Choose an action for the Quick Step and supply the necessary details.

Repeat steps 4 and 5 as necessary.
When you have configured all the actions for this Quick Step, click Finish.

11
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Use the Create Rule Button

The Rules button on the Home tab of the Ribbon provides 2 ways to quickly create simple rules. The
Always Move Messages From option lets you quickly create a rule that will automatically move
messages from the sender of the selected message to the folder that you specify. The Create Rule
option gives you a little more flexibility in creating a quick rule. When you select the Create Rule
option on the Rules button, you can select which attribute(s) of the currently selected message will
cause the rule to execute: the sender, the subject and/or who the message was sent to, as shown below.

Create Rule §|

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

[ ] subject contains | Check out the new events at the Apple Store,
[ Isentto |me only W

Do the follawing

[ pisplay in the Mew Item Alert window

[Irlay a selected sound: | Windows XP Motify.w E] E]

[ Move e-mail to folder: [ Select Folder... ]

[ Cancel ] [.ﬁ.gluancedﬂpﬁuns...]

In addition, you can choose up to 3 actions that will apply to a message that meets the selected
conditions. You can automatically move the message to the selected folder, play a sound and/or
display the message in the New Item Alert window. The New Item Alert window lets you quickly
open the message without navigating to Outlook or your Mailbox.

12
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Mailbox Limits/Cleaning Up your Mailbox

Many companies place limits on the maximum size of your Outlook mailbox. Regular mailbox
maintenance includes removing items from the folders in your mailbox or moving items to personal
folders.

Mailbox Cleanup is one tool that helps you manage the size of your mailbox. You can view the total
size of your mailbox and of individual folders within it. You can easily locate items that are larger than
a certain size or older than a certain date. You can also empty your Deleted Items folder from within
Mailbox Cleanup.

To use the Mailbox Cleanup feature:

1. From the File tab, select Cleanup Tools > Mailbox Cleanup.
"} ‘fou can use this tool ko manage the size of wour mailbox,
\',J ‘fou can find bypes of items to delete or move, empty the deleted
items folder, or wou can have Outlook bransfer items to an archive
File.
| Wiew Mailbox Size.. .
ﬁ_f:) Find items older than ag = days
@) Find items larger than 250 - kilobytes
- Clicking Autoarchive will move old items ko the ;
‘LJ archive file on this computer, ¥ou can find these lm
items under Archive Folders in the Folder list,
— Emptying the deleted items Folder permanently
@ deletes those items, Iﬂ/
| View Deleted Ikems Size. ., |
Delete all alternate versions of items in your
A% maibox. lgdi/
| Wiew Conflicts Size. .. |
Close
2. To see the overall size of your mailbox, as well as the size of each folder within your mailbox,
click on View Mailbox Size
3. To find items older than a specified number of days, enter the number of days in the appropriate

box and click Find. Once found, the items can be deleted or moved to a personal folder.

4. To find items larger than a specified size, enter the size in the appropriate box and click Find.
Once found, the items can be deleted or moved to a personal folder.

5. To empty the Deleted Items folder, click on Empty.

13
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Calendar - Selecting Different Day Views

Your Outlook Calendar can be displayed in a number of different formats using the buttons on the
Home tab of the Ribbon, as shown below.

[l Fite Hame Send / Receive ol
rm_n-v| == s Find a Contact =
= EB R T T H = ﬁ 2 2 2R $#
L [— ;
_83 —E§ i <\J (Gl Acldress Boal
Mew Mews FMews Tocla Mext 7 Day Marl Weel Maonth Schedule Dpen Calencdar E-mail Share  Publish  Calendar
Appaintment Meeting Items = Days ‘.*."eel = View Calencdar ¢ Calendar Calendar ©nline~ Permissions
Mew Goflo Arrange IManage Calendars Share Find

In addition, you can control the number of days displayed in the calendar by pressing [Alt] + a number
at the top of the keyboard (not the numeric keypad). For example, pressing [Alt]+[3] would display 3
days, while [Alt]+[0] would display 10 days.

Finally, you can view specific days by dragging the mouse across those days in the Date Navigator, as
shown below.

o]| _‘1 |= Calendar - PCTRAINE@Allergan.com - Microsoft Outlook = [BE 3=
ile. i Home Send / Receive Falder View @ @
BESICESEE DH 553 8
o] HeEk U Wy R || P e 5
ﬂ ‘fl ‘3§ 5 = ] [l Acldress Baol
lew Mew Pl=w Today IIa t Day Wark  Weel Hmth Schedule Op a E mail Share  Publish  Calendar
Hmnmtm ent Meeting Items ‘A'eel View Calen: alendar Calendar Online~ Parmissions
Nea GoTa Arrange Manage Calendars Share Find
4 February 2012 » 3 . .
SuMo Tuwe Th Fr Sa 4 » February 15-17,2012 Search Calendar (Ctri+E) o
1 - 3 4 -
- 15 Wednasday 16 Thursday 17 Friclay
7
12 13 14915 16 17| lS
19 20 21 25 =
R gam
26 27 2% 29 “
Updated: Project Update Meeting
PCTRAING
g oo
4[] My Calendars :
Calendar
00
4[] shared Calendars 10 Ll
[ nstructor_1

Tip:  You can select non-adjacent dates in the Date Navigator by clicking the first date and then
pressing the [Ctrl] while clicking any additional dates you wish to view.

14
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Use Natural Language for Dates

Have you ever had to look up or schedule something on a date a certain number of days in the past or
future? Outlook makes it easy to do this. Simply use the following techniques in any date field such as
the Start Time field of an Outlook appointment or the Start Date or Due Date fields of a Task. You can
also use these techniques to navigate to a particular date in the Calendar by pressing [Ctrl]+[G]. Some
examples are listed below.

To schedule an Appointment 45 days in the future, create a new Appointment and replace the current
date with 45d. When you press [Tab], the date 45 days in the future is automatically entered.

Appointment Insert Format Text R aviewr
H ﬁ" x j-:alen-.'lal' ﬁ =0 %3 ﬁ
a 4 Show As:
J = Forward - ==l =
Save & Delete i Appaointment| Scheduling Invite & Reminder
Clase LE Onetlate Assistant | Attendees
Actions Show Attencees
Subject:
Lacation:
Start time: 45cl| I - 11:30 AM - |:| All day event
End time: Wed 2/15/2012 1200 PM -

Tip:  When referring to years use y, for months use mo, for weeks use w and for days use d.
Tip:  To find a date 90 days after August 30, type 8/30 + 90d and press [Tab].

Natural language shortcuts allow even more power when searching for a past or future date. Some of
the basic keywords that Outlook understands are:

o day e Dbefore e ago

o week e next e today

e month o after e yesterday
e year o Jast e tomorrow
e now e this

Outlook also understands the days of the week (Monday, Tuesday, etc) and many holidays that are
fixed on specific days such as:

e New Year's Day e Saint Patrick's Day e Christmas Eve

e Valentine's Day e Independence Day e Christmas

e Washington's e Halloween e New Year's Eve
Birthday
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For example, if you create a new Appointment and replace the current date in the Start time field with
90 days after tomorrow and press [Tab], the date 90 days after tomorrow’s date is entered into the

Start time field.

Appaointment Insert Farmat Text Review
Calencdar o T "?2
x j = - o B E Show As:
T S Hhe=
o Forward - ; . | chredut :
Save & Delete N Appaintment|Scheduling nyite A Reminder
Clase '.;E Onehlote Assistant | Attendees *
Adctions Show Attendees
Subject:
Lacation:
Start time: a0 clays after t-:m-:urr-:uvd I " 11:30 AR " D All clay event
End time: Wed 2/15/2012 - 12:00 PM -

Finally, let’s say we need to navigate to the date 2 weeks before Valentine's Day. This time, we’ll press
[Ctrl]+[G] and type in 2 weeks before Valentine's Day, as shown below.

' 55

Diate: eks before Valentine's Day”E‘

-

Show in: IDaw;.-' Calendar - I

[ Ok ] I Cancel I

When we press [Tab] the date representing 2 weeks before Valentine’s Day (January 31) is
automatically inserted into the Date field, as shown below.

Date:  Tue 1/31/2012 =
Show in; IDay Calendar v]

[ Ok ]I Cancel I

Tip:  Outlook also allows you to quickly enter time into a time field. You can omit the colon, spaces,
and even the AM or PM and Outlook will know what time you mean. For example, type 830a
into a time field and Outlook knows you mean 8:30 AM. Type 235p and Outlook knows you

want 2:35 PM.
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Mapping a Contact

You can map out any address in your Contacts folder. To map the address of a contact, double-click
the contact to open that contact's information. On the Contact tab of the Ribbon, click the General
button, if necessary. To the right of the Addresses field, click the Map It button, shown below.

8| (= * ¥ |7 Mark Rogers - Contact o E R

File Contact Insert Format Text Review & e
x %Save&New ~ |82 General | 34 Certificates -‘;.]E-mail [-1F] %‘Jn] QI:) { E Categorize =
ﬁ . = =| p <

&% Forward - &4 Details B ANFieds | T Meeting % ¥ Follow Up -
Save & Delete o Address Check | Business Picture . Zoom
Close @ Onelote 87 Activities %Mme v Book Mames Card - (&) Private
Actions Show Communicate MNames Options Tags Zoom
Full Name... Mark Rogers Mark Rogers
. Zenon Corp.
Company: Zenon Corp. Sales Manager
Job title: Sales Manager
o (310 555-1234 Wark
File as: Rogers, Mark - I.-" (310} 555-9999 Mobile
2 mrogers@zenoncorp.com
Internet 123 West Qlympic
&} E-mail... ~ || mrogers @zenoncorp.com Los Angeles, CA 90015
Display as: Mark Rogers (mrogers@zenoncorp.com)
Motes
Web page address: =
lix)

IM address:
Phone numbers

Business... e 310} 555-1234
Home... 7
Business Fax... ~
Maobile... =7 310} 555-8999
Addresses
Business... - 123 West Olympic )
Los Angeles, CA 90015 s
This is the mailing i
address Map It

When you click the Map It button, you are connected to the Internet and a map of the specified location
is displayed using Bing Maps search feature. Your map will look something like that shown below.

blﬂg 1123 West Olympic, Los Angeles, CA 90015%)
Maps
. ® 20 30 ‘ Road Aerial v k0’0 "I/) ©
123 W Olympic Blvd, Los ) g {.;b %J‘
v L S
Angeles, CA 90015-1615 - fe/k S @ %, 7 - K
(04 ¥ “s, & 3
Directions - Save - Send "::) Qb X h‘)‘: 5\- \’OE’Y
Notwhat you wanted? S {b KA o
= fab @
Explore user content 3
NEARBY g 5 & 11/9 S
- & @ % &
Restaurants = g 3§ 5 o By
Bars, Grills & Pubs = L"_;J o ¥ & 18 Jx
Malls & Shopping Centers = [66‘ &
More = w(" @ <(:9 > o
= s % L 0%
J Restaurant & Lounge é‘,ﬁ’ \j} = ?“?‘ o %
Reviews (104) « %, ¥ O
One entets J Restaurant & Lounge into a grand corridar, f?"é ‘g@q (}5‘
with the main dining area ling to the right and the 5 £
sprawling, 10,000-square-foot patio straight ahead. With a 5 &
rich .. " <,
) & &
4> b & @D.f L 04’ 4
e 4 R & 7 0’,0 _@H 6:9 <
o] . & U (7
8, & 54 €, P 2
(4 @ K & . L 500 fest €900 m
& @
= @ = [ 2 “ 3? @ 2010 Microsoft Corporation ©2010 NAVTEQ @ AND
_ - L2 © 2010 Microsoft | Privacy | Legal | Advertise | About our ads | Help | Tellus whal you think
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Contact Groups

A Contact Group is a collection of contacts, making it easy to send messages to a group of people or
invite a group of people to a meeting. For example, if you frequently send messages to all of the people
in your department, you can create a contact group called My Dept that contains the names of all
members of your department. A message sent to this contact group goes to all people in your
department. Recipients see their own names and the names of all other recipients on the To line of the
message, instead of seeing the name of the distribution list.

Contact groups that you create are stored in your Contacts folder and are available only to you, but you
can share them by copying and sending them to others. You can use contact groups in messages, task

requests, meeting requests, and other distribution lists. In addition, you can add and delete names in a

contact group, send it to others, and print it.

To create a personal contact group:
1. Inthe Navigation Pane, click on the Contacts button.

Items: 122 |

2. On the Home tab of the Ribbon, click the New Contact Group button.
In the Name box, type a name for this contact group.

On the Contact Group tab, click the Add Members button and select the location of the first name
to be added to the group.

= =9 |= My Dept - Contact Group = B =
Contact Group Insert Forgg (=] @
- ; : | [ il
| X | REIg ad
Save & Delete Forward  |Memberg@iotes Add il\Wleeting = Categorize Follow Private
Close Group Group~ Members - 2 Up~
Actions Shigw 9&1 From Outlook Contacts pmnicate Tags Zoom

g\J From Address Book
&14, Mew E-mail Contact

Mame: My Dept

L1 Name
ow in this view,
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5. Inthe Search: box, type the first few letters of the name of the person you wish to add to the
Contact Group.

6. Choose the name from the list and click the Members-> button.

7. Repeat steps 5 and 6 for the remaining members of the contact group that will be added from this
location.

8. When all names have been added, click the OK button.

9. If you wish to add names from another source, click the Add Members button and select the
location of the next name to be added to the group. Add the names as described in steps 5-8.

10. When you have added all of the members of the contact group, click the Save & Close button on
the Contact Group button on the Ribbon.

Tip:  You can also copy and paste a list of names from Excel or Word into the Members-> list of
the Select Members dialog box.

Select Members: Global Address List @

Search: (®)Name orly () Mare calumns Address Book

|rs | |Globa| Address List w | Advanced Find

| M Title Business Phone L

Copy user names from
Excel or Word and

I Mermbers - ] | 4-'— — paste here to avoid

- having to manually
look up the names
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Understand Contact Linking

All messages sent to or from one of your contacts are automatically linked to that contact. Meetings
organized by a contact or meetings where the contact was invited and tasks assigned to or by a contact
are also automatically linked to that contact . To see all linked messages and meetings, open the
contact in question and click the Activities button on the Contact tab of the Ribbon, as shown below.

8| &« v |= Mark Rogers - Contact o B R
: Contact Insert Format Text Review & @
l] i IY save & Mew - |82 General| 34 Certificates 123 E-mail ggﬁ @I 9;5 BE categorize -

% Forward = . Bl Ficlds % Meeting = © N ¥ Follow Up ~
Save & Delete Address Check | Business Picture
Close [N] anenote B3] Activities EMore~ | Book Names | Card - (&) Private
Actions Communicate MNames Options Tags

You can manually link other messages, calendar items and tasks to a contact. This feature is disabled
by default. To enable this feature:

1. Click File tab of the Ribbon.

2. Click Options.

3. Click the Contacts category on the left side of the window.
4

Zoom

On the right side of the window, in the Linking section, click Select Show contacts linked to
the current item to place a check mark in the box.

5. Click OK.
Once this feature has been enabled, you can manually link messages, task or calendar item to a contact

by opening that message, task or calendar item, clicking the Contacts button and selecting the desired
contact(s) in the Select Contacts dialog box.

Subject: InfoPath

Location: w
Start time: | Thu 2/2/2012 w1 1:00 PM L DAII day event
End time: |Thu 2/2/2012 W[ 4:00 PM b
£
re

¥ ] Calendar
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Creating Outlook Items from Other Outlook Items
Use the following tips to quickly create Outlook items from existing items.

e Quickly turn an e-mail message into a Calendar item by dragging it to the Calendar button in the
Navigation Pane, editing the Start time and End time as necessary and clicking Save & Close.

4 Favorites 3

L] Inbax
[=] sentTtems
(&) Deleted Items (2}

4 PCTRAINB@Allergan com
[ Inbax
LA Drafts
[} sentTtems
& Deleted tems (2

{all 'Infected
[ Ds5-Dashboard
fodl Infected

(@ Junk E-mail
(i3] Outbox

3 Project Info
[ Rss Fe
L@ Search Folders

82| contacts
& el E -

Items: 25 |

! 00| From
41l PCTRAINS
4 MOMNETMix
4 IR-SharePaint_admin@allergan.com

Subject
file
Fwel: Scan from a Hewlett-Packard Officejet =26364642

Your site "Mew Site’ has been archived

Search Inbax iCtrl+E}
Received Categories v

Thu 1/26/2012 ...

Thu 9/29/2011 ...

Fri 8/12/2011 3:...

FW: FirstDaoc enviranment far practicing - Request for User Accaunts

Mon 8/1/2011 ..

Chugh_Sukh
Chugh_sukh
0 Freeman_leri
3y Freeman_Jeni
0 Freeman_leri
0 Instructor_1

3y Freeman_Jeri
410 Freeman_leri

FW: Instructions for Uninstalling SmartScribe
Template

Link ta Site

SmartScribe Update - Apr 15

SmartScribe Update - Apr 15
Excel File

SharePoint Site Member Link

FW: Smart Scribe Training today at 1PV
Access Class Files

FW: Portal site Administration Guidelines

Files far Class

FW: FirstDoc environment for practicing - Request for User Accounts

Freeman_leri
Won §/1/2011 9:06 AM

PCTRAINZ; PCTRAING; PCTRAING; PCTRAING; PCTRAING; PCTRAING; PCTRAING; IR-TA_S

The url for the development system is: http://agapps166.irvine.allergan.com/firstdec2

sou login youwill want to s

ect the Repository: fddev

Tue 6/21/2011 ..
Tue 6/21/2011 ...
Tue 6/14/2011 ...
Mon 4/11/2011...
Tue 3/29/2011 ...
Mon 3/14/2011...
Wed 1/12/2011...
Wed 11/17/201..
Tue 10/5/2010 ...
Thu 8/18/2010 ...
Thu 7/29/2010 ...

Online with Microsoft Exchange | [ B3 100% (=) {} (+)

¢ Quickly add the Sender of a message to your Contacts by dragging the message to the Contacts
button in the Navigation Bar.

e Address an e-mail message to a contact by dragging that contact to the Mail button in the

Navigation Bar.

121 Contacts

8 sug
4 Other Contacts

%4,' Training - Contacts

] Mail

af Calendar

&=/ contacts
/= r.

Ttems: 32 |

Mike
Mike Allen

ABC Company
Senior Sales Analyst

1714) 555-1233 v
949) 555-12341
mallen@abe.c:

Beachamp, Alexendra
Alexendra Beachamp

Abeachamp@test.com

Clarkson, Deb

Deb Clarkson
Clarkson Realty
Owner

+1(502) 555-9985 Worl
+1{502) 555-3524

1200 South Main Street
Louisville, K 40208
HMarth Fast MDD 21901

Search Contacts iCtrl+Ej

Arnold, Henry

Henry Arnold
Happy Pet Acres

Berman, Melissa

Melissa Berman

Kline Tharoughbred Racetrack
Human Resources Manager
+1502) 555-1111 Worl
+1502) 555-9914 Mabile

111 Racing Blvd.

Louisville, KY 40202

Ellen

Coleman, Charles
Charles Coleman
+1 (606) 555-9522 ext. 36 Worl

800 Man-0-War Blvd,
Lexington, KY 40517

Al 123

< 8@

Gnline with Microsaft Exchange | [
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¢ Right-click a Contact and hover over Create to send an e-mail to that contact, schedule a
meeting with that contact, assign a task to that contact or create a journal entry for that contact.

<

4 My Contacts

121 Contacts

i S -y Allen, Mike
Right-click a contact Mike Allen | =2
and hover over the ABC Company |

. Seniar Sales Analy
Create option L

(714 -
949) 555-1234 M0
mallen@abe.com

R
u
Beachamp, Alexendra Ex Y
1
Alexendra Beag I

Abeachamp@test, X

Clarkson, Deb

Deb Clarkson
Clarkson Realty

Owner

+1(502) 555-9935 Warl
+1(502) 555-3824Home
deb@clarksanrealty.com
1200 South Main Street
Laouisville, KY 40205
Marth Fast MDD 21901

L~ Mail
ﬁ Calendar
&=| contacts
&kl 3 [E -

Items: 32 |

Lopy

Dick Print

Forward Contact ¥

Create

call | »

Categorize
Follow Up
Mave
aneflote

Delete

Search Cantacts {Ctrl+E) o
21 123
Arnold, Henry
ab
Henry Arnold =
Happy Pet Acres ]
Owner/Doctar
{606) 555-5663 Waorl ef
a
h
i

ssign Tash

aurnal Entry

Melissa Berman
Kline Tharoughbred Racetrack n
Human Resources Manager

ap
+1(502) 555-1111Warl i
+1 {502} 555-9314 Mabile fl
111 Racing Blvd. 0
Lowisville, K¥ 40202
Ellen
t
Caoleman, Charles (L
Charles Coleman w
+1 {#06) 555-9522 ext. 36 Warl !
500 Man-0-War Blvd,
Lexingtan, K¥ 40517 z
i@

-

Online with Micrasaft Exchange ||
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Miscellaneous Outlook Tips & Tricks

1. Quickly mark a message as read or unread by right-clicking the message in the message list and
selecting Mark as Read or Mark as Unread.

Falder View & @
i 3 _—§ Bl Meeting 23 Moveto: ? 3 To Manager [3Mover  [oUnread Read & Translate to Simplified Chinese  Find a Contact =
¢ ¢ o _‘}Ru\e: - u_ Categarize = _ﬁ'ﬁa slate to Traditional Chinese [l Address Bool
Reply Reply Forward B pjore - - _ T :
Al d N onetiote | ¥ Follow Up » | 5 Chines 7
Responed Quick Steps Maove Chines rsion Fine
Search Inbax [Ctri+Ej yol
! 03 | @) From Subject Received Categories i =
.~ I PCTRAINS file Thu 1/26/2012 ...
.~ MONETNix Fwel: Scan fram a Hewlett-Packard Officejet #26864642 Thu 9/29/2011 ...
.~ IR-SharePoint_admin@allergan.com Your site ‘Mew Site’ has been archived Fri 8/12/2011 3.,
] Fresman_ler FW: FirstDoc environment for practicing - Request for User Accounts Mon 8/1/2011 ...
.~ I Fresman_leri Fw: Instructions for Uninstalling SmartScribe Tue6/21/2011 ...
.4 ) Fresman_leri Template Tue 6/21/2011 ...
4 Instructer_1 Link to Site Tue 6/14/2011 ...
i [ Chugh_Sukh Smarts¢ 1 Copy Man 4/11/2011...
¥~ Chugh_Sukh Smartse tﬁ; el P Tue3/29/2011 ...
Quick Print
L Freeman_leri Excel Fi = Man 3/14/2011...
- . seman_ler ShareP: Fda Reply Wed 1/12/2011...
Right-click a o G e ITET
FW:Sm (58 Reply All 1PM Wed 11/17/201...
message and choose Access | 5 Fangard Tue 10/5/2010 ..
zeman_len Thu 81972010 ..,
Mark as Read or . Mark as Unvead .
seman_leri Thu 7/29/2010 .., -
Mark as Unread T Ll
can from a Hewlett-Packard Officejet % rujowup
TAOHET FMixc < MixhAOMNETUB@hotmail.com = By Find Related
Fri 8/30/2011 1:50 AM o
PCTRAINLL ; Duick Steps
5 Rules w
Attached document was scanned and sent A3 Move
to you usitg a Hewlett-Packard HP Officejet 104134 .
Sent by MONET A onetlote
Images : 8
Attachment Type: ZIP [DOC] & aun
X Delete
Hewlett-Packeard Officeiet Location: achine location not set i~

2. Recall a message you have sent by opening that message in the Sent Items folder and clicking
the Actions button on the Message tab of the Ribbon. Select Recall This Message from the
drop-down menu. If the recipient has not yet opened the message, it will be removed from their
mailbox.

= | = + ¥ |5

IMessage
X =

FW: Custom Excel Class - Message (Rich Text)

“% [E¥Rules - 3 Mark Unread

]

2 Maoveto: ? o To Manager

_é:] b8 FaL Mesting

2l Team E-mail & Done B N| Onellote 5 Categorize -
%JLHN - Delete | Reply RillJII_-.- Farwarl 'ﬁi o _;‘i Reply & Delate 7 Create Mew = r-\-]-i.l.e ¥ Follow Up -
Delete Respond Quick Steps it [acca s
Fram: PCTRAIMNE
To: Shin_Regina
Subject: FW: Custam Excel Class j Qther Actions

3. Quickly test a hyperlink you have typed in a message before you send the message by holding
down the [Ctrl] key while you click the hyperlink.

4. Quickly create a Word document, Excel workbook or PowerPoint presentation from Outlook by
pressing [Ctrl]+[Shift]+[H].
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5. Customize the text displayed in Vote button drop-down menu of a message you are sending by
clicking Use Voting Buttons on the Options tab of the Ribbon and selecting Custom. Type
the items to be displayed on the drop-down in the Use voting buttons field, separating each
name with a semicolon, as shown below.

Settings Security

Figdl Importance: [f] 7] Change security settings For this message,
| f‘a' ?
Sensikivity: | Securiby Sekkings. .. |

Do not Auktodrchive this itemm
Yoting and Tracking options

¥| s voting buttons: I Project Complete; Project on Hold;Project in Progress| I E'

-

)
=

Request a delivery receipk For this message

Reguest a read receipk For this message

Delivery options

&, an Have replies sent bo: Select Mames. ..

Do not deliver before:  Mone 12:00 AM
Expires after: Mone 12:00 AM

| Save copy of sent message

Categories W |Nu:une |

Close

6. Quickly send a reminder or other message to the attendees of a meeting by opening the original
meeting request, clicking the Contact Attendees button on the Meeting Occurrence tab of the

Ribbon and selecting New E-mail to Attendees.

IMeeting Occurrence Insert Farmat Text Review
zzz] Calendar =D By ] i@ p ]
=] j atendar =] '==':'J %2}( , & S&H %jj ESI':-JW&:: W outafo., -

= Farward =

-Can-_:-el ] Oneh Appointment S-:h-e_-.'lulin-;| Tracking Contact  |Address Chedl I-‘t-e:|_:|-:nns—:- & Reminder: MNone -
Meeting =;| Onehote Assistant - Attendess =] Bool Tlames Options -

Options

Actions Show 2 Mew E-mail to Attendeas

& Ocours every 2 weeks on Tuesday effective 5/31/2005 from 9; =§  Reply to All with E-mail
Mo responses have been received for this meeting.

To.. Ereeman Jeri; Katz Tina
|
Send Subject: Budget Meeting
Update
I[eriEitz Location: Canference Room 3
Start time: Tue 2/14/2012 =830 AM - |:| All day svent
Eng time: Tue 2/14/2012 = [12:00 PM -
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7.

If you are sending a Meeting Request to a large group and don't want to receive responses to

this request, click the Response Options button on the Meeting Occurrence tab and select
Request Responses to disable this feature before sending the request.

File IMesting O

urren<e Insert Farmat Text Review
[ - - — =
4] calendar ==L 8¢ i) o
"-‘t j ’ ) = I_"I‘_') g‘}:s o | QSH &gﬂ ESI':-JWA:: W outofol -
by Farward = : -
Cancel Appointment| Scheduling Tracking Contact  Address Check |[Response| @ Remincer: Mane -
Meeating ;l Oneflote Assistant - Attendess = Book  Mames |(Optians =
Adtions Show Attencless v |J Request Respanses Kiptions

Ta,.
3 L]
Send Subjed:
Update

Location:

Start time:

Engl time:

Freeman Jeri; katz Tina

Bucget Meeting

Canference Room 3

Tue 2/14/2012
Tue 2/14/2012

© Occurs every 2 weeks on Tuescay effective 5/31,/2005 from 9:30 AM to 12:00 PIM
Mo responses have been received for this mesting.

Allow Mew Time Propasals

9:30 AM -

[T an day event
12:00 PM

8. The Outlook Calendar displays 30 minute time slots by default. To change the length of the
time slots in the Calendar, right-click the Time Bar and select the desired option.

Right-click
the Time Bar

ﬁ ?&

Mew Mew  Mew
Appointment Mesting Items =
Mewr

fj

Send / Receive

Today N t

Faolder View

DEEEaE b W =

Day Weelk Maonth 5¢ h dule

e aa] -

Qpen < E- mm

Calendar

View Calendar

Go To Arrange IManage €

alendars

4 February 2012
SuMo TuWe Th Fr 3a

1[2] 3 4
5 6 7 & 910 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
% 27 28 29

4 [¥] my Calendars
[¥] calendar
4 D Shared Calendars

[T nstructar_1

AD Other Calendars
D Student & - Calendar

4

D RS-IR-COMF-PC Training Room_]1

- .
) Jea| Mew R 1 Appaintment
] Training - Calendar 12 N B
aw
MNew Group
O . [y R | [lesting
1
60 Minutes - Least Space for Details
v 30 Minutes
5 EL
15 Minutes
10 Minutes
£ Minutes
5 Minutes - Maost Space for Details
4
Change Time Zone...
g &
Lgg  Miew Settings..
£ 00

<

4

»  February 02, 2012

2

New Appointment

Mew All Day Event

Flew Meeting Reguest

25



EDUCATI ON Outlook 2010 Tips & Tricks

9. Add a second time zone to your Calendar by right-clicking the Time Bar and selecting Change
Time Zone. Complete the Time zones options as desired and click OK.

General Change the permissions for viewing Free/Busy information: Free/Busy Options.., 1

Mail [] Enable an alternate calendar
_ English
Calendar
When sending meeting requests outside of your arganization, use the iCalendar format
Contacts . . . - .
|:| Show bell icon on the calendar for appointments and meetings with reminders
Tasks

Display options
Mates and Jaurnal

-9 Default calendar calar:
Search _\)

|:| Use this color an all calendars

Mabile Date Mavigator font:

Language & pt. Segoe LI
Advanced Show Click to Add prompts in calendar
|:| Show week numbers in the month view and in the Date Mavigator

Customize Ribbon [7] When in Schedule View, shaw free appointments
Quick Access Toolbar ﬂth:_umatl cally switch fr am vertical layout to schedule view when the number 5 = calendar folders
of displayed calendars is greater than or equal to:
Aclel-Ins Automatically switch from schedule view to vertical layout when the 1 = calendar folderisi
number of displayed calendars is fewer than or equal to: =l - - =
Trust Center 3
Time zones
b Label: Pacific
Timezone: | (UTC-05:00) Pacific Time {US & Canada) EI
Show a secongd time zone
Label: Eastern
Time zone: | {UTC-05:00) Eastern Time {US & Canada) Iz‘
Swap Time Zones

Scheduling assistant

Ok ][ Cancel ]

10. Quickly create a contact with the same company name and address as an existing contact by
selecting the existing contact, clicking the New Items button on the Home tab of the Ribbbon
and selecting Contact from the Same Company.

@ %9 |- Contacts - PCTH

File | Home Send / Receive Falder View
82 8 B X BEE

u;

9 | & <

Mew Mew Contact| Mew | Delete | E-mail Meeting Maore Business ... Card Phone List
Contact  Group  |Items ~ '
Mew 54 E-mail Message Current View
4 Wy Contacts :ﬁ Appaintment
141 Contacts ﬁ IMeeting
8 Suggested Co 85 contact Arnald, Henry
4 Other Contacts X
- i & Tosh n Henry Amold
B3] Training - ol - ; ny Happy Pet Acres
= o+ G Analyst Owner/Doctor
(606) 555-5663 War

ntact from the Same Company

34'Warl LISAY
ore [tems k34 Mahile {608) 555-

rrrerrearerl. COM Brenda He
harnold@

6522 Mabile
e
happypet.com
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11. Have Outlook automatically spell check all of your outgoing messages by selecting Options
from the File tab. In the Mail category, click the Always check spelling before sending check
box to enable that feature.

CH ==

General - it
- Change the seffings for messages you create and receve

Mail

Calendar Compose messages

Contacts jrj Change the editing settings for messages. Editor Options... i
Tasks Composemessages in this format: | HTML El

Motes and Journal

cer ABCAY [T Always check spelling befare sending Spelling and Autacarrect..,
earch
lgnare anginal messade textin reply or arward
Mabile
Language /a Create or modify signatures for messages, Signatures...

Advanced

Customize Ribbon _,‘-G?‘ Use stationery to change default fonts and styles, calars, and backgrounds. Stationery and Fonts...
-

Quick Access Toolbar
Outlook panes
Add-Ins
—| Customize how items are marked as read when using the Reading Pane, -
Trust Center = Reading Fane...

Message amival

f"j; When new messages arrve;

| Play a sound
Briefly change the mouse pointer
Show an envelopeicon in the taskbar

Display a Desktop Alert Deskiop Alert Settings...

D Enable preview for Rights Protected messages (May impact performancel

Conversation Clean Up

% Cleaned-up items will go to this falder: Browse... =

15. If you have customized the view of your Inbox, Calendar or any other folder, you can save this
customized view for reuse by clicking the ChangeView button on the View tab of the Ribbon and
selecting Save Current View As a New View. Type a name for the view and click OK. The
newly named view will now appear on the drop-down list whenever you navigate to this folder.

(= |=
- ent [tems -
0] =5 Sent It PQ
I File Home Send / Receive Faolder Wiew
(= = = =y Y mE _ i
":;& o @ [ show as Conversations =4 Date b From S To HE Catggories
IL;-fm”gE:s Yiew Ra= A\ d Flag: Start Date A\ d Flag: Due Date [ Size _j Subject =
i=w ~ | Settings
= Arrangement
By Sender By Convers.. MessageT. IMeassages
—
= = Subject
1 j = =
SentTo (C.. | Unread Me.. Compact Single b
=| n_Jeri Golf with Lisa
SR || A
Preview Sent To
I_Puiwah SAP Access
Save Current View As a Mew View sidee@allergan.com FW: excel spreadsheet lessons
- eldee@allergan.com excel spreadsheet lessons
= iNA FW: Custom Excel Class
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Useful Outlook Keyboard Shortcuts

Press this key combination To accomplish this task

[Alt]+[F1] Cycle the Navigation Pane on, minimized and off

[Ctrl]+[Shift]+[M] Create a new mail message

[Ctrl]+[Shift]+[C] Create a new contact

[Ctrl]+[1] Switch to Mail view

[Ctrl]+[2] Switch to Calendar view

[Ctrl]+[3] Switch to Contacts view

[Ctrl]+[4] Switch to Tasks view

[Ctrl]+[5] Switch to Notes view

[Ctrl]+[R] Reply to the sender of the current mail message

[Ctrl]+[Shift]+[R] Reply to the sender and all recipients of the current mail message

[Ctrl]+[F] Forward the current mail message

[Ctrl]+[D] Delete the current mail message

[Shift]+[Click] Select all messages between the currently selected message and
the one on which you [Shift]+[Click]

[Ctrl]+[Click] Select the message(s) on which you [Ctrl]+[Click], in addition to
any other selected messages

[Ctrl]+[A] Select all items in a folder

[Alt]+][S] _Send the current message or save the current contact, calendar
item, etc.

[CtrI]+[Shift]+[1] Switch to the Inbox
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