A GUIDE TO
MICROSOFT OFFICE*

OUTLOOK

Karen Spear Ellinwood, PhD, JD, EdS

Director, Instructional Development
UA College of Medicine
Assistant Professor, Obstetrics & Gynecology




.
Learning Objectives

By the close of this workshop, participants will know or be able to do the
following:

- MAIL @
- Create and manage folders '\
- Create & manage rules and filters for emails
- SEARCH Q
- Use advanced search functions
- TASKS
- Create task lists & reminders
- Manage contacts, create and edit groups
- JOURNAL
- Track productivity




Features to Practice

By the close of this workshop, participants will know or be able to do the following:

&) . MAIL

A - Create a new folder intended to contain all the email on a specific project (or whatever category you'd like
to create)

+ Create a RULE to send incoming emails to that folder
« TEST the rule (Apply it to your inbox or have someone send a test email)
+ SEARCH

+ Use advanced search functions to locate emails that...
contain certain text in the Subject Heading
Are TO/FROM specific emails or names

Would have been sent/received by particular dates, date range
TASKS

- Create a task with a reminder

» Create a group of contacts for a project you’re working on, by office group of employees or physicians,
coordinators etc. who are collaborating on a particular project

JOURNAL
« Open the JOURNAL in Outlook

- If Journal was already ON, review for documents attached to the timeline. Open Journal entries and
review the type of information recorded there.

« If Journal was not turned on, turn it on. Create a couple of new blank documents and save them by
dummy names. Return to the journal and see the type of information recorded in the entries for those
files.

- Tracking time - Create a new journal entry for a supposed conversation, etc.



MAIL

Folders, Rules & Filters



Create and Manage Folders V@ |
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Open in MNew Window
Mew Folder...

Eename Folder
Copy Folder
Move Folder

Delete Folder

Mark All as Read

Delete Al
Show in Favorites
Properties...

Convert "0-CME" to Adobe PDF
Append 0-CME™ to Adobe PDE

A 1 GATI _RacMavFnrm

- Right click anywhere on
the folder name

- If you have no
specialized folders yet,
right click on the Inbox

- Select New Folder from
the pop-up window
- YOU can use this menu

to rename, copy, move,
delete and create folders



Create and Manage Folders |

0-MAIL CHIMP Properties

General | Home Page | AutoArchive | Permissions Synd1runizaﬁan|

= |

0-MAIL CHIMP

Type: Folder containing Mail and Post Items
Location: Vkse @medadmin.arizona. eduInbox

Description:

(@) Show number of unread items
(7 Show total number of iters

When posting to this folder, use: |IPM.Post IE‘

Folder Size... ] [ Clear Offline Items

>

—

- Select PROPERTIES
from the pop-up menu

- Manage settings for
iIndividual folders

- Change folder name

- Change settings, such
as, whether the
contents of this folder
will be archived or
deleted (emptied) and
how often



Create & Manage Rules to Filter Emails

Select an email that you would like to filter so it is sent directly
to a folder in your inbox. Click on “Rules” in menu bar.

e — =
W Adobe PDF

| |$ ‘ﬁ Meeting 15 Sent tems isp To Manager j T |m 5
N 2l Team E-mail & Done - L- =N | |

Forward “E_‘E‘LJ Mare =

., Move | Rules eMote | Unread/ Categ
=g Reply & Delete & Create New - - - Read ' u
Respond Quick Steps u S— Tai
£
Search COM Announcements (Ctrl+E) 0 AF
Arrange By: Date Mewest on top — an
5]
4 Today
______ .~ announce@ahscarizona.edu 11:01 AM
- laffrav B ljcca BN _SAnnninted Bleadical Diredtor of Arizona Telsemedicine Prooram
.4 announce@ahsc.arizona.edu &:06 AM

AHSC Announcements - Apr 27, 2015

.~ announce@ahscarizona.edu

7:03 AM




Select “Create Rule”

Move

v

v Read

Always Move Messages From: announce@ahsc.arizona.edu

% Create Rule...
23 Manage Rules & Alerts...

8:06 AM

7:03 AM =

( 4 . |/Nﬂ 2 ‘ Find a Contact ~
S VA Q-J L—, - Y 4} Address Book

Rules |OneNote Unread/ Categorize Follow

~

{

v Up~ Y Filter E-mail ~

A3 Apr 22, .

Create Rule

Create a rule based on the sender pssage
or recipients of this message to
always move mail to a specified
folder.

Trouble vi

\



Select HOW you want the email to be &)’
flltered

C reate Rule
When I get e-maii with all of the selecied conditions
| From announce @ahsc.arizona.edu
Qubject contains tAHSC Announcements - Apr 22, 2015 |n
|Sent to ‘me only v |
Do the following el
| Display in the New Item Alert window
| |Play a selected sound: | Windows Notify.wav | m [ " ] [ Browse... ]
| Move the item to folder: | 1-FID Series [ Select Folder. .. 1 i
OK [ Cancel ] [ Advanced Options... ]
\ y

1

I«



Select the folder to send emails that &U |
satisfy this rule @ |

Choose a folder or Create one by

clicking New

t Award - '
—| Rules and Alerts — JE
aty = 1
; Choose é f?Ider: F
S 4 L] Inbox (2) -~

3 0_IT Help Desk Tl
| 3 0-AMY WAER Eﬂ

> 1 0-MAIL CHIMP | Sammm) - 2

J 73 1-ACE | Tew—T
X 3 1-FID Series
u (3 1-FID SURVEYS

1 1-National Academies Press
B 1 1-RAE
4] 3 1-50S Series

(3 1-TEACHING SCHOLARS

3 1-TWT Series Y

£ ; '”,

3
)

Type the new folder name, Click
OK

g ‘ 2

Create New Folder

Folder contains: ]
Mail and Post Items v]

Select where to place the folder: ]

4 2 kse@medadmin.arizona.edu -~ ]
> L2 Inbox (2) ’
\

7| Drafts [5]
L;j Sent Items

(&) Deleted Items (527)
B ﬁ?] Calendar

8- Contacts

(1 Dropbox Admin
> S8 Journal [17046]

[FR hink E_Asil

| = e




Where to find your newly filtered emails

After that, all emails that come
In to your inbox from the email
designated, or with the subject
heading identified (or however
you filtered the email) will be
placed automatically into the
folder you created.

In the example on previous
slides, the emails from
announce@abhsc.arizona.edu
will be placed into a folder
called “AHSC
Announcements”.

Arrange By: Date

Mewest on top

4 Today

| -] announce@ahsc.arizona.edu

11:01 AM
Jeffrey R. Lisse, MD, Appointed Medical Director of Arizona Telemedicine Program

.~ announce@ahsc.arizona.edu g:06 AM
AHSC Announcements - Apr 27, 2015
L~ announce@ahsc.arizona.edu 703 AM

Grant Opportunity: AHSC Career Development Award

4 | ast Week

.~ announce@ahsc.arizona.edu Fri4/24

4 _onar

* You will not see these in your inbox.

* You will need to remember to check your
folders for email.

« When folders contain new emails the
name of the folder is in bold font and the

number of emails appears in parentheses

(usually in blue font).

—


mailto:announce@ahsc.arizona.edu

ADVANCED SEAR.

FUNCTIONS N

Email, Contacts, Tasks



Advanced
Search
Functions

- Can be used
with MS
Outlook

- Mall

- Tasks

- Contacts
- Calendar
- Journal

Mail

Calendar

Contacts

Tasks

Motes

Folder List

Shortcuts

Journal




Advanced Search functions

—— T—
Search Tools 'COMAnnouncements

Home Send /JReceive Folder View Developer Adobe PDF

- = ] :
| Current Folder| 2 [= B &8 his Week ~ W Flagged SO
| & | i Cs 2. P X B
f SentTo ~

Al Subfolders ¥ Important
All Mail From Subject Has Categorized Recent Search Close
Items ‘ﬁ All Outlook Items Attachments - b=d Unread dP More ~ Searches ~ Tools~  Search
Scope Refine Options Close
4 Favorites s
S Search COM Announcements (Ctri<E) P
U+ Inbox (2) -

[} Sent Items rr"-.rrange By: Date Newest on top =

« Select WHERE you want to search.

* The Search Tools Menu enables you to select CURRENT
folder

 ALL Subfolders, ALL Outlook Items, All Mall items

* It also enables you to search only for emails with
attachments or without; by date; to whom sent; whether it is
unread or read, whether you have previously flagged it as
Important or at all, by category and from whom you received
it!



Search by
Keyword

- Type the
keyword

- Click,
ENTER

. Search
results
highlight
keywords

Your searcheturned a large number of results. Narrow your search, or click here to view all results,

Arrange By: Date

4 Today

—4 announce@ahsc.arizona.edu
AHSC Announcements - Apr 27, 2015

=4 announce@ahsc.arizona.edu

Grant Opportunity: AHSC Career Development Award

4 Last Week
=4 announce@ahsc.arizona.edu

AHSC Announcements - Apr 24, 2015
=4 announce@ahsc.arizona.edu

AHSC Announcements - Apr 23, 2015
[~4 announce@ahsc.arizona.edu

AHSC Announcements - Apr 22, 2015
=4 announce@ahsc.arizona.edu

AHSC Announcements - Apr 21, 2015
[~4 announce@ahsc.arizona.edu

AHSC Announcements - Apr 20, 2015

Two Weeks Ago
Three Weeks Ago

4 Earlier this Month
=4 announce@ahsc.arizona.edu
AHSC Announcements - Apr 03, 2015
=4 announce@ahsc.arizona.edu
AHSC Announcements - Apr02, 2015
[~4 announce@ahsc.arizona.edu
Medicine Grand Rounds

-4 announce@ahsc.arizona.edu

A7 A

AZ Applicant Academy Application Opens April 1

Newest on top

8:06 AM

7:03 AM

Fri4/24

Thu 4/23

Wed 4/22

Tue 4/21

Mon 4/20

4/3/2015

4/2/2015

4/1/2015

4/1/2015

I



Sift through
Keyword
Results

Note that the
keyword could be
found anywhere in
the email, unless
you restrict the
search

In the example, the
keyword (AHSC)
appears in the
email address and
the subject line of
search results

AHSC subject:(keywords)

Your search returned a large number of results. Narrow your search, or click here to view all results,

[=YON Y
= -2

Al
K:oday

-4 announce@ahsc.arizona.edu
AHSC Announcements - Apr 27, 2015

=4 announce@ahsc.arizona.edu
Grant Opportunity: AHSC Career Development Award

4 |Last Week

=4 announce@ahsc.arizona.edu
AHSC Announcements - Apr 24, 2015
=4 announce@ahsc.arizona.edu
Announcements - Apr 23, 201
AHSC t pr 23, 2015

[—4 announce@ahsc.arizona.edu
AHSC Announcements - Apr 22, 2015

| Newest on top

~

8:06 AM

7:03 AM

Fri4/24

Thu 4/23

Wed 4/22




Access All Advanced Search Tools at once

_File. Home Send / Receive Folder View Developer Adobe PDF

'}n L3 Current Folder| ‘3 3 ;?j @ B EBThis Week - W Flagged
Y — |

L All Subfolders - &_j SentTo ~ ¥ Important

All Mail From Subject Has Categorized
ltems ' All Outlook tems Attachments - b=d Unread gP More ~
Scope Refine i
Search COM Announcements (Ctri<E) P f AF
3 7 ” | Arrange By: Date |Newestontop ¥ |~
1. Click “Search Tools x an

to access Advanced 5" Advanced Find T —

Search functions :
Look for: {Messages v] In: ‘,(,:AOM Announcements |

3 ler| |

2. The pop-up window | Messages ‘MoreChoiceslAdvanced l Find Now l
enables yOU FO _SeIeCt te Search for the word(s):
the folders within '

which to search and

Stop

(onsemn] ||

&7 (&

In: :subject field only

HOW to search (e.g., ||| L —Ffome ]| ] =
by recipient, sender, ||| L _sentto.. ]| =
keyword, etC.) 23 [ Where I am: ‘t-he onlf,' person on theTo line (-\ =
Time: .none 'IZIA:Anyﬁme |
3. You may choose n 06

combinations of
search categories

.
3ilChimp | g




Journal
d
JOURNAL TOOLSET

Track Productivity, Search Office Files via MS Outlook
Advanced Search Features



T T ITRIL

Journal

How to Start the
Journal Function

- Go to the list of
folders at the
bottom left of your
Outlook window

- Click on the
upside down
triangle at lower
right of this region
of the window

« On the menu that
popsS up, click on
“Add or Remove
Buttons”

Folder List

(2] shortcuts

Items: 5,267

Unread: 1 |

I Three Weeks Ago

4 Earlier this Month

L announce@ahsc.arizona.edu
AHSC Announcements - Apr 03, 201

.~ announce@ahsc.arizona.edu
AHSC Announcements - Apr 02, 201

.~ announce@ahsc.arizona.edu
Medicine Grand Rounds

L~ announce@ahsc.arizona.edu
A7 Applicant Academy Application

4 Last Month

. 4 announce@ahscarizona.edu
Mo
7

ow Fewer Buttons

Mavigation Pane Options...

Add or Remove Buttons 4



Once you turn on the Journal...

- It will then appear in your
FOLDER list

- The Outlook Folder list is NOT
your EMAIL folder list; it appears
below your EMAIL folders.

Mail

Calendar

Contacts

Tasks

Motes

Folder List

Shortcuts

Journal




-
View Journal Entries as an Entry List

——

.ﬂl —j 1= ournal - kse@medadmin.arizona.edu - Microsoft Ou

Home 5end / Receive Folder View Developer Adobe PDF
/ |= | Find a Contact -
X @mlE = Q ]
1; % 1; % - _J = [EE} sddress Book

Journal  Mew Delete Ti\meline Entry List Phone Calls  Last7 Days |—| | Forward Move | Categorize
Entry Items~ i - -

Mew Delete Current View Actions Tags Find

> 3 FACULTY DEVELOPMENT e

> Ll GME Matters -

[ LCME Self-Study Ci |@| Entry Type Created Modified Subject

Ld Literature Links ] © Microsoft Word Thu 4/16/2015 6:13 ... Thu 4/16/2015 6:13 PM CA\Users\kse\Dropbox\l -CBL FID\O-V
L McAfee Anti-5pam (B © Microsoft Pow... Mon 12/16/2013 3:2... Mon 12/16/2013 3:20 AM C:\Users\kse\AppData\Local\Microsa
L REFLECTIVE Writing ] © Microsoft Word Mon 12/2/2013 §:37... Mon 12/2/2013 8:37 AM CA\Users\kse\Dropbox\ ADMIN\TCMS
L YouTube TED Talks [# 0 Microsoft Excel Fri 4/17/2015 11:42 ... Fri 4/17/2015 11:42 AM C\Users\kse\Dropbox\1-RAED-IRE F

* When you set up the Journal for the first time, Outlook will open a
dialogue box that asks you to select the programs or Outlook features
you would like to document in your journal (e.g., Microsoft Office Excel,
Appointments, etc.).

 These will be logged AUTOMATICALLY in your Journal.

 Then you may sort by any column, e.g., entry type (program or
manually created category), date created, date modified, subject, or
category




Journal

Entries as a Timeline

L ___I§
S bkl | pahhhEh | hhhkhhh
L3 = | | B —==m ; [EFTETR
I'T_"'“l 1. ' i I I 1 EEE \-) D:D:E
- == : EmE=a
o
lournal MNew | Delete | Today Day |Week Month Timeline Entry List  Phone Calls  Last 7 Days
Entry Items~
Mew Delete Arrangement u Current View
e = ==
o
r Developer Adobe PDF
, Find a Contact =
'
?; \R) % w [l Address Book
Timeline EntryList ~ Phone Calls  Last7 Days || | Forward Move :
Current View Actions Tags Find
£
April 2015 _
Mon & Tue7 Wed & Thu 2 Fri 10 Sati1l Suni2 Mon 13 Tue 14 Wed 15 Thu 18 Fril7 Sat18 sun19
=l Entry Type: Microsoft Excel

@‘_] ChlUsersikset\Dropbox1-CBI_FIDND-WGEAN2015\0-ThinkShare_Class-201642016_ThaoughtT...

@ ChUserstkse\Dropboxi1-CEL FIDWD-WGEA\2015\Data_AnalysisiActivity_Analysis_Class...

@_] Ch\Users\kse\Dropbox\1-CEL_FIDVD-WGEA\2015\Data_Analysis\Data_Set-up_Kse.xlsx

@_] ChUsersikse\Dropbos\l-CBL_FIDVD-WGEAN2014_WGEA\2014_TS_data_Class2016\Individua...
@_] ChUsers\kse\Documents'2-FID_CBIWGEAN20LS_WGEA\Copy of Class of 2016 - Tucson.x.,
@_] Ch\Users\kse\Dropbox\1-CEL_FIDV)-WGE&\2015\Copy of Class of 2016 - Tucson.xlsx

@ Ch\Users\kse\Dropb ox\1-CBI_FIDND-WGEAN2015\Data_Analysis\Data_Set-up_Kse.xlsx @ ChlUsers\kse\Dropbox1-RAE\D-IRE_RESEARCH\Data Analysis\R2

@ ChUsers\kse\Dropbox\1-CBL_FIDW)-WGEA\2015\Data_Analysis\Data_Analysis_Kse.xlsx @ ChlUsersikse'\Dropbox\1-RAEVD-IRE_RESEARCH\Data Analysis\R.

I_-)ﬁ_] ChUsersikse\Dropbox\1-CBI_FIDWI-WGEA\201 52016 -data. csv I;)ﬂ_] ChUsers\kse\AppDataiLocal\Microsoft\Windows\Temporary Internet Files\Content. Ou...

'?_] ChUsersi\kse\Dropbox\1-CBI_FIDWI-WGEA\201 54,2016 -data.xlsx '?_] ChUsers\kse\Documents'2-FID_CBIWGEAN20LS WGEA\Copy of Class2016_DataAnalysis2_...

@_] ChUsers\kse\Dropboxl -CBL_FIDND-WGEA 201512016 -data. bt @ ChUsers\kse\Dropbox\l -CBI_FIDVD-WGEA 201 5\ Copy of Class2016_DataAnalysis2_kse.x..
@‘_] ChUsersikse\Dropbox\1-CBI_FIDW0-WGEAN\2015\Data_Analysis\CrossTab-Data. csv @_] ChUsersikse\Dropbox\1-RAEVD-IRE_RESEARCH\RAE_Orientation_PE_Participants.xlsx

@_] ChUsersikse\Dropbox\1-CBL_FIDVD-WGEAN201 5\ Data_Analysis\CrossTab-Data. sy @_] ChUsers\kse\Dropbox\1-RAE\D-IRE_RESEARCH\RAE_Orientatic

Select Timeline view and then choose time period (day, week or month)




Journal Entries
may be sorted
by...
Il@arch 2015>
- Date
Sa28 Sul Mo2 Tu3 Wed4 Th5 Fré Sa7 5
- MS Office | I L— T~ | | | |
Program = E”WTF”EW
&
- Manually 2
created
entries
(e.g., phone
calls)




Filter by
Microsoft Office
Program

- Excel

- PowerPoint

« ViISIO

- Word

- Example —
Journal shows
only PowerPoint
files when you

select Microsoft
PowerPoint

Minirnize the Mavigation F'ane|

015 _ March 2015 _

Mo2 TuZ Wed ThS Fré

7 5328 S5ul
| | | | | | |

5ad ISI.IS Mo9 Tuld Well Thl2 Frl13 3a
I I I I I I

+| Entry Type: Microsoft Excel

=l Entry Type: Microsoft PowerPoint

|:];—_|_’| |f)ﬁ|_’|
|:];—_|_’| I:?_l_’l




Search  advanced search tools are available with the
Journal Journal as they are with other aspects of the MS
Entries Outlook program

Just start typing in the search Journal text box
(upper right of window), OR...

w Adobe POF
; [FHRET Find a Contact -

| L = \{Q gesst ,

« = ' O i (G Address Book
1 Timeline Entry List Phone Calls  Last7 Days |- | | "orward Ve -dtegarze

Current View Actions Tags Find
<
Search Journal [Ctrl+E)
April 2015 May
w

Mo 13 Tuld Wel5Thile Frl17 5als ISI_I 19 Mo 20 Tudl We22Th23 Fr24 5a25 ISLI 20 Mo27 Tu2d We29Th30 Fr1 5
I I I I I I I I I I I I | 1 I I I I

+| Entry Type: Microsoft Excel

+] Entry Type: Microsoft PowerPoint
+| Entry Type: Microsoft Word

+| Entry Type: Phone call



Search Journal Entries

g;’gl = o] "—

File. _] Home Send / Receive Folder View Adobe PDF |  Search
- b, ] p— - N .
1 L Current Folder E,,; v d w_r_rrzq m\?] I% @ xR 1__4
RE | ) = y/ ‘ ; P\
(& L All Subfolders i ‘ w N
All Journal Categorized Modified Start End  More Receny Search [ Close
ltems 12 All Outiook Items - - Date~ Date~ - Searches\* Tools ~ / Search
Scope Refine OptiNas Close
N

- Click the Search Tools tab on the MS Outlook Menu that runs
along the top of the program window and then select the
advanced search tools you want



e
Manually Create Journal Entries to Track Time

=9 ournal - kse@medadmin.ar
Home Send / Receive Folder View Adobe PDF

2 X = <

Timeline Entry List | Phone Calls

Find a Contact ~
G Address Book

Last7 Days ||| Forward Move

Delete Current View Actions Tags Find

Format Text Review

5 & B

g L]

 Why would you want to

. Save B Forward Delete Start ause | Categorize Private | Address Check Zoom
Close i ; - Book MNames
d O th I S ? Actions Tags Mames Zoom
, L] L] ) :
If you're tracking the time | s
Entry type: Phone call * | Company:
you spend on a task that Sattme Monazis -z - ouston [omnctes -

IS NOT automatically
tracked by MS Outlook.

« Example: Tracking time
spent on grant funded
projects




Manually Create Journal Entries to

Home Send / Receive Folder View Adobe PDF

e f‘ | e ) =
journal New | De Timeline Entry List |\Phone Calls |/Last 7 Days
Entry Items~ =
New Delete Current View

rack Time

Find a Contact ~
[} Address Book

- You can select a journal
entry type (above) when
creating a new entry.

- Or, select from types of
tasks not shown in the
Current View on the
menu toolbar -2

Untitled - lournal En

Format Text

m ':} x “‘[5 Wil 5 fé

Save & Forward Delete

Strt Pause Categorize Private




Manually Create Other Journal Views

Journal
Entry Items~

Mew Delete

Mew Delete

¥ T_'HI
s

Timeline

R

Entry List

Current View

Phone Calls

me -
Emmmm

Last 7 Days

Draft Docu., = I

i _— d View Settings: Draft Documents E5
Manage All Views £ Create a Mew View &3 Description
Views for folder “Journal™: Name of new view: x Hadmeds S giine Stbiea St e S
View Name Can Be Used On View Type New... ' None
<Current view settings = All Journal folders Tahle Draft Documents e )
Timeli All Journal folders Timeline Copy — ——
imeline .
Type of view: - ==
Entry List Al Journal folders Table - [ Fe..  ]or
Phone Calls All Journal folders Table rd"flf Other Settings... Fonts and other Table View settings
Timeline
Last 7 Days All Journal folders Table — Card S —
— Business Card Specify the display formats for each field
ese
Day/Week/Month
Icﬂylllﬂ Reset Current View
Description Filter L)
Fields: Icon, Attachment, Entry Type, Subject, Start, Duration, Contact, Journal Entries | More Choices | Advanced [squ |
Find items that match these criteria:
Group By: Mone Can bE USEd on <Add criteria from below to this list>
Sort: Start (descending) () This folder, visible to everyone
Filter: Journal Entries: Advanced L= This Fﬂlderf visible nnly to me efine more criteria: —
"?' &ll Journal folders Field w Condition: value:
[ only show views created for this folder Keywords contains |=] |oraFT
[ OK ] [ Cancel ] [ Add to st ]
OK ] [ Cancel ] [ Clear all ]
-
D)= =
y . .
File Home S5end / Receive Folder View Adobe PDF
|:| =y [FYTEEE




When you're done with the phone conference or other event. ..

Click Pause Timer

s & &

ause |JCategorize Private | Address Check Zoom

Book Mames
Tags Mames

X

-------

Planning for next meeting

| Company: Deparmtent XYV

Add Information to the Journal Entry

- When you're done with the
event, click “Pause Timer”

- Make any additional notes
you need to, then click “Save
& Close”

- The Journal will reflect your
phone call O.

\r{) ﬂ —= = G Address Book
Phone Calls | Last7 Days | —| | Forward Move | Categorize
nt View Actions Tags Find
4
~ Search Journal [Ctrl+E) pe
[ il subject Start Duration Contact Categories

i;* Program Director

Mon 4/27/2015 12:20 PM 3 minutes [] Video Confere... |




TASKS

Create and manage task lists; Create reminders; View
by categories



Task Lists & Reminders

- Create tasks and reminders from emails
- Create tasks and reminders separately
- Categorize tasks by importance, category or date

- View by priority of importance (low, normal, high),
date (most recent, oldest) and category.



View by
Categories

- Categories
for tasks will
be shown in
the Task
List

- View by
category,
date,
priority

- Create new
categories

1 1l Task Subject Created Categories
Click here to add a new Task

Priority: Low (2 items)

3 Categories: (none) (2 items)

]]'_-f' Mad/Ed ablaw: hafora MoaSAaa0dd 342 o

| & 5085 guide for axcal bacics and pivat tabla Mon 5402014 311 DR

Priority: Mormal (2211 items)

Priarity: High (79 items)

+ (ategories: (none) 54 items)

s [ categories: CBI (2 items)

= [

] J.—" D:_-i::r.‘l._ Il WIZ -] "._rl__--'i:i dr _i| ;: D ,:_B{

s [0 Categories: FID (L item)

| & [t

s [ Categories: FID Series (4 items)

]F’ SEMD out AHSC MEMO for AMESUOMCE caminarand DF—{-E—_C-:-H%

]]'_"' Craate al k of Teaching S aF with | s for g ! ig

| & APAESLOMISE FID o

5“;' Live Wk Compete g Ot ast ; +ia

s 0 Categories: LCME 3 items)

]J;’ ::n-l:n:_:l-_H':n-_-i I il :I ir : + I'_*_:-- I -]"-]'T‘--"n_]"s]sp;; . ’F E

| @ Epmeaos Thu126/2012.5:00 2 W e

| f RECOMICHEFAO4/EA 1L ThuL2/6/2012 508 PM B cuE

i [ Categories: OMSE (L item)

1 REMIMOER: Chiaf Practar Information for Wab BEzcad Eyamination Admin 10 ANEQET n 52009013 Q:3F DR 0 omse

s 0 Categories: Teaching Scholars Program (4 items)

| = Setmaating with Rick Friedman—PE ]

]J‘—" SErIF ||}'I—l_’r|,ErI’-f |-'?|,ES’-PI_E:- ir rand |-l-_—l i .

| & Craata abhook of Teaching Scholars mwith laarning objectivacfora it ERiEA7001310:38 Ap ]

| & Ta hel Bl ! ]




CONTACTS

Create and manage contacts; Groups



Manage Contacts

- Categorize contacts
- Create contact groups



Categorize Contacts

 These are the choices on the Contacts Menu in Microsoft Office
Outlook.
 Select a VIEW, such as “Business cards” or “List”.
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Categorize Contacts
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For example, “Oscar Legrouche” .
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N 4
Create new category Select or Create a
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Now The Contact Reflects The New Category
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Create Contact Groups
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contacts

SUGGESTED CONTACTS give you
access to emails on the firm’s server.




e
How Contact Groups Work

erkship Coordinators

Clerkship Coordinators
Group

- A business card or other A S
entry will appear in your
contacts with the name of
the group

« To view the members of the o G G [
group, double click on the
contact card

- Send emails to the entire
group by clicking on E-mail
or Set up a meeting for the
group by clicking on
Meeting.

(Names & Emails
would be listed here)
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How To Use Group Contacts

If you want to send to only part of

the group...
T\T A EERS R b e | - Click the + sign to the left of the
I — name of the group (left, middle
AN s image).

- You will see the “Expand List”
dialogue box (bottom left image).

- The individual emails for each
member will appear in the TO entry
box, instead of the group name.

Expand Lis e Emails will be sent to each
| DEeEmeoEme member individually. Or, you may
- villnotbe abie to collpse it again. remove members who should not
Lo ey be receiving this particular email.
| ok || coneel




WHAT'S DIFFERENT
ABOUT

Outlook 2013



Manage
Multiple Account
ACCOuntS User Information Product Information
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Toggle
Filter

Transparent
filter to toggle
between ALL
email in the
Inbox or other
folder and
unopened
emails.
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Classic View has all of the 2010 tools
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Inbaox - Outlook Data File - Microsoft Outlook Preview ?
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HOME Menu
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https://support.office.com/en-us/article/What-s-new-in-Outlook-2013-325ffe56-7b07-4ee7-8e64-b38bbbe4731c?CTT=1&CorrelationId=bad3f629-20a9-49a9-8d8c-16936a7e1a28&ui=en-US&rs=en-US&ad=US

THANK YOUI!

Aaren



