LEAE

Quick Reference: Communication & Organization

(O8] [o o] Q1Y =11 0 T4 A g To (o PR 3
OUtloOK TOOIS @NA TEIMS ....ceiiiiiieiieeeeee ettt e et ee e e e e eeeeeaeaeesensesssennnnnnes 4
QUICK ACCESS TOOIDAI........ et e e e e e e ettt e e e e e e e e e s eeeeeaeeeeeannes 5

Customizing QUICK ACCESS TOOIDAI.........ooiiiiiiiiii s 5
Add a Button to the Quick ACCesS TOOIDAr..........cooiiiiiiii e 5
[ o] o o] o T 6
Sorting Column in the Folder Content List ...........c.ooooiiiiiiiii e, 6

Working with Email ... 6
Reading With E-Mail..........ooooi e 6
SENAING E-Mall ... e 7
Replying to an E-Mail ... 9
Forwarding an E-Mail .............oiiiiiiiiii e e 9
Checking Sent IHEMS ... ..ottt 9
ReSeNdING E-Malil ..ot e e e e e e aanaaa 10
Recalling an E-Mail..........ooo oo 10
Deleting an E-Malil ........... i 11
L0 aTo [ =Y == o B 1 =1 o o O USSPRPSRPR 11
Recover Deleted ITEMS .......... e e e e e e et e e e e e e eeeeees 12

Working With AttaChMENTS.........oooiiiiiiiii e 13
Opening or Previewing Attachments............ooouiiiiii e, 13
SaviNg AttACNMENTS. .. ... ot 14
Attaching @ File t0 @n A-Malil...........uuiiiiiii 14

EMail OPLIONS ...ttt e e e e e e e e e e e e e e e aaaaaaan 15
VOUNG BULIONS ...t e e e e e e e e e e e e e e e e e e e e e e e e aaaeeas 15
RV 4510 I g o= o P 16

Read and Delivery RECEIPES .......uuuuiiiiiiiiiii e 17

T T Vo (= . LS 18

L =Yo] o1 1= A 0o o) = o2 £ PSS 19
Change the Contacts VIEW .........oooiiiiiiii e 19

USE the AAreSS BOOK ......ccoiiiiiiiiii et e e e e e e e e ettt e e e e e e e e e raraaaaeaeeeeas 21

o] [0 [T P 21
Create @ FOIET ...ttt e aaaeaaanaaaaaanrannnnnnn 22

(07 1 =1 oo F- T PP 22
Change the VIEW .......oooi ittt e e e e e e e e n e e e e e e e e e e annes 23

Personalizing and Organizing ..........ccoeiiiiiiiiii e e ettt e e e e e e et eeeaaaena 23
(0701 (o] gl 071 1Yo [o] 4 =1 TR SPRTR 23

R
Page | 1
\ f nolocy - _ - Revised 7/2022
Powered by LEARNINC Subject to Change depending on UMMC modified Business Processes

—==CENTRAL



| EAR ok

Quick Reference: Communication & Organization

Assign a Category 1o ANthem..........oouiiii e 23
e o1y U o RS SESPRR 24
Mark an Iltem for FOHOW Up ......oooiiii e 24
[ g 0] = 1 o SRS 25
Outlook Options (Default) ...........ooeviiiiii e e e 25
STl 111 0T [ @] o i{o] o TN U ERTTT PP 25
Create @ SIgNAtUIE .....cooiiiii e e e e e e e e e e e e e e e e 28
Creating an out of OffiCe REPIY.....cooiiiiiiieee e 29
ViIiEeW Three TiME ZONES .....ooiiiiiii ettt e e e e e e e e ee et e e e e e e e eeaannnaeeeeaeeeees 30
L@ T o7 = T (USSR 31
Create QUICK Parts. ... ..o et e e e e e e e e ann e 31
USE QUICK PAIS .....eeeiiiiiiiiiiieiieeee s 32
Change @ QUICK Part............uuuiiiiiiiiiiiiiii s 32
Delete QUICK PartS ......ooiiiiiiiieee s 33
R
\ f nolocy RevisedP;I/g;olz;
Powered by LEARNINC *Subject to Change depending on UMMC modified Business Processes

—==CENTRAL



Quick Reference: Communication & Organization

Outlook Main Window
Outlook 2019 has a Tell Me what you want to do... feature on the right of the Ribbon Bar.

":" Tell me what you want to do...

When the user types a word, options appear, and Get help is offered for what is typed. The
last 5 searches appear, also.

are a calendar

1 [75] Calendar

| Share This Folde

'
0 Get Help on "share a calendar”
1 ﬁ) Srnart Lockup on "share a cal...

View Help Acrobat Q Tell me what you want to do

L o T E—
E| 3|_|: @ h x D EiReply [ Move to: 7 3 > 25 New Group Search People ER Eé!_ ® [?_"v
= - EaReply All G~ | |3 To Manager - O Browse Groups 2 Address Book :
Mew MNew  Meet Schedule Delete Archive E7 Team Emal —  Move Tags Speech  Get Viva Reply with
Email ltems-  Now Meeting - &~ Sy Forward E~ | TeamEmail [~ - - Y Fitter Email - * Add-ins  Insights Meeting Poll
Mew Webex Delete Respond Quick Steps 5 Groups Find Add-ins FindTime -
i <
4 Favorites [ search current Mailbox 2 [ Current Mailbox - | | 2 Reply B2 Reply All 3 Forward G5IM
(s Focused Other v Tue 5/24/2022 1:14 PM Reading Pane
Sent Items CE
4
Deleted ltems 7 ﬁ s v
& To y
%27 AM ) Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some
L] T ——] pictures in this message. ~
I Inbox 1 =
et Get a brighter smile
Sent ltems
I Deleted items 7 | f 1 Univ ty Dent
202 AM
Archive rﬁ = .
Junk Email o — Tue 1:14PM . L
Qutbaox = %
Resources [']J
Tue :46 AM
RSS Subscriptions e
Search Folders
Man 5:16 PM
I Gi ] :
roups Switch to Mail,
Calendar, People. or
Tasks Q_
Mon 3:43 PM
@ Join Dr. Pla Chatterjee Kirk and leam how to get a dazzling smile.
EOE O g e | Mon 2:45 PM She'll tell you if teeth whitening will work for you, other ways to -
__________________________ hd briahten vour teeth. and how much vou can expect 1o pav.
Items: 147 Unread: 1 All folders are up to date.  Connected to: Microsoft Exchange _Fﬂ,DISp\ﬂy Settings I B -+ 10m

Inline replies allow the user to type directly in the Reading Pane using tools at the top of
the Reading panel:

| £ Reply @_ReplyAll Q_)Forwardl
Martha H. Johnson Test Account10
FW: Want whiter teeth? Don't miss this Brown Bag Lunch!
Marking for follow-up, deleting, or marking an e-mail as unread (using blue bar on left) can
be done within the message list.

Click the flag as a to-

Click to delete the tem do item. Click the
arrow for all options
e
i D SReply EL Move ta: 7 ¥ >
- R @Replyﬁ\ll QS' EE)To Manager
Delete Archive = ] — Move Tags
&~ Qforward B~ |ETeamEmail 3| T
Delete Respond Quick Steps [F}
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Filtering the message list to show only un-read messages is easily done by clicking the
down arrow at the top of your messages and selecting unread mail.

| Search Current Mailbox O | Current Mailbox v|

Focused Other
P - Filter
| v All Mail
i Unread Mail

Outlook Tools and Terms

RIBBON The Ribbon was first introduced in Outlook 2007 in only certain
windows. Now the Ribbon completely replaces the menu and toolbar.
As in other applications, the Ribbon contains different tabs. Each tab is
divided into groups with related commands

NAVIGATION Far left pane lists e-mail folders. If the pane

PANE is collapsed, click the > to expand and click —_—
the pin to pin the pane to the left. There 5 b Favorites
are pane switching buttons across the : Pi
bottom. The collapse button is at the right £ :Nm
of the active pane and looks like a less ] e
than sign:

FOLDER PANE Found at the bottom for switching to mail, calendar, people, or tasks:

R S ) R

READING PANE Shows the contents of the active e-mail message. E | B
You can reply, type, and send the reply in the Folder Reding [To-Do  People
reading pane. Click the View tab, and click Reading Pane~ Bar~ | Pane~
Pane in the Layout group to turn the reading pane Right ople Pane
on or off or move it from the right to the bottom. CrReply| [B Bottom  niag

off ) Te
ﬂ Options...

TO-DO BAR When the To-Do bar is turned on, it can show the IH -
Calendar, upcoming appointments, People, if selected, =
and tasks marked for Follow Up (default), and a Task B P
input section. Turn these options on or off by clicking the cisas |
View tab and To-Do Bar in the Layout group. ;eople

Tasks ;
Off

MAIL NA Displays the Inbox, personal folders, Sent Items, Deleted Items,
Outbox, Drafts, etc.

CALENDAR _ Displays the Date Navigator and personal O eeaEATTE [
and shared Calendar folders. There is now a pop- SUMOTUWETH R A | |
up window which appears when you point to el wsaidi
Calendar at the bottom that gives you a quick look it i a
at your schedule. There is no need to leave your 1617 18 19 20 21 2
inbox. sfs s v 55

3031 1 2 3 4 5

Today

You have nothing else scheduled today.

Tomorrow

00 AM MS OneNote - Johnson

DIS -7107 Training Room -
\ L/
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PEOPLE &% Displays your Contacts folder, the different views available, etc.
TASKS E;J Displays tasks in your To-Do Bar.
Nayigation Options...
NOTES Displays notes you have written.
Folders
[@) Shortcuts
RSS Really Simple Syndications. Use them to subscribe to data feeds from news
sources/blogs
PEOPLE PANE A feature that connects to social networking sites such as LinkedIn,
Facebook, SharePoint and can display more information about the sender of
a message.

Quick Access Toolbar

Outlook only has one toolbar—the Quick Access Toolbar, which can be customized to
add more buttons. Initially only the Send/Receive All Folders and Undo and Redo

buttons are displayed.
Customizing Quick Access Toolbar

Access commands quickly by adding them to the Quick Access Toolbar, which is a
part of the Microsoft Office Fluent user interface. You might want to add a button for

printing and other functions.

Add a Button to the Quick Access Toolbar
1. Right-click the button when you find it on the Ribbon.

1 Add to Quick Access Toolbar |

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Click Add to Quick Access Toolbar on the shortcut menu

Customize the toolbar by clicking the Customize button on the far right of the

wn

toolbar E and selecting command buttons from More Commands.

Customize Quick Access Toolbar
Print

B Save As

v Send/Receive All Folders

Update Folder

te Reply

Reply All
M Forward
m Delete
It v Undo

Empty Deleted Items
u Touch/Mouse Mode
Find a Contact

More Commands...

.,
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Ribbon

The Ribbon contains the File tab, which is called Backstage View, plus Home,
Send/Receive, Folder, and View tabs. A Developer tab can also be added, if needed.
Adobe PDF appears if Adobe Pro is installed. Each tab is divided into groups with the
name of the group in the middle, such as New, Delete, Respond, etc.

To minimize the Ribbon, double-click any tab or click the Minimize button on the right

side of the Ribbon. Repeat the steps to re-display the Ribbon. Press Alt to display short-
cut keys for Ribbon tabs.

Alt +H atss | a-0 AtV
Fije Home GIGED VIEY
=GR Y=
£ - — 2 Reply All
Mew  New Meet Schedule Delete Archive
Email ltems~ MNow Meeting~ 8@' &5 Forward
Mew Webex Delete Respond

Sorting Column in the Folder Content List
1. Click the folder containing the items to sort.

2. Click the View tab and in the Arrangement group, click the button by which to sort.
B Date oy From |l Reverse Sort

- | i Add Columns
Message &ID

n )
- BN Categories
Preview -

* | #= Expand/Collapse -

Arrangement

3. Or, when showing, click the name of the column to sort on (From, Subject,
Received, Size, Categories, etc.) in the heading above the list of all the items
received/sent from other users. Note: to show all the column headings widen the item

list by dragging the right edge to the right. A double- headed arrow should appear
when you point just past the scroll bar.

| Search Current Mailbox O | Current Mailbox v|

Focused Other

4 . Click again to sort in the opposite order or click Reverse Sort on the View tab in the
Arrangement group.

Tl Reverse Sort
=] Add Columns

+= Expand/Collapse ~

Working with Email
Reading with E-Mail

1. Click the Mail button in the navigation pane, and click the Inbox folder, if necessay.

Lines of the message preview in the folder contents window, or the entire message
can be read in the reading pane.

w,
Rt
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Page | 6
\’ TECHNOLOGY Revised 7/2022
LEARNINC

Powered by =L *Subject to Change depending on UMMC modified Business Processes



Quick Reference: Communication & Organization

2. Click the View tab and choose a view from the Change View button in the Current
View group to change the view.

() -]:.?- ™ | [ Show as Conversatic

Change View Reset
Wiew = Settings View

E =

Compact Single

[f= Conversation Settiny

Manage Views...
Save Current View Az a Mew View...

Apply Current View to Other Mail Folders...

3. Double-click the e-mail in the Folder Item List to open it in a separate window.

Unopened/unread mail has blue font for the sender, subject, and date, and has a blue

bar to the left in Compact view. Unopened/unread in Single view:
L Dy[@ | FROM SUBJECT RECENED ™ CATEGD... |V
4 Date: Today

Test Accountll

1 need an immediate response
Whan are you taking vacation? TALD «ends

Thu B4/ 216 2:06 P...

Opened/read:
Test Accountl? I
Test Accountl? Calendar 77572016
Test Accountl? Calendar TALZ@umc.edu Friday, July 15, 2016 — Thursday, July 21, 2016

Email window:

et x . + f & 3 TMem : Move TALE : Moveto Shared 23 Move TAID ‘. e TAH emails b GRaes Ty ==I |p % P Find Q
o e a3 Mowe TAT emals Mowe 1o Shared. 55 To Micuger i B oneticae i e [ Relsted 7
ot - - ove ik Categorize Follow  Tramlale cam
& Junk + | i i EhiMores |0 Teqm Email v Done 3 Reply & Delete ¥ Coeate New 3| [l T (e e e
Dielete Berpond Cpuabcke Steps " Moe Tagu - Eading Toom ~
Martha M. Jahnsan Test Aot 12 i
- Please read the attached document
Retenbion Poliy  UMBC - Mowe All 15 Drlefed Bem - FAX 33 day} Exp 4370!
A0 Thas it will expice in 29 days. To keap this ibem longar apply & dfferent Retestion Palicy. ]
= Ewcel 2018 Essentistid ]
n IMB

Tam,

Pease read this document and see if you see any needed changes.
Thank you,

Sending E-Mail
1. Click Mail and the Inbox.

2. Click the New E-mail button in the New group on the Home tab.

File Message Insert Options Format Text Review L7} want to do...
=3 X i v | =— a— Tl - " > -
Cut Calibri (Boc~ |11 ~| A” A7 IS - 1= - Ao |2/3) :.?‘E@ @ 0} ;E %’1 > Follow Up
ER Copy ! High Importance
Paste . B I U *.A- === z=3= Address Check Attach Attach Signature Attach File via
- Format Painter - T 7 Book Names Filer Iem- - Adobe Send & Track % LowImportance
Clipboard [F] Basic Text = Names Incude Adobe Send & Track Tags [F]
To.. | |
=1
Ce..
sera | L ] |
’l Subject
=) = et |
New New
Email |Items -
Mew
“.‘
& L)
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Outlook uses Microsoft Word as the e-mail editor by default, and its features
(AutoCorrect, AutoComplete, Spell Check, etc.) work in Outlook. HTML is the default,
but the message format can be changed on the Format Text tab.

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

e K ocut Aa HTML = i = [
i Calibrifi-[11 -|A A [Aa- f i=-i=-%E- EIEH Y | aapcenc| assboede AaBbCe Assbor AQB
3 Copy Aa Plain Text bl

Paste 2 | apr = = = == 1= e =
& & Format Painter | A@ Rich Text B I U abe x, X V- A Q i IﬂNnrmaI TNoSpac.. Headingl Heading2 Title -

Clipboard ] Format Font 1M Paragraph LM Styles

o

Plain Text e-mails can be viewed by anyone.

=4

HTML view allows anyone to view e-mails composed in HTML from other people or
Web based services. In HTML view, hyperlinks in the e-mail to go directly to the Web
site when clicked.

c. Rich Text allows formatting in the e-mail, but only Outlook or Exchange e-mails can
see it.

Click in the To... box (or use the Address Book to select names instead of typing)

A drop-down list of previously used e-mail addresses may appear as you begin typing.
You can select one of these by clicking it or press Esc to close the list. You can type an
e-mail address, too.

Click Cc... tofill in the Cc... box by entering the e-mail address of someone who is
receiving a copy of the e-mail.

Click Be... tofill in the Bcec... for an e-mail address of someone who is receiving a copy of
the e-mail, but whose name will be hidden from anyone else receiving the e-mail. If Be is
not showing, click the Options tab and click Bec. Bcc will continue to show on the ribbon.

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

n Caolors = & | ace 0 _ _ B G . ®
. A Fone- j = || = ) - [ "] Request a Delivery Receipt v g %

Them Bce | From  Permission  UseVating [ Request a Read Receipt Save Sent Delay  Direct
@ Effects ~ Color' - Buttons - Item To = Delivery Replies To

Themes Show Fields Permission Tracking [F] More Options [F]

1. Click Check Names in the Names group (or press Ctrl+K) to make sure the e-mail
addresses are valid and appear in the Address Book. Valid addresses will appear
underlined.

A )
| %
Address| Check
Book [MNames|

Mames

Type a Subject. The subject is the main idea and most important part of the e-mail.

Type a Message. Use the Word Wrap feature to type. Don'’t press enter until except
to end a short ling, put in a blank line or end a paragraph. Use a blank line between
paragraphs to make the e-mail more readable.

Type a greeting and a closing and add a signature if it is not added automatically.

Click ¥ onthe Review tab to spell-check if Spell check is not set as a default.

Spelling 8
Grammar
6. Click Send | ., | when you are ready to send the e-mail.
Q“.
N l Page | 8
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Replying to an E-Mail

After reading an e-mail, you can reply, if necessary. Don’t reply unless there is a good
reason. BE CAREFUL!

with Reply to All, because everyone who received the message will receive the reply.

1. Click the Reply button @ in the Respond group on the Message tab or click Reply
in the Reading Pane. Reply

(52 Reply ] (€ Reply All £} Forward
Martha H. Johnson Test Account10
H Please read the attached document
2. The To, From, and Subject boxes will be filled in with Re: in front of the subject.

Reading panereply:

[T Pop Out ¥ Discard

To.. |Marﬁ13 H. Johnson
=1
|
Send

Subject |RE: Please read the attached document

Martha,
Everything looks good to me.

TALQ|

3. Type a reply and click Send.

Forwarding an E-Mail

After reading an e-mail, you may wish to forward it to another person who did not receive
the initial e-mail.

1. Click the Forward button Fw:),d in the Respond group on the Message tab or 4 Forward
in the reading Pane. The original message appears in the message window.

2. Enter an email address and a brief message to explain why you are forwarding. The
rest of the message is done.

3. Click Send when done.

Checking Sent ltems

After sending an e-mail, you can re-read it, resend it, recall it, etc.
1. Click Sent Items folder in either place in the Folder List.

4 Favorites <
Inbox 4
Unread Mail

Sent Items

Deleted Items 20

4w,

Rt
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@ frecunotocy Revised 7/2022

Powered by =%%RTNEIRILC *Subject to Change depending on UMMC modified Business Processes



Quick Reference: Communication & Organization

2. Double-click the item to view the message. All options do not appear on the ribbon
unless the message is opened and not by just using the reading pane.

Sending you a file to review - Message (HTML)

@ Tell me what you want to do...

% Ignore x Q @ Q 2 Mesting | MovetoTAs ¥ Move to Shared Vo TRules- | g ==I > a%) pe] Q
N (I' 8 ')d ¥ Move to Shared... 3 To Manager - 0 OneNote e ot ration | Toaae BI- |
. Delete  Reply Reply Forward [3 . —| | Move ark Categorize Follow | Translate oom
& Junk & EWMore~ | =1 Team Email v Done *l| T ERAdionst | nresd - Up- - k-
Delete Respond Quick Steps ® Move Tags @ Editing Zoom s
Test Account10 Test Account5 U 12:17 PM

Sending you a file to review

= Apabth Word Templat... _
S

Please open the attached file to use to begin your dissertation.

v

Thanks
TALD

3. Close when done.

Resending E-Mail
1. Double-click the message in the Sent Items folder.

2. Onthe Message tab, in the Move group, click Actions and click Resend This

Message.
=7 Rules - Eﬁw ==I
_mDneNote
= . Mark Categori
Actions™ | |Jnread <
Edit Message

Recall This Message...

.4
i Resend This Message...

View in Browser

[P Other Actions ’

3. Complete the e-mail making any necessary changes and send.

Recalling an E-Mail
1. Double-click the message in the Sent Items folder.

2. On the Message tab, in the Move group, click Actions and click Recall This

Message.
¥ ‘mRules- (3 W
.@ OneMote L
Mowe - Mark Categoriz
- Actions = |Jnread v

Edit Message
I"«' Recall This Message... I
e§ Resend This Message..,

View in Browser

‘3 Other Actions 3
.,
R
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3. Click OK if you don’t want to re-send another message.

|

Recall This Message

Some recipients may have already read this message.
Message recall can delete or replace copies of this message in recipient Inboxes, if
they have not yet read this message.

Are you sure you want to

(®) Delete unread copies of this message
(") Delete unread copies and replace with a new message

E Tell me if recall succeeds or fails for each recipient
& o

4. Or, select Delete unread copies and replace with a new message to send another
message and delete the old one.

5. Click OK. You will see in your Inbox a Message Recall Failure e-mail if the message
was already read. You will see in a Message Recall Success e-mail if the message
was recalled. It is very difficult to succeed in recalling a message because of cell
phones, iPads, etc. Most people read an e-mail as soon as they seeiit.

Deleting an E-Mail
Iltems can be deleted that are no longer needed. Deleted e-mail and other items are
placed in the Deleted Items folder.

1. Select the e-mail to delete.

2. Press Delete on the keyboard or click Delete x on the Home tab in the Delete
group_ Delete

3. Deleted items go to the Deleted Items folder where they can be recovered by
dragging to a folder.

Undelete an ltem
1. Click the Deleted Items folder.

» Favorites N

4 w—
4 Inbox
I» To-Do
Drafts [1]
Sent ltems
Archive
Conversation History

Junk Email

Select the item.
3. Drag the item to another folder in the folder list.

.,
R
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4. OR, Right-click the item and click Move.

i = B ~ogram 1nu 9/29/2016 1
1&g Copy
&% Quick Print
Fri 8/26/2016 4:1
2 Repl
€ DERY - University of Mississippi Medical C... Fri8/19/2016 2:2
ty Pp
B2 Reply All
9_) Forward
ms in this folder on the server
= Mark as Read
- more on Microsoft Exchange
Cateqorize 3
(1] teg
Find Related »
Quick Steps  »
iz Rules 3
I ¥ Move 4 I Contacts
I OneMote I ¥ Other Folder... |
(% Ignore M3 Copyto Folder...
39 Junk 3 ¥ Always Move Messages in This Conversation...
75 Delete -

5. Click Other Folder... The list of folders appears to select one.

Move ltems X ‘

Move the selected items to:
vl A [
> Inbox
# Drafts [1] Cancel
¥ Sent ltems
> 15 Deleted Items (2) Lo
Archive
» [E Calendar
> [&7] Contacts
Conversation History
7 Journal
@ Junk Email
Motes
= Outbox
Resources w

Recover Deleted Items
Deleted items can be recovered up to 30 days after they have been deleted.
1. Select the folder where the item should be recovered and click the Folder tab.

2. Click Recover Deleted Items in the Clean Up group.

Al %= Clean Up Folder
Z [5] Empty Folder

Show All
Folders A to Z |12 Recover Deleted ltems

Clean Up

3. Select the item to recover and click OK. The item is put in the selected folder.

.,
R
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Working with Attachments

Opening or Previewing Attachments

If an e-mail has an attachment, it will display below the subject line of the e-mail.
BEWARE opening attachments from persons you don’t know that may have been
missed by SPAM filters, because these can contain viruses. You can save, print, or open
attachments:

1. Double-click to open the attachment or right-click and choose Open.

2. Click the attachment once to preview the attachment. You might have to enable
preview—click Preview File.

Message Help Acrobat Q Tell me what you want to do

2 Repl izp) .7 =T -
= x E « heply : Move to: ? ¥ =l > ol ER q F("_l"!
- 2 Reply All G5~ | |E3 To Manager M - ; "
3@' Delete Archive o =3 Team Email — Move o Tags Editing Speech Zoom Viva Reply with
3 Forward - |= TeamEmail [~ - - - v Insights ~ Meeting Poll
Delete Respond Cuick Steps r] Move Zoom FindTime A
Wed 5/25/2022 1:24 PM
.
Please read the attached document
To ~
w—| Word 2019 Advanced vl.2.docx
ME 1MB

Preview appears if the software which was used to create the attachment is installed.

€ Backto message
Author:  Martha H. Johnson

m—| Word 2019 Advanced vl.2.docx

=| 1MB

WORD 2019 3
ADVANCED

CONTENTS

3. Click Back to Message to exit preview.

| & Backtfo message |
Author: Martha H. Johnson

m—| Word 2019 Advanced v1.2.docx

= 1MEB
.,
Rl
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Saving Attachments

1. Right-click the attachment and choose Save As or choose Save All Attachments if
there is more than one or click the drop-down arrow to the right of the message.

w—| Word 2019 Advanced vl.2.docx
= 1MB

Preview

QOpen
B Quick P[i%
E'q Save As

&y Save All Attachments...
{g Upload »
<  Remoye Attachment

E2 Copy

b Select All

2. Open afolder and press Enter.

Attaching a File to an A-Mail

1. Start a newe-mail.
2. Fillin all the boxes of the e-mail.
3. To attach afile that has been previously created and saved, click the

b

4. paper clip icon ‘fer in the Include group on the Message tab. A list of recently
created/edited files now appears for quick selection or you can browse to find other
files.

[lj Attach File ~

Recent ltems

m—| Outlook-2016-C ication-and-0 ization v1.1
mEl ChUsers\rholloway'\Documents\ Outlook20184
 sor | Outlook-2016-C ication-and-0 ization v1.1
J_ Ch\Users\rholloway\Documentsh Outlook2019,
m}. Outlook-2016-Time-Management-and-Sharing v1.1

ChUsers\rholloway\Documents\ Outlook2019,

5. When using Browse This PC..., in the Insert File window, choose the folder where
the file is located. Double-click the filename or click once and click Open.
The attached file will appear at the top of the e-mail below the subject line.

Ta.. |Test Accounts;
|
Send
Subject |Look at this picture

Attached || || Penguinsjpg

e 760 KB
6. Click| sz | to send the e-mail.
Send
w,
R
N Page | 14
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Email Options
Voting Buttons

Voting buttons can be added to an e-mail for Yes/No type responses from users.
Fill out the e-mail.
1. Click the Options tab and click Use Voting Buttons in the Tracking group.

Options Format Text Review g Tell
=i =] L OR
e D (-] [/ equest a
¢ From  Permission Use Voting I Request a
< Buttons ~
1ow Fields Permission ApproveReject
YesNo

Yes;No;Maybe

Custom...

Select a type of voting button or click Custom to create a newone.
Send the e-mail.

When the user receives the e-mail, a message appears just below the Message tab
to remind them to Vote.

4. To vote, the user will need to click the Vote button on the Message tab in the
Respond group.

Message Help Acrobat G

~ ol EReply [EL
5 X B -

2 Reply &l G5~
3@, Delete Archive  Vote R
. [ Forward EE'

Delete / Respond

b

Wed 5/25/2022 1:47 PM

Can You Meet for Lunch?
To
6‘Jote by clicking Wote in the Respond group above.

5. Select an answer from the list of Vote choices.

Microsoft Outlook > |

You have chosen to respond: Yes,

(®) Send the respanse Now
() Edit the response before sending

==
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Quick Reference: Communication & Organization

6. Click OK or click Edit the response before sending to add a message.

The message is sent. The user’s vote displays above From below the Message tab in

the response e- mail.

(i Ignore x Q @_ @9 E‘;?::ftiﬂg

. Delete = Reply Reply Forward
&g Junk 2l E@More'
Delete Respond
Test Account10 M Martha H. Johnson

&

mThe sender responded: Mo, I

No: Can you meet today?

The sender can also open the e-mail they

sent in the Sent Items folder to see the tally of

responses. Click Tracking in the Show group of the Messagetab. A tally of responses

will be listed just below the Ribbon and a

-

@ Tell me what you want to do...

list of recipient responses displays by person.

e X QG Qe G [F]Eer e 8
L Tl Ie - ad " - a:_ !% Move to Shared | - 7 _ma ==|
3@, elete eply Reply Forwar E-@' essage [Tracking | Move TAL0 i love 2' P
All R
Delete Respond Show Quick Steps. P Move
o This message was sent on 8/4/2016 1:50 PM.
Reply Totals: Mo 1; Yes 0; Maybe 0
Recipient |Response

Martha H. Johnson (mhjohnson@ume.edu)

Mo: 8/4/2016 1:53 PM

When a user reopens the email where they voted, their previous response displays.

(G Ignore x Q @— 99 55::5

® junk- Delete E@Mon

2 Vote Reply Reply Forward

All
Respond

Delete

&

|ﬂ You responded No on Thursday, August 04, 2016 1:52 PM.

Test Account10 M Martha H. Johnson

Can you meet for lunch?

Visual Impact

Microsoft 365 subscribers can insert icons into Microsoft Office documents, workbooks,

email messages, and presentations. You

can rotate, color, and resize them with no loss

of image quality. These icons are free to use; there's no royalty or copyright.

1. While in the message you are going to send, select insert on the ribbon > icons.
Insert Options Format Text Review Help Acrobat
@ Mg 25~ l:l [ Pictures M & Link
’j‘g[]nline Pictures () 3D Models = .+  |* Bookmark
Attach Outlook Table o =
Filew ltem £ -  [OShapes- ]
Include Tables Ilustrations Links
Dl
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Quick Reference: Communication & Organization

2. Scroll through the icons or jump to a category by choosing a name in the navigation
pane at the left. You can also search by using the box near the top left corner.

Insert Icons Q© @
R t , A
Accessibility A
- N o
— (N
Animal
Apparel
Arrows
A o
Body parts
Bugs Arts R

3. Choose an icon and then select insert at the lower right corner.

9]

4. Rotate, color, and resize your icon. By selecting the icon and then clicking Format
on the Ribbon.

N—G

Read and Delivery Receipts

You will not automatically be able to see when a message is delivered or read. When
sending a message, you can request read receipts be sent when the message is read and
delivery receipts sent to you when the message is delivered. However, the receiver does not
have to send you a receipt. Also, this works well within the UMMC network, but some e-mail
providers will not send delivery or read receipts.

1. Start a new message and fill out the message.

2. Click the Options tab and select Request a Delivery Receipt or Request a Read
Receipt in the Tracking group.

o0 _ _
L[] [ | Request a Delivery Receipt

Use Vating|| Request a Read Receipt
Buttons -

Tracking M

3. Send the message.

.,
R
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Quick Reference: Communication & Organization

4. The receiver of the message will receive a notice that you wish a read receipt if you

select that option.

Microsoft Qutlook
Rachel N. Holloway requested a read receipt be
! sent when message "Can You Meet for Lunch? ' is

read. Do you want to send a receipt?

I:l Don't ask me about sending receipts again

o

5. Ifthey click Yes, you will receive a read receipt:

Your message

To:
Subject: Can You Meet for Lunch?

Sent: Wednesday, May 25, 2022 1:58:39 PM (UTC-06:00) Central Time (US & Canada)

was read on Wednesday, May 25, 2022 2:02:21 PM (UTC-06:00) Central Time (US & Canada).

6. If you select delivery receipt, no response is required from the recipient and you should

receive a delivery receipt:
DELIVERY RECEIPT:

Your message has been delivered to the following recipients:

Subject: Can You Meet for Lunch?

Open the e-mail, appointment, etc.

Printing Items
1. Click the File tab to go to Backstage view.

2. Select aprinter.

Print

Specily how you mard tw
e ot

= prnter and
Shen shek Priot

Primt
Printer
- bt 4P Hocument Win-.

Ready

sy Print Opticn:

Settings

T

ks - TAGurm 4t - Dutlask
Test Accountl)
o Mty H dobman
sent: Thazdsy, Octobe 30, 046 1241 P
T Tes Aol
Sutjet Sampie e
Attachaments: Shype f Business LIISC

w,
*
g

Wy,
()
)

® frecunolocy
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Quick Reference: Communication & Organization

3. Click Print Options to see the Print dialog box and make changes.

Print
Open & Expart Specity how you want the
é'. item to be printed and
Save As then click Print,
Print
Save Attachments
Print Printer

- M\crars('ﬂ’t)(PSDo:umer'!tWrimv

2 Ready
Office Account
[ Print Options

4. Click Print to print, or Preview.

Print

bt
Printer
Name: 1267 > Properties
Status:
Type: TOSHIBA Universal Printer 2
Where:  JMM - DIS (#14W Silverbell) [ printto file
Comment: Host MMC1267.umsmed.edu; MAC: 00:80r91:87:78:8F; MODEL: SO05AC; SN: CFIG46059; EPIC: ; REMARK:
Print style Copies
Table Style Page Setup... Number of pages: All -
Memo Style Number of copies: i =
fine Styles.
Lol [CJcoliats copies
Page range
L)
S CHGHEE
() pages:

Type page numbers and/or page ranges separated by commas
counting from the start of the item. For example, type 1,3 o
512,

Print options

[ Print atached files. Attachments will print 10 the default
printer only.

e | o

5. To return to Outlook, click the arrow at the top left.

Print
& Speoky how you want the
=2 #em 40 be printed snd
s then ik Print.
Frint

People/ Contacts

The Contacts List is integrated with the Calendar and Address Book. If you add a contact,

you will have their e- mail available and their birthday will be entered on the Calendar.
Contacts will be covered more in-depth in Outlook Level .

Change the Contacts View
1.

Click People at the bottom left of the Outlook window right above the Status bar.
B m | et = [T

2. On the Home tab, click a View in the Current View group. Business card is the
default view.

S | B & ], HEH

People Business C... Card Phone

List =

Current View

w,
Rt
[ [}
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Quick Reference: Communication & Organization

People view shows a list of contacts with key details and with links to for scheduling a
mall usm IM through Skype for Business, etc.

x

5 & &

Mew  MewContach Mew | Dplete  Mesting Mot Prophe || Business C Card Phone
Contad  Growp  lpm e . _ > :
Hew Drietr | Communicate Cusrard View
i B culeE
4 My Contacis — E——
Coatacts

Shype for Business Contacts
Imported

4 Shared Contacts
Test Ascauntld

5 M Test Account10

b

. F.-‘ Test Acountl3
‘

. H Glenda Bailey
L] H Mary Bourn

"

Chass accounts

v

¥

=

By B B W P>

[ address Bock
T Move Mad Dachiote  Forwaed  Shae  OpenShamd  Categocae iullvw Bireate
- Mege Cortact = Cantacts  Contacts
Astioms Shase v.i-. Find
]

Test Accountl0
Puesence unlnarim
Unrtridy Phyacion

®0®e

CONTACT NGTES ORGAMIZATION — MEMBERSHIP

Calendir

Schedule s masting

Business Card view shows the business card look for each contact.

\s‘lt’w St;w(t_

1 - (| —x B
= .8 & g [
] & & X @z g U o v"i) %a
Mew B Contact New | Debac | Ean Mot || puggle i e
Comtsct  Growp  Bengr -
New e Conmunicate G Vitw
+ My Contacts
Kogtect; W R T e
Skype fir Business Centacts i Test Aceountld
Imported e Urersity Msicans
 Shared Contacts ‘
Test Accauntld .
s

=3

0

B WP

=5

i ) Addiess Besk
Mave  Mail Gneblotr  Forward  Shase  Open Shared c.ugn-..rn,u-.. Piivate
v Mg Contact * Contacts  Contacts b4
Adtians snae (]
Raitey. Glerda ourm My
Univertity of Mg Medies Con. Unbveriity o MHASGRE! Medaat Con..
Is Training Spee-Seniet Is Training Specimemes
SR L Lo SHEDN Lore

swan

Card view shows limited information about a contact.

Business C...

=

Card

Phon

Current View

o I; x = EF:* e [ ]
[ | Y s
Mew MewContact New  Delete Email Meeting More Peaple
Contact  Group  Items~ &
New Delete Communicate
<
4 My Contacts
{omtacts 3 [ Accounti, Test
Skype for Business Contacts a Full Name: Test...
Company: Uni...
b
linperted E-mail: TAL..
¢
4 Shared Contacts d RechmsELIESE
Full Name: Test...
Test Accountll e E-mail: TAL..
i Used for Outlook in a
training environment.
M <end>

Jacobs, Catherine

Full Name: Cat...
Job Title: IsTr.
Company: Uni...
Department: SER...
Business: 250...
Business: 984-...
E-mail: dac..
Jacobs, Elizabeth

Full Name: Eliz...

Phone view shows the contact S name, company and phone numbers

Clias aecBinty

Class accourts.
Grenm

O - B3 ° WS ME 5 k3 BB WP
E eE B XEERR &8 3 ‘{.‘ s &5 B I ey
New NewConiact New | Deiie | Emol Mecting More | poope  BusnessC.  Cond Lt [of | Mowe Wol et oreeed: ot O S ok o Pt
Contact  Group  Hems - - Merge Contact - Contacts ~ Contacts up
New Delete Communicate Current View Adians Share Tags Find
4 My Contacts € Search Contacts (Ctri+E)
Y 016 |FuLL name compant fess - COUNTRVREGION | BUSINESS FHONE | BUSINESS FAX | HOMEPHONE | MOBILE PHOME | E-MAL JouRn...| caTEGORIES
Clik here to add a new ..
Skype for Business Contacts
B Testaccouno University Pysic.. Accountso, Test TaoBunEEdy [u]
kppaied B Testacountiz Accountis, Test TISunCed o
B2 Gienga Bailey Uniersity of Mis.. Baiey, Glenga United States af 4m... 60118155402 gbalierdumc.edu O
+Shared Contacts B Mary Boum University of Wis... Boum, Mary United States of Am... [01)815.5082 mbaum@ume.edu 2]
D Reaai® 4% Class aceounts Class accounts =]
B e Green University of Wis.. Green, Julie United Stotes af ... [01) 15.9930 Joreens@ume.edu =]
of [ x = [ ® ¥ m 0| BE ]
'@ r &
& o @ ae & 5 ] = 5. 0H B3 E
New NewContact New | Delete = Email Mesting More y —|| Move Mail OneNote Forward Share OpenShared | Categorize |
9 People  Business C.. Card Phone pe g
Contact  Group  Items~ = Merge Contact - Contacts  Contacts
New Delete Communicate Current View Actions Share T
<
+ My Contacts Search Confads |
Contacts D@ [FULLNAME = [JOBTME  |COMPANY =« |FILEAS | COUNTRY/REGION | DEPARTMENT | BUSINESS PHONE | BUSINESS FAX
Click here to add a new ...
Skype for Business Contacts
5 5 Z
P Company: (none): 3 item(s)
Cheryl Hamill Hamill, Cheryl
Elizabeth Jacobs Jacobs, Elizabeth
4 Shared Contacts E  vicki Stout Stout, Vicki
Test Accountl0 4 Company: [none): 5 item(s)
4% Class accounts Class accounts
Test Account13 Accountt3, Test
4% testing sharing testing sharing
2% testing sharing testing sharing
&8 1nc e

&
[
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Quick Reference: Communication & Organization

Use the Address Book

Use the address book to select names for the To, Cc, or Bec boxes. Set up Groups to
include several user names so that an e-mail can be sent using one name to many different
people.

1. Click in the To, Cc, or Bec box of the e-mail. Start typing an e-mail address or name in
the address book.

2. OR, click the To, Cc, or Bec button or click Address Book in the Names group.
&"E} ‘:?‘.E@ |3_|+| Add to Outlook Contacts |
s Elesdls Open Qutlook Properties
Book Mames
MNames Open Contact Card
3. Select the correct address book by clicking the drop-down arrow. The Global Address

List contains everyone who has an e-mail address at UMMC and is a query from the
Lawson database. Using Name only, the list is sorted by first name. Click More
columns, to search by last name, phone, departments, etc.

Select Names: Offline Global Address List X
Search: (®) Nameonly () More columns Address Book
| ‘ Go ‘O\"‘ﬂine Global Address List - rholloway@umced Advanced Find
| Name Title Business Phone Location Department Email Address
A Planner_nS6Q@umc
A Riverchase Psychoal... ARiverchasePsycholc
A- Shift Personnel A-ShiftPersonnel@ur
AACN Competencies ... aacncompetencies-gi
‘.. Aakriti Bhusal Emergency Room T... (601)496-9600 Emergency .. abhusal@umc.edu
... Aaliyah A Cain Student (601)496-9600 School of Denti.. DENTAL HY... acain1@umc.edu
AAMC Faculty Salary ... AAMCFacultySalarys
AANP Presentations .. AANPPresentations2
‘.. Aaradhana J. Jha Instructor (601)496-9600 SOM-Ortho... ajha@umc.edu
‘.. Aarolyn A Williams  Reg Respiratory Th.. (601)984-2095 ;University Hos.. UH-Respira.. aawilliams2@umc.ed
... Aaron A. Moore Assistant Professor  (601)984-5185 ;University Hos.. SOM-Surge... amoore8@umcedu v
< >
o

Contacts has the name of anyone you have added to your Contact List (People). You can
right-click a name in the Global Address List and add them to your Contacts to add
additional information not found in the Address book, such as a cell phone.

Other address books you have created or those brought in from other e-mail may also
appear.

4. Find a name and double-click to add it to the mail or click To->, Cc-> or Bcc->.
5. Click OK when done.

Folders

Folders are used to store and organize incoming and sent items such as mail, meeting
invitations, tasks, and notes.

Outlook Systems Information User Folders (pre-defined):

w,
R
. ]
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INBOX Where all e-mail arrives

CALENDAR Where meeting invitations, notes, and tasks appear
PEOPLE Your Contacts address book list

DRAFTS Where emails are saved to be sent later
DELETED ITEMS Where deleted items go for 14 days

OUTBOX Where items go as they are being sent

SEARCH FOLDERS Folders that perform a search each time you select them

Sub-folders that are created by the user and can be personal or shared with other users.
You can now drag folders in the order in which you would like to see them instead of in
alphabetical order.

Create a Folder

1. Select the Inbox or main folder where you want to create a sub-folder.

2. Click the Folder tab on the ribbon and click New Folder in the New group or right-
click the Inbox and choose New Folder.

File Haome Send / Receive Fold [ [qjpra 117
Copy Folder Drz EE GFIEFI in Mew Window
c
Mawve Folder
New [Mew Search = Rename 4 Sep ﬂE‘l.ﬂ.l' Folder...
Folder | Folder Folder ' Delete Folder
MNew Actions

3. Type a name for the folder. Folders will appear alphabetically, but just drag to re-
arrange as you would like or right-click to move up or down. L pox 117

I

4. Click OK. A list of fglders will appear under a folder. Click the Expand triangle ]‘D,aﬁsm
to the left of the Inbox (or folder used to create sub folder) to see them. The
Collapse button N, Inbox 117 Will hide the folders.

5. Drag an e-mail to move it to a folder or use a Quick Step or Rule to move items to
folders.

Calendar

The Calendar can be used to schedule appointments for yourself that occur during working
hours, holidays, vacations, and meetings with other users. The Calendar will be covered in
more detail in Outlook Level Il, so this is just an introduction to the Calendar. Click Calendar
at the bottom left of the window to view the calendar.

=[6]+ o
.,
0‘ “
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Change the View

Change the view of the Calendar by clicking a view in the Arrange group.

= O R =

Day Work Week Month Schedule
Week View

Arrange [P
e Day shows one day with half hour time segments by default.

e Work Week shows the days you have set for your default work week.
o Week shows all seven days of the week

e Month shows one calendar month, but you can choose three detail levels—Low,
Medium, and High.

¢ Schedule View shows a horizontal view of the calendar for a selected time petiod
Personalizing and Organizing

Color Categories

Categories provide a way to organize items by color and can be assigned to messages,
contacts, appointments, or other items.

Assign a Category to Anthem

1. Select or open the message or item.
2. Inthe Tags group of the Home tab, click Categorize.
[ []
=N Bilg
Unread/| Categorize| Follow
Read - Up~
Tags
3. Select a color category.
i P || Search
mEi EE Add

' Categorize Follow
= Up~ | Y Filte

Clear All Categories

i [ Blue Category
B ui:
f [l Orange Category
< Red Category
T S5cheduled Class
==| All Categories..,
4 Set Quick Click...
w,
:“ “ Page | 23
® £ cimolocy Revised 7/2022

Powered by =%%RTNEIELC *Subject to Change depending on UMMC modified Business Processes



Quick Reference: Communication & Organization

4. Click All Categories in step 1 to select a category or add new ones.

Color Categories X

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.

Narme Shortcutkey e
I oo
e
5 vallon coegery [
ShortautKey:
Nory_~
5. Click Rename to rename the category or assign a shortcut key if you like.
Add New Category X
Name: | |
Color: Shortcut Key: |(None) ~

G | el |

Click New to create a new category.
Click Delete to delete a category. A warning appears.
Microsoft Outlook X

No

| Are you sure you want to delete the category "Yellow Category”? Deleting this category removes it from your category list but does not affect your previously

categorized items.

Follow Up

Follow Up marks items and a time to follow up on them. Follow Up creates a task out of
the item.

Flag messages for Follow Up, and they will be added in the To-Do List.

Mark an Item for Follow Up

1. Select or open the e-mail.
2. Inthe Tags group, click Follow Up to select a time.

[ 1] |> Search People
s EE Address Bool
Categorize Follow § i
- Up~ Y Filter Email ~
Tags > Today

d GS5IM |* Tomorrow
Bt |* This Week
ow's One I heodWeek
|* Mo Date

Z| |* Custom...
Add Reminder...

+/ Mark Complete

Set Quick Click...

.,
R
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Quick Reference: Communication & Organization

3. Click Add Reminder to set a time and add a reminder.

Flagging creates a to-do item that reminds you to follow up, After
you follow up, you can mark the to-do item complete,

Flagto |Fallow upl =
Start date | Thursday, October 20, 2016 [=]
Due date | Thursday, October 20, 2016 [=]

Reminder

| Thursday, October 20, 2016 [=] [330PM [=]
i

A Follow Up flag appears to the right of the message, and a task is created for the
flag.

UMBMC Marketing The truth about your stuffy nose... Thu 10/20/2... 21... > |"

Importance

Importance to an e-mail you are sending, especially if message is very important. Begin
the e-mail and click High Importance in the Tags group on the Message tab.

[* Follow Up =

I I High Importancel

¥ Low Importance

Tags Fa
A red exclamation point will appear next to a high importance e-mail in the items list.
1 © 5 pis-7107

Outlook Options (Default)

Setting Options

1. Click the File tab and click Options.
2. Use General to set defaults for the user interface, user name, etc.

General is8, General options for working with Outlook. ; -
&
Mail
User Interface options @
Calendar
When using multiple displays:Q
Groups @ Optimize for best appearance
Info People Optimize for compatibility (application restart required)
Tasks Show Mini Toolbar on selection @
Search Enable Live Preview ©
Open & Export Language ScreenTip style: | Show feature descriptions in ScreenTips ~
Ease of Access Personalize your copy of Microsoft Office

Save As

Rachel N. Holloway

Initials: RNH
[] Always use these values regardless of sign in to Office.

Office Background: | Circles and Stripes ~

Office Theme: Colorful  ~
Office intelligent services

Intelligent services bring the power of the cloud to the Office apps to help save you time and produce better results. To
provide these services, Microsoft needs to be able to collect your search terms and document content
[ Enable services [

. About intelligent services Privacy statement
Office Account
Start up options.

. ‘ Default Programs.
Options
Attachment options

Exit oK Cancel

\ 1/
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Click Mail to set defaults for e-mail. It is a good idea to select under Compose
Messages to Always check spelling before sending.

General 9 Change the settings for messages you create and receive.
Mail
Calendar Compose messages
Groups ﬁj Change the editing settings for messages.
People Compose messages in this format:  HTML ¥
Tasks

ABC 7] Always check spelling before sending
Search

Ignore original message text in reply or forward

Language

Ease of Access /' Create or modify signatures for messages.

Advanced
Customize Ribbon
Quick Access Toolbar || Outlook panes
Add-ins
Trust Center
Message arrival

When new messages arrive:

Play a sound

[ Briefly change the mouse pointer

Show an envelope icon in the taskbar

Display a Desktop Alert

Conversation Clean Up

b SR "

‘% Use stationery to change default fonts and styles, colors, and backgrounds.

Customize how items are marked as read when using the Reading Pane.

[ Enable preview for Rights Protected messages (May impact performance)

1l . M

2
Editor Options
Spelling and Autocorrect.

ture:

Stationery and Fonts.
Reading Pane

Cancs

4. When having difficulty noticing Desktop Alert when new e-mails arrive, change
those settings by clicking Desktop Alert Settings under Message arrival.
Increase the time and make Transparency more solid.

Message arrival
When new messages arrive:
Play a sound
[] Briefly change the mouse pointer
Show an envelope icon in the taskbar

| Display a Desktop Alert |

[ Enable preview for Rights Protected messages (May impact performance)

Click OK when done.

General

ﬂ?l Options for working with Outlook

Mail
i Outlaok panes
- Customize Outiook pancs.
People
o Outlaok start and exit
Search

‘,é Start Dutlook in this folder: | &linbox Browse.
| anguage

O trmply Ueleted iterns folders when exiting Cutlook

Eose of Access

Autofrchive
Advanced |
Custamize Ribbon =] Reduce mailbox s by cleleting or moving old items o an archive data fle.

Cuick Access loolbar i
Reminders

.‘a Show reminders

[] Play reminder sound: - remindler.vay

Addins
Trust Center

Export

Fxport Qutlok infarmation ta a file for us in ather programs.
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Quick Reference: Communication & Organization

7. Click Reading Pane under Outlook Panes.
Reading Pane X

Reading Pane options

Mark items as read when viewed in the Reading Pane
Wait seconds before marking item as read

|:| Mark item as read when selection changes

Single key reading using space bar

Turn on automatic full-screen reading in portrait orientation

| OK | | Cancel |

8. De-select Mark item as read when selection changes so that you must open
an item to show it read or select Mark Items as read when viewed in the
Reading Pane and increase the number of seconds. If you don’t change these
settings, each time you move from one e-mail to another with the mouse, the e-
mail changes from Unread to Read even if you have not actually read the e-mail.

9. Scroll and click Send/Receive under Send and receive.

Send and receive

L3
e Set send and receive settings for incoming and outgoing items. Send/Receive...

Send immediately when connected

10. Change the default send/receive time to something less than 30 minutes.

Send/Receive Groups X
Zj« A Send/Receive group contains a collection of Outlook accounts and folders.
“S Youcan specify the tasks that will be performed on the group during a
send/receive.
Group Name Send/Receive when
All Accounts Online and Offline ew.

Edit...

Copy...

Remove

L

Rename

Setting for group "All Accounts™

Include this group in send/receive (F9).
[ |schedule an automatic send/receive every | 30 % minutes.

[ Perform an automatic send/receive when exiting.
When Outlook is Offline

Include this group in send/receive (F9).

[ |Schedule an automatic send/receive every | 30 % minutes.

Close

11. Click Close when done.
12. Click OK when done.

.,
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Quick Reference: Communication & Organization

Create a Signature

You can create custom signatures that can be applied automatically to your e-mails. Use
the format in black or blue font as specified in New Employee Orientation and include
the following:

e Your Name

e Your Title

e University of Mississippi Medical Center
e Your Mailing Address

o City, State Zip+4

e T:000-000-000 | F:000-000-0000

e yourusername@umc.edu

e www.umc.edu

1. Click the File tab and click Options.

Click Mail.

Under Compose Messages, click Stationery and Fonts. Click the E-mail Signature
tab.

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

bee e ] E-mail account: | @umcedu ~
Newmessages: | 1 ]
Replies forwards: | Y I~

D] [ e [

Edit signature

bty 11 |8 7 U [ womaie s | [B B

B i’ ® Sy ~
University of Mississippi Medical Center

Instructional Design Analyst-Int

G - —0

¥ J(@umc.edu

2500 North State Street, Jackson, MS 39206

v

4. OR, start a new message and click Signature in the Include group and click
Signatures...
f .
—
Attach Attach |Signature
File~ Item~ =
Include
Dl
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Quick Reference: Communication & Organization

Click New.
Type a name for the signature and click OK.

Under Edit signatures, type your signature, title, department, address, phone, etc.
Select any part of the signature and use the formatting buttons to format.

8. Select a signature for New messages and Replies/Forwards if you want a signature
to be added automatically.

9. Click OK twice.

i You could add a second, shorter signature to be used to automatically add to
Replies/Forwards.

Creating an out of Office Reply

When you will be out of the office, you can create a reply that will be automatically sent
when someone e-mails you, but just sends once. That way they know you are not in the
office to respond right away. You can create a message just for people at UMMC or a
different message for people outside UMMC. You can set a time frame in which the
automatic reply will be sent so that you don’t have to remember to turn the reply on and

off.
1. Click the File tab and on Info, click Automatic Replies.
(©
Account Information
Eg Microsoft Exchange N
4 Add Account

F‘ Account Settings
af:

Change settings for this account or set up more
Account connections.

Settings Access this account on the web,

https://ntexcasl.ntummc.umsmed.edu/owa/

Automatic Replies (Out of Office)

€« Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respand to e-mail messages.

Replies

2. Select Send automatic replies.

3. Select Only send during this time range: and set a start and end time.

Automatic Replies - 1 . ] X

() Do not send automatic replies
(®) Send automatic replies
Only send during this time range:

Starttime:  Wed 5/25/2022| - | 400 PM
Endtime:  Tue 5/31/2022 400 PM

Automatically reply once for each sender with the following messages:

@ Inside My Organization e Qutside My Organization (On)

|Segue ul
B I UAPi-
Hello,
I am not on ampus from May 25th to May 31st. I will be cecking email occassionally and will respond at
that time.
\ 1/
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Quick Reference: Communication & Organization

In the message area, type a message that explains when you are leaving, when you will
return, and list someone they can contact if they need immediate help. Give them another
e-mail address and/or phone number.

4. Click Outside My Organization if you wish to type a different message to be sent if
someone e-mails you from outside UMMC. This option is Off by default. You can use
the same or a different message.

Automatic Replies - X

(C) Do not send automatic replies
(®) Send automatic replies
Only send during this time range:

Start time:  Wed 5/25/2022| v | 4:00 PM
End time:  Tue 5/31/2022 4:00 PM

Automatically reply once for each sender with the following messages:

& Inside My Organization e Outside My Qrganization (On)

Auto-reply to people outside my organization
() My Contacts only (@) Anyone outside my arganization

‘Segoe ul | | 8 |

B I UA:I==&e&s=

5. Click OK when done. Out of Office replies can also be created viaWebmailaccess.

View Three Time Zones

At any time, you can change the time zone in Outlook so that it matches your current
geographic location. Changing the time zone in Outlook is the same as changing it in the
Windows Control Panel, and the change is reflected in the time displays in all other
Microsoft Windows-based programs.

When you change the time zone setting in Outlook, all Calendar views are updated so
that they display the new time zone, and all Calendar items reflect the new time zone.

1. Click the File tab.
2. Click Options.

3. On the Calendar tab, under Time zones, type a name for the current time zone in
the Label box.

=} vy FF
[4]
General Autematically switch from vertical layout to schedule view when the number of 5 =
Mail displayed calendars is greater than or equal to: T
Autematically switch from schedule view to vertical layout when the number of 1 -
Calendar displayed calendars is fewer than or equal to: T
Groups
Time zones
People
== Label:
Tasks 18 e | |
Timezone: | (UTC-06:00) Central Time (US & Canada) -
Search
Language [] Show a second time zone
Ease of Access Label:
Advanced Time zone: TC -
Custormize Ribbon Swap T B
%,
& L)
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Quick Reference: Communication & Organization

4. Inthe Time zone list, click the time zone that you want to use.

Time zones
Ty
|;_@ Label: | |
' Timezone: | (UTC-00:00) Central Time (US & Canada) -
(UTC-12:00] International Date Line West ~
(UTC-11:00) Coordinated Universal Time-11
[] Showas

(UTC-10:00) Aleutian Islands
Label:  |(UTC-10:00) Hawaii
(UTC-09:30) Marquesas |slands
Time zon| (UTC-09:00) Alaska
~—|(UTC-09:00) Coordinated Universal Time-0%

- |(UTC-02:00) Baja California

(UTC-08:00) Coordinated Universal Time-03
(UTC-08:00) Pacific Time (US & Canada)
(UTC-07:00]) Arizona

(UTC-07:00) Chihuahua, La Paz, Mazatlan
(UTC-07:00) Mountain Time (US & Canada)
(UTC-07:00) Yukon

(UTC-06:00) Central America

(UTC Central Time (US & Canada)
(UTC-06:00) Easter lsland

(UTC-06:00) Guadalajara, Mexico City, Monterrey
(UTC-06:00) Saskatchewan

(UTC-05:00) Bogota, Lima, Quite, Rio Branco

ot

o When you adjust time zone and daylight-saving time settings in Outlook,
Windows clock settings are also adjusted.

¢ When Outlook is set to a time zone that observes daylight saving time, the clock
adjusts for daylight saving time by default. You can turn off the adjustment.
However, this is not recommended.

e Some time zones do not have daylight saving time. When Outlook is set to time
zone that doesn’t observe daylight saving time, such as Arizona in the United
States, the daylight-saving time adjustment cannot be turned on.

Quick Parts

Quick Parts can assist and save time when the same text is needed in multiple
messages, such as when a message is sent once a week or on a regular basis.

Create Quick Parts

1. Click in the message area of the email.
2. Type the text for the first time.
3. Select the text.
4. Click the Insert tab on the ribbon and click Quick Parts.
4 E Drop Cap - n
— - E":T.é. Date & Time )
Text Quick WordArt Equation §
Box~ Pars~ @ [ Object -
=l AutoText 3
|5=‘E Save Selection to Quick Part Gallery...
\ 1/
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Quick Reference: Communication & Organization

5. Click Save Selection to Quick Part Gallery....
6. Type a name for the Quick Part.
7. Click OK.

Create New Building Block ? X

Name: |Hel|o everyone, ‘

Gallery: | Quick Parts ‘

Category: | General ‘

Description:

Save in: |NDrmaIEmaiI ‘

Options: | Insert content only ‘

| oK | ‘ Cancel |

Use Quick Parts

1. Click in the message area of the new email.
2. Click the Insert tab on the ribbon and click Quick Parts.
3. Locate the Quick Part in the list and click it.

EH®SO0 1 ¢ = Untitled - Message (HTML) ?7 =
MESSAGE  INSERT |~ OPTIONS ~ FORMATTEXT ~ REVIEW  ADOBEPDF
= o m o B e o B [ |EENA o T Q=
[ﬂJ r'<> = 1l @ © i [, Date & Time A=
Astzch OLHOAE Bisiness Caleniar Spstire [ Tobie P\(turs Online Shapes SmartAit Chart Screenshot | Hyperlink Bookmark | Text | Quick fWordArt Ediston Sye orcort!
File }em Card~ Pictures Box~ |Parts+ [ Object Line
Indude Tables Tilustrations Links e
| = | | ~m Class email 3
0.
= — [
[ . sttched Lam
Send * £
| Bec. || o click
|My Courses, sign in,and dick the buttonte delete the course. £
Subject |
Ej AutoTedt »
[l Save Selection to Quick Part Gallery

4. The text will be inserted into the email.

Change a Quick Part

1. Click in the message area of the new email.
2. Click the Insert tab on the ribbon and click Quick Parts.
3. Locate the Quick Part in the list and click it.

BEH® 0 = Untitled - Message (HTML) ? =
MESSAGE  INSERT | OPTIONS  FORMATTEXT ~ REVIEW  ADOBEPDF
: HEFEEEET @ B oy
=3 E O E D Bl al b [EE4 s | T 0
At b, Qudlonl B Calencks St Table | Pictines {0l KShopes Scomtthet Chart) Sc e b Hype ik Bokmart || e IO 2 Bt ol et
Fie Hem Card~ Pictures = Box~ |Parts~ " Ploject Line

Include Tables Tustratiof Links General

| Class email
< 0. \ [Hetio Everyone,
= ~]

end | -

subject | N
& AutoTed v |

4. Make any necessary changes to the Quick Part.

5. Select all the text again.

6. Click Save Selection to Quick Part Gallery....
%,
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Quick Reference: Communication & Organization

7.

8. Click OK. A message will appear asking to redefine the building block entry.

9.

Delete

oM~

Use the same name for the Quick Part.
Create New Building Block ? X

Name: |Hi all, check-in

Gallery: | Quick Parts ‘
Category: |Genera| ‘

Description:

Savein: |NormaIEmaiI ‘
Options: |Inserl content only ‘

| oK | ‘ Cancel |

Microsoft Outlook X

o Do you want to redefine the building block entry?

Click Yes.

Quick Parts

Click in the message area of an email.

Click the Insert tab on the ribbon and click Quick Parts.

Right-click the Quick Part to delete.
Click Organize and Delete...

A e O A

E‘-@ Date & Time

Quick WordArt Equation Symbal Horizonta
Parts ~ = M object - = Line
General
_ Hello Everyone,
_ [enocveryone,

The handeutyou ean to | .
| |attaching the practice fil Insert at Current Document Position

I you cannot sttend, ple Insert at Beginning of Document
= My Courses, signin, and

o ean Findlinkesto aur Insert at End of Document

Microsoft Home Edit Properties...

“Mmu-'la Organize and Delete...
. Goto httpd
L Goto il Add Gallery to Quick Access Toolbar
3 Ralmctthe o

Click Delete.

Building Blocks Organizer ? X
Building blocks: Click a building block to see its preview
Name  Gallery Category Template Beha . ~
X Thank you in advance
Univers... AutoTe... General ~ Normal... Insert] .
for your time and
RNH AutoTe.. General ~Normal.. Insert - N
dedication on this
Rachel ... AutoTe.. General Normal.. Insert . .
upcoming project.
Hiall, c.. Quick.. General Normal.. Insert

Thank .. Quick.. General Normal.. Insert

v
Thank you ending
< >
Edit Properties... ‘ [ Delete ] ‘ Insert
A1/
S
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