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Contacts

The Global Address Book can be used to address e-mails to those with a UMMC e-mail, but
UMMC employees and other outside contacts to the contacts list. Then, additional
information can be entered for UMMC employees and outside contacts.

Add a New Contact

1. Click People at the bottom of the Navigation pane above the Status bar.

2. Click New Contact in the New group of the Hometa

|
&

Mew |MNew Contact MNew
Contact Group  Items~

New

3. Enter the information for the contact.

Untitled - Contact

Insert Format Text

WX B BRI, e ER S P

8 Certificates

Save & Delete Save & Forward OneNote = General Email Meeting More Address Check Business Picture Categorize Follow Private  Zoom
Clase o o [H Al Fields - Baok Names | Card - = Up-
Actions Show Communica te Names Options Tags Zoom
| Full Name... | || |
Company | |
Job title [ |
File as [ -]
Internet
EE E-mail... | - | | ‘
Not
Display as | ‘ ©
Web page address | ‘
M add [ |
Phone num bers
[usness.. [ \
[fome. -] | |
[susmesrer. [-] | \
[wome. -] \
Addresses
Business... - @
[] This is the mailing
address

4. Click Save & Close when done.

Suggested Contacts Folder

This folder stores addresses entered in the Address fields similar to the
AutoComplete as experienced in previous versions of Outlook. When starting to type
an address, Outlook matches the typing with addresses in the suggested contacts
folder and finishes the address if it finds a match or displays a drop-down list if
several matches are found. This folder can be selected to delete multiple addresses
or unwanted or incorrect addresses.
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Create a Group in the Address Book

Groups (distribution lists in previous versions) can be created with several contacts who
need to be e-mailed together on a regular basis. Those groups are created and edited in
Contacts. The contacts can come from the Contacts folder, Global Address List, or
addresses or typed manually.

EI b New Group
%% New Contact Group
MNew

Contact % Mew ltemns -

MNew

Click People at the bottom of the Navigation pane.

2. Click New Contact Groug in the New group of the Home tab.

| x - o [:: [ ] o

= 3 (&S afy 2

Save & Delete Forward Wembers Notes Add Remove Update

Close Group Group~ Members = Member  Now
Adtions Show E& From Outlook Contacts

Mame | Eg_; From Address Book

[Cliname = &, MewE-mail Contact

3. Type a name for the group.
In the Contact Group group on the Ribbon, click Add Members.

= Untitled - Contact Group

Caontact Group Insert Format Text Review

P % 3 et ® ==l
£33 - u| r!

el 23 & & = | eI Heg  Em
Save 8 Delete Forward Members Notes Add Remove Update = Email Meeting Categorize Follow Private Zoom
Close Group Group~ Members = Member Now < Up~

Actions Show Members Communicate Tags Zoom
Mame ‘
[llname | E-mail

‘We didn't find anything to show here.

5. Click From Address Book. Use the Global Address List or select another Contacts

Powered b

list.
Select Members: Offline Global Address List *
Search: (8 Nameonly ()Morecolumns  Address Book
| Go | |Offline Global Address List - rholloway@umced ~ Advanced Find
Mame Title: Business Phone  Location Department Email Address
Team Christina TeamChristina@umdes
1 T@ummconmicroso
1 semester 1semester@umcedu
4% 100DayWorkoutAw... 100DayWorkoutAw
2 South Staff 25outhStaff@umcec
2018-0196 CIDARA / ... 2018-0196cidararest
201572020 M1 Stude... 20192020M15tuden
2019-2020 AGD RESI.. 2019-2020AGDRESI
2020 N444 White 2020N444White@ur
2020 ABSN Advisees . 2020ABSNAdvisees-
2020 Dental Hygiene ... 20200entalHygiensy
2020 UMMC Graduat.. 2020UMMCGraduatt
2020 UMMC Residen... 2020UMMCResidenc
2020-0026 ALXN-N_. 2020-0026alxn-nmo
£ >
[o]4 Cancel
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6. Double-click each name or click Members->to add them to the group list.
7. Click OK when done selecting members.
8. Click Save & Close.

Edit a Group
1. Double-click the group in Contacts to add new members using .0' ‘0‘_ e
in the instruc_tions in the previous st.eps, or select a member Md"' Remove U e
name and click Remove Member in the Members group to Members - Member Now
delete someone. Members

2. Do not use gif; on the ribbon as this deletes the group. The group will be in
Deleted Items if the Delete Group Button is clicked accidentally. Just drag from
Deleted Items to Contacts to restore a deleted group.

3. Click Save & Close.

Scheduling (Calendars)

The Microsoft Office Outlook 2019 Calendar is the calendar and scheduling component of
Office, and is fully integrated with e-mail, contacts, and other features.

Calendar Views

1. Click Calendar at the bottom of the Navigation Pane.

su M moF
s
s 2 : ol
it 1
12 s —
e s 6180w A
48 My Calendars
= “mhichmangumc.,
ounti
3
©[ ] Team: Julie Green

[ Shared Calendars
Test Accouneld

4 Rooms
DIS - 2105 Traning Room
DIS - 2106 Training Room
015 - 7107 Training Rosm

2. To change the view, click the buttons in the Arrange group.

i i

Day Work Week Month Schedule

Week View
Arrange M
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Create a New Appointment

1. Select any time slot in the Outlook Calendar and begin typing or click New
Appointment in the New group of the Home tab when in Calendar view.

=
=)

B B &
MNew Mew  Mew
Appointment [Meeting tems ~

Mew

2 Untitled - Appaintment

Appointment Insert Format Text Review Q Tell me what you want to do...
2 X E @ B o=z O @ I o
E B O = ‘E b ‘ﬁ‘— Lsnowss W Busy b @ Lol ' High Importance
Save & Delete G- Add WebEx  Appointment Scheduling Skype Meeting Invite Reminder: |15 minutes - Recurrence Time  Categorize )
Close Meeting = Assistant Meeting Notes Attendees Zones = Low Importance
Actions WebEx Show Skype Meet... Meeting Mo... Attendees Options [F} Tags ~
Subject |I ‘
Location | - ‘
Start time |Fr| 10/21/2016 E|| ‘8:30 AM - ‘ [T] Al day event
End time | Fri 10/21/2016 E|| ‘9;00 AM - ‘

Type a Subject and Location for the appointment.

Enter the Start date and time and end date and time. Use the calendar icon to open

the Date Navigator.

Starttime |Mon 10/24/2016 5]

v & Show As: M Busy l O

3 29 30 1 Reminder: [ Free

3 4 5 6 7 8 Working Elsewhere
10 11 12 13

16 17 18 19 20 B

End time E 14 October 2016
SU MO TU

Maove to next

Fd Tentative
29 W Busy
B Out of Office

4. Use Show As: to mark time as Busy or Out of the Office. This helps those viewing a
calendar so they don’t book someone for back to back meetings when they are out of

the office.

Use Busy if the appointment is in or near your regular office.

Use Out of Office or Working Elsewhere if the appointment is not near your regular

office.
In the body area, type any other information needed for reference.
Click Save and Close.
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Change Existing Appointment

To add elements to the appointment or change it to an event (an appointment that lasts
longer than 24 hours) or a meeting (an appointment with other people invited), simply
double-click the calendar entry and the calendar entry form will open.

Daphne Caine - Appointment

File intme; e T T e e e e T
]| x =) P> ] o [ Private
] e = S 3 &% Show As: | Bl Busy - K i
—— ) Ty
ki - £ - . — m High Impartance
Save& Delete = . AddWebEx /Appointment Schedulin Skype Meeting Twite Reminder: | None . |Recurrence Time  Categarize
Close Meeting = Assistant Meeting Motes Attendees Zones - ¥ Low Importance
Actions WebEx Show e Meet.., Meeting Mo...  Attendees Options Tags ~
Subject ‘k((ess Queries and Reports | 1 ' ‘
Location ‘Library 3 - ‘
Starttime | Tue10/4/2016 FE| 1100 am +| [] Al day event
endtime | Tue 10/4/2016 | [12z00em -|

—

In Shared Folder [ Calendar - mhjohnson@ume.edu Last modified by mhjohnson@umc.edu on 10/4/2016

Change an Existing Appointment to a Meeting

1. Go to the calendar to open an existing appointment by double-clicking to open.

2. Click Scheduling Assistant to invite attendees to an appointment and change it
to a meeting. If the Invitees are using their calendars to record their schedules,
the Meeting Organizer will be able to effectively schedule around their busy

times.
T
Appointment |Scheduling
Assistant

ot

The Location field’s contents are visible in the calendar view. This is a great
place to put the phone-in numbers for conference calls.
3. The text area of the form is useful to enter details of the entry or attach a file by
clicking in the text area, mj
4. clicking on the Insert tab, and choosing the Attach File icon.

Attach
File~

Mark Appointments as Private
Appointments can be marked as private so that those with whom a user shares their
calendar cannot read personal appointments. UMMC encourages everyone to enter
all their appointments during working hours, even if personal, because an
appointment will affect availability for other meetings. Click the Private button i Private
in the Tags group on the Appointment tab. Also, tasks, contacts, and contact
groups can be marked as Private.

aw

Ragnt

N ]

° / Page | 7
TECUNOLOGY

LEARNING Revised 7/2022
=SCENTRAL *Subject to Change depending on UMMC modified Business Processes

Ve

Powered b



Quick Reference: Time Management & Sharing

Organize Meetings

Invite others to a meeting by clicking the Invite Attendees on the Appointment tab or
by starting with a New Meeting Invitation

1. Click New Meeting, New Meeting, in the New group of the Home tab when in
Calendar view.

2. Complete the Subject, Location, Start time, End time, and an explanation of the
meeting in the body area.

= [
MNew

=
= New ltems ~
Appointment =

Untitled - Mecting

Q Tell me what you want to do
¥/ ¥

Insert  FormatText  Review  Help

ile
x = o (=] Appointment * Eﬂ L”_| EB oy 3 Recurrence n @ D
[9 Scheduling Assistant x & & Time Zones Lo 1 = ¥
Delete (3 . Add Webex Teams Mesting  Cancel 15 mingtes - Categorize Viva New View
Meeting = Meeting Notes Invitation &1~ ¢ Room Finder - Insights ~ Meeting Poll  Templates
Actions Webex Show Teams Meeting Meeting Notes  Attendees Options ® Tags FindTime My Templates A

@ vou haven't sent this meeting invitation yet.

Room Fi... = *

= L |0 | « mMay2022  » O
Subject | | T
Sed | ocstion | ] [soom:..] 1234567

Starttime  |Thu 5/26/2022 & [s00am ~| O Al day event 8 9 10 111213 14

15 16 17 18 19 20 21
Endtime | Thu 5/26/2022 8130 AM v
‘ ek B [ | 22 23 24 25[26]27 28

29 30 31

Good [T Fair [l Poor
Show a room list
None v

Chaose an available room:

None

3. Click To: and select meeting attendees. Select them as Required or Optional. A
Resource, such as a room, can also be selected.

Select Attendees and Resources: Offline Global Address List X ‘

Search: @} MName only O More columins Address Book

| Go | |Offline Global Address List - rholloway@umced ~ Advanced Find

Title Business Phone Location Department Email Address

MName

a@umcdiey

Team Christina TeamC| i

1 1@ummeconmicroso

1 semester 1semester@umcedu
&% 100DayWorkoutAw... 100DayWorkoutAw

2 South Staff 25outhStaff@umcec

2018-0196 CIDARA / .
20159/2020 M1 Stude...
2019-2020 AGD RESI...
2020 N444 White

2018-0196cidararest
20192020M15tuden
2019-2020AGDRESI
2020N444White@ur
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Quick Reference: Time Management & Sharing

i) Appointment

4. Click Scheduling Assistant in the Show group of the meeting tab to
see if the attendees are available or busy. A black icon appears to the left of the
meeting organizer, a red icon appears to the left of a require attendee, and a blue
icon appears to the left of an Optional attendee. A green icon appears to the left of a
resource. If an invitee is busy, the times that are scheduled on their calendars

display.

s Untitled - Meeting

it to do...

Meeting Insert Format Text Review ';‘ Tell me wk

[ Appointment = EE} Address Book [ 1]
x= O & o 2 Zovwse Wi O @ Bl B
[ Scheduling Assistant ¢ 2 Check Names !
Delete ¢ . Add WebEx Skype Meeting  Cancel Reminder: |15 minutes  ~ Recurrence Time Room | Categorize
7 Meeting - Meeting Notes  Invitation &1 Response Options - ’ Zones | Finder - b
Actions WebEx Show Skype Meet.. Meeting N... Attepdees Options ] Tags -
Appointment outlined in
I'—Elsgnd I o [100%: - | Tuesday, October 25, 2016 blue Wednesday, October 26, 201 Room Finder X
00 8:00 AM  9:00 10:00

8:00 AM  5:00 10:00 11:00 12:00 PM

- 4 October, 2016 » (7
Lo = Su Mo Tu We Th Fr Sa
25 265 27 28 29 30 1

,| | Al Attendees
[ Martha H. Johnson
Test Account1 -
Test Accountid 2 3456 78
Test Account11 9 10 11 12 13 14 15
Test Account12 | ] 16 17 18 19 20 [21]22
BN HABD

Test Account13

Test Account14 A R R R R R R A R R R R R e =
Test Account1s N

Test Account 16 A R R R Y \\\\\\K\\\\\\\\\\\\\\\\ [JGood Eeair [ Foor

Test Accounti? Show a room list:

v @
iy +]
(]

[+]

[+]

[

[+]

[}

[+]

]

[+]

@ | TestAccountld

Choose an available room:

[+]

[+]

[

[+]

[}

[+]

]

[+]

[+]

[+]

Training and

Test Account? \\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\ R T R "
[ wesi one -

Test Account20
Test Account21
Test Account22

Test Account3
Test Account EAREEEHEHEEEHENEHEHEHEHEHE R RN A SR

Test Account3
Test Accountf
Test Account?
Test Account8

RERREREERRERERRERERIEERLE

Click here {0 add a name
L 1 L Suggested times:

Add Attendees... ;
Start time | Tue 10/25/2016 = [100mm - 9:00 AM - 12:00 PM “B
Add Rooms... Endtime | Tue10/25/2016 [ [wooem - 1 conflict, 4 unkno..
Legend for |
calendar times %30 AM - 12:30 PM 5
MBusy [ Tentative [l Out of Office F Working Elsewhere [N No Information [ Qutside of working hours 1 conflict, 4 unkno.. -

5. Click Appointment to return to the appointment or click Send when ready to send the
meeting invitation. The meeting will appear on the recipient’s calendar in tentative
status until they accept or decline the invitation.

m

Respond to Meeting Requests

1. When a meeting request is received, in the Response group, click Accept to put
the meeting on the calendar, click Decline to reject the invitation, or click Tentative

if unsure whether you can attend.

Help with Access - Meeting

Q Tell me what you want to do...
|> ¥ P Find Q

¥,
x J ‘? X ! @ DQ T Move Julie 3 To Manager Mover (7Y, ==. gl
O €« " £ Team E-mail + Done ‘o4 Rules~ [ Related ~
Do || Ao T Bl Piopee (] | iy @ftos | AR S _ Mark Categorize Follow Translate com
NewTimes = Notes < Reply 8 Delete reate New Unresd  +  Up~ [y Select -
Delete Respond ceting Notes Calendar Quick Steps 5 Move Tags B Editing Zoom
Test Account10 M Martha H, Johnson
Help with Access
© Piease respond.
When Monday, October 24, 2016 11:00 AM-1:00 PM Location Z Building

1144 | Help with Access
Z Building
Test Account10

127

Outlook will show that section of the calendar which contains the new meeting so
you can see if you have conflicts that day.

¢"0
\ Page | 9
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2. If you Accept, you can choose to send a responseor not.

3. If the meeting organizer allows it, the invitee can accept as tentative or decline and
propose a new time by clicking Propose New time in the Respond group.
Change the date or time and click Propose Time.

v ?7 X -0 Q(—

Accept Tentative Decline  Propose Respond
- - - NewTme- -

Respol Occurrence

I Tentative and Propose New Time I

Decline and Propose New Time |

4. If the invitee proposes a new time, the meeting organizer can either Accept
Proposal and send an update to the other invitees or View All Proposals when
more than one person proposes a new time.

T3 Propose New Time: Cellsborative Working Session

. April 13, 2022
10:00

12:00 PM 2:00

| [—
Ve e E | ) O |
=7
SUSERT Meeting start time  Thu 4/14/2022 @ 300PM -
<< AutoPick Next >> Meeting end time | Thu 4/14/2022 | 3:30PM v
Weusy [ entative || Outof Office 7 Working Elsewhere Current Meeting &% No Information

Current Meeting Time Cancel

5. The organizer will receive the reply and can Accept the Proposal, Delete, or
View All Proposals when a group has been invited.

ed: Help with Access - Meeting Response

Q @ - ﬁj ["movetoas i Moveto shared ¥ Moveto Shared.. || MMover (Y, ==I |> % O Find Q

e Rep(; me'a)’d B More~ e E\Tu Manager 3 Team Email v Done =l e By Related~*
i Norrd || €2 Reply &uDelete ¥ Create New * || Paciorss | gony o R

Respond Meeting Notes Quick steps 5l Mo Tags Editing Zoom

1 10/21/2016 11,05 AM
Martha H. Johnson

New Time Proposed: Help with Access
To TestAcont10

Monday, October 24, 2016 11:00 AM-1:00 PM (UTC-06:00) Central Time (US & Canada).
Monday, October 24, 2016 11:30 AM-1:30 PM (UTC.06:00) Central Time (US & Canads),

his item longer apply a different Retention Policy.
ively accepted and proposed a new time for this meeting.

Can we change to this time?

When you open the meeting on your calendar, you can see how many have accepted,

declined, or marked tentative. The Tracking button of the meeting form will

show each invitee and their responses. Tracking

Access Queries class - Meeting

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

Q B B & B N EHE Bwemw O @GR

Cancel e . Add WEbh Appointment Scheduling Skype Meeting Contact Address Check Response Reminder: |15 minutes - |Recurrence  Time P:UDF"
Meeting Meeting ~ Assistant k4 Meeting Notes Attendees - Book Names Options - Zones Finder
Actions WebEx Show Skype Meet... | Meeting Mo... Attendees Options =
The following responses to this meeting have been received:
&, Name | Attendance | Respanse
Martha H. Johnson Meeting Organizer Hone
Test Accountl Required Attendee MNone
Test Account 10 Required Attendee Mone
Test Account1l Required Attendee MNone
Test Account12 Required Attendee Mone
“'.
& ()
N ]
) Page | 10
TECUNOLOCY ’
Revised 7/2022
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Reschedule a Meeting

To change a meeting you have organized, locate the meeting on your calendar and
double-click to open it. If you make changes that affect others, be sure to click Send

Update to let them know.
H S * 4 s

Access Queries class - Meeting

File Meeting Format Text Review Q Tell me what you want to do.

EEREEEEEIIIEEIEER SRS

[ Date & Time

Attach Outlook Business Signature  Table | Pictures Online Shapes SmartArt Chart Screenshot | Hyperlink Bookmark | Text Quick WordArt X Equation Symbol Horizontal
File lhem Cad~ - - Pictures  ~ - Box- Patsr - [ 1Object - Line
Include Tables Tllustrations Links Text Symbals -
) No responses have been received for this mesting. 2 - %
This appeintment conflicts with another one on your calendar, Room Finder
5 Test Account1; | | Test Accountid; | Test Accountil; | Test Account1d; | | Test Accounti3; | Test Accountid; | Test AccountiS; | Test Accounti6; | | Test Accounti?: =] 4 Ocober 2016 F
= il Test Account18;  Test Account1d; | Test Account?; | Test Account20; | | Test Account?l; | | Test Account??; | | Test Account3; | Test Accountd; | Test Accounts; ~ Su Mo Tu We Th Fr Sa
Send || subject | Access Queries dass || B2%usm»m01
Update ‘ 2345678
Loeation  [Z107 = [ Foese | 9 10 11 12 13 14 15
I 16 17 18 19 20 [21]22
Start time }mem/zs/zum i ‘mu PM V} [] All day event 23245267 BN
303108 2 395
Endtime | Tue 10/25/2016 400 p1a B L
[[]Geood []Fair [llPoor
Attached i IA;;:Q“"‘EL“"“"" w Show a room list
None -
Choose an available room:
Attached are the files for class just in case. None

University of Mississippi Medical Center|
2500 North State Street

Jackson, MS 39216 | JMM & Bldg Z

T: 601- 815-5157

Thank you,

Martha H. Johnson, CCP, MBA, MOSMI
IT Training Specialist

Technalogy Learning Center

Suggested times:

1:00 PM - 4:00 PM =
mhiohnson@umc.edu Current meeting ti..
Ut e ~ 900 AM - 12:00 PM g1
1 conflict, 4 unkno...
InShared Folder [ Calendar - mhjohnson@umc.edu Last modified by mhjohnson@umceduat10dsam | | |+

Change a Recurring Meeting to Add or Remove an Invitee

When multiple attendees are invited to a recurring meeting, care should be taken
when other attendees are added or previously invited attendees are removed.

1. Double-click the recurring meeting in the calendar of the meeting organizer.

2. Add an attendee or remove an attendee from the To: line.

=1

Send
Update

3. Click Send Update.
4. Be sure to select to send the update to only the affected attendee.

4 You have made changes to the list of attendees, Choose
Lh one of the following:

@ Send updates only to added or deleted attendees.

(") send updates to all attendees,

| ok || cancel

5. Click OK.

aw
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Quick Reference: Time Management & Sharing

Know Who You'll be Meeting With

See people's responses to a meeting request, even if you aren't the meeting
organizer.

IO Ll Insert | Format Tewt  Rewview | Help

[

Appointment [ Scheduling Assistant ~ i* Tracking

MName Attendance Response
ii. i_ Emily Braun Meeting Organizer MNaone
[+] @ Irvin Sayers (CONTOSO) < Required Attendee Accepted
@ Grady Archie <garchie@c Required Attendee Accepted
@ Debra Berger Required Attendee Nane

Send Calendar to Anyone Through E-Mail

In Calendar view, you can send your calendar to a mail recipient as an Internet Calendar,
while retaining control over how much information is shared. Your calendar information
appears in the body of the e-mail message and as an Internet Calendar attachment that
the recipient can openin Outlook.

1. Click Share Calendar on the Share group.

i 0 F .s-«
(=1 | e HO O
E-mail | Share Publish Calendar
\Calendar [Calendar Online = Permissions

Share

2. Select the Calendar; select the Date Range, Detail, etc. and click Ok when done.

Send a Calendar via Email X

| Specify the calendar information you want to include.

Calendar: ‘Calendar hd |

Date Range: ‘Today o |

Thu 5/26/2022

Detail: Availability only
Time will be shown as “Free,” "Busy,” "Tentative,” v

“Working Elsewhere," or *Out of Office”

[ Show time within my working hours only Set working hours
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o % e - ER g 0 8m [ J1 (O

Paste o 8 5y W-g- Bz n =3 Addes Check | Misch Attach Sgnatuwre | Attach Fe via
- ¥ Fomat Pavier - T Dook Nemes  Fier Rem- - AdobeSend&Tmck ¥ Lowlmportance
Choboacd L0 Bagic Tt ] Namet Iniude Adobe Send B Track et
ce.
Send
Subgect Maitha H. lehnion Calendar

Autacred

E Martha M. Johngon Call., |
—

Martha H. lohnson Calendar

mhjohmsong@ume.edu

Friday, Octaber 11, 2016- Thureday, October 17, 1016
Tiene zone: (UTC.08:00) Central Time (US B Canada)
[adjusted for Daylight Saving Time)

Oectaber 2016
54 Mo [y We Th #r sa

3. Fillin the To box and click Send.

Add a New Calendar Group

W ey 73 Tentatve [] free
Ot of Difke [} Warking Elarwhere Gubside of Working Houn
& E E E

By default, in the Navigation Pane, Outlook 2019 organizes your calendars into groups,
such as, My Calendars and Shared Calendars. You can rename these groups or
create additional calendar groups to organize the calendars in a way that fits your work

style better.

1. Click Calendar Groups in the Manage Calendars group of the Home tab when in

Calendar view.

Manage
Calendars ~

a2

Open  Calendar
Calendar ~ Groups =
Create New Calendar Group

Create a new calendar group in the
Folder Pane,

Manage C

Save as New Calendar Group

Saves the currently displayed calendars as
a new calendar group in the Folder Pane,

v Show Manager's Team Calendars

2. Click Create New Calendar Group.

3. Type a name for the group and click OK.

‘ October 2016 r

SU MO TU WE TH FR SA
25 26 27 28 29 30 1
2 3 4 5 6 7 8
9 10 11 12 13 14 15
1617m192022
3 24 35 26 27 28
30 31
November 2016

SU MO TU WE TH FR SA

12 3 4 s
6 7 8 9 10 11 12
13 14 15 16 17 18 19
0 21 22 23 24 35 %
27 28 29 30 1 2 3
4 5 6 7 8 910

4[m) My Calendars
Calendar - mhjohnson@umc.

[ Calendar - Test Account10

1] Team: Julie Green
4[| Shared Calendars
[] Test Account10

4[m] Rooms
[] DIS - Z105 Training Room

["] DIS - 106 Training Room
DIS - 7107 Training Room!
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Quick Reference: Time Management & Sharing

Calendar Printing

1. Select the calendar view you want to print, such as day, month, etc. or you can select

after step2.

2. Click the File tab and Print.

Calendar - rholloway@umec.edu - Outlook ? = a} X
Print
T lEpa Specify how you want the item
Eﬁ 1o be printed and then click
Print.
Print
Save as Adobe May 2022 -
PDF :
Printer T o T o o o
May 1 7
MMC1267 on NTPI-ADPRPRTVOL....
Save Calendar ‘ % SenenOifime
Print
Settings
1 B
Office . Daily Styl
Options Weekly Agenda Style 2 2
Exit Weekly Calendar Style
k= £ Jun 1 2 3 “
Monthly Style
DDD Titold Style T ===
Calendar Details Style
< of1 b =
3. Select aprinter.
4. Click Print Options to set a date range or other options.
Print *
Printer
MName: SANTPI-ADPRPRTVO1.ntummeumsmed.edu\MMC 1267 bd Properties
Status:
Type: TOSHIBA Universal Printer 2
Where: JMM - DIS (#14W Silverbell) D Print to file
Comment: Host MMC1267.umsmed.edu; MAC: 00:80-91:B7:78:8F; MODEL: 5005AC; SN: CFIG46059; EPIC: ; REMARK:
Print this calendar: Copies
Calendar v MNumber of pages: All w
Print style Number of copies: 1 =
[ | Coll i
ﬂ Weekly Calendar Style ~ Fage Setup... D P Sopis
- Detine Syes. BUE T
Tri-fold Style v
Page range
(@) Al
O Pages:
Type page numbers and/or page ranges separated by commas
counting from the start of the item. For example, type 1, 3 or
5-12.
Print range
Start  Thu 5/26/2022 ~
End:  Fri 5/27/2022 et
[ Hide details of private appointments
v | cace

-"
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Quick Reference: Time Management & Sharing

5. Click Page Setup to select Only Print Workdays if your days off are showing.

Format  Paper

Options.

Page Setup: Monthly Style

Style pame: | Monthly Style

Header/Footer

Preview:

Tasks:  |No Tasks

[+] Only Print Workdays
Z‘ Print Exactly One Month Per Page

Fonts

Layout |1 page/month | » Date headings
24 pt. Segoe Ul
w

Appointments

Include: [ Notes area (blank) 8 pt. Segoe Ul
D MNotes area (lined)
Shading

I:l Print using gray shading

6. Click Preview to return to preview.

7. Click Print

Set Calendar

when ready to print.

Default Options

1. Click the File tab and click Options.
2. Click Calendar.

3. Select the work week days and times and other options.
4

Click OK twice when done

*

Font..

Font..

Cancel

General
Mail

Calendar

Groups

People

Tasks

Search

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Change the settings for calendars, meetings, and time zanes.

Work time
{B) Work hours:

Start time: H0AM  ~

End time: S00PM +

Work week: [] Sun Mon Tue Wed Thu Fri [ sat

Firt doy of weele

Calendar options

L?ﬂ Default reminders:

Allgw attendees to propose new times for meetings

Use this response when proposing a new meeting time:

‘Add holidays to the Calendar:

Changethe permisions o iewing FeeBusyinformtion

[ Enable an alternate calendar
When sending meeting requests outside of your organization, use the iCalendar format

[ Show bell icon on the calendar for appointments and meetings with reminders
Display options

i3y et csendrcolos

[ Use this color on all calendars

[ Sh L numhers in th ith Ain the Date Navinat:

[v]

oK Cancel

\ |
.‘
[}
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Quick Reference: Time Management & Sharing

Tasks

A task is an item that should be completed by a specified date and time which you can
assign to yourself, another Outlook user, or a group of users. Tasks can be recurring if they
are performed at regular intervals. You can attach files to tasks you send to other users. You
can click Follow-up in an e-mail to make it a task. Past due tasks display in red in the Task
list. Completed tasks will have a line drawn through them.

<

4 My Tasks [ searcnTo-Do List

Jo)
To-Deo List 1| TASK SUBJECT | START DATE | REMINDER TIME |DUEDATE & |IN....| CATEGORIES Falks
Tasks Click here to add a new ..

4 |™ Flag: Due Date: Today
[EXTERMALIReminder: & Ti.., Wed 5/25/2022 Mone Wed 5/25/2022 In.. |b
[EXTERMAL}E) Have You ... Wed 5/25/2022 Mone Wed 5/25/2022 In... >
View Your Task &
Change
1. Click Tasks in the bar below the Navigation '
v v
pane- Detailed Simple List | To-Dolist Prioritized
H : ﬂ Iﬂ R Age Completed  Today Na:>? Days
€ B
2. Tasks are sorted by Due Date. Use the Current =/ ¥ =
View group to change the Task view. Manage Views..
;pp’ly’&ur’rent‘ Vlew tVD Otr;ar Ta’sk Folders...
Create a Task
1. Click the New Task button ¥/ New Task in the New group on the Home tab of Task
view.
EXQE R v R O P
S{a:‘v;? Delete Forward OneNote ~ Task Details Cor;/!napr‘\;m A‘:;gkn Se;«::::u; Recurrence Cat:gvome FE!:W Ol
sec |
sarigae [Neme status [Nt Stated -
Due date [Nene Priority | Normal -] e comptete [ [
[] Reminder  None [ None - @ Owner  Martha H. Johnson
\
2. Enter the Subject, Start date, Due date, set a Reminder, add a Category,
importance and a Priority, if needed.
3. Click Recurrence for tasks that will be repeated on a regular basis and regenerate
the task, if needed.
R
n [ ]
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Quick Reference: Time Management & Sharing

4. Type an explanation of the task in the body area, especially if you plan to assign this
task to someone.

Task Recurrence X

Recurrence pattern

() Daily (®) Recur every week(s) on
(®) Weekly [Jsunday [ IMonday [ Tuesday [ wednesday

() Monthly Thursday [ Friday [ saturday
O Yearly () Regenerate new task week(s) after each task is completed

Range of recurrence

Start  Thu 5/26/2022 No end date

@ End after: occurrences
(OEndby:  Thu7/28/2022

| OK | ‘ Cancel | Remove Recurrence

5. Click Save & Close.

Assign a Task

The main benefit of using Outlook to assign tasks is that you can receive status reports
on assigned tasks and view these status reports in your Tasks folder. Also, the activities
of sending task requests and processing responses to those requests is automated.

1. To assign a task to another user, click Assign Task in the Manage Task group once
you have created the Task. Once accepted, the assignee will become the Owner of
the task.

v i [
[ ]
J& =1
Mark  Assign Send Status
Complete Task Report

Manage Task

2. Click To and select a name or names from the Address Book.

Please send me your vacation days for 2017 - Task

Insert Format Text Review 2 Tell me what you want to do...

Fil
FxmEe B B O WP

! High Importance

Save & Delete OneNote | Task Details  Cancel  Address Check Recurrence Categorize Follow Zoom
Close Assignment  Book Names - Up- ¥ Lowlmportance
Adions Show | Manage Task Names Recurrence Tags Zoom S
‘ To.. ‘ | Test Accountag; 1
seng | Sublect [Please send me your vecation days for 2017 |
en
Startdste | Tue 117172016 Status | Not Started -]
i -] % [ =]
Duedate  |Wed11/30/2016 priority | Normal %compiete 0% 2]

[v] Keep an updated copy of this task on my task list

[V/] Send me a status report when this task is complete

1'am working on our leave day calendar and need your planned vacation and time off for 2017

Thank you,
YYour manager|

3. Click Send.
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Accept or Decline a Task From Another User

1. Open the task in either your Inbox or by double-clicking the line in your calendar.
2. Click Accept to accept the task and place it in your task list.

il 90 r &

m TASK  ADOBEPOE

¥ - i e 55 Reply oy Ly [ [ =8 Prvate

X EMRBEV XS Yo iy Q
Lom

52 Rephye Al I High Impatance
Sove Bt Delete OneNate | Task  Detsils  Accept Decline Asgign Send Stalus  Categadze Fallow

Close Ejforward  Tak  Report . up- ¥ LowImporance

Send me your vacation days - Task

Adhiang Show Reipond Manags Tagk Tags

ﬂ Dwue in 7 days.
Assgned by Martha H. Johnson on 4/4/2004 11:31 AM,

Zaom

Sutyjed Send me your vacabiof dayd
Dus date Siarts oo 49,2004, due oan4/01,2004
Statuy Hat Stared Frionity  Morma % Complete 0%

Chwmed Test Account20

I am working on the leave schedule. Please send me your vacation requests for this summer.

Thanks,
Martha Johnson
3. Add a Priority or Category, if needed.

4. Click Decline D)S to delete the task from your Calendar. As a courtesy, be sure to
send a message giving a reason.

Mark a Task Complete

You can mark a task complete in several ways:

o Select the task and click the Mark Complete button on the Ribbon v |'>.<

Mark | Remaove

e Select Completed in the Status drop-down list on the Task page Completejfrom List

Manage Task

| Mot Started | =

In Progress

Completed

Waiting on someane else
Deferred

e Setthe % Complete box tc; complete =

e About Task Ownership

If you create a task, you initially own the task. Only a task’s owner can make changes to
the task. This means that the owner can modify the properties (the percent complete, the
status, the start date, and so on) of all tasks that the owner creates and owns. When a
task is assigned to someone else and that person accepts the task, the assignee
becomes the owner of the task. The creator can then view the task’s properties, but can
no longer change them — only the current owner can make those changes.
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Quick Reference: Time Management & Sharing

Reclaiming Ownership of a Declined Task

If a task you assigned is rejected, you will need to reclaim the ownership of the task if
you plan on assigning the task to someone else or modifying and completing the task
yourself.

1. Open the message containing the declined task request.
2. Click Return To Task List on the Task tab of the Ribbon.

Send me your vacation days for 2017 - Task

@ Tell me what you want to do...

W 51 | S Rept «= y= o ™ |> Q
Vi & heply o7 i 1
x Ei v S G v ot _;/.0. | 1] ! HighImportance
Delete OneNote | Task Details Returnto| Mark  Assign Send Status = Categorize Fallow g, Low Importance Zoom
- Up~

S3Forward | Tack List [Complete Task  Report
Manage Task Tags Zoom

Adtions Show Respond

© Dueinid days.
Declined by Test Accountl0 on 11/1/2016 8:48 AM.

Subject  Send me your vacation days for 2017
Duedate Starts on 11/1/2016, due on 11/15/2016

Status Mot Started Priority Normal % Complate 0%
Owner  Martha H. Johnson

3. Click Save & Close.

Work with Task in the To-Do Bar

The To-Do Bar (task list) is a feature that you can show or hide. The primary benefit of
the task list is that it allows you to work with your tasks in a single window along with the
other tools in view. To show or hide the task list in the To-Do Bar, choose To-Do Bar
from the Layout group of the View tab, and choose Tasks from

the menu. E

Reading To-Do
Pane~ Bar~

Layout Calendar
Pecple
Tasks
Off

You use the same methods to create a new task in the task list as you use to create
tasks in the Tasks folder.

1. Right-click in the empty area of the task list.

|> Flag: Due Date: Today

Collapse All Grouy
[EXTERNALReminder: & Ti... Wed LAl CD

2. Choose New Task or New Task Request [ETERNADED Havetou . Weg  EXpEnd All Groups
(depending on whether you are creating the - f"py
task for yourself or assigning it to someone T
eISe). Mark as Unread
i Categorize »
> Follow Up »
X Delete

To change the task list view in the To-Do Bar, right-click in an empty area of the task list,
choose Arrange By, and then select a view. You can also right-click on a column
header in the task list and choose a view from the list.
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i Applying a flag to a message or a contact makes the item appear in the To-Do
Bar and in the Tasks view. Flags create a visible reminder that an action is due.

The To-Do Bar (and hence the task list) can be made visible in the Mail, Calendar,
People, and Tasks folders. To change its settings or decide whether it is even visible,
go to the View tab and select the To-Do Bar button. The drop-down menu will allow you
to display any or all of the three sections of the To-Do Bar. You may want to customize
the display of the To-Do Bar for each of the folders. For instance, you probably will not
want to display the Task List while in the Task folder or the Date Navigator while in the
Calendar folder.

Creating Rules

Because we are in an Exchange environment, Outlook can evaluate your incoming and
outgoing e-mail messages and take various actions on them based on a set of instructions
you set up, called rules. For instance, you might create a rule that tells Outlook to move all
messages from a specific sender or with a certain subject into a specified folder rather than
leaving them in your Inbox. These rules can be constructed with a myriad of parameters,
such as the message sender, content, attachments, recipients, etc. Based on the criteria
(conditions) you set, Outlook can automatically move, copy, delete, forward, reply to, and
many other things. Keep in mind that you can define a rule to function either when a
message is received or when it is sent. There is a collection of standard rules you can
choose from or you can create your own from scratch. You also can import or export a set of
rules.

There are two types of rules in Outlook — server-based and client-only.

e Server-side rules If you are using a Microsoft Exchange Server account, some rules that
you create are server-based rules. These rules run on your mailbox on the Exchange
mail server, even when Outlook is not running on your computer. The Automatic Replies
(Out Of Office) is a good example of this.

e Client-side rules Client-side rules are rules that run only on your computer and are
stored there. A client-side rule is needed when you’re moving messages to a local folder
instead of to a folder on the computer running Exchange. For example, if messages from
a specific sender that arrive in your Inbox must be moved to one of your personal folders,
the rule must function as a client-side rule because the Exchange Server is not able to
access your personal folders — in fact, your computer might not even be turned on when
a message arrives with that kind of criteria.

When you create a rule, Outlook examines its logic to determine whether it can function as a
server-side rule or a client-side rule. If it can function as a server-side rule, the rule will be
stored on the Exchange Server and run from there. If the rule must function as a client-side
rule, Outlook stores it on your hard drive and appends the name of the rule with the words
(client only) to designate it as such.

If your list of rules contains both kinds of rules, the server-based rules are applied first,
followed by the client- only rules.
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Create a Rule from a Selected Message

Create a Rule to Move a Message from a Sender When Message Is Received

1.

2.
3.

Click a message in the Inbox, and on the Home tab, | ¢ >

click Rules in the Move group.

Move Tags

Click Always Move Messages From to move messages v N

to a folder when they are received.
Choose a folder and click OK.

Create a New Rule for a Selected Message

="

Move = Rules OneMote

Always Move Messages From:
0 Create Rule...

'.|:| Manage Rules & Alerts...

You can create a new rule for the currently selected message with different actions
other than just move when received, such as creating a rule based on the subject of
the message.

1.
2.

Click the message in the Inbox.

Click Create Rule to open the Create Rule
dialog box, offering properties based on the
selected message; including sender, subject,
and recipient.

Choose the criteria for your rule using any
combination of the three, and then choose
an action from the Do The Following group
of controls.

Click OK to create the rule. Outlook will
create a rule to move messages based on
your selections.

Create New Rules Using the Rules Wizard

Create Rule X ‘
When | get email with all of the selected conditions

[ From Nathan E. Dancy

D Subject contains | Curating Your Canvas Courses

I:‘ Sentto | me only b

Do the following

D Display in the New Item Alert window

[(play aselected sound: ~ Windows Motify Emaill  » | = Browse...
[“IMave the item to folder:  Deleted Items Select Folder...
oK Cancel Advanced Options...

To create more complex rules, perform tasks other than moving messages, or create a
rule that is not based on a specific message, use the Rules Wizard. The wizard can be
opened in a couple of ways:

Create a General Rule

A general rule is one not based on a specific message.

1. On the Home tab, click Rules in the Move group.

2. Choose Manage Rules & Alerts. The Rules and Alerts dialog box, E-Mail Rules
tab, shows all the existing rules that you have defined. Outlook applies these rules
in the order in which they are listed, an important fact to consider when you’re
creating rules. Note there are re-sequencing arrows in the toolbar; also, you can
select or de-select rules to put them into effect or to take them out of service.
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Quick Reference: Time Management & Sharing

¥ >
Move Tags

i

Move = Rules OneMote

Always Move Messages From:
sz Create Rule..
IE Manage Rules & Alerts... I

You might use certain rules all the time but use others only at special times.

Rules and Alerts X |

Email Rules Manage Alerts

\New Rule.. ChangeRule= B2 Copy. X Delete & ¥ Run Rules Now.. Options

|_[Rule (applied in the order shown) B | Adtions _ I
|| [EXTERNAL]Rachel, don't miss these newly released courses B it

Rule description (click an underlined value to edit):

Apply this rule after the message arrives
with [EXTERNAL]Rachel. don't miss these newly released coyrses in the subject
move it to the|Deleted lems| folder

and stop processing more rules

["]Enable rules on all messages downloaded from RSS Feeds

_ [[ox ] conen Aoply
1. Click New Rule in the Rules and Alerts dialog box.

Rules Wizard * |

Start from a template or from a blank rule
Step 1: Select a ternplate
Stay Organized
[ Move ges from to a folder
13
*

Move messages with specific words in the subject to a folder
Maove messages sent to a public group to a folder
P Flag messages from someone for follow-up
Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
Display mail from someone in the New Item Alert Window
o) Play a sound when | get messages from someone
Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive

=7 Apply rule on messages | send

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives
from people or public group
move it to the specified folder

and stop processing more rules

Example: Move mail from my ger to my High Imp folder

o | Fien
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i When you create a message rule using the Rules Wizard, you must first
specify whether you want to create the rule from a predefined template or from
scratch. The templates can save you a few steps because they address common
message processing tasks. If you decide to create a rule from scratch, you will set up
all the conditions for the rule as you create it. With or without a template, you have
full control over the completed rule and can modify it to suit your needs.

General Procedures for Creating Rules

1. Make sure the Inbox to which the rule applies is selected. This will only be
necessary if you have more than one e-mail account operating in Outlook.

2. Specify whether the rule applies to messages as they are received or as they are
sent.

3. Set the conditions that classify which messages are processed — sender, priority,
content, attachment, etc.

4. Indicate the action to take when a message meets the criteria — move, copy,
delete, generate a reply, etc.

5. Create other message rules to address other tasks, including those that might
work in conjunction with other rules.

6. Setthe arrangement of the rules to define the processing order, as needed.

i If multiple conditions are set for a rule, the rule combines these conditions into
a logical AND operation — in other words, the message must meet all the conditions
to be subject to the rule. You can also create rules that use a logical OR operation,
which says that the message is subject to the rule if it meets any one of the
conditions.

Modify a Rule

Modifying a rule is much like creating one.

1. Click Rules, Manage Rules & Alerts to open the Rules And Alerts dialog box.

2. Select the rule to be modified and click Change Rule to open a menu of editing
options.

Rules and Alerts *

Email Rules Manage Alerts

4 New Rule.. Change Rule = B2 copy.. P Delete & ¥ Run Rules Now.. Options
| Rule (applie Edit Rule Settings... Actions
7| [EXTERNAL 2 i

Rename Rule
Display in the New Item Alert window
W) Play a Sound...
E] Move to Folder...
B4 Copy to Folder...
Rule description| | Mark as High Pricrity
:ﬂﬂf&;ﬁz ¥ Mark as Low Priority
moveittothe[ X Delete Message

3. Select your choice and click Edit Rule Settings... to continue with the changes.
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Outlook Templates

If you find you are sending the same message on a regular basis and have resorted to
finding the previous message in your Sent Items, modifying it a bit, then resending it, you
may find that using Outlook Templates might be a better solution.

Create an Outlook Template

1. Create a message, placing everything in it that you would regularly send; text,
addresses, attachments (if they do not change), etc. You can even set options like
Read Receipts if you like.

Click the File tab of the message and click Save As.

Click the drop-down beside the Save as type: field and choose Outlook Template
(*.oft). Leave the location alone — you will want to use the default so that Outlook can
easily find it later. However, the template will only be saved on the current computer.
Give the template an easily recognizable name — type it in the File Name field.

7 Save As X |
1 [# > ThisPC » Documents v U O Search Documents
Organize * New folder . e

Snagit A Name Date modified Type Siz:

T
eams Custom Office Templates

= This PC Outlook2019
¥ 3D Objects Snagit
Word 2019
Word19 Essentials Training Exercises

B Desktop

'+ Documents

¥ Downloads

B Music

& Pictures

B/ videos

4.5 Windows (C)
15 Mntommeda

Save as type: Outlook Message Format - Unicode v

Ve Fodes ol - =

4. Click Save. Close the message and donot save it.

Use an Outlook Template
1. Click Mail. On the Home tab, select New Items from the New group.

2. Click More Items and then click Choose Form....

& [0
New = Meet Schedule
ltems~ | Now Meeting~
B E-mail Message
EE Appointment
[& Meeting
i Group
B3 Contact
%] Task
E-mail Message Using »
Mere ftems » % Postin This Folder
Wi Teams Meeting 2% Contact Group
72 Task Reguest
&) Internet Fax
R
B ]
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3. Inthe Choose Form dialog box, select User Templates in File System from the
Look In: field drop- down.

Choose Form X |

Look in: [User Templates in Flesystem | v | growse. [#]m =

CAL \AppDatal} ing\Mi oft

| Microsoft Office Email Template

Display name: |! gpen I

File name: Cancel

Advanced> >
Choose Form X |
Look In: | Standard Forms Library ﬂ Browse_. M E
Standard Forms Library
Appointni Personal Formes Library
Contact |Outlook Folders
| Distributi Standard Templates o
Hournal gizerTemplatesinfleSvstem % 00|
| Meeting (Inbox
Message
| Note
| Post
|Standard Default
Task
Task Request
Display name:  Appointment
L Cancel
Advanced> >

4. Click the template you wish to use and click the Open button.

5. Your saved template will generate a new e-mail form with the information you saved
in the template. Add any e-mail addresses or other information and click Send.

Find Data in Outlook

It does absolutely no good to put things into Outlook if you cannot find them later. These
next few sections will step you through the various features that allow you to search for your
Outlook Data.

Use Instant Search

The Instant Search feature at the top of your item list provides a simple, unified search
interface that is the same across all the Outlook folders.

All Unread | Search Current Mailbox (Ctrl~E) £ | current Mailbox - |

No matter which folder you are in, Outlook will start display search results as you type in
the Instant Search box, automatically filtering out older results when there are many
items. By default, Outlook searches only the folder that you have open, but this setting
can be changed. This default configuration should work in most circumstances; however,
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you might need to adjust some things to optimize your results.

To configure Instant Search, click the File tab, Options, and Search to display the
Search page of the Options dialog box.

G | .
snere p Change how items are searched with Instant Search.

Mail

Calendar Sources

G
foups ,c'?l Change the Outlook stores indexed by Windows Search Indexing Options..,
Pecple
Tasks Results
Search =p  Include results only from:
L ) Current folder
anguage
® Current folder. Current mailbox when searching from the inbox
Ease of Access )
() Current mailbox
Advanced O All mailboxes
Customize Ribbon [J Include messages from the Deleted items folder in each data file when searching in All ltems
Quick Access Toolbar When possible, display results as the query is typed

Improve search speed by limiting the number of results shown
Highlight search terms in the results

Highlight color

Notify me when results might be limited because search indexing is not complete

Add-ins

Trust Center

Search Options Available

¢ To have Outlook show you search results as you type, select When possible,

display results as the query is typed. If this option is cleared, Outlook does not

start searching until you click Search or press Enter.

e When your search has many results, Outlook 2019, by default, limits the number

of items it displays by filtering for the most recent. To view all results of your

searches, no matter the number, clear the Improve search speed by limiting

the number of results shown check box.

e To have Outlook highlight your search terms where they appear in the results,

select Highlight search terms in the results. You can also set the highlight color.

¢ If you want Outlook to search mail items that have been moved to the Deleted
Items folder but not yet actually deleted, select Include messages from the
Deleted items folder in each data file when searching in All Iltems.

o To set the default scope of Instant Search, under Include results only from,

choose either Current folder or Current mailbox. This may be a setting that you

turn on or off depending on your needs. More than likely, it will remain off most of

the time.
aw
&%
\./ Page | 26
TECUNOLOGY '
Powered by =&%"?T’3£‘LC Revised 7/2022

*Subject to Change depending on UMMC modified Business Processes



1 EARN g

Quick Reference: Time Management & Sharing

Perform an Instant Search (WIth the Default Settings)

1. Click in the Instant Search box for the folder you are in and type your search text.
Outlook will display the results as you type, with the search terms highlighted.

To narrow the results, type more text. To widen the results, delete some text.
To clear the search and start over, click the X to the right of the Instant Search box.

All Unread || EndMote I » ” Current Mailbox ~r|

4. To repeat a search that you have performed recently, click in the Instant Search box
to display the Search tab, and choose Recent Searches on the ribbon.

Search @ Tell me what you want to do...

2] a @ n B3 This Week - [* Flagged 4 ni a

m . ! JOR N

- ) i Sent To~ ! Important

m Subject Has Categorized Recent [Search  Close
Attachments - 2 Unread & More~ Searches ~|Tools~ | Search

Refine EndMNote

Search Current Mailbox [Ctrl+E) 2 | Currer, alfred
| SUBJECT |RECEIVED  |Sl...|C. technology learning center

hasattachments:yes

i Remember that searches also look in an item’s attachments. This means that
sometimes a search may include an item that does not seem to belong — the search
term may be contained in the attachment.

5. To refine your search, click in the Instant Search box and take notice of the items in
the Ribbon.

File Home Send / Receive Folder

= [=p Current Folder ol @ || FA This Week ~ [* Flagged '3 T
ISl o & 1] 2 i B8

Subfolders 4.@ SentTo~ ! Important
All Current = Include From Subject Has Categorized Recent 5Search  Close
Mailboxes Mailbox &3 All Outlookltems | gjder Results Attachments T &1 Unread + More~ Searches ~ Tools | Search

Scope Results Refine Options Close

The Refine group on the Search tab will show you several extra fields that you can
search within to refine your results. Each type of folder will display its own commonly
used fields for that type of folder, so each one will show a different list of fields by default.
You can also add fields to allow your searches to give you exactly the data you want.

Find and Organize with Search Folders

Functionally, a search folder is not really a folder at all, but rather a special view that
functions like a separate folder. In effect, a search folder is a saved search. You specify
conditions for the folder and Outlook displays those messages that meet the conditions
in that search folder view. The messages continue to reside in their respective folders,
although they appear to have been moved to the search folder.
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There is a Search Folders branch of the Folders List which contains a few default search
folders, such as:

4 Search Folders

Cotegonized Ml  Categorized Mail — shows all messages that have categories
o assignedto them
Large Mail

e Unread Mail — shows all messages that are unread

Missed Calls

Missed Conversations 1 e Large Mail — shows mail larger than 100 KB

Unread Mail 104
Voice Mail

These default folders can be customized by right-clicking on the folder and choosing
Customize This Search Folder to open the Customize dialog box where the criteria
can be modified.

Create a New Search Folder

1. Right-click Search Folders in thle Flavigation Pane.

4 Search Folde—

Mew Search Folder...
Catennrizes

2. Choose New Search Folder. The New Search Folder dialog box opens, offering
several pre-defined search folders.

MNew Search Folder x |

Select a Search Folder:
Reading Mail ~
Unread mail ‘
Mail flagged for follow up

Mail either unread or flagged for follow up
Important mail
Mail from People and Lists
Mail from and to specific people
Mail from specific people
Mail sent directly to me
Mail sent to public groups
Organizing Mail

Catennrized mail

Customize Search Folder:

Search mail in: rholloway@umcedu v

=

3. Choose one from the list and customize it or choose Create a custom Search
Folder at the bottom of the list and create your own.

New Search Folder X ‘

Select a Search Folder:

Mail from specific people ~
Mail sent directly to me
Mail sent to public groups
Organizing Mail
Categorized mail
Large mail
Old mail
Mail with attachments
Mail with specific words
Custom

[ Creste s custom search Folder 1]
Customize Search Folder:
To specify criteria, dlick Choose.
Choose...
Cance
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Use Advanced Find

Outlook still provides the Advanced Find feature as it has for quite some time now. This
feature allows for advanced searches requiring multiple search conditions.

1. To open the Advanced Find dialog box, click the Instant Search box.

2. Click the Search Tools tab, Search Tools, and click Advanced Find. You may also
use the key combination of CTRL+Shift+F

p Advanced Find - O x
Look [Messages v] In: ‘Inbox | [ Browse.. ]
Messages | More Choices I Advanced I Find How I
Search for the word|(s): ‘ lz“ Stop
In: ‘subje:tfle\d only lz“ [Mew Search |
O B ] |
= [ sent To... ] ‘ |
5:;;:2- ?::r: Sfil:rs::1 [Tl Where Tam: [the only person on the To line =] q
Optio 75 Indexing Status... Time: ‘none EHAnytlma Iz“
nt Mailbox E Locations to Search ¥
Advanced Find...
Ef_) Search Options...

This dialog box can be used to search for any type of Outlook item using multiple search
conditions. The options found in the dialog box will change based on the type of item
that you select in the Look For drop- down box.
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