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We will be looking at

 What’s new in Outlook 2007
e Getting Started with Outlook 2007
Messages and Text

sending a message and formatting text

Manipulating messages
Organizing Mail
Contacts
Calendar
Tasks and Notes




What’s new in Outlook 20077
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The Ribbon is to help you get things done more easily and with fewer steps.




Instant Search
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Getting Started with Outlook 2007




Opening Outlook 2007
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Go to Start, All Programs, Microsoft Office then Click on
Microsoft Office Outlook 2007




Outlook 2007 Window
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[~ Inbox - Microsoft Outlook
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Navigation Pane

Favorite folders

Mail folders

Navigation

Navigation options:

*Mail — the main area where you can
read,

compose, receive and send email.
eCalendar — the scheduler, or planner,
where you can set and manage
appointments and tasks.

eContacts — contains your contact list
where you

can store names, e-mail addresses, and
other information.

eTasks — the task list where you can
create and manage tasks

*Notes — the notes page where you
can create and manage notes

eFolder List — displays all folders in a
hierarchical format.

eShortcuts — displays shortcuts.




To-Do Bar
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Located at the far right
of the window, the
To-Do Bar is visible
wherever you happen
to be working in
Outlook.

The To-Do Bar is there to help you keep track of upcoming
tasks and appointments.

The picture calls out a few of its key elements:
o Date Navigator
9 Upcoming calendar appointments

(3) A place to enter new tasks by typing

@ Your task list




Outlook Help
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Out of office message
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This feature sends an automatic response message while you’re out of the office.




Out of office message — Out of office assistant window

Dut of Office Assistant

Start Eime:

End time:

Type your message
on this space.

Click Ok

@ Select Send Out of Office auto-replies and put a check mark on the box “Only send during
this time range:” Select the Start time and End time.

(2] Next, you can type a customized message that will be used to auto reply
to messages sent by others. You can set up messages for both
inside and outside of your organization.




The Ribbon
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The Ribbon is at the top
of the window.

The Ribbon is visible
each time you create or
edit something in
Outlook.

Outlook commands are now more prominent, and common commands are
displayed and grouped in ways that make them easy to find and use.

The Ribbon is to help you get things done more easily and with fewer steps.




A closer look at the Ribbon
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Tabs: The Ribbon is made up of different tabs, each related to
specific kinds of work you do in Outlook.

Groups: Each tab has several groups that show related items
together.

Commands: A command is a button, a box to enter
information, or a menu.




The Ribbon shows what you need
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The Ribbon shows tabs and commands appropriate for what you’re doing.
The tabs on the Ribbon will differ depending on the area of Outlook you’re working in.
For example:

O Anew message shows the Message and Options tabs.
@ A new appointment shows the Appointment tab.

@ A new contact shows the Contact tab.




Quick Access toolbar

Quick Access toolbar
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What’s best about the Quick Access Toolbar? What’s on it is up to you.
That is, you can add your favorite commands to it with simply

This row of buttons above the Ribbon, already contains several buttons by default, but you
can add new commands.




Lesson |: Messages and Text

Sending a message & formatting text

a. Compose a New message

b. Sending an email > To, CC, BCC (Blind Carbon Copy)
c. Search for email address

. Attach File, Attach Item, Set message with High

Importance

Create Signature, Insert Signature and Choosing
default signature

Options tab Show BCC, Request a Delivery Receipt,
Request a Read Receipt




Sending a message & formatting text

a. Compose a New message, From menu bar click on File >
New > Mail Message
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Sending a message & formatting text

b. Sending an email > To, CC, BCC (Blind Carbon Copy)

Click To button — select recipient’s email address
Click Cc — copy a person to this email
Click BCC - Blind copy a person to this email Select Names: Confacs
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In addition to selecting a recipients email
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the person then Press Ctrl-K. This will
also open the Address book window.
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Sending a message & formatting text

c. Search for email address on Message tab select Address
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Sending a message & formatting text

d. Attach File, Attach Item, Set message with High importance
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Sending a message & formatting text

d. Attach File , Attach Item, Set message with High importance
Attach Item
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Sending a message & formatting text

d. Attach File, Attach Item, Set message with High importance

Click here to set message with
high importance
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Sending a message & formatting text
e. Create Signature, Insert signature, Choosing Default Signature

Hi— —_— e Cliclc here to open
Signatures and Stationery |2|fz|u re box
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Create Signature, How to Insert Signature, Choosing Default Signature

.'fﬁa:‘g Ho0 a9y )7 Untitled - Message (HTML)

Click Signature button

Message Insert Options Format Text Adobe PDF

e LR

= -
Paste |B LT (|32 - iF iZ|| Address Check | Attach Attach Business Calendar|5i
= —i ' — Book MNames | File  Item Card~

Clipbaard [ Basic Text Mamaz

e s If you have multiple signatures
SLECETEF \ou can Select from the
gl Signatures list

Informal signature

Infarmal signature_email

Meditrek

Signatures...

—
Joanne Garcenila Calinao
Applications Specialist, IT@NIMS Thls iS my defa u It Slgnatu re
Email: garcenjv@umdnj.edu
T ——

You can setup a default signature so it will appear each time you create a
new message.




Create Signature, Insert Signature, Choosing Default Signature

New Message

Replies/forward message

I Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature ko edik Choose default signature
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Lesson |: Messages and Text

f. Options tab you can Show BCC, Request a Delivery
Receipt, Request a Read Receipt

,3 .ﬁ Untitled - Message (HTML)

id
- Message  Insert Format Text  Adobe PDF

| Colars ~ . B AaPlain Text 1,3
H s } E_'l E_l Ll Hﬂ Request a Delivery Receipt =~ - *__’ %
= [a]Fonts - e { FPY* ¥

Themes Page ||| Show | Show _ Use Vating [ Request a Read Receipt SmrESEnt Delay  Direct
. fects ™ | colo Bec webrom || AaRichText || puttons - Item~ Delivery Replies To

Themes ield Format Tracking Mare Options F

If you add a recipient's name to this
box in a message, a copy of the
message is sent to that recipient, and
the recipient's name is not visible to
other recipients of the message




Lesson |: Messages and Text

Options tab you can Show BCC, Request a Delivery
Receipt and Request a Read Receipt

= A delivery receipt
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A read receipt informs you that your
message has been opened.




Lesson |: Messages and Text

Manipulating messages

Select a message, Delete, Move to Folder
Preview a message
Opening a message and viewing it on a new window

Reply, Reply to all and Forward message, double click
on message see commands on Respond group

Opening and saving an attached file
Printing a message
. Adobe PDF tab — Convert to Adobe PDF




Lesson |: Messages and Tex

Manipulating messages

g. Select a message, Delete, Move to Folder
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Meditrek Supp... RE: Please add in Class 4

Meditrek Supp... RE: Please check the following students - not in the student list or have cha...
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Oracle Production Migration-Upgrade test
Hu, Po

You replied an 5/4/2010 4:27 PR,

Wed 7/28/2010 3:17 PM
Boyce, James; Mcheil, Audrey; Terry, Courtney; Garcenila, Joanne

The demo test data source has been set up. Now eduman and njmsvideo on demo are connecting to the new data source. Please
test all functions of eduman and njmsvideo. Since this is demo database, you can test whatever you want.

After we finish testing this, | will create data source for production, then you can test that one. Please remember we have a cut-over
Calendar date so please test it as early as possible, in case we find any problem, they still have time to fix it.

L You can access eduman from: hittps://10.32.4.103/mbm/myprofile
Mjmsvideo on demo from: http://10.32.4.103:8080/videodemo/login.cfm
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Lesson I: Messages and Text

Manipulating messages

h. Select a message, Delete a message, Move to Folder
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Lesson |: Messages and Tex

Manipulating messages

g. Select a message, Delete a message, Move to Folder

[~ Inbox - Microsoft Outlook
File Edit View Go JTools Actions Help Adobe PDF
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Bentley, Tyrone  RE: Audience response dema Wed 7/28/2010 & a n ro e
Mail Folders = R
Kenyetta Baske... RE: Outlook training Aug. 19th and 20th Wed 7/28/2010 3
£ AN Mail Items - Human Resour... CCLC Mews - Fall Enrollment/Mew Lower Rates Wed F/28/2010 3:...
= 5 Mailbox - Garcenila, Joa Hu, Po Oracle Production Migration-Upgrade test Wed 73872010 31, Selected
(5] Deleted Items (1} Wise, Barry RE: August Outlook Training Wed 7/28/2010 2:..
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godwinrm@u... Psych/Meura Orientation August 2, 2010

Timothy & Cole  e-Learning at UMDMJ: ANGEL Group Training Registration for August and ...

Meditrek Supp RE: Please add in Class 4

Meditrek Supp RE: Please check the following students - not in the student list or have cha...
E ¥ ian Ii Ams Cood l\1|:|rrW1f_| S27 2010 10
Oracle Production Migration-Upgrade test

Hu, Pa
Vou replied on 8/4/2010 4:27 PM.

Wed 7/28/2010 3:17 PM
Boyce, James; Mcheil, Audrey; Terry, Courtney; Garcenila, Joanne

The demo test data source has been set up. Now eduman and njmsvideo on demo are connecting to the new data source. Please
test all functions of eduman and njmsvideo. Since this is demo database, you can test whatever you want.

After we finish testing this, | will create data source for production, then you can test that one. Please remember we have a cut-over
Calendar date so please test it as early as possible, in case we find any problem, they still have time to fix it.

L You can access eduman from: hittps://10.32.4.103/mbm/myprofile
Mjmsvideo on demo from: http://10.32.4.103:8080/videodemo/login.cfm
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Notes

Best Regards.
Folder List

Po Hu
Shortcuts




Lesson |: Messages and Tex

Manipulating messages

h. Preview a message

[~ Inbox - Microsoft Outlook
File Edit View Go JTools Actions Help Adobe PDF
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godwinrm@u... Psych/Meuro Orientation August 2, 2010

Timothy & Cole  e-Learning at UMDM): ANGEL Group Training Registration for August and S...
Meditrek Supp... RE: Please add in Class 4

Meditrek Supp... RE: Please check the following students - not in the student list or have cha...

E ¥ ian ﬂ Ams Cood I\1Drr‘W1c| S27 2010 10
Oracle Production Migration-Upgrade test
Hu, Po

You replied an 5/4/2010 4:27 PR,

Wed 7/28/2010 3:17 PM
Boyce, James; Mcheil, Audrey; Terry, Courtney; Garcenila, Joanne

The demo test data source has been set up. Now eduman and njmsvideo on demo are connecting to the new data source. Please
test all functions of eduman and njmsvideo. Since this is demo database, you can test whatever you want.

After we finish testing this, | will create data source for production, then you can test that one. Please remember we have a cut-over
Calendar date so please test it as early as possible, in case we find any problem, they still have time to fix it.

L You can access eduman from: hittps://10.32.4.103/mbm/myprofile
Mjmsvideo on demo from: http://10.32.4.103:8080/videodemo/login.cfm
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Notes
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Po Hu
Shortcuts




Lesson 1: Messages and Text - Preview Message

How to change the Reading pane view to Right View and
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Lesson I: Messages and Tex

Manipulating messages
i. Opening a message and viewing it on another window.
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test all functions of eduman and njmsvideo. Since this is demo database, you can test whatever you want.

Afterwe finish testing this, | will create data source for production, then you can test that one. Please remember we have a cut-over
date so please test it as early as possible, in case we find any problem, they still have time to fix it.
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Manipulating messages
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date so please test it as early as possible, in case we find any problem, they still have time to fix it. = ¥ Today

Arranged By: D

( . . . inel, Brain & §
You can access eduman from: https://10.32.4.103/mbm/myprofile

Njmsvideo on demo from: http://10.32.4.103:8080,/videodemo/login.cfm Section code n
Section code n
Prev/Med Publi
HAD Unit I Exa

Best Regards,

Po Hu Demo link




Lesson |: Messages and Tex

ManlpUIatlng MESSages Click Send

H -5 = Picture Tools 3 :
e [ ]
Home Insert Design Animatians Slide Show Review Vie Acrobat Format » Sa - e

ble Picture  Clip Photo Shapes SmartArt Chart Hyperlink stion Text Header WordArt Date Slide Symbol Object Movie Sound

|9) =

'/Dg‘l HY S a s[4 )7 FwW: Oracle Ppeffuction Migration-Upgrade test - Message (HTML) - B X

Message Insert Options rmat Text Adobe PDF '@) Lt

|

i

| To-Do B
) e o A EEIE) (B A H M S O | X

= 4 4
1 (7]
Paste Jf |'B I b7 . A -|[= Address Check Attach Attach Business Calendar Signature || Follow Spelling e M T
- = Book Mames File  Ttem Card-~ - Up - -
Find
Clipboard ™ Basic Text (] Mames Include Cptions ™ || Proofing " @‘ éﬂ

2 3
2o S Enter or look for the email address who you M

23 24

Subject: |-F'.f‘.": Cracle Production Migration-Upgrade test I i ke to fo rwa rd th iS m essage tO 30 31

Sent: Wed 7/28/2010 3:17 PI
Type your message here. ¢

<« Type message here

Mo upcao

From: Hu, Fo

| | Sent: Wednesday, July 28, 2010 3:17 PM ] |
| | To: Boyce, James; McMeil, Audrey; Terry, Courtney; Garcenila, Joanne o
} | Subject: Oracle Production Migration-Upgrade test
y nnecting to the new data source. Please
i
’ itever you want. P
‘Ifl b h Arranged By: D
| | The demo test data source has been set up. Now eduman and njmsvideo on demo are connecting to the new data source. Please DnE.' P ease remember we have a cut-over ——
l | testall functions of eduman and njmsvidea. Since this is demo database, you can test whatever you want. to fix it. Type a new tas
After we finish testing this, | will create data source for production, then you can test that one. Please remember we have a cut-over
date so please test it as early as possible, in case we find any problem, they still have time to fix it. B ¥ Today

rr. . . Mindl, Brain & E
You can access eduman from: https://10.32.4.103/mbm,/myprofile

Mjmsvideo on demo fram: http://10.32.4.103:8080/videode mo/login.cfm

Section code m

Section code m
Prev/Med Pulbli

Best Regards, HAD Unit I Exa

Po Hu Cremao link




Lesson I: Messages and Text

e MHSbrochure 20-JULY mjr (2).pdf - A"

.ﬁ'\'i Create POF ~ ,@ Combine Files - @

B %[jfz

(FE32

lf& \"

2 -y

Categorias ' |‘

Our Program

Designed to advance your health
professions career, SHRP-UMDNJT's 30-

and leadership role within the healthcare
industry.

= Management

= Leadership

Dhnatord,

UMDNISCHOOL OF HEALTH

Credit MSHS prepares you for a managerial

_-/-“

7 "I RELATED PROFESSIONS

e & Dentiatey af Mew |

A Leoder in Healfh Services
Mnnagemant Educafion

(LI 3
IJ:lﬁ:rr'.lncmcs
Law, ethics, and compliance
Research

TR

b services managerment,
Distinguish features include:
- Wealth of faculty expertise in
healthcare management &
administration

offerings

» Flexibility of eight- and fifteen-week
courses

» Specialized tracks in management;
leadership, health informatics and
pharmaceufical industry

- Highly-regarded university
reputation

- Growing network of successful
alummni

= Potential to articulate into a doctoral
degree program

Our MSHS expands your abilities in these
and other areas critical to effective health

« Convendence of entirely on-line course

- Outstanding value of in- state tuition

How to Apply

Applications are accepted on an ongoing basiz

and may be submitted elecironically or wia hard

copy. For an application and admdssion eriteria,

visit shrp.umdnj.edu or call 973-972-5454.

Admissions

Stanley 5, Bergen Bldg, Ste 149

65 Bergen Street

Mewark, MJ oriar-iTog

shrpadmEumdnj. edu
9739725454

UMDNJ Financial Aid
hittp:/fumdnj.edu/studentfinancialaid

For Program Information
= Visit or Call +

hetp:ssshrp.umdng.edwprograms/ms_Health_sci
+ Denize Raney, Admin. Assistant :
973-972-B576
- Of -
+ Dr. Al Heuer, PhD, ME4, RRT:
973-972-218

Online Graduate
Program in

Flealth Servie

wvianagement
Master of Seience i Mealth Bysiens

(l'

- L

Our Curriculum

program’s core curricubuoms

+ Health Services: Issues and Trends

# Management and Leadership in
Healthoare

# Healthcare Finance Systems

+ Srrategic Planning and the
Management of Healthcare
Organizations

following specializations:

Health Care Mgt. & Leadership — Three
of the following courses:

Four courses and a graduate project
(with a clinical option) comprise your

In addition, voun select one of the

CMRI {Certified Medical Representative
Institute) - for pharmacentical
professicnals,

+ Contact CRMT for more details:
HOW?

Complete youmr 3o-Credit program

with electives such as:

*  Human Resources Management

# Evidence-Based Literature Revisw

*  Mulri-disciplinary Dimensions of
Clinical Systems Management

# Principles of Trans-Culfural
Healthcare

» Social & Healtheare Policy for the

UMDNJ-SHRFP
http://shrp.umdnj.edu

Department of

Interdisciplinary Studies
« Chaitr: Dr. Ann Tucker, Associate Dean
« D, Craig Scanlan, Professor
« Ms, Cheryl Bellamyy, Associate Professor
« Dr. Robert Denmark, Associate Professor
« Dr. Robin Eubanks, Associate Professor
« Dr. Albert Heuer, Azsociafe Profeszsor
« Dr. Meg Kilduff , Associafe Professor

Double click on

this message with
attachment.

Type a question For help

E' To-Do Bar e e
4 August 2010 3
M TW T F § §
1
2 3 4 5 & 7 8
9 10 11 12 13 14 15
18 19 20 X 22
23 24 25 25 27 23 29
30 31
- RE: MGM evaluation
Wed 8/25 10:00 AM - 12:00 PM
FW: MGM evaluation questions - Only
need to do MGM Exam 1 evaluation - the
Man &/30 10:00 AM - 12:00 PM 1]
i
Arranged By: Due Date Today on top |
FY

1ew graduate

to clinicians and
beginning

ning

am, which has

applicable for

to clinicians and
beainnina

[T = RIEE TR ‘ |

I Type a new task

=) v Today

Frev/Med Public Health -
HAD Unit I Exam Evaluation
Dema link

EMS Updates

Question re: Guest provision

Check provisioned guests

TESTing Task edit

Mind, Erain & Behavior Evalu...
Section code number will ne...
Section code number will ne...
End ...

&dd to Medicine Faculty/Resi...

SRR R R R e




Lesson |;: Messages and Text

[~ -
le : File  Edit Type a question for help =
HIES] .'/c!g:
M: & . N = . < : P ~|¥ || To-Do Bar » X
B L‘\‘J Creste PDF = Comhbine Files = Export = [EF‘J - Secure * Sign = E Formz = | Review & Comment =
g Fawv 3 — 1 S 4 August 2010 3
| J oK ee-~-Ha - | oo :
P I Cl R Q e H Eﬁ \\_;‘ *Q 2 & i ttj i Categoaries |~ M TW T F S 5
0 1
[ b 2 3 4 586 7 8
1 N 9 10 11 12 13 14 15
Mai Our Prograin UMDNISCHOOL OF HEALTH Online Graduate 15 19 30 21 22
From: Diesigned to advance your health BE| REL 1
i ATED PROFESSIONS
a1 - professions career, SHRP-UMDNY X Program in Sapryns
=k co Credit MSHS prepares you for a mg
Subiedt: and leadership role within the heal _ RE: MGM evaluation
L industry. Printer Wed 8/25 10:00 AM - 12:00 Pl
= Management ek ’ o
= Strategic planning ' FW: MGM evaluation questions - Ol
i . C bz and F g : questions - Only
= Finance Status: Ready DMMEnts and Fars need to do MGM Exam 1 evaluation - the
= ?%Erw c:;_esw'm:lce Type: SHaRP AF-M 237 PCLS: | Dacument w Man 3/30 10:00 AM - 12:00 PM 1}
= Informatics /
course of| = Law, ethics, and compliance Prirt B ange Preview: Composzite
. = Research Al
=] health car o ®
S 97100 an Our MSHS expands your abilities
H-T.-'ﬂlzl Tl a.ncl_other areas critical to effectiy
recently b services management. O Curent page . . y Ammanged By: Due Date Today an top -|
Distinguish features include: () Pages [1-2 e 2 [Tope = new sk I
+ Wealth of faculty expertise - o Type a new task
healthcare management & Subzet: | Al pages inrange
administration | Today
If v «» Convenience of entirely on-liy [ Reverse pages v
\:OS;JOU are o‘fferiln,t,:s. ) ) Page Handling Mind, Brain & Behav Y
S ) fmﬂﬂyofaghﬁ and fifteen Copies: a5 ¥ || | Section code number will ne... \d
=l + Specialized tracks in manag section code number will ne... A\ d
o g g:;:ﬂgégz:if;;;f:%mhcs Fage Scaling: |F|t to Printable Area v Prev/Med Public Health - End ... Y
If yau hav . Ol_ltstandiug\alue q-fin—_stat [#] &uto-Fotate and Center HAD Unit I Exam Evaluation Y
availahle » Highly-regarded university = Dema link \ d
W ; o link
reputation .
« Growing network of successf [] Choose Paper Source by PDF page size EMS Updates Y
alummni S
» Potential to articulate inte a d 25t provision \¢
degree program D Prirt b file ) ed guests Y
Units: Inches it Y
[ Print color as black :
1200 raduate Add to Medicine Faculty/Resi.. Y
3 nicians and
= Our Curriculum ning
Four courses and a graduate ’F'linting Tips] I Advanced l ’ Summarize Comments ] Cancel
a (with a clinical option) compri hich has
program’s core curricnlum: professionals,
a= + Health Services: Issues and Trends # Contact CEMI for more details: D_ep_art_ment of )
+ Management and Leadership in HOW? Iﬂt(’]‘d'ls(‘lpilll ary Studies
= Hegltheare Complete your 3zo-Credit program .« Chair: Dr. Ann Tucker, Associate Dean
ﬂ * Hm?rhcnrerﬁ'nam Sy;r::E with electives such as: « Dr. Craig Scanlan, Professor
+ Strategic Planning and #l . T i .
Huntegemem ofn}gfealrhcum # Human Resources Management Ms. Cheryl Beuam}’mmm Professor applicable for
;\J ageme id ed L - » Dr. Robert Denmark, Associate Professor
- Organizations * Evidence Based Literature Review Dr. Robin Enbanks, Associate Professor
o Multi-disciplinary Dimensi » Dr. s AASSE
F In addition, you select one of the * d;,;;’;::;f;ihnz;"iz:f o « D, Albert Eeuer, Associate Professor
following specializations: o Principles of Trans-Culrural « Dr. Meg Kilduff . Associate Professor
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Manipulating messages

l.  Printing an email message

D90 e v Q@ Qracle Production Migration-Upgrade test - Message (HTML)
i |
Message Adobe PDF

_»i'i _@ _i} x _3 i) jj % &) safe Lists =

Reply Reply Forward @ Delete Moveto Create  Other Black | Mot Jun} Categorize Follow Mark as
to All Folder~ Rule Actions~ | Sender — . Up~ Unread || W Select~

Respond Actions Junk E-mail IF] Options ] Find

Vou replied on 8/4/2010 4:27 P, Th ere are d Iffe rent
From: Hu, Po Sent: Wed 7/28/2010 3:17 PM 3
Boyce, James; Mcheil, Audrey; Terry, Courtney; Garcenila, Joanne Wa ys tO p rl nt d Messa ge
o . .
Subject: Oracle Production Migration-Upgrade test a n d th |S |S O n e Of th e m .

" You can also print by

The demo test data source has been setup. Now eduman and njmsvideo on dema are connecting to the new data source. Please C| IC kl ng th e Offl ce
test all functions of eduman and njmsvideo. Since this is demo database, you can test whatever you want. . )
Afterwe finish testing this, | will create data source for production, then you can test that one. Please remember we have a cut-over b Utto n> P ri nt- | | | 3 h ow

date so please test it as early as possible, in case we find any problem, they still have time to fix it. you tWO WayS tO dO |t
on the next slide.

You can access eduman from: https://10.32.4.103/mbm/myprofile
Njmsvideo on demao from: hitp://10.32.4.103:8080/videodemo/login.cfm

Best Regards,

PoHu




Shortcut buttons when you right click on a message

[~ Inbox - Microsoft Outlook
: File Edit

22 New ~

View Go

Tools

Actions  Help

it X ._;;.Beply ﬁReplytoAﬂ ._-';',Foru_\rard

Adabe PDF

BE V¥ | FisendReceive - [ | [@ Search address hooks

@ B

Mail I T

Favorite Folders &

L Inbox

To-Do Bar

|Click here to enable Instant Search

7] Inbox in Personal Folde

B L 8 From

Subject

Received

Size

Categories

L& Unread Mail in Persona
[[=4 sent Items in Personal F

Mail Folders 3

Eleanor Rooney
Terry, Courtney
TIAA-CREF

Pediatric Lottery 5/30/10

ARS- Crientation

Insights for Staying on Track in a Valatile Market

Mon 8/9/2010 3:4...
Mon 8/9/2010 3:3...
Mon 8/9/2010 3:3...

9 KB
10 KB
36 KB

2] Al Mail tems -

Hu, Po

inn Minration.llnnrades test

E: Cracle Produ

= @ Mailbox - Garcenila, Joa
{a] Deleted Items (2}
L7 Drafts
[ 7 Inbox (2}
L g Junk E-mail [3]
L&) Outhox
L[ Rss Feeds
L= sent Items
& L Search Folders
= 3§ Archive Falders
{a] Deleted ltems
3 Drafts
_d Inbaox
4 Junk E-mail
1 Quthox
|1 R5S Feeds
1 Senttems
[ Synclssues
L Search Folders
£ Archive Folders
® 3§ Personal Folders

Boyce, James
Tim Phelan
Tim Phelan

Facebook
Boyce, James

Joseph D, Ran...
Hu, Po
Boyce, James

Eva Reyes

Joseph D. Ron..,

P DDDPYDPDDDDDEPPDILDDEP

RE: Oracle Production Migration-|

Hu, Po
Sent:  Mon §/9/2010 1:53 PM

Health Professi..,

Health Professi...

Marma Hernan..,

Infarmation Di.
Infarmation Di.

RE: FWW: 558, #

Re: FW: S5E, 4thf| .

Get Your Mominat

Reminder: Mitz Eb|
.Y
RE: WJMS IT OPs 5| ©

Credits

HPAE 2010 Canve
check it out

RE: MIMSIT OPs G
Re: Hella po
grade

RACE

MEWARK CAMPUS

MNEWARK CAMPUS

Qpen

Print

Reply

Reply ta All
Forward
Follow Up
Categorize
Mark as Unread
Find All
Create Rule...
Junk E-mail
Delete

Mave to Folder...

Message Options...

Mon 8/9/2010 1:5...

12 KB

ook,

Boyce, James; Mcheil, Audrey; Terry, Courtney; Garcenila, Joanne

ers folders (H:, I, and K: driv...

ers folders (H:, I, and K: driv...

OSURE / BLOODEBORNE PAT...

Mon 8/9,/2010 1:0...
Mon 8/9/2010 11:...
Mon 8/9/2010 10:...
Mon 8/9/2010 9:5...

Sun 8/8/2010 2:17 ..,

Fri &/6/2010 4:34 ...
Fri 3/2/2010 4:04 ..,
Fri &/6/2010 3:42 ...
Fri &/6/2010 3:06 ...
Fri&/6/2010 2:42 ...
Fri 5/6/2010 2:17 ...
Fri 5/6/2010 2:16 ..,
Fri 5/6/2010 1:13 ..,
Fri 5/6/2010 1:17 ..,
Fri 5/6/2010 11:46...

28 KB
19 KB
14 KB
12 KB
17 KB
63 KB
70 KB
12 KB
7 KB

62 KB
3 KB

19 KB
66 KB
3 KB

3 KB

4 August 2010
M TW T F

23 4 5 &
910 11 12 13
[18] 17 18 19 20
3425w 7T
30 31

' RE: MGM evaluation
Wed /25 10:00 AM - 12:00 P!

FW: MGM evaluation questidg
need to do MGM Exam 1 eva
Mon 8/30 10:00 AN - 12:00 P

Arranged By: Due Date Today

I Type a new task

= ¥ Today

Hi,

| created another data source for production test and linked eduman and njmsvideo on demo to this data source. Please finish

testing before this Wednesday since all data in production test and demo test will be gone after Wednesday.

Best Regards,

Po Hu

From: Hu, Po

IMind, Brain & Behaviar Evalu
Section code number will ne
Section code number will ne
Frev/Med Public Health - End
HAD Unit I Exam Evaluation
Demo link

EMS Updates

Cuestion re: Guest provision
Check provisioned guests
TESTing TAsk edit

Add to Medicine Faculty/Resi
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File Edit Wiew Go Toaols
: [l Mew - u'ég ]
Mail

Favorite Folders

Actions Help Adobe PDF

[ Reply :-'% Reply ta All (g, Forward -, 1=y send/Regeive ~ &5 | @l Search address books

o -1+l To.Do Bar
* % Q- <]

7 Inbax in Persanal Falde Adobe PDF

L& Unread Mail in Persona
L= sent Items in Personal F

Message

Mail Folders =

2] All Mail Ttems -

=2 @ Mailbox - Garcenila, loa
a3 Deleted Items (1)
tﬂ f:;:: Sent: Wed 7/253/2010 3:17 PM
L@ Junk E-mail [1] Save in: | @‘ Desktop ] = -

L[4 Outbax

LG_-| RSS Feeds EIT Survey of 1sk wrs 10

=) sent Items TUIT survey of 2nd yrs 1
.| Meuroscience Evaluatic

= L& Search Folders My
EE| Pocket_PiC My Docume

Mo upcoming
BMy Documents

j My Compuker
Sy Network Places
[ChAdobe Reader 9 Installer

' -
Recent W

H £ Archive Folders Drocumnents

H £ Archive Folders
& £ Personal Folders

Calendar

Contacts

Tasks

Notes

Folder List

Shortcuts

My Documents

by Metwork,

Ly Alumni association

[CHARS

[ChClass 2014

(L) Family Medicine

@Guest Prowision confirmation
(CoyOutlonk 2007 images
[ChPediatrics

[C)Phys Med & Rehb

() Sarah Karl

[Chssh winscp

E End-of-Clerkship Prewv Med 2 Public Health, pdf

<

= seminar Evaluation - P
2 T55_Facultyandstaff_{
L T55_Facultyandstaff

cting to the new data source. Please
jrer you want.

. Please remember we have a cut-over
fix it.

Enter file name

File niame:

ﬁ [ Save <

Save az type: | FOF filex

v

Cancel ]

Arranged By: Due Date

Find, Brain & Beh
Section code number
Section code number
Prev/Med Fublic Healtl
HAD Unit T Exam Evalu
Demo link

EMS Updlates
Question re: Guest pre
Check pr i

TESTing Tas

ned gud




Lesson |: Messages and Text
Organizing Mail

Searching for a message - Type a keyword in Search Inbox box

Creating a new mail folder - Right click on Mail navigation Pane,
Select New Folder

Moving item from Outlook to a different folder or other location

Delete mail folder - Right click on a folder (ex. Test New Folder),
Select Delete “Test New Folder”

Delete a message - Right click on the message, Select Delete

Recover a deleted message — In the folder from where you
deleted the item, or select Deleted Items folder, click Recover
Deleted Items on the Tools menu.

Marking a message as unread — Right click on message, select
Mark as Unread




Lesson I: Messages and Text

Organizing Mail

n.

[ Inbox - Microsoft Outlock

! File Edit View Go

DyiNew | 3 X | CaReply S Replytodll (5 Forward | W

Toaols

Searching for a message

Type a keyword in Search Inbox box

Actions  Help  Adobe PDF

S Send/Regeive + l:} [l Search address books

Mail «

Favorite Folders #

|7} Inboxin Personal Folde
L& Unread Mail in Persona
[= sent Items in Personal F

Keyword can be

5 Inbox

‘Clicl: here to enable Instant Search

subject, name of

B V25§ From Subject Received Size Categaries

Mail Folders &
£ All Mail Items -

o €4t Mailbox - Garcenila, Joa
{5/ Deleted Items (2}
[7| Drafts
L7 Inbax (1}
L g Junk E-mail [3]
|3 outbox
[ Rss Feeds
L= sent tems
L@ Search Folders
= &9 Archive Folders
@ Deleted [tems
[ Drafts
1 Inbax
4 Junk E-mail
1 Outbox
[ RSS Feeds
1 Sent Items
H [ Synclssues
L& Search Folders
® £ Archive Folders
® £ Personal Folders

sender and Date

=) categories: (none) (238 items, 1 unread)

4 StHill Trevar  RE: Student Photos done Mon 8/16/2010 4:...

Mon 8/16/2010 4.,
Man 8/18/2010 2.,
Mon 8/16/2010 2...,
Mon 8/16/2010 2:

Mon 8/16/2010 2.,
Mon 8/16/2010 L.,
Mon 8/16/201012..,
Maon 8/16/201011..,
Mon 8/16/201011..,
Mon 8/16/201011..,
Frig/13/2010 4:29...
Fri 8/13/2010 3:51...
Fri 3/13/2010 3:44...

Diane Hyman  Thank you
Hu, Po RE: Med Evals
Hu, Po FW: Med Evals
Boyce, James Re: Student Photos done
Hu, Po RE: Student Photos done
Valerie Taylor  RE: AL
i) 10 Mercedes Padilla Updated ARS List Class of 2013
njmsts, njmsts  RE: MIMS 2014/A11 Students Listservs

RE: Good marning

received.

When do you use
this feature? This
is used when you

Won 8/30 10:0

Diane Hyman
Diane Hyman Re: Good marning

Wi Pravisioned guest elearning accounts
FW: Medical Student Picture

RE: MGM evaluation

Terry, Courtney
| W Terry, Courtney
(= @ Terry, Courtney

are looking for a
specific message
in a folder sent
weeks or days
ago.

Fri 8/13/2010 3:25...
Fri3/13/2010 1:23...
Frig/13/2010 12:0...
Fri8/13/2010 12:0...

Information Di... Identity Theft and Phising emails
Save up to 45% with a Learning Tree Premium Pass
AL

Lacal 5094: Last Chance to Be a Delegate at the Convention

=]
(= Learning Tree
S Valerie Taylar
(= Health Professi.., Section code

—
RE: Student Photos done
St. Hill, Trevor

You replied on 8/16/2010 4:58 PM.

sentt Mon 8/18/2010 4:25 PM
Garcenila, Joanne

Section code
Prav/Med Pubj
HAD Unit ITEx
Deme link

EMS Updates

Cuestion re: {

Check pravisis



Lesson |: Messages and Text

6, Drafts in Archive Folders -

Microsoft Outlook

'5 File Edit View Go Toals Adions Help Adobe PDF

/| Drafts
L] Inbox (1]
gl Junk E-mail 3]
(4] Outbax
) RSS Feeds
(=] Sent ltems
4 L3 Search Folders
3 55 Archive Folders
# fa] Deleted tems

—| o
| L] Test MNew Faolder

[ Inbaox
[ Junk E-mail
[ Quthox

[ RS Feeds
[ Sent Items
A [ Syni [ssues
L3 Search Folders
3 = Archive Falders

: 3 New ~ @ 25 X | GiaReply (8 Replyto All ) Forward L4 gﬂSEnd;‘Regeive v (| [ Gearchaddressbocks  + | (@) _
Mail «||[d Drafts P+% | To-DoBar
Favorite Folders & ‘Clickhereta enahle Instant Search q A
44 Inboxin Personzl Folde E; 148 [ 8 From Subject Received Size (Categories v MT
.| L@ Unread Mail in Persona
. LJSentItemsin Personal F There are no items to shaw in this view, 703
— 9 10
Mail Folders %
o 17
2] All Mail ltems v 5
| = &6 Mailbox - Garcenila, Joa 03l
. @ Deleted Items (2] RE: MGM evalud

Wed 3/25 10:00 4

FW: MGM evalu
need to do MG
Maon 8/30 10:00 5

Arranged By: Dug

Type a new task

= ¥ Today

Mind, Erain & B4
Section code nu
Section cade nu
Prew/tleel Puhlic



Lesson |: Messages and Text
Organizing Mail

p. Moving item from Outlook to a different folder or other
location

Item refers to email message or attachment.

Use Drag and Drop feature

*Select the item you want to move.
*Drag to the destination folder, and then
release the mouse button.

Also, you can drag and drop a file from your desktop

or other location (ex. K drive) as attachment to a New
Message.
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Organizing Mail

q. Delete mail folder - Right click on a folder (ex. Test New Folder),
Select Delete “Test New Folder”

[~} Test New Folder in Archive Folders - Microsoft Outlook
So Toaols Actions Help Adaobe PDF

>< ;_;_q'.ﬂeply aReplyto All ;_—;;'; Forward %I: ?' 'E'ii Send/Receive -~ [ [l Search address books

« || [ Test New Folder
Faworite Folders k= |Click_ here to enable Instant Search

L Inboxin Personal Foldel| B3, 3% [ |G From Subject Received Categories
L& Unread Mail in Persona

U=F sentItems in Personal F

= From: Garcenila, Joanne (1 item]
Mail Folders ES El] Garcenila, Joa.. Class of 2013 ARS update AV10-11.xls Tue /17,2010 10:...
S22 Al Mail Tkems -

= 25 Mailbox - Garcenila, Joa
@ Deleted Items (2] =3 User Quaranti... User Quarantine Release Motification - Tue, 17 Aug 2010 09:05:41 -0400 Tue §/A7F/2010 9:1...
=& Drafts = User Quaranti... User Quarantine Release Motification - Tue. 17 Aug 2010 09:05:41 0400 Tue /4772010 9:1....
[ Inbox
L@ Junk E-mail [3]
= outbox
[E) RsSs Feeds
[=3 sent Items
= L3 Search Folders
= &3 Archive Folders
= &) Deleted Items
= @ Drafts
i Test Mew Folder
@ Inbox EF ©Open
[ Junk E-mail COpen in Mew Window
Cutbox
R55 Feeds
Sent Items 075 Copy Test Mew Folder™...
Sync Issues
Search Falders 54 Delete Test Mew Folder I

aIE Bename Test Mew Folder™...

= From: User Quarantine Release (2 items)

Fruoy

=3 Paove "Test Mew Folder™...

e Notification - Tue, 17 Aug 2010 09:08:41 -0400

— Personal Folders

g HMew Folder...

Add to Favorite Folders

Mark All as Read

Process All Marked Headers lantined. This notfication lists your emails quarantined since the prewvious Quarantine Release MNotification.

- an email from quarantne. If an email has multdple recipients, when any one recipient releases the email, i

. You may have additdonal messages that were quarantned before this notification. Click on the first

Er Properties y and paste the link into a browser) to views a list of all of your gquarantned messages. If any messages in t
notfication are deleted or released before you wiews the list, those messages do not appear in the list.

Process Marked Headers
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Organizing Mail

r. Delete a message

[y Inbox - Microsoft Outlook

File Edit Miew Go Tools Actions Help Adobe PDF

P EdANew - | g3 23 X | ChReply S Replyto All (3 Forward | Bn W | i Send/Receive + [ | [ Search address books

Mail « || L3 Inbox
Favorite Folders = |Clicl'. here to enable Instant Search

S Inb ox e Pessonal Falde E; 8 From Subject Received Size Categaries

L@ Unread Mail in Persona
- ) { Terry, Courtney . GEKB
=7 Sent Items in Personal F = Brh aunney

. . )
ST Richt click on o
ry, Courtney .« 471 KB
2 All Mail Ttems - Infarmation Di... __ 25... 10 KB
Learning Tree w to 45% with Open Eri 8/13/2010 1:35... 30 KB
Walerie Taylor AL _ Fri8/13/2010 12:0... 12 KE
Health Professi... Local 5094: Last Cha Brint nvention Fri5/13/2010 12:0... 13 KB
Health Professi... HPAE: Last Chance tq k Beply Fri8/13/2010 1:3.., 12 KB
mbmapp@um,.. Access tothe UMDMN ¢ Reply to All nt System Fri 5/13/2010 10:3.., 8 KB
Forward Fri 5/13/2010 5:40... 12 KE
Meditrek Supp... RE: Meditrek Thu 3/12/2010 7:1... 17 KE
UMDHMI Advan... This Week at UMDN Rciele Thu §/12/2010 5:1.., 935 KB
-~ 1 Ryan Movosielski [HPAES094-15T] Dele Categarize ftlantic City Thu 5/12/2010 4:5.., 11 KB
Terry, Courtney RE: EMS - Mark as Unread Thu 5/12/2010 =:4.., 20KEB
Hu, Pa Wi EMS Find Al Thu 5/12/2010 2:0.., 10KE
Terry, Courtney EMS Thu /12,2010 2:5... 17 KE
Mittal, sSuman  RE: check it out Lreate Rule... 4. 11 KB
Terry, Courtney  RE: Medical Student T HnE] Select Delete 2. 13KE
Felicita Santiago RE: Addition {Out of Delete L _ 5. SKE

- = Move to Folder... Thu 512/

= @ Mailbox - Garcenila, Joa
5] Deleted Items (2}
L# Drafts
=] Inbox (1}
L@ Junk E-mail [3]
=) outhox
LE) RsS Feeds
=3 sent tems
H L& Search Faolders
= &3 Archive Faolders
# 5 Deleted Items
= 3 Drafts
[ Test Mew Folder
L Inbax
4 Junk E-mail
[ Cutbox
L3 RSS Feeds
L Sent Items
H [l Synclssues
L& Search Folders
i+ g Archive Folders RE: A.L Message Options..,

B S Personal Folders Walerie Taylor [taylorvj@umdnj.edu]
You replied on 8/16/2010 1:34 PM.

Man §/16/2010 1:32 PM
Garcenila, Joanne

Marma Hernan... FW: Lag in problem

PDDPDDDDDDPDDDPDD

-9 Thanks Jo.




Lesson |: Messages and Text

Organizing Mail
s. Recover a deleted message

Microsoft Office Outlook 2007 provides a way to recover items after you
delete them permanently, even after you empty the Deleted Items folder.

In the folder from where you deleted
FraE e the item or in the Deleted Items

Mail Folders
L] Al Mail Ttems

eva
00 ~r1 12:00 PM

k 2007 training outline
007 training outline need to do MGM Exam 1 evaluation - the

FW: MGM evaluation questions - Only

Mon 8/30 10:00 AM - 12:00 PM 1]

u - not a jokel]

_I'—-‘ Dr.:ft T L . - PO Arranged By: Due Date Today on top

Take note: You have two weeks to recover your deleted message.




@ @
[ J
[} [ ]
CJ C
® o
[J a oy - .
C C C C C
O O
[+ Inbox - Microsoft Qutlook
3 File  Edit View Go Tools Acdions Help Adobe PDF
D adNew - | g (23 X | GhBeply CfReplyto Al (5 Forward | 85 W | [ysendReceive + (B | [ Searchaddressbooks - | @) &
Mail « (|3 Inbox E P ~|% | To-Do B
Favorite Folders b |Clicl'. here to enable Instant Search | 4
= Inbox in Personal Faolde B, 7 [ 0 Fram Subject e Ciai Categaries W a M
L@ Unread Mail in Persona B
{=] Sent Items in Persanal F (=) categories: (none) (246 items, 1 unread) :
Mail Folders 2 ; 3
£5 ’—'}ﬁ Bronson, Lisa RE: clerkship evaluations z Tue 8/17/20101:4... 34 KB 16
. en
QAII Mail Items - ,_}‘ Eronsan, Lisa Whip evaluations &l Tue &/17/2010 12:... 27 KB 23
= @ Mailbax - Garcenila, Joa (=) Information Di... Downtne for “Ethics and Travel @ Brint Tue 3/17/201012.... 3 KB 3
(&) Deleted Items {=§  Kenyetta Baske... RE: Qutlook Training L; Reply Tue &/17/2010 11.... 15KE ' RE: MGM
t.gIIDF;ﬂS . (&1 Boyce, James  RE: Qutlook Training £ Replyto Al Tue 8/17/2010 111, 10 KB Wed 825 1
P e ? (G Kanystta Backs.. Qutlook Training . Tue /17/2010 111, 13 KB L
L gl Junk E-mail [3] X . . kg Forward FW: MGM
= (= User Quaranti.. Alert: Your link to access quarant Tue, 17 Aug .. Tue 3/17/201012:.., 6 KB !
U= Outhox need to do
[[5) RSS Feeds ,_?‘ Meditrek Supp... RE: Student Delinquency Faollow Up Mon 8/30 1
[= sent Items % StHill Trevor  RE: Student Photos done Salegorize aY = 0 ) =Jolo
% La S.earch Falders 4 DianeHyman  Thankyou [} Markas Unread
2 59 Archive Folders 3 Hu, Po RE: Med Evals m— Man §16/2010 Zi... 10 KB
& \a) Deleted It in
g Deleted tems & Hu, Po FW: Med Evals = Man 8/16/2010 2:... T KB
(= 3 Drafts é Create Rule Arranged B
[ Test New Folder 4 Boyce James  Re: Student Photos done = Maon 8/16/2010 2i... TKB
3 Inbox i Hu, Po RE: Student Photos done Junk E-mail Mon 8/16/2010 2:.... 13 KB Type a new
[ Junk E-mail r_?‘ Walerie Taylar RE: AL >< Deletz Mon 8/16/20101:... 21 KB _
L3 Outbax (=0 @ Mercedes Padilla Updated ARS List Class of 2003 | ., Mon 8/16/2010 12... 92 KB = ¥ Tod
[ RSS Feeds k i |45 Move to Folder... : :
3 Sentit (=1 njmsts, njmsts  RE: MJMS 2014/411 Students Lists Mon 8/18/201011... 12 KB Mindl, Brair
en ems .
= i § . i 2] Message Options.., 1 A6/ Hinm A
® [ Syne ssues : i Diane Hyman RE: Gaod marning 1_3 IMaon 8/16/201011... 9 KB - Section cod
LA Search Folders . N Section cod
@ £ Archive Folders RE: clerkship evaluations Previled P
# £ Personal Folders Bronson, Lisa HAD Unit 11
You replied on 8/17/2010 1:43 PM. Dema link
Sent: Tued/17/2010 1:42 PM EMS Updat
Garcenila, Joanne Cuestion r
s Check prov

Thanks Joanne,

TESTing TAs



Lesson ll: Contacts

Adding a new contact

. Adding the sender of a message to contacts
Deleting a contact

. Sort Contacts —Click small icons: Sort by From, Subject,
Date Received, Importance, and Size

Find Contacts using Address book

Select Contacts on Nav Pane, Click dropdown arrow
next to New , select Distribution list

Add new email address to distribution list
Remove an email address from a distribution list
Sending an email to distribution list




Lesson ll: Contacts

Adding a new contact

Click New

You can also add a new
contact from the Mail
navigation and by
pressing shortcut keys.
I"ll show you on the
next slide.

Fill in the information




Or from Mail navigation to add a new contact

- —— 3 -~ . s
Enx‘-, el = Lintitled - Contact
(v, Inbox - Micros
3 - Cantact Insert Format Text

¢ File  Edit Vi - —
e = H i | Y- (833 Email 53 g=B [Eridure- 5 %
HESI iﬁ - - | L B2 | & Meeting (@) e B Categorize ~ [i8
nl oo By Save & o Business Spelling
3 MailMessag| “ 5 = 70 ¢ 8 Ry, Call = T card ¥ FollowUp~ B - To-Do Bar

‘y Pastin This F Lctions Show Communicate Cptions Praofing

4 Folder..,

[Full Mame...
ol Search Fold
L0 Search Folde Company: Q
MNavigation P . Al
Job title:
:ﬁ Appointment

= Meeting Re
‘fj o Internet

[ oo [ E-mait.. Or use shortcut by Pressing Ctrl-Shift-C
% DRI pisplay as anywhere you’re in outlook.

o
Task
4 1 Web page address: FW: MGM eval

o Task Request need to do MG
o TakRes IM address: Mon 8/30 10:00

File as:

Wed 3/25 10:00

éﬂ loumalEnty phone numbers
o| MNote [Business...
@ Internet Fax

[H-:ume...

= Choose Form [Euslness Fax...

£ Choose Infol [M-:ul:-ile... Type a new task

Cutlook Dat;
B e

£ RSS Feed [Eiusiness... ][ = ]

[ SentItem [] This is the mailing

H [ Synclssu address

L@ Search Fi Section code nu
® 5 Archive Fold
# £ Personal Fol

Addresses

=3 ¥ Today

Mind, Brain & B

Section code nu

LIty Lo




Lesson ll: Contacts

b. Adding the sender of a message to contacts

Let’s say a message is now selected and it’s open.

I:*a Hotaee 3@ - Updated ARS List Class of 2013 - Message (Plain Text)
—') Message Adaobe PDF

: 5L \:}“‘, a-;“_"  cota i E.-—!
—ﬁl —& —iJP x il j" % . . )
Reply Reply Fomward | Delete Moveto Create Other || Blog nght CIle On Sender S name

to Al Folder~ Rule Adions~
Respond Actions Junk E-mail la Options la Find

From; Mercedes Padila [padilmn@umdnj, edd Sent: Mon 3/16/2010 12:11 P
| To: Garcenila, Joanne Mercedes Padilla [padillmn@umdnj.zdu]
o

ﬁ Sthedule a Meeting..,
Subject: Updated ARS List Class of 2013

Office: MSE A9
| Message | @Jtlassnf 2013 ARS update AY1H

4 Send Mail

Hi Joanne, Additional Actions

As per our conversation, pled o ioions

Adto Outook Coplads Select Add to Outlook Contacts

3 Lookup Cutlook Cantadt..,

Thanks Qutloak Properties

Mercedes -3 Copy




Lesson ll: Contacts

c. Deleting a contact

Or click this Delete button

I~ Contacts - Microsoft Outlook
I File Edit 3 Actions  Help

i @ new ~ %, - | B W | @ Search

Contacts 24 Contacts
gAIIContactItems |Click here to enable Instant

My Contacts [ 8 Full Mame Company File As Eusiness Phone Business Fax Home Phone Fobile Phone
8=| Contacts Click here to add a new ...

=] Contacts in Personal Folde
&= Contacts in Personal Folde
MNew Group

B

Barnhardt, Alyce Ca UnDrY EBarnhardt, &lyce 9739724973
Boyce, James RO, LMD EBoyce, James 9QF3 9727723

Mew Group

8

Clerkship coordinators Clerkship coordinators
Hu, Po PIWAT LIBACIRLL Hu P 973-972-1211

Current View

Joanne i i Dpen Joanne Garcenila
Phelan, Tim&§hy Erint imothy

Shen, Yongm o Send as Business Card ngmin a973-972-3059
Terry, Courtney urtney 973-972-3752
Send Eull Contact

Business Cards
Address Cards
Detailed Address Cards
Phone List

By Category

Il B

By Caompany EEEEE

Ey Location B Call Contact...

Cutlook Data Files Follow Up

Cpen Shared Contacts...
Share My Contacts folder... }( Celete

Bl Solect Delete

Customize Current View...

et _
5 ) comoc == Select Contacts from the navigation




Lesson ll: Contacts

d. Sort Contacts

[ Contacts - Microsoft Outlook

: File Edit View Go Tools Acions Help AdobePDF Slmply CIICk on hOW VOU
PEdnew - @3 X % -5 W@ Seachaddessbodks  + | @ would like it sorted, for
Contacts « || 84 Contacts example Full name.

,mﬁ;ll Contact Items - |Click here to enable Instant Search

My Contacts % || O @Full Hame Company File As Business Phone | | Business Fax Home Phane Mabile Phaone
<[ Contacts Click here danew..

4= Contacts in Personal Folde Sort by Full Mame

=] Contacts in Personal Folde

Barnhardt, Aly CA UMDM) Barnhardt, Alyce 9738724973
Boyee, James MW, UMD Boyce, James 9738727723
Clerkship coordinators Clerkship coordinators
Hu, Pa MW, UMD Hu, Pa 97349721211
Joanne Garcenila Calinao [T @ MIMS Calinao, Joanne Garcenila
Fhelan, Timothy MIMS, UMDMN) Fhelan, Timothy
Shen, Yongmin MW, UMDHM) Shen, Yongmin 973-.972-3059
Terry, Courtney MIMS, UMDMN) Terry, Courtney 973.972-3752

MNew Group

Mew Group

Current View

EE®wEEe®

O Business Cards

O Address Cards

O Detailed Address Cards
) Phone List

O By Category

O By Company

© By Location Sort contacts by Full name, Company, File As, Business
© Outiaok Data Fle phone, Business Fax, Home Phone, Mobile Phone and
more...

il B B

Open Shared Contacts...
Share My Contacts folder...
Add Mew Group
Custamize Current View..,




Lesson ll: Contacts

e. Find Contacts using Address book  1ype the persons

=) inbox - Micr Sutlook name on this box
Eile  Edit View Go Tools Actions Help Adobe PDF

23 X

Fawvorite Folders
= In n Pers
L@ unread Mail in P

Mail Folders
2] All Mail Items

ailb >arcenila, loa

"=,i' Deleted tems

“Ethics and Travel Forms’
Li] Inbox (1} Keny a Ea ) Training

[ B2 B2 @2 B2 B0 B2

Or Press Ctrl-Shift-B to open
the address book anywhere
in Outlook.




@
CC D d 0 J U
U A a
J C
i~, Inbox - Micrasoft Outlook
D N a
= Eile Edit W U U U 0
ST = aropdo arrg g 0 Ne
Hadb 5 o[Ne Orga 0
E M age Ctri=M
1 o=, PostinT Folder Ctrl=Shift=5 ) a a a
"J - ble Instant Search J U Ci O C 0
[ Folder... Ctrl=5Shift=E o S
= . o () - -
L3l search Folder... Ctrl=Shift=P _ d £ d 8IOUp 01010
= Mayigation Pane Shortcut.., one) (248 items, 1 unread)
orma Hernan... itunes - () 1€ () (] a (]
i3l Appointment ctrl=Shift =24 mba, Sangee... EMS evaluati
1= Meeting Reguest Ctrl=Shift=Q ronsaon, Lisa RE: clerkship 10 ~ - o -
m— ~ ~ - J
G2 Distribution List Ctrl=Shift=L P|E ) D 0 0 - a 0 3 O 0
= Iask Ctrl=Shift=K
- ) oyce, lames RE: Cutlook . ~ o ~
M veels HEaTrEel Ctrl = Shift+U enwvetta Raske Tttlank Trai C . C @
e f - - Untitled - Distributi
'E%'I i | L Untitled - Distribution e -
—-‘/ Dristribution List Insert Farmat Text
gd &g ¢ iy B @ Y
o B H [l = /
Select Ad g lpdate E-mail ) ) )
Members MNew > A
0dd NE embper to D 0 0
viembers
Name: people Tro ONta
E-mail
There are no items to ain this view.
=Y - - ol ODE
- - - -
C U DULIC e address boo ado

oy mwwa



Lesson ll: Contacts

g. Add new email address to an existing distribution list

[6=) Contacts - Microsoft Outlook

:'Eile Edit  View Go Tools Acions Help Adaobe PDF
PEEnNew - i By X By b - | B W | @ Search address books

Contacts « || 82 Contacts

EAH Contact Items |Cliclr. here to enable Instant Search
My Contacts # || 0 @ Full hame Company Business Phone | Business F

&=| Contacts Click here to add a new ...
=] Contacts in Personal Folde
fi=| Contacts in Personal Folde

Mew Group

Barnhardt, Alyce CA UMDY
Boyce, James MW, UMDHMJ
Clerkship coordinators

Lt = ROAT LIRARIRLL o AT AT 1M

Ma\d9 0+ Clerkship coordinators - Distribution List

MNew Group

Distribution List Insert Format Text

o (B0 Qa0 B 55 MY Y

Save bt )( Delete || [Members| Notes | Seled  Add g E-mail Mesting 03 g
Close Members New : .
Click Add New to add a member on your

Actions Show Members
Hame: iCIerIr.ship coardinatars EX|5t|ng dlStrlbUt|On I|St.

! Hame E-mail

=| Bronsaon, Lisa ronsolm@umdnj.edu
-| Bl Li b Im@umdnj.ed
| Felicita Santiaga santiafe@umdnj.edu
8] Felicita Santi tiafe@umdnj.ed
z| Hernandez, Norma hernanna@umdn;j.edu
2| pedretdl@umdnj.edu pedretdl@umdnj.edu
84 pedretdl@umdnj.ed dretdl@umdnj.ed
=l Roney, Debra roneydj@umdnj.edu
| R Deb dj@umdnj.ed
=] Rooney, Cathy rooneyec@umdnj.edu
&4 V. Taylor taylorj@umdnj.edu
= White, Anjana whitean@umdnj.edu
=| White, Anj hitean@umdnj.ed

(e

=| Williams, Yivian williave@umdnj.edu

==




Lesson ll: Contacts

h. Remove an email address from a distribution list

~, Contacts - Microsoft Outlook

l
3 File Edit View Go Tools Acions Help Adobe PDF
PEEnNew - i By X By b - | B W | @ Search address books

Contacts « || 82 Contacts

EAH Contact Items |Cliclr. here to enable Instant Search
My Contacts 2 |10 @ Full Name Company
&=| Contacts Click here to add a new ...

=] Contacts in Personal Folde
fi=| Contacts in Personal Folde

Business Phone Business F

T 5 Barnhardt, Alyce CA UMDY
ew Group
= Boyce, James MW, UMDHMJ

New Group Clerkship coordinators

n- ROAT LIRARIRLL

AT AT 1M

1 L

g & 9 Clerkship coordinators - Distribution List
Distribution List Insert Format Text

m_l il Send - @ @J ﬂ @E,& &m

Save bt )( Delete | [Members| Notes | Selet  Add Remove Update || E-mail Meeting | Categorize Follow Private | Spelling
Close Members New Now r Up~ T
Actions Show Members Cammunicate Options Proofing

Hame: iCIerIr.ship coardinators

! Hame
=| Bronson, Lisa pagnsolm@umdnjedy

4 Felicita Santiago santiafe@umdr member on your ||St

z| Hernandez, Norma hernanna@umdn;j.edu
&4 pedretdl@umdnj.edu pedretdl@umdnj.edu
=] Roney, Debra roneydj@umdnj.edu
=] Rooney, Cathy rooneyec@umdnj.edu
&4 V. Taylor taylorj@umdnj.edu
=| White, Anjana whitean@umdnj.edu
williave@umdnj.edu

(e

=| Williams, Yivian

==




Lesson ll: Contacts

Sending an email to distribution list

[6=) Contacts - Microsoft Outlook

:'Eile Edit  View Go Tools Acions Help Adaobe PDF

DEdnew - i B3 X B - | BY W | [ Search address books

Contacts « || 82 Contacts

EAH Contact Items |Cliclr. here to enable Instant Search

My Contacts 2 |10 @ Full Name Company

Business Phone Business F

&=| Contacts Click here to add a new ...
=] Contacts in Personal Folde

fi=| Contacts in Personal Folde

Mew Group

Barnhardt, Alyce

Boyce, James

CA UMD
MW, UMD

New Group Clerkship coordinators

Lt = ROAT LIRARIRLL

A

Distribution List

=) %Send' @ ug;j

3aVE & X Delete
Close

5 & ¥
Format Text

8 &4 &

Select  Add FRemove Update
Members New Now

Insert

Members| Notes

Actions Show Members

AT AT 1M

Clerkship coordinators - Distribution List

&y B2, A ABG
FE VM v
E-mail Meeting | Categorize Follow Private | Spelling
Up~ T
Options Proofing

Communicate

Hame: iCIerIr.ship coardinators

Select Email

! Hame

E-mail

=| Bronson, Lisa

bronsalm@umdnj.edu

4 Felicita Santiago

z| Hernandez, Norma
&4 pedretdl@umdnj.edu
=] Roney, Debra

=] Rooney, Cathy

&4 V. Taylor

=] White, Anjana

=] Williams, Yivian

santiafe@umdnj.edu
hernanna@umdn;j.edu
pedretdl@umdnj.edu
roneydj@umdnj.edu
rooneyec@umdnj.edu
taylorj@umdnj.edu
whitean@umdnj.edu
williave@umdnj.edu




Lesson Ill: Calendar

a. Explore Outlook Calendar

b. Change view of calendar — View menu select Current
view

c. Schedule or add an appointment - Click Calendar
Navigation Pane click New

d. Edit appointment — Double click on the appointment

e. Delete appointment — Right click on appointment,
select Delete

f. Sharing a calendar — Calendar Navigation Pane on the
left click Share my calendar




1. Using Calendar

a. Explore Outlook Calendar

The new design of the
calendar in Outlook 2007
T you'll notice that it's

easier to see what's

The picture shows some examples:

@ Bigger buttons make it easier to quickly switch between daily, weekly, and monthly
calendar views.

9 Back and Forward buttons let you quickly go to the next day, week, or month in the
calendar.

® Tasks - You can use this area to track your accomplishments: Completed items on this list
appear crossed out and "stick" to the day; tasks not marked as complete will
automatically be carried over to the next day, until you complete them.




Lesson Ill: Calendar

b. Change view of calendar — View menu select Current view

Adobe PDF Type a question For help

Current View Day/Week/Manth

HMavigation Pane Day/Week/Month View With AutoPreview

To-Do BEar All Appointments

Reading Pane Active Appointments

Daily Task List Events

Day Ctri=Alt=1 Annual Events —
= -4 njmsts, njmsts

Work Week  Ctrl=Alt=2 Recurring Appaintments
23 24 25 17 Tuesday

Il =Alt= By Cat i . ~ .
30 31 AWEEk EUL s LT 4 From Aug 16 first week of class for 1st & 2nd yr To Aug 20 =
Manth Ctri=Alt=4 Qutlook Data Files 4 From Aug 16 Melson Vacation To Aug 20 =%

L] all calend
My Calendar:
Define Views...

O :ﬁ Calen Reminders Window = _

Toolbars

View in Qverlay Mode Customize Current View...

Status Bar

[ =5 calendarin Erchive Fal

People's Calendars F
:ﬁ njmsts, njmsts

How to Share Calendars

Open a Shared Calendar...
Search Calendars Online

Share My Calendar...
5end a Calendar via E-mail...
Publish My Calendar...

)

Add Mew Group

Previous Appaintm ent
Mt Appointment




Calendar View

Click on the
Calendar
button in
the
Navigation
page to
view your
default
calendar.

Calendar - Microsoft

! Eile [Edit Wiew Go

=
Calendar

May Z008
T W T
23 1
& 7 B
13[14] 15
0 a1z
a7 =10

lune 2708
TWwW T
2 3 4 3
o 10 1t 12
& 17 18 12
3 34 25 1B

7 8 910

The Calendar view

Dutlook

Icols  Achions

% | g8 Today

“

14 15 16 17 1

22 B8 M
2 30 1L

&l = May

Help

L) Sewchecoes bocks - | G B
Day Week I larti

2008

Details: () Low (O Medium (5 High

ere to epable Instamt

My Caleridars
== calendar

How to Share Calenga

Clpen a Shared Cale

i 3T - Mday 3

Apr ZT

i ALl il

May 25- 31

This folder 12 up to date:

£ Conneded ta Microsoft Exchisnge ™




Two calendar views

[ Calendar in Personal Folders - Microsoft Qutlook
I File Edit View Go Tools Acions Help Adobe PDF Type a question for help =
PEfiNew - B X g5 | Today | [ Search addressbooks  » | @) o

Calendar Day | Week | Menth Details: () Low () Medium () High

< August 2010 G August 2010

M TW T F s
28 29 30 31
45 6 7 -
11 12 13 14 1 4 njmsts, njmsts
18 19 20 21 5 - s 5 - Shared
= 5s o a Tue wed | Thu Mon | Tue | wed | T | P | st
28 29 Jul 26 27 28 29 30 31

September 2010 Call Dr. E Prepare! | | AskPoa | Keston Vacation ] | | Yongmin | | Ca I e n d a r
TW T F § send Stu Test Proc | Yongmin | | | Yongmin | | | Yongmin | | | JB Vacation
1.2 3 4 MNelson 1, | | Yihua - V] | Audreyr\] | Yonagmin | | Arnaldo |

\
708 91011
1415 15 17 18 | Yihua- L, | Arnaldo -| | | Barry FH |

21 22 13 M 25
23 29 30

Click here to enable Instant Search

Jul 26 - Aug 1
Jul 26 - Aug 1

3 & 3 4 6
Qutlook Visit the JB Vacation | Keston Vacatio

;_)]AII Calendar Items
My Calendars

Cmyara C Partners I | Juan Vac |
Copy: HP

Calendar
Calendar in Personal Fo
Calendar in Personal Fg
Calendar in Archive Fol 11 9 11 12
Calendar in Archive Fol

=

-
o
=

<

Orientati Keston Vac | Student F Arnaldo - Vacation |
| Bainev |

People's Calendars &
ﬁ njmsts, njmsts

How to Share Calendars

Open a Shared Calendar...
Search Calendars Online 19 20 17 18 19

| Outlook training; 556, | first week of class for 1st & 2nd yr

Share My Calendar... Nelson Vacation

Send a Calendar via E-mail...
Publish My Calendar...

Aug 16 - 22
Aug 16 - 22

Add Mew Group

24 25 26 27
Prepare ¢ Arnaldo - Vacation

| Barry Vacation

Aug 23- 29
Aug 2329

30 Sep 1 2
|8:00am udrey Vacation

A 30 - Sep s
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c. Schedule or add an appointment

[~ Calendar in Persanal Folder ."f H b 4 =
2 cale der D3 ) 3

ntitler] -
i File Edit ¥iew Go Tool H
LB New - | 2 X X Appointment | Insert CIICk Save

Calendar ! A A g
August 2010 ; i _L ﬂ Show As: . Busy - O | E _ \_:L]J Private y

SE— : ¢ ¥ HighImportance

o [0 Saved Invite i i 3 Reminder 15 minutes - Recurrence Time Categorize Spelling
10 11 12 Close Aftendees b Forward ~ Assistant Zongs b 4 LowImportance -

17[18] 19 : .
24 25 % Actions Show Options 5 || Proofing
31 1 2

Aznointment

QAII Calendar Items SLIthEd: ‘
My Calendars 3

O ﬁ Calendar i |
ﬁ Calendar in Personal Fo anatmn' |
[ ﬁ Calendar in Personal Fg
I:l ﬁ Calendar in Archive Fol — sl =
| 11 Calendarin Archive Folf) Il Start time: | Fri 8/27/2010 ¥ | 9:30 AM v | [ &Il day event

People’s Calendars 3

[ 8 mmsts, rymsts Endtime: | Fri8/27/2010 v 1000 ¥

How to Share Calendars

Open a Shared Calendar...

Search Calendars Online

Share My Calendar...
5end a Calendar via E-mail...
Publish My Calendar...

Add Mew Group
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d. Edit an appointment

Calendar

4 August 2010
TW T F S
26 27 23 2 30 31
2 3 4 5 & 7

910 11 12 13 14

16 17[18/ 12 20 21

23 24 25 o 27 B

(0n) 90+ ¥
ta

Appaointment

= Show As: [l Busy - -‘q '@ Eg (5] Private §
5 ¥ High Importance
Save & Inwvite 4 Reminder 15 minutes - Recurrence  Time Categarize Spelling

Close Attendees .=:.;\; Forward = Assistant Zones - § LowImportance

Actions Show Options " || Proofing

Type a question For help

33 1 2 3 4

QAII Calendar Items

Subject: |Prepare student raster that's due on 3_30_10

Location: |

My Calendars

] ﬁ Calendar
| Calendar in Person

Start time: | Tue 5/24/2010 v | [10:00 am v | AN day event

Endtime: | Tue/24/2010 v| (10308 v

O ﬁ Calendar in Persor
O ﬁ Calendar in Archive
O ﬁ Calendar in Archive

People's Calendars

D ﬁ njmsts, njmsts

How ta Share Calendars

Open a Shared Calendar
Search Calendars Onling

Share My Calendar...
send a Calendar via E-m
Publish My Calendar...

Add New Group
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e. Delete appointment

[~ Calendar in Personal Folders - Microsoft Outlook
i File Edit Wiew Go Tools Actions Help AdobeFDF Type a question forhelp =
(Efnew - | @B X | BE gH | Today | @} Search address books

Calendar « Day ‘ Week ‘ ‘ Details: () Low () Medium () High

4 August 2010 3 (_ _) AUgUSt 2010

M TW T F 5 &
26 27 23 29 30 31 1
2 3 4 5 &6 7 &
9 10 11 12 13 14 15 | L - L

16 17[18] 19 20 21 22 Jul 26 27 28 29

23 24 35 26 27 23 29 10:30am Call Dr. Bentley 10:00am Prepare Studen | Ask Po about Prev Med

3031 1 2 3 45 10:00am Send Student r 10:00am Test Productior

Click here to enable Instant Search

QAII Calendar Items
My Calendars

O] 4 calendar
Calendar in Personal Fo

[ :ﬁ Calendar in Personal Fg 3

F % Calendar in Archive Fal 10:00am Cutlook trainir L_‘\? Forward 10:00am Visit the trainin

|:| Hi| Calendar in Archive Fal

People's Calendars = g Qvate

|:| ﬁ njmsts, njmsts Show Time As

Automatic Formatting...

dul 26 - Aug 1

How to Share Calendars

Categarize
Open a Shared Calendar... || |9 11 x
Search Calendars Online 3:00pm  MEet with Tim ¢ 10:30am Qrientation Se I eCt De I ete

Share My Calendar...

Send a Calendar via E-mail...
Publish My Calendar...

Add Mew Group

19 20
|10:00am Outlook training: 5SE, EMS dept. 4t 1:00pm |

Aug 16 - 272

24 26
10:00am Prepare studen 10:00am Activate the Su




L]
.! l_! @

Eile Edit Yiew Go Taoals
E“H Today | [l Search address books

 Bnew - | & X

Lesson Ill: Calendar

...
A C/

Actions Help Adobe PDF

Calendar «

L August 2010 [ 3
M T W T F S §
26 27 23 29 30 31 1
2 3 4 5 & 7 &
9 10 11 12 13 14 15
15 17[18| 192 20 21 22
23 24 25 26 27 28 29
30 31 L 2 3 4 5

Week Details:

) Low (2 Medium (=) High

,F-ilAII Calendar Items -

. " -

Insert Options Format Text

| A
== Copy

Paste I

7 || abk
- # Format Painter o - i [

Clipboard Basic Text

Sharing invitation: Garcenila, Joanne - Calend

=) (28 &'

|| 2= ==||| Address Check Attach
- - Boaok MNames File
Mames

My Calendars =

|:| HH| Calendar
3] Calendar in Personal Fo
[1EH] calendar in Persanal Fd
[C] 5] calendar in Archive Fol
[] [£5] calendar in Archive Fol

People’'s Calendars -

|:| :ﬁ njmsts, njmsts

How to Share Calendars

Tpecn a Shared Calendar..,

Search Calendars Cnline

- P o

jo; &3 nila. Joann
-éxllu:-wrecipientt-:uviewy-:nur(:alendar

C Garcenila, Joanne - Calendar
"’_ﬁ Micrasoft Exchange Calendar

|:| Request permission to view recipient’'s Calendar

Enter recipients address here

Select your preference

Share My Calendar...
Send a Calendar via E-mail...
Publish My Calendar...

Add Mew Group

Type your message here




Lesson IV: Managing Tasks and Notes

d.

Create a task

Edit and Update a Task — Double click on task and
make your edit, Save & Close

Create a note — Select Notes on Navigation Pane,
Click New

Edit note- Select Notes on Navigation Pane, Double
click on the note you like to edit.

Display a note on the Desktop-Drag and drop to
desktop

Print a note- Right click on a note, Print




Tasks and Notes

e, O 2 NHY Y

Assign Send Status Mark " - Recurrence Skip iCategorize Follow Private Spelling
Task Report Complete | bt Forward Qccurrence v Up~ i

Manage Task Ciptions Proofing here in
Fill in the ff fiel E— | L
Start date: |None v| status: |Nm started t e e ds )hlft K Or

Due date: |None V| Priarity: % Complete: :
tl:IReminder: | | | Owner: |Garceni|a,.loanne NeW

Subject: |

Type your task detail here

tel. Y/3-972-228 0 tax Y73-202-7bl0




Lesson |V: Managing Tasks and Notes

[~ To-Do List - Microsoft Outlook
3 File Edit Niew Go Tools Actions Help Adobe PDF
Reply to All % Forward W | @Y Search address bocks

& Repl H

& || ¥ To-Do List Filter Applied ||

& 9 |5 Demo link - Task
Task Insert ext Adobe POF

JhH A, 02 RBYAV

Save & | Delete ||| Task || Details | Assign Send Status  Mark . Recurrence  Skip  Categorize Follow Private || Spelling
Close Task  Report  Complete | kg Forward Oceurrence A Up~ A

Adtions Shaow Manage Task Options Proafing

Subject: Dema link

Start date: Thu 3/11/2010 Status: | Mot Started

Due date: Thu 3/11/2010 Priority: | Mormal ¥ | % Complete:

DFleminl:Ier: Bi| Owner: |Joanne Garcenila

https://10.32.4.103/mbm/myorofile /index.cfm




Lesson IV: Managing Tasks and Notes

c. Create a Note

[y Notes - Microsoft Outlook

I File Edit Wiew Go JTools Actiions Help Adobe PDF

LJHEW% X | BR ||2a Large leons | 2~ Smalllcons £ List | [ Search addressbooks  + | @) o Can Create a NOte aHYWhere In

Notes « || .l Notes

Bmetenens N[00 b ooz look by pressing Ctrl-Shift-N or

N
o | Motes
\o | Motes in Archive Folders #n
\o | Maotes in Personal Folders

S k dropdown - next to New

@ Icons

(O Motes List

O Last Seven Days
O By Category

(& outlook Data Files

Click X after

s et s typing your note.
It automatically
saves it.

You select Notes
Navigation pane
and you’ll see the
note you created.

ANARIM

Click Notes on Navigation Pane

tel. Y/3-972-228 0 tax Y73-202-7bl0




Lesson IV: Managing Tasks and Notes

d. Edit note- Select Notes on Navigation Pane, Double
click on the note you like to edit.

Double click on the
note when it’s open
just type your changes
and Click X to save it.

= Click Notes on Navigation Pane




Lesson IV: Managing Tasks and Notes

e. Display a note on the Desktop

ols  Actions  Help Adobe PDF

25 largelcons | = Smalllcons & List | [} Search address books




sson IV: Managing Tasks and Notes

f. Print a note- Right click on a note > Print

rosoft Outlo
File Edit Miewr i Toaols Actions Help Adobe PDF

3 9 | BY | |24 Large Icons

| MNotes




Additional Information- Advanced




Rules and Alerts

Rules Wizard

Stark From a kemplate or From a blank rule
Step 1: Select a kemplate

Stay Organized

Mowe messages with specific words in the subject ko a Folder
Mowe messages senk to a disktribukion lisk ko a Folder
Delete a conwversation
Flag messages From someone For Follow-up
Mowe Microsofk OFfice InfoPath Forms of a specific bwpe to a Folder
Mowve RS5S ikems From a specific R55 Feed ko a Folder
Stay Up to Dakte
<. Display mail From someone in the Mew Ikem alert Windows
4kl Play a sound when I get messages from someone
a Send an alert to ey mobile device when I get messages Ffrom someone
Start from a blank rule
= Check messages when they arrive
(=1 Check messages after sending

Step Z: Edit the rule description {click an underlined walue)

Apply this rule after the message arrives
From people or distribukion lisk
move ik ko the specified Folder

Example: Move mail from my nmanager bo nmy High Inmportance folder

Zancel Finish




Add or Remove Sharing Permissions

[~ Calendar in Perso
I File Edit View

EHnew - | X

Calendar

Home Page

4 August 2
M TW T
26 27 28 29
A SR
9 10 11 12

16 17 13[19]
23 24 25 26
3031 1 2

QAII Calendar Items
My Calendars

O
Calendar in Per
[ calendar in Per
El :ﬁ Calendarin Arc
F :ﬁ Calendarin Arc
O] & Joanne
People's Calendars
1 A nimsts, njmsts

Mew Group

Test

How to Share Calen

Open a Shared Cale
Search Calendars O

Share My Calendar.,
5end a Calendar via
Publish My Calenda

Add Mew Group

ref aulk
Anony mous

Permission Lewel

Autoarchive
Syvnchronization

FPermissions

Type aquestion for help =

Permissions

Add. ..

J

Permission Lewvel: |Dwner

Read

iMone

i Free/Busy time
O FreefBusy timme, subjeck,

location

(% Full Details

[ Dkther Frege/Busswy. .. ]

Delete items

{_':,‘-' Mone
0 Cwn
=2 all

Wiribe

Create items
Zreate subfaolders

Edit all

Cither
Folder owner

Folder wisible

J

1 another :

7
10:00am Visit the traini




Create, View or Delete a group schedule

In Calendar, on the Actions menu, click View Group Schedules.

Do one of the following:

— Create a group schedule
In the Group Schedules dialog box, click New.
Type a name for the new group schedule, and then click OK.

Click Add Others, and then click either Add from Address Book or Add Public
Folder.

Select the names or the public folders that you want to add, and then click OK.
Click Save and close.

— View a group schedule

Select the group schedule that you want to view, and then click
Open.
— Delete a group schedule

Select the group schedule that you want to delete, and then click
Delete.




Thank youl!
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