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Objectives

Upon completion of this module, participants will be able to:

= © © N o o bk~ b=

12.

13.
14.
15.
16.
17.
18.

Perform skills covered in Outlook module one;
Manage and manipulate the Workspace layout and appearance;
Create, manage and organize Folders;
Sort, manage and categorize messages;
Request Message and Read receipts;
Identify and use the Search feature;
Set up and manage automatic message replies;
Apply rules to messages and calendars;
Identify parts and features of the Outlook calendar;
Explore various Calendar views;
Use and Customize the Calendar;
Create and work with Appointments, Events, and
Meeting Requests;
Respond to Meeting Requests;
Create and work with Tasks;
Customize Toolbars, Menu Bars and Calendar Properties;
Share Calendar information and apply Permission levels;
Define and know how to download Instant Search component;

Use the Outlook help feature.
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Overview:

We will begin with a quick review-activity of the skills covered in Outlook Module I.
Participants must be able to compose, send and receive e-mail messages; create and
customize Contacts and Insert a Signature.

Pre-Requisite Activity: Module 2

This activity will have you demonstrate and reinforce the skills you will need in order
to complete this module. You will compose, format and print an e-mail with delivery
options; create a signature and create a contact.

Guidelines:

Steve Ballmer is the Chief Executive Officer of Microsoft Corp, the world’s leading
manufacturer of software for personal and business computing. Ballmer joined
Microsoft in 1980 and has headed several Microsoft divisions, including operations,
operating systems development, and sales and support. In July 1998, he was
promoted to president, and was named CEO in January 2000.

With the launch of Microsoft Office 2007 and Vista Operating System you may have
questions you would like to ask him. Use your Outlook skills to compose an e-mail
to the Microsoft CEO (sballmer@msoffice.net) asking him at least two questions
regarding the new and improved Outlook features.

Perform the following tasks (15 minutes):

1. Open Outlook;

2. Insert the Contact information for Microsoft Office CEO and your instructor in an addressbook folder
named “Workshop”.

Create a personal Signature, with your Name, Title and Phone Number, using Verdana, 12 pt Font;
Create a New E-mail message addressed to Steve Ballmer and cc your Instructor;

The Subject of the e-mail should read: “Questions on New Features”;

ey s

Compose a message explaining how you use Outlook and what you want to know about one or several
features found in Microsoft Office Outlook 2007;

7. Format your message to include Bold headings, Bullets or Numbering and two different size Fonts;
8. Spell Check your message;
9. Print your message to the default printer and turn it in to your instructor.

10. Save in Draft folder, DO NOT SEND and Close Outlook 2007.
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Personalize Your Workspace
Increase Workspace

The Outlook program window includes six areas in which you work with your Outlook
items. You may find that you don’t need all the available tools, or would like more

space for the main work area. You can easily change the appearance and layout of the
workspace in several ways. Here are a few:

Menu bar - can be moved to any side of the program window or have it float anywhere on your screen.

File Edit Wiew Go Tools Actions Help Tvpe aqguestion For help -

Toolbars - by default show command buttons frequently used in the File, Edit, and Actions categories.
Other toolbars available for display are the Advanced and Web toolbar. You can hide or display
toolbars by just right-clicking anywhere on the menu bar.

Cor | G Back 0 | OB & | = |71 Messages =N B e
Eile Edit Wiew Go Tools Acions Help =~ Standard
i Mew -~ | del 3 X | i Reply (S8 Reply to All (2 Forward | On W ~  Advanced
- = Web
Mail « || L3 Inbox
Customize

Navigation Pane - appears on the left side of the Outlook window. Its content changes depending on what
you are viewing. It can be minimized and the appearance and content can be changed.

=l L Search Folders

L Categorized Mail

L3 For Follow Up [24]
| naain

ﬁ Calendar

|9E| Contacts

Inbox - appears in the center of the window. Its view can be re-sized and it allows you to display and
organize content in many ways.

Reading Pane - displays a preview of a selected message, appointment, or attached file. This pane can be
displayed to the right of or below the Inbox, or closed.

To-Do bar - appears to the right-side of the Outlook window, displaying calendar(s), upcoming
appointments, and task list. It can be minimized, rearranged and its content can be changed.

Activity 1

You try it! Personalize your workspace!

1. Minimize the Navigation pane.

2. Re-size the Inbox to be 50/50 with your Reading pane and Arrange by Subject.
3. Display the Reading pane below the Inbox

4. Minimize and Remove Tasks from the To-Do Bar.
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Managing Messages:

Create Folders

Folders can help you organize your
messages by allowing you to group them by
topic.

To help keep various items in order, Outlook
allows you to create new folders in addition
to the default folders already provided.
Follow these steps to create new folders and
subfolders:

1. In the Navigation Pane, right-click your
mailbox.

2. Click New Folder.

3. Create New Folder dialog box opens, type a
name for the folder in the Name text box.

4. Verity the “Mail and Post items” is selected
under “Folder contains:”

5. Select a location for the folder in the “Select
where to place the folder” scroll box.

6. Click OK. The new folder is created and
appears in your Folder list.

To keep your e-mail together in one location,
it is a good idea to use the Inbox as the
parent folder.

Create New Folder

Mail Folders #

2| Al Mail items v

3 2f Mailbox - Ponce, Ma

0 4 {a) Deleted Items
L Drafts e

-1 £ Tnha 1401
5 Open

COpenin New Window

Moye ‘Inbox
[ Copy Tnbox"..

i Delete Tnbox

L

de Rename Inbox

qu New Folder..,

Mame:
-3

Falder contains:

|Mai| and Posk Ikems

Select where to place the Folder:

FDS

BEEE
UUEEEEEE

il

= [ Inboxr {49
[ Committees
Ewaluations
HelpLab
K12 (11

Personal

Project Correspondence
Subscriptions (238}
TED_K12adProject
Traininal Tutorials

(¥

(1)

£

Ok ] [ Cancel
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Managing Messages:
Categorize Messages

Color adds visibility. Categories in Outlook
help you organize and quickly identify items
using color.

To assign a color category follow these
steps:

1. Right-click the Categories field box next to the
message subject in the header list.

2. Click a color category, or click All Categories
to create and assign a new one.

3. The category color appears in the message
header and in the Categories field box in the
header list.

To rename a category or change its
color follow these steps:

o

4. On the Standard toolbar, click the [ 2=
Categorize button, and click All Categories in
the drop-down menu.

5. In the Color Categories dialog box, select the
category that you want to change and do one or
both of the following:

-To rename the category, click the Rename
button and type the new name

-To change its color, click the arrow next to
Color and select the new color.

h You can assign a color category to a
group of interrelated items — such as
notes, contacts, appointments, and e-mail
messages — so that you can quickly track
and organize them. You can also assign
more than one color category to items.

= ES

®

&)

ool e e

[5[]
=

Create Category Search Folder..,
All Callege Day 07

Business

Ideas

Library Cluster Video

Must Attend

Meeds Preparation

Personal

Red Category

TampaTribune

Training

Travel Required

Update Infomercials & Project Report
Blue Category

Green Category

All Categories...

Set Quick Click...

Re: Advanced PowerPoin

Julie Carpenter [Julie.Carpe

| You replied on 8/15/2007 9:32 AM,

/24,2007

ewest on top i~

3/24/2007 /

Sent: Wed 8/15/2007 7:24 AM
Ponce, Margarita

Good Mormning!
| wanted to follow-u
did resubmit my wor

1
8/15/2007
“ )

my multimedia pres4
ales | nagdl tn dn in

Color, Categories

To assign Color Categories ko the currently selected items, use the checkboxes next o each
category. To edit a category, select the categary name and use the commands ka the right.

11T Library Cluster Video
[ rust attend

[J () Meeds Preparatian
[0 Personal

[J (@ Red Categary

[ TampaTribune

[J @ Training

1T Travel | B ives A

Mew. ..
08 s
][] Green Category -
Idzas =
0c

Shorkeut key ~




Microsoft Outlook 2007 - Module 2

Managing Messages:

Flag Messages

You can use a flag to quickly create a
follow-up item that can be tracked in the
To-Do Bar, in your Inbox, and even in the
Calendar. Outlook 2007 has replaced
colored flags with colored categories. You
can now choose from one of five predefined
flags or choose a custom flag to help you
prioritize.

To Flag a message follow these steps:

el

Right-click in the Flag Status column [_] next
to the message that you want to flag.

Select a flag type or custom flag.

If a custom flag is chosen, the Custom Dialog
box opens. Select the flag type and actions you
want attached to this flag.

Click OK. Message is flagged.

look 2 lored fl

2:10 PM N |
W Ioday
1:45 PM —
Tormaorr o
ne Ma... "{’ -
1:43 PM A This Week
E. TW0 Y Mest Wee
1:07 "E ¥ Mo Date
.58 AM ?" Custom...
= Add Beminder...
0:55 AM = Mark Complete
rtable... _ -
9:56 AM i
Tamp... Set Quick Click...
——

i) iﬂ

Flagging creates a to-do item that reminds wou to Follove up, After you

follow up, wou can mark the to-do item complete.,

v Flag to: Fallow up
Start date: | ‘Wednesday, August 08, 2007
Due date: | Sunday, September 30, 2007

[Ireminder:

Clear Flag

In the Navigation Pane, right-click the top level folder.

Click Properties for “Folder Name.”

On the General tab, click Upgrade to Color Categories.

Click Yes if you receive a prompt asking you if you want to upgrade.

{P. Only flags in your default mailbox will be updated automatically from Microsoft Office Outlook
2003 follow-up flags to the new Outlook 2007 color categories. If you have messages in Personal
Folders or Archive Folders you will need to manually update flagged messages in those folders.
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Managing Messages:

Sort Messages

After categorizing and flagging the
appropriate messages, you can sort the
messages by category color. One way to
sort the messages by category color is as
follows:

1.  With the Inbox window active, click the
“Arranged By:” bar.

2. Click Categories in the Arrange By submenu.

{h In addition, Outlook 2007 allows you to sort
messages using column headers as your sort
criterion (when Reading pane is in Bottom
view).

Group Messages

Whereas sorting allows you to arrange
messages in order using a single column as
the sort criterion, grouping allows you to
display the messages in groups based on
one or more columns. Follow these steps to
group messages in a message folder:

3. Open the folder you want to organize. When in
Bottom view, right-click the column header.

4. Choose Group By This Field to group based on
the selected field.

Arranged By: Date 0 r

=| Two Weeks Ago

« | Date

Conversation

Ca T3

RE: inservice points

i=1 Shirley Ziegler
inservice points

=| Three Weeks Ago

From
To
Categories

2

Flag: 5tart Date

Flag: Due Drate

Received e

Maon 4/23/2007 9

Thu 5/24/2007 &

Wed 9/5/2007 1

Maon 4/23/2007 1

Sizra Catennries
Wed 9/5/2007 Arrange By 4
Fri6/1/20072:42 %] sort Ascending

-

Z
A
=
=3

#

Sort Descending
Group By This Field G
Group By Box

Eemove This Column
Field Chooser

Best Fit

Format Columns..,

izustomize Current View..,
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Managing Messages:
Options Tab

The Options tab is one of the tabs available in the Ribbon of a New E-Mail Message

Window (see illustration).

Message Insert Options Format Text

On =YD O - - — Untitled - Message (HTML)
]

2y G

Item = Delivery Replies To

j n Caolors ~ @)'j 8 84 | Aa Plain Text 0,0 . X
Aa o — *‘IX’ Request a Delivery Receipt
Eoni 4 B

e

Aa HTML
Themes Page Show Show i Use Voting Request a Read Receipt
- @ Effects ~ | calor- Bee From Aa Rich Text Buttons ~
Themes Fields Format Tracking
[ To..

Send

Subject:

= O ]|
= T |
|

| » [0

Ml

The Options tab groups commands related to a variety of optional settings that can be
applied to messages. These commands are organized into five groups:

Themes - allows you to change the overall design of a message, including colors, fonts and effects

Fields - allows you to show or hide the “Bcc” or “From” fields from the message window

Format - allows you to set the format of the message to plain text, HTML and rich text

Tracking - allows you to set security, importance, sensitivity, delivery and tracking of messages

More Options - allows you to specify where to save messages, delivery date and time and what e-mail

address should message replies go to
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Managing Messages:
Request Message Receipt

A message recipient has the option to

tell you if a message has been delivered
and/or read. The Delivery Receipt is
automatically generated when the message
has been delivered to the recipient’s
mailbox. The Read Receipt is generated
when the message is opened.

1. In an active message. Select Options tab.
2. In the Tracking group:

-Select Request a Delivery Receipt, to receive
notification that the message has been received.

-Select Request a Read Receipt to receive
notification that the message has been read.

3. Click Send. The message is sent with receipt
requests.

{P The option is selected if a checkmark
appears in the check-box.

;—o

Request Receipts - Message (H1

Options Format Text Add-Ins
81 | B4 | AA Plain Text =
E_I ﬁ_l aln e gl’;’ Request a Delivery A
e e FPTT
Show | Show . Use Voting || pequest a Read Rec
Bec | From || AaRich Ted Buttons -
Fields Farmat Tracking
[1 |8
iI’J Request a Delivery Receipt
Use Voting 7| Request a Read Receipt
Buttons
eTrackinq Iy

Activity 2

1. Open the e-mail regarding Smart Art Tags.

Spell check and Send.

Complete the actions requested in the e-mail message.

2
3
4. Flag Recipient to Follow-Up within the next two days.
5
6

You received an e-mail with a Subject line, Smart Art [llustrations. Using this e-mail message and the con-
cepts, skills and guidelines presented in this module thus far, complete these tasks (15 minutes):

Set message options to High Priority and Request a Read Receipt.

Create a category named “Workshops” and apply to this message.

10
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Managing Messages:

Out of Office Assistant
) ) . a Tools igctinns Help
One improved feature in Outlook 2007 is .
the Out Of Office Assistant. The Out of LR D
Office Assistant makes it easy to set up an nstant Search )
automatic reply message. To set up an Out
Of Office message follow these steps: W Address Book.. ~ CtrShift-8
Gy Organize

1. Click the Tools menu. ﬂ Rules and Alerts..

2. Select Out of Office Assistant. e Out of Office Assistant..

3. Click to select “I am currently Out of the R

Office”.

CERRSSISlallis

4. Type the automatic reply message you want

. kly In the OFfi
sent to others while you are out. ey e T

(@1 am currently Out of the OFfice

5. Rules can be apphed to incoming messages (eg AutoReply only once ko each sender with the Following text:
. . I amn out of the office and unable to check email untl Tussday, August
place messages Out Of Ofﬁce Mall fOlder). Fth. If wou need immediate assistance please call Sarah Ford at !I
253-7338,
. V]
6. Click OK. =

These rules will be applied to incoming messages while vou are out of the office:

Skatus Conditions Actions

: Maowe Up
Move Down

QP The Out of Office Assistant command

does not appear unless you are using Edit Rule... | | Delets Rule [¥] Show rules for all profiles
an Exchange account (collaborative - g

. . . Ancel
communications server for businesses). [ coneat ]
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The Calendar Environment

The Microsoft Outlook Calendar is the calendar and scheduling component of Outlook,
and is fully integrated with your Outlook e-mail and contacts. With Calendar, you can
create appointments and events, organize meetings, and book meeting rooms and other
resources.

(-, Calendar - Microsoft - 8 X
PffNew - | dggn X B day | [ Search address books - | @ -
i File Edit Wiew Go Tools Actions Help Type a queskion For help -
Calendar £ Day | Week | Maenth | Details: () Low () Medium () High
4 September 2007 .3 () (=) R
, optembers® | (€ (2) September 2007 | | »
HE O A 2=l B0 LA |Click here to enable Instant Search |
2 3 4 5.6 7 &
9 10 11 12 13 14 15 Sunday | Monday Tuesday | Wednesday | Thursday | Friday | Saturday -
16 17 18 19 20 ~Aug 26 27 29 30 31 Sepl
23 24 25 26 27, 5 oduld | vory-BC Installir | | | Inf ials & U} | | | Sarah Ford's Birt |
so12es - Celeste at Brandc |Lihranr Video Rev | Dr Jones Appt PowerPoint Prese
=
2] AN Calendar Items S
My Calendars = B 2 3 4 5 F 7 3
1 Calendar W [ Holiday - Labor [| | Staff Meeting; Dz Ybor Video Re-Sh Infomercials & U PowerPaint I-DM
I:lj‘3 Personal Calendar L= - .
p Cutlook I-DM-M: Video Reshoot; C
People's Calendars 3 =1
[ (25 watkins, Brenda
| S5l FDS e 10 11 12 13 14 13
L] Eg) Fenton, Celeste i Infomercials & U PowerPoint I-DN
L1128 saytor, Laurie B Outlook T-DM-M OIT Pizza Party: YF
I:l Hi] Hubbard, Barry =l - -| "
s
How to Share Calendars E|
16 17 18 19 20 21 22
Open a Shared Calendar. = | Meet w.,"ll'hrary{] Infomercials & U|
Search Calendars Online - Word [-BR-Magg
=
=
Share My Calendar... F [ Click to add even |
end a Calendar via E-ma ~ 23 24 25 26 27 28 29
) Mail = [ celeste Fenton's | | Tearity Training - HCC-PDC Meetin,
o Word O-ER-Magc
ﬁa Calendar B
&=| contacts 30 Octl 2 3 4 3 6
o g Staff Meeting; Br Cutlook I-PC-Mas Infomercials & U| PowerPoint I-YE-I
] Tasks + FW: Word I - BC - Outlook 1-YB-May
=
=
] Ca i 1 s
44 Ttems This folder was last updated at 12:00 AM. 57 Disconnected ~

1. To access the Calendar, click on the icon just below the Mail icon in the
Navigation pane.

2. When in the Calendar workspace, the Date Navigator appears at the top of the
Navigation pane.
3. The center of the window displays a calendar by Day, Week or Month.

4. The Calendar display can be customized, in the Tools menu, under Options.

12
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Time Management:

Daily Tasks and To-Do Lists

The Daily Tasks and To-Do Lists are two other key views in the Calendar Environment
to help manage your workload.

This folder was last updated at 12:00 AM. :é Disconnected ™

i) Calendar - Microsoft Outlook - =T X
! Mew ~ @ 23 X | & | CaReply (58 Replyto All (5 Forward W | @ Searchaddressbooks  + | (@) g
! File Edit View Go Tools Actions Help Type & quest] 0|
Calendar « Day ‘ Week ‘ Maonth (&) show work week () Show full week To-Do Bar x
81AIICaIendarItems - ey oy 4 July 2007 »
(© (3 July 30 - August 03, 2007 I ERI
My Calendars & - Y 9 ! SM TWTF S
g Calendar Click here to enable Instant Search | 1 2 3 4 5 & 7
[[] & Personal Calendar 30  Monday 31 Tuesday 1 Wednesday 2 Thursday 3 Friday 2 9010 11 12 13 14
People’s Calendars 2 Flex: Ponce, Marg 15 16 17 18 19 20 21
[ 28] watkins, Brenda 22 23 24 25 26 27 8
16 eos 29303 1 2 3
O Fenton, Cel_este gam H Outlook I-DM-Maggie
D Saylor, Laurie Training Module 1:00 PM - 3:00 PM
[] &) Hubbard, Barry Work Day - Group DLRC-318; PDS
g 00 Session B 2 A Seqvace (Video Class
- X — Report to Sarah ldeo Llass
How to Share Calendars E[';F;C =k Editing_Plant City 5:00 PM - 8:30 PM
Video DTEC
Open a Shared Calendar... 2
Search Calendars Online DIRC31! Arranged By: Due
Share My Calendar... K12 Questioning Tech Type a new task
5end a Calendar via E-mail... =
Publish My Calendar... = ¥ Tomorrow
Add New Group All College Day /. V
Editing Questioning
DLRC-31 Techniques
Infomercials & L&
,,,,, IS‘cannl'ng (Cindy
s Hawkins)
f—] Mail DLRC-318 2
ul‘ Calendar Show tasks on: Due Date ¥
&=| contacts 2
(%2}
= (1)
o] Tasks —
| O3 @~
B09 Items

1. When the Calendar is viewed by Day or Week, the Daily Tasks List appears at
the bottom of the screen, and any Tasks are shown there on the date they are due.

Tasks can also be managed in the Tasks section found on the Navigation Pane.

In all Calendar views, the To-Do List runs vertically down the right side of the
screen. The To-Do list is an overview of your entire schedule.

Navigator.

Upcoming Appointments and Tasks are displayed along with the Date

13
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Time Management:
Sharing Calendars

You can share calendar information with
other people in many ways. To share
your calendar, follow these steps:

1. Inthe Calendar window Select “Share My
Calendar” on the Navigation pane.

2. A Sharing Invitation window opens with
the subject already filled out and the “Allow
recipient to view your calendar” box checked.

3. You can also request to see the recipients’
calendars by checking the “Request permission
to view recipient’s calendar” box.

h Once you assign your calendar with other
users, you can then assign each account
a permission level. To change sharing
permissions right-click the shared calendar
in the Navigation pane, the click "Change
Sharing Permissions...”.

14

Share My Calendar...

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

Add Mew Group

=] Mail

:ﬁ Calendar

T~
(Ca) d
)
—/ Share Insert Options Format Text
g Cut S == 2]
s N ER G ﬂ ﬁg
53 Cop
Paste I A== = | Address Cheek
# Format Painter [B L |== | Book Names

Basic Text Names

2,

Clipboard 0}

Gl

=1 Subject: | Sharing invitation: Ponce, Margarita - Calendar
et A\Inwreup\emtnwewynur(a\ennar
/1 Ponce, Margarita - Calendar

Y iosott Bxchange Calendar

D Request permission to view recipient's Calendar

Sharing invitation: Ponce, Margarita - Calendar - Share =

(232 %V

Mtach Aftach Business Signature  Fallow [} Spelling

File THem Card~ Up~ A
Include Options & || Procfing

9

>
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Time Management:

Calendar Sharing via E-Mail

A new feature of Outlook 2007, sending Q
Calendar information in an e-mail, allows
you to share calendar information with Message | Insert Options  Format Text
anyone, anywhere who uses HTML capable 0 [E= %v
. — m|
e-mail program. 2N J TI - j \ﬂ‘
Attach Business |Calendar| Signature Table Picture
[tem Card = ~ ~
1. Compose your e-mail message. Include Tables
2. Select the Insert tab. oy SeSeL Calleanian
. . Attach your calendar information
Click Calendar tool in the Include to this message.
group' Bec... The person receiving the message
- - - . does not have to use Outlook in
4. Specify the calendar information Subject: order to see it.
you want to share in the dialog
window.
do Saapil e Salagfil s Gl B Ja

5. Click OK. Calendar image will render
and appear |n the body of your e_mall E Specify the calendar information you want ko include,

Calendar:

Dake Range:

Today D

Detail: Availability only
Time will be shown as "Free," "Busy," "Tentative,"
or "Out of Office”

[] 5hwawy time within my warking hours anly Set working hours

0 -

15
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.'/-:.;\‘- = I BT IS test - Appointment - = x
| _EE/I =
k Appointment Insert Format Text L7
| Calendar o i = () Private %
{% —Zl = = EShowAs: H Busy - Y 'Q
uﬁ—‘ F= W pelete ﬁ v < = ¥ High Importance
Save &  Invite . Appointment| Scheduling 4 Reminder 15 minutes - Recurrence Time Categorize spelling
Close Attendees bsp Forward ~ Zones - § LowImportance -
Actions Show Options T || Proofing
Time Management: To-Do Bar 3
- 4 August 2007 [ 3
Create Appointment SMoTwW T F s
1 2 3 4
- e egs 5 6 7 8 91011
Appointments are activities that you 12 13 14 15 16 17 18
H 19 20 21 22 23 24 25
schedule in your calendar that do not e 97 o5 e an a1

involve inviting other people or reserving
resources (like in Meetings).

Follow these steps to create an
appointment:

1. Click on the day you want to schedule the
appointment using the Date Navigator.

2. The Calendar changes to display the Day
selected. Highlight the start time.

3. Click box to add Appointment, and Name it

4. Extend the appointment box, to include
duration time from start to end.

5. Press Enter > Enter.

6. The Appointment Form window opens
allowing you to make changes, add a
description, etc. using the Ribbon groups and
commands.

7. Click the Save & Close button. Your
appointment now appears in your calendar.

An Event is an activity that lasts 24 hrs or
longer (e.g. Trade Show, vacations, etc.).

16

Day | Week ‘ Manth ‘

(€ (3) August 15, 2007

Click here to enable Instant Search

[ Calendar ", Personal Calendar

15

Wednesday

i

_ Calendar

—» Personal Calendar

15

Wednesday

g 00 test e

O

Subject et

°anatinn: Dale Mabry Campus
Start time: | Man 10/1/2007

Mon 10/1/2007

0 saan

End tine: 0 tooam

D DAII day event
W

Take two #2 pencls.
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=

() i * e - Untitled
HY !
—/ Meeting Insert Format Text
'ﬁ .__ECaIendar ﬁ 'Z_-\l'-) [} Address Book
P Delete =i 8 Check Names

Cancel 5 Appointment|Scheduling Meeting -

Invitation t=p Forward ~ Waorkspace 4!3 Responses ~

Actions Show Attendees

- Meeting =

©

ﬁ Show As: [l Busy

v

Spelling

- .Q L &
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Time Management:
Respond to Meeting Request

When you have been invited to attend a
meeting, a tentative meeting will appear on
your Calendar and the request will appear
in your Inbox. Your reply to the meeting
request will be sent only to the person who
originated the request.

1. Open areceived invitation.

2. At the top of the message window, click the
appropriate button (Accept, Tentative, or
Decline).

3. A dialog box appears with options for your
response. Select the appropriate option.

4. Click OK.

5. Click Send. The response is sent and the

window closes.

h As the recipient of a new meeting request,
you can propose an alternative time to the
meeting organizer. When doing this, you
can see the times available of all those
invited. The organizer can agree to your
proposal and send new invitations or reply
to you directly.

B Fg, !Iargarita

Meet wiLibrary Cluster

T:48 FM

o beeept D Tentative | ¥ Dedine % Propose New Time Eﬁ(alendar...

MIEroEoT I EENI I DO

a

This meeting has been tentatively

accepted and moved ko your Calendar,
Do you want bo indude comments with
WOUF Fesponse?

() Edit the response befare sending.
(%) Send the respanse now,

(") Don't send a response.

O
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Instant Search

Microsoft Outlook 2007 provides a new
fast way to find your information, no matter
which folder it is in. Instant Search
integrates Outlook with Windows Desktop
Search to enable you to almost instantly
locate terms in Outlook.

To enable the Instant Search feature in
Outlook, you must download and Install
a component for Microsoft Windows. After
installing you must restart Outlook.

Searching in Outlook is easy:

1. Click the Search Inbox field.
2. Type a word or phrase, then press Enter.

3. Outlook performs a search and displays a list of
matching items.

4. Click “Try Searching Again In All Mail Items”
to expand the search to all message folders.

x

5. Click the
search.

beside the search box to clear the

18

L1 Inbox n

Click here to enable Instant Search

L3 Inbox (Search Results)

|ﬁd0be jl'xCrDbEltl |><|v|

o
b3

|Click here to ena t Search

Drag a column header here to group by that column.

Arranged By: Drate Mewest on top

Mo matches found for

Try searching again in All Mail Items. G

Adobe A

crobat
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Outlook Help

The best way to become familiar with
Outlook Help is to use it. The help
features can increase your productivity and
reduce the time you spend learning to use
Outlook.

You can search for information based on

phrases or key terms. Follow these steps to
use help:

SdNew v 2 X | CuReply CiRepiytoAll (33 Foward |5 W SendReceive [ | [ Gearch addesshodks  + | @

-
|
€ Outlook Help - = _"_
. . ©6&®n \ & @
1. Cth MlCl’OSOft Help button 01’1 the Organizing Folders - O search -
Standard Toolbar. Sulock y

Searched for: "Organizing Folders™

2. The Outlook Help window opens.

Results 1-25 of top 100

. @ aAbout organizing clips
3 . At the top Of the Outlook Help Wlndow type the \l:ivecl'?diﬁ—n%ilcﬁ:\:;:?kingwith graphics and charts = Adding pictures, shapes, L
phrase or key term ln the SearCh teXt bOX- @ aAddor remove folders in Favorite Folders
Help = Search and navigation = Favorite Folders
4. Press Enter. et
. . . . @ Using the Microsoft Outlook Personal Backup tool
5. Select information displayed applicable to your Help > Accounts and data fies = Data fies )
search. O e o e oldors
. '@ I“lriwe folde:‘s indFavprit_e Folders . "
6. Press F1 key or click El button to Close o eln e Andnavigstion = Faverke Folders
. [ Show more mail folders in the minimized Mavigation Pane
Outlook Help WlndOW. Help = Search and navigation = Mavigation pane -
Outlook Help lmtﬂ
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Final Activity: Module 2

Open the “"Writing Tips” e-mail you created and Sent as a Final Activity in Outlook
Module I. This message will be integrated as a Task and Scheduled as a Meeting for
the new Writing Committee.

You will modify an existing e-mail, integrate a task, schedule a meeting and forward an
update to all participants of this workshop, including your instructor. If necessary, you
will update your Distribution List to include new workshop participants.

Using these guidelines and the concepts presented in this module complete the tasks
listed below.

Perform the following tasks in the order listed:

Part I
1. Create a Task from the e-mail message “Writing Tips”.

2. Originate a meeting, inviting all participants of the Outlook II workshop,
including your instructor.

3. Send Meeting Request and attach the “Writing Tips” e-mail.

4. Create an Appointment reminder for the books that you need to pick up at
the Bookstore.

Part II
1. Reply to Meeting Request from workshop participants with a new proposed
time.

2. Search your Inbox for correspondence from “PDWS”.

3. Close Outlook.
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