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Objectives

}' + Describe Outlook

'+ Organize emall

{+ Manage your contacts
 Manage your calendar
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Objectives

Manage tasks

Create notes

Integrate social connectors
Apply categories
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' Describe Outlook

‘ ‘4|« The Outlook screen is fully customizable to let
. you personalize how you view and get to the
Information about the people you interact with,
your appointments and schedule, or mail, with

& ‘
3 different levels of detail
/ !‘
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Describe Outlook
/

« Outlook will prompt you to set up a personal
account

« An account is a set of information that identifies
you as a user

« Accounts allow more than one user to have
iIndividual e-mail accounts on the same computer

‘ .
« Each user will create a username and password
to login

N |
i
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Describe Qutlook

People Pane and To-Do Bar open
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' Organize E-Mall

Use Outlook as your e-mail program

31

Organize your mail and sort by conversation,
view, or folder

The People module: where you store your
email addresses as contacts

The Inbox: where all new mail arrives

The Calendar: schedules appointments and
meeting requests

A rule: An action you create to have Outlook
handle messages in a certain way
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' Organize E-Mail

« Threaded Message: includes all e-mail that
discuss a common subject

« Manage Rules and Alerts button: allows you
specify how you want mail to sort when it
arrives
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" Organize E-Mall
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Manage Your Contacts

 The People module lets you manage all
business and personal contact info

 People view shows several contacts in the Contacts
folder

« Field is an area that stores one piece of information
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Manage Your Contacts

Contacts in People module
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Completed new Contact card

' Manage Your Contacts
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' Manage Your Calendar

« The Calendar module: electronic
equivalent of your desk or pocket calendar

« Appointment: an activity that does not involve
Inviting other people or scheduling resources

« Meeting: an activity you invite people to or

L
& ‘
| reserve resources for
‘ « Event: an activity that lasts 24 hours or longer
« Specify the subject of any activity and its start
“ and end times
|

i

« Set reminders to alert you of activites

* Qutlook identifies conflicts in scheduled
activities
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' Manage Your Calendar
,,

Calendar for a month
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' Manage Your Calendar

New Appointment window
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Manage Tasks

 Tasks are an electronic to-do list
« Set start and due dates with descriptions
 Assign priorities

Create status summary reports

Set reminders

Set tasks to recur
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' Manage Tasks
,,

Task information entered
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' Manage Tasks

Tasks in To-Do List view
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' Create Notes

 Notes are the electronic version of sticky
notes
« Assign categories, contacts, or colors
« Forward notes to colleagues

« Turn notes into meetings, appointments, or
tasks
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Creating Notes

New note
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Integrate Social Connectors

" A« Outlook can track and Integrate your
Q | friends and colleagues through social
media

« Updates appear in Outlook
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Integrate Social Connectors

Connecting through the People Pane
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' Apply Categories

A category tags items so you can organize
them by specific criteria

 Assign specific colors to contacts, tasks,
appointments, notes

 Filter or sort by category
Color Categories dialog box

Click to create a

sach category, To edit a category, seledt the category name and use the commands bo the new color Eﬂtﬂgﬂl’}'
right.

To assign Color Categaories to the currently selected ibems, use the checkboxes next to

MName T Click to give a
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box to make that [ [0 orangs Cabegory
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Click to change
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Click to assign
a shortcut key to
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ply Categories

Contacts grouped by color category
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* Describe Outlook
 Organize emall

« Manage your contacts
 Manage your calendar



« Manage tasks

* Create notes

Integrate social connectors
Apply categories
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