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Starting Microsoft Outlook

To open Outlook click Start >> Programs >> Microsoft Office 2007 >> Microsoft
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Creating and Reading an Email Message

e To send e-mail messages in Outlook, click on the File >> New >> Mail Message.

1 | File
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=
lix) Inbox - Microsoft Outlook

Edit Miew Go Tools Actions Help Adobe PDF
New F |3 Mail Message Ctrl=M
Open r ‘5,] Post in This Folder Ctrl+5hift+5
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e Another way to create a new mail message is to click on the B New '| button and
select Mail Message.
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e The bar at the top of the window is called the ribbon. It consists of 5 different
tabs: Message, Insert, Options, Format Text and Adobe PDF.

e The first tab is called Message. This tab allows you to:

o Change the look of your message (font, color, size)
o Check your spelling
o Attach files

(0 "ENFEAE Untled - Message (1ML -5X
Message | Inset  Options  FormatTest  Adobe PDF @
@) { Gt TS| = - Pemissian =
P T e
= 23 Copy i i ?Highlmportance
Paste . ||; I UHEE,?. A-IEE EH{E §§| Address Check || Afach Attach Business Calendar Signature | Follow Spelling
- j Format Painter Sl T T Book Mames | File Mem Cardr - Up+ § LowInportanee |+
Cliphoard fi Basic Text il Hames Include Options fa | Proafing

e The next tab is called Insert. This tab allows you to insert:
o Signatures

o Pictures
o Links
o Text/symbols
) o i . - =X
( n%' lﬂ ] M & v Untitled - Message (HTML)
- Message Insert Options Format Text Adobe PDF Mal.ximi
@ J@ @ j @ :l -l | N ‘l_.l . Hyperlink 53] Test Box A Drop Cap TT Equation
o ' = . A Bookmark || 3 Quick Parts _51, Date & Time || §2 Symbol
Attach Attach Business Calendar Signature | Table || Picture Clip Shapes SmartArt Chart L : A : ,
File  Item Card~ v Art Al wordart *ad Object == Horizontal Line

Include Tables Illustrations Links Text Symbals
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e The next tab is called Options. This tab allows you to:

o Change the color of the page
o Change the text format
o Track an email

I"/_ H9 W as 5 Untitled - Message (HTML] -=X
Message Insert | Opti0:| Format Text Adobe POF @
nColors* j 81 834 | AaPlain Ted i ) _ H o :

A B 8 I Request a Delivery Receipt g
[A]Fonts - =T (A .
Themes Page Show  Show . Use Vating 7 p t a Bead Beceipt Save 5ent Delay  Direct
i @Eﬁms' Color Bee From || AaRichTed || gyitons~ FHE A e R Item~ Delivery Replies To
Themes Fields Format Tracking ] Mare Options IF]
e The next tab is called Format Text. This tab allows you to:
o Change the font
o Change the style
o Zoom in or out
0, H90 & v )5 Untitled - Message (HTML) =X
([ ®

Message Insert Options ' Format Text | Adobe PDF

EE 1] @ % Q alaﬁnd.
abh
| Q.' e Quick Change | Zoom g Replace

Styles * Styles * W Select~
Clipboard ™ Font I Paragraph I} Styles fi|| Zoom Editing

= = =
a— ¥ 31— ¥ g—7
— F— i-
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rﬁ b Calibri (Body) i -
— 3
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e The 5" and last tab is called Adobe PDF. This tab allows you to:
o Attach files as Adobe PDF

(AN B ERSN
'-Lﬁ

Message Insert Options

Format Text

Untitled - Message [HTML)

Adobe PDF

g

Attach as
Adobe PDF

Attach

-BX

e The button in the top left hand corner is called the Office Button. It is just like the
File button. You can use it to:

Save
Delete
Move
Print

O O O O O

Create new Outlook items

Create New Outlook Item

E"a 1. Mail Message
ﬁ 2. Appointment
E 3. Meeting Request

[83 4. Contact
x Delete B
& 5. Distribution List
oy & 6. Task
|_|_] Move 3
o] 7. Mote
|_-_‘I Permission ¥ & Choose Form
e - %} 9. Choose InfoPath Form

Properties

I_Ih Close

Untitled - Message [HTML) -0Xx

B &G 4 m™ M (LT
H
ddress Check Attach Attach Business Calendar Signature || Follow Spelling
Sook Mames File Item Card~ b Up - b

Mames Include I} Options ™= || Proofing

i

re

23 Editor Options
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e The e-mail addresses of the people you are writing to go in the To, Cc, and Bcc
boxes.

e To, Cc, and Bcc boxes:
o A message is sent to the recipients in the To box.
o Recipients in the Cc (carbon copy) and Bcc (blind carbon copy boxes also
get the message; however, the names of the recipients in the Bcc box are not
visible to other recipients.).

e The subject of your message should go in the Subject box.

e The body of your message should be typed in the large blank space.

I-Eﬂ H )G oa v = Untitled - Message [HTML -2 X

- Message Insert Options Format Text Adobe PDF @

_-—"-‘-j ¥ cut Calibri (Bo ~ 11 v|A‘A'||£EvéE'IIiJ| ﬁ @I Q J@ @ ﬁ @ YIL:" g

=8 Copy
Paste ) |B I U||¥ - A -||=|= =||E £5| Address Check || Attach Attach Business Calendar Signature || Follow Spelling
- F Format Painter = = T = Book Mames File  Hkem Card~ - Up~ ] -
Clipboard F} Basic Text = Mames Include Options ™ || Proofing

This message has not been sent.

_tou ||
_ce ]
|

Subject:

| b

Dear Sir,

I am writing an email message to you because | need to! This is a sample email for a class onlhow to use Microsoft outlook 2007. 1 lo
am actually writing this fake letter. This is pretty amusing. Seriously, | am laughing right now as | speak. Yes, | am crazy. I've come to terms with that,
LOL! This is guite funny! I really am easily entertained. | need to stop being weird. Actually, | need to be weirder. LOL just kidding! Anyways, I'm
going to wrap this email up, seeing as how | got pretty far already. Peace! Ciao!

Elsie Arce
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e To format the text of an e-mail, use the Formatting Bar similar to any word
processor.

e To format your text, before typing:

o Select the formatting option you want.

o Click the button for the kind of formatting you want : B = bold, | = italics, U
= underlined

o Select the font and size you want your text to be.

e A - m— e
!'E!% [ .- Untitled - Message [HTML)

Message Insert Options Format Text Adobe PDF

9
o AOEEE M@ )85 YaLaeaE;

Paste : |B 7 U||™ - A ||= = =||iE iE| Address Check || Aftach Attach Business Calendar Signature || Follow Spelling
J Format Painter — —— Book MNames | File Item Card~ ' Up~ e
Clipboard P \ Basic Text Mames Include Options T || Proofing
Bold

ltalics  Underline

e You can also type out all the text then go back and format the parts you want:
o Highlight the text you want to format then repeat the above steps.

Untitled - Message (HTML) -= X

4

‘-”tl; H9 Y9+ -
i+

Message Insert

Format Text

Calibri Bo - 11 - |A° a7 [[iZ

1= v||&i;Z
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'B I U Hﬂ‘b?v A M= EEIES Address Check Attach Attach Business Calendar Signature | Follow 3 Spelling

EBook Mames File Item Card = - Up~
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Clipboard (P Basic Text

This message has not been sent.

] » &5
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JSKFGHAAFIKDHG
JSKFGHAAFIKDHG
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e To Spell Check your e-mail, open the message you want to spell check, click on
Tools >> Spelling and Grammar.... The shortcut for this function is F7.

(Oa)\d 9 &+ @

e

Message Insert Options Format Text Adobe PDF
=] & Cut RNE
=3 Copy .
Paste 20 LR == iE| | Address Check
J Format Painter B 7 gf . | == | Book  Mames
Clipboard Fi Basic Text MNames

EIE) @ ) =D g

Attach Attach Business Calendar Signature | Follow

File

Untitled - Message (HTML}

v

T High Importange
Spellmg|

B Low Importafice
Options

Item  Card~ 4 Up~

Include

? Spelling & Grammar

This message has not been sent,

ﬁ Research..,

[ ||

\ Qra Thesaurus...

ﬂ"ﬁ Translate...

=

\ % Translation ScreenTip *

Subject: |

& Set Language..,

]?E Word Count...

e To save a draft of an open e-mail, click the Office Button >> Save 4s..., then

choose where you want to save the file.

2l

Save in: I My Documents j @ -0 X i 3-
= Canon
4 Frostidire
My Recent My eBooks
Documents My Music
- My Pictures
@ My Yideos
Desktop My Web Sites
| )Updater
L) \_T)Updaters
My Docurnents
My Computer
<
My Metwork,
Places
File pame: I- LI
Save as type: IHTML j

Tools v|

Cancel

Save I

P
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e To read messages in your Inbox, click the Inbox on the left hand column. All of
your received messages will then appear in the middle column. (the number in
parentheses next to Inbox is the number of unread messages you have)

o You can preview a message by clicking on it on the middle column; it will
then appear in the largest column on the right hand side.

[D_v Inbox - Microsoft Cutl

ook

Efl\e Edit View Go Tools Actions Help Adobe PDF

P ad New - 3 % | (i Reply Reply to All (= Forward
= =

d A\ d @ »ﬁ Send/Receive - lg [ search address books

@R, B,

Microsoft Office Outlook Test Message

ERIN Microsoft Office Outlook [test@trinfocafe.com]

| Sent:  None

2] All Mail Items

= @ Personal Folders
3] Deleted Items
L7 Drafts [1]
[ Inbox (1)
[ Junk E-mail
3 outbox
[ Quarantine
[F5) RSS Feeds
@ Sent ltems
L3 search Folders

Mail «||2 Inbox
Favorite Folders ® |Sga|(h Inbox
[ nbox 11 |C\ickhere to enable Instant Search
(= sent Items
Mail Folders 2 Arranged By: Date Mewest on top

|- To:  Test @ Trinfo

testing the settings for your account.

~ || & Today
(=1 Test @ Trinfo 4:06 PM
i3} Test
_| Microsoft Office Outiook 3:59 PM

Microsoft Office Outlook Test M

Replying to Messages

e To reply to messages, first select the message you want to reply to. Then click

the reply button on the toolbar.
o Reply — opens a new message addressed to the person who sent you the e-
mail

o Reply to all — opens a new message that is addressed to all the recipients

of the original message
o Forward — will send a copy of the e-mail to whomever you put in the To

b

[L‘:_ Inbox - Microsoft Outlook

(0),4

 File Edit View Go Tools Acions Help Adobe PDF

DgiNew - g B3 X (FuReply SHReplyto Al () Forward) BF W | & | [ Send/Receive - [ | [l Search address books

v '@@ma%&t\la

This is an e-mail message sent automatically by Microsoft Office Outlook while

/b

Microsoft Office Outlook Test Message

Sent: Mone

Mail « || 2 Inbox

Favorite Folders A |Sea|‘ch Inbox P '| ¥
%]5:::)1(1:&[:5 |Clickhere to enable Instant Search |

Mail Folders 2 Arranged By: Date Newest on top

L] All Mail Ttems * 1|2 Today

(1 24 Personal Folders

(= Test @ Trinfo

4:06 PM

|. To:  Test @Trinfo

Microsoft Office Outlook [test@trinfocafe.com]

testing the settings for your account.

This is an e-mail message sent automatically by Microsoft Office Outlook while

11
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To forward a message, select a message in the middle column, and press the
forward button on the toolbar.

IL\\_',I Inbox - Microsoft Outlook

EEiIe Edit View Go Tools Actions Help AdobePDF

g—jﬂew - @ I x Qﬂeply @Rep\yto All QFom_vard E A 4 @ '—Ea Send/Receive = @ [ Search address books

Mail «||'2) Inbox Microsoft Office Outlook Test Message
fawaile Fobders 2 || earch Inbox 2 ~1% | Microsoft Office Outlook [test@trinfocafe.com]
%;:::);tems |Clickhereto enable Instant Search | Sent: None
Mail Folders 2 Arranged By: Date Mewest on top |A To:  Test @Trinfo
L] All Mail Items ™ ||2) Today This is an e-mail message sent automaticallv by Microsoft Office Qutlook while H
[ €41 personal Folders (4 Test @ Trinfo 4:06 PM testing the settings for vour account.
e To attach files to an e-mail, click on the paperclip icon then browse for the
desired file.
H B e ¥ |5 FW: Microsoft Office Outlook Test Message - Message (HTML) -0X
| Message | Insert Options Format Text Adobe PDF @
C t ‘ .....
o z ::*-WM@QQ@ijY ik
=3 Copy :
Paste . |B Iu ||a'3/ A ||§ = §—| Address Check Attach Attach Business Calendar Signature || Follow Spelling
J Format Painter : Book Mames File | Item Card~ - Up~ *
Clipboard I Basic Text P Mames Include Options T || Proofing

12
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Using Contact Manager

To add people to your contacts list, click File >> New >> Contact. Type a name
for the contact. Enter the information you want to include for the contact.

I Inbox - Microsoft Outlook

:| File | Edit View Go Tools Acions Help Adobe PDF
E New P |&d  Mail Message Ctrl=N
b Open 4 ‘y Post in This Folder Ctrl+Shift=5
m Closg All rems 4 Folder... Ctrl+Shift=E
Save As.. Ll Search Folder.., Ctrl=Shift=P
Save Attachments > Mavigation Pane Shortcut...
B Folder 3 ﬁ Appointment Ctrl=Shift=4
Data File Management... ﬁ Meeting Reguest Ctrl+Shift+Q
Import and Export... 85 Contact Ctri=Shift+C
Archive... Q Distribution List Ctri=5shift+L
Page Setup v Task Ctrl+Shift=K
h.x Print Preview 3‘-;1 Task Request Ctrl=Shift=U
@ Print... Ctri+P 53_ Journal Entry Ctrl=Shift=)
Work Offline o] MNote Ctrl+Shift=N
Exit €% Internet Fax Ctrl=Shift=x
g Choose Form...
@ Choose InfoPath Form... Ctrl=Shift=T
Cutlook Data File...

o You can specify how you want the contact’s name to appear in the To: line
of a message by typing the name in the Display As box.

o You can specify the contact’s instant messaging address in the IM address
box.

o To enter multiple entries in a field, such as more than one address or e-
mail address, click the down arrow next to the field.

o If you have more than one address for a contact, to establish which address
is used during mail merge, select the This is the mailing address check

box.
Untitled - Contact =Tomx
jJ%\)%AgTKT/)-n_‘IEV ¥ kg
E-mail Meeting cu {8 wer Page umessPct ECtg eFHw Spug C7t<t
&> Map B./ Motes
Actions Show Communical te Options Proofing  OneNote
Full Name. I 1
Company: [ o ‘
Job title: [ e
File as: [ =l
Internet

» B0
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To send a message to someone in your Contacts list, click

Contacts on the left hand column, then right click on the contact
you want to e-mail, then click Create then New Message to
Contact...

¢ File

Edit  View Go

iENew - [ 23 X B & - | BE W | [ | @ Search address books

Tools

I.L? Contacts - Microsoft Outlook

Actions Help Adobe PDF

M '@@m‘—-

Add Mew Group

Contacts «
L] All Contact Ttems -
My Contacts ~
|85 Contacts
Current View *

@ Business Cards

3 Address Cards

3 Detailed Address Cards

3 Phone List

By Category

3 By Company

> By Location

3 OQutlook Data Files

Customize Current View...

&4 Contacts

|Click here to enable Instant Search

arce, Elsie Search Contacts

Arce, Elsie

Elsie Arce
Trinity College

elsie. arce @trincol, edu

Open
Print

B @

Send as Business Card

Send Full Contact »
Create » .S_:'h Mew Message to Contact
%, Call Contact.., % Mew Meeting Request to Contact
Follow Up » -ﬂ‘fd Mew Task for Contact
Categorize 3 Mew Journal Entry for Contact
X Delete

@ Contact Notes

Organizing and Filing Messages

e To mark a message as high or low importance, open a message and click either
Importance: High or Importance: Low on the toolbar.

(Oa) Ho®™ a9 )+ Untitled - Message [HTML) -=>
- Message Insert Options Format Text Adobe PDF @
= & cCut - =T 2 o m=f paw (==
aa - f— i— Al
- s CAWEEIE (B & =83 T (4| ¢
E opy :
Paste _ |B I u ||al3/ A ||§ = EHEE §| Address Check Attach Attach Business Calendar Signature || Follow Spelling
# Format Painter — — Book Mames File  em Card~ - Up~ -
Clipboard {F] Basic Text MNames Include l Options ,‘ Proofing
To.. | Ihest@h’infocafe.com Low Importance

Lo |]

Subject: ||

Set this item as low

sadsad

14
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o Filing messages into different folders is a useful organizational technique. You
can sort your e-mails by any categories are most useful.

o To create a new folder, click File >> New >> Folder.

I.L? Inbox - Microsoft Outlook

Edit Wiew Go Tools Acdions Help AdobePDF

Mew P |32 Mail Message Ctrl=HM

QOpen L4 ‘f‘,J Post in This Folder Ctrl=Shift=5
Closg All Ttems

Ci Folder... Ctrl=Shift+E

o To move an e-mail between folders, first select the folder containing the
message you want to move. Then, click and drag the message from the
middle column to a new folder in the left hand column.

o Forinstance, if you wanted to move an email from your Sent Items, to
Deleted Items:

= Click Sent Items in the left-hand column.

= Select the desired e-mail in the middle column and drag it to
Deleted Items in the left column.

LL? Sent Items - Microsoft Outlook
] File Edit View Go Tools Actions Help Adobe PDF
idNew - | d5i 23 X | ChReply @iReplyto All () Forward |
Mail « ||[2 SentItems
Fawvorite Folders *= |Sea|'ch sent Items o v| x
r:qlnbox . |Click here to enable Instant Search |
ECI Uniread Mail
[=4 sent Items Arranged By: Date |A
Mail Folders -3
s [E Today——
27 An Mail tems -
Ll ‘test@trinfocafe.com’ ...
I 85t persummarFoire £ Trinfo
‘&l Deleted Item
7| Drafts
[ Inbox
4 Junk E-mail
[ Outbox
[ RSs Feeds
Sent Items
E{J Search Folders

15
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In order to print a message, select a message from the middle column, and then

click on File >> Print...

i| File | Edit View Go

I'L;, 5ent Items - Microsoft Outlook

MNew
Qpen
— Close All Items
Save As..
Save Attachments

~ Eaolder

Import and Export...

Archive...
Page Setup
|Q Print Preview

5 Print...

Data File Management...

Ctrl+F

Tools Acdions Help Adobe PDF

b @ Reply to All a Forward I

Sent Items

kh Sent Items

Pl

here to enable Instant Search |

ged By: Date

| |

oday

In order to delete a message, move it to the Deleted Items folder or right-click and

select Delete.

© File Edit View Go

E Sent Items - Microsoft Cutlook

Tools Actions Help Adobe PDF

E'aﬂew - @ LB x Qﬁeply @Replytoml @Fonﬁard EE \d @ %

Mail « ||[Z sentItems Trinfo
Favorite Folders A |Search SentItems 0 v| ¥ || Test @ Trir
@Inbox ) |Cliclc here to enable Instant Search | Sent: Wed 95
Gj Unread Mail . .
[ sent Ttems Arranged By: Date |‘ To: test@tr
Mail Folders x
2 Toaay blahblah
O] Al Mail Items - |
= —
B 85 Personal Folders o¥
@ Deleted Items Open
Drafts .
Print
[ inbox & e
3 Junk E-mail Q Reply
(3 outbox
Reply to All
RSS Feeds Q [ h
SentItems Q Forward
3 Search Folders Follow Up N
Categorize »
% Markas Unread
Find All »
E% LCreate Rule...
Junk E-mail 3
x Delete
,,,,, LB Move to Folder..,
|:j Message Options...
@ Send to OneMote
B Conyert to Adobe PDF
& Appendto Adobe POF
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Distribution List

e Adistribution list is a list of recipients that you can save. They are helpful for
sending e-mails to multiple recipients on a regular basis.

e Tocreate a distribution list, click File >> New >> Distribution List.

[l 5ent Items - Microsoft Qutlook

EEiIe Edit View Go Tools Actions Help Adobe PDF

Mew P |3 Mail Message Crl=H

i Open ¥ | %] Ppostin This Folder Ctrl=Shift+5

N Close All ltems T Folder.. Cirl+Shift=E

Bl Saveps. LGl Search Folder... Ctrl=Shift=P
Save Attachments b Mavigation Pane Shortcut..,

u Folder » |EH Appointment Ctrl=Shift=A
Data File Management... ﬁ Meeting Reguest Ctrl=5hift=Q
Import and Export.., &3 cContact Ctrl+5Shift=C
Archive... m Distribution List Ctrl+5hift=L
Page Setup b | & Task Ctrl+Shift+K

o You can either Add New...members or Select Members (from your
contacts list or address book).

o Do this for each person you want to add to the distribution list, and then
click OK.

o If you want to add a longer description of the distribution list, click the
Notes tab, and then type the text.

!'/E!;; lg 0O+ v Untitled - Distribution List

Distribution List Insert Format Text

bfo BT gl &a o o & Y@ ¥

Save & )(Delete Lembe Notes Select  Add FRemove Update | E-mail Meeting || Categorize Follow Private | 5pelling

Close Members MNew MNow ~ Up~

Actions Show Members Communicate Options Proofing
Mame: I
1 Name E-mail

There are no items to show in this view,
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o The distribution list is saved in your Contacts folder by the name you give
it.

ll.? Contacts - Microsoft Qutlook
EEiIe Edit View Go Tools Actions Help Adobe PDF

iEINew - @3 X B & - | B W | @ Search address bo

Contacts « || 81 Contacts
EAIIContactliems - |Click here to enable Instant Search
My Contacts * (lTEST o D
|85] Contacts

Current View

o

Business Cards
Address Cards
Detailed Address Cards
Phaone List

Sample Distribution List

By Category

By Company
By Location
Cutlook Data Files

D00 000 &S

Add Mew Group
Custamize Current View...

Activity

o Click Add New... and make up a distribution list with at least 3 of the
Trinfocafe computers on it.
o Send an e-mail using the new distribution list.
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Calendar

The calendar can be used to schedule appointments and meetings.

e To access the calendar, open Outlook and click on the Calendar button on the

left hand side.

ILC_, Calendar - Microsoft Outlook

: File Edit Wiew Go To
P New - | dEn X &
Calendar 3

4 Cctober 2009 »
s M TW T F 5
1 3
4 5 & 7 88 9 10
11 12 13 14 15 16 17
15 19 20 21 22 23 24
25 26 27 28 29 30 31

2] ANl Calendar Items -

How to Share Calendars

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

Add Mew Group

el 03 [& -

e Scheduling appointments in Outlook allows you to instantly send the details of a
meeting to other Outlook users.
e Toschedule a new appointment press File >> New >>Appointment

LLg Calendar - Microsoft Qutlook

Edit  View Go Tools Acions Help Adobe PDF

New

Open
Closg All Ttems

4 m Appointment

[y Folder.

4 E Meeting Reguest

ctri=N |
Ctrl=Shift=Q

Ctrl=Shift=E
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o When the New Appointment window comes up, enter a Subject, Location,
Start Time and End Time in their respective boxes.

o Also, enter any notes about the appointment in the blank space at the
bottom of the window.

) = - i -2 X
( (i = oo 9 Untitled - Appointment
S _
" Appointment Insert Format Text @
% o [ i & o
l i % (3] calendar ﬁ = B stow as: | ousy mi Y ﬁ (5 Private % |E’”
F= % Delete " N = - ‘ ¥ High Importance o)t
Save &  Invite \ppointment| Scheduling | 4 Reminder: 15 minutes - Recurrence Time Categorize Spelling | Meeting
Close Attendees tap Forward ~ Zones - § LowImportance - Notes
Actions Show Options T || Proofing || OneMote
This appointment occurs in the past. |
Subject: ||
Location: I j

Starttime: | Fri 10/2/2009

| [z00am x| T anday event

End time: | Fri 10/2/2009

=] [ez0am =l

—

o Your new appointment can be viewed by clicking Calendar on the left
hand column, and then selecting the day of the appointment on your mini-
calendar (numbers that appear in bold contain appointments).

o The appointment(s) will appear to the right of the mini-calendar, under the
date heading.

Il‘:_ Calendar - Microsoft Cutlook

Efi\e Edit View Go Tools Acdions Help AdobePDF

- =X

Type aguestion for help =

i New - @ P @ GF | Today | [@ Search address bocks - | @ @ @ g % E'g g
Calendar « Day ‘ Week ‘ Manth |
1 October 2003 b © > Search Calendar Pl
swTw1rsll ®© @ Ocober03 2009 |
1 @ |CI\(k here to enable Instant Search |
4 5 & 7 8 910
1112 13 14 15 16 1 3 Saturday -
15 19 20 21 22 25 2
25 26 27 28 29 30 3 -
gam work; Trinfo X
£ Al calendar Items rv
bolded days sample
contain

appointments

appointment
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o To create a repeating appointment on your calendar open the New Appointment
window and in the Options section click on Recurrence. Fill in the Appointment
Time and Recurrence Pattern.

Appointment Recurrence ﬂﬂ
[~ Appoinkment Lime
Stark:  |B:00 AM |
End:  |8:30AM |
Crur ation: |3EI minutes j

—Recurrence pakkern

" Daily Recur every I 1 weekis) on:

% viveskly [~ sunday [T Monday [ Tuesday [T Wednesday
C Monthly | ™ husday [ Friday ¥ saturday
" Yearly

—Ranage of recurrence
Stark: |Sat 10/3/2009 | * Mo end date
" End after: IIU OCEUrTEnces

" Endby:  |5at 12/5/2009 =

Ok I Cancel | Remove Recurrencel

o When you have finished click OK, and then click Save and Close
in the ribbon.
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e Meetings are very similar to appointments.
e To create a new meeting, click File >> New >> Meeting Request.

[ Calendar - Microsoft Cutlook

EEile Edit VWiew Go Tools Acdions Help Adobe PDF
Mew ¥ |HH Appointment Ctrl=M
n Open » ﬂ Meeting Reguest Ctrl+Shift+Q
Closg All ltems 4 Folder.. Ctrl = Shift<E
Save As... 44 calendar...
|aly Save as Web Page... Mavigation Pane Shortcut..,

e To turn an appointment into a meeting, open the appointment and click Invite
Attendees.
o Enter a name or names in the To box.
o If you did not schedule a room, enter the location in the Location box.
o Select any additional options you want.

o Click Send.
i) 5 - i = = -
(O = U &+ ¥ waork - Appointment
¥
- Appointment Insert Format Text @
= = ) =
| i 3?9 (3] calendar ﬁ %'-) B show s | Busy e B | (& Private g En
" 1 : t M 1 . 1)
b= XDeIete DD ? High Importance ==
Save & | Invite | Appointment|Scheduling | & Reminder: 15 minutes » Recurrence Time Categorize Spelling || Meeting
Close Aftendees kg Forward ~ Zones - ¥ LowImportance - Notes
| Actions | Show Options [ || Proofing || OneNote
Subject: | Invite Attendees
Location]  Invite other people to this meeting. j
Starttime: |Sat 10/3/2009 x| [a:00 am x| T 2 day event
Endtime: [Sat10/3/2009 7| [B30am |
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o Meeting requests are received in your Inbox (look for the = icon.) To respond
to a meeting request, click on a meeting request in the middle column and click
Accept, Tentative, Decline, or Propose New Time

" Accept 2 Tentative | ¥ Decline o Propose Mew Time | ﬁCalendar...

o Tosee if you are free during the proposed meeting time, click Calendar..., and
go to the proposed meeting day using the mini-calendar in the top left.

Calendar “

1 Cctober 2009 3
S5 M TW T F 5

13 s
4 5 8 7 &8 910
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

e To track attendee responses to a meeting (see who is coming to your meeting),
open a meeting from your Calendar and click Tracking.

e Once in the Tracking window, you can also add or remove attendees for your
meeting.
o Toadd an attendee, click in the box that says Click here to add name, to
remove an attendee right-click on an existing value in the Name column
and click Clear.

|.l:!=: H90 9 )7 work - Meeting

gX
k 87
racking

Meeting Insert Format Text

@ QCalendar ﬁ

B9 Add or Remove Atendees [ B W usy A Reamence (3 | ABC |‘F‘
@Messageto Attendees ~ a/ @ Time Zones  { v =2

Cancel =3 « || Appointment Scheduling i - Spelling | Meeting
Meeting i Forward §42 Meeting Workspace &1 C B BU Categorize ~ § > Notes
Actions | Show | Atendees Options G || Proofing || OneMlote

-aX

The following responses to this meeting have been received:

Click here to add a name
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To modify or delete calendar entries and meetings, double click on the entry or
meeting, then make the desired changes.

If you are the meeting organizer and want to change the meeting time, double
click on the meeting and change the Start Time and End Time.

_— 7 5 - i
( E!? = (M e work - Meeting

=
- Meeting Insert Format Text
T By a R @ o
ﬁ ECalendar ﬁ l:;:';) g)q( q,3;\\(1:1 or Remove Attendees [GH a B Busy | ¥ Recurrence = |E"”
r j E= E @Messageto Attendees - 8, Q Time Zones ¥ )t
Cancel (=3 - ppointment| Scheduling Tracking i Spelling | Meeting
Meeting i) [FEiETE g Meeting Workspace ﬁ' g 1> minutes |:| Categorize =~ § - Maotes
Actions Show Attendees Options = || Proofing || OneMote
| Mo responses have been received for this meeting.

Tou. ||best@;h'infncafe.com

Send

Subject: Iwork
AhiEiE Location: Itrinfo j
art time: |Sat 10/3/2009 j |8:00 am j I~ All day even
time: [Sat 10/3/2009 | [30 2m i
[ )

To cancel a meeting, open a meeting and click Actions >> Cancel Meeting.

(Important: if Cancel Meeting is not on the Actions menu, you are not the meeting
organizer, and you cannot cancel the meeting.)

_— £ (u = - i
I'E!? = & a 9 work - Meeting

- =
Meeting Insert Format Text
o Bv a8 %) @&
ﬁ G0 Calendar ﬁ :.;) §§ 2 Add or Remave Attendees [ 2w busy LA ¥Recurrence (&) |E"H
= . @Messageto Attendees = 8, Q Time Zones ¥ i
Cancel |y - || |Appointment|5cheduling Trackin i Spellin Meetin
Meeting kg Forward PP g g §A3 Meeting Workspace & k15 minutes O Categorize - § P ! g Notesg
Actions Show Attendees Options T || Proofing || OneMote
| Mo responses have been received for this meeting.
To... | Itest@;h'infncafe.com' itzcia @yahoo.com
Send Subject: ||work
e Location: Itrinfo

Start time: ISat 10,3/2009

=] [a:00 ama

j ™ an day event

Endtime: [Sat 10/3/2009

RNEEET

[ |
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e To see other’s free/busy times, open or create a meeting request, then click the
Scheduling tab. Type the attendee under All Attendees (or click Add Others, and
then click Add from Address Book and select the names you want and click OK).

e The schedules of the attendees will appear graphically in the large box on the

right.
— : T —=
[ c!g H L @ ¥ Untitled - Meeting

Meeting Insert Format Text

_ | Reaurrence (3)  ABC

. =0 B 94 Add or Remove Attendees [ "_|j
ﬂn QCalendar ﬁ _='|' \g = | e Q Time Zones ¥ \‘/ E:)?J

l&ll‘\-'lessagetoN:I:endees' B,, Spelli Meeti
pelling eeting

=" F i : ;
I\E:gtciﬁlg i) Forward ~ Appointment [Scheduling|Tracking g Meeting Workspace dﬂ' 415 minutes - |:| Categorize = § 4 jeetin
Actions Show Attendees Options & || Proofing || OneMote
{0 5end | Q |mo% j ] saturday, October 03, 2009
10:00 11:00 12:00 1:00 200 300 4:00 3:00 9:00 10000 11:00 12:00 1
BI, Al Attendees | | | [ | |
3 Test @ Trinfo <test@trinfocs Vs
& test@trinfocafe.com i
Click here to add a name |

o Free/busy times are indicated in a schedule grid by multiple colors and
patterns. Pay attention to the key at the bottom of the window. The colors

will be different for each attendee.

| Busy [ Tentative WM Out of Office [~ Mo Information [ outside of working howurs
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e To print your calendar, select the dates you want to print by clicking and
dragging on the mini-calendar in the top left corner.

[l::-_ Calendar - Microsoft Cutloo
i File Edit View Go Iy

Enew - | g X d
Calendar <

4 October 2009 »
SM TW T F 5

1 3 3

4 5 6 7 8 910
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

e You can view your calendar in 3 different ways, each option displays a different
amount of days on the screen at one time:
o day
o week
o month

Day Week Manth

Activity:

o Have each member of the class create an appointment at a different time
(see the computer layout page at the end for a description of how the e-
mail addresses are assigned).

Pair the class up and have the partners invite each other to their meetings.
After everyone has accepted at least one meeting, have them print out the
day that the meeting is scheduled from their calendar.
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Task and Status Report

Task: A personal or work-related duty or errand that you want to track through
completion.

e To create a new task, click Tasks in the left-hand column then click on File >>
New >> Task.

liv) To-Do List - Microsaft Outlook

EEi.I.e Edit W¥iew Go Tools Acions Help Adobe PDF
Mew P& Task Ctrl=MN
n Open L4 i:;d Task Request Ctrl=Shift+U
Closg All Items T4 Folder. Ctrl=Shift=E
1EL save As.. Mavigation Pane Shortcut...

e In the Subject box, type a task name.

o Complete any other boxes on the Task and Details tabs for information
you want to record for the task.

" u - i - -8 X
(O ) H9©® 29 Untitled - Task
[ P
Task Insert Format Text @
- “ : _"] 4 Reply =] (5
-' b5 ([ : C Ca v
W X v 63 Srentonn || & ==
Sawe & | Delete Task |Details | Assign Send Status  Mark Recurrence Skip Categorize Follow Private | Spelling
Close Task Report  Complete QFOMEM Ocecurrence - Up~ -
Actions Show Manage Task Options Proofing
Subject: [
Start date:  |MNone x| status: |Not Started =l

Due date: INone j Friority: INormaI VI % Complete: [0% ill

[~ Reminder: INone j INone j @i Owner: ITest@Trinfo
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o To make the task recur, click Recurrence, click the frequency (Daily,
Weekly, Monthly, Yearly) at which you want the task to recur, and then
do the following

Task Recurrence i |
~Recurrence pattern
 Daily % Recur every Il_ weekis) on
5 Waskly [T sunday [ Monday [T Tuesday [T wednesday
£ Manthhy [ Thursday IV Friday [T Saturday
" Yearly " Regenerate new kask |1_ weekl(s) after each kask is completed

—Range of recurrence
Start: |Fri 10{2f2009 ~| @ Moenddate

" End after: |1I:I OCCUTENCEs
C Endby:  |Fri 12/4/2009 =

0.4 I Cancel | Remove Hecurrence |

Activity:

o Make the task recur at regular intervals.

o Select options for that frequency. Do not click Regenerate new task, or the
task will not recur at regular intervals.

o Make the task recur based on completion date.
o Click OK, and then click Save and Close.
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e Using status reports allows you to create an e-mail containing all the information
you have entered for a task.

e To send a status report open the task you want to send a status report for then
click Actions >> Send Status Report.

O H ) Mo 9 |5 mhnvbhj - Task = = -
o) —
| Task | Insert  FormatText  Adobe PDF @
z : ; g r & Reply B (W
| 2 | C
L-it_‘ x r@w | g | & Reply to All A =
Save & | Delete Task |Details || Assign |Send Status| Mark Recurrence Skip Categorize Follow Private || Spelling
Close Task Report | Complete QFO"WEW Ccourrence - Up~ -
Actions Show Manage Task Options Proofing
Subject: | mhnvbhj Send Status Report
Create an e-mail message which
Start date: MNone | contains a status report about this -
I J task. = J
Duedate:  |None ~ oy preormar—— e comprete: [0%e <
[ Reminder: INone j INone j @i Owner: ITest@Trinfo
e Enter recipient names in the To, Cc, and Bcc boxes
e To send your status report, click Send.
(g g o B Task Status Report: mhnvbhj - Message (Rich Text) -BX
rL.‘éﬂ‘ m—
| Message | Insert Options Format Text Adobe PDF @
=1 4 cut STl o= 3 _f = ==
L n-[awEE 85) 4 85 M ;
Paste . B I U a‘g/' A = == =|| Address Check Attach Attach Business Calendar Signature || Follow Spelling
J Format Painter | _”_ -— ”_ = _| : | Book MNames File  Item Card~ - Up~ ¢ -
Clipboard {F] Basic Text Names Include Options ™= || Procfing

Subject: ITask Status Report: mhnvbhj

] » 51

Subject: mhnvbhj
Priority: Mormal

Status: Not Started
% Complete: 0%
Actual work: 0 hours

Requested by: Test @ Trinfo
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Computer Layout

The computers in the Trinfo Café lab are number one to seventeen, starting
with the instructor computer and going counter clockwise. The e-mail
addresses are test-X@trinfocafe.com, where X is the number of one of the
computers).

9 10 1M 12 1% 14 15 18
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