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Introduction

Life in the digital age seems so complicated to me. When I was younger,
life was simple: Go to school, do your homework fast, then play, play,
play until Mom calls you in for dinner. Then go back out and play until just
past dark. We didn’t need a lot of fancy electronics — just something resem-
bling a ball (even if it was a bit deflated), a set of ever-changing rules, and a
big backyard.

As an adult, things have gotten much too hurry-up-and-wait, if you know what
I mean. Sure, it’s nice to have all the latest gadgets — I don’t know what I'd
do without my BlackBerry, or my notebook computer and its wireless
Internet connection. But I find it ironic that the tools that were supposed

to make life easier have made it more complex. Sure, having a cell phone
means [ can get through to my daughter when needed and get help in case
of an emergency. It also means that my boss can find me even when I go out
on the weekends, or that a client can track me down at all hours and give
me new things to get done by the end of the day.

If your life runs nonstop like mine, you're probably overwhelmed with lists,
lists, lists. You keep notes to remind you to pick up milk on the way home
and to keep track of your client’s cell-phone number, your best friend’s new
address, and directions to that restaurant where you’re meeting your boss
for an employee review. Rather than filling your purse, wallet, or pockets with
a bunch of notes, | recommend turning the whole mess over to Microsoft
Outlook. I'm pretty confident that Outlook is a much better organizer.

Outlook includes several parts, or modules; each module keeps track of an
important aspect of your busy, busy life:

4 Mail: Stores incoming and outgoing e-mail messages in folders you
create. It also lets you quickly find e-mail based on content and re-sort
messages however you want, and it provides a quick and easy way of
previewing e-mail attachments without having to open them completely
(and possibly infect your system with a virus).

4+ Calendar: Stores all your appointments, meetings, and day-long events
and displays them in daily, weekly, or monthly format. It also displays the
Daily Tasks List, in case you don’t have enough going on in your day.

4+ Contacts: Helps you remember the important facts about the people
you know, such as their names, phone numbers, addresses, e-mail
addresses, cell-phone numbers, and Web page addresses. This module
also helps you track important trivia, such as the names of a contact’s
spouse, children, and family pet.
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4+ Tasks: Tracks all the things you need to get done, now or someday.
Tasks are divided into two groups: To-Do items, which are basically
quick notes about things to do, and tasks, which contain more detailed
info (such as task start date, due date, number of hours spent on the
task, status, percent complete, priority, and a reminder to do the task).

4+ Notes: Tracks small bits of stray info, such as your locker combination
and super-secret decoder password. You can even post these notes on
your Windows Desktop if you need them to be more in your face.

4+ Journal: A module wanna-be. Although the Journal was originally
designed to track all sorts of activities, such as e-mails sent to and from
a specific contact, appointments made with a contact, phone calls made
to a contact, and Office documents associated with that contact (such
as Excel workbooks and Word documents), most of this is done by auto-
matically without the Journal’s help, and displayed almost everywhere
in Outlook, through something called the People pane. To learn what
you might still use the Journal for, check out Book [, Chapter 1.

You may be completely satisfied with the group of six hard-working modules
described in the preceding list. But if you're one of those people for whom
nothing is ever enough, well, depending on your version of Office, Outlook
comes with several companion programs that expand its functionality:

4+ OneNote: Notes on steroids. With this creature, you can create note-
books on any subject and {ill their pages with text, graphics, sound
recordings, screen captures, Web links, and links to Outlook items (such
as appointments and tasks).

4 Business Contact Manager (BCM to its friends): Can help you manage
numerous hot and cold leads, important contacts and their accounts,
and several money-generating projects.

About This Book

Even though Outlook is made up of a lot of parts, such as Mail, Contacts,
and Calendar, most people use it at first only to manage e-mail. That’s okay;
Outlook’s a big boy and can take the fact that you think it’s only an e-mail
program. After you get used to using Outlook, though, you may figure out
that it’s pretty handy for all sorts of things — except maybe taking out the
garbage and clearing a drain.

Don'’t let all those Outlook modules overwhelm you at first; you can get to
each of them in your own sweet time. And the way this book is organized
can help you. Each chapter is written with a kind of “I don’t know much”
attitude, so if you want to jump over to one of the Calendar chapters and
start there, you can. If something you need to know is located in a different
chapter than the one you're reading, I'll tell you about it and point you in the
right direction. Don’t worry.
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Along the way, I offer a lot of hand-holding. Steps are written clearly, with
explanations and a lot of pictures to help you figure out whether you're
getting it right.

Conventions Used in This Book

Discovering the Ribbon that runs along the top of the Outlook window may
throw you at first, but Book I, Chapter 1, helps you get over any trepida-
tions you may have. Frankly, I found the Ribbon a bit overwhelming at first
because its purpose is to show you every command you might ever want
to use. However, after a second or so, I found it the smartest design change
Microsoft could have ever made, and I am ohhh so glad to see it incorpo-
rated throughout Outlook at last. The Ribbon makes it quite easy to locate
the command you need, such as New E-Mail (for creating a message) or
Reply (for replying to a message you’ve received).

The Ribbon doesn’t just hang out in the Outlook window. Nope — whenever
you try to create something, the Ribbon continues to stick around by using
a special window that Outlook calls a form. So, if you create a message or an
appointment, you see the Ribbon. If you're wondering what the Ribbon looks
like, you can find a picture of it in Book I, Chapter 1, so the two of you can
be properly introduced. Go ahead and take a look; the Introduction will still
be here when you get back. On the Ribbon, the tabs along the top allow you
to display different sets of buttons, and the group name appears below each
group of similar buttons. And that big orange button on the far left edge of
the Ribbon is called the File tab. The File tab is your gateway to something
Microsoft calls the Backstage, where you can perform ancillary tasks, such
as printing, creating e-mail accounts, and setting options.

Every book has its own way of showing you how to do stuff. In this book, if
[ want you to select a command on the Ribbon, I give you the sequence of
things to do, like this:

Click the New Items button on the Home tab and select Contact from the
pop-up menu that appears.

Pretty clear, I think: Start by clicking the Home tab on the Ribbon, which causes
the Ribbon to display the Home tab buttons. Scan from left to right, and you're
sure to find the New Items button I'm talking about — the buttons are all gener-
ally large and easy to read. After you find the New Items button, click it to reveal
a pop-up menu of items; select Contact from this menu by clicking it.

Occasionally, a button is so small that I don’t think you're likely to locate it
quickly. In such a case, I add the group name (the name that appears under
a group of buttons on the Ribbon) to the instructions in order to help you
find the particular button [ mean:

Click the Meeting button in the Respond group on the Home tab.



4

Foolish Assumptions

Foolish Assumptions

Well, maybe it’s foolish for me to assume something about you because
we’ve never actually met, but I'm betting that you’re a Windows user and
therefore at least a little familiar with basic Windows stuff, such as windows,
minimizing and maximizing, and using menus. I'm also assuming that you
know how to use a mouse and how to click and double-click.

[ guess I wouldn’t be far off in assuming that you have an e-mail account
somewhere and that you want to send and receive e-mail messages. That’s
what Outlook is more or less known for. I don’t assume, however, that
you've set up Outlook to get messages; instead, [ show you how to do that in
Book I, Chapter 3.

Finally, when I show you something, I don’t assume that you know anything
about Outlook other than its name or that you know how to use Outlook to
do anything.

How This Book Is Organized

Although Outlook is actually a pretty complex, full-fledged program, don’t
let its power overwhelm you. It’s remarkable how little you actually need

to know to get started, and I've stuck it all in Book I, “Getting Started.” In
fact, you don’t even have to read all four chapters in Book I. I recommend at
least glancing through Chapters 1 and 2, though, because they teach you the
basics of how to navigate and use Outlook.

So, with two little chapters, you're off to the races. From there, you can skip
around to whichever chapter deals with a topic of interest. Not sure where
to find stuff? Don’t worry; I have this book pretty well organized so that you
can find what you need quickly. This book is divided into minibooks — ten
of them, in fact, each focusing on a particular aspect of Outlook. Each book
contains chapters, numbered from 1 to whatever. So, when I say to go look
in Book II, Chapter 4, I mean the fourth chapter in the second minibook. You
can always tell what book and chapter you're in by looking for that gray box
on the right-hand page.

Book I: Getting Started

This minibook covers the basics of the Outlook window, such as how to use
the Navigation pane, the Reading pane, the Ribbon, and Backstage. Chapter 2
shows you how to quickly create just about any item in Outlook, such as a
quick message or appointment. Obviously, there’s more to creating items
than what’s covered in Chapter 2, so from there, you can jump to the book
that covers the item you’re working with in more depth, such as Calendar.
This minibook also includes stuff you might not need to do because someone’s
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already done it for you, such as adding your e-mail account information and
importing data from your old e-mail program.

Book 1I: E-Mail Basics

This minibook shows you how to use the Mail module. You can find out how
to create more than just simple e-mail messages, read and reply to e-mail
you get, make your messages look snappy, and repeat the same informa-
tion (such as your name and phone number) in all outgoing e-mails without
retyping it all the time.

Book 111: Uber E-Mail

This minibook covers more than the need-to-know stuff, moving into the
cool-to-know area of e-mail. In this minibook, you can find out how to
manage multiple e-mail accounts, control when e-mail is sent or received,
use Outlook to send text messages (yes, you can!), and blanket the Internet
with a single message. Don’t worry, I don’t show you how to generate spam
(mass junk e-mail); I show you how to send a single message to multiple
people in your Contacts list.

Book IV: Working with the Calendar

As you might expect, this minibook focuses on the part of Outlook that
keeps track of appointments, meetings, and such: Calendar. You can find out
how to display Calendar in a bunch of different ways; create appointments,
meetings, and day-long events; make those items repeat in your calendar
without retyping them; make changes to appointments, meetings, and events;
share your calendar with other people in your company; add cool stuff, such
as Internet calendars; and customize the way Calendar looks and operates.

Book U: Managing Contacts

This minibook focuses on the Contacts module, showing you the basics in
adding contacts and displaying them in a variety of ways. You also can find
out how to work your contacts, pulling up an associated Web site or a map
of their location. I also show you cool stuff such as creating mock business
cards and sharing contacts with colleagues and friends.

Book VI: Tracking Tasks, Taking Notes, and
Organizing Life with OneNote

This minibook covers a lot of ground — the Tasks module, where you create
tasks and To-Do items (think mini-tasks), and the Notes module, where you
can create quick Post-It-like short notes. You can also find out how to use
OneNote, a cool add-on program that allows you to gather Outlook items
such as tasks and meeting details into one place, alongside your notes from
the meeting, handouts, graphics, audio notes, and other minutiae.
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Book VII: Working with Business Contact Manager

This minibook focuses on an Outlook add-on program called Business
Contact Manager. You can find out how to use it to manage business con-
tacts, business accounts, and the revenue they generate. You also can figure
out how to keep track of the details surrounding large projects that involve
multiple contacts, a myriad of tasks, and who knows how much record keeping.

Book VIII: Customizing Outlook

Jump to this minibook to see how to create categories for grouping Outlook
items together; change your view of messages, tasks, contacts, appoint-
ments, and such; and customize the basic working window, the form (the
window in which you create an item, such as an outgoing e-mail message or
a new contact).

Book IX: Managing All Your Outlook Stuff

After you create tons of Outlook items, including contacts, e-mail messages,
and tasks, you probably need to organize them. You can approach this prob-
lem in several ways, all of which are covered in this minibook. You can find
out how to create new folders to put stuff in, move or copy items from folder
to folder, and clean up your mailbox. You also can find out how to complete
handy tasks, such as using rules to automatically sort incoming mail; deal
with spam (junk e-mail); locate the stuff you've created; and make Outlook
more secure.

Book X: Out and About: Taking Outlook on the Road

This minibook covers ways to manage the problem of getting e-mail when
you're out of the office (or away from home), how to deal with incoming
messages automatically when you’re on vacation (or how to get someone to
do it for you), and how to print stuff such as e-mail messages or contact info.

Icons Used in This Book
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While you browse through this tome, your thoughts will occasionally be inter-
rupted by little pictures (icons) in the margin. These icons point out impor-
tant (or, in the case of Technical Stuff, simply fun) things you should know.

These paragraphs contain shortcuts and other tips that can help you get
something done quickly and get back to enjoying life.

These icons point you toward other important information in the book, or
they may just contain important things to make a note of.
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Watch out for this information because it may very well prevent you from
making a common mistake.

Technical Stuff paragraphs contain interesting but not vital information,
such as the reasons behind a particular task or the ways to deal with a par-
ticular situation that applies to only a select few. Don’t feel compelled to
read these tidbits unless you're truly interested in the topic at hand.

Where to Go from Here

The best place to start if you're new to Microsoft Outlook is Book I, Chapter 1.
Then, move on to Book I, Chapter 2. Those two chapters give you the basic
stuff you need to know to start using Outlook right away. From there, just
jump around to the chapters that interest you or that point you to the ways
to solve the problem you’re dealing with at the moment, such as how to

get an appointment to appear somewhere else on your calendar (check out
Book IV, Chapter 2) or change somebody’s e-mail address in the Contacts
list (flip to Book V, Chapter 1).
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Chapter 1: An Insider’s Look
at the Outlook Interface

In This Chapter

v Getting comfortable with the Outlook interface
+* Moving from place to place within Outlook

1 Getting a handle on today’s events

v+~ Making everything the right size for you

+* Moving Outlook out of the way while you do other work

R ight now, I'm sitting here wondering exactly how much information a
single adult needs just to get through any given day. [ certainly need to
keep track of a lot — phone numbers, cell numbers, e-mail addresses, meetings,
appointments, and endless lists of things to do before anybody catches on
that [ haven’t done them yet.

If ever a program was designed for the Information Age, it’s Outlook. I bet
that the people at Microsoft created Outlook just so they could see their
desks every once in a while. As you discover in this chapter, Outlook is
pretty handy for managing the tons of data that clutter your desk on a daily
basis — the hundreds of messages, appointments you better not miss,
names you better not forget, and things you better do.

What Can Outlook Do for Me?

There’s no sense in letting Outlook sit around on your Windows desktop if it
doesn’t at least help you clean up your real desktop once in a while.

As you probably already know, Outlook handles e-mail messages, both
coming and going. What you might not know, however, is that it integrates
nicely with other forms of electronic communication, including instant
messaging, text messaging, and electronic news feeds (RSS). All this
communicating takes place within the confines of Outlook’s Mail module —
which happens to be the module that appears when you start Outlook, as
shown in Figure 1-1. The Mail module is so handy that it takes two minibooks
to tell you all about it: Books II and IIl. Not to mention what you learn about
the Mail module in this minibook (Book I).
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New Features

If you send a lot of e-mail (like I do), you will really, really (did I mention
really?) appreciate a new feature that Outlook calls Mail Tips. I call it Silently
Saving My Grateful Backside. Assuming that you use Outlook at work, Mail
Tips questions your questionable choices before you make them. I'm talking
embarrassing mistakes such as sending out an e-mail reply to 1,000 of your
nearest and dearest colleagues when you meant to reply only to the sender.
Or sending out a message to your boss after she already told you three

times that she was going to be off today and to send stuff to Bob, instead. Or
including an outsider in what should have been an inside-the-company-only
discussion. Intrigued? See Book I, Chapter 2.

Another cool feature of Outlook is Quick Steps. Although it can’t save your
backside, it may very well save your hair (because you’ll stop pulling it out
so often). Quick Steps allows you to perform a series of steps by clicking a
single button. Outlook comes with many of these handy things already
programmed for you, such as quickly generating an e-mail to your team or
your manager, moving an e-mail to a folder that you use often, and generating
a meeting request by using the currently selected e-mail as a basis. But you
can program more. The time-saving possibilities are endless, so jump over to
Book I, Chapter 2 to find out more before you run out of hair.

Social butterflies will love the new People pane, which appears at the bottom
of e-mail messages, contact cards, and other Outlook items. The People pane
helps you stay connected to friends and colleagues through the information
they post on social networks such as Sharepoint, Facebook, Windows Live,
LinkedIn, MySpace, Twitter, and so on. In addition, it helps you find meetings,
e-mails, and files you may have gotten from a particular person. See the
upcoming section, “Viewing Mail with the Reading Pane,” for more info.

There’s one more new feature that you should get to know, and it’s Backstage.
To the folks at Microsoft, Backstage is the place where you go to perform
behind the scene tasks such as printing, saving, opening files, and setting
options. You get to Backstage through the File tab, which is bright orange and
located in the upper left-hand corner of the Outlook window. You learn more
about Backstage later in this chapter, in the section “Backstage Pass”.

Outlook Modules

In addition to the Mail module, Outlook has five other modules, each one
designed to help you manage a different part of your busy life:

4+ Calendar: The life’s work of the Calendar module is to keep track of all
your appointments, meetings, and day-long events such as birthdays,
holidays, and seminars. And the magic doesn’t stop there. The Calendar
can help you easily manage multiple calendars — from the busy schedules
of your children to the central calendar for your department. You can
find the nitty-gritty details about using the Calendar in Book IV.
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4+ Contacts: The Contacts module organizes the details you need to

remember about all the people in your life, from your favorite plumber’s
emergency phone number to the name of your boss’s spouse. You

can use it to keep track of important business contacts, even grouping
people from the same company together. And when you’re running late
for a meeting, Contacts can quickly provide a map to the meeting’s
location. The Contacts module is the star of Book V.

4+ Tasks: In the Tasks module, you can find all those things that you need

to do whenever you can find the time. You can quickly arrange tasks by
due date, priority, or any other category you can think of (such as Pass
On to Some Unsuspecting Fool). You master multitasking in Book VI.

4+ Notes: In the Notes module, you keep track of, well, your notes. | know

you prefer little bits of scrap paper, the back of cash-register receipts,
empty envelopes, and Kleenexes, but why not give the Notes module a
shot? See Book VI for help.

4 Journal: Playing a background role is the Journal (so much in the

background that you don’t see it initially on the Navigation pane). Its
lowly status is due to the fact that most of what the Journal does is
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now done automatically for you in Outlook 2010! You see, the Journal
was originally created to track your activities. I know you’re thinking,
“My busybody neighbor in the next apartment is already doing a pretty
good job of that.” Unlike your neighbor, however, the Journal tracks

the e-mail, appointments, and To-Do items associated with a particular
client. But Outlook itself now does this tracking business without your
permission. The only thing you might tell the Journal to track now is
which Office documents you work on, and when. When you return to the
Journal at some later date, the documents you’ve created or changed
since turning on this document-tracking feature appear in a long list.

To tell the Journal to track your Office document history, switch to the
Journal by first adding its button to the Navigation pane (see the section
“Building better buttons in the Navigation pane,” later in this chapter, for
details). A message appears, reminding you, silly person, that Outlook
basically tracks all the normal Journal stuff automatically. But you want to
turn the Journal on anyway, so click Yes in this message box. In the dialog
box that pops up, select the Office programs whose documents you want
to track from the Also Record Files From pane and click OK. That’s it! Just
return to the Journal when you want to view a list of documents that you've
changed or created since turning on the Journal’s document tracking feature.
You can change to Timeline view to view these documents in a kind of
historical timeline if you want by clicking the Timeline button on the Home
tab. Double-click an entry to open it in Office.

WBER Outlook is a part of Microsoft Office, so it’s designed to play nicely with its
brothers and sisters. Throughout this book, you can find many ways to use
the various Office components — Word, Excel, PowerPoint, and so on —
with Outlook. For example, you might want to use the addresses in Contacts
to create form letters in Word, or you might want to insert Excel data into
an e-mail message in Outlook. Whether your goal is to get data into or out
of Outlook, you can find a simple way to accomplish your task within these

pages.

You can jump between modules — Mail, Calendar, Contacts, Tasks, and
Notes — by choosing the module that you want from the Navigation pane
(see Figure 1-1), which is described in more detail later (in the section
“Getting Around with the Navigation Pane,” to be precise).

Heeeerrre’s Outlook!

Like most Web pages, Outlook’s window (refer to Figure 1-1) contains a
navigation system on the left and a viewing area on the right. The viewing
area changes a bit when you move from module to module, but basically
items appear in a big, long list.
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You can choose the view you want to use to display the items in the current
module by clicking the Change View button on the View tab and selecting

a view. For example, when you open the Mail module, it displays e-mail by
using the Compact view, which probably sounds like Outlook has somehow
reviewed all your messages and gotten rid of the meaningless ones, thus
compacting the list of messages you need to read. Unfortunately, even
Outlook can’t decide for you which messages you should read. (To find

out what Compact view actually does, read the Technical Stuff.) The point
here is, if you don’t happen to like Compact view you can choose a different
view to display e-mail messages. After you choose a view, you can then sort
the corresponding items (in this case, messages) by selecting a particular
arrangement. Just choose the arrangement you want (such as From order,
which arranges messages by sender) from the Arrangement section of the
View tab.

Outlook initially arranges messages in Date order, which sorts your mail

in the order in which you receive it, grouped by day. Although this is a
pretty good arrangement, [ recommend that you sort your messages in Date
(Conversation) order, which is a slight variant. To do that, select the Show
as Conversations option in the Conversations group on the View tab. This
option keeps messages in date order, but arranges them in conversations,
grouping e-mails that you've sent and received on the same subject together.
Each conversation is compacted so that initially, only the most recent
message in that group (the most recent e-mail in the conversation) is visible.
This may alarm you at first, because all of your email is not displayed —
only the most recent message in each conversation. As you’ll quickly

learn though, Date (Conversation) order (which is known by its nickname,
Conversation view) instantly shrinks your Inbox into something more
manageable, so this “hiding messages” trick turns out to be a good thing.

In addition, it won’t take you long to realize what a life-saver Conversation
view is when you’re trying to piece together who said what when. See

Book II, Chapter 2 for more information about using Conversation view. In
the meantime, I'm switching over to Conversation view, so expect that most
of the figures in this book will feature it — but not all, since each Mail view is
useful for its own reason, as you learn in Book II, Chapter 2.

So, to recap, the viewing area is located on the right, and it changes depending
on which module you’re in. The left side of the Outlook window is where
the navigation system (known as the Navigation pane) resides. As you
discover in the section “Getting Around with the Navigation Pane,” later in
this chapter, the Navigation pane helps you get around the various modules
in Outlook.

At the top of the Outlook window, you find the File tab, Quick Access toolbar,
and the Ribbon (again, refer to Figure 1-1). There are lots of buttons, buttons,
buttons here — and you can figure out how to use them in the following
section.
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A Ribbon in the Sky

By the way, if you don’t know what a button does, just hover the mouse over
it for a second, and a ScreenTip appears, explaining it all to you patiently.

On the far-right side of the Outlook window, you can find the To-Do bar.

This guy doesn’t automatically show up in every module, although you can
make him appear whenever you want. He’s there to remind you of upcoming
appointments and things that you need to get done. You can read more
about the To-Do bar in the section “Your Week in a Nutshell: The To-Do Bar,”
later in this chapter.

A Ribbon in the Sky

When you start Outlook 2010 for the first time, you probably notice the
horizontal string of buttons across the top of its window. Well, okay — you
may have first noticed all those unanswered messages, and then the buttons.
Anyway, this string of buttons is called the Ribbon, and my guess is that it
looks pretty familiar, given that the Ribbon was introduced in Office 2007
(although not in Outlook).

Even if you're somewhat familiar with the Ribbon and its neighbors, the File
tab and the Quick Access toolbar (refer to Figure 1-1), my other guess is that
you probably still don’t know some things about them, busy as you were
actually using Office 2007, rather than exploring the nuances of its interface.
So, indulge me a second while I babble on about these little wonders.

Backstage pass

First, the File tab provides access to the commands that you used to find on
the old File menu, such as New, Open, Save, Print, and Exit. Microsoft thinks
of these as “behind the scenes” kind of commands, so it grouped such
commands into a single platform it calls the Backstage.

Backstage is also the gateway to Options (the program settings), Rules and
Alerts, and your e-mail account setup, in case you were wondering where
they were hiding (see Figure 1-2). When you click the File tab, the Backstage
appears, displaying a list of commands on the left ( Open and Print, for
example.) Click one of these commands to make related options appear on
the right. For example, in Figure 1-2, I clicked the Info command on the left
to display the Account Information options on the right. Click one of the
other tabs on the Ribbon to return to Outlook. Click the Close (X) button for
the window (like I did the first time [ saw this thing) and you exit Outlook.
Grrrrr. You also exit Outlook if you select Exit from the list on the left, but
that at least seems a bit more apparent.

[ discuss the commands you access through Backstage (such as Print,
account setup, and setting options) as we go along, but feel free to explore
Backstage on your own if you can’t wait.
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The Ribbon

The Ribbon (see Figure 1-3), located at the top of the window, contains
buttons for just about every command you might want to perform. I have

to confess — I love the Ribbon. Now, instead of searching through endless
menus, | search through endless tabs for what [ want. All kidding aside, it’s
very refreshing that after [ select something, the very command I'm looking
for seems to magically appear right on the Ribbon, without a lot of fumbling
around.

The Ribbon is divided into tabs, and the buttons on each tab are arranged
in groups. Click a tab to display its buttons. Most of the commands that you
need appear on the Home tab, so you probably don’t have to change tabs
too often in Outlook. The buttons that appear on the Home tab change to
reflect the module you’re working in. For example, in Mail, the Home tab
includes buttons such as Reply, Forward, and New E-mail. If you switch to
the Calendar, you see New Appointment, New Meeting, and view buttons
such as Week and Month.
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Figure 1-3:
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You can identify the button groups pretty easily because their names appear
below the buttons in each group — names such as New, Respond, and Quick
Steps. Occasionally, a group has so many related commands that Microsoft
decided (thankfully) to not cram them all on the Ribbon. Instead, Outlook
offers a tiny dialog box launcher button which appears at the bottom right
edge of the button group, and which (not surprisingly) displays a dialog box
with all the missing commands when you click it. In Figure 1-3, the dialog box
launcher is located at the bottom right of the Quick Steps group. Clicking the
launcher displays the Manage Quick Steps dialog box.

How buttons appear on the Ribbon depends on the actual width of the
Outlook window. If your Outlook window is wider than the one used in the
figures in this chapter — perhaps because you use a higher resolution than
shown here — more or larger buttons may appear. If your Outlook is narrower,
fewer or smaller buttons may appear.

When you change to a different module in Outlook, the buttons on the
Ribbon (refer to Figure 1-1) change, as well. For example, if you jump to the
Calendar, you can find buttons that you click to display today’s schedule,
change the view, create an appointment, or set up a meeting.

Now, just because the Ribbon is so useful, you don’t need to stare at it all
the time. To get it out of your way temporarily, double-click the currently
displayed Ribbon tab or click the up-arrow thingy at the right end of the
Ribbon. (Okay, okay, it’s officially known as the Minimize button, refer to
Figure 1-3.) For example, double-click the Home tab. Go ahead; I'll wait. After
you minimize the Ribbon, the tabs still peak out; to redisplay the Ribbon,
double-click the active tab again. You can temporarily redisplay the Ribbon
by clicking the tab just once. After you click a button (or anything else, such
as an unopened e-mail), the Ribbon hides itself again.

This Ribbon thing doesn’t stop with a simple show of commands. Nope.
Depending on what you’re working with, a new tab may appear like an
attentive waiter, offering you a tasty selection of related commands. For
example, after you perform a search, the Search Tools tab offers you a
perfect assortment of buttons that help you refine your search so that you
can quickly find that e-mail from Mr. Big Client that you forgot to respond to.
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The Quick Access toolbar (or QAT, as it’s fondly known; see Figure 1-4) is
located just above the Ribbon and the File tab, and it does just what its
name implies — it provides quick access to the commands that you use
often because it’s always there, regardless of whether the Ribbon is fully
displayed or which tab is active. Initially, the Quick Access toolbar doesn’t
have a lot on it, just the Send/Receive All button (which you can use to send
and receive e-mail through all your e-mail accounts) and the Undo/Redo
buttons (which you can use to undo something that you’'ve done or to do it
again).

1
0/l ' =

Customize Quick Access
Toolbar button

You can move the Quick Access toolbar below the Ribbon, if you want; just
click the Customize Quick Access Toolbar button at the right end of the QAT
and select Show Below the Ribbon from the pop-up menu that appears. Add
common commands such as Print or Save As to the Quick Access toolbar by
selecting them from this same menu. Wanna add a command that you don’t
see? No problem,; just select More Commands from the menu instead. A
dialog box appears; select the command that you want to add to the toolbar
from those listed on the left and click Add — it’s that easy! Click OK to save
your changes.

You can also right-click any button on the Ribbon and select Add to Quick
Access Toolbar from the pop-up menu that appears to add that button to the
toolbar without a whole lot of fuss.

Getting Around with the Navigation Pane

[ don’t know where they got the name because the Navigation pane (see
Figure 1-5) definitely isn’t a pain. In fact, it couldn’t be simpler to use. To
jump to a different module in Outlook, just click that module’s button. For
example, click the Calendar button to see all the appointments, meetings,
and other things you have to do today. If you get depressed when you look
at all the stuff that you have to get done by Friday, you can jump over to
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Tasks (by clicking the Tasks button) and make a note to book a vacation —
soon. You can find buttons for most of the modules at the bottom of the
Navigation pane.
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Below the Tasks button (refer to Figure 1-5), a group of these small icons
appears:

4+ Notes: Takes you to the Notes module. You can find out how to take
notes in Book VI, Chapter 4.

4+ Folder List: Displays a list of Outlook folders. Did I mention that you
can create folders to organize your mail? See Book IX, Chapter 1 for the
lowdown.

4+ Shortcuts: Lets you easily access your pet folders from anywhere within
Outlook. You can find out how to take such shortcuts in the section
“Taking a Shortcut to Your Pet Folders,” later in this chapter.

4+ Configure Buttons: Click this down-arrow button to see a menu that
includes commands that control the number and type of module buttons
on the Navigation pane and commands to perform other tweaks. You
can find out how to work with these buttons in the following section.

What’s the Folder list? It’s a handy list of all your Outlook folders — one for
each Outlook module, plus other special folders. You can use the Folder list
to perform neat tricks such as organizing your Outlook items (by creating
new folders or moving items from place to place) and jumping right to an
e-mail folder from any other module. You can investigate the Folder list in
the following section.
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Although the bottom half of the Navigation pane remains constant, the top
portion of the Navigation pane changes depending on which module you
have open. In the Mail module, it displays a list of e-mail folders. In other
modules, you see a list of alternate lists that you can display, such as shared
calendars, suggested contacts you might want to add permanently, or the
To-Do list.

Finding your way around the
Navigation pane buttons

You can view Navigation pane buttons as either large buttons that run
vertically up from the bottom of the pane, or as small buttons that run
horizontally across the bottom of the Navigation pane. Initially, the buttons
are a mix of sizes — a few of them (such as Mail and Calendar) are large, but
others (such as Notes and Folder List) are small.

A horizontal splitter separates the Navigation pane buttons (bottom) from
the Folder list (top). If you hover your cursor over the splitter and wait for
the pointer to turn into a double-headed arrow, you can drag the splitter bar
up as far as it’ll go to expand the large button list, as shown in Figure 1-6.
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You can make all the buttons small if you need to make more room for
information to appear in the upper part of the Navigation pane. Just do the
hovering thing and drag the border all the way down to minimize all the
buttons. Figure 1-7 shows the buttons in their miniaturized state.
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Figure 1-7:
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Building better buttons in the Navigation pane
You can add buttons to or subtract buttons from the Navigation pane. No
matter how you view the Navigation pane, the Configure Buttons icon
(cleverly disguised as a tiny arrow) appears at the bottom of the Navigation
pane. If you click it, you have several options from which to choose:
4+ Show More Buttons: Each time you select this option, Outlook takes one
minimized button on the pane and makes it super-sized.
4+ Show Fewer Buttons: Each time you select this option, Outlook takes
one super-sized button and minimizes it on the pane.
4+ Navigation Pane Options: Opens the Navigation Pane Options dialog
box, which enables you to select the buttons you want, as well as to
place them in the order you want. You can even click the Reset button to
set the buttons to their original states. Figure 1-8 shows the Navigation
Pane Options dialog box.
Figure 1-8: Navigation Pane Options =S
The P — y o
Navigation i e
Pane Yot -
Options s —
dialog box. Coc [ come |

4+ Add or Remove Buttons: Allows you to select the buttons that you want
to appear on the Navigation pane by clicking them. For example, if you
want to add the Journal button to the mix, select that option from the
Add or Remove Buttons menu.

Playing hide and seek with the Navigation pane

If you feel that the Navigation pane is taking up a bit too much of your Outlook
real estate, you can change the Navigation pane into a thin vertical bar (mini-
mize it) so that you can see more of the viewing area. I use the Navigation



Figure 1-9:
Minimize
the
Navigation
pane to
make more
viewing
room.

Getting Around with the Navigation Pane 2 3

pane a lot, but I still minimize it often because I like a lot of room in which Book |
to work. To make the Navigation pane skinny, click its Minimize button. Chapter 1
(Refer to Figure 1-5.) The buttons for changing from module to module still
appear even when the Navigation pane is minimized, so it’s functional enough.
When you need the little guy again, simply restore it by clicking just one
button: the Expand button, shown in Figure 1-9.

Here are some tips for making the Navigation pane just the size you want:
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4+ You can click the Navigation Pane button on the View tab and select
Minimize from the pop-up menu that appears to minimize the pane.

4 To restore the pane by using the Ribbon commands, click the Navigation
Pane button on the View tab and select Normal from the pop-up menu
that appears.

4+ To compromise between pane space and viewing space, resize the
Navigation pane by first hovering your mouse pointer over its right
edge. The cursor changes into a double-arrow; drag the border of the
pane to the left or right, depending on whether you want to make the
Navigation pane fatter or skinnier.
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2 4 Having Fun with the Folder List

There’s no right or wrong way to position and size your Navigation pane —
just whatever works for you.

Getting turned off by the Navigation pane

If space is really a problem, you can remove the Navigation pane altogether
and then redisplay it when you want to switch modules. To banish the
Navigation pane from the screen, click the Navigation Pane button on the
View tab and select Off from the pop-up menu that appears, or just press
Alt+F1 enough times until the Navigation pane disappears. Reverse these

steps to redisplay the pane (this time choose Normal from the Navigation
Pane menu).

Having Fun with the Folder List

Figure 1-10:
The Folder
list displays
all your
Outlook
folders.

The Folder list displays all your Outlook folders — not only your e-mail f
olders, but also a folder for each Outlook module, such as Contacts. You
also find some special folders hanging around the Folder list, such as search
folders. Search folders are linked to specific search criteria; when you open
a search folder, it displays any e-mail that currently matches the criteria

— such as all your unread mail. You can find out how to create your own
search folders in Book IX, Chapter 4.

To make the Folder list appear within any module, just click the Folder List
button at the bottom of the Navigation pane, as shown in Figure 1-10. Your
folder listing then appears at the top of the Navigation pane.
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You probably won’t use the Folder list much because you can jump to most
folders pretty easily without it. I tend to use the Folder list when jumping
back and forth between other modules and my e-mail. I use a lot of e-mail
folders to help me organize my mail. When I'm in Calendar or Contacts, I like
to be able to jump right to the exact e-mail folder I need, instead of to whatever
e-mail folder I was using last.

To figure out how to create your own folders for organizing e-mail, see
Book IX, Chapter 1.

If you decide to use the Folder list, here are some things to remember:

4+ If you display the Folder list and then click a different module button
on the Navigation pane (such as the Contacts button), the Folder list
disappears.

4+ You can keep the Folder list on-screen by clicking the folder for the
module that you want to use from those in the list. So, to keep the Folder
list up and move to Contacts, click the Contacts folder.

4+ Like with any Windows folder listing, if you want to see subfolders, click
a folder’s plus sign. To collapse a folder and hide its subfolders, click the
folder’s minus sign.

4+ You don’t see shared folders in the Folder list. So, to browse through
your boss’s Calendar, you have to click the Calendar button to access
the link to the shared calendar.

4+ If you shrink the module buttons on the Navigation pane, you can make
more room to display the Folder list.

4+ To remove the Folder list and return to normal, just click any of the
module buttons. For example, click the Contacts button to remove the
Folder list and replace it with the My Contacts and Shared Contacts lists.

Viewing Mail with the Reading Pane

If you get a lot of e-mail messages (and who doesn’t these days?), you have
to deal with them when they come in — otherwise, they quickly pile up. By
using the Reading pane, you can preview the contents of a message without
wasting time opening it. Here’s how it works: In the normal view in the

Mail module, several columns appear to the right of the Navigation pane,

as shown in Figure 1-11. The first column lists the messages in the current
e-mail folder; here, I'm using the default Date view, which lists messages in
simple date order. (You can find out how to create e-mail folders in Book IX,
Chapter 1.) The second column is the Reading pane, where you can preview
messages.

Book |
Chapter 1
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Viewing Mail with the Reading Pane

Just click a message header to preview its contents in the Reading pane,

as shown in Figure 1-11. To preview a series of messages one by one, use
the down-arrow key to move down the message list, previewing while

you go. If needed, use the Reading pane’s scroll bars to scroll through the
e-mail. While you preview the message, you can reply to it, forward it, open
attached files, click included hyperlinks, and even cast a vote (assuming the
sender asked your opinion) by using Outlook’s voting buttons. You can do
all these activities without actually opening the message.

To find out how to read and reply to messages, see Book I, Chapter 2. To
discover how to view attachments without actually opening them, see the
section “Sneaking a peek at attachments,” later in this chapter. You can find
out about hyperlinks in Book II, Chapter 3, and voting in Book IIl, Chapter 1.

Important stuff sometimes appears just above the sender and recipient
names in what’s known as the InfoBar. (Refer to Figure 1-11.) For example,
the InfoBar might be telling you right now that Outlook blocked (didn’t
download and display) embedded images in the e-mail. In Figure 1-11, the
InfoBar appears with text on a white background, but if you move the mouse
pointer over the InfoBar, it changes to orange. So, be sure to glance at the
InfoBar often to determine whether the message contains evil attachments,
images, or audio files that Outlook blocked because they might cause problems
on your system if they scurry about willy-nilly. Helpful little thing that it is,
the InfoBar tells you what to do about this blocked content, too, although I
can hold your hand through the process the first time if you feel like being
extra cautious.

By now, you might be wondering, “What’s so evil about a photo that I can’t
just look at it to judge its artistic merit for myself? Is Microsoft assuming the
role of my parent? Because [ have plenty of people in my life telling me what
to do, thank you very much.” In this case, Microsoft is just trying to help you
keep your Inbox small because images and audio files tend to eat up a lot

of room. Where I used to work, they kept the Inbox limit fairly small, and I
can’t tell you how annoying it was to have to clean out old messages before
[ could get any new ones. (My postman has stopped delivering mail for the
same reason. Guess I should clean out my mailbox every once in a while.)

If you're as determined as [ am to waste space, you can use the InfoBar to
download the images and audio files in messages that Outlook blocked; see
Book II, Chapter 2 for how-to’s.
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Reading pane

When it comes to blocking attachments, however, Microsoft — the dutiful
parent in this circumstance — might actually be doing you a favor. First of
all, even the act of opening a message from someone you don’t know might

unleash an unruly virus on your computer, possibly causing damage to your
files. Previewing a message isn’t the same as opening it, so previewing allows
you to keep the bad guys in their cages. By previewing a message, you might
be able to tell whether the sender means you harm. If so, just delete the
message without opening it.

Be careful of opening any attachments, even after you preview a message.
Opening a file can set loose any monster inside it. See Book II, Chapter 2 for
tips on how to safely open e-mail attachments; see the following section for
details on previewing the contents of attachments without opening them
(which can possibly let out a nasty virus).

Book |
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Here are some tips for dealing with the Reading pane:

4+ You can hide the Reading pane if you don’t want to use it by clicking the
Reading Pane button on the View tab and selecting Off from the pop-up
menu that appears.

4+ Bring the pane back out of hiding by clicking the Reading Pane button
on the View tab and selecting Right (to position the Reading pane to the
right of the message list) or Bottom (to position the Reading pane at the
bottom of the Outlook window, below the message list) from the pop-up
menu that appears.

4+ Enlarge the Reading pane by making the message list smaller. Hover the
mouse pointer at the left edge of the Reading pane, and when it changes
to a double arrow, drag this edge to the left. You can also hide the To-Do
bar to enlarge the Reading pane. Yep, you guessed it — you can find out
how to do just that in the section “Your Week in a Nutshell: The To-Do
Bar,” later in this chapter.

Previewing with AutoPreview

Even if the Reading pane is hidden, you can still preview the contents of
unread messages, although in a slightly different way, by using a little
gadget called AutoPreview. To turn on AutoPreview, click the Change View
button on the View tab and select Preview from the palette that appears.
Immediately, the Reading pane disappears, and the first three lines of each
unread message appear just below the message’s header, as shown in
Figure 1-12. This display allows you to quickly scan the message list and
decide which ones you want to open (see Book I, Chapter 2 for how to’s on
how to open messages). To change back to Compact view, select that option
from the Change View button’s palette. In AutoPreview, messages appear in
date order. If you want them to appear in a different order, select that option
from the Arrangement group on the View tab. To display messages in date
order but grouped by conversation (so that only the most current message
in each conversation appears), select the Show as Conversations checkbox
on the View tab.

Staying connected with the People pane

You may have noticed that when you view a message (in the Reading pane
or by opening it), that some interesting information about its sender appears
at the bottom of the pane/window. (Refer to Figure 1-13.) The People pane

is normally minimized, but here I show it expanded. To expand the People
pane, click its Expand button (an up arrow located at the right end of the
pane). To collapse the pane and reduce it to a thin strip that runs along the
bottom of the message window/Reading pane, click its Collapse button.
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By the way, I should mention here that the People pane also appears at the
bottom of the Contact, Appointment, and Meeting windows. So when you
open a particular contact, meeting, or appointment, you can easily catch
up on the latest-greatest by scanning the People pane. You learn to open
existing items to edit and view them in Book I, Chapter 2.

When it’s expanded, the People pane shows you important information
about not only the person who sent you the current message, but anyone
who received it as well (including you). “What kind of information?” you ask?
Well, the People pane pulls data (such as status updates, message posts, and
profile changes) from the social networks (such as SharePoint, Facebook,
Windows Live, LinkedIn, MySpace, Twitter, and so on) the sender belongs

to, and displays that information right there in Outlook. In addition, Outlook
scours its own data in search for relevant appointments, meetings, e-mails,
and attachments the sender might have shared with you, and displays those
in the People pane as well.
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[ say “sender” here because normally, the information displayed concerns
the sender of the selected message. Above the People pane, there is a row of
small photos, one for the sender and each recipient. To view info on someone
other than the sender, click that person’s photo. Can’t see the photos
because they are too small? No problem; just click the Toggle Between
People Pane Views button on the far right.

Here’s a breakdown of the info you find in the People pane. Click the
appropriate tab (such as Activities) to see that information in the People Pane:

+
+

All Items displays all available information about the person.

Activities displays alerts, comments, RSS articles, and other postings
regarding the person’s current activities, as posted to any social
network the person belongs to.

Mail displays a list of recent e-mails you’ve exchanged with this person.
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4+ Attachments displays a list of files you’'ve shared with this person.

4+ Meetings displays a list of appointments or meetings you've scheduled
with this person.

4+ Status Updates displays the most recent status updates this person has
posted to his/her social networks.

To enable the People pane to show as much information as possible about
the sender and receivers of a message, you need to install the Outlook Social
Connector. Click the People Pane button on the View tab and select Account
Settings from the menu that appears. The Microsoft Outlook dialog box
pops up onscreen. Select the social networks you wish to monitor, type your
account information in (you have to belong to the networks you select),
then click Connect to add them. If you want to connect to a social network
that’s not listed, you can check online to see if they support Outlook Social
Connector by clicking the View Social Network Providers Available Online
link at the top of the Microsoft Outlook dialog box. Once you add a social
network, Outlook scans for your list of friends and adds them to Outlook

as contacts automatically, placing these contacts in a separate folder. See
Book V, Chapter 2 for more information.

If you click a tab in the People pane (such as the Mail tab) and display a list
of the sender’s recent messages to you, you can view any one of the listed
items by clicking it. This magic works not just for opening messages, but
attachments, appointments, and meetings as well.

If a person uses a social network you’ve set up in the Outlook Social
Connector, then you see that person’s current status and related info in
the People pane. In addition, a small icon representing each social network
the sender belongs to appears just under their picture on the left. If you are
not yet friends with someone, you can click the Add button which appears
underneath the sender’s photo in the People pane (refer to Figure 1-13) and
send a request to become “friends” through any of the social networks you
use from the popup menu that appears.

Change how often contact information is updated using the data pulled from
social networks by clicking the Settings button in the Microsoft Outlook dialog
box. The Settings dialog box appears; choose from these options: Prompt
Before Updating, Update Without Prompting, or Never Update. You can also
set how much data is retained by changing the Automatically Delete Activity
[tems From The Feed Folder After XX value, which is normally set to 30 days.

Sneaking a peek at attachments

Opening attachments (images, documents, and other files sent with an e-mail)
can sometimes cause problems on your system because the attached files
might contain macros, scripts, and ActiveX controls with evil on their minds.
These potential monsters are basically an automated series of actions that

Book |
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Preview
attachments,
instead of
opening
them.

Viewing Mail with the Reading Pane

might damage your files if you set them loose. You can help protect your
computer by previewing an attachment, rather than opening it. When you
preview an attachment in Outlook, Outlook automatically restrains any
macros, scripts, or ActiveX controls so that the little monsters can do no
damage.

Messages that have attachments appear in the message list with a small
paper clip icon, as shown in Figure 1-14. To preview an attachment in an
unopened message, just click the file’s name (which appears just above the
message contents in the Reading pane). If you see a warning in the Reading
pane telling you that Outlook may not be able to display the file’s full contents,
click the Preview File button that appears below the warning to view the
file’s contents. If someone sends you a message that includes a lot of
attachments, you might have to scroll the list to find the attachment that
you want to preview. To view the message contents again, click the Message
button which appears to the left of the filename.

When you preview an attachment, you might not see the complete, final
contents of the file. To be absolutely sure that you're seeing everything,
open the attachment. See Book II, Chapter 2 for details. There you can also
learn how to save the attachment to your computer, if you are interested.
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Of course, you can’t preview some attachments because Outlook doesn’t
know how to properly decipher their contents. Outlook can easily preview
Office documents (duh), image files, and PDFs, so you shouldn’t have any
problems with those files. To view the contents of other attachments, you
must open them manually — after running your virus detector over them, of
course. See Book I, Chapter 2 for help.

By the way, you can also preview an attachment in a message that’s already
open (assuming Outlook knows how to display the attachment, of course).
You might actually want to open the message to preview some attachments
because you can maximize the window, something you can’t do in the
Reading pane. Again, in the open message, just click the name of the attachment
(which appears below the Subject box). To redisplay the message contents,
click the Message button. In order to entice you to read more of this book,
I've cleverly hidden the directions for opening messages in Book I, Chapter 2.

If necessary, you can easily display all your messages that have attachments
so that you can find the message that contains the attachment you want to
preview. See Book VIII, Chapter 2 for help.

Your Week in a Nutshell: The To-Do Bar
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Nowadays it’s common for a person to wear lots of hats: project leader,
department head, soccer mom, PTA queen, party girl, and occasional
community volunteer. Although Outlook doesn’t provide a closet for all your
hats, you might find that it does a good job of helping you keep track of
them — plus all the meetings, appointments, events, and tasks that come
with wearing so many. Outlook gathers your stuff together in one place

on the To-Do bar, where you can find your due-soon-or-even-sooner list of
appointments, meetings, and tasks.

You can also find tasks listed along the bottom of the Calendar and in the
Tasks module.

The To-Do bar, shown in Figure 1-15, appears nightly in the Mail room, along
its right side. Use these tips to change that behavior:

4 You can make the To-Do bar appear in any other module by clicking the
To-Do Bar button on the View tab and selecting Normal from the pop-up
menu that appears.

4 Turn the To-Do bar off again by clicking the To-Do Bar button on the
View tab and selecting Off. This action turns the bar off only in the
current module.

4+ To minimize the bar to a skinny column along the right side that you
can instantly expand with a single click, click the bar’s Minimize button.
Minimizing the To-Do bar increases the viewing area.

Book |
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Figure 1-15:
Step right
up to the
To-Do bar.
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Date Navigator: You can use this navigator to jump over to the Calendar
so that you can look at tasks and appointments for a different day, week,
or month. You can find out how to navigate the Date Navigator in Book
IV, Chapter 1.

Appointments: This section is sorta where your next three appointments
or meetings are listed in order by date. This section has three slots
(unless you've changed the size of the section by dragging the bar
between it and the Tasks list up or down), which are filled by the
appointments and meetings for today that haven’t already passed. For
example, if you have only two appointments today and two tomorrow,
the To-Do bar initially shows you the two appointments for today, and a
note in the last space letting you know that you have two appointments
tomorrow (lucky you!). After the first appointment time passes, though,
it disappears from the To-Do bar, and all three appointments (the one
left for today and the two tomorrow) appear.

Day-long events appear above of appointments/meetings on the
Appointments list. They take up less room than appointments and
meetings, so Outlook might list more than three appointments/meetings/
events. You might be alarmed that events appear on the To-Do Bar at all,
because you might feel that you don’t need to be reminded of day-long
events, such as birthdays and anniversaries, as much as, say, a meeting
with your firm’s top client. As a wife, however, I applaud Microsoft

on their insight — because forgetting certain events might cause the
belongings of their clients to be thrown out on the lawn. Just a thought.
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4+ Tasks list: Below the Appointments section, your complete list of things
to do, arranged by due date, appears. The thoughtful folks at Microsoft
added a scroll bar, just in case you have a long, long list of things to do.

When reviewing your long, long list of things to do, keep in mind that
Outlook categorizes those things in two groups:

4+ Tasks: A task is something that you create, typically while in the Tasks
module. It usually has both a starting and ending (due) date associated with
it, and lots of other details such as how much work you’ve already done on
the task, info you need to complete the task, the task’s priority, and so on.

4+ ToDo items: You create a To-Do item by flagging some other Outlook item.
For example, if an e-mail message comes in reminding you to bring that
sales report to the planning meeting, you can flag the message and create
an instant reminder in the To-Do list. By default, items flagged this way are
considered due today, although you can tweak the due date as needed.

You can find out the nitty-gritty of flagging stuff to create To-Do items in
Book VI, Chapter 1. Right now, just know that both your To-Do items and
your tasks show up on the To-Do bar.

You can customize the To-Do bar to change the number of months shown
and whether events and details for private items appear on the bar. You can
also control whether the Tasks list appears on the To-Do bar. See Book VI,
Chapter 1 for details.

Getting a Snapshot of Your Day with Outlook Today

Like with just about everything Microsoft creates, Outlook often offers you
a thousand different ways to perform the same task. In other programs, this
variety might provide you with many opportunities to mess something up.
Luckily, Outlook is both flexible and childproof.

Outlook Today — a single page that displays upcoming appointments,
meetings, events, tasks, and the number of unread messages — is just
another example of such flexibility. You can display Outlook Today by
following these steps:

1. Click the Mail button on the Navigation pane to change to the Mail
module, if you aren’t already there.

2. Click the root folder for your mail.

In most cases, the root folder shows up as Personal Folders in the Mail
Folder list. (See Figure 1-16.) If you're on an Exchange network, the root
folder often shows up as Mailbox - Jennifer Fulton or something
similar. Regardless of the name, the root folder is typically the first
folder in the Folder list.
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Figure 1-16:
The Outlook
for today is
a bit stormy.
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Although the To-Do bar is pretty good at giving you an idea of what you have
coming up, it mostly focuses on what’s going on today. Despite its name,
Outlook Today actually presents you with more of a weekly overview of your
upcoming appointments, meetings, all-day events, and tasks. It also kindly
reminds you exactly how many e-mails in your Inbox you haven’t read yet,
how many saved but unsent e-mails in the Drafts folder you still need to
finish, and how many e-mails in the Outbox await actual transmission to the
mail server. What it doesn’t show are your To-Do items (Outlook messages,
contacts, and the like that you've flagged for follow-up).

You can use Outlook Today to open anything that it displays. Just click any
event, appointment, meeting, or task that you see listed, and the associated
item opens for you. To check your unread messages, click the Inbox link; to
finish an e-mail, click the Drafts link; to check on unsent messages, click the

Outbox link.

You can customize the Outlook Today page somewhat; you can even make it
the first thing that you see when you start Outlook. Just click the Customize
Outlook Today link at the top-right of the Outlook Today page, and select the
options that you want from the page that appears. Click the Save Changes
link at the top of the Options page to save your choices and return to the

Outlook Today page.
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Minimizing Outlook to a Taskbar Icon

Figure 1-17:
You've got
mail.

In order to have Outlook automatically check for e-mail at periodic intervals,
you need to keep Outlook open. But you don’t have to let Outlook have the
run of the place. If you need to get on with other tasks, you can minimize
Outlook to remove it from the screen: Simply click the Outlook window’s
Minimize button, which is located in the upper-right corner. Clicking this
button reduces the Outlook window to a button on the Windows taskbar.

If you often run a lot of programs, however, putting one more button on an
already-crowded taskbar is not always the best answer.

Outlook works a bit differently from other Windows programs, so it allows
you to really get it out of the way (and off the taskbar) when you want.
Whenever Outlook is running, it puts an icon for itself in the Windows
system tray. When new mail arrives, a chime sounds, and an envelope icon
(the New Mail icon) appears beside the Outlook icon on the system tray
so that you know right away that you have new messages. See Figure 1-17.
In addition, the Outlook icon on the Windows taskbar changes to show an
envelope with the program icon. (Refer to Figure 1-17.)

Just in case you don’t get the subtle hint of an envelope icon, a notification for
each incoming message briefly appears. You can click one of these incoming
notices to switch to Outlook and view that message. At any other time, even
if the taskbar button for Outlook is removed, you can still access the program
by clicking the Outlook system-tray icon or the envelope icon (whichever’s
visible).

You can change how Outlook lets you know that you have mail; see
Book IIl, Chapter 1.

* Jcnader Fulton T
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Outlook Taskbar icon New Mail Indicator  Outlook System
Trayicon

To prevent the Outlook taskbar icon from glowing whenever the program is
minimized, follow these steps:

1. Right-click the Outlook system-tray icon.

2. Choose Hide When Minimized.
With the Outlook taskbar icon disabled (non-glowing), you won’t be able
to click it to restore the Outlook window when it’s minimized. Instead, you

need to click the Outlook system tray icon and select Open from the pop-up
menu to restore Outlook.

Book |
Chapter 1

aoepau|
yoopng ays je
3007 S 1apisuj uy



38

Taking a Shortcut to Your Pet Folders

Taking a Shortcut to Your Pet Folders

Normally, several small icons appear along the bottom of the Navigation
pane. On the far-right is the Shortcuts button (it features a right-pointing
arrow), which provides quick access to your pet Outlook folders. Once you
create shortcuts, you can quickly jump to a pet folder quick as a wink. To
create a shortcut to a beloved folder, follow these steps:

1. Click the Shortcuts button.

Again, you’ll find the button hiding on the far right, at the bottom of the
Navigation pane. When you click the Shortcuts button, your shortcuts
appear on the Navigation pane (see Figure 1-18.)

Even if you haven’t created any shortcuts yet, Outlook has already
created some for you — there’s one to Outlook Today and another to
Microsoft Office Online.

2. Right-click the Shortcuts heading and select New Shortcut.

The Shortcuts heading is located at the top of the Navigation pane. After
you right-click it and select New Shortcut, the Add to Navigation Pane
dialog box appears.

3. Select a folder and click OK.
Select a folder from the Folders list and click OK. The folder appears at
the top of the Shortcuts list on the Navigation pane.

You can create new folders for special stuff, such as personal e-mail or
your boss’s calendar, and then add shortcuts to those folders. See Book IX,
Chapter 1 for help.

To use the shortcuts that you've set up, click the Shortcuts button, located
at the bottom of the Navigation pane. (Refer to Figure 1-18.) The list of the
shortcuts you've created appear on the Navigation pane, as shown in Figure
1-19. As you might gather from the presence of the Work and Personal head-
ings shown in the figure, you can group shortcuts to organize them. To
create a shortcut group, follow these steps:
1. Right-click the Shortcuts heading.
2. Select New Shortcut Group from the popup menu that appears.
3. Type a name for the group and press Enter.
The group name appears just below the Shortcuts list. (See Figure 1-19.)
4. Drag shortcuts into the group.
To add a shortcut into the new group, drag and drop it on the group name.

After you create a few shortcuts and group similar ones together, here’s how
to work with them:



Taking a Shortcut to Your Pet Folders 3 9

4+ To open a group (such as the Work group) and display its shortcuts, Book I
click the plus sign just in front of the group name. Chapter 1

4+ To hide a group’s shortcuts (such as the Personal group) and make the
shortcuts list smaller, click the group’s minus sign.

4+ To use a shortcut, click it. The corresponding folder then appears. For
example, if the shortcut points to an e-mail folder where you keep
personal correspondence, Outlook jumps over to Mail and displays your
personal e-mail.
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Chapter 2: Outlook,
Ouick and Dirty

In This Chapter

+~ Seeing what all Outlook items have in common

v+ Adding a new contact and working with e-mails

1 Scheduling an appointment

+* Recording something to do or making a note

v Processing e-mail quickly with Quick Steps

v+~ Using drag and drop to get almost anything done quickly

t doesn’t take long after you realize how Outlook can help you manage
information — thousands of appointments, phone numbers, e-mail
addresses, and tasks — that you start wishing I'd just shut up and show you
how to get that pile off your desk and into Outlook. Well, in this chapter,
I grant your wish . . . at least, kinda: [ can’t promise that I'll shut up, but I
can promise that you can find out how to create every kind of Outlook item
quickly.

Creating Outlook Items: The Common Factors

Even though Outlook manages many different kinds of data — appointments,
tasks, and contact information — it does so in a strikingly similar way,
regardless of what module you’re working in. So, it won’t be long before
you can perform most functions in Outlook without asking for help. The
other 750-plus pages in this book are for those rare times when you attempt
something new and strange, or just want a friendly guide to help you along
the way.

Wow! There’s a New button!

You might have already met one element that unites all Outlook items:
the New button — well, actually, Outlook now has two New buttons. They
always hang out on the Ribbon. Click the New Something button whenever
you want to create something new in the current module. For example, if
you’re in Mail, the New E-Mail button appears on the Home tab; clicking

it starts a new message. If you're in Notes, the New Note button appears
instead; click it to create a new note.
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To create a new something that belongs in a module other than the one
you're in, click the New Items button and select that something from the list
that appears, as shown in Figure 2-1. For example, if you've been browsing
through some incoming messages, you can create a new appointment without
giving up your cozy spot in Mail. Instead of jumping over to Calendar, just
click the New Items button and select Appointment from the drop-down list
that appears. The Appointment form opens (more on this form later in this
chapter), but you stay put in Mail.
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are working in. For example, in the Calendar module, All Day Event appears
as an option. In the Mail module, the E-Mail Message Using option appears
instead. This option allows you to choose the format for a new message
(such as plain text or HTML; see Book II, Chapter 1 for more info) or a
stationery (check out Book II, Chapter 3). The More Items option (which
appears in every module) displays a longer list of items that you might want
to create — typically, these items are lesser known than common items
such as e-mails, appointments, and tasks, and include things such as contact
groups, notes, and journal entries.

Using forms to create items

In order to create a new Outlook item, you obviously have to enter some
details. You enter these details into a form, such as the Appointment form
shown in Figure 2-2. Later, if you want to make changes to an item, you make
changes to the information on the form. The form simply corrals all the
details about a particular item into something that’s manageable.



Figure 2-2:
The
Appointment
form.
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Although — for obvious reasons — the fields (text boxes) on a form change
depending on the type of item you're trying to create or make changes to,
some parts of a form remain the same for all items. Here’s a look at the
standard elements of a form (refer to Figure 2-2):

4 Quick Access toolbar: You've probably met before, but this toolbar

includes buttons for common form tasks such as saving, undoing, and
viewing the next or previous item.

File tab: Again, | probably don’t need to introduce you. This tab which
is really a button provides access to Backstage and its commands for
saving, printing, and closing the form.

The main tab, Insert tab, Format Text tab, and Review tab Every form
features the Ribbon, which you should already be familiar with. The
tabs on the Ribbon change, depending on the item that you're trying to
create, but some common ones always appear. For example, the main
tab, such as the Appointment tab shown here, contains the buttons
most needed for creating that item. The Insert tab also always appears
on the Ribbon, so you can insert stuff such as pictures and hyperlinks
into the item or attach files. The Format Text tab allows you to format
any text that you might enter into the form, while the Review tab
provides tools for checking spelling, grammar, and performing other
reviews of your text. You can find out how to use the Ribbon buttons in
later chapters, when we get into the nitty-gritty details of creating various
Outlook items.
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One button [ want to mention before moving on is the Save & Close button.
This button appears on the main tab for a form. For the Appointment form
shown in Figure 2-2, the Save & Close button is the first button on the
Ribbon of the Appointment tab. After you enter data for a new item or make
changes to an existing one, click the Save & Close button to save that data.
The one exception to this Save & Close rule is e-mail; if you want to send the
completed message, click Send. Clicking Save on the Quick Access toolbar
(the e-mail form doesn’t even provide a Save & Close button) in a message
saves the message to the Drafts folder, where you can return and make
further changes to the message at a later date.

A\

To close a form and not save changes, press Esc or click the form’s Close
button (the X in the upper right-hand corner). Then, click No in the dialog
box that appears, asking whether you want to save changes.

Editing an item

You sometimes need to change information that you've entered previously
in an appointment, contact, or task. For example, a contact’s phone number
might change, or the due date for a task might be moved up (lucky you).

In any case, you can easily go back to an item after you create it and make
adjustments, as needed. Just follow these steps:

1. Double-click the item to open it.
For example, in the Tasks list, double-click a task.
2. Make your changes to the fields on the form that appears.

For example, set a new due date or change the amount of progress made
on the task.

3. Click the Save & Close button on the Ribbon to save the changes
you’ve made; or press Esc to abort your changes and close the form.

The Save & Close button appears on the main tab for the form. On the
Task form, for example, the Save & Close button is on the Ribbon for
the Task tab.

You can change an e-mail message after you create it, assuming you haven’t
sent that message yet. If you create a message and click the Save button
rather than Send, the message is saved in the Drafts folder. Go to that folder
and double-click the message to open it, then make changes. If you clicked
Send but the message is still awaiting delivery in the Outbox folder (which
happens if you work offline and aren’t connected to the Internet), go to that
folder and open the message. Make your changes and click Send to put the
revised message in the Outbox for delivery. See Book I, Chapter 1 for more
information on the Outbox and the Drafts folder.
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Deleting an item

If you finish with an item, such as a completed task or outdated contact,
you can get rid of it. Just click the item to select it, and then click the Delete
button on the Home tab. You can instead press the Delete key, if you prefer.
Even if the item’s open, you can get rid of it by clicking the Delete button on
the main tab of the form.

Emptying the trash

Items that you delete aren’t really removed; you can always get them back —
at least, until you take out the trash. When you delete an item, the item

is simply moved to Outlook’s Deleted Items folder. And there it sits until

you empty the trash. You take out the trash by following these steps:

1. Click the Folder List button on the Navigation pane.
The Folder list appears.

2. Click the Deleted Items folder.

3. Click the Empty Folder button on the Folder tab.

A dialog box appears, reminding you that choosing this command
permanently removes any item that’s sitting in the Deleted Items folder.

4. Click Yes to confirm the deletion.

You can also right-click the Deleted Items folder in the Folder list and then
select Empty Folder from the pop-up menu that appears to empty it.

Okay, if you work in an office (and are therefore connected to an Exchange
server that handles your e-mail), all is not lost, even after you empty the
Deleted Items folder. Nope, you can still recover deleted items by selecting
the Deleted Items folder and clicking the Recover Deleted Items buttons on
the Folder tab. You can claw back those deleted e-mails for only a limited
amount of time — how long is determined by the person in charge of your
company’s e-mail server, who gets to decide when your deleted e-mails are
permanently removed from the company server.

Automating trash emptying

If you have more on your mind than trash collection, you can automate the
process of taking out the trash. If you follow these steps, Outlook empties
the Deleted Items folder every time you exit the program:

1. Click the File tab to display Backstage and then select Options from
the list on the left.
The Outlook Options dialog box appears.

2. Select Advanced from the list on the left.
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Adding a Quick Contact

The Advanced options appear on the right in the Outlook Options
dialog box.

3. In the Outlook Start and Exit section, select Empty Deleted Items

Folders When Exiting Outlook, and then click OK.

Restoring an item

If you want to restore an item after you delete it, you must act before the
trash man comes (before the Deleted Items folder is emptied). To restore an
item, follow these steps:

1.

On the Navigation pane, click the Folder List button.
The Folder list appears.

Click the Deleted Items folder.

Items in the Deleted Items folder appear in a list.

Drag and drop any item that you want to restore back on its original
folder.

For example, to restore a deleted appointment, drag and drop the
appointment on the Calendar folder.

For help in permanently deleting IMAP mail messages or restoring messages
marked for deletion, see Book X, Chapter 2. IMAP (Internet Message Access
Protocol) is one kind of e-mail account — so, if you don’t have that kind of
account, don’t worry about it. Not sure? See Chapter 3 of this minibook for
the lowdown.

Adding a Quick Contact

Who knows how many people you might meet in any given day? Most of
them are completely forgettable, but for those you shouldn’t forget, add
them quickly to the Contacts list before you do. Follow these steps:

1.

From any module, click the New Items button on the Home tab and
select Contact from the drop-down list that appears.

If you're in the Contacts module, you can just click the New Contact button
on the Home tab. The Contact form appears, as shown in Figure 2-3.

Fill the Contact form’s fields with any information that you have about
the new contact, as shown in Figure 2-3.

Skip over any fields that you don’t know, such as Job Title or Home
phone. (For more information about what some of these fields mean, see
Book V, Chapter 1.)

3. Click Save & Close to save the contact.
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Gotta get the word out? No problem; sending a basic e-mail message is pretty
simple. It helps if you already have the person you want to send the message
to set up in your Contacts list, but that’s not necessary to send out a message.
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Follow these steps to send a quick message:
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1. From any module, click the New Items button on the Home tab and
select E-mail Message from the drop-down list that appears.

If you're in the Mail module, you can just click the New E-Mail button on

the Home tab. The Message form pops up, as shown in Figure 2-4.

2. Click in the To text box and type the e-mail address of the person to
whom you want to send the message.

If the person is already set up in your Contacts list, you can just type his
or her name and let Outlook look up the address.

The process of having Outlook look up an e-mail address based on a

name you type is called resolving. If Outlook successfully identifies the
person you're looking for, it underlines the name you’ve typed. If it can’t
guess who you’re talking about (for example, if you spell the person’s

name incorrectly), Outlook puts a red, wavy underline beneath the

name. If the name you type isn’t in the Contacts list, Outlook does nothing

(you won’t see an underline). In that case, type that person’s e-mail

address, rather than his or her name.
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Figure 2-4:
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By the way, Outlook assumes that e-mail addresses are valid, even if
they aren’t in Contacts — thus, they’re always underlined. If an e-mail
address matches someone in Contacts, not only is the address underlined,
but the person’s name also appears to the left of the e-mail address. See
Book II, Chapter 1 for more help in addressing e-mails.

3. Type the topic of your message in the Subject text box.

4. Click in the big text box at the bottom of the form and type your
message.

5. Click Send.

Obviously, you can do more than simply enter a text when you send a
message, or  wouldn’t have devoted two minibooks to the process. For
example, you might want to mark a message as urgent, format your text to
make it easier to read, or include a recent photo of your kids. You can
discover how to do all that and more in Books II and III.

Reading and Replying to Incoming Messages

In Chapter 1 of this minibook, I discuss the Reading pane and how to use it
to review incoming messages. The Reading pane is convenient because it
allows you to view the contents of messages without actually “getting out
of your chair,” as it were, and going through the lengthy business of opening,
reading, and then closing them. The downside is that the Reading pane is
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Figure 2-5:
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Reading and Replying to Incoming Messages 4 9

notoriously small, and with some messages, you end up scrolling up and
down and right and left to view the message contents. You might as well
have “gotten up” and left the comfort of the main Mail window for the Mail
form, which at least displays the message text in its entirety. (And hey, if
you're heading to the kitchen, could you get me a soda?)Follow these steps
to open and read a series of e-mails:

1. Click the Mail button on the Navigation pane to change to the Mail
module.

2. In the Folder list, click the folder that contains the messages you want
to review.

This is probably the default mail folder, Inbox, although it might be a
different folder if you’'ve created others.

To find out how to create and use e-mail folders to organize your messages,
see Book IX, Chapter 1.

3. Double-click the first message that you want to read.

The message opens in its own window, as shown in Figure 2-5. Use the
vertical scroll bar or the Page Down key to scroll through long messages.
If a message contains pictures, they’re typically blocked (not shown).
See Book II, Chapter 2 for help in viewing them.
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Creating a Simple Appointment

Don’t open an e-mail message unless you know the sender and you're
sure the message doesn’t contain any viruses, macros, or scripts. See
Chapter 1 of this minibook for help in previewing a message’s contents
without unleashing any monsters.

Because of the buttons on the Ribbon, you can perform a lot of tasks
while viewing a message, such as instantly deleting it, flagging it for
follow-up, or adding the sender to your stop-annoying-me list. You can
also reply to a message, which is something I get to in a minute; the
other tasks I cover in Books Il and III.

4. To view the contents of the next message in the list, click the Next
Item button on the Quick Access toolbar at the top of the message
window.

To view a previous message, click the Previous Item button instead.

5. When you’re done reviewing messages, you can click the Close button
g g
(the “X”) on the message window to close it.

If you're looking through a series of e-mails and you find one that requires

a reply, click the Reply button on the Message tab to make a new message
form appear, conveniently addressed to the sender. The content of the origi-
nal message is copied to the new message, so if your sender has sent out
more e-mails than he or she can remember, then he or she can at least iden-
tify what you're referring to. Type your reply above the copied text and click
Send to send your reply on its way.

You don’t have to have the original text copied to your replies; see Book II,
Chapter 2.

You might notice a Reply All button sitting coyly next to the Reply button.
Cute as it is, that button is one dangerous sucker. If you click that button,
rather than Reply, what you thought was a private conversation can get
shared with thousands of your nearest and dearest. See Book II, Chapter 2 for
tips on how to use Reply All safely.

Creating a Simple Appointment

Client meetings, dates with the sales rep, doctor appointments, dentist
appointments, parent-teacher meetings — the list goes on. To keep track of
all these demands on your time, you can enter these various appointments
in Outlook. After you enter them, you can quickly browse your daily, weekly,
or monthly calendar to review how many appointments you have for that
time period and then decide on the best time to head out of town. Luckily,
the process of entering a new appointment is much less stressful.
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Outlook keeps track of all your appointments, meetings, and events in the Book |
Calendar. Appointments are meetings that you have with people outside Chapter 2
your company; meetings are appointments with your colleagues. By setting
up a meeting in Outlook, you can use the company’s shared Contacts list to
invite attendees, book resources, and manage the whole meeting process.
(Events, by the way, are day-long happenings, such as birthdays, seminars,
anniversaries, and such. You can find out how to add events in Book IV,
Chapter 1, and how to add meetings in Book IV, Chapter 4.)
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You can make appointments fairly detailed when you need them to be, but
you can create one quickly and easily by following these steps:

1. Display the Date Navigator.

You can display the Date Navigator in a lot of different ways, depending
on where you're currently working:

e Display the To-Do bar (and its Date Navigator) in any module by
clicking the To-Do Bar button on the View tab and selecting Normal
from the pop-up menu that appears.

e If the To-Do bar is displayed but minimized, click the To-Do Bar
button on the View tab and choose Minimized from the pop-up menu
that appears to turn that option off and redisplay it in the module
in which you’re working. You can also click the Expand button to
redisplay the bar.

e Switch to Calendar (which has its own Date Navigator) by clicking
the Calendar button on the Navigation pane.

2. On the Date Navigator, click the day on which you want to schedule
the appointment.

If need be, you can switch over to a different month by clicking the left
or right arrow on either side of the month name. After you click a day
on the Date Navigator, you are switched to Calendar. So if you are
working in Tasks and you click January 10th on the Date Navigator,
Outlook changes you over to Calendar, and displays the appointments,
meetings, and events for January 10th.

3. If needed, click the Day button on the Home tab.

When you are switched over to Calendar from another module, your
appointments, meetings, and events may appear using the view you
selected the last time you were using Calendar. So if you are looking at
an entire week of appointments for example, click the Day button on the
Home tab to narrow the view to the day on which you are trying to set
up an appointment.
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‘&Q,N\BER You don’t have to display a single day in order to create an appointment, but
& the technique I show you here is easier to perform if you are using Day view.
After you get the hang of this however, you can create an appointment using

this technique and any Calendar view.

The day that you selected appears, sliced and diced into handy, half-hour
segments, as shown in Figure 2-6. Appointments, meetings, and events
appear as rectangles on this day grid, blocking out the time they take up.

4. Start a new appointment.

Hover the mouse over the half-hour time slot in which the appointment
is scheduled to begin. Click when you see these words: Click to Add
Appointment.

For example, hover over the 9:00 time slot, and then click the Click to
Add Appointment bubble when it appears. See Figure 2-6.

5. Type the appointment description in the bubble and press Enter.

Type a brief name or description for the appointment, such as Coffee
with Kyla. After you press Enter, Outlook creates your half-hour
appointment. To find out how to lengthen the appointment or enter
additional details, see Book IV, Chapters 1 and 2.
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Adding a Quick Task G

We all have things to do — some are quick, easy, just-do-it things, whereas
others are long, drawn-out, complicated affairs. Outlook can easily help you
track both types of tasks. Of course, you still have to find the time to get
them all done or assign them to some other poor sap.
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Enter your quick, easy, just-get-it-done things on the To-Do bar by following
these steps:
1. Click the Type a New Task box on the To-Do bar.

You can find this sucker in the bottom half of the To-Do bar, just above
the list of tasks. Click this text box to add a task, as shown in Figure 2-7.
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2. Type the task description (such as Project X status report or
Pick up laundry) and press Enter.

That’s it! Now, if only you could get the task done as easily.

The task you just created appears in the Tasks list, grouped with other
things that you need to get done today. If you want to change the task due
date or add other task details, see Book VI, Chapters 1 and 2.

Actually, Outlook assigns a due date to a new task that you create on the
To-Do bar based on your current Quick Click setting — which, by default,
is set to Today. If you typically create tasks that are due tomorrow or next
week, you can change the Quick Click setting so that the tasks you create
have the correct due date to begin with. See Book VI, Chapter 1 for all the
details.

If you put off completing a task that you originally assigned to be due today,
it continues to appear below the Today heading on tomorrow’s task list. It
changes, however, from calm, non-threatening black text to pay-attention-
to-me red text. Any new task that you add appears below any red tasks for
today.
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You might want to know a couple of other things about tasks — first, you
can complete them! Yes indeedy, if you finish a task and want to strike it off
your list, you can do that pretty easily. Also, you can add tasks while looking
at your Calendar by jotting them down on the Daily Task list (assuming it’s
visible, which it is initially, at the bottom of the screen). So, if you happen

to be in Calendar view, you can create a task without having to display the
To-Do bar or jump over to Mail, where the To-Do bar normally appears. 1
show you how to do all this stuff in Book VI, Chapter 1.

Taking a Note

Notes don’t get a high priority in Outlook, and darned if I know why. Creating
a note in Outlook couldn’t be simpler, and most people | know (myself
included) are constantly jotting down notes all over any conceivable surface,
including palms and inner arms. Follow these steps to create a note without
marking up your body parts:

1. From any module, click the New Items button on the Home tab, select
More Items from the pop-up menu that appears, and select Note from
the other pop-up menu that appears.

Or you can switch to the Notes module (assuming that you can find its
teeny-tiny icon, laying low at the bottom of the Navigation pane) and
click the New Note button on the Home tab.

A yellow box appears; this is your note.

2. Type whatever you want in the box, as shown in Figure 2-8, and then
click the form’s Close button (the almost invisible X in the upper
right-hand corner) to close the note.

<P If you want, you can keep the note on-screen and add to it throughout
the day. Whatever you type is automatically saved periodically, so you
shouldn’t lose any notes, even if a sudden power outage takes down
your computer.

[
MWeekly Sales Report

Figure 2-8: * Use wksales.dot template

* Include sales data from Dave.
M a ke a ® Add in retail data from each shot

* Send coples to Barb and Joe
note of that, |« admyanalysisof the weeks sales
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10/15/2009 §:29 PM
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As you discover in Book VI, Chapter 4, you can do some pretty cool things Book |
with notes, such as: Chapter 2

4+ Categorize them. Group notes about the same project, client, or meeting
together.
4 Put them on the Desktop. That way, you can’t lose or forget them.

4+ Resize big notes. Make them easier to read.
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Constant note-takers might appreciate OneNote, an accessory program that
comes with Office. OneNote allows you to create entire notebooks of notes,
complete with drawings, images, charts, and even audio or video. You can
link the notes that you take in OneNote to items in Outlook, such as client
meetings, company seminars, important contacts, or tasks. See Book VI,
Chapter 5 for help.

Learning the Quick Step

Ever wanted your own personal assistant? Wouldn't it feel good every once
in a while to leave the dishes in the sink, drop your bath towel on the floor,
and not work on the big presentation for that overbearing, boring client
because you know that you have someone you can pawn it off on? And
wouldn’t it be really great to leave your e-mail in your Inbox and have someone
else take over the responsibility of organizing it? Well, it doesn’t do the
dishes or the laundry, but Quick Steps do help you make quick work out of
managing your incoming e-mail.

A Quick Step is a set of preprogrammed actions that Outlook can perform on
a selected e-mail, with just the touch of a button! Outlook provides you with
a set of common Quick Steps to start out with, which you can customize
however you like. For example, Outlook gives you a Move To Quick Step,
which you can customize so that it quickly moves e-mails into a chosen
folder. You can also create your own from-scratch Quick Steps. To use one
of the provided Quick Steps, follow these steps:

1. Select one or more e-mails.

By select,  mean click. To select more than one e-mail, hold down Ctrl
while you click. Grab a consecutive group of e-mails by clicking the first
one, holding down Shift, and clicking the last one in the group.

2. Select a Quick Step.

Click the Home tab, and then click any Quick Step, such as To Manager.
Quick Steps appear around the middle of the Home tab, all grouped
together. You may have to scroll through the list or click the More
button to find the one that you want. If you selected multiple e-mails,
you can click only Quick Steps that can be applied to a group.
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If you've used one of the preset Quick Steps, you can create a similar
one by clicking the More button in the Quick Steps group, selecting New
Quick Step from the palette that appears, then selecting one of the Quick
Step types (such as Forward To) from the pop-up menu. If you want to
create a Quick Step completely from scratch, see the section “Creating
baby Quick Steps,” later in this chapter.

3. Provide the necessary info.

Most of the Quick Steps, by default, require you to supply some information
(such as the name of the folder to which you want the e-mails moved)
before they can work. (See Figure 2-9.) After this initial use, however,
this Quick Step performs its duty without any further input from you.

In this example, [ need to supply the e-mail address of my manager. |
can click the To button and select a name from my Contacts list. Or I
can type an address in the box and click the Check Names button to the
right of that box to check what I typed against my Contacts list.

You don’t have to take one of the provided Quick Steps at face value;
you can tweak them all you want, either now (by clicking Options) or
later. See the following section for help.

4. Click Save.

After you provide whatever info the Quick Step needs, click Save to save it.

5. Rinse and repeat.

Bet you expected something to happen just then, such as Outlook
forwarding the selected email to my boss. | expected something to
happen too, initially, but I got over it. After configuring a Quick Step,
nothing actually happens except that it’s added to the Quick Step list.
At that point, you can use it any time by clicking its button. So, in this
example, if I leave that e-mail selected, I just have to click the button to
forward the e-mail as desired — voila!

First Time Setup 7
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Changing your Quick Step

Nobody says that the Quick Steps you get from Outlook right out of the box
are going to fit your working style like a glove. You're free to tinker with
them as much as you like until they work the way you want them to. Just
follow these steps:

1. Click the More button on the Home tab and select Manage Quick Steps
from the palette that appears.

The Manage Quick Steps dialog box appears, as shown in Figure 2-10.
Before you move onto Step 2, however, let me point out what else this
little box does:

® You can rearrange the order in which a Quick Step appears in the
Home tab list by selecting it from those listed on the left and clicking
the up/down arrow keys. It may seem like a minor thing, but you
want the Quick Steps you use most often at the top of this list so that
you don’t have to keep digging for them on the Home tab.

e If you want to create a new Quick Step that’s similar to an existing
one, select that Quick Step and click Duplicate. Make any changes
and click Finish to create the twin.

e If it ain’t workin’, why stress out about it? Just remove the unwanted
Quick Step by selecting it and clicking the Delete button.

* You can also create a brand-new Quick Step from the Manage Quick
Steps dialog box by clicking the New button. I talk about the how-to’s
for creating a new Quick Step in the following section.
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2. Select a Quick Step and click Modify.

Okay, so we took a little side trip there down Manage Quick Steps Lane.
Now it’s back to Modify Street. Select a Quick Step from those listed

on the left side of the dialog box, and click the Modify button. The Edit
Quick Step dialog box appears; see Figure 2-11.
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Figure 2-11:
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3. Select the options that you want.

A list of actions associated with the Quick Step you’ve chosen appear in
the Edit Quick Step dialog box; you can do any of the following:

¢ To change any one of the actions, make a different selection from the
drop-down list. You can also change the specifics associated with
that action, such as which folder or e-mail address to use.

¢ If you see a Show Options link, click it to show additional options for
that action. For example, when forwarding an e-mail, you can specify
not only the person to forward to, but also the subject, e-mail flag,
importance level, and default message text.

e Add a new action to the mix by clicking the Add Action button. Select
an action from the list box that appears and set that action’s options,
as desired.

e Set a shortcut key for this Quick Step to eliminate the messy business
of locating the Quick Step on the Home tab when you want to use
it. Instead, you can just select an e-mail, laugh wholeheartedly at all
the silly people who waste time searching for Quick Steps, and press
your custom-made shortcut key. Just open the Shortcut Key list at
the bottom of the dialog box and select the shortcut that you want to
use to sic this Quick Step on the selected e-mail(s).
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¢ If you create tons of Quick Steps (as you're likely to do), you might
want to modify the text that appears when you hover the mouse
pointer over each Quick Step’s button on the Home tab — the
Tooltip text. To do that, select the text in the Tooltip Text box and
make any changes you want.

Click Save.

Click Save to save your changes and return to the Manage Quick Steps
dialog box. Repeat this whole process with a different Quick Step if you
want, or just click OK to indicate that you're done.

If you create a Move To-type Quick Step, you can use it to jump right to
that folder. Just right-click any of these moving Quick Steps and select Go to
Folder Name from the pop-up menu that appears. You can also hold down
Ctrl and click a particular Move To Quick Step to jump right to that folder.

Creating baby Quick Steps

[ can pretty much bet that after you start using the provided Quick Steps,
you'll start thinking, “I wonder what else these little things can do?” Follow
these steps to create a custom Quick Step:

1.

Start the custom Quick Step.

You can create a custom Quick Step in several ways. If the Manage Quick
Steps dialog box is already open (refer to Figure 2-10), you can click the
New button and select Custom from the list that appears.

If not, you can click the More button in the Quick Steps group on the
Home tab, select New Quick Step from the palette that appears, then
select Custom. The Edit Quick Step dialog box appears, as shown in
Figure 2-11.

Type a name for the new Quick Step.

Select the text in the Name box and replace it with the name that you
want to give this new Quick Step.

Select the first action that you want the Quick Step to perform.

Open the Choose an Action list and select the first action that you want
performed. Set the options associated with the action. For example, you
might have to select the folder, e-mail address, or category to use.

Add more actions.

Click the Add Action button. Select an action from the list box that
appears and set that action’s options, as desired. Repeat this process to
add more actions, as needed, until you get that Quick Step doing exactly
what you want it to.

Set a shortcut key to initiate the Quick Step.
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Wanna use the Quick Step without having to visit the Ribbon? Just
assign a shortcut key by selecting one from the Shortcut Key list, and
you can use that shortcut later to start the Quick Step. Look, Ma, no
hands!

. Describe the Quick Step’s purpose.

Enter the text in the Tooltip Text box that you want to appear when you
hover the mouse pointer over this Quick Step’s button on the Home tab.

. Click Finish.

The new Quick Step appears in the Quick Step list on the Ribbon.

Dragging and Dropping, and How It Saved My Life

Before drag-and-drop, [ used to climb mountains of commands, clicking
away until finally I got something done. Now, frankly, whenever I'm working
in a program, I try dragging and dropping all sorts of things just to see what
happens. And in a Microsoft program such as Outlook, you may discover a
handy shortcut to a common task.

Understanding how drag-and-drop works

If you're perhaps a bit new to dragging and dropping, follow these steps to
make it happen:

1. Select something that you want to do something with.

To select something, you typically click it. For example, you can click a
contact in your Contacts list.

. Drag that sucker somewhere.

To drag, you click and hold the mouse button down while you move the
mouse somewhere. For example, you can click a contact and hold the
mouse button down while you drag that puppy over to the Mail button
on the Navigation pane.

. Drop it and see what happens.

To drop, you simply release the mouse button that you’ve been holding
down. For example, after you drag the contact over to the Mail button,
you can drop it right there by simply letting go of the mouse button.
Next, just pop a cold one and watch what happens as a result of your
little drag-and-drop experiment. In this case, Outlook instantly creates a
new mail message, already addressed to the contact you chose. Pretty
cool, eh?



\\3

Dragging and Dropping, and How It Saved My Life o1

To quickly send the same message to a bunch of people, just select all those
folks in the Contact list (by holding down Ctrl and clicking each one), and
then drag the whole kit and caboodle to the Mail button and let go. Poof! Up
pops an e-mail addressed to all the contacts you selected.

Now that you have related commands so perfectly organized on the Ribbon,
you don’t need to do some of this drag-and-drop stuff. To continue the
example, | can now select a contact and click the E-Mail button on the Home
tab to create a message to that person, instead of dragging and dropping.
Even so, Microsoft apparently can’t read my mind, and so they don’t provide
buttons for all the things that [ want to accomplish by dragging and dropping,
so I'm betting that you'll also find these techniques useful.

Creating Outlook items with drag-and-drop

The following sections show you some of the ways that you can drag and
drop to save time when you create messages, appointments, and the like.

If you don’t want to create a new Outlook item by using another as its basis,
but you want to link two similar Outlook items (such as a contact name and
a task), you might want to use OneNote instead. OneNote can gather a lot of
separate parts — text, drawings, charts, and various Outlook items — into

a single container called a notebook. By using OneNote, for example, you
might create a notebook for each project or special client, and keep related
information in the notebook. See Book VI, Chapter 5 for help on working with
OneNote.

Messages
To create a message by using drag-and-drop, use one of these methods:

4+ Drag a contact name onto the Mail button. Been there, done that, as
described in the section “Understanding how drag-and-drop works,”
earlier in this chapter.

4+ Drag an appointment onto the Mail button. Essentially, this action
forwards the appointment details to someone else. But if you want to
invite someone to a meeting, you can find a better way than using drag
and drop in Book IV, Chapter 4.

4+ Drag a task onto the Mail button. If you want to send a short status
report to a supervisor, you can use this approach. But if you’re looking
to reassign the task, you can do that and continue to track its progress
by performing other steps. See Book VI, Chapter 3.

4+ Drag a note onto the Mail button. This action forwards a note to
someone else.
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Figure 2-12:
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Appointments

To create an appointment with drag-and-drop, use one of these techniques:

4+ Drag a message onto the Calendar button. The text of the message is
copied to the Notes area of the appointment, so you can refer to it as
needed, as shown in Figure 2-12. This trick is especially useful if the
message has the appointment details or other details about the person
you need to remember, such as his or her address and phone number.
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To: Alyce Adams

Subject: Sales meefing change
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The sales meeting will be held at the same time (10:00) but in a different location--Conference Room B this week

Jamal Wilson

4+ Drag a contact onto the Calendar button. This actually creates a meeting and
not an appointment, which means that Outlook sends an e-mail message
that invites the contact to the meeting. If you want to create an appoint-
ment instead, you can: It turns out that Outlook was only “suggesting” that
you set up a meeting. Click the Cancel Invitation button on the Meeting tab
to turn off the suggestion and change the item into an appointment.

If you're setting up an appointment or meeting with multiple people, you
can start by selecting the multiple contacts you want to invite to the
meeting (by holding down Ctrl and clicking each name), and then dragging
the motley crew over to the Calendar button.

If you want to create an appointment and copy a contact’s information
into the Notes area of the appointment, right-drag (drag while holding
down the right mouse button) the contact onto the Calendar. From
the menu that appears, select Copy Here as Appointment with Text.
By using the other commands on this menu, you can copy a shortcut
to the contact information (so that you can quickly display it from the
Appointment window by double-clicking the shortcut) or add the
contact information as an attachment to the Appointment form.
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4+ Drag a task onto the Calendar button. This procedure seems backward
to me because I typically create an appointment first, and doing that
creates a thousand things to do. But if you start out with a task, such
as Project Status Report, and then finally schedule a time to meet with
a client to go over that report, you can use this handy way to add the
appointment to your Calendar. The details of the task are copied to the
Notes area of the appointment.

4+ Drag a note onto the Calendar button. [ don’t use this action much, but
if you jot down some key ideas for a product launch in a note, you can
use the note to create the appointment for the launch meeting.

Contacts
To create a contact by using drag-and-drop, use one of these methods:

4+ Drag a message onto the Contacts button. This takes the contact’s
e-mail address right out of the message for you. If the message contains
other contact information, such as a phone number or address, you can
refer to it without switching between the Contacts form and the message
window.

4+ Drag an appointment or meeting onto the Contacts button. This action
has a strange outcome. If you drag an appointment, you end up being
the new contact, but if you type contact details (such as address and
phone number) into the Notes area of the appointment when you create
it, you can use this technique to create a new contact. If you drag a
meeting, then you create a new contact for the person who sent the
meeting request.

4+ Drag a task or a note onto the Contacts button. The details of the task
or note are copied into the Notes area of the Contact form. You may find
using a note to create a contact useful when you have a note that pertains
to a new contact. However, you probably don’t want to use a task this
way because the Contact is created by using the owner of the task,
which is typically you. But if someone who’s not already in the Contacts
list assigns you a task, you can drag and drop the task to get his or her
name in your Contacts list fast.

As useful as dragging and dropping is, right-dragging (dragging while holding
down the right mouse button, rather than the left) provides a bit more
control over the result. When you drag and drop something, such as an
appointment, onto a button on the Navigation pane, the details of that
something (the appointment) are copied into the Notes area of the new item
that’s created. When you right-drag, a menu of choices appears; instead of
copying the text of the item you dropped, you can create a shortcut to the
item or add it as an attachment, leaving the Notes area of the new item free
for additional notes.
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Tasks

To create tasks by using drag-and-drop, use one of the following methods:

4+ Drag a message onto the Tasks button. The message text appears in
the Notes area of the task. You can use this approach when a message
contains a lot of information related to the thing you need to do.

4+ Drag an appointment onto the Tasks button. Use this handy trick if you
have to get several things done prior to the appointment because the
details of the appointment appear in the Notes area of the task.

4+ Drag a contact name onto the Tasks button. Do this only if you're trying
to reassign a task to someone else. See Book VI, Chapter 4 for the scoop
on reassigning tasks. If you want to associate a task with a client, use the
Business Contact Manager (discussed in Book VII, Chapter 2).

4+ Drag a note onto the Tasks button. Use this trick to quickly copy a note
into a task so that you can refer to it while you work on the task. Keep in
mind that the Task form includes a Notes area, so you can create a task
first and add notes while you go along.

Notes
To create a note by using drag-and-drop, use one of these methods:

4+ Drag a message onto the Notes button. The text of the message is
copied into the Notes form, where you can make your own additions.

4+ Drag an appointment onto the Notes button. I typically use OneNote
to link Outlook items such as appointments to notes, but you might use
this approach if the appointment contains notes that you refer to often
or you want to save the details of the appointment in a note for some
reason.

4+ Drag a contact name onto the Notes button. Copies all contact information
into the note, where you can add more information.

4+ Drag a task onto the Notes button. Copies task details into the note,
where you can add your own comments or notes about a task. This
option seems pretty silly to me because the Tasks form has a place for
taking notes.

Reorganizing Outlook items with drag-and-drop

You can use drag-and-drop techniques for other things besides creating
Outlook items. I mean, after you create all those items, you have to deal with
them, and what better way than by dragging and dropping?
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Here are some things you might want to try:

4+ Delete old items. Use this technique to get rid of old tasks or contacts
that you’ll never need again. Drop them onto the Deleted Items folder.
See the section “Creating Outlook Items: The Common Factors,” earlier
in this chapter, for more info on how to remove unwanted items from

Outlook.

4+ Shuffle appointments from one day to the next. Drop them on the
appropriate day on the Date Navigator.

4+ Rearrange the order of tasks for any given day. Drag and drop them
where you want them in the list. If you drag and drop a task into a group
of tasks that you’ve set for another day, you change the due date for
that task, as well.
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Chapter 3: Setting Up
Vour E-Mail Accounts

In This Chapter

v+~ Understanding the various types of e-mail accounts
v Automating the e-mail setup process
1 Configuring e-mail manually

1~ Setting up an e-mail connection

S)me people are content to use Outlook as a fancy address book and
calendar, but most folks rely on Outlook as their e-mail handler. If
you're lucky enough to have a full-time IT person on staff at work — or a
geeky friend who’s easily bribed with chocolate chip cookies — you may not
have to read this chapter, which is about setting up your e-mail account(s).
Also, if you upgraded from a previous version of Outlook, everything is
probably running smoothly. If you're forced to wear that IT hat, however —
or are a lousy cookie baker — you can use this chapter to help get your
e-mail up and running, as needed.

This chapter covers the various types of e-mail accounts and shows you
how to coax Outlook into setting them up automatically. After you’re up and
running, you need to know how you can change your settings or add new
ones. Finally, you can see how to change the type of connection you’re using
to access the Internet.

Understanding the E-Mail Process

Just in case you didn’t know, the e in e-mail stands for electronic. It’s no
coincidence that e-mail includes the word mail — e-mail and its more
traditional counterpoint share a lot of similarities. Understanding these
similarities helps you better grasp the overall concept of e-mail. As simple
as the process of mailing a letter is, you must still take several steps in
order to ensure its success. First, you must properly address the letter or
package, then take it to a qualified mail service provider, who charges you
a fee for processing and sending the letter (or package) on its way. At some
point, your letter arrives at a different mail service provider, who delivers
the letter to its intended recipient based on the address that you provided.
In almost all cases, however, the recipient must remember to go out to his
or her mailbox and pick up the mail to actually receive the letter.
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Understanding the E-Mail Process

E-mail works in a remarkably similar way: You choose an e-mail provider
and address your message, and that provider routes the message to the
proper e-mail server for the recipient. The recipient has to start his or her
e-mail program and go through what’s called a sending/receiving process to
receive e-mail from the server, then open the message and read it.

Obtaining an e-mail account

The first thing you need for e-mail is an e-mail account. Outlook doesn’t
create or issue e-mail accounts; it merely provides you with a way to use
one. You can get an e-mail account from your Internet service provider
(service provider), your employer, an online service (such as AOL), or from
an HTML e-mail service (such as Yahoo! Mail, Google’s Gmail, and Windows
Live Mail). You generally must pay for e-mail service with cold, hard cash
or put up with annoying advertising that appears while you use a free e-mail
program.

When you obtain an e-mail account, you receive a username and password.
If you forget them, you need to contact your e-mail provider for this informa-
tion; even the savviest of Outlook gurus can’t get this information for you.
You probably also received setup instructions that include cryptic words
such as POP3 or SMTP, but don’t worry — I decipher those terms in the
following section.

Don’t discard your e-mail setup instructions because they provide the info
you need to plug into Outlook to get it to work — and you need this info
again if you ever have to reconfigure Outlook (such as when you buy a new
computer). By using your setup instructions, instead of waiting for other
people to help solve problems with your account, you can take a shot at
solving the issues yourself. If that fails, then you can suffer through automated
telephone services and wait times.

Knowing the e-mail flavors

Most things that you purchase — from ice cream to ovens — come with a
variety of flavors and options. E-mail accounts are no different. Although
e-mail service providers typically offer only one type of e-mail account,
armed with the info in this list, you can at least have a basic understanding
of what you're getting and why your e-mail works the way it does:

4+ POP3: Post Office Protocol 3 (POP3) is the most common e-mail account
type on the Internet. A POP3 account works just like traditional mail.
Your e-mail messages arrive at the mail server (post office) and then are
downloaded to your computer (mailbox). In general, after you receive
your mail, it’s no longer available on the mail server — just like copies
of your letters aren’t available at the post office after they’re delivered
to you.
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Understanding the E-Mail Process 7 9

POP3 accounts have one disadvantage, which is that e-mail generally
gets deleted from the server after you receive it. If you check your e-mail
on several different computers however, you may prefer to have your
e-mail stick around a bit on the server so that you can receive it in more
than one place. In the section “Configuring your e-mail account manually,”
later in this chapter, I show you how to do just that.

4+ IMAP: With an Internet Message Access Protocol (IMAP) account, you
can store and process mail and optionally download it to the computer
you’re working on (or just leave it on the server). You're also somewhat
safer from viruses with an IMAP account because you can view the
headers (the sender and subject) of your e-mail messages before you
download them. However, not all IMAP accounts work with software
designed to manage business e-mail such as Outlook, and thus IMAP
accounts have fallen out of favor.

4+ Microsoft Exchange: You commonly find this type of account in a
medium-size or large business environment. E-mail is stored on the
Exchange server, not downloaded to each employee’s computer. This
setup allows a business to process e-mail for viruses, phishing attempts,
suspect attachments, and the like. It also allows the business to control
how much e-mail each employee can retain by limiting each user’s e-mail
folder on the server.

The server provides an employee Contacts list, enabling you to bug
your teammates with endless messages right away. Because everyone’s
calendar is also on the server, you can easily schedule meaningless
meetings that eat up your company’s resources (meeting rooms, media
equipment, and so on) — which are often included in the company’s
Contacts list, so you can schedule these resources just like people.
Because all this stuff stays on the server, you can access your Outlook
info from any computer (assuming your company gives you permission
to do that) without fear of missing some e-mail you looked at previously.

4 HTTP: These accounts use a Web protocol to view and send e-mail.
HTTP (Hypertext Transfer Protocol) accounts include services such
as Windows Live Mail, Gmail, Yahoo! Mail, and AIM Mail. Although you
should be able to use most HTTP accounts with Outlook (because they
often provide POP and IMAP access to the HTML account), certain
providers require you to install an add-on first.

In general, your ISP provides you with one or more e-mail accounts, typically
POP3. You may have several free e-mail addresses as well (such as Windows
Live Mail and Gmail) that use HTTP, but provide alternative access to
Outlook through POP3 or IMAP. In addition, you may have an Exchange
e-mail account at work that you want to access. In this chapter, you learn
how to setup Outlook for all of these different types of e-mail accounts.
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Configuring Your E-Mail Accounts

In order to send and receive e-mail messages by using Outlook, you need to
add your e-mail account information to it. For most accounts, Outlook can
automatically detect and configure the account with a name, e-mail address,
and password. Alternatively, your Internet service provider (ISP) or other
e-mail service provider (such as a free HTML service) can provide you with
configuration information if you need to manually set up your e-mail account

in Outlook.
Q‘\gN\BEB If you're trying to set up an Exchange account on your home computer, you
& probably don’t have to do anything beyond logging into the company network.

After you log in, Windows most likely detects the Exchange server and asks
you whether you want to set up this e-mail account, after which you can pop
a cold one and just watch because the process is basically automatic.

When you run Outlook for the first time, it automatically creates an Outlook
profile. A profile tells Outlook what e-mail accounts you use and the username,
e-mail server name, and password for each account. Each profile is like a
separate Outlook program, with the e-mail, contacts, tasks, and calendar
associated with that profile. Typically, you need only one Outlook profile.
But if more than one person uses the same computer (or if you want to
completely separate work mail, contacts, tasks, and so on from your personal
stuff), you might want to create a separate Outlook profile. Then, when you
start Outlook, you choose the profile you want to work with. To create a
profile, exit Outlook, choose Start>Control Panel=>Mail, and then select
Show Profiles in the Mail Setup dialog box that appears. Click Add to add

a new profile, type a name for the profile, and click OK. You can choose a
default profile or arrange for a prompt to always ask you which profile to use
when starting Outlook.

Having Outlook do the heavy lifting

Often, Outlook has both easy and hard ways to accomplish the same goal.
And, if you're like [ am, you opt for the easiest method whenever possible.
Follow these steps to let Outlook automatically detect your e-mail account
setting (to set up an Exchange account, see the following section):

1. Click the File tab to display Backstage and then select Info from the
list on the left.
The Account Information options appear on the right.

2. Click the Add Account button, located at the top of the window on the
right.

The Add New Account wizard, shown in Figure 3-1, appears.
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3. Select the account type.

You can choose to set up an e-mail account or a text-message account.
Select the E-mail Account radio button. (You can find out about text-
message accounts in Book X, Chapter 2.) You can also choose to do
everything manually, which we discuss in the following section.

The Text Messaging option isn’t an e-mail type, it’s a service that allows
you to send (and receive) text messages from within Outlook. The service
can also send reminders for meetings/appointments from Outlook to
your cell phone so that you don’t forget them, even if you're out of

the office. You can get the lowdown on this type of service in Book III,
Chapter 2.

4. Fill in your basic e-mail information in the text boxes.
You need to provide three tidbits of information:

¢ Your Name: As you want it to appear to all your recipients.
Hopefully, you know what to enter in this text box without prompting
of any sort.

¢ An e-mail address: Provided to you by your service provider.

¢ A password: Provided to you by your service provider. Just for good
measure, you need to type it twice.

5. Click Next.

Hold your breath while Outlook tries to connect to your e-mail account.
To make the time go faster, you can look at the search screen that
appears.

6. Do a congratulatory dance if you receive a message telling you that
your e-mail account is now set up.
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Curse up a storm if you receive the message shown in Figure 3-2. After
you calm down, read the following section to figure out how to configure
this account manually. Sometimes, try as it might, Outlook can’t detect
your settings, which can happen for a number of reasons:

* Your service provider uses special encryption.

* You're using an HTML e-mail account that requires an add-on to
work with Outlook (or it simply doesn’t work with Outlook at all).

¢ You typed your e-mail address or password incorrectly.

7. If the setup didn’t work and you want Outlook to try again without
changing anything, click Next.

If you think you typed something wrong, click Back, verify what you typed,
and click Next to try again. Otherwise, click Back, and check out the
following section for help in resolving this problem before you click Next.
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Configuring your e-mail account manually

If Outlook can’t configure your e-mail account for you, you just have to bite
the bullet and do it yourself. Follow these steps:
1. Open the Add New Account wizard (refer to Figure 3-1).
You can get there by doing one of the following:

e (Click the Back button when Outlook prompts you that it can’t
configure your e-mail account automatically.

¢ C(Click the File tab to display Backstage, select Info from the list on the
left, then click the Add Account button on the right.



Configuring Your E-Mail Accounts 73

If you want to set up an Exchange account, you have to close down
Outlook first, then start the setup program by choosing Start—Control
Panel=>Mail, selecting E-mail Accounts in the Mail Setup dialog box that
appears, and then clicking the New button in the Account Settings dialog
box to display the Add New Account wizard. (Again, refer to Figure 3-1.)
In Outlook 2010, by the way, you can now add multiple Exchange
accounts to a single profile, so don’t go thinking you need to create
another Outlook profile to manage your extra Exchange e-mail account.

. Fill in your name, e-mail address, and password in the text boxes.

If you already filled in this information when you tried to have Outlook
automatically configure your e-mail account, then your information is
already sitting there waiting for you.

. Select the Manually Configure Server Settings or Additional Server
Types option and click Next.

The Choose Service screen appears.
. Select Internet E-Mail, and then click Next.

You can’t select Microsoft Exchange; to add a Microsoft Exchange account,
you must first exit Outlook (as described in the preceding section). For help
setting up a text-messaging account, see Book X, Chapter 2.

. Fill in your vital statistics on the screen that appears, shown in
Figure 3-3.

You need all that confusing information about POP, SMTP, and passwords
that your service provider gave you, which you (I hope) wrote down
legibly and stored in a safe spot. If you didn’t save this information, you
have to contact your service provider to get it. Here’s a brief description
of each field:

e User Information: Fill in your name and e-mail address.

¢ Server Information: Select your account type and fill in your
incoming (POP3) and outgoing (SMTP) information for your service
provider.

¢ Logon information: Fill in your e-mail username and password. Your
username is generally the portion of your e-mail address that comes
before the @ sign.

¢ Remember password: If you're working in a reasonably safe, spy-free
environment, check this option so that you don’t have to reenter
your password each and every time you want to send or receive
e-mail.
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You can use the Deliver New Messages To option to store your e-mail for
this account in a new data file. This option provides you with another
way to keep your e-mail organized, kind of like storing special computer
files on a separate hard disk. You might, for example, create a new data
file while adding your work account to Outlook. You can open both data
files in Outlook and set up separate folders within each; you can also
close a data file when you don’t want to view its contents, which doesn’t
prevent Outlook from receiving e-mail for that account and saving the
e-mail in that data file.
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6. Click More Settings to open the Internet E-Mail Settings dialog box
(see Figure 3-4), where you can enter advanced account settings.

Typically, your service provider lets you know if you have any other
settings that you need to enter for your account. Make your selections in
these tabs:

¢ General: Change the name of the e-mail account so that you can
more easily identify it. You can also list your organization name and
a different e-mail address if you want Outlook to send all replies for
this account to that address, rather than the e-mail address you
enter in Step 2.

¢ Outgoing Server: Typically, a service provider requires some way
to make sure that it’s you getting your e-mail; on this tab, you might
set additional safeguards, such as the use of Secure Password
Authentication (SPA).

¢ Connection: If you're on a network, Outlook assumes that you want
it to use the network connection to get your mail. If you need it to
dial up instead, you can indicate that fact on this tab.
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e Advanced: Your mail server may want Outlook to connect to it
through a different port than the normal 110 for incoming and 26 for
outgoing e-mail. Just type whatever port number your service provider
provides you into the appropriate box.

On the Advanced tab, you can tell Outlook to leave your e-mail on
the server after it downloads that e-mail. Doing so allows you to
retrieve the same messages on another computer until a specified
time has passed or you manually delete the messages yourself.

Intarnet E mail Settings (=)

Gereral | Quigoing Server | Cormecton | Advanced
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example: “Work™ or Marosoft Mal Server”
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Crganirabon: | The Fake Company
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7. Click OK.

You return to the Internet E-mail Settings page of the Add New Account
wizard (refer to Figure 3-3).

8. (Optional) Click the Test Account Settings button to open the Test
Account Settings dialog box.

It’s always nice to make sure that things work now, instead of finding out
later they don’t. As soon as you click the Test Account Settings button,
Outlook sends a test message to you and makes sure that you can
receive it. The Test Account Settings dialog box displays the progress of
all this testing stuff. If all systems are go, Outlook gives you a high five.
For additional excitement, you can race over to your Inbox and read the
test message that Microsoft sent you.

9. After all the testing is done, click Close to exit the Test Account
Settings dialog box, and then click Next in the Add New Account
wizard to advance your way to the last page.

A very large congratulatory message opens. Outlook realizes the
importance of positive feedback — particularly if it initially let you down
when you tried to configure your e-mail account automatically.

10. Click Finish to close the congratulatory message.

Book |
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Maintaining Your E-Mail Accounts

After you create your e-mail account(s), you can sit back and let the good
times roll — or, at least, let the e-mail roll in. You probably seldom (if ever)
have to make changes to your e-mail account. However, like with the best
laid plans of mice and IT people, things do go wrong, and so you have to be
ready to don your red cape and pocket protector at a moment’s notice.

Fixing a lost password

The trouble with most passwords is that they’re so darn picky. Unlike in
horseshoes, close doesn’t count — passwords have to be letter-perfect when
you use them. Passwords are often case-sensitive, so capital letters have to
appear in the correct spot.

You may start to see the message in Figure 3-5 often.

Enter Network Password =
Figure 3-5: R —
A rea”y Server mad comcast.net
annoylng Lser Name:
Outlook easswerd:
message ™ Sawe s pasoword in yous pasmond ot
” & ] oo |

You may see that message continuously pop up for a number of reasons:

4+ You entered an incorrect password — or left the password blank —
when you set up your e-mail account.

4+ You failed to check the Remember Password check box when you set up
your e-mail account.

4+ You forgot your password and your service provider has assigned you a
new password to replace the old one.

Even more annoying than the message in Figure 3-5, the one shown in Figure 3-6,
which tells you that Outlook is having trouble sending and/or receiving
your e-mail.
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At this point, you reenter your password into Outlook (so it will hopefully
remember it and stop bugging you) by following these steps:
1. Click the File tab to display Backstage and then select Info from the
list on the left.
The Account Information options appear on the right.
2. Click the Account Settings button on the right, then select Account
Settings from pop-up menu that appears.
The Account Settings dialog box, shown in the background in Figure 3-7,
appears.
Account Settings &
F mail Accounts
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3. Select the e-mail account that you want to change, and then click the
Change button.

The Change Account wizard opens. (See the foreground in Figure 3-7.)

4. Type your password in the Password text box in the Logon
Information area.

5. Select the Remember Password check box.
6. Click Next.
The final page of the wizard appears.
7. Click Finish to close the Change Account wizard.

8. In the Account Settings dialog box, click Close.

Setting the default account

One of your e-mail accounts acts as the default for Outlook. It’s not like it
can stroll in and get a table ahead of the other accounts, but Outlook does
treat it as the leader. Outlook uses the default account when you send
e-mail, which means that replies to those e-mails automatically return to that
default account. Now, you can easily select a different account that you want
to use with a single e-mail just prior to sending it, but unless you feel like
doing that all the time, set your default account to the one you use the most.

If you set up multiple e-mail accounts and aren’t sure which one is the
default, return to the Account Settings dialog box by clicking the File tab

to display Backstage, selecting Info from the list on the left, clicking the
Account Settings button on the right, and selecting Account Settings from
the pop-up menu that appears. After all this selecting, the Account Settings
dialog box appears. (Refer to the background in Figure 3-7.) One of the e-mail
accounts is flagged with a checkmark icon, which indicates that the account
is the currently designated default. If you want to change which account

is the default, select the account from those listed in the Account Settings
dialog box, and then click the Set as Default button.

Changing your account information

Once in a while, the mail server that you connect to in order to receive and
send e-mail might change. For example, the cable company in your area may
change from Adelphia to Comcast. Or you might receive a notice from your
service provider telling you that they’ve upgraded their servers and your
POP3 has changed frommail.isp.comto incoming.isp.com.

Follow these steps to change your account information:

1. Click the File tab to display Backstage and then select Info from the
list on the left.

The Account Information options appear on the right.
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Click the Account Settings button on the right, then select Account
Settings from the pop-up menu that appears.

The Account Settings dialog box appears. (Refer to the background in
Figure 3-7.)

Select the e-mail account that you want to change and click Change.

The Change Account wizard appears. (Refer to the foreground in
Figure 3-7.)

In the Server Information section, enter the complete name of the
incoming server provided by your service provider in the Incoming
Mail Server text box.

Enter the complete name of the outgoing server provided by your
service provider in the Outgoing Mail Server (SMTP) text box.

The incoming server address controls the way in which you receive
e-mail. Conversely, the outgoing server controls the way you send
your e-mail. Theoretically, your service provider supplies both server
addresses. However, the outgoing server may come from a different
source. If you're traveling, for example, you may need to connect to a
different network than the one you normally use. If so, you may be able
to receive new mail, but none of your outgoing messages leave your
Outbox.

If your service provider has made changes to your mail server address,
it may have changed your e-mail address, as well. If so, you can make
the appropriate change in the wizard.

Click Next.
The final page of the wizard appears.
Click Finish to close the Change Account wizard.

Click Close in the Account Settings dialog box.

Changing your connection type

You can connect to the Internet in two ways: through a network connection

or through a phone line. When you first purchased your computer, you
were probably prompted to reveal the type of Internet connection you
have. However, if you're having trouble connecting to the Internet — or you
change the type of connection that you have — you need to pass that
information along to Outlook. Follow these steps:

1.

2.

Click the File tab to display Backstage and then select Info from the
list on the left.

The Account Information options appear on the right.

Click the Account Settings button on the right, and select Account
Settings from the pop-up menu that appears.

Book |
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Figure 3-8:
Changing
Outlook’s
connection

type.

The Account Settings dialog box appears. (Refer to the background in
Figure 3-7.)

3. Select the e-mail account that you want to change and click Change.

The Change Account wizard appears. (Refer to the foreground in
Figure 3-7.)

4. Click More Settings.
The Internet E-mail Settings dialog box appears.
5. Click the Connection tab.

Your Connection options spring into view, as shown in Figure 3-8.
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6. Select the correct Connection option.
You have three connection options to choose from:

¢ Connect Using My Local Area Network (LAN): Use this option if you
get your Internet connectivity courtesy of a network. (If you connect
to the Internet using a DSL/cable modem, then this is typically the
option you want to select.) Optionally, you can select the Connect
Via Modem When Outlook Is Offline check box if you want to use a
dialup connection when you’re not connected to your network.

¢ Connect Using My Phone Line: This option is for instances when
you’re dialing into the Internet through your telephone line. After
selecting this option, click Add, select a dialup type from the Set Up a
New Connection wizard, then enter the information provided to you
by your service provider when prompted by the wizard.
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¢ Connect Using Internet Explorer’s or a 3rd Party Dialer: Select this Book |
option if you want to use the dialer that pops up when your dial-up Chapter 3
connection (phone line) is not yet initiated, and you want to use
Internet Explorer or another Web browser to handle the dial-up
connection to the Internet for you, even reconnecting automatically
if the connection is broken).

7. Click OK to close the Internet E-Mail Settings dialog box.

Sjuno2ay [IeN-3
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8. Click Next in the Change Account wizard.
The last page of the wizard appears.
9. Click Finish in the Change Account wizard to save your changes.

10. Click Close in the Account Settings dialog box.
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Chapter 4: Importing
Data into Outlook

In This Chapter

v Importing old e-mails from other e-mail programs
v+ Importing other e-mail programs’ e-mail account information
v+~ Grabbing names and addresses from other e-mail programs

v+~ Importing data from other sources

A fter you install Microsoft Outlook and set up your e-mail account,
you're ready to send and receive e-mail. If you've been using a different
e-mail program in the past, though, you may not have set up any e-mail
accounts in Outlook yet, in hopes that maybe somehow you can get those
accounts out of that lousy e-mail program you’ve decided never to use
again. As it turns out, you may be able to import your e-mail account
information from your old e-mail program without a lot of fuss and bother.

But even if you already set up your e-mail accounts in Outlook, you may
want to take one more step and import that old e-mail data into Outlook.
You might import old messages so that you can still refer to them from time
to time, for example. Or you might import your old contact data so that you
can avoid having to retype e-mail addresses. You can import e-mail data
from a variety of sources, including other popular e-mail programs and
database files, such as Access or Excel files.

First, a little background: Outlook Express is an e-mail program that used to
come free with Windows, and so it’s a pretty popular solution for handling
e-mail. Windows Malil is basically Outlook Express from a different planet
(Windows Vista). Outlook Express/Windows Mail don’t include Calendar,
Tasks, Notes, or Journal, or anything even close to all the features and
functionality of Outlook — just e-mail and a simplistic Contacts list. So,
since Santa has put Outlook 2010 under your tree, you probably want to
leave its clunky cousins far behind. Outlook, not too surprisingly, makes the
transition from Outlook Express/ Windows Mail fairly painless.
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In Windows 7, you don’t exactly get a free e-mail program, but you do get a
link to Windows Live Mail (also called Windows Live Hotmail, Hotmail, or
Windows Live Essentials). Although Windows Live Mail now includes a Web
calendar and task keeper, it’s still not as feature-rich as Outlook. However,
unlike other HTML e-mail accounts, you can synch Windows Live Mail with
Outlook (display your Live calendars and contacts in Outlook, and update
Windows Live with any changes you make) and continue using both, if you
like.

Importing E-Mail Data from Outlook’s Cousins

When you installed Outlook, it asked you whether you wanted to import
data from your old e-mail account, and you probably clicked Yes, Ma’am!
(okay, Outlook doesn’t actually have a Yes, Ma’am! button — but the Yes
button can get the job done). But if you weren’t sure at the time whether
you wanted to import that stuff until you tried out Outlook and decided it
wouldn’t bite, you're stuck with a problem: You want that data and hope it’s
not too late to get it. In this section, you learn how to grab old e-mail messages
from Outlook’s cousins: Outlook Express, Windows Mail, and Windows Live
Mail.

Importing Outlook Express/Windows Mail messages

If Outlook and Outlook Express/Windows Mail are on the same computer,
follow these steps to import Outlook Express/Windows Mail e-mail into
Outlook:

1. Click the File tab to display Backstage and then select Open from the
list on the left.
The Open options appear on the right.

2. Select Import from the options on the right.

The Import and Export wizard appears, as shown in Figure 4-1.

Import and Export Wizard
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3. Select Import Internet Mail and Addresses, and then click Next.

The Outlook Import Tool wizard makes its appearance. (See Figure 4-2.)

Outlnak Impar Tosl

B
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Select the Outlook Express 4.x, 5.x, 6.x or Windows Mail option.
5. Select just the Import Mail check box, and then click Finish.

You can import contacts at the same time by checking the Import
Address Book check box. If you select this additional option, the wizard
changes a bit and you have another step to complete. See the section
“Importing Contacts,” later in this chapter, for help.

A summary of what was imported and what wasn’t appears. Usually
Outlook imports everything, but if it had a problem with a particular
message, it might not be able to grab it. Typically though, the only thing
Outlook won’t import is duplicate contacts (again, see the section,
“Importing Contacts” for help with that.) If you want to save this sum-
mary, click Save in Inbox. Otherwise, just click OK.

Grabbing Outlook Express/Window's

Mail account info

E-mail is only one part of Outlook Express/Windows Mail that you might
want to transfer to Outlook. Another part is your e-mail account info. After
all, who wants to sit there and manually type in POP3 and SMTP addresses? |
know I don’t.

You can grab your e-mail account stuff out of Outlook Express/Windows Mail
if you have Outlook on the same computer as Outlook Express/Windows
Mail. Follow these steps:

1. Click the File tab to display Backstage and then select Open from the
list on the left.
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Figure 4-3:
Grab that
e-mail
account
info.

The Open options appear on the right.
2. Select Import from the options on the right.
The Import and Export wizard appears. (Refer to Figure 4-1.)
3. Select Import Internet Mail Account Settings, and then click Next.

The Internet Connection wizard appears. (See Figure 4-3.)
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4. Select the Outlook Express or Microsoft Windows Mail option, and
then click Next.

Outlook pulls your old account info from Outlook Express/Windows Mail
and displays it for you, one page at a time, so that you can verify it and
make changes.

5. Confirm the Display Name (see Figure 4-4), and then click Next.

The Display Name is pulled from your old e-mail account. It’s the name
that shows up in the From field in an e-mails you send, so it should
reflect the name you want to be known by. Make any changes you want
to the Display Name and click Next.

6. Confirm your e-mail address and click Next to advance to the next
page of the wizard.

7. Confirm that the incoming and outgoing mail servers are correct and
click Next to advance to the next page of the wizard.
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8.

10.
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Confirm your login info. Click Next to advance to the next page of the
wizard when you’re done.

You need to confirm the Account Name (username) and Password that
you use to log into your e-mail account. Select the Remember Password
option if you don’t want to enter that data each time you check mail.

If you need to use SPA (Secure Password Authentication) with this
account (check with your service provider), be sure to select the Log In
Using Secure Password Authentication (SPA) option.

Confirm how you connect to the e-mail server, then click Next to
advance to the last page of the wizard.

You connect either through a modem, by using a network, or over the
Internet.

Click Finish.

The account information is imported into Outlook. If you want to verify
it, click the File tab to display Backstage, select Info from the list on the
left, click the Account Settings button on the right, then (you guessed it)
select Account Settings from the pop-up menu that appears.

Synching Windows Live Mail with Outlook

If you have a Windows Live Mail account, you can set it up in Outlook and
use Outlook to send and receive from that account. (For help in setting up
e-mail accounts in Outlook, see Book I, Chapter 3.)
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In addition, with the help of a little gizmo called Outlook Connector, you can
import your Live Mail contacts and calendars into Outlook and use its tools
to organize and manage them. Outlook Connector updates any changes you
make in Outlook to your Windows Live Mail account (and vice-versa) so
both are always kept in synch. That way, you get the best of both worlds.

On one hand, you get access to your appointments, meetings, and contacts
from, well, anywhere you can access the Internet. On the other hand, you get
to take advantage of Outlook’s stream-lined features and sophisticated tools
to make fast work of any e-mails you need to send or contacts/appointments
you need to add. Not bad for a free e-mail account!

To work this little magic, you need to first download and install the nifty
Windows Live Mail-Outlook synchronizer gizmo, otherwise known as
Outlook Connector. Follow these steps:

1. Connect to the Internet, start your Web browser, and search for
Outlook Connector using a search engine such as Google.

2. Once you find the program OutlookConnector.exe, download it to
your computer.

A dialog box appears, asking whether you want to save the program file
or open it.

3. Click Open.

After the program is downloaded to your computer, a dialog box
appears, asking whether you want to run it. Yep, you do.

4. Click Run to install the program.

After the program is installed, a dialog box appears, prompting you to
enter your Windows Live Mail account info.

5. Type your e-mail address, password, and your name (as you want it to
appear when you send e-mail by using this account) in the appropriate
text boxes. Click OK.

Your Windows Live account is added to Outlook.
6. Start Outlook.

Your Windows Live Mail account appears in the Navigation pane. (Just
scroll down until you see it.)

7. Review your Windows Live Mail information.

For example, click the Inbox folder for your Windows Live Mail account
in the Navigation pane to view your e-mail messages. Send or receive
messages to your Live Mail account just as you would any other Outlook
e-mail account.
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Change to the Calendar module, and click your Live Mail calendar(s)

in the Navigation pane to view them (they should be listed in the My
Calendars group). Add or delete appointments, meetings, or events as
you like. Outlook Connector will update your changes to your Live Mail
account automatically.

Change to the Contacts module, and click your Live Mail contacts in the
Navigation pane to view them. You should find them in the My Contacts
group, labeled Contacts — yourname@live. com or something similar.
Add or remove contacts from this group, and your changes are auto-
matically updated to your Live Mail account.

Importing E-Mail Data from Eudora

Figure 4-5:
Go get those
Eudora
messages
and
addresses.

If you've used Eudora for a while, you’ve probably accumulated more than a
few contacts and messages that you just don’t feel like losing — at least, not
yet. Moving from Eudora Pro or Eudora Light (versions 2.0 to 4.0) is fairly
straightforward. Just follow these steps:

1. Click the File tab to display Backstage and then select Open from the

list on the left.
The Open options appear on the right.

2. Select Import from the options on the right.

The Import and Export wizard appears, as shown in Figure 4-5.
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. Select Import Internet Mail and Addresses, as shown in Figure 4-5, and

then click Next.
The Outlook Import Tool dialog box appears (refer to Figure 4-2).

. Select the Eudora (Pro and Light) 2.x, 3.x, 4.x option.
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5. Select the Import Mail check box, and then click Next.

You can, if you want, import contact info from Eudora when you grab
old messages by selecting the Import Address Book check box. See the
following section for help.

6. Click Finish.

A summary of what got imported and what didn’t appears. If you want to
save this summary, click Save in Inbox. Otherwise, just click OK.
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If you use a newer version of Eudora (5.0 or higher), you can’t easily get

that data into Outlook because Outlook offers no option for importing it,

as Figure 4-2 makes abundantly clear. If you're using Windows XP, then
you're in luck because that means you have Outlook Express. Basically,

with Windows XP, you can import your Eudora data into Outlook Express,
and then import the Outlook Express data into Outlook. If you use Windows
Vista or Windows 7, however, it no longer includes Outlook Express — it
uses Windows Live Mail, instead. In such a case, you can try exporting a CSV
(Comma Separated Values) file from Eudora and importing it into Windows
Live Mail.

Importing Contacts

Importing requires more than just grabbing ancient e-mail messages from
your old e-mail client. For me, at least, | need to get my contacts into Outlook
(so that I don’t have to type them back in) more than I need to be able to
peruse dusty old messages. Regardless, you can easily import your old

addresses from Outlook Express, Eudora Light, or Eudora Pro (2.0 to 4.0).
‘SQ,N\BEH
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If you have Eudora 5.0 or higher, you can use the same technique that you
use to import Eudora messages. See the preceding section for more info.

To import addresses from Outlook Express or Eudora Light/Pro (versions 2.0
to 4.0), follow these steps:

1. Click the File tab to display Backstage, and select Open from the list
on the left.
The Open options appear on the right.

2. Select Import from the options on the right.
The Import and Export wizard appears. (Refer to Figure 4-5.)

3. Select Import Internet Mail and Addresses, and then click Next.

The Outlook Import Tool wizard makes its appearance. (Refer to
Figure 4-2.)



Figure 4-6:
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4. Select either the Outlook Express 4.x, 5.x, 6.x or Windows Mail option,
or the Eudora (Pro and Light) 2.x, 3.x, 4.x option.

5. Check just the Import Address Book check box, and then click Next to
move to the next page of the wizard.

You can import contacts at the same time by checking the Import
Address Book check box. See the section “Importing Outlook Express/
Windows Mail messages,” earlier in this chapter, for more info.

6. Decide what to do with duplicates.

When you import contacts, you probably have information for several
people who have the same name. These names might represent unique
contacts who just so happen to share the same name, or they might be
duplicate entries that have either newer or older information. In any
case, in the Import Addresses dialog box (refer to Figure 4-6), you can
have Outlook do one of the following if it finds duplicate contacts during
the import process:

Import Addressas

Addresses will be mported into your Cutiook:
Combact Foider,

Cphers
Benlace dusicates with items mported
@ allew duplentes ta be created

Do not mport duphcate ivems

¢ To remove existing contacts and replace them with the ones you're
importing, select Replace Duplicates with Items Imported.

¢ To keep existing contacts and also import duplicates, select Allow
Duplicates to Be Created.

e To keep existing contacts and skip over duplicate entries in the
import file, select Do Not Import Duplicate Items.

7. Click Finish.

A summary of what got imported and what didn’t appears. For example,
if you told Outlook to skip over duplicate entries, the summary tells you
how many contacts were skipped.

8. If you want to save the summary, click Save in Inbox. Otherwise,
click OK.
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Figure 4-7:
The Import
and Export
wizard.

Some people store contact information everywhere, and not just in an e-mail
program. For example, you might have names and addresses stored in Excel
or Access that you now want to use in Outlook. You might have an Act! client
list or a Lotus Organizer contacts list that you want to grab. You use a similar
process for various types of data files.

You can’t import an Excel 2007 or Excel 2010 file directly into Outlook 2010,
as silly as that sounds. But you can save your Excel 2007/2010 workbook in
Excel 2003 format, and then import that. Before you do anything, though,
you need to name the range of Excel data that you want to grab.

If you are a fan of RSS (Really Simple Syndication, a newsfeed) you might
want to import your old list of feeds. Start the Import and Export wizard;
select Import RSS Feeds from an OPML file or Import RSS Feeds from the
Common Feed List and click Next; if importing an OPML (Outline Processor
Markup Language) file — an XML file format popular with bloggers — select
the file to import and click Next; select which feeds within the file that you
want to subscribe to and click Next; then click Finish to close the wizard.

Follow these steps to import data into Outlook:
1. Click the File tab to display Backstage, and select Open from the list
on the left.
The Open options appear on the right.
2. Select Import from the options on the right.

The Import and Export wizard appears, as shown in Figure 4-7.

Import and Export Wizard
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ACT!, Loaus Qrganizer, Ousiook data fles (PST),
database fles, text fles, and others.

-

go |[ Mextz | [ come |

3. Select the Import from Another Program or File option, and then
click Next.

The Import a File wizard makes its appearance. (See Figure 4-8.)



Importing Other Data 93

Figure 4-8:
Pick a
program.

Import a File

Gebect fle type to mport from:

[ Lokus Cranizer 5.x -
Mirugalt Ausess 97-2003
T,

Outiock Data Fe {.pst]
Quilook Express 4.5, 5.x, f.x o Windows Mal 5
Perwonal Address Bock

Tab Separated Vakies {D0OS)

Tab Separted values Mndou)

| <Bock [ eats

4.

a\\J

Select the type of file that you need to import, and then click Next.
The File to Import page of the wizard appears.

If you don’t find the file type that you're looking for in the list, don’t
despair. Go back to your original program and save the data in either
comma-separated values (CSV) or tab-separated values format. You can
then import the CSV or tabbed file into Outlook.

Click Browse, locate the file to import, and click OK to return to
the wizard.

Decide what to do with duplicates, and then click Next.

While Outlook imports these new items, it may discover that one of
them has the same information as an existing item. In the File to Import
page of the wizard, you tell Outlook what to do in such cases:

¢ To remove existing items and replace them with the ones you're
importing, select Replace Duplicates with Items Imported.

e To keep existing items and also import duplicates, select Allow
Duplicates to Be Created.

¢ To keep existing items and skip over duplicate entries in the import
file, select Do Not Import Duplicate Items.

After making a selection, click Next to continue to the Select Destination
Folder page of the wizard, as shown in Figure 4-9.
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Figure 4-10:
Map your
data.

Importing Other Data

Select which folder in Outlook you want the data to go into from the
Select Destination Folder list, and then click Next.

For example, if you’re importing a name and address list, select the
Contacts folder (refer to Figure 4-9). After you click Next, the Following
Actions Will Be Performed page of the wizard appears, as shown in the
background of Figure 4-10.

This mavy ke few minutes and cannat be canceled.

The follaning actions wil be performed:
A tmpart “Contacts" intn folder: Contacts

| msp st piekds .. |

Change Destination ...
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Contacts Contacts

Value - Field
Title B Name
Firsthame Company  Company
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Jubs Titke

10.

11.

@ Busness Address
B Home Address
@ Other Address

<Brevious | |

Click the Map Custom Fields button.

The Map Custom Fields dialog box appears, as shown in the foreground
of Figure 4-10.

Match up fields.

For database-like files, such as Excel, Access, or CSV files, you need

to select a table or worksheet, and then map the fields, a process that
involves selecting a field (such as Name) in the import file and providing
Outlook with the field (such as Last Name) in the folder to which you're
importing data (such as Contacts).

Basically, you select a field from the list on the left, which represents the
import file, and then drag that field onto an Outlook Contacts field, listed
on the right. This dragging-from-the-left-over-to-the-right thing is called
mapping, and it’s basically sophisticated finger pointing. You’re pointing
the way from the import file to Contacts for all the imported file’s data
fields.

When you finish making your map, click OK to return to the wizard.

Back in the wizard, a Finish button has now appeared. This is looking
good!

Click Finish.
The data is imported into Outlook.
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Chapter 1: Creating New
Messages: Beyond the Basics

In This Chapter

+ Understanding the steps involved in sending e-mail
+* Getting e-mail that others send to you

v+ Dealing with multiple address books

+~ Sending copies and blind copies of messages

+~ Formatting message text and attaching files

v+~ Saving a draft of a message for later

Sending a simple message — such as “Hey, how are you? Where’s the ten
bucks you owe me?” — is fairly straightforward (although I review that
process in this chapter, just in case you missed something in the whirlwind
tour in Book I, Chapter 2). However, it takes a little more work to make your
text look distinctive enough to stand out from the crowd of other messages
most people receive in a day. And maybe even a little more effort to include
an image or a file with the message. And perhaps you have to do some
actual thinking when you need to fish for an address hidden deep inside one
of your address books. No matter — you can find out how to deal with all
these things and more in this chapter.

Creating a Message, Step by Step

In Book [, Chapter 2, you can discover a lot of quick and dirty tricks for
using Outlook, including how to send a quick e-mail message. Sending a
message isn’t all that complex, but if you've never done it before, you might
appreciate a little more info which I provide here.

Step 1: Display the message form
This step is probably no mystery; you can use the New Items button,
located on the Home tab of the Ribbon, from anywhere in Outlook to create
a new something. To create a new e-mail message, follow these steps:

1. Click the New Items button on the Home tab.

Along list of options appears.
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Creating a Message, Step by Step

2. Select E-Mail Message from the list.

If you're in the Mail module, just click the New E-Mail button instead.
Whichever way you do it, a new message form appears. Continue to the
next section to learn how to address your new message.

You can create e-mails that have fancy colorful backgrounds by using
templates that you can get from Microsoft’s Web site. See Book II, Chapter 4
for more information.

Like most programs, Outlook offers about a billion ways to do everything.
Typically, I like to start by showing you the normal way to do something,
such as clicking the New Items or New E-Mail button to create an e-mail
message. (See, you have two ways already!) Back in Book [, Chapter 1, I show
you how to drag and drop a contact onto the Mail button to create an e-mail.
Well, this next approach is so cool, so simple, that I just have to show you
how to use it, too. To send an e-mail to someone who has sent you an e-mail,
just click one of those e-mails, and in the Reading pane, hover the mouse
pointer over the sender’s address. A Contact Card appears, covered in lots
of cool buttons (See Figure 1-1.) To send an e-mail to that person (and not

a reply to the message you're viewing), click the little envelope-like button
on the far left. The message form appears. (The Contact Card features other
buttons; I talk about them in other chapters. Don’t worry; I won’t forget.)
There are a couple of things I want to mention, though, before I move on —
if you want to examine the Contact Card closely, you can pin it open by
clicking the Pin button (refer to Figure 1-1). This pinned card, by the way,
remains on top of all your windows, not just Outlook. Click the Pin button
again and click anywhere else to make the Contact Card disappear. You can
also click the Close button (the X) to close the card immediately. Click the
Expand button to display more info about the contact, such as phone
numbers, office, department, and location. Notice that with the Contact Card
expanded, you can make changes to the contact’s info by clicking the Open
Contact link, located at the bottom of the expanded card.

Step 2: Address the e-mail

You have to address the message so that Outlook and all those e-mail servers
on the Internet know who to pass the message on to. You see, there are
special computers, located throughout the Internet, whose purpose is to
handle incoming and outgoing e-mail for a group of people — such as all the
people who work for your company. An e-mail server is kind of like a local
post office; using the e-mail address attached to a message, the server sorts
e-mails and passes them on. If a message comes in for someone working at
your company, then the message is transferred to that person’s computer
whenever he or she logs on and requests e-mail. If a message arrives
addressed to someone who uses a different e-mail server, then that message
is passed along the Internet chain till it gets to its destination.
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Use the
Contact
Card to
send a quick
e-mail.
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Basically, an e-mail address is broken down into two parts, separated by an
@ sign: The first part identifies the person to whom the message is being
sent, and the second part identifies the e-mail server. For example, the e-mail
address joebrown@fakeco.com tells an e-mail server that the message is
meant for Joe Brown, who gets his e-mail from a server at Fake Co. Likewise,
tenesha.j.ruiz@aol.com identifies an e-mail for Tenesha J. Ruiz who
gets her mail from AOL.

After you're armed with an e-mail address, you simply type that address

in the To box of the Message form, as shown in Figure 1-2. If this person is
somebody you think you'll be writing often, you might want to enter the
e-mail address in your Contacts list (see Book V, Chapter 1 for the how-to).
Entering the address in Contacts makes it much easier to address e-mails;
you simply have to type a contact’s name in the To box, like this: Scott
Thompson. If your Contacts list has only one Scott, or only one to whom you
send e-mail on a frequent basis, try typing just Scott.

Outlook then checks the Contacts list for a match and, assuming it finds
one, it displays a list of matches — in this case, all the Scotts. Just click a
name in the list that appears to select it. If you type the whole name, such
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as Scott Thompson, and then move on to type the message or subject or
whatever, Outlook doesn’t mind. It looks up the contact name that you typed
while you continue to work, and (assuming it finds a match) it underlines
the name you typed. This process is called resolving the e-mail address, and
I discuss this topic in more detail in the section “Resolving to Find the Right
E-Mail Address,” later in this chapter. For now, just know that the magic
works, assuming you type the name in a way that matches how it’s entered
in Contacts.

In Figure 1-2, Outlook underlined the e-mail address that I manually typed
in. Outlook underlines all manual addresses, working under the assumption
that if you took the time to type it in, you did so carefully. In other words,
this underline doesn’t reassure you that the e-mail address you typed in is
valid. So, be careful when you’re typing in e-mail addresses.

Names found in Contacts Names not found
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Figure 1-2: =

g To.. Deneesha Editor : om; | Eyrn, Pat; soott fiton; andrew cooper
Type an )
e_ma” Subject Urgent update to this week's sales meeting
address in i
the To box.

Typed e-mail address

If you type a short message, Outlook may not have looked up (resolved) the
names that you typed in the To box. If those names aren’t underlined or if
you see a red, wavy underline, then Outlook may not know who are talking
about. If you're not sure if Outlook has tried to resolve the names or not, you
can nudge Outlook into checking them now by clicking the Check Names
button in the Names group on the Ribbon’s Message tab.

If, somehow, the name you type doesn’t get matched with an entry in
Contacts, you can go searching for the name by clicking the To button. What
happens next depends a lot on your e-mail setup and requires a broader
understanding of the Contacts list and something called an address book.
So, for the time being, I'll leave the clicking the To button business alone and
let you read up on it in the next section.
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In Figure 1-2, you may have noticed the From button, located just above the
To button. This button appears if you have multiple e-mail accounts, and it
lets you choose which account you want to use when sending this message.
(Replies to the message also come to the account that you select — if anyone
replies to the message, that is.) Get all the details in Book Ill, Chapter 5.

Step 3: Send extra copies of the message

If you need to get the word out to multiple people, you can go about that in
several ways:

4+ Type ; (semicolon) after the first e-mail address in the To box, and
then type another e-mail address. For example, the To box might look
like this:

scott.thompson@fakeco.com; tenesha.j.ruiz@aol.com

4+ Type an address in the Cc or Bec fields. Cc stands for carbon copy, and
it literally sends a copy of the message to the people you designate. Bcc
stands for blind carbon copy, and it secretly sends a copy of a message
to someone without letting the others in the To or Cc fields know that
you've done it. (See the section “Sending Carbon Copies (Cc’s) and Blind
Carbon Copies (Bcc’s),” later in this chapter, for help in using these
fields.)

Step 4: Enter a subject and a message

Before you type the message, you should enter a subject or description of
that message’s content. Just click in the Subject text box and type a brief
description. Your recipient can then glance at the subject when the e-mail
comes in and decide whether to ignore you now or later.

You don’t actually need to type a subject, but most people enter one — and
the right subject can make all the difference in whether your message gets
read. You might type Update on Sales Meeting Today or What you
been up to?.Both subjects identify the content of the message and help
the reader identify the e-mails that need to be read right now.

The Subject becomes even more important with Outlook 2010 because of its
Conversation view, which groups e-mails with the same subject (which are
probably part of the same back and forth conversation) together so that you
can quickly review them.

After entering a subject, click in the big text box at the bottom of the
Message form and type your message. (See Figure 1-3.) Even when I'm just
sending a file, I always type something about the attachment in the body of
the message so that the reader doesn’t think the e-mail’s empty and some
kind of strange prank. (You find out how to add file attachments in the
section “Attaching a File to a Message,” later in this chapter.)
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Figure 1-3:
Type your
message in
the big text
box.
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Follow the normal word-processing procedures for typing your message:
Just type, and the words flow automatically between margins. Follow these
other tips for entering text:

4 Press Enter to begin a new paragraph. As you may have noticed, when
you type text into the Message area of the form, the text wraps between
the left and right edges of the window automatically. You don’t have to
do anything to get text to appear on the next line but fill that line up,
letting excess text flow down. If you want to begin a new paragraph,
press Enter, and text is automatically placed on the next line. To leave a
bit of eye space (white space) between paragraphs, press Enter twice.

4+ Press Backspace to back up and erase characters to the left of the
cursor; press Delete to erase characters to the right. To delete a large
section of text, drag over it to select it first, and then press Delete.

4+ Select text, then drag and drop it to move it. To select text, just drag
over it. Selected text is highlighted. After selecting text, move the mouse
pointer over it, click and hold the mouse button to drag. As you drag,
a horizontal line marks where the text will be placed once you drop it
(release the mouse button).

4 Press Home to move to the beginning of a line; press End to move to
the end of a line. Press Ctrl+Home to jump to the top of the message or
Ctrl+End to move to the end of the message.
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4+ In most cases, you can add formatting to the text before or after you
type. See the “Formatting Text to Make Your Messages Stand Out”
section, later in this chapter, for the scoop.

If you're wondering what to say, you might begin like you're typing a regular
letter, with a Hi, Hello, or Hey there. For a closing, you can add Sincerely

or Thanks, and then your name. A lot of people include an e-mail address,
postal address, Web address, IM address, and phone number after their
name to make it easy for the reader to contact them. If you want to get fancy,
you can save your basic contact information in a file called a signature that
Outlook adds to your outgoing e-mails automatically. (For the word on how
to create a signature, see Book I, Chapter 4.)

Step 5: Send it off

When you finish creating the perfect message, check the InfoBar, located
just below the Ribbon, for special warnings. (Refer to Figure 1-3.) You
typically see warnings only if you work in an office under Exchange, where
MailTips pop up to warn you of various faux pas such as e-mailing large
groups of people, e-mailing someone who’s on vacation, or replying all

to a message you received as a blind carbon copy (and thus, revealing to
everyone that you got the message too). If you don’t see any warnings (or
you want to ignore them and continue anyway), click the Send button to
send your message off. After you click Send, the message is placed in your
Outbox, where Outlook immediately sends it up to your e-mail server for
processing, assuming that you're connected to the Internet or your company
network.

As I mentioned, if you work on a company Exchange network, you may see
warnings about the message you're about to send in the InfoBar, along the
lines of “This person is out of the office,” or “You're about to send this
message to 493 of your nearest and dearest” — which begs the obvious
question, “Do you want to send this message anyway?” Well, do you? If so,
click Send.

If, for some reason, the e-mail isn’t sent immediately, you can press F9 or
click the Send/Receive All Folders button on the Quick Access toolbar to
coax it along. Both the F9 key and the Send/Receive All Folders button start
a send-and-receive cycle that sends e-mail, checks for new e-mail on the mail
server, and downloads any new messages. If you only want to send e-mail
right now, click the Send All button on the Send/Receive tab, instead.

You probably want to check your spelling and grammar before you send
off a message, if for no other reason than to prevent embarrassment over a
simple mistake. See Book II, Chapter 3 before clicking Send.

If you're not ready to send the message right now, you can save it in the Drafts
folder, make changes later on, and then send it (which we discuss in the section
“Saving a Message So You Can Send It Later,” later in this chapter).
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’04 Retrieving Your Mail

After sending an e-mail message, if your mail server or one of the mail
servers along the path to your recipient can’t find the e-mail address you
used for some reason, an e-mail server sends you a message that tells you
it didn’t actually deliver the e-mail. When you receive that message, check
the address you tried to send your e-mail to carefully, make changes to it as
needed, and resend the message.

Retrieving Your Mail

Periodically, Outlook checks your mail server for new mail. Typically, it does
this check every 15 minutes, assuming you're connected to the Internet all
the time (or to your company’s network). If you're not always connected

to the Internet, then Outlook probably checks e-mail when you ask it to —
whenever you click the Send/Receive All Folders button on the Quick Access
toolbar.

You can make Outlook get your mail at any time by clicking the Send/
Receive All Folders button. To change how often Outlook checks e-mail,
click the File tab to display Backstage and select Options from the list on
the left to summon the Outlook Options dialog box. In that dialog box, select
Advanced from the list on the left and, in the Send and Receive section, click
the Send/Receive button. The Send/Receive Groups dialog box appears;
select the All Accounts group from the Group Name list, and then select the
Schedule an Automatic Send/Receive Every “Number of” Minutes option.

Set “Number of” to the number of minutes you want to wait between send/
receive cycles. (See Book Ill, Chapter 1 for more information.)

Regardless of how it’s set up, at some point, Outlook contacts your e-mail
server — which looks to see whether you have any new messages. You can
watch the process of downloading e-mail by staring intently at the status
bar, where you can view a series of messages such as Send/Receive Status
40% and Send/Receive Complete.

When e-mails come in, Outlook does everything it can to gain your attention,
short of bopping you in the head. First, for each e-mail (unless they’re
coming in too fast), Outlook flashes a Desktop Alert. This alert briefly
displays the sender’s name, the subject, and the first few lines of the
incoming message so that you can instantly see whether you need to read
this message now. You can do a lot of things with these alerts:

4+ Get a longer look at the Desktop Alert. Just hover the mouse pointer
over the alert.

4+ Read the message. Move the mouse pointer over the bubble and click
the message header, as shown in Figure 1-4.

4+ Delete the e-mail without reading it. Simply click the X that appears
under the Mail icon on the left side of the bubble.



Figure 1-4:
When new
mail arrives,
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Hake the most of your Office Lve Werksaace
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Outlook changes its Taskbar to let  Flag this message | New mail alert |  Desktop alert

you know you have new mail. . .
Delete this message  Outlook System Tray icon

4+ Create an instant to-do item. Click the flag that appears under the mail
icon on the left side of the bubble. See Book VI, Chapter 1 for help with
to-do items.

4 Mark the message as already read. Click the down arrow located in the
upper right-hand side of the bubble, and select Mark as Read from list
that appears.

If you do nothing when a Desktop Alert appears, it fades away slowly on its
own, to be replaced by the next alert if you receive more mail. If you're slow
on the uptake like me (without coffee, at least), you can lengthen the time
that alerts stay on-screen; see Book Ill, Chapter 1 for details on how to adjust
Desktop Alert display time.

In addition to displaying a series of Desktop Alerts, Outlook plays a sound
to let you know you have mail, as well as placing a closed-envelope icon in
the Windows System Tray, as shown in Figure 1-4. In addition, Outlook also
changes its Taskbar icon (adding a small envelope) to tell you, “You've got
mail!” After alerting you in every way it can think of, Outlook places those
new messages in your Inbox, which is the main e-mail folder. The System
Tray New Mail icon sits next to the normal Outlook icon (which is always
there); the New Mail icon continues to appear until you switch to Outlook
and review at least one of the new messages. Likewise, the Taskbar icon
continues to display that little envelope until you review the new messages.
At that point, the New Mail icon disappears and the Taskbar icon returns to
normal (much the same, just minus the envelope).

Finding new messages is easy since the Inbox is the only e-mail folder that
you have, until you create other folders to organize your messages. [ highly
recommend creating folders to keep similar messages together, such as
personal e-mail. See Book IX, Chapter 1 to find out how to create Mail folders.

Going through the mail

To read the new messages you receive, you need to switch to Mail by clicking
the Mail button on the Navigation pane, and then click a message header

to view its contents in the Reading pane, as shown in Figure 1-5. If (like

me) you've created various e-mail folders, then click the folder first in the
Navigation pane to see its list of messages, and then click a message header.
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Messages that you haven’t read appear with a bold message header. In
addition, e-mail folders that contain unread messages appear in bold, so you
know that you need to check those folders, not just your Inbox. Outlook also
kindly lists how many unread items are in each folder.
<P Sometimes, I click a message header to read an e-mail, only to find that my

attention span is shorter than I thought. I then mark the e-mail as unread so
that [ know to go back and actually read it (with full attention) later on. To
mark a message as unread, select it and then click the Unread/Read button
on the Home tab. If the message is open, click the Mark Unread button on
the Message tab.

Fast ways to review mail

Obviously, clicking a header here or there and then reading the message in a
tiny Reading pane may not be a very fast way to review a lot of messages —
but it is selective. You can speed up the process by displaying only the
messages you haven’t read yet and widening the Reading pane so that you
can read the message content without scrolling (which cuts down on the
time it takes). Follow these steps:

1. Click the Filter E-mail button on the Home tab, then select Unread
from the pop-up menu that appears.
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Figure 1-6:
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The view changes to display only unread messages in the current folder.
At this point, you can start reviewing those long lost puppies, or you can
take a minute to widen the Reading pane just a bit.

The Filter E-mail button basically initiates a search (in this case, for
unread messages) and displays the result. Thus, when you use the Filter
E-mail button, the Search Tools tab appears. To learn how to use these
search tools to refine your search, see Book IX, Chapter 4.

Click the Reading button on the Status bar.

The Status bar is located along the bottom of the Outlook window,
and you will find the Reading button there, just to the left of the Zoom
button. See Book II, Chapter 2 for help in using these view buttons.

When you click the Reading button, the Navigation pane and Ribbon are
automatically minimized, and the Reading pane is expanded to maximize
your reading pleasure, as shown in Figure 1-6.

Click the first message header.

The contents of the message appear in the Reading pane.

0| _'.‘ ¥ Search ool Inbeox - Personsl Folders - Microsoft Outlock = ef

Hame  Send/Recewe  Fal

lder  View Seareh

reacdtno

Amange By Date [Conversationg)| = |

4 Thies Weeks Aga

=] APA Medical [ W...

i Daity Bread pattemns
Kaye England Publications .

1 A new software up...
no-reply@updates blackhe.

H 1 save Time This Hall...
3 Chicken of the Sea 1217/2.
o
uw i Declband 17
Bergin, Jett 1216/2009
=
82)
lems: §

¥ | Peek inside for seasonal savings and winter fun!

Conner Prairie [info@connerprairie.org)
Fri L2A8/2009 9113 AM

Ta view this email as 2 web page. ga bere

Discover Wintertime Fun

at Conner Prairie

Holiday on the Prairie
Part of ICVA’s 17 FREE Days of Chri:

Gift
% Certificates:

a
3 b0 Buiau pawon V2100 16014 A 00 U [T A ) <]

" v

Indoars and then bundle up g

1036 Pradrigtewn autdnars Huarthss . E
Abruny ibach 3 =

010 =

FrSum. any £

Free Gift with $5 Conner Prairie b
Store Purchase Follow the Nosh

Through December 31 Star
B0 1641728
. 2010

Sta
Apri
azs

Adventure & Art
Summer Day b

suiy -,

e, | 00| 200% (=) W )

= Cunrer Braine
-

All folders are up te

Reading pane Reading button

Book

Chapter 1

saiseq ay}
puoAag :safiessaly

map buneasy



108 Working with Address Books

4. To read the next message, press the down-arrow key.

The contents of the next unread message appear in the Reading pane.

5. When you’re done reviewing your unread messages, click the Close
Search button on the Search tab.

The Search tab isn’t exactly showing right now, since the Ribbon is
minimized, but you know what to do — just click Search, and the tab
appears so you can click the Close Search button. If you want the
Ribbon to remain displayed, double-click the Search tab.

If you'd rather review your mail in a window so that you can see its contents
even more easily, follow these steps, instead:

1. Click the Filter E-Mail button on the Home tab, then select Unread
from the pop-up menu that appears.

Unread message headers appear in a long list.
2. Double-click the first e-mail to view it in a full window.

The message opens in its own window which you can maximize if
needed.

3. To view the next item, click the Next Item button.

The Next Item button appears on the Quick Access toolbar. To review a
previously viewed e-mail message, click the Previous Item button.

See Book II, Chapter 2 for more help in reviewing and replying to incoming
e-mail.

Working with Address Books

You might not have noticed, but Outlook checks e-mail addresses you type
in the Message form to see whether they’re valid prior to sending any e-mail
you create. Outlook checks e-mail addresses by looking through the Outlook
Address Book, which was created when Outlook was installed. The Address
Book contains your personal contacts.

As it so happens, you might actually have multiple address books. If so,
Outlook checks all of them in order to find a match for the e-mail address you
typed. Here’s a description of the type of address books you might be using:

4 Outlook Address Book: Outlook stores the contacts you personally
add to Outlook in its Address Book. If you create multiple Contacts lists
(which happens automatically as you add different e-mail accounts to
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Outlook, although you can add a Contacts folder manually if you want),
then these multiple Contacts lists are all stored in the Outlook Address
Book. If your Outlook is set up to use a Global Address List (see below
for a description), then you have two address books.

4+ Global Address List: If you work with Outlook at a company that uses
Microsoft Exchange (an e-mail and groupware server program), Outlook
is probably set up to use the company’s Global Address List, which
contains the names and e-mail addresses of all company employees.
If you're a college student, you might have access to the university’s
Global Address List, which contains the e-mail addresses of professors
and staff. Still, if you add a new contact to Outlook, it’s stored in the
Outlook Address Book.

4 Other address books: Regardless of whether you use only the Outlook
Address Book (and Contacts) or throw in a Global Address List as well,
you might want to mix it up a little by adding other address books.

For example, you could add an Internet address listing that uses LDAP
(Lightweight Directory Access Protocol). Basically, you can access
such a listing through the Internet to obtain directory information,
such as e-mail addresses; you might receive access to an LDAP through
your college or university, for example. You might also add a mobile
address book to Outlook. For example, a mobile address book is added
to Outlook when you sign up for Outlook Mobile Service, a service that
enables you to send instant messages using Outlook. See Book III,
Chapter 2 for more information on instant messaging. The mobile
address book keeps track of cell phone numbers and allows you to send
and receive text messages through the service.

When you set up Outlook to use multiple address books, you designate one
as the main address book, which means that Outlook searches it first when
it’s verifying names. The main address book also appears first when you
click the Address Book button on the Home tab or click the To button in a
message form to look up someone’s e-mail address manually. (For more on
verifying e-mail addresses and looking up names, see the section “Resolving
to Find the Right E-Mail Address,” later in this chapter) If you tend to search
for names in the Contacts list, rather than in a Global Address List, you
might want to change which address book Outlook searches first. You can
find out how to do so in the section “Choosing which address book is the
boss,” later in this chapter.

Attaching a new address book to Outlook

Companies typically set up their employees’ computers, so if your company
uses Exchange, your Outlook at work is probably already connected to the
company’s Global Address List. However, if you need to attach a university’s
Global Address List or some kind of Internet list to Outlook, follow these steps:
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110 Working with Address Books

1. Click the File tab to display Backstage, and select Info from the list on
the left.

The Account Information options appear on the right.

2. Click the Account Settings button, and select Account Settings from
pop-up menu.

The Account Settings dialog box pops up.
3. Click the Address Books tab and click New.

The Add New Account wizard, shown in Figure 1-7, appears.

Add New Account ==

Directary or Address Book Type
You ran chanse the type of dreciory o address hook yeu'd liee tn add

@ Internet Directory Service (LDAPY
Cannect tn an LDAR server to find and verify e mall addreases and ather
Information.

flditiunal Address Books.
Connect ko an address bock b find and verify e-mai addresses and other
informatien,

Figure 1-7:
What's
one more
address
book
between
friends?

fot |[_ments | [ cocd |

4. Select the address book type that you want to attach.
You have these two options:

¢ Internet Directory Service (LDAP): This option adds an Internet
directory list. Select this radio button and click Next. a new page of
the Add New Account wizard opens, displaying the Directory Service
(LDAP) Settings page, as shown in Figure 1-8. Continue to Step 4.

¢ Additional Address Books: To add a Global Address List or similar
address book, select this option and click Next. Another page of the
Add New Account wizard appears, displaying the Other Address
Book Types page. Select the type of list you want to add and click
Next. The last page of the wizard opens. Click Finish. You’re done (so
skip the remaining steps in this list)!
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5. Enter the server and logon information.
The Add New Account wizard asks for this info:
¢ In the Server Information box, type the server name of the computer
that contains the Internet directory list.
¢ If you need to use a password to access the list (you usually do),
select the This Server Requires Me to Log On check box, and then
type your username and password in the appropriate text boxes.
e Select the Require Secure Password Authentication (SPA) option if
your service provider asked you to do so.

6. Click the More Settings button. You see a warning telling you that you
must restart Outlook for these changes to take effect. Click OK to con-
tinue.

The Microsoft LDAP Directory dialog box, shown in Figure 1-9, magically
appears, begging for more information.
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Figure 1-10:
Outlook
wants just
a little more
info, please.
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7. Type the port number for the connection in the Port box.

[ assume that the service provider (perhaps a university) provided
detailed instructions for installing its LDAP, including the port number
they want you to connect through. Enter that port number in the Port
box. Select the Use Secure Sockets Layer option if the service provider
asked you to do so.

8. Click the Search tab.

A whole new set of stuff to fill in appears, as shown in Figure 1-10.
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Search fmeout in seconds: &0
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9. Change any of the Search tab options, as needed.
The tab features these options:

¢ The Search Timeout in Seconds option: Change this value if you
want to extend the amount of time Outlook will search for the list.

¢ The Specify the Maximum Number of Entries You Want to Return
After a Successful Search option: Change this value if you want to
limit the number of address books Outlook lists after searching.

¢ The Use Default or Custom radio button: If you select Custom, type
the name that the owner of the list gave you.

¢ The Enable Browsing check box: Select this check box if you want
to try searching for the list manually.

10. Click OK to close the Microsoft LDAP Directory dialog box.
You're returned to the Add New Account wizard.
11. Click Next to advance to the last page of the wizard, and then click

Finish to create a connection to the LDAP list.

After you add an address book, you must exit Outlook and restart it in order
to make the new address book available.
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Importing personal address books

In previous versions of Outlook (Outlook 2003
and older), you could create multiple personal
address books (for separating personal and
business e-mail addresses, for example), but
in Outlook 2010 (like in Outlook 2007), you can
have only one Outlook Address Book for stor-
ing the contacts you create yourself. You can
(and should) import the addresses from these
extra personal address books into the one
Outlook Address Book. Just follow these steps:

1. Click the File tab to display Backstage,
and select Open from the list on the left.

The Open options appear on the right.
2. Select Import from options on the right.
The Import and Export wizard appears.

3. Select Import from Another Program or
File from the Choose an Action to Perform
list, and then click Next.

The Select File Type to Import From page of
the wizard appears.

. Select Personal Address Book and click

Next.

The File to Import page of the wizard
appears.

. Click Browse, and then select the file that

you want to import. Click Next.

The Select Destination Folder page of the
wizard appears.

. Select the Contacts folder to which you

want to import (if you have more than one
Contacts folder) and click Next to move to
the last page of the wizard.

. Click Finish.

Choosing which address book is the boss

If you have more than one address book, such as a Global Address List and

an Outlook Address Book, you can boss Outlook around and tell it which

address book you want it to search first when it’s verifying e-mail addresses.

Follow these steps:

1. Click the Address Book button in the Find group on the Home tab.

The Address Book dialog box snaps open.

2. Choose Tools>Options.

The Addressing dialog box appears, as shown in Figure 1-11.

3. Select the address book that you want Outlook to search first.

You can choose to have Outlook start with the Global Address List,
the contact folders in the Outlook Address Book, or to search your
addresses in some kind of custom order.
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Figure 1-11:
Choose
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e-mail
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If you choose Custom, then arrange the address books in the order in
which you want them searched. To move an address book up in the list,
select it and click the up arrow button on the right. To move it down,
click the down arrow button instead.

You can change which one of your address books appears first when
you click the Address Book button. Just select the one that you prefer
from the When Opening the Address Book, Show This Address List First
drop-down list.

4. Click OK to finalize your choices, and then close the Address Book.

Addressing
\When sendng e emad, check address ksts in this arder:

start with Global Address List
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Resolving to Find the Right E-Mail Address

Ever have a problem trying to find the e-mail address for someone you just
have to send a message to right now? You can find this desperate search
especially frustrating if you know that darn e-mail address is right there,
hiding somewhere in Outlook. In the following sections, I explain how
Outlook verifies e-mail addresses prior to sending a new message and what
to do if Outlook doesn’t have any idea to whom you're trying to send a message.

Understanding how Outlook verifies addresses

To explain how Outlook verifies e-mail addresses, I need to remind you how
to properly address an e-mail. Contrary to what you might think, you don’t
actually need to type an e-mail address to send a message. Nope. As I explain
in the section “Creating a Message, Step by Step,” earlier in this chapter, you
can just type a name and let Outlook do all the work of finding the matching
e-mail address for you. Of course, Outlook can’t find what isn’t there, so this
magic assumes you've added the name (and a matching e-mail address) to
your Contacts list. (See Book V, Chapter 1 for help on that one.)



Figure 1-12:
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Sometimes, you can confound Outlook somewhat — causing it to place a
red, wavy underline below the name you type in the To text box. This line
means that you've come close to spelling the person’s name right, but not
close enough for Outlook to find a matching e-mail address. It might also
mean that the name you typed has several e-mail addresses associated with
it. If you stump Outlook completely, it doesn’t underline the name at all.
(See Figure 1-12.)
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Assuming you know someone well enough to remember his or her name, I'm
guessing you'll find this process pretty easy. Follow these steps:

1. Type the name in the To text box of a message form.

After just a few letters, the e-mail address of the recipient should appear
automatically, courtesy of the AutoComplete feature.

2. Press Enter to accept Outlook’s suggestion.

[ say that an address should automatically appear in the To field while you
type because, in fact, AutoComplete keeps track of only those people you
e-mail frequently. If a list of addresses appears, rather than just one address,
use the arrow keys to highlight the correct person, and then press Enter.
(You can also click the address that you want in the list.) If AutoComplete
pops out an address that you no longer plan to use (or presents you with the
result of some earlier typing mistake), just highlight the address by using the
arrow keys, and then press Delete. The address is history.

Any feature so fancy that all it needs for looking up an e-mail address is a
few measly letters has got to have an equally fancy name, and this one is no
exception. The process of matching a name to an e-mail address is called
resolving. And guess what? You can actually misspell a person’s name, and
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as long as you're close enough, Outlook should find the address for you.
When Outlook resolves a name, it underlines that name so that you know it’s
okay to go.

AutoComplete, as great as it sounds, can’t always come up with the right
e-mail address, or it might come up with too many (and tell you so with that
red wavy underline thing). If Outlook didn’t find any match to what you typed,
you might have to type the complete name and wait a second or two to see
whether Outlook can resolve the name for you (locating the matching e-mail
address in one of your address books). If Outlook finds too many possibilities,
you can force it to try to resolve the address by clicking the Check Names
button on the Message tab. The Check Names dialog box jumps up, as shown
in Figure 1-13; it probably doesn’t have any suggestions to make about the
missing name unless the problem is that it found several matches for the same
name in your address books. But if Outlook did find several matching names,
select the name that you want from the list and click OK. Otherwise, click

the Show More Names button to display your address books, where you can
select the name manually. You can also click the New Contact button to add
the contact right then and there, if you come up completely empty.
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If you get tired of looking up contacts because you can’t get Outlook to
understand whom you'’re talking about when you type a name, you can try
drag and drop to create a message, as described in Book I, Chapter 2. You
can also use the Contact Card, which we talk about in the section “Creating a
Message, Step by Step,” earlier in this chapter.

Searching for an address in your address books

Unfortunately, if you type a name and Outlook can’t resolve it, you have to
address your e-mail the old-fashioned way — by searching for the e-mail
address in your address book. Follow these steps:

1. Click the To (or Cc or Bec) button in the Message form.

The Select Names dialog box appears, as shown in Figure 1-14.
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2. Select an address book from the Address Book drop-down list.
Assuming you have more than one address book, specify which one you
want to search. If the address book has multiple Contacts lists (refer to
Figure 1-14), you need to select the specific Contacts list you want to
display.
3. Type a name in the Search box.
While you type, Outlook obligingly highlights a matching name for you.
By the way, contacts are typically listed first name first, so you should
start by typing part of the person’s first name.
<P If you need more than a name to find a person’s information, you can

search any column that appears in the Select Names dialog box. Click
the More Columns radio button, and then type the information you want
to search for. For example, type fulton to find everyone with that last
name. Type nfulton to display anyone with the characters “nfulton” in
the first part of e-mail address (the part before the @ sign). Use multiple
criteria, if you want; just separate them with a space. Typen fulton

to find people whose first names begin with N and whose last name is
Fulton.

Click the To (or Cc or Bcc) button.

Outlook adds the highlighted name to the To/Cc/Bcc text box, depending
on which button you click. (See the following section for more on sending
cc’s and bec’s.) Repeat Steps 2 to 4 to add other e-mail addresses, as
needed. (Yes, you can select people from different address books and
e-mail a single message to them.)

Click OK.

The Address Book closes and the e-mail message form reappears, now
including the recipients’ addresses.
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You can type any e-mail address that you want to use into the To, Cc, or Bcc
fields of a message form. You can use this approach to send an e-mail to
someone you don’t want to add permanently to your Contacts list. Outlook
tries to verify that the address is valid by matching it with a name in one of
your address books. Failing that, Outlook slaps an underline below the
mystery name — which does not mean that the e-mail address is valid, just
that it looks like a valid e-mail address because it uses the right format.
Underline or no underline, you can still send the e-mail. As an FYI, if you go
this manual route, remember to separate addresses with a semicolon (;).

You can access any of your address books at any time (not just in a message
form), either by clicking the Address Book button on the Home tab from
within any module or by clicking the Address Book button on the Message
tab from within a message form.

Sending Carbon Copies (Cc’s) and
Blind Carbon Copies (Bec’s)

Figure 1-15:
The To field,
along with
the Cc and
Bcc fields.

If you've already sent some messages, the To field should seem pretty
familiar (even if you haven’t finished your second cup of coffee for the day)
because you use it in pretty much every e-mail. The To field of every e-mail
message contains the e-mail addresses of those people you consider the
message’s main recipients.

In addition to the To field, the message window contains two other address
fields, as shown in Figure 1-15:
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4 Cc: Use the Cc field (cc is short for carbon copy) when you want to send
a copy of an e-mail message to someone — not so much for them to read
it, study it, and maybe even reply, but more as a simple FYI.

For example, maybe you want to cc your boss on a message that you're
sending to a supplier who'’s jeopardizing a critical project because his
delivery is already two weeks late. Everyone who gets the e-mail sees
that it was sent to the people listed in the To field and also to those
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people listed in the Cc field. In other words, your supplier will soon be
sweating when he reads your message because he’ll know that your
boss is aware of his failure.

4+ Bcc: If you type an e-mail address or a name for Outlook to resolve into
the Bec (short for blind carbon copy) field, that person receives a copy
of the message, but no one else knows it. The people whose addresses
appear in the To and Cc fields are completely unaware that you sent
a copy to the person or persons listed in the Bcc field because any
address that you type in the Bcc field is hidden from the other recipients
of the message.

So, if you want to send the same message to a bunch of people and make
it look as if each and every one of them is the only one who got this special
message, just type their e-mail addresses (or names) in the Bcc field.

As you might have guessed, if you type addresses in the Bcc field, you don’t
have to type any address in the To field if you don’t want to. The Bcc field
doesn’t ordinarily appear on the Message form, so you might have to click
the Bcc button on the Options tab to make it come out of hiding.

Spammers like to use the Bcc field to send messages to tons of people.
Therefore, a lot of e-mail systems are pretty unfriendly to messages that

use the Bcc field, flagging them as junk mail. If your Bcc recipient knows

to expect your message, he or she can easily fish it out of the junk pile if it
lands there, but otherwise, your message might go unheard. As an alternative,
you can use Word to send out a mass mailing — creating a lot of individually
addressed e-mails from a single sample. (See Book III, Chapter 4 for details.)

If you're blind carbon-copied on a message, don’t click Reply All to reply to
the message, or you reveal your secret presence. However, you can safely
click Reply to send a comment to the sender, who obviously knows you

got the message — so no secret there. By the way, assuming you work on
Exchange network, the InfoBar (which appears just below the address area
of a message form, when needed) stops you before you commit such a travesty
by displaying a warning there, telling you that you're about to reveal your
secret presence.

Formatting Text to Make Your Messages Stand Out

Time was, communicating electronically was novel and new; nowadays,
receiving an e-mail is more business as usual than an exciting event. To
grab your audience’s attention, you might want to employ various formatting
techniques to make your text stand out. Even if you're not worried that
your message will go unheard, it’s kinda fun to shake things up a little and
enhance a message with cool formatting.
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Understanding message formats:
HTML, RTF, and plain text

Outlook supports three message formats. To see what format a message is
using, look at the message window’s title bar. Here’s a list of the formats and
what distinguishes each one:

4+ HTML (default): What makes formatting possible in an e-mail message
is HTML, the same thing used to format Web pages. Outlook can easily
read HTML messages, so all you need to worry about is whether your
recipients also have this capability. Unless they’re using really dusty
e-mail programs, chances are that anyone you want to send a message
to can handle HTML. If not, they’ll see a simple text version of your
message; keep that in mind when you send out formatted e-mail. Also,
keep in mind that if you're sending a message to someone’s cell phone
(not a text message, but e-mail to a Blackberry, for example), your
formatting may not all appear — colored text and bold formatting
should show up, but weird fonts probably won’t.

By default, Outlook messages use HTML format, which means that you
can fancy them up as much as you like. You can add text formatting (such
as bold and italics), insert professional-looking numbered and bulleted
lists, and apply paragraph formatting (such as alignment, indentation,
shading, line spacing, and borders). I run through the basics of applying
text formatting in the following section. [ show you how to fancy up text
with paragraph formatting, stationery, and styles in Chapter 2 of this
minibook.

4+ Rich Text Format (RTF): RTF format is like HTML in that it supports
a certain amount of formatting options. The trouble with RTF format
is that few e-mail programs support it, including Outlook (of course),
Outlook Express/Windows Mail, Windows Live Mail, and Microsoft
Exchange Client (an old Exchange e-mail program that eventually
became Outlook). So, you can use RTF, I suppose, if you want to send a
formatted message to other people in your company over an Exchange
network. [ don’t know why you’d want to because if you're using
Outlook, chances are everyone else in your company also is, so why not
just use HTML?

If you send an RTF-formatted message over the Internet, Outlook converts
it to HTML format to make sure it’s readable by whatever e-mail program
receives it. So, the bottom line is that RTF isn’t worth bothering with.
Suppose, for some reason, you do send an RTF message without knowing
whether a recipient can read it. (Some people just have to try everything.)
Your recipient might tell you that he or she didn’t see your message, but
did get an odd winmail.dat attachment. You have your answer — your
recipient’s e-mail program can’t decipher RTF format. So, stop using the
silly thing and resend the e-mail by using HTML or plain text.
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4+ Plain-text format: True to its name, plain-text format is, well, pretty
plain. You don’t find any formatting here, no sir — just text characters.
Plain text is the format to choose if you're sending an e-mail to someone
who refuses to upgrade his or her e-mail program to something from the
21st century.

By default, Outlook creates outgoing messages in HTML format. If you prefer
to use another format, you can change the format you use for most of your
messages by following these steps:

1. Click the File tab to display Backstage, and select Options from the list
on the left.

The Outlook Options dialog box appears.
2. Select Mail from list on the left to display the Mail options.

3. In the Compose Messages section, select the format you prefer from
the Compose Messages in This Format list.

Your format choices are HTML, Rich Text, and Plain Text.

4. When you finish, click OK to save your changes.

To select the format for a single message, click the New Items button on the
Home tab, select E-Mail Message Using from drop-down menu, and select the
format to use from the pop-up menu that appears. If you've already started a
message, you can still change its format. Just click the HTML, Plain Text, or
Rich Text button on the Format Text tab in the message form.

Applying formatting to a message

You apply text formatting to message text in the same way you format text
in Word, so I don’t go into too much detail. If you're unfamiliar with Word,
you can look over Word 2010 For Dummies, by Dan Gookin, to brush up.
Basically, to format text in an Outlook e-mail, click the appropriate buttons
on the Home tab in the message form. Want more options? Click the Format
Text tab instead (shown in Figure 1-16), and select a formatting tool.

You can apply formatting while you type; for example, you might select

a new font or font size, or apply bold format by clicking the Bold button.
Anything you type after you make a format selection uses the new formatting.
You can change the formatting back when you don’t want to use it anymore.
For example, click the Bold button again to turn off the Bold format.

Instead of formatting while I type, I prefer to apply most of my text format-
ting after the fact — by selecting text and then making selections to apply to
it. Some of the advantages to using this technique might come as a surprise
to those of you with previous Outlook experience. For one thing, when you
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Figure 1-16:
Use the
tools on
the Format
Texttab

to format
message
text.

format after typing, you can browse choices in any list (such as the fonts on
the Fonts list) and actually preview how the selected text will look before
making your decision. For example, you might select some text and then
browse the Font Color list to see how various colors look when applied to
that text.
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You figure out the second reason for formatting after you first type some
text: Select that text and move the mouse pointer up just a little to make a
mini-toolbar appear right next to the selection (as shown in Figure 1-17),
offering popular text options, such as font and font size.

To use the Text Highlight Color button, you must type the text first and then
select it because you can apply the highlight only to existing text.

You probably recognize the buttons in the Font section of the Format Text
tab, but if you don’t, you can always hover the mouse pointer over a button
to display a ScreenTip. The Clear Formatting button is kinda new. Use it

to remove formatting from selected text — it’s a bit like using the Format
Painter, only in reverse. If no text is selected, Outlook removes formatting
from the current paragraph. You can find the Format Painter button hiding
in the Clipboard group over on the left side of the screen.
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[ have no idea why you’d want to do the following because, frankly, I prefer
toolbars over dialog boxes. But if you feel more at home in a box, you can
display the Font dialog box by clicking the Font Dialog Box Launcher button,
and then you can use that dialog box to apply a bunch of font changes all at
the same time.
<P On the Message tab — the tab that shows up by default when you create a

message — Outlook has put quite a few of the most frequently used tools for
formatting text. If the tool you want to use is there, don’t feel obligated to
visit the Format Text tab. For example, if you want to change the font size,
you can find the Font Size list right there on the Message tab. You can also
make use of some paragraph formatting buttons, such as Left Alignment and
Bullets. I go over these formatting options in Chapter 3 of this minibook.

Attaching a File to a Message

WING/
&

Whenever you like, you can send along a file with a message. This file is
called an e-mail attachment. Recipients can preview, open, and save attach-
ments. The following sections explain how to send a file to a recipient. (You
can find out how to deal with attachments that you receive in Chapter 2 of
this minibook.)

Best practices for working with attachments

Here are some things you should keep in mind when sending attachments:

4+ Compress large files. If the file you want to send is large, you might
want to compress it first (zip it) to make it as small as possible. If the
recipient connects to the Internet by dialup and not by broadband,
restrict yourself to sending only very small files; large files take forever
to download over a dialup connection.

Some companies block zip files because they believe that these com-
pressed files might contain a hidden virus, so be sure that your recipient
can receive such files before attempting to send them.
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Need some help understanding file compression and how to go about it?
Come on over to our house and read all about it:

www . dummies.com/WileyCDA/DummiesArticle/1d-3086.html

Be sure to type this in your Web browser exactly as it appears here —
initial caps and all — or you might get a message telling you the article
can’t be found!

Contact the recipient before sending files that might potentially
exceed maximum loads. You might not be able to send a large file

to some people because a lot of companies stop the big guys at the
entrance. When trying to figure out who to stop and who to let in, e-mail
servers take the total of the message size plus all attachments. To add
insult to injury, your message might not even get that far. It might be
stopped by your own e-mail server, which sets its own message limitations.
You can’t guess what a company might decide is too large, so your best
bet is either to ask first, or to send and wait for an error-message reply.
You can, however, find out what your ISP considers the maximum load
and try not to go over it.

If you and your recipient work on an Exchange network, Outlook warns
you (via a message on the InfoBar) that your attachment is too large for
the recipient’s Inbox. You also see warnings if your own e-mail server
dislikes the size of the attachment. So, be sure to watch the InfoBar!

Avoid sending file types that might be flagged as potential viruses. As
[ mentioned in the Warning box earlier, some attachments are stopped
at the door because they aren’t welcome. These file types include ones
that might contain nasty visitors, such as viruses, macros, and scripts:
Look for extensions such as . exe, .vbs (Visual Basic script), .prg
(program file), .ws (Windows script), and sometimes even . doc and

. zip files. You might not know what file types won’t get to their
destination because they’re stopped by the recipient’s e-mail server.

Outlook tries to protect you by warning you whenever you try to attach
a file that might be stopped at the door: . exe, .bat, .vbs (Visual Basic
source file), and . js (Java script). It’s up to you, however, to decide
whether to send the file anyway, despite the warning.

Don’t send your personal info unless you want to. Office documents,

as a matter of routine, embed personal info into your documents, such
as your name, company name, and so forth. If you don’t want to share
such information, then strip it before you send a document along. To
remove such data in Word 2010, for example, click the File tab to display
Backstage, select Info from the list on the left, click the Check for Issues
button from the options on the right, and select Inspect Document from
the pop-up menu. In the Document Inspector dialog box that opens, click
Inspect to check for hidden info and even remove it, if you like.
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Attaching files

To send a file along with a message, follow these steps:

1. Click the Attach File button on the Message tab.
The Insert File dialog box pops up, as shown in Figure 1-18.

<P You can also use the Attach File button on the Insert tab to display the
Insert File dialog box. However, unless you're inserting other things, as
well, such as pictures, tables, or hyperlinks, it’s not really worth the trip
to the Insert tab.
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2. Select the file(s) that you want to send along with the message.

You can select multiple files by holding down Ctrl and clicking each one,
or holding down Shift and clicking the first and last files in a group.

<P You can probably zip your large file prior to attaching it, right there
within the Insert File dialog box, because most zip utilities support
this process. To see whether it works for you, simply select the file(s)
that you want to attach, and then right-click. In the pop-up menu that
appears, select the name of your zip utility; or in Windows 7, select Send
To from the menu, then select Compressed (Zipped) Folder from pop-up
menu that appears. On the pop-up menu of choices that appears when
you right-click, you might see an option that allows you to zip and mail
the file(s) immediately. Now, that’s convenient! Outlook might try to
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prevent the utility from working, however. (It’s a control thing.) If so,
click the File tab to display Backstage, select Options from the list on
the left to display the Outlook Options dialog box, then select Add-Ins
from the list on the left, and select COM Add-Ins from the Manage list
and click the Go button. From the COM Add-Ins dialog box that appears,
select your zip utility’s check box, then click OK.

3. Click Insert.

How an attached file appears within the message form depends on the
message format you used:

e For HTML and plain-text messages, the name of the selected file
appears in the Attach box below the Subject line, as shown in
Figure 1-19.

For RTF messages, you see a clickable icon within the body of the

message. Don’t let the icon fool you; the file is still attached separately

from the message, and it’s not embedded (inserted) into the message
itself.

The filenames are followed by the file’s approximate size. This informa-
tion can prevent you from accidentally trying to send too large a file or

files.
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Saving a Message So You Can Send It Later
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Sometimes, in the middle of composing a missive, you discover that you
don’t have all the information you need to finish it. You don’t need to lose
all your hard work; you can easily save what you’ve written so far, and then
change or add to the message later on.

If you're looking for how to resend a message that you've already sent (and
not how to save one you haven’t), just skip over to Chapter 2 of this minibook
for help.

Saving a draft

To save what you’ve written so far, along with any files you might have
attached and anything you might have inserted, follow these steps:

1. Click the Save button on the Quick Access toolbar.

2. After the message is saved, you can close it by clicking its Close

button.

The saved message is placed in your Drafts folder. Follow these steps to
open the message at a later time:

1. Switch to Mail, if you aren’t already there.

2. Select the Drafts folder on the Navigation pane.

3. Double-click the message to open it.

4. Make whatever changes you want and click Send to send it on its way.
If you repeat certain messages a lot (Hey, sorry, but uh, you're fired. Be sure to

leave the stapler on your way out.), you can save the text in a reusable form.
See Chapter 4 of this minibook for the lowdown.

Changing the Drafts folder

Actually, Outlook saves your messages every three minutes while you work
on them, just in case the power goes out right when you’re about to finish
the Great American Novelette. You can change the folder that Outlook uses
to save unsent messages (normally, it uses the Drafts folder) and how often
Outlook saves messages while you work. Just follow these steps:

1. Click the File tab to display Backstage, select Options from the list on
the left.

The Outlook Options dialog box jumps up.
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2. Select Mail from the list on the left.
The Mail options are displayed.

3. In the Save Messages section, select the folder to which you want to
save unfinished messages from the Save To This Folder list.

4. Change how often drafts are saved by typing a value in the
Automatically Save Items That Have Not Been Sent After This Many
Minutes box.

You can type a value from 1 to 99 minutes, although why you’d want to
work over 90 minutes on an e-mail and not save it yourself is beyond me.

5. Click OK a bunch of times to close all the dialog boxes.



Chapter 2: Reading and Replying
to E-Mail

In This Chapter

v~ Switching to a different Mail view

+ Dealing with images in an e-mail

+ Opening and saving an e-mail’s attached files
+ Replying to or forwarding an e-mail you receive
+ Keeping your eye on MailTips

+ Sending an e-mail again

used to think that getting e-mails was fun; it was nice to know that some-
body cared enough to send me a special note. Alas, the fun didn’t last
long because I quickly became overwhelmed with the stack of e-mails that
[ needed to read and reply to. And those people who insisted on sending
images and other files along with their notes only made the mess bigger and
my life more difficult. In this chapter, you can find out how to wade through
it all.

Finding the Messages You Want to Read:
Changing the Uiew

When you change from the Mail module to the Contacts module (or to
Calendar or whatever), the information in that module appears in a particu-
lar way, called a view. For example, your e-mail initially appears in Compact
view, arranged by date. You don’t have to stay with Outlook’s way of look-
ing at things. You can, instead, change to a different view by clicking the
View tab, clicking Change View, and then selecting the view you want from
palette that appears. After you select a view, you can arrange (sort) the
items in that view by selecting an option from the Arrangement group on
the View tab. You can also apply Conversations “view” on top of any of the
Mail views, in order to group messages by conversation. You can find out
more about Conversations view in the upcoming section, “Dealing with Long
Conversations.”
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Figure 2-1:
Compact
view.

In the Mail module, you have several view options:

4+ Compact: This is the default Mail view. Compact view displays Messages
in a long skinny list, with the Reading pane to the right, as shown in
Figure 2-1. In addition, messages are arranged by date, although you
can easily arrange them in Conversations “view” by selecting the Show
as Conversations checkbox on the View tab. Normally, Compact view
displays messages in Date order, but in the Conversations arrange-
ment, messages are not only displayed by date, but grouped by subject.
Outlook decides which messages are in the same conversation by look-
ing at the message Subject. In Compact view, messages are arranged by
date but when you add the Conversation arrangement, only the header
for the latest message in the conversation is initially displayed. In addi-
tion, the conversation appears in the listing using the date of the latest
message. See the next section, “Dealing with Long Conversations” for
information on working with conversations.

If you select the Show as Conversations option, then messages are grouped by conversation.
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Message header is displayed on two lines.
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4+ Single: Compact view uses two lines to display info about each message;
on the first line it displays the message subject and icons for category,
flag, importance, and attachments. On the second line, Compact view
displays the name of the sender and the date/time the message was
sent. In Single view, each message appears on a single line, making the
list of messages shorter, as shown in Figure 2-2. In order to view all
this information though (such as the sender’s name and subject) you
might need to widen the message list by dragging its right edge to the
right as [ have done (refer to Figure 2-2). This also makes the Reading
pane a bit smaller, but [ can live with that. You can once again add the
Conversations arrangement, in which case each conversation appears in
the listing using the date of its latest message.
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4+ Preview: Displays the first few lines of each unread message below
the message header, as shown in Figure 2-3. The Reading pane is auto-
matically hidden when you choose this view. By default, this view lists
messages in date order, although you can use Date (Conversations)
arrangement if you like.
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Figure 2-3:
Preview
view.

Some views, like the one shown in Figure 2-3, are list (table) views in which
data appears in various columns. Items in a list view are typically arranged
in groups (like the messages shown in Figure 2-3, which are arranged by the
date on which they were received). To hide the items in a particular group,
click the group’s downward triangle. To redisplay the items in a hidden
group, click the group’s right-facing triangle.

Click to display messages in this group.
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Click to hide messages in this group. Outlook displays the first few

lines of each unread message.

You can do some pretty fun things with the columns in a list view, including
the following:

4+ Arrange (sort) the items by one of the columns, just by clicking the
column header.

4+ Make a column very skinny (by dragging its border) so that you can get
more columns onscreen without scrolling. Similarly, you can make a
column wider in order to display what’s in it.
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4+ Add, remove, and rearrange columns to show exactly what you want by
clicking the Add Columns button on the View tab.

You can discover how to perform these tricks and more (including creating
custom views that display only the information you want to see) in Book VIII,
Chapter 2.

Dealing with Long Conversations

Conversations view was present in previous versions of Outlook, but
Microsoft tweaked it in Outlook 2010 to make it more useful. I use the term
“view” loosely; I really mean Conversation arrangement, so look for the Show
as Conversations checkbox on the View tab. It shows related back-and-forth
messages in an e-mail conversation. Basically, Conversation view groups
e-mails by Subject. When you reply to a message, your reply keeps the same
Subject, only adding RE: in front of it, so you can easily identify that your
message is a reply to something that came before. For example, if some-

one sent you a message with the Subject Lunch Today, your reply would
appear with the Subject RE: Lunch Today. Outlook uses this same logic to
group messages together in Conversation view.

Now, I don’t know about your company, but when someone in mine sends
out a message asking about where we all want to go to lunch, it starts an
endless chain of back-and-forth replies until someone finally makes a deci-
sion. What'’s cool about this new incarnation of Conversation view is that
it not only groups all these messages together, but it also includes your
own replies (even though they’re in the Sent Items folder) and any other
related e-mails (even though you may have filed them in a different folder),
so you can easily review the flow of the conversation, as shown in Figure
2-4. Conversations appear with a white right-pointing triangle to the left of
the message header (see Figure 2-4.) To expand a conversation, click this
triangle.

If you accidentally try to reply to an e-mail that falls earlier in the conversa-
tion (and not the most recent contribution), a warning appears on the InfoBar.
Even cooler — the InfoBar includes a clickable link to the most recent e-mail in
the conversation so you don’t have to go rooting around for it.

What’s even more cooler about Conversation view is what you can do
with it:

Book 11
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4+ Condense. First of all, just switching to the Conversation arrangement
in Mail condenses your long list of messages into something that looks
almost manageable — because each conversation gets only one header,
and you have to click that header to expand the listing and view the
back-and-forth e-mails in that conversation. When you click the white
triangle to the left of the conversation header, e-mails directly associ-
ated with the conversation are displayed. (Side conversations, if any,
are hidden.) Click the triangle again to fully expand a conversation. For
example, in Figure 2-4, I sent out an invitation to the family Christmas
party on December 10th, which my sister Beth replied to, twice. My
other sisters replied just to me as well, causing four splits in the conver-
sation, each with its own back and forth business as we nailed down the
menu and what each of us should bring. When I clicked on the white tri-
angle, the conversation initially expanded to just four headers — the last
message in each of the four splits in the conversation. After clicking on
the white triangle again, the conversation is expanded fully. Optionally,
you can change your conversation settings to always expand conversa-
tions with a single click. See the Change those settings bullet coming up.

4+ Who replied to whom? Well, you can answer this question by using
Conversation view because when you expand the listing for a conver-
sation, little lines connecting the currently replied-to message with its
replies appear along the left edge. That way, you can easily identify side
conversations, because the little line doesn’t connect to splits in this
particular conversation. In Figure 2-4, you can see that Beth’s message is
a reply to my original invitation on December 10th.

4+ Change those settings Initially, the Conversation arrangement dis-
plays all e-mails in the conversation, regardless of the folder in which
those e-mails are stored. To exclude e-mails in other folders, click the
Conversation Settings button on the View tab and select Show Messages
in Other Folders from the pop-up menu to turn that option off. There
are other options on the Conversation Settings menu you can turn on or
off: Show Senders Above the Subject (displays the sender’s name above
the subject line on the message header), Always Expand Conversations
(fully expands a conversation with one click on the top message
header), and Use Classic Indented View (which displays side conversa-
tions within a larger conversation using indention).

4+ So, done with that? To rid yourself of the entire conversation, you can
just click its header (which, in turn, selects all the e-mails in the con-
versation) and press Delete. Confirm by clicking the Delete Selected
Messages button in the dialog box that appears. Take this one step fur-
ther by clicking the Ignore button on the Home tab; clicking the Ignore
button not only dumps the entire conversation in the trash (the Deleted
Items folder), but any future e-mails in the conversation are automati-
cally dumped in the Deleted Items folder, as well. When you're so done
with that endless discussion about where to go for lunch, just click
Ignore. You can always check out the final decision by flipping over to
the Deleted Items folder, but at least you don’t have to put up with any
more of that nonsense until lunchtime.
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These lines connect replies to the original.
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Click here to expand the conversation.
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4+ Take advantage of the group. You can click the conversation’s header
and perform any other batching function, such as marking all the e-mails
as read (by clicking the Unread/Read button on the Home tab), applying
a category (you can find out about categories in Book VIII, Chapter 1),
and moving them into a different folder using drag and drop.

Clean up. When you create a reply to a message, Outlook normally

copies the contents of that message into a new message form, where
you can then type your reply. Reply to the reply, and your new e-mail
contains not only the original message, but the reply, and of course
whatever you wanted to say about it all. At some point, it becomes
painfully obvious that the latest e-mail in the chain contains everything
that’s been discussed, so hey, you don’t need those dusty old e-mails
anymore. Just follow these steps:

1. Click the Clean Up button on the Home tab and select Clean Up
Conversation from the pop-up menu that appears.

The Clean Up Conversation dialog box jumps to attention. (See
Figure 2-5.) If you want, you can change the options related to this
clean up by clicking Settings.



13 7 Dealing with Long Conversations

lean Up Comversato 57

Figure 2-5: B et it e
T Deleted Items fokder.
You done

"1 o ot show this message sgsn

with that?

[ gewngs | [ Geanwo ] [ concel |

2. Click Clean Up.

Outlook keeps only the latest e-mail in the chain and any unread
e-mails (and any that seemed so important to you that you went
ahead and messed with the Settings option [ mention in Step 1;
e-mails that are digitally signed or that you've flagged or assigned a

category, could conceivably fall into that group.)

Here’s how the whole Settings business works. If you click Settings in the
Clean Up Conversation dialog box, the Outlook Options dialog box appears,
as shown in Figure 2-6. In this dialog box, you can change the folder to which
Outlook sends cleaned up e-mails and set other options, such as whether
Outlook can remove flagged messages. Make your choices and click OK to
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Outlook offers you other options when it comes to cleaning up. When you
click the Clean Up button’s arrow on the Home tab, a menu featuring three
options opens. The preceding steps tell you about one choice — the Clean
Up Conversation option. Here’s the low-down on the other two:

4+ Clean Up Folder: Performs a clean up on all the conversations in the
current folder. What an easy way to clean house!

4+ Clean Up Folder & Subfolders: Takes the clean up thing to its highest
heights, cleaning up not only the current folder, but any subfolders,
as well.

Dealing with E-Mails That Use Pictures

NG/

It seems like everybody is slipping little pictures into their e-mail messages
these days. I guess plain ol’ words just don’t make it anymore — at least,
not in newsletters, sales notices, and the like. As nice as e-mails look when
they’re dressed up with some photos or a few nice graphics, messages that
contain downloaded images might act as a scout for spammers, which is
why Outlook stops these strangers at the door and lets you decide whom to
invite in.

E-mails that have attached images aren’t a danger to you, because images
themselves are harmless. But if a message contains a link to an image
instead of the actual image, there could be a danger. Just like a home invader
who knocks at every door until he finds someone dumb enough to let him

in, such messages might actually be searching for valid e-mail addresses.
When you download images from the Internet into a message, you might be
sending a signal that you're at home and your e-mail address is a working
one. Armed with such info, the home invader can now confidently flood your
valid e-mail box tons of spam (unwanted junk e-mail). So, download images
only from people you know or sources you trust. An innocent-looking link to
an image file may turn out to be anything but innocent.

When an e-mail arrives that contains linked images, a message appears in
the InfoBar telling you so. Also, the places where the images should appear
are marked by a small, white square with a red X, as shown in Figure 2-7.

If the image represents a link to a particular page on the Web, you don’t have
to download the image; just click the link to visit the page. If you do want to
download the linked images in an e-mail message, click the InfoBar and then
select Download Pictures from the pop-up menu, as shown in Figure 2-7.
Outlook copies the images from the Internet, and those images appear in the
message in place of the empty boxes.
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InfoBar tells you how to download the images in this message.

all ey 9 |= shapping News -|Perscnal Falders - Microsoft Outlook = # B
_____ Hame Send / Aecere Falder  Wew  Adidns - g
% lgnare ¥ y Bl meeting |3 Appointment X Meve = dUnreas/Read  Find a Contast =
%23 Clean Up = x — 4 . JY W quitting +| | Eruies - B Cotegonze - | ) Address Book
Qs> 0o | Reolr: Beoy bomimd g L | 135 mnaving e | Wrronmn~ | s £~ | SipaRcehe
lete Quitk Stegs ol Move | Tags end/Rective i
) Search Shopping Hew (Cli-E | This Week -- Waited for a nook? Good Decision. Get One Now. %
i Camps & | arrange By: Date iConversations) - = Plus, the Usual Savings... m
:: ;::I:r Rarnes & Noble <RarmesandMobleFmaill@emailbincom:> 2
'_, Girl Seauti s mf: a . 10 Tk hiere to download pictures. T help protec your pivagy, Cullook prevented automatic E
(3 Geades =l :.Jr-lalilti\:"aj-.? D?u 8 Week L .nuu::::-}u;:l’;::::::ur:s in this mpessns et PRtiges
t il (-3 Amazon.come A1 Wi Gald Bax
41 Shopping (1) ik it Vg 5 as? R | Fy
(2 Confirmatians 4 Yesteday o Ramass M Add the Doma n.com to Sale Senders List
3 thmen e | 3 ety by S B : — T
T BN | [ ) bt dratsutors Tt v i ook ol st | [
tj Serd Remi §
5 Deeteu e 5] 23 Presidents’ Day Coupont
13 Junk E-mail [110] Man 1228 [ BOOKS eBOOKS nook DVDs MUSIC KIDS
L Shopping Roes (1) | |
f Newa Feed 4 Sunary [] Pght-cick here s dovmisad
. 3 Outkex - 3 Take an E¥TRA 0%, 20% or 15 Ty pry v
Figure 2-7: Kohls.cor e doveiead ot ik
) Mail S The intage trend + ftathel 2 e
The Xs e — iz Sue-ouie e sTone S
represent Sl torans 4 Last Week E?-_.'._'.‘I.f.I‘-ff.":ln-.".'n'e'.i'-iff.'-: i [ The Forgotten Garden -
I. k d == i four Enhanced Statement i »
Inke 7 Tt L © O —
images. a1 | -
lems: 436 Uniead: 229 | | Km0 300% (=} [} +
<P If you regularly get e-mail that includes linked images from a source that
you trust, you can add that person or source to your list of safe senders.
That way, Outlook doesn’t block the images, so you don’t have to waste
time downloading them. Click the InfoBar and on the pop-up menu, just click
either Add Sender to Safe Senders List or Add the Domain Domain Name to
Safe Senders List (refer to Figure 2-7). See Book IX, Chapter 3 for more about
spam and the ways in which you can protect your privacy.
Vg‘\\\NG! Although I advise against it, you can stop Outlook from preventing linked

images from automatically downloading. Click the File tab to display
Backstage, and select Options from the list on the left to display the Outlook
Options dialog box. Select Trust Center from the list on the left, and click
the Trust Center Settings button on the right. The Trust Center dialog box
appears. Deselect the Don’t Download Pictures Automatically in HTML
E-Mail Messages or RSS Items check box to turn off the option. Click OK a
few times to save your changes.

Opening E-Mail Attachments

An attachment is a file that’s sent along with an e-mail message. If someone
sends you an attachment, Outlook definitely lets you know: You see both a
paper clip icon in the message header and the name of the attachment listed
just above the message text.
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Opening a message from someone you don’t know might unleash a pack of
brats (macros, scripts, and ActiveX controls) that can cause damage to the
files on your computer. Previewing a file allows you to view a file’s contents
without danger. (See Book I, Chapter 1 for details.) However, Outlook can’t
preview all file types, and you can’t make changes to a file that you're only
previewing. So, if you decide you simply must open a file from someone you
aren’t sure you can trust, my advice is to save it to your computer first and
then run an antivirus program before opening it. See the following section
for help in saving an attachment to your hard drive.

To protect you, Outlook blocks some file types at your front door — file
types that might contain macros, viruses, scripts, or commands with

mayhem on their minds. Common file types that Outlook blocks include
.exe, .vbs, .prg, .ws, .asp, .cnd, .com, and . js, among others. If an
attachment is blocked, a message telling you so appears on the InfoBar.

If you don’t want Outlook to block a particular file with one of these exten-
sions, you can have the sender resend the file, possibly renaming the file’s
extension to something that Outlook won'’t block. For example, if somebody
tries to send you a JavaScript file, 2muchfun. js, you could have them
rename it 2muchfun. ok. After you get the file attachment, you must rename
it again (2muchfun. js), or you can’t use the file properly.

You can find out how to preview a file without actually opening it in Book I,
Chapter 1. But keep in mind that previewing limits your viewing area to the
size of the Reading pane. If a person you trust sends you a file, do either of
the following to open the file for viewing in a larger window:

4+ Double-click the attachment’s name in the Reading pane.

4+ Right-click the attachment’s name in the Reading pane and select Open
from the pop-up menu that appears.

To quickly locate all the e-mails that have attachments, use a Search folder.
See Book IX, Chapter 4 for details.

E-Mail Attachments

Because you have the capability to easily preview or open attached files,
you might wonder: Why would [ want to save an attachment to my already
crowded hard drive? Well, the answer isn’t so you can while away half of a
work day searching for the file later on. (I mean, when would you be able to
shop on the Internet and play online poker?) No, you do so in order to check
the attachments for viruses, open them, and then make changes to the files,
if you want.

Book 11
Chapter 2
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& If an e-mail contains multiple attachments, you can either save all the attach-

ments in a single step (provided that you want to save all of them to the
same folder) or save just one attachment at a time.

To save any or all files, follow these steps:

1. Select the message that contains the attachment(s) you want to save.
2. Click any attachment.

The list of attachment(s) appears above the message text. Click any one
of them to select it. The Attachment Tools tab appears on the Ribbon, as
shown in Figure 2-8.
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3. Click either the Save As or Save All Attachments button on the
Attachments tab.

To save the one selected attachment, click the Save As button. To save
all the attachments to the same folder, click Save All Attachments,
instead.

(Optional) If needed, select the attached file(s) that you want to save,
and then click OK.
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If you're saving a single attachment, you can skip this step. If you're
saving all the attachments, the Save All Attachments dialog box opens,
with all the files selected, as shown in Figure 2-9. If you want to save only
a few attached files, hold down Ctrl and deselect the ones you do not
want to save right now.

Figure 2-9:
Select
which
attachments
to save.
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Files that you select to save are saved to the same folder. To save
attachments to different folders from an open message, repeat all these
steps for each attachment.

After you click OK in the Save All Attachments dialog box, the Save
Attachment dialog box opens so you can select the folder in which you
want to save these files.

5. Select a folder where you want to save the file(s) and click Save.

If you're saving multiple attachments, but you selected a particular
group of files in Step 4 (because you wanted to save only the ones in
this group to a particular folder), you return to the Save All Attachments
dialog box, where you can select the remaining file(s) and save them, as
well, but to a different folder this time. If you're done, click Close instead
of choosing more files.

After you save an attachment to the hard drive, scan it with your antivirus
program, even if you know the person who sent you the file. Even your best
friend can accidentally pass on a file that contains a virus, so it’s better to be
safe than sorry.

Copy the contents of an attachment directly to the Clipboard by selecting
the attachment (as explained in Step 2) and clicking the Copy button on the
Attachments Tools tab.

Replying versus Replying to All

This topic is a big one for me. [ have to confess that I just hate it when some-
body clicks Reply All and sends an e-mail to the original 200 recipients of

a message, when all he or she wanted to do was pass on a comment to the
sender.

Book Il
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True story: I'm on a parents list for my daughter’s school, and last year,

the president of the parents group sent an e-mail to everybody letting them
know that the parent social was coming up. One parent sent a reply to every-
one, asking if anyone knew of a good babysitter. Next, various parents used
Reply All to answer that message, and before I knew it, my Inbox was filled
with chatty e-mails on the trials and tribulations of finding a good babysitter,
tips on baby care, recipes, and other trivia.

So, let me say this loud and clear: If you want your comments to go to every-
one — count '’em, everyone — who got the original e-mail, click Reply All. If
you want to send a comment to just the original sender of the e-mail (and to
no one else), click Reply. Basically, before clicking Reply All, stop, look both
ways, and then cross the street.

Watch that InfoBar! It can save you if you accidentally click Reply All on a
message that has tons of original recipients. But this magic works only if
you use an Exchange network at work and are replying to other people on
the network. See the section “Letting MailTips Save Your Grateful Backside,”
later in this chapter, for more info.

Okay, class, lecture’s over. Now, [ move on to the details of replying:

4+ If you’re viewing the message in the Reading pane: Click the Reply or
Reply All button that you can find on the Home tab.

4+ If you're viewing the message in a message window: Click the Reply or
Reply All button on the Message tab.

When you click Reply or Reply All, the text of the original message is copied
to the new message, as shown in Figure 2-10. The message is also auto-
matically addressed — either to the original sender or to everybody in the
known universe (the sender and the original recipients). Outlook keeps

the original subject, but adds a RE: to the beginning so the recipient(s)

can easily see that your message is a reply. Type your response above the
copied text and click Send.

Messages that you've already replied to appear in the messages list with a
special icon — an envelope with a left-pointing arrow. Also, when you view
such a message, the InfoBar displays a reminder that you've already replied
to this message — along with the date and time when you replied.

In the following sections, I show you how to control whether text from the
original message is copied to the reply, as well as how to change the font,
font size, and color of your reply text. In addition, you can discover how to
prefix the comments that you type within the reply with your name, so you
can easily type your annotated comments within the original message, just
like you were having a conversation with the sender.
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Original text message Type your reply above the original text.

If you use Outlook on an Exchange network (in which case, the status bar
says Connected to Microsoft Exchange), a colleague can reply to
messages you receive when you’re on vacation. See Book X, Chapter 1 for
details.

Controlling how text is quoted in a reply

Copying the text of the original message in a reply helps everybody involved
remember what they were talking about. (After all, it’s probably been at
least a minute ago, and you might have gotten another 50 messages in the
meantime.) For this reason, Outlook normally copies the original text when
it creates your reply, but you don’t have to do that, as the following section
makes clear.

Changing the formatting of the copied text

If you agree with me that copying the text into a reply is probably a good
idea, you can still change how that copied text is formatted so that it suits
your taste. Follow these steps:
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1. Click the File tab to display Backstage, and select Options from the list
on the left.

The Outlook Options dialog box appears.
2. Select Mail from the list on the left.

The Mail options appear on the right, as shown in Figure 2-11.
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3. Choose how you want original text to appear in a reply.

In the Replies and Forwards section, select an option from the When
Replying to a Message drop-down list. Here are your choices:

¢ Include Original Message Text. The default, which copies the text to
the bottom of the reply.

¢ Do Not Include Original Message. Creates the reply without copying
any of the original text.

e Attach Original Message. Sends the original message in the form of an
attachment, along with your reply. This option keeps the text out of
the way but available is the recipient needs to refer to it.

¢ Include and Indent Original Message Text. Copies the original text but
indents it so that the reader can more easily identify the original.
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e Prefix Each Line of the Original Message. Copies the original text
and indents it, putting a little character in front of the text. Outlook
makes your reply blue to further distinguish it from the original text.
If you select this option, in the Prefix Each Line With text box, type
the character that you want to precede each line of the original text,

such as >.

4. Click OK to save your changes.

Changing the color of your reply text

If you have Outlook copy the original text in a reply, you might want to dis-
tinguish it from your text by changing the color of your text. You can make
this change manually by applying an alternative color while you type your
reply, but why not let Outlook do it for you? Just follow these steps:

1. Click the File tab to display Backstage, and select Options from the list

on the left.

The Outlook Options dialog box appears.
2. Select Mail from the list on the left.
The Mail options appear on the right.

3. Click the Stationary and Fonts button.

It’s hiding in the Compose Messages section.

The Signatures and Stationery dialog box opens, as shown in Figure 2-12.

4. On the Personal Stationery tab, select the Pick a New Color When
Replying or Forwarding check box, and then click OK.
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Of course, this “pick a color for my text” thing works only if the reply

is in HTML or RTF format, and not in plain text. You can use the Font
button in the Signatures and Stationery dialog box to set the font and
font size of the text that you use in a reply, regardless of whether you
decide to have Outlook automatically change its color. (See Chapter 1 of
this minibook for more on message formats.)

Adding your name to a reply

Sometimes, you can more easily type your reply within the original text of a
message, as if you were directly responding to a question or concern, rather
than typing your reply above the original text and trying to make recipient
understand exactly what you're commenting on. Still, typing your comments
within the original text can be a bit of a pain because when you type your
text next to the original stuff, it’s kinda hard to distinguish it from what the
sender said. So, if you're like me, you probably go to the trouble of format-
ting your reply text a bit differently so that the reader can easily distinguish
both sides of the conversation.

Outlook can help you accomplish this with a whole lot less sweat equity
than typing comments within the original text and manually formatting
them. Follow these steps:

1. Click the File tab to display Backstage, and select Options from the list
on the left.
The Outlook Options dialog box appears.

2. Select Mail from the list on the left.
The Mail options appear. (Refer to Figure 2-11.)

3. In the Replies and Forwards section, select the Preface Comments
With option.

4. Type the something (such as your name or your initials) that you want
to precede your comments in the text box.

When you create a reply and type any text within the original message
text, your text is preceded by the something. Figure 2-13 shows an exam-
ple of a reply with inline comments.

By the way, if you type your reply above (rather than below) the copied
text, it isn’t preceded by your name.
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Letting MailTips Save Your Grateful Backside

MailTips are warnings that appear in various e-mail messages, with the aim
of preventing you from creating a seriously embarrassing error. For example,
a MailTip appears when you attempt to Reply All with a message that has a
hundred original recipients. Not that you never want your reply to such a
message to actually go back out to everyone who got the original, but most
times, you don’t want to send a reply to everyone — and you’d be oh-so
grateful to anyone who stops you before you click Send.

MailTips work only on an Exchange network because Outlook uses the infor-
mation that the Exchange server provides to work its MailTip magic.

MailTips appear on the InfoBar as shown in Figure 2-14, so look there before
clicking Send. Here’s a list of the types of things MailTips can catch:

4+ Messages being sent to a lot of people. MailTips catches this potential
misstep not only when you click Reply All, but even when you initiate
the original message yourself. You see, in a large corporation, you can
easily choose a group such as Sales Department from the company’s
Contact list, and not realize that the Sales Department consists of 325
people in various states.
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4+ Replying to All on a message which you were blind-copied on. When
someone includes your address in the Bcec field of a message (the Blind
Carbon Copy field), they probably intend for you to get the message in
secret, unbeknownst to the other recipients. If you then Reply All on
such a message, well, the jig is up.

4+ Sending a message to someone outside your organization. Every
company has its secrets — and it wouldn’t go over very well if you let
some of them out by accidentally including someone outside your orga-
nization in an e-mail that includes private company info (or snide com-
ments). So, a MailTip gives you a “heads up, this e-mail is being sent to
an outsider” warning to help prevent such a situation.

4+ The person you're trying to e-mail is out of town, has a full mailbox,
or (like Elvis) has left the building. Exchange knows when mailboxes
are full or people have been fired, or if someone has set up an Out of
the Office message, so MailTips can easily notify you of such situations
before you send that useless e-mail. MailTips also flag any message that
you might be trying to send to a person or group that’s restricted for
you. For example, perhaps you are not allowed to send e-mail outside of
the company for security reasons and you have addressed an e-mail to
a non-employee, or perhaps you are sending an e-mail to an employee
of a company that does not allow outside e-mails to be sent to certain
employees.

4+ Trying to send super-large attachments. If a message exceeds company
limits, you get a “no way, Ray” MailTip warning.
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Forwarding an E-Mail
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If you get a message that you think other people should see, you can forward
the message to them. Forwarding saves you the trouble of running to a copy
machine; instead, when you forward a message, Outlook copies the original
message text into a new message and doesn’t even charge you a quarter.

It also forwards the original attachments, free of charge. Outlook keeps

the original subject line, adding a quick Fw: to the beginning of it to let the
recipient know that you're forwarding a message that you got from someone
else.

To forward a message that you're viewing in the Reading pane, click the
Forward button on the Home tab. If you're viewing the message in a message
window, click the Forward button on the Message tab, instead. After Outlook
copies the message for you, just address it normally and click Send. You can,
prior to sending the message, add a quick note above the copied text (per-
haps to explain what the forwarded message is about or why you’re sending
it on).

You can control how text appears in a forwarded message; just follow the
same procedure for changing reply text. See the section “Controlling how
text is quoted in a reply,” earlier in this chapter, and mentally switch out
“when replying to a message” with “when forwarding a message.”

Resending an E-Mail Message

Yes, | admit it: Not only do | send messages once, but | sometimes send them
twice. The main reason I send messages twice isn’t because I like to over-
whelm people with a lot of notes from moi, but because I sometimes forget
to add the attachment.

So, when I click Send and discover that — oops — the attachment’s missing
again, [ just jump over to the Sent Items folder, open the message, click the
Actions button on the Message tab, and select Resend This Message from
the pop-up menu that appears. Contrary to what you might think, Outlook
doesn’t just resend the message. Instead, Outlook copies the message,
including its text, subject, recipients, and attachments, into a new message.

Basically, you get a Get Out of Jail Free card. You can add recipients (in case
you forgot someone), change your text however you want, add attachments,
and do basically anything you could have done originally, before your trig-
ger finger clicked Send. When you're satisfied that this time you haven'’t for-
gotten anything or anyone, click Send to resend the message in its new form.

If you actually need to retrieve a sent message and replace it, you might be
able to, provided you work on an Exchange network. Anyway, it’s worth a
try! See Book IIl, Chapter 1 for more details.
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Chapter 3: Making Your E-Mail
Look Professional and Cool

In This Chapter

+* Removing misspelled words from your messages and the egg from
your face

v Dressing up your e-mails

v Adding and manipulating images or illustrations in a message
v Inserting a hyperlink in an e-mail

v+ E-mailing an Outlook item

1+~ Getting the text of your message just the way you want it

Fankly, there’s nothing more embarrassing than revealing your igno-
rance. Perhaps you’'ve hemmed and hawed your way through a con-
versation whose subject was only roughly familiar to you. You nodded at
the right times and added vague comments that simply repeated what was
already said. If so, then I say: Good for you, you faker! One thing you can’t
fake, however, is Spelling Champion. If you send messages that contain mis-
spelled words, people will soon catch on that the spelling trophy on your
desk is your brother’s. You have no reason to get caught, however, because
in Outlook, you can automatically spellcheck messages before you send them.

If your goal is to look smart, cool, and professional, I show you several ways
to easily convince everyone that you are in this chapter. For example, you
might use decorative stationery or a Quick Style to dress up a message.

[ show you how to add just about any kind of doodad you can think of:
images, shapes, SmartArt (pre-drawn diagrams), horizontal lines, the cur-
rent date and time, charts, tables, numbered and bulleted lists, hyperlinks,
and bookmarks.

You can add images, charts, tables, shapes, hyperlinks, SmartArt, and just
about anything that’s fun only to messages that are in HTML format. By
default, messages are already in HTML format, but if you’ve set Outlook to
send plain text or RTF messages, you can change a single message to HTML
by clicking the HTML button on the Format Text tab in the message form.
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Checking Your Ignorance at the Door with Spelling
and Grammar Checking

Outlook, like Word, automatically checks the spelling of words while you
type. You can, if you want, have it step out of the way and stop hitting you
over the head with its dictionary. Follow these steps to stop Outlook from
checking spelling while you type an e-mail message:

1.

Click the File tab to display Backstage, and select Options from the list
on the left.

The Outlook Options dialog box appears.
Select Mail from the list on the left.
The Mail options appear on the right.

In the Compose Messages section, click the Spelling and AutoCorrect
button.

The Editor Options dialog box appears.
Select Proofing from the list on the left.
The Proofing options appear on the right.

In the When Correcting Spelling in Outlook section, deselect the
Check Spelling as You Type check box, and then click OK twice to
save your changes.

Because Outlook won’t be watching for mistakes while you type, you
probably should check the spelling of a message right before you send it
by pressing F7 or clicking the Spelling & Grammar button on the

Review tab.

Because you can so easily just type and click Send, I like the check-as-you-go
option, followed by a healthy dose of the automatically-check-this-again-
before-sending option. Follow these steps to set up Outlook to spellcheck
your e-mails right before sending:

1.

Click the File tab to display Backstage, and select Options from list on
the left.

The Outlook Options dialog box appears.
Select Mail from the list on the left.
The Mail options appear on the right.

In the Compose Messages section, select the Always Check Spelling
before Sending check box, and then click OK to save your changes.
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You can also have Outlook check your grammar while you type, but this
option can be a bit annoying, in my opinion. (However, if you want Outlook
to check grammar with spelling while you’re composing a message, see the
section “Checking grammar,” later in this chapter, for how to get Outlook to
check your grammar.) English is a fairly flexible language, and I tend to be

a bit colloquial in my usage, so the Grammar checker and I sometimes find
ourselves at odds. If you decide not to check grammar while you type, you
can check grammar, along with spelling, right before you send a message.

The Outlook Grammar and Spelling checkers work within all Outlook items
except notes. Of course, Outlook might check a message, but how and why
might it check a contact, appointment, or task? Well, Outlook doesn’t actu-
ally check the data that you enter for each item, but it does check the notes —
anything you type in the big Notes area of an item. If you make a typo while
typing in a Notes section, just follow the directions in the following section
to correct it.

Checking spelling

The automatic spellcheck occurs while you type. (If you've turned that
option off, you can start the Spelling checker by pressing the F7 key or click-
ing the Spelling & Grammar button on the message form’s Review tab.) When
you misspell a word, Outlook quickly underlines it with a red, wavy line. You
can right-click the word and instantly correct it by selecting a suggestion
from the pop-up menu that appears, as shown in Figure 3-1.
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Here are the other options on that pop-up menu that Outlook gives you to
deal with potential misspellings when you right-click a word that has a red,
wavy underline:

4+ Ignore and Ignore All: If the word isn’t misspelled at all (so there,
smartypants!), you can click Ignore to ignore this instance only; click
Ignore All to ignore this word throughout the text.

4 Add to Dictionary: Use this option when the selected word is simply
one that Outlook doesn’t know (such as your name). If you click this
option, the word is added to the dictionary, and Outlook never bothers
you about it again.

4+ AutoCorrect: Select a correction from this submenu to add the misspell-
ing and its correction to the AutoCorrect list. Or select AutoCorrect
Options to open the AutoCorrect in E-Mail dialog box. Type the misspell-
ing in the Replace box and the correction in the With box, and then click
Add. Click OK to close the dialog box.

You can use AutoCorrect to correct what you type; it’s especially handy
for the types of errors that the Spelling checker flags but can’t cor-

rect (because it doesn’t know what you meant to type). AutoCorrect
works like this: You type a misspelled word, and if that word is in

the AutoCorrect list, Outlook looks up the correction — and ZIP,

POW, BANG! — Outlook replaces the misspelled word automatically.
Outlook has a lot of common misspellings and their corrections (such
as thier and their) already in its AutoCorrect list. But you can use the
AutoCorrect option on the pop-up menu that appears when you right-
click a word (refer to Figure 3-1) to add to this list so that it includes the
types of spelling errors you often make, along with their corrected spell-
ings. AutoCorrect uses what you add to correct your errors while you type.

4+ Language: Allows you to select the language that the word is in. If you've
set up Office to operate in more than one language, then the Spelling
checker uses the language that you select from this menu to check the
spelling of the selected word.

4 Spelling: Select this option if you agree that the word is misspelled, but
Outlook has failed to provide a suggestion to correct it. The Spelling
dialog box that appears displays a longer list of suggestions (where you
might find the correction). In addition, if your message has a lot of mis-
spellings, then by displaying the Spelling dialog box, you can review
and correct these errors more easily than right-clicking and fixing each
individual error manually. When the Spelling dialog box is displayed, the
spelling error appears in red in the top window; select the correction
you want to use from the Suggestions list at the bottom of the dialog box
and click Change to change the text in the message form. The Spelling
checker automatically moves to the next error and displays it in the top
window. If the Spelling checker doesn’t suggest the right correction, you
can type the correction yourself (assuming you know how to correct the
error) in the top window and click Change.
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4+ Look Up: Displays a list of research sites that you can use to look up a
term on the Internet. Outlook sends the search request out and displays
the results in the Research pane. If you don’t find what you want, you
can select an option from the Can’t Find It? section at the bottom of the
pane. You can also search all the research sites and all the reference
books (such as Encarta Dictionary and the English Thesaurus) in one
stroke by clicking the All Reference Books or All Research Sites links in
the Other Places to Search section at the bottom of the pane. See Figure 3-2.

Md9 0 e +is Mew Media Management System - Message (HIML) = @ 8
L. Message | Insert  Options  FormatTest  Review o @
o % cut ; . & ; : o - €
g Geergln =12 = A o =iz WG] "'.‘f'/' g § |z Y romwue 2
e 1 Highlmportance
Faite ur. A FiE Attacr Zoom
W Framarainter | B LU A ||m= W R§ File B Low Importance
Clipboard Uagic Test 8g s Zoom
% Research =
From | Ingerus
q - Seach for:
Serl B Jpse Gugman; | fyrors Johneton oy M i 3 R a
Sk Lve Search -
. B] [
Subject: New Meda Management System RO Ty S B B

B ottt viepius, com/

# ViewPlas Login
Emal Address: Password: Forgol
Your Prsmeond? Sign in: Hew
Customers: Create rew acoount: iy
creatng an sccount with ViewHlus
5 Techrologies you will be abie to
we should keep the whole afternoon open should his fight arrive late, Then the poorly-named '""'““”‘j“‘“"‘ H
Entelschmoss is flving up from Hamburg to talk with us abont Entelschmoss MasterVid. T guess ) btz istore viewphus. com/
the theary here is, anything named Entelschmoss has got to perform pretty darned well.

I've made appointments throughout the week with some of the developers v
the media management package. ViewPlus, which is an outfit from Atlanta,

View all reswies on Live Search

Mext

Let’s mest on Wednesday to disenss what our requirements set is going to be for these

companies. Thave lunch apen, then any time after 2:30 pm. # Can't find it?
Try one of these altermasves o see Help
lannifer Fulton for hints on refining your seanch
Senior v.p. Speflng allemalives
Sales and Marketing Search for any of the folawang: .
o View Plus 1

ather places ta search
Search for Wiewris' in:

Figure 3‘2: i, Al Reference Bodis
Do a little 4 A8 R Sites =
€ cetundates to your servces..
research. — = -
__Ji Jose Guzman L_i._J.._J ~ | [}, Research options. ..
4+ Who Is: Opens the Check Names dialog box and looks up a misspelled
Contact name. See Chapter 1 in this minibook for how to check names.
QQ,N\BER The Spelling checker doesn’t normally catch mistakes that aren’t misspell-
& ings, although you might wish it did sometimes. For example, if you type

This is you're responsibility, the Spelling checker doesn’t flag the
mistake. By default, however, Outlook turns on an option that allows the
Spelling checker to check for errors in context, which causes it to flag the
use of a wrong, but similar-sounding, word.
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15 7 Checking Your Ignorance at the Door

QNING/ Although contextual checking is cool — gosh knows, it would catch a lot of

Y common mistakes [ make — it does slow down the computer, especially if
you’re running less than 1GB of RAM. So, if you want to turn the option off,
click the File tab to display Backstage, and select Options from the list on
the left to display the Outlook Options dialog box. Select Mail from the list
on the left, and in the Compose Messages section, click the Spelling and
Autocorrect button to display the Editor Options dialog box. Select Proofing
from the list on the left, and in the When Correcting Spelling in Outlook sec-
tion, disable the Use Contextual Spelling option. Click OK several times to
save changes.

Checking grammar

Although, by default, Outlook doesn’t check grammar, you can still have
Outlook do it. After you turn on the Grammar checker, if you make a grammar
mistake, the offending passage is underlined with a green, wavy line. If you see a
blue, wavy underline, it’s because you made a mistake in punctuation or capital-
ization. If you understand what’s wrong (for example, the sentence is a fragment
and not a complete thought), you can just type a correction.

Otherwise, you can right-click the wavy underlined text to see a pop-up menu
that tells you why the grammar police stopped you, as shown in Figure 3-3.
You can select one of the following options from the pop-up menu for further
assistance:
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4 Ignore Once: Select this option when the Grammar checker puts its
nose where it doesn’t belong. This option ignores the “error” in this
instance only.

4 Grammar: If you don’t like the way the Grammar checker is pointing out
your mistakes, you can display the Grammar dialog box, where you can
promptly tell it to ignore this rule just this one instance (Ignore Once)
or throughout the text (Ignore Rule). (See Figure 3-4.) To understand the
rule more thoroughly before you decide what to do, click Explain. If you
like one of the suggested fixes, select it and click Change to apply it. If
you're doing a full grammar check on the whole message and that mes-
sage includes another grammatical error, you can jump to that error by
clicking Next Sentence. You can also change the Grammar options from
this dialog box by clicking Options; see the following section for help in
understanding them.

Grammar: English {U.5.)
Cnmma Lisey
| did the last estimate, it's your turn Frank.

Suggestions: P
Explan...
'_g;mnm Cancel

4+ About This Sentence: Opens the Outlook Help window, which helps you
understand your error by providing examples of that type of error.

4+ Look Up: Opens the Research pane and allows you to look up the gram-
matical phrase on the Internet. See the section “Checking spelling,” ear-
lier in this chapter, for help in using the Research pane.

You can turn off automatic spelling and grammar checking. If you do, check
your Outlook message, contact, appointment, or task right before you save
it or send it off. Just press F7 or click the Spelling & Grammar button on the
Review tab. Keep in mind that the Spelling & Grammar command, despite its
name, checks only spelling unless you set the option to always check gram-
mar and spelling at the same time.

To control how and when Outlook checks grammar, follow these steps to
make changes to your grammar settings:

You can make these same changes while checking spelling, if you display
the Spelling dialog box (by right-clicking a misspelled word and selecting
Spelling, as described in the section “Checking Spelling”) and then click the
Options button in the Spelling dialog box.
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1. Click the File tab to display Backstage, and select Options from the list
on the left.

The Outlook Options dialog box appears.
2. Select Mail from the list on the left.
The Mail options appear on the right.

3. In the Compose Messages section, click the Spelling and AutoCorrect
button.

The Editor Options dialog box appears.
4. Select Proofing from the list on the left.
The Proofing options appear on the right.

5. In the When Correcting Spelling in Outlook section, select the gram-
mar options you want.

Select from any of these options:

e Mark Grammar Errors as You Type: Select this check box to have
Outlook check grammar while you type.

® Check Grammar with Spelling: Select this check box to check gram-
mar any time you check spelling (when you press F7 to start the
Spelling checker or when Outlook automatically checks your spelling
after you click Send).

e Show Readability Statistics: Select this check box to have Outlook give
you some idea of how easy your text is to read. Readability statistics,
if you choose to use them, appear only after a manual spelling and
grammar check. This option isn’t the automatic, check-while-you-go
kind.

To calculate the readability statistics, Word calculates the Flesch
Reading Ease and Flesch-Kincaid Grade Level scores. Both analyze your
text using a number of factors such as word length and sentence length
to determine how easy the text is to read. You should shoot for a Flesch
Reading Ease score between 80-90, and a Flesch-Kincaid Grade Level of
11-12 if your audience is mostly adults.

6. Click OK twice to save changes.

Using Stationery to Add Flair

To dress up your messages and add some fun, you can choose from a vari-
ety of Outlook stationery that provides a colorful background or pattern on
which to rest your words. If you're looking for something more high-tech and
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professional, you can choose an Outlook theme, which not only provides a
background but also a matching set of bullets, fonts, text colors, china, and
stemware.

Outlook provides its stationery and themes through a dialog box that you
use at the start of a new message. If you find an Outlook stationery or theme
that you want to use most of the time, you can set it up as the message
default. Word provides some extra themes to Outlook through the Ribbon
on a message form, making those themes available even after you start creat-
ing a message. (See the section “Applying a Word Theme,” later in this chap-
ter, for help.)

You can use stationery and themes only for HTML messages, not for plain
text or RTF-formatted messages. Also, you can’t add stationery or a theme to
areply or a forwarded message. See Chapter 1 of this minibook for help with
message formats.

Taking a stationery out for a test run

To select an Outlook stationery or theme for a new message, follow these
steps:

1. In the Mail module, click the New Items button on the Home tab,
select E-Mail Message Using from the pop-up menu that appears, and
then select More Stationery.

The Theme or Stationery dialog box, shown in Figure 3-5, appears.

By the way, if you want to use the same stationery that you've used
recently (the last five types, to be exact), just select it from the E-Mail
Message Using menu and skip the rest of this stuff.
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2. Select a stationery or theme, select other options, and click OK.

When you make a selection from the Choose a Theme list, a sample
appears on the right. Some selections are marked as stationery; the
others are themes. Basically, themes provide consistent styles for vari-
ous kinds of text, such as headings or bulleted lists, and a stationery
provides a background. If you select a theme, you have three more
options to choose from:

e Vivid Colors: Select this option to brighten up text, sometimes by
adding color to black text or by making text bold.

e Active Graphics: Omit animated . gif files by disabling this option.

® Background Image: Select this option to bypass a graphic back-
ground.

If you select an Outlook theme, the text that you type in the message is auto-
matically formatted by using that theme’s body text style. If you format your
text as a bulleted list, hypertext link, or heading, or you add a horizontal
line (as explained in the section “Adding headings and other styles,” later in
this chapter), those elements look like the sample you saw in the Theme or
Stationery dialog box.

If you select an Outlook stationery, the text is formatted in the default style
for that stationery, but it probably doesn’t have a fancy horizontal line or
bullet style. If the stationery has a graphic that you want to type below, just
double-click where you want to start the message, and then start typing.

A stationery provides you with a graphic background, whereas a theme pro-
vides a set that includes heading, bullet, and link styles, along with a back-
ground color (in most cases).

Selecting your everyday stationery

After you test-drive a few Outlook stationery choices and themes, you might
come across one that fits you perfectly. If so, you can set that stationery or
theme as your default. Just follow these steps:

1. Click the File tab to display Backstage, and select Options from the list
on the left.
The Outlook Options dialog box appears.

2. Select Mail from the list on the left.
The Mail options appear on the right.
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3. In the Compose Messages section, click the Stationery and Fonts
button.

The Signatures and Stationery dialog box appears, as shown in the back-
ground of Figure 3-6.

4. Click the Theme button.

The Theme or Stationery dialog box appears, as shown in the fore-

ground of Figure 3-6.
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5. Select your favorite theme or stationery from the list and click OK
several times to close all dialog boxes.

<P Even after setting a default, you can still pick and choose whatever statio-
nery you want to use for an individual e-mail by following the steps so care-
fully outlined by moi in the preceding section. To go without your usual
stationery, just click that ol’ New Items button on the Home tab, choose
E-Mail Message Using from the pop-up menu that appears, then choose a
format: Plain Text, Rich Text, or HTML.

Applying a Word Theme

So as not to be left out, Word provides its own set of themes to Outlook,
available only after you start a message. You can add a Word theme on top
of an Outlook stationery or theme, although the result is often a rather sur-
prising mix of colors and fonts.
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In a Word theme, you get custom-colored and -styled fonts for body text,
headings, bulleted lists, hyperlinks, and other text elements. You even get

a style for horizontal lines. In addition, you get a set of colors: four text/
background colors and six accent colors. After you select a theme, you see
the first two text/backgrounds and the first two accent colors on the Colors
button on the Options tab. The entire color palette appears anytime you try
to colorize text, shapes, and other objects. You learned how to colorize text
in Chapter 1 of this minibook; you learn how to colorize shapes and other
objects in the sections “Formatting objects and playing around” later in this
chapter.

Every HTML or Rich Text message uses the theme, Office, unless you choose
a different theme to use. You can choose a theme or stationery (a message
theme with a graphic background) when you begin a new message (see the
section, “Taking a stationery out for a test run” for help in choosing a theme
or stationery from the start). To apply a Word theme to an existing HTML or
Rich Text message, click the Themes button on the Options tab to make a fat
palette of Word themes appear, as shown in Figure 3-7. When you hover the
mouse pointer over a theme, you can audition it (assuming you have some
text in the message to use for the audition). Click a theme to select it. If you
can’t decide, select a theme based on its thumbnail — and if it turns out
badly, simply repeat these steps to select a different theme. When you click
a theme, existing text is reformatted to fit the new theme, quick as a wink.

If your text doesn’t seem to change much when you preview a theme, don’t
worry — nothing’s wrong with your monitor. The theme colors, for example,
are only applied to colored text. (You learned how to apply text colors in
Chapter 1 of this minibook.) So, if you haven’t colored any text yet, then you
don’t see much of a change when you preview — other than the font, which
typically changes from theme to theme.

At the bottom of the Themes menu, select Save Current Theme to save your
current set of fonts and colors. See the section “Customizing your look,”
later in this chapter, for the scoop on creating themes. Select Browse for
Themes to open one of these saved themes. Select Reset to Theme from
Template to reapply the original message theme, which was probably the
standard Office theme.

After you select a theme, just type. The font, size, and color of the theme’s
body text style are applied to what you type (as well as to existing text).

The theme’s heading style is applied to headings, the bullet style to bullets,
and so on. (For the word on how to format text as a heading, a bulleted list,
or whatever, see “Playing with Text,” later in this chapter.) The fun doesn’t
stop there: If you create shapes, charts, tables, and the like, they’re pro-
grammed by default to use the various colors built into the theme. That way,
if you change to a different Word theme, your entire message stays color-
coordinated.
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Applying a Color, Font, or Effects Set

Okay, is a theme too much decorating for you? No problem. If you want to
keep the fonts you use in a message and apply a different set of colors to bul-
lets, headings, and the like, you can select just a color set. No guilt, no com-
mitment, no phone calls you have to avoid. You can do the same thing with
font types — switch them out without switching the colors you might have
already used in the message. If you've added lines and shapes to your mes-
sage, you can pick out a set of fills and effects to apply to them.

Follow these quick steps to select a color, font, or effects set to a message:

1. In the message form, click the arrow on the Colors, Fonts, or Effects
button on the Options tab (depending on the element you want to
change).

A menu or palette of choices pops up. Briefly, here’s what each button
is for:

e (olors: You select the set of colors that can be applied to a variety
of objects in your message, including text, headings, bulleted or
numbered lists, shapes, SmartArt, charts, hyperlinks, text boxes, and
horizontal lines. You insert most of these items by clicking buttons
on the Insert tab (not surprisingly), which you can figure out how to
do in the section “Illustrating Your Point,” later in this chapter.

Book I
Chapter 3

|oog pue
|euoISSaj0.id %007
1eJAI-3 oA Bupjey



’64 Applying a Color, Font, or Effects Set

e Fonts: Each set includes two fonts — one for regular body text and
the other for headings, although you can apply the fonts to text how-
ever you want.

e [Effects: Each set includes a shape style, a color fill, shadow effects,
and 3-D effects that provide a coordinated look to objects in your
message. What objects, you ask? Good question. I'm talking about
objects such as arrows, rectangles, stars, and so on, which you
insert by using the Shapes button on the Insert tab. (See the section
“lllustrating Your Point,” later in this chapter.) You can also apply
effects to SmartArt, charts, text boxes, and horizontal lines, which I
discuss in various sections throughout this chapter.

2. Click the Color, Font, or Effects set that you want to use.

When you slide the mouse pointer around the palette or down the list,
the elements in your message change accordingly. For example, when
you slide down the Fonts list, your text changes styles so that you

can preview the option before you select it. If your message features a
drawn object (such as a star), then it changes when you sweep down the
Effects list. Colors you've applied to text or objects change when you
preview the choices on the Colors list.

Creating a custom set of colors or fonts

Normally, the sets of colors, fonts, and effects that come with Outlook sat-
isfy most people. And hey, you can easily select and apply the Fonts, Colors,
and Effects sets, so what else could you want? Well, maybe you wish that
one of the colors was a bit lighter or darker. Then, it would be just perfect.
Or maybe you like the heading font, but you want to use something else for
your body text. Or maybe your boss has instructed you to use only company
colors in e-mails to clients. (Yippee.)

In any case, you can easily create your own set of custom colors and fonts.
(You can’t do anything about creating your own set of effects, so your boss
is just gonna have to live with that.)

To create your own set of colors, start by modifying the set you’re currently
using. Haven't selected a set? Well, then you're using the Office default set
of colors. But unless that generic set of colors represents all you want in
the world, I'd recommend jumping back to the preceding section to figure
out how to select a color set that’s at least close to what you want to end up
with. Then, follow these steps to change it:

1. Click the Colors button on the Options tab, and then select Create
New Theme Colors from the pop-up menu that appears.

The Create New Theme Colors dialog box peeks out, like the one shown
in Figure 3-8.
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. Select the color that you want to change by clicking the button for that

. Select a new color, either lightening or darkening the color from the

palette that appears, or select one of the standard colors from the

To select a color that isn’t on that palette, click the More Colors link and
select one from the color palette that pops up. If you need help figuring
out how to use the More Colors dialog box, you can find it in the section
“Simply Colorizing the Background,” later in this chapter.

You can look at the sample provided to decide whether the new color
works with the existing colors or whether you need to select something

Figure 3-8: Mecert (=
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different.
WMBER
@&
&

If you decide that you don’t like the colors you select, before you click
Save, you can click the Reset button to return to all the original colors in
the theme.

. Type a name for the theme in the Name text box.

If you can’t think of a name, you can just add a number to the existing
theme name and call it quits.

. Click Save.

The colors that you selected are applied automatically. For example, if
a blue color appeared in the original color set, and you changed it to a
nice green, then any text that used the blue changes to green. The set
now appears in the Colors list, so you can select it again for a different
message.
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166 Simply Colorizing the Background

To create your own set of fonts, you basically follow the preceding steps, but
you start by clicking the Fonts button on the Options tab, selecting Create
New Theme Fonts from the pop-up menu that appears, and moving on from
there. And no, you don’t have to select a font set for your message first,
although you’re using one (even if you didn’t choose one): the Office font
set, which features Cambria for heading text and Calibri for body text. After
clicking the Fonts button and selecting Create New Theme Fonts, a simple
dialog box appears that allows you to select the Heading Font and Body Text
font that you want. In the Sample area, you can see how your selections look
together. When you’re done looking in the mirror, type a name for your set
in the Name box and click OK.

Customizing your look

After you select a Word theme, you can just type your message. The fonts
and colors defined by the theme are applied automatically, and what could
be easier than that? Still, sometimes you just need to express your own style.
Luckily, even Word themes allow room for individuality.

Although you can’t actually change the colors, fonts, or effects used in a
theme, you can use the theme as your starting point and create a new theme
to reuse however you want. Follow these steps:

1. Select a Word theme that contains at least some of the elements you
like, such as a rough set of colors and fonts.

2. Modify the color or font set (as described in the preceding section),
and select a set of effects that you like.

3. To save your current Font, Color, and Effects selections as a new
theme, click the Themes button on the Options tab and select Save
Current Theme from the pop-up menu that appears.

The Save Current Theme dialog box appears.
4. Type a name for the theme in the File Name box and click Save.
You can now use the theme in other messages. When you click the Themes

button, your theme appears at the top, in the Custom section. Just click it to
apply the custom theme to the current message.

Simply Colorizing the Background

If the thought of selecting a theme and using its heading, body text, and
bullet styles seems like overkill for a simple message to a friend or colleague,
you can opt for something simpler but equally as impressive: a colorful back-
ground. You can choose a solid color, gradient, texture, pattern, or image.
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Keep in mind that if you select a dark-colored background, the normal body
text (which is black) doesn’t show up well on it. You should probably
change your text to a lighter color to provide some contrast and make it
easy to read. You probably want to use a sans-serif font, such as Calibri or
Arial, as well, because its simple structure looks less fuzzy, even in a small
size and with little contrast against the message background.

Color is a solid choice

To select a background color, click within the text area of the message form,
then the Page Color button on the Options tab. A palette associated with
the current theme appears (and yes, a theme is associated with your mes-
sage, even if you didn’t choose one — it’s called Office). You can select any
of those ten basic colors listed across the top of the palette, or their associ-
ated tints (white added to the basic theme color) or shades (black added). At
the bottom of the palette, the set of ten standard colors from which you can
choose appear.

The ten basic colors and their variations that appear on the Color palette
come from the color set associated with the theme. The ten standard colors
listed at the bottom of the palette represent the colors of the rainbow; the
standard colors are always available in every theme.

If you overdo your choices and want to return to a plain message that has a
white background, select No Color from the Page Color menu.

If you don’t see a color that you want to try, click the More Colors option
and select a color from the Colors dialog box that appears, which offers all
the colors of the rainbow. (If you're overwhelmingly curious about that Fill
Effects option, jump to the following section for all the details.) The Colors
dialog box has two tabs for selecting colors:

4+ Standard: Click a color from the large hexagon to select it. If you like
black, gray, or white, you can click a color from the small group of hexa-
gons that appear below the color hexagon.

4+ Custom: Click the Custom tab, as shown in Figure 3-9, to custom blend
your own color.

To create your own color in the Custom tab, follow these steps:

1. Drag the four-pointed white marker within the Colors palette.

Dragging this marker selects a general color. In the figure, [ selected
a nice adobe brown by dragging the white pointy thing to the adobe
brown area in the Colors palette on the left. The band to the right
changes to show a range of this color, from tints to shades.
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168 Simply Colorizing the Background

Figure 3-9:
Mix your
own colorin
the Colors
dialog box.

Drag this marker to select a color.

Drag the tint/shade markers
to adjust the selected color.

2. Drag the tint/shade marker to the color that you want and click OK.

To the right of the Colors palette, refine the vertical band of the current
color by dragging the tint/shade marker up or down.

You can mix a color by the numbers if you want. Select the color model that
you're using, either RGB or HSL; then, enter the appropriate values from 0

to 255. RGB is short for red, green, blue, and it’s one approach to creating
color on a computer monitor. If you set all values to zero, you get pure black;
if you set all to 255, you get white. Another approach to mixing color is HSL,
or hue, saturation, [uminance. The hue value represents the color’s position
on the color wheel; the saturation value controls the amount of gray that’s
added to muddy the pure color; the luminance value controls the amount of
white added. Here, 0, 0, 0, gets you pure black; 0, 0, 255, gets you pure white;
and 0, 0, 127 gets you a perfect middle-gray.

Why not try a gradient, texture, pattern, or image?

If you don’t want to use a pure color as your background, you can use a

fill, instead. You have several choices, such as a gradient (a slow blending
from one color to another), texture, pattern (an ordered arrangement of two
colors), or picture (such as a company logo). You're probably familiar with
this process because just about everything in the Office universe uses it, so |
cover it at warp speed. Follow these steps:

1. Click within the text area of the message form, then click the Page
Color button on the Options tab and select Fill Effects from the pop-up
menu that appears.

The Fill Effects dialog box pops up, as shown in Figure 3-10.
2. Select a gradient.

Click the Gradient tab and select a Colors option: One-Color, Two-Color,
or Preset. Select the one, two, or preset color(s) that you want to work
with. Adjust the amount of transparency in the gradient (if this option is
available). Then, select a direction in the Shading Styles area.
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3. OR select a Texture.
Click the Texture tab, and then select a texture. Pretty brainless.

4. OR select a Pattern.

Click the Pattern tab, select a Foreground and a Background color, and
then select the Pattern that you want. Not too difficult.

5. OR select an Image.

Click the Picture tab. Click Select Picture, select the picture that you
want to use, and click Insert. Images are tiled to fit the message form.
They’re not adjustable in Outlook, so do your resizing, cropping, and
lightening (if you want to make it easier to see your text on the image) in
a photo editor before you import the image into a message.

If you're looking for more control over an image that you use as a mes-
sage background, you might be happier just inserting the image in the way
explained in the following section. You can then format the image to allow
text to flow over it (if that’s what you're looking for), rather than around it.
You can also crop, lighten, and adjust the level of contrast in Outlook, as
needed, to make the image a proper background.

Inserting an Image

When it comes to adding pictures to an e-mail message, you have several
choices: You can use an image as a message background (as explained in the
preceding section), insert one of your own images and wrap text around it,
or use one of Microsoft’s images from its Microsoft Clip Organizer. You can
also attach an image file, but that’s different from actually placing an image
within a message; see Chapter 1 of this minibook for help on attaching a file.
To insert an image or a clip in a message do either of the following:
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SMBER

Figure 3-11:
Make any
image look
the way
you want
by using
the Picture
Tools
Format tab.
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4+ To insert an image: Click the Picture button on the Insert tab, select the
image that you want from the Insert Picture dialog box that appears, and
click Insert.

4+ To insert a clip: Click the Clip Art button on the Insert tab to display the
Clip Art pane. Type a search term (such as gold fish) in the Search
For text box. You can include online clipart in the search by turning on
the Include Office.com Content option.

You can limit the results by selecting particular file types from the
Results Should Be list. Click Go to display images that match your
search criteria. Click an image to insert it into the message.

You can select, resize, move, and rotate an image the same way that you
manipulate objects. See the section “Manipulating Objects,” later in this
chapter, for the lowdown.

One of the coolest things about the new Office programs is that they really
make formatting fun. Take images, for instance: When you select one, up
pops the Picture Tools Format tab; click it to see more buttons (on the
Ribbon) than you find on a home theater remote control. (See Figure 3-11.)
Here’s what those buttons can do:
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4+ Corrections: This button displays a palette of adjustments, such as
sharpness, softness, brightness, and contrast of an image. Just click a
sample to apply that correction to the picture.

To adjust the picture more precisely, select Picture Corrections Options
from the bottom of the palette. In the dialog box that appears, you can
drag Soften-Sharpen, Brightness, and Contrast sliders to adjust the soft-
ness/sharpness or brightness/contrast, or enter precise values.

4+ Color: Displays a palette that allows you to adjust the amount of color
in a picture (saturation) and its tone (the warmth or coolness of the
colors — whether the colors are overly reddish or bluish). Click a sample
to apply that adjustment, or select Picture Color Options from the
bottom of the Color palette to display a dialog box in which you can
make fine adjustments.
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The Color palette also allows you to add a colored tint to a picture.
Select a variation to recolor the image to that shade from the three rows
in the Recolor area of the palette. The first row of options allows you to
quickly create a black and white, grayscale, sepia, or washed-out image.
The variations in the next two rows are all based on the current tem-
plate colors, which helps you create a unified look easily. However, you
can select More Variations from the bottom of the palette to choose a
different color for tinting from the additional palette that appears.

Click the Set Transparent Color option on the Color palette, and then

click in the image to change all pixels of that same color to transparent

pixels so that you can see text through that part of the image. Use this

option to remove the background around the subject, assuming that Book Il
background is basically one color. Chapter 3

This Set Transparent Color business works only with particular images
and clip art, but it’s always worth a try. If you're dealing with a picture,
you can use a cooler way to remove its background. See the section
“Removing an image’s background,” later in this chapter, to find out the
technique all the cool kids are using.

|009 pue

4+ Artistic Effects: Displays a palette of effects that make the picture look
like it’s drawn with markers, pencils, chalk, paint, watercolors, pas-
tels, and so on. Click a sample to apply that effect to the picture. Click
Artistic Effects Options at the bottom of the palette to display a dialog
box where you can fine-tune the effect.
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4+ Compress Pictures: This option compresses (reduces the file size) of
all images in the message so that the message isn’t too big to send. It
also, however, reduces the quality of the images. In the dialog box that
appears after you click the Compress Pictures button, you can select the
quality level (resolution) you're willing to live with. You can also choose
to apply the compression to selected images (rather than all images in
the message), and to remove the cropped part of an image permanently
(from the message only; this cropping doesn’t affect the actual image
file).

4+ Change Picture: Allows you to swap the current selected image with one
of your own (and not one from Microsoft Clip Organizer), without losing
the formatting that you applied to that image.

4+ Reset Picture: Resets the image to its original state (removing all format-

ting).
\sg,N\BER The Remove Background, Picture Styles, Picture Border, Picture Effects,
& Picture Layout, Wrap Text, Bring Forward, Send Backward, Selection Pane,

Align, Group, Rotate, Crop, Shape Height, and Shape Width buttons also
apply to a variety of other objects, such as shapes and text boxes. You can
find descriptions for them in the section “Manipulating Objects,” later in this
chapter.
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Itustrating Your Point

They say that pictures are worth a thousand words, and when you’re trying
to make a point, I guess that’s true. Outlook provides several ways in which
you can put your money, so to speak, where your mouth is: tables, charts,
shapes, and SmartArt graphics.

SmartArt is a special graphic that you can use to illustrate a set of related
data, such as a list of items or a series of steps. You can also find graphics
that illustrate a cycle (such as a monthly process), hierarchy (such as an
organization chart), relationship between items, matrix (parts that relate to a
whole), or pyramid (proportionate relationships).

Most often, you will use tables, charts, shapes and SmartArt graphics to
illustrate your documents, worksheets, and presentations, and not e-mail
messages. This book doesn’t focus on Word, Excel, or PowerPoint, however;
so I'll just be touching on the basic how-to’s in the following sections. If you
want all the info you can stand about working with tables, charts, shapes,
and SmartArt, check out Microsoft Office 2010 All-in-One Desk Reference For
Dummies, by Peter Weverka.

To insert a symbol, such as § or ¥ or ©, click the Symbol button on the Insert
tab. In the palette that appears, select a symbol. If you don’t find what you
need, select More Symbols. In the dialog box that appears, select a character
set, and then click a symbol to insert it in the text.

Tabling the notion

A table is a collection of related data, presented in rows and columns. The
rows and columns intersect to form cells. You might use a table to show
your wife how you plan to pay for a new multimedia room in three months,
using the extra income you save by packing both of your lunches every day,
not eating out for dinner during the week, and limiting her clothing allow-
ance. (Okay, maybe even a table can’t help that cause. . ..)

Here’s the quick and easy way to insert a table: Click the Table button on
the Insert tab. Drag over the grid that appears to select the number of rows
and columns that you want. A table appears in your message. To enter data,
click in the first cell on the left, type something, and then press Tab to move
to the cell to the right of the first cell in the same row. Press Tab at the end
of a row to move down a row, to the first cell on the left. If you press Tab in
the last cell in a table, you automatically add a new row. Format the table
quickly by clicking inside the table and selecting a table style from the Table
Styles palette that appears on the Table Tools Design tab. Use the More
button to display more table styles than you can figure out what to do with.
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The check boxes to the far-left of the Table Tools Design tab control which
table styles you see. For example, if you enable the Header Row, Total Row,
and Banded Rows options, you see formatting tailored to make the headings
in the first row of your table and the totals in the last row stand out. Because
of the Banded Rows option, the colors for the body of the table alternate
YOWS.

Use the Table Tools Layout tab to select a table element such as a row, and
then format it by using the Shading and Borders buttons on the Table Tools
Design tab. The Layout tab also includes buttons for adding and removing

rows and columns, merging two cells together, and changing text alignment.

Charting the way

A chart is a graphical representation of a table. Instead of expecting your
boss to pore over the latest boring sales data, why not show her graphically
why she pays you the big bucks? And if she doesn’t pay you the big bucks,
maybe a chart that clearly shows how you consistently outsell everyone in
the department can convince her why she should.

To insert a chart, click the Chart button on the Insert tab. The Insert Chart
dialog box pops up; select a chart type on the left and a sample on the right,
and then click OK. A chart appears in the message, based on the fake table
data that appears in a separate worksheet window. Change this worksheet
data in this separate window to change the chart (see Figure 3-12). (See the
preceding section for some help with entering data into a table.) When you
finish, close the worksheet window by clicking its Close button.

You can redisplay this worksheet at a later time if needed, by clicking the
chart and then clicking the Edit Data button on the Chart Tools Design tab.

You can’t create a chart based on a table that’s already in a message — at
least, not automatically. You can, however, select the table and paste its
data into the worksheet after you create the chart.

Click in a chart, and then select a chart style from the Chart Styles palette
on the Chart Tools Design tab to quickly format the chart. Use the More
button at the right end of the Chart Styles group to display the entire pal-
ette of styles. On the Chart Tools Design tab, you can also change the chart
type and apply a chart layout to rearrange the various chart elements, such
as the chart legend. On the Chart Tools Layout tab, you can add chart ele-
ments, such as a legend, a title, and labels. You can also change how often
the gridlines appear and rearrange the vertical and horizontal axes of the
chart.

Book 11
Chapter 3

|009 pue
|euoISSaj0.id %007
1eJAI-3 oA Bupjey



174 IMtustrating Your Point

Figure 3-12:
Sales are
up.
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Table Worksheet data —

You can format the elements of a chart (the bars, key, title, and so on) sepa-
rately. For help with most of the buttons on the Chart Tools Format tab, see
the section “Manipulating Objects,” later in this chapter.

Getting your message to take shape

The best way to call attention to critical information is to draw a big, fat
arrow pointing to it. Using the Shapes tool, you can insert not only arrows,
but rectangles, circles, lines, stars, flowchart symbols, and other interesting
shapes. You use the same process that you do within any other Office pro-
gram,; just click the Shapes button on the Insert tab, click a shape on the pal-
ette that appears, and then drag in the message form — from the upper-left
corner down to the lower-right corner — to position and size the shape.

At this point, you can insert more shapes by clicking a shape in the Insert
Shapes section on the Format tab. After you insert a shape, you can resize,
move, and format it. See the section “Manipulating Objects,” later in this
chapter, for help in getting your shape just the way you want it.
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To add text within a shape, just click the shape and type. To edit that text,
click the shape, which makes the cursor appear within the text. Make your
changes like you would within Word — press Backspace to erase characters
to the left of the cursor or Delete to erase characters to the right. If you
resize a shape, the text inside doesn’t change, but you can select the text
and resize it manually.

Getting smart with SmartArt

You might want to make your point by illustrating it with SmartArt, a set of
graphics similar to charts. SmartArt helps to tell the story of a set of data

in a graphically fun way that keeps your audience interested while you
bamboozle ’em. Need to keep up department morale during another sense-
less reshuffling of company personnel? Hide the news with a cool-looking
Organization chart. Want to convince your boss that a big project can still
get done on time, despite several critical setbacks? Illustrate your ideas by
using a step-by-step plan and a process graph. Follow these steps to insert a
SmartArt graphic:

1. Click the SmartArt button on the Insert tab.
The Choose a SmartArt Graphic dialog box jumps out.

2. Select a SmartArt category from the list on the left (such as Process),
and then select a graphic type from those shown on right.

When you click each graphic type, a description that explains the
intended use of that type appears on the far-right.

3. Click OK.

Some SmartArt graphics are better suited for illustrating particular ideas,
processes, or data. Select List as your SmartArt type for items that can
appear in any particular order, such as a grocery list. Select the Process
type to show the steps in a task; select the Cycle type to show the steps in
a task that repeats itself. Select the Hierarchy type when you want to create
an organization chart or illustrate a series of decisions and where they might
lead. Select the Relationship type when the most important point you need
to make relates to the connections between items; select the Matrix type

to highlight how various components relate to the whole unit. Select the
Pyramid type to show how items relate proportionately, with the biggest or
most important item in the largest part of the pyramid. Select the Picture
type to show the relationship between items by using pictures.

The SmartArt graphic appears in the message, as shown in Figure 3-13. Click
each bullet and type the appropriate text in the Type Your Text Here pane

that appears. For example, type each item in a list or each step in a process.
You enter each item in your process or list in the Type Your Text Here pane,
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Figure 3-13:
Get smart.

as a bulleted list; just press Enter at the end of a line to add another bullet
(which automatically creates another symbol in the SmartArt graphic) or
press Tab to create a sub-bullet. To remove a bullet, select the text and
press Delete.
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If you press Enter to add another bullet but the item is marked with a red X
in the Type Your Text Here pane, then Outlook is telling you that you can’t
type data there. But you might be able to add those extra items if you switch
to a different layout.

You can format the text in the Type Your Text Here pane, although the
formatting doesn’t appear in that pane. It appears in the SmartArt graphic.
Close the Type Your Text Here pane when you finish entering and formatting
text; if you need it to stick its head back up, click the Text Pane button on
the SmartArt Tools Design tab.

Now that you have a SmartArt graphic, you can do a lot of things to it:
4+ Switch layouts. If you select the Alternating Hexagon style, List type

graphic but it just isn’t working for you, you can change to a different
style List type graphic by selecting one from the Layouts section of the
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SmartArt Tools Design tab. If you want to change from a List type to a
Process type, or to something else entirely, click the More button in the
lower-right corner of the Layouts section of the Design tab and click
More Layouts from the palette that appears to redisplay the Choose a
SmartArt Graphic dialog box.

4+ Colorize. At the start, your SmartArt is as blue as a suede shoe. But you
don’t have to leave it like that; select one of the SmartArt Styles on the
SmartArt Tools Design tab to dress up the blue look or click the Change
Colors button on the SmartArt Tools Design tab to, uh, change colors
from the palette that appears.

4+ Add images. Some SmartArt graphics contain a picture holder, which
you can use to illustrate a step or process, or to provide some icon to
help the reader remember what you said, even after ten seconds. Click
the picture holder, search around for a graphic, and then click Insert.

4 Change the order of things. On some SmartArt graphics, you can flip
the order of shapes in the graphic by clicking the Right to Left button
on the SmartArt Tools Design tab. To change the order of an item in the
list, click it, and then click the Move Up or Move Down button on the
SmartArt Tools Design tab.

SmartArt is similar to other objects such as shapes, text boxes, and images,
and thus you can format and manipulate it just like other objects. See the
section “Manipulating Objects,” later in this chapter, for more ideas on
changing your SmartArt.

Showing exactly what you mean

If you've ever tried to explain to someone, such as a tech specialist, exactly
what problems you're seeing on your computer, then you know that both of
you can quickly get frustrated by the lack of understanding on both sides.
You speak normal-talk; the specialist speaks tech-talk, and never the twain
shall meet.

You can easily get your point across in a message by including a screen-
shot of what you're seeing on your computer. I use screenshots all the time
in this book to show you dialog boxes, the Ribbon, and the various parts

of Outlook. You can do the same thing by following these steps to insert a
screenshot in a message:

1. Set up your screen so that it displays what you want to show.

2. In a message form, click the Screenshot button on the Insert tab.

A palette of images appears. Each thumbnail image represents each of
the windows you have open. (See Figure 3-14.)
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Figure 3-14:
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Click one of the Screenshot images to insert it in the message form.

If you want to grab only part of the screen, select Screen Clipping from
the palette, instead of clicking an image. The screen turns a semi-trans-
parent white. Click at the upper-left point of the screen that you want

to capture, and then drag the mouse pointer down and to the right, to
outline the area you want. When you release the mouse pointer, the area
you selected is inserted into the message.

Make adjustments to the screenshot, as needed.

The inserted screenshot is automatically selected in your message form,
and the Picture Tools Format tab appears. Use the tab’s buttons to
make adjustments to the image, as described in the section “Inserting an
Image,” earlier in this chapter, and the section “Manipulating Objects,”
next in this chapter. For example, you might resize the image.

Manipulating Objects

A shape is just an object, meaning that you can manipulate it separately
from the message text. In Outlook, you can insert and manipulate several
types of objects, such as images, clipart, shapes, SmartArt, or text boxes.

Selecting, resizing, and other basic techniques

Use some of these common techniques to manipulate an object:



Figure 3-15:
Get a handle
onit.
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4+ Select an object. Click it to make white squares, called handles, appear
around the object so that you can get a handle on what to do next. (See
Figure 3-15.)
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4+ Resize an object. Drag it by a handle. Drag by a corner handle to keep
the object in proportion so that you don’t distort it.

4+ Move an object by clicking in its center and dragging. Be careful; you
can only move the object as you might a selected word, by dragging and
dropping it within a paragraph.

4+ Rotate an object. Click the green dot connected to the top handle and
drag right or left. (Refer to Figure 3-15.)

Formatting objects and playing around

After you select the object, you can use any of the tools that appear on the
object’s Format tab to pretty it up. You can’t use buttons that are grayed out
on the current object.
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Here are some things you can do to format an object:

4+ Format an object. After you select an object, tools for formatting it

appear on the Format tab. Apply a style to the object by selecting that
style from the Styles list; click the More button below the scroll bar to
display all the styles on a large palette. Fill the object with color, gradi-
ent, texture, or pattern by selecting one from the Shape Fill palette. (See
the section “Simply Colorizing the Background,” earlier in this chapter,
for help in choosing a color or effect.) Like with any other formatting
palette, just hover your mouse pointer over a style or color to preview it
before you buy. Change the object’s outline (its color, width, and style)
by selecting a new one from the Shape Outline/Picture Border palette.
Click No Outline to remove the border.

When sending a message to someone who doesn’t use Outlook 2010

or Outlook 2007, keep in mind that some of your formatting may not
appear in the recipient’s e-mail in the way that you see it. For the most
part, your formatting should arrive intact, but if you format shapes, they
appear in a light blue rectangle.

Add a special effect. Add shadows, reflections, glows, soft edges, and
3-D effects by selecting effects from the Shape Effects/Picture Effects pal-
ette. (See Figure 3-16.) If you want to refine the effect, select the Options
command at the bottom of the palette. For example, to refine a shadow
effect, select Shadow Options from the bottom of the Shadow palette.
The Format Shape dialog box appears so you can customize the shadow
effect.

Wrap text around an object. The Wrap Text button controls how text
runs alongside or over the object. Click the button and make a selec-
tion from the pop-up menu that appears; for example, select Square.
Selecting In-Line with Text causes text to flow beside the bottom edge of
the object like it’s one really big word; selecting this option also causes
the object to move left or right with the text when you add or delete
text from the paragraph. The other options allow text to flow around all
sides of the object, top and bottom only, or through the object.

If you change the text wrap to anything other than In-Line with Text, you
can stack the object with other objects in the message (such as another
shape, image, or text box) so that the object either is partially obscured
by the other objects or partially obscures them.

Change the object’s shape. Click the Edit Shape button on the Format
tab, then select Change Shape to select a different shape for the object.
For example, you can change the object from a rectangle to an oval. Hold
still, my beating heart! You can twist and turn the shape by moving one
of its edit points (black dots that appear at each corner). Just select Edit
Points from the Edit Shape menu to display small black points (handles)
around the shape, and drag one of the black handles to a new location.
Two wings appear on either side of the black handle; drag the white dot
on one of these wings to curve that side of the object. (See Figure 3-17.)
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4+ Rotate the object. You can find out how to rotate an object by dragging
its green handle in the preceding section. If you click the Rotate button
on the Format tab, you can rotate a shape 90 degrees left or right, or flip
it (mirror it). Select More Rotation Options to rotate an object by the
exact amount you enter.

4+ Crop a picture. This option is available only for images. Click the Crop
button on the Format tab to make crop handles (thick dashes) appear
around the image’s border. Drag a handle inward to crop off that part of
the image (to prevent that portion from showing). You’re not actually
doing anything to the real image, and you can undo whatever you crop,
so don’t worry. When you’re done, click outside the image.

You can compress the images in a message to reduce their size. One
option in the compression process allows you to remove the cropped
areas from an image from memory, reducing the size of an image even
more. If you do that, however, you can’t restore the original cropped
areas of the image to your message. But you can always reinsert the image
because this compression thing doesn’t hurt the original image file.

4+ Resize an object. Using the Size boxes on the Format tab, you can enter
the exact vertical and horizontal dimensions that you want.

Making an image significantly larger than its original size reduces its quality.

Arranging objects

If you have more than one object in your message, you can arrange them
in various ways. First, you have to select the objects that you want to deal
with. To do that, just hold down Ctrl while you click each one. After you
rope them, here’s what you can do with ’em:

4+ Stack ’em: Imagine a bunch of objects as a stack of pancakes. Some pan-
cakes are beneath others in the stack and are partially or fully obscured.
Other pancakes are on top of the others, and you can see more of each
pancake. You can move an object in the stack of objects you’ve selected
so that it appears on top of certain “pancakes” and beneath others.
(Refer to Figure 3-16.) To move an object to the top of the stack (so that
it moves in front of all other objects), first select the object, click the
arrow on the Bring Forward button on the Format tab, and then select
Bring to Front from pop-up menu that appears. To move the object up in
the stack one “pancake” at a time, click Bring Forward as many times as
needed.
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To move the object behind all objects, do the selecting business, click
the arrow on the Send Backward button on the Format tab, and then
select Send to Back from pop-up menu that appears. To move an object
down the stack one object at a time, click Send Backward as many times
as needed. By the way, the Bring in Front of Text and Send Behind Text
commands on these buttons are the same as the In Front of Text and
Behind Text commands on the Wrap Text button.

Line ’em up: Select your candidates, then click the Align button on the
Format tab to arrange them. First, choose whether to align the object(s)
to the page edge or the margin by selecting Align to Page or Align to
Margin on the pop-up menu that appears when you click the Align
button. Then click the button again, and choose a vertical (left, center,
right) or horizontal (top, middle, bottom) alignment from the pop-up
menu. If you have multiple objects selected, your vertical or horizontal
alignment choice results in having those objects lined up along the edge
you choose. For example, if you have two shapes selected, and you
choose Align Top, then both shapes are lined up along their top edge.

If you have only one object selected, these choices line the object up
against the page edge or the margin. You can also distribute multiple
objects evenly between the page or margin borders by choosing either
Distribute Horizontally or Distribute Vertically from the pop-up menu.

Group ’em: Outlook allows you to group multiple selected shapes and/
or text boxes together in order to move, resize, and format them in one
step. Hold down Ctrl and click each object to select it, then click the
Group button on the Format tab and select Group from the pop-up menu
that appears. To ungroup objects and treat them separately, click the
Group button on the Format tab and select Ungroup from the pop-up
menu that appears.

Removing an image’s background

Sometimes, when you look at an image, you think, “Lose the background.”
For example, you might have found a real scary pumpkin just right for a
Halloween party invitation, but perhaps it loses its effectiveness when it’s
framed inside a nice rectangle filled with a cheery blue sky. Well, turns out
you can remove the sky from just such a photo, without using a surgical
knife. Follow these steps:

1.
2.

Click the image to select it.
Click the Remove Background button on the Picture Tools Format tab.

Outlook analyzes the image and attempts to identify its subject. It then
highlights everything else (what it thinks is the background) in purple. It
also places a rectangle around the general area of the subject, as shown
in Figure 3-18.
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3. Adjust the rectangle that marks the subject area by dragging it around
and/or resizing it (by dragging one of the white handles).
4. Indicate the areas that you want to mark as background by clicking
the Mark to Remove button on the Background Removal tab.
Click a few times on the area that you want to mark as background, and
Outlook should make the adjustment.
3

You don’t need to mark the outline of an area, although that might help.
Just click around the area, let Outlook make its guess, and then refine
the edge by clicking or dragging along it, if needed.

5. Mark the subject area by clicking the Mark to Include button on the
Background Removal tab.

Again, just click the subject area, especially on large patches of the same
color, and Outlook should be able to figure out what you mean.

6. Remove the background.

When you’re through making adjustments, click the Keep Changes
button on the Background Removal tab to do the deed. The image back-
ground is removed.
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After removing an image’s background, you may want to crop the image to
hide those empty areas and allow you to place an image closer to your text.
See the section “Formatting objects and playing around,” earlier in this chap-
ter, for the lowdown on how to make these changes.

Linking to the Qutside World

A\

Figure 3-19:
Add a link to
a Web page
or file.

Yes, there is a world outside your computer, and Outlook attempts to keep
you connected to it, mostly by dumping a lot of messages on your desktop.
It’s a bit ironic, because if you weren'’t tied to your computer reading tons

of e-mail, you'd be able to actually experience the world outside. Anyway, if
you’re on the Internet and you find an interesting Web page, you can provide
a clickable link to the page within an e-mail message. You can also insert a
link to any file on your computer or your company’s network, assuming that
the file is in a shared folder and that your recipient has access to the shared
folder. In addition, you can link to another spot in that same message, which
is a really neat way to allow someone to jump around a lengthy communiqué.
And if that’s not enough, you can link to an e-mail address. This kind of link
creates an automatically addressed e-mail message when the user clicks it.

To insert a link, select the text in your message that the user must click to
activate the link. Then, follow these steps:

1. Click the Hyperlink button on the Insert tab.

The Insert Hyperlink dialog box, shown in Figure 3-19, appears.

The text you selected appears in the Text To Display box. You can
change this text, if you want, and you can even click the aptly named
ScreenTip button to add a ScreenTip that appears when the user hovers
the mouse pointer over the link.
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3

3

2. From the Link To pane, click the button that best describes where the
page or file you want to link to is located.

The list on the right changes, depending on what you select.
Here are your Link To choices:

¢ Existing File or Web Page: Select the file or Web page that you want
to link to. You can browse files in the current folder or files you've
recently used, or you can go searching for a file located elsewhere. If
you’re linking to a Web page, you can look through a list of recently
browsed pages or simply type the Web page address.

¢ Place in This Document: This option assumes that you’ve pre-
marked the places within the message you want the reader to navi-
gate to by either bookmarking them or formatting them as headings.
(See the “Adding headings and other styles” section, later in this
chapter, for more info.) Select the bookmark or heading to link to
from the Select a Place in This Document list.

To create a bookmark in a message, select the text to bookmark and
then click the Bookmark button on the Insert tab. Enter a name (no
spaces, please) into the Bookmark Name field, and then click Add.

¢ Create New Document: Enter a name for your new document in the
Name of New Document field, and then click the Change button to
change the folder in which you want to store this new file. In the
When to Edit section, select when you want to actually start working
on this new file — now or later.

¢ E-mail Address: Type the e-mail address that you want to link to or
select from the list of recently used e-mail addresses. Most of the
time, you use this option to help the recipient send you some kind
of related message, in which case, type your e-mail address. Type a
subject for the e-mail message that this link creates in the Subject
field; use something that helps recipient (possibly you) remember
what this message is about.

3. Click OK in the Insert Hyperlink dialog box.

The hyperlink is created. The text for the link is formatted accord-
ing to the current template that you're using. See the sections “Using
Stationery to Add Flair” and “Applying a Word Theme,” both earlier in
this chapter, for help.

4. To test the link, hold down Ctrl and click it.

You can also type the hyperlink text in the message, instead of inserting

it. The only problem with that process is that the format for most hyper-
links is pretty difficult to type in manually and get right. If you get it wrong,
you send your recipients into la-la land when they click the resulting link.
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(I have no qualms, though, when it comes to copying a link to a Web page
from the Address box of my browser, and then pasting it into a message
when needed.) Whether you type a link or paste it, as soon as you press the
spacebar, Outlook recognizes that you've typed a link and formats it appro-
priately. If (for some reason) the magic doesn’t work, put the link text in
between < and >, and then press the spacebar or hit Enter.

Inserting an Outlook Item

QWING/
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You might want to share a certain contact or the details of an appointment
with someone without actually sharing your full Calendar or Contacts list.
You can find out how to share parts of Outlook (such as the Calendar) later
in this book, but if the person you want to pass the information on to isn’t a
part of your shared network, well, then you might think you’re out of luck.
As it turns out, your luck is about to turn: You can, when needed, send along
any Outlook item with an e-mail message to just about anyone.

Attached Outlook items come out as gibberish to anyone who doesn’t have
Outlook, so don’t bother. You can, however, send part of your calendar to
even a non-Outlook user. See Book IV, Chapter 3.

To attach an Outlook item to a message, follow these steps:

1. Click the Attach Item button on the Message tab.

From the menu that appears, select the item that you want to send, such
as a business card (an address card), a section of your calendar (such
as today’s appointments), or another Outlook item.

2. Make additional selections, as needed.

If you select Business Card, for example, you need to select the card
from the menu that appears, which lists cards that you've sent in previ-
ous messages. If the card you want to send doesn’t appear, select Other
Business Cards, then select the card from the dialog box that appears
and click OK.

The recipient can later save the attached business card, by the way, to
his/her Outlook Contacts list. He or she just has to right-click the card
and select Add to Outlook Contacts from the pop-up menu that appears.

If you select Calendar, the Send a Calendar via E-Mail dialog box
appears. If you have more than one calendar, select the one from the
Calendar list that you want to pull from. Select a section to include from
the Date Range list (such as Today or Next 7 Days). Next, select the level
of detail you want to send out, such as your availability during certain
time slots or the full details of each appointment/meeting. To limit the
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calendar details to working hours only (by default, Outlook has work-
ing hours set for 8 a.m. to 5 p.m., but you can click Set Working Hours
to change that), select the Show Time within My Working Hours Only
option. Click OK when you’re done making all these choices.

Click the Show button at the bottom of the Send a Calendar via E-Mail
dialog box to display more options, such as including items that you've
marked as private (yeah, that’s likely) or attachments within calendar
items. (These options aren’t available if you select Availability Only from
the Detail list). You can also select the layout for the calendar section
that you send. If you select to attach the calendar items, they’re sent in
iCalendar format, which means that the recipient can then add those
items to his or her Calendar.

If you select the Another Outlook Item option, then the Insert Item dialog
box appears. Open the folder that contains the item you want to send
from the Look In list. The list of items in that folder appears in the Items
box at the bottom of the dialog box. Click the item that you want to
send. Select whether to send the item as an attachment or as text only,
and then click OK.

When a recipient receives a message that has an Outlook item attached, he
or she can just open the attachment normally to view it. The attachment is
displayed just like any other Outlook item. The recipient can also add it to

his or her Outlook.

Playing with Text

A\

You can do a lot more with text in Outlook messages than simply typing it.
You might have already played with formatting; if not, skip over to Chapter
1 of this minibook for help. You have, I hope, discovered the spellcheck
feature; it’s saved me from embarrassment more times than I care to admit.
If not, skip back to “Checking Your Ignorance at the Door with Spelling and
Grammar Checking,” earlier in this chapter. This section is kind of a catchall
for other things that you can do with text, such as formatting it with Word
styles and creating bulleted and numbered lists.

From time to time, you might want to insert the date and/or time into a mes-
sage, if for no other reason than to remind your recipient just how long he
or she has sat on it without responding. You can insert the date as text or as
a field; you can update a field to reflect the current date or time, as needed,
such as after creating a long, detailed message that took several days or
weeks to finish. To insert the date or time, select the Date & Time button on
the Insert tab. Select the format that you want; select Update Automatically
to enter it as a field, and then click OK. If you don’t enter the date/time as a
field, then Outlook inserts the current date/time, which can’t be updated as
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you continue to work. Assuming you entered the date/time as a field, then to
update the field, click it and an Update button magically appears just above
the text. Click the button to update the field (change the text to display the
current date/time).

Adding headings and other styles

You can use themes to quickly dress up an e-mail so that it actually looks
like you know what you’re doing. In a theme, you instantly get a package of
formats that apply to body text, bulleted lists, headings, horizontal lines,
hyperlinks, and a variety of other elements. (See the section “Applying a
Word Theme,” earlier in this chapter, for the details about themes.)

If you want the formats in a selected theme to work, you have to identify the
elements of a message, such as the headings and hyperlinks. Outlook identi-
fies some elements, such as hyperlinks, by the way you insert them. Other
elements, such as headings, are just ordinary text until you apply a style.
You probably don’t use headings in most e-mail messages; but if you're com-
posing a relatively long message, you might want to break up the text with
headings that help your reader jump to important information. Look at me; |
add headings in this book to break up the text and to allow you to find your
place again after you're rudely interrupted by the people stuck behind you
at the stoplight waiting for you to look up from this book and notice that the
light has changed. Can’t they see that you're trying to better yourself here?

To apply a style, follow these steps:

1. Select the text that you want to format.
Just drag over the text to select it.
2. Select a style from the Styles palette on the Format Text tab.

You can scroll through the styles or click the More button to display the
entire palette of styles. See Figure 3-20.

3. Click a style.

While you hover the mouse pointer over a style type, the selected text
changes to that style. For example, hovering over Heading 1 or Heading
2 (a subheading in a Heading 1 section) immediately displays your
selected text in that style. If you like what you see, click the style to
apply it to the selected text.

While you switch from theme to theme, various elements (such as headings)
change to match the formats in the theme. Obviously, other text elements
change, as well, including many that you identify with a style, such as Title,
Subtitle, Quotations, and the other elements that you see listed in the Styles
pane and on the Styles palette.
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theme formats these lines, and the lines change when you change the theme.
To insert a line, click the Horizontal Line button on the Insert tab. To change
the line’s size, click and drag its handle. To change a line’s alignment, width,
height (thickness), or color, right-click it and select Format Horizontal Line
from the pop-up menu that appears. Make your adjustments in the Format
Horizontal Line dialog box that appears, then click OK to save them.

Dealing with bulleted and numbered lists

A bulleted list contains items that can appear in random order, such as a list
of things to bring to the quarterly sales meeting or stuff that you have to get
done before you leave on vacation. A numbered list must appear in a spe-
cific order; typically, you use a numbered list to take you through the steps
in a procedure. (I use a lot of both these list types in this book, if you want to
see some examples.)

To create a bulleted or numbered list, follow these steps:

1. Click either the Bullets or the Numbering button on the Message tab.

If you click either of these buttons, text is formatted using the standard
bullet/numbering style. You can instead click the arrow on either button
to select the bullet/numbering style you prefer from the palette that
appears.
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2. Create the list.

To create your bulleted/numbered list, just type the first item, and then
press Enter to create the next item. End the list by pressing Enter twice.

Placing text exactly where you want it
with a text box

Outlook’s basically an e-mail program designed to send lots of text mes-
sages, and so you probably aren’t surprised that its editor treats text just
like Word does, wrapping text while you type between the borders of the
message form. Sure, you remove a word or two or add a sentence, and every- Book Il
thing moves over in a nice orderly fashion. But what do you do if you want Chapter 3
text to appear in a specific spot? Do you add a bunch of spaces to move it
over from the margin? That approach works, up to a point, but when you
add or remove text elsewhere after adding those spaces, you might affect
the perfect alignment of that special text.

|009 pue

You can easily solve the problem by adding your text within a text box. To
Outlook, a text box is just an object, subject to its own rules, and so you can
easily resize or move it at will. Follow these steps to create a text box:

|euoISSaj0.id %007
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1. Click the Text Box button on the Insert tab and select Draw Text Box
from the pop-up menu that appears.

2. Draw the box.

Click in the message to establish the upper-left corner of the box and
drag downward and to the right to draw the text box.

3. Type your text.

The cursor automatically appears within the text box; just type your text
and click outside the box to finish.
<MBER

o

& You can format your new text box by using the buttons on the Drawing

Tools Format tab; see the section “Manipulating Objects,” earlier in this
chapter, for help.
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Chapter 4: Repeating Yourself
Easily with Signatures and
Templates

In This Chapter

+~ Designing and using an e-mail signature
v~ Saving reusable content for messages

+~ Creating a message template

ou can so easily send e-mail messages that you might be surprised

just how many you send in a single day. If you’re anything like me, you
probably repeat a lot of the same information at the end of each message,
such as your name, e-mail address, and other contact information. You can
save such text in a reusable signature that’s applied to all outgoing mes-
sages (or just the ones you choose). Or maybe you're in regular contact
with new clients or sales prospects, sending along the same new-client
tips or sales pitch. In any case, if you find yourself repeating the same text
in a lot of messages, you can save that text and pop it into a new message
whenever you need to. You can also take your recycling to the next level by
creating a message template, which saves not only text, but formatting and
other elements such as images, shapes, SmartArt, and so on. In this chapter,
[ show you how to do as much recycling as you want — minus that annoying
kitchen odor.

Adding Your Signature

E-mails aren’t traditional letters, so they often don’t contain the elements

of a formal letter, such as a salutation or a date. But even if you start all
your e-mails with “blah, blah, blah” and leave out even a measly “Hey, you!”
greeting, you probably still sign your messages with at least your name. You
might even conclude all your business e-mails with detailed contact infor-
mation, such as your address, phone number, cell number, IM address, and
SO on.

Rather than type all that stuff at the end of every business e-mail, you can
create a reusable signature that Outlook automatically appends to your
messages. Want to include some of that stuff in personal e-mails, too? No
problem; Outlook lets you create as many different signatures as you like
and choose which signature to use when.
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3

Figure 4-1:
Create
your own
signature
e-mails.

Signatures can contain text (formatted however you want), images, and
electronic business cards. (See Book V, Chapter 3 for the lowdown on busi-
ness cards.) You might even include a hyperlink to a personal or company
Web site or to your own e-mail address. If needed, you can include a privacy
notice stating that the material in the e-mail is confidential. You're pretty
much free to add whatever you want to a signature; whatever you include,
the signature is added at the end of whatever e-mails you want.

If you have other stuff you repeat often, such as directions to your office or
an off-site meeting room that you use frequently, you can type the text once
and save it in a reusable format called a Quick Part. You can save images
for reuse, as well; see the section “Repeating the Same Stuff Over and Over,”
later in this chapter, for more information.

Creating a signature

To create a signature, start out in a message, and then follow these steps:

1. Click the Signature button on the Insert tab and select Signatures from
the pop-up menu that appears.

The Signatures and Stationery dialog box appears, as shown in Figure 4-1.
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2. Click the E-Mail Signature tab and click the New button.
The New Signature dialog box pops up.
3. Type a name for the new signature in the text box, and then click OK.

A signature file is created, and you are returned to the Signatures and
Stationery dialog box so you can enter the information you want to
include in the signature.
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In the Edit Signature text box, type the text you want to reuse in your
e-mails.

The Edit Signature text box is that big white box at the bottom of the
Signatures and Stationery dialog, and it’'s where you enter the informa-
tion (text, business card, photos, hyperlinks) you want to appear in your
signature. Begin by typing the text you want to use in your signature,
such as your name, company name, and phone number.

Use the formatting tools just above this text box to format the text so
that it’s nice and pretty.

For example, change the font, font size, or color.
Add a business card, if you want.

Assuming you've created an electronic business card for yourself
(see Book V, Chapter 3), you can insert that card in your signature.
Recipients can use the card to create a Contact record for you in their
Contacts list.

Follow these steps to include the business card:

a. Click the Business Card button located just above the Edit Signature text
box. (Refer to Figure 4-1.)

The Insert Business Card dialog box appears, as shown in Figure 4-2.
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b. If you have more than one Contacts list, select the one to search from
the Look In drop-down list.

c. Scroll through the list and select the contact whose card you want to
use. (Uh, that would be you.)

A preview of the card appears in actual size.
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d. Ifyou want, select a different size from the Size drop-down list to make
the card appear in your e-mail at less than 100 percent of its normal
size. Click OK.

You are returned to the Signatures and Stationery dialog box. The
card appears in the Edit Signature text box, along with the text you
typed in Step 4.

7. Add a picture, if desired.
To add a picture to your signature, follow these steps:

a. In the Edit Signature text box , click the spot where you want the picture
to go.

b. Click the Picture button (located to the right of the Business Card button,
refer to Figure 3-1) to display the Insert Picture dialog box.

c. Use the Browser to select the image to insert, and then click Insert.

Surprisingly, you don’t have to limit yourself to only Web-friendly
graphics such as JPEG, GIF, and PNG. You can select any graphic
format for the picture you want to insert. You are returned to the
Signatures and Stationery dialog box, and the picture you selected is
inserted in the Edit Signature text box.

QNING/ The Signatures and Stationery dialog box doesn’t offer any tools for
N resizing or correcting the image you select, so use a graphics editor
to make any adjustments prior to inserting the image. Also, you
can’t change how text wraps around the image using the tools in the
Signatures and Stationery dialog box, but you can resize the image,
move it, or add spaces around it, if you want. See Chapter 3 of this mini-
book for help.

8. Insert any hyperlinks.

You might insert a hyperlink to a Web site, a document in a shared
folder, or your e-mail address. When the user clicks the link, one of three
things happens: he or she opens a Web page, views a document, or cre-
ates a new message that’s automatically addressed to you. To create a
hyperlink, select the text in the Edit Signature text box that you want to
use as the link, and then click the Insert Hyperlink button. See Chapter 3
of this minibook for help with inserting hyperlinks.

9. Set options for the signature.

Now that you have a basic signature, you need to tell Outlook when to
use it by setting options in the Choose Default Signature section, which
is hiding on the upper-right of the E-Mail Signature tab of the Signatures
and Stationery dialog box. (Refer to Figure 4-1.) To tell Outlook when to
use this signature, follow these steps:
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a. Select an e-mail account from the E-mail Account drop-down list.

You might have only one e-mail account, in which case, hey, this
choice is pretty easy. (For information on how to set up and manage
multiple e-mail accounts in Outlook, see Book IIl, Chapter 5.)

b. If you want to attach a signature automatically to all new messages gen-
erated by the e-mail account that you selected, select the signature to
use from the New Messages drop-down list.

If you don’t want to add a signature to all new e-mails from this
account, select None.

c. To attach a signature automatically to replies and forwarded messages
sent from the account you selected, select the signature to use from the
Replies/Forwards drop-down list.

Again, if you don’t want to add a signature when sending replies or
forwarding messages from this account, select None.

10. Click OK to save the signature.

Well, now that you have a signature, you might as well use it. Jump to the fol-
lowing section to find out how.

Adding the signature to e-mail messages

After you create a signature or two, you can add them to e-mail messages.
You have two choices: You can add your signature yourself to each message,
or you can tell Outlook to add your signature for you to all messages:

4+ Manually add a signature to a message. Click in the message text where
you want the signature to appear, click the Signature button on the
Insert tab, and then select the signature that you want to add from those
listed in the drop-down menu that appears. The signature instantly
appears within your message, as shown in Figure 4-3.

4 Have Outlook automatically add a signature to messages. Use the
options that appear in the upper right corner of the E-mail Signature tab
of the Signatures and Stationery dialog box, as explained in the preced-
ing section, to tell Outlook when you want it to automatically insert a
signature. If you select to automatically add a signature to new messages
and/or to your replies and forwards, that change doesn’t happen until
the next e-mail you send. For example, if you just created a new signa-
ture and designated that you want to add it to all new messages, that
signature is added to the next new message you create (not the current
message; you need to take care of that one manually).
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Figure 4-3:
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If you add formatting to signature text and insert the signature into a plain text
message, you keep the signature text but lose the formatting. Other things get
dropped if you insert a signature into a plain text message, including images,
hyperlinks, and business cards. The business card still appears as an attach-
ment, it just isn’t included in the message itself. So, when you use signatures,
use HTML or RTF format for your messages whenever possible. See Chapter 1
of this minibook for more information on message formats.

What if you want to remove a signature for a single message? Well, after
Outlook inserts a signature into a message, it’s just like any other text and/or
graphic. So, you can edit it, removing stuff that you don’t want to send this
time (such as your phone number or address). To remove text, drag your
cursor over it to select the text and press Delete. To remove an image or a
business card, click it and press Delete.

Repeating the Same Stuff Over and Over

With Quick Parts, you can save any ol’ thing you use over and over, and
insert it quickly into any Outlook item — not just messages, although that’s
probably where you’ll find the most use for this feature. For example, if
your company insists that you include a little disclaimer or confidentiality
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statement at the end of any e-mail containing company information that you
send to non-employees, you can type the text just once, select it, and save
that text as a reusable Quick Part. The next time you send out an e-mail that
contains company info, you can quickly insert the statement. (If you're just
swapping recipes with your sister, you can leave out the statement, though.)

Saving reusable text and images as a Quick Part

Quick Parts can include images, hyperlinks, text, shapes, and anything else
you might ordinarily use in an item. To create a Quick Part, open any item
that contains the content you want to save and follow these steps:

1. Select the reusable content.

The content you want to reuse must be in an Outlook item to begin with
(such as a message or an appointment), so if necessary, copy and paste
your content into one. To select text, just drag over it. To select an
image, shape, or other object, click it. Select multiple objects by holding
down Ctrl and clicking each one.

2. Click the Quick Parts button on the Insert tab, and then select Save
Selection to Quick Part Gallery from the palette that appears.

The Create New Building Block dialog box appears, as shown in Figure 4-4.
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3. Enter a name for the Quick Part in the Name field.
4. Select a category from the Category drop-down list.

You can save the Quick Part in the General category, or you can create
a different category in which to store it. For example, if you use a series
of different texts to explain company policies to new employees, you
can save each text as a Quick Part in a category called New Employees.
Then, when you’re searching for some text that you normally send to
new employees, you can look in the New Employees category on the
Quick Steps palette.

To create a category, select Create New Category from the Category list
to display the Create New Category dialog box, then type a name for
the new category in the Name box and click OK. You're returned to the
Create New Building Block dialog box.

5. Type a description in the Description text box.

Make your description something that helps you remember what the
Quick Part contains and why you might reuse it. This description
appears when you hover the mouse over the Quick Part in the Quick

“&N\BEH Part palette.
<

« 6. (Optional) Select a place to save the Quick Part from the Save In drop-
down list.

Select a template to which to attach the Quick Part. Normally, all new
messages are created based on a simple, generic message template
called NormalE-mail.dotm. You can design your own templates so
that you can easily create messages that have a custom look. If you do,
you might want to attach your Quick Parts to your custom template so
that you can use them within the items you create by using that tem-
plate. If you want to know how to create a template, see the section
“Using a Template to Create a Reusable Message,” later in this chapter.

7. Select an insert option from the Options list.

Select the way you want the Quick Part to be inserted when you use it.
You can have the contents inserted at the cursor, within its own para-
graph, or on its own page.

8. Click OK to save the Quick Part.

Inserting a Quick Part into an Outlook item

After you create and save some reusable content, it’s time to put this baby
in drive and see what it can do. To insert a Quick Part into any Outlook item,
follow these steps:
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1. Click where you want the data to go.

In a message, you can pretty much click anywhere; in other items, you
can insert a Quick Part only into the Notes section.

2. Click the Quick Parts button on the Insert tab.
A palette of saved Quick Parts appears, organized by category.
3. Select the Quick Part that you want to insert.

Your Quick Part magically appears within your Outlook item. Pretty
painless.

To make changes to a Quick Part, right-click it in the Quick Parts palette

and select Edit Properties from the pop-up menu that appears. The Modify
Building Block dialog box appears; make your changes and click OK. To

get rid of a Quick Part, right-click it in the Quick Parts palette, and select
Organize and Delete from the pop-up menu. In the Building Blocks Organizer
dialog box that appears, select the Quick Part that you want to delete and
click Delete. Click Close to close the Building Blocks Organizer dialog box
when you're through.

Using a Template to Create a Reusable Message

As a parent, it seems that 'm always repeating myself. Too bad [ can’t save
what I'm always saying and then resend it to my kid whenever I feel she
needs to hear it again. Actually, I suppose I could do that, but she’s only six
and doesn’t have an e-mail address yet. [ guess Outlook can’t solve every
problem.

If you find yourself repeating the same thing in several messages, you can
save it in a template that you can use to repeat yourself as often as you like.
You can save repeatable content in other ways, but with a template, you can
save not only text, but formatting, graphics, and anything else that happens
to be in the message.

Follow these steps to create a template for e-mail:

1. Open a new message.

If you want to start your template out with some style, use Outlook
stationery. (See Chapter 3 of this minibook for help in selecting a
stationery.)
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<P Well, okay, if you have an old message that you want to use as a tem-
plate, you can start there, too, by simply opening it and then making
whatever changes you want before saving the message as a template.
First, locate the old message in your Sent box, double-click to open it,
click the Actions button in the Move group on the Message tab, and then
select Edit Message to make the message editable so that you can make
changes. If you want to save the old message as a template without
making changes, then skip the Edit Message part — simply open the
message and jump to Step 3.

2. Add the reusable text.

Don’t add anything that you wouldn’t use in each version of this kind
of message. Add graphics, formatting, a subject line, whatever. You
can even attach file(s), if you want. Apply a theme or colorize the back-
ground. Go all out because, hey, you only have to do this once! (See
Figure 4-5.)
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What to Bring
Please bring the following to your orientation:
¥ Completed New Emplovee Packet

+ Recent photo
¥ Emplayee 1D

— ¥ Security Card

i v Cubicle number (ask your supervisor for help)
Figure 4-5: v Completed tax withholding forms
Create a ¥ Completed direct deposit form

" Cancelled check or deposit ship for direct deposit

reusable v Pen or Pencil
message. ANCIEETOR g
<P If you find yourself stuck for words, why not turn to the word expert,

Microsoft Word? Word offers a plethora of templates that include text,
designed to help you compose letters, memos, and the like, for specific
situations, such as a rent increase, approving customer credit, collect-



Figure 4-6:
Find your
template in
the Choose
Form dialog
box.
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ing an overdue amount, and sales and marketing offers. After you use

a Word template to generate the reusable text that you want for your
e-mail, just select and copy it to an Outlook message. After that, you can
create the template you need.

3. Click the File tab to display Backstage and select Save As from list on
the left.

The Save As dialog box appears.

4. Type a name for the message template in the File Name box, such as
New Product Release.

5. Select Outlook Template (*oft) from the Save as Type drop-down list.
6. Click Save.

The template is saved, and ready for you to use.
To use the template to create a message, follow these steps:

1. Click the New Items button on the Home tab, select More Items from
the pop-up menu that appears, and select Choose Form.

The Choose Form dialog box appears, as shown in Figure 4-6.

Choose Form

Lok In: | User Templates in File System [ [ Browee.. LE]mE

131 " F ! {Tempiates|®.oft

IEmployee Drentato

QGI 2009 Quit Relreat

Display pame: | Employee Orientation Open

Ele name: Emgioyee Orientation.oft Par===—p|
aehancedss

2. From the Look In drop-down list, select User Templates in File System.

Your templates should appear in the list; if not, click Browse and travel
to the folder in which you saved the template.

3. Select a template and click Open.

A new message, based on your gorgeous template, appears in a message
form. You know what to do; add the text applicable to this version of the
message, make any other changes you want, and then address and send
the message on.
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Chapter 1: Controlling the Sending
and Receiving of Messages

In This Chapter

v+ Finding out whether someone actually reads your e-mails
+ Conducting a poll via e-mail
+ Delaying, recalling, and replacing messages

v~ Stopping an e-mail download

By now you’re probably feeling pretty confident about using e-mail, and
rightly so. E-mail in and of itself is not a terribly complicated affair,
although it can be. For example, suppose you start a new job, and you have
to e-mail everyone in several departments about an upcoming meeting that
you’re hosting. You've managed to gather all the addresses that you need,
and even though you’re new, you're already aware of how many e-mails
people get each day. How do you know whether everyone actually got the
e-mail and then took the time to read it? Can you make sure that they grasp
the strategic importance of your e-mail so that hopefully they don’t simply
ignore it? Can you delay delivery of the message until you get the exact
meeting location and other details nailed down? Can you discover who’s
been stealing your lunch out of the refrigerator?

You'll probably never get to sleep because of all the worries about the many
things that could go wrong with a simple e-mail. So, because you’ll be up
anyway, | invite you to read this chapter — it answers all these questions
and more.

How Can I Tell Whether Vou Read This?

Sometimes, after you send an e-mail message, you find yourself checking the
Inbox frequently, wondering when you’ll get a response. After a few hours

of this nonsense, you may even find yourself wondering whether the recipi-
ent got the e-mail at all. Well, you don’t need to sit there and worry that
your e-mail may have dropped into the Twilight Zone. Instead, you can flag
important messages so that their recipients can’t so easily ignore them. You
can also track when messages have been successfully delivered, and when
they’ve been opened and read.
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Figure 1-1:
Add a
reminder to
an outgoing
message.
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Making what you send look really important

Tired of having e-mail ignored? Worried that your message will land in the
Inbox with hundreds of other messages, in a hopeless battle to be read? You
can easily make an important message stand out by flagging it as such, prior
to sending it off. In addition to a flag, you can add a reminder that appears
above the message text on the message’s InfoBar, poking the recipients to
take action.

Because a message that’s flagged only for the recipient shows up as any ol’
message in your Sent Items folder, you may want to flag the message for
yourself, as well. Flagging a message for yourself adds the flag to the To-Do
bar. See the following section for help in flagging a message for yourself.

To add a flag and a reminder for the recipient to an outgoing message, follow
these steps:

1. In the message form, click the Follow Up button on the Message tab
and select Custom from the pop-up menu that appears.

The Custom dialog box pops up, as shown in Figure 1-1.

Custam

Flagging a message for yrurself creates a ta-ds iem tat reminds yeu te folow up., After
wou folow up on the messsge, you can mark the to-do tem complete. Flaggng & message
for the recipient verdds a fag ard & reminder with your message.

Flagg for He

Y

| Pl for Recipients

Y- Flsg o Felon up [=]
e

¥ FlRemipder: [Thssday, Ocober 20,2000 [=] [400PM [=]

[ [ cance |

2. Select the Flag for Recipients checkbox.
The Recipient Flag options become available.

Notice the Flag for Me option. This option sets a flag for you, the sender.
You can turn this option on if you want; to learn more about how to set
this option correctly, see the upcoming section, “Flagging messages for
yourself”.
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3. Select a flag for the recipient from the Flag To drop-down list.

You can select a flag such as Follow-Up or No Response Necessary. You
can also replace the text by typing something more specific of your own
in the Flag To text box, such as Call me after you read this.

4. (Optional) Set a reminder date and time by selecting the Reminder
checkbox, and then selecting a date and time for the reminder to go
off from the appropriate drop-down lists.

5. Click OK.

The details of the flag you just set appear in the message’s InfoBar.

Using your time zone as a basis, the reminder time you select is adjusted
accordingly after the message arrives at its destination. For example, if you
live in the Eastern time zone and select 2:00 p.m., then the time is adjusted
to 1:00 p.m. when the message arrives in the mailbox of someone in the
Central time zone.

When the recipient gets a message that you've flagged, the flag appears in
Outlook to the right of the message header, as shown in Figure 1-2. In the
InfoBar for the message, the recipient can view the text of the flag (in this
case, the words Follow Up) and the date and time of the reminder (assum-
ing that you set one). Also, a recipient flag doesn’t create a To-Do item

on that person’s To-Do bar. If you did indeed set a reminder, then at the
appropriate time, the message header in the message list changes from its
ordinary black text to a much more urgent red text. No, a reminder window
doesn’t appear and a buzzer doesn’t go off. Hopefully, this gentle red
nudge is all that the recipient needs to spur him or her into action. (If not,
a club that pops out of the screen and hits the recipient over the head is
available for a small additional fee.)

Another way in which you can make your messages look important to a
recipient is to simply mark them that way. Messages marked as important
appear with an exclamation icon to the right of the message header. (Refer
to Figure 1-2.) To send a message and mark it as important, just click the
High Importance button on the Message tab. When you turn on the High
Importance flag for a message, it’s highlighted on the Ribbon so that you can
easily see whether you've set the flag, as shown in Figure 1-3. If you want to
let your boss know that this message contains a routine report that he or
she can safely put off reading until later, click the Low Importance button
instead. Low importance messages appear in the Inbox with a down arrow to
the right of the message header. (Refer to Figure 1-2.)
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Figure 1-2:
You can flag
messages
you send to
other people
so that they
acton them.

Figure 1-3:
The High
Importance
button
makes an
outgoing
e-mail look
urgent.
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Flagging messages for yourself

If you're sending a message that corresponds with something you need to
do, you can flag it before you send it so that it creates a To-Do item in your
To-Do bar. If you have a long list of things to do, you may want to set a
reminder that makes a lot of noise until you remember to do that something.
For example, if you’re sending a reply that promises your boss you’ll pick up



Figure 1-4:
Flag me.
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an important client at the airport tomorrow, you may want to flag the mes-
sage and create a reminder so that you don’t accidentally leave the client
feeling terminal at the terminal. Follow these steps:

1. In a message form, click the Follow Up button on the Message tab, and
then select Custom from the pop-up menu that appears.

The Custom dialog box, shown in Figure 1-4, appears, with the option,
Flag for Me, already set.

Custam

Flagging a message for yrurself creates a ta-ds iem tat reminds yeu te folow up., After
wou folow up on the messsge, can mark the to-do fem complete. Flagong & message
for the recipient verdds a fag ard & reminder with your message.

| Flag for Me

Fla toc Follow up -
Stwtdate: | Thursday, October 29, 2009 [=]
Due date: Marrday, Mevemiber 02, 2000 =]
FlReminder:  |Friday, October 30, 2009 [ix] [h2=0are =]
Flag for Reapients
Xz
N —
Lo Cancel

If you just want to set a flag that creates a To-Do item (and not a flag and
reminder), then in the message form, click the Follow Up button on the
Message tab and select a flag from the drop-down list, such as Tomorrow.
If the message contains important information that you don’t want to lose
but nothing you need to do, you can select No Date from the Follow Up
drop-down list on the Message tab to set a flag that still appears in the
To-Do bar, but without a date that bugs you. Book VI, Chapter 1 shows
you ways to deal with all these flags that you keep setting!

2. Select a flag type from the Flag To list, such as Read or Reply.

You can also replace the text in the Flag To text box and type something
of your own, such as If Ron doesn't reply by 2, check with
Anita.

3. Select a Start Date and a Due Date for the task.

If you're planning to start and finish the task on the same day, you can
use the same date for both.

4. (Optional) Set a reminder by selecting the Reminder checkbox, and
then selecting from the drop-down lists the date and time when you
want to be clubbed over the head.

5. Click OK.

The details of the flag you just set appear in the message’s InfoBar.
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6. Finish the e-mail and click Send to send it.

The subject for the message is used to create a To-Do item, which
appears on the To-Do bar below its due date.

Tracking when messages are delivered and read

Have you ever wasted time checking e-mail every five minutes, wondering
why you haven’t gotten a response to an urgent message? Well, wonder no
more. Outlook provides a simple way in which you can find out whether a
particular message got to its intended destination and whether your recipi-
ent has opened and read that message:

4+ To track when a message gets delivered, select the Request a Delivery
Receipt checkbox in the Tracking group on the Options tab in an open
e-mail form.

4+ To track when a message is read, select the Request a Read Receipt
checkbox in the Tracking group on the Options tab.

4 You can turn on both the delivery and read options for a message, if you
like, by selecting both the Request a Delivery Receipt and the Request a
Read Receipt checkboxes.

Assuming you select both options, after your message is delivered, you
receive an e-mail to let you know that your message reached the address to
which you sent it. After the message is opened, you receive another e-mail.

No system is perfect, however. Before the outgoing messages are sent from
the recipient’s system, Outlook asks the recipient whether it can generate
the delivery or read receipts. If the recipient refuses permission, Outlook
doesn’t create the outgoing messages, and you may still end up not knowing
whether your message got there.

If you need to, you can quickly scan your incoming mail to see whether
you've gotten a delivery or a read receipt. Just open the original message
you sent (it’s in the Sent Items folder), and click the Tracking button in the
Show group on the Message tab. (The Tracking button doesn’t show up on
the Ribbon until you actually get a read or delivery receipt, so if the button
isn’t there, then either your recipient didn’t get your message or blocked his
or her e-mail program from sending a response.)

Wanna automate the process of dealing with delivery and read receipts?
Then click the File tab to display Backstage, and select Options from the
list on the left to display the Outlook Options dialog box. Select Mail from
the list on the left to display the Mail options. After all that effort, you can
finally select the options that you want from the Tracking section (shown
in Figure 1-5):



Figure 1-5:
Set options
to control
how Outlook
tracks your
outgoing
messages.
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Altes maving s deleting an guen item: | retusn Lo the curent folder [= ]

4+ To automatically delete receipts after you get them: Select the Update
Tracking Information, and Then Delete Responses That Don’t Contain
Comments checkbox.

4+ To move receipts to some other folder after you read them: Select the
After Updating Tracking Information, Move Receipts To checkbox, and
then select a folder by clicking the Browse button, selecting a folder, and
clicking OK.

4+ To add a read and/or delivery receipt for all messages you send:
Select the Read Receipt Confirming the Recipient Viewed the Message
checkbox and/or the Delivery Receipt Confirming the Message Was
Delivered To the Recipient’s E-mail Server checkbox.

4+ To automatically send a read receipt when it’s requested: Select the
Always Send a Read Receipt radio button. If you never want to send a
receipt, select the Never Send a Read Receipt radio button.

After you select whatever options you want to use to automatically track
outgoing messages, click OK.

Getting Qut the Vote

Voting is one of the most important rights granted to a democratic society.
After voting, people can leave the voting booth knowing that their voices are
being heard and that their opinions matter, even though the government will
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Figure 1-6:
Setting up
the voting
booth.

just do what it wants anyway. With Outlook, you can gather opinions from
coworkers and automatically tally their votes (and then do what you want

anyway).

To use Outlook to ask for a vote, follow these steps from inside a message
form:

1. Click the Use Voting Buttons button in the Tracking group on the
Ribbon’s Options tab and select a button type from the pop-up menu
that appears.

Yes;No is always a good choice. If you select Custom, you can create
your own button types. For example, you can create buttons marked
The Palomino, La Hacienda, and Saturn Grill if you're asking recipients
to choose a restaurant for the quarterly staff meeting. When you click
Custom, the Properties dialog box rears its head, as shown in Figure 1-6.

2. If you selected Custom in Step 1, replace the text in the Use Voting
Buttons field in the Properties dialog box with the button text that you
want to use, such as The Palomino;La Hacienda;Saturn Grill.

You separate button names by using a semicolon and no spaces.
3. Click Close.

The dialog box closes, and your message form reappears. A reminder
appears in the InfoBar, informing you that you've added voting buttons
to this message.

Properties 1&
Settngs Security
3‘;4] Trporlance: [ Normal = Eﬁ CUhange secunity settngs for this message.
- " | Sewwily Sellings...

[T 0o not Aytoarchive this item
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Delivery options
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[¥]5ave copy of sent message

G - | Nonc |




Figure 1-7:
Click the
InfoBar to
cast your
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Getting Out the Vote

After a recipient gets your special voting message, he or she simply needs

to click the message’s InfoBar in the Reading pane, as shown in Figure 1-7, to
display the menu of voting options. After the recipient makes a choice from
the list, a dialog box appears, asking him or her whether it’s okay to send the
response now. He or she can choose instead to edit the response, maybe to
add a comment or explain his or her choice.
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The recipient can also cast a vote by opening the message and clicking the
Vote button on the Message tab and making a selection from the pop-up
menu that appears.

After several people have exercised their civil right to have their choices
ignored by you, you start getting e-mail responses in your Inbox. To tally
the votes, you can look at each individual response (the user’s choice
appears in the Subject of the response message as in Saturn Grill:
Where should we hold our lunch meeting?) and add the votes
manually, or you can use your computer (imagine that!) to tally them up
for you. Open your original voting message (you can find it lurking in the
Sent Items folder), then click the Tracking button on the Message tab.
The names of the people to whom you sent a voting message appear in a
list; their responses appear in the Response column. (See Figure 1-8.) The
Response column is blank for people who haven’t responded yet. Voting
totals appear in the InfoBar.

You can select and copy the voting response list and paste it into an Excel
worksheet if you need to play with the totals a bit more. For example, you
might want to analyze responses by department or office location by adding
department/office data to the list and then sorting it.
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Figure 1-8:
Tally the
votes.
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Just like the reading and delivery receipts that I talk about in the preceding
section, you probably don’t want all those voting receipts cluttering up your
Inbox. To have Outlook handle those receipts automatically, click the File
tab to display Backstage, and select Options from the list on the left to dis-
play the Outlook Options dialog box. Select Mail from the list on the left to
display the Mail options. Select the options that you want from the Tracking
section. (Refer to Figure 1-5.) Here’s a description of the options you can
choose from:

4+ To automatically delete receipts after you get them: Select the Update
Tracking Information, and Then Delete Responses That Don’t Contain
Comments checkbox. This option affects read receipts (as discussed in
the preceding section), as well as meeting responses.

4+ To move receipts to some other folder after you read them: Select the
After Updating Tracking Information, Move Receipts To checkbox, and
then select a folder by clicking Browse, selecting a folder, and clicking
OK. This option also affects read receipts (as discussed in the preceding
section) and meeting responses, so choose carefully.

4+ To automatically record the voting responses in the original message:
Select the Automatically Process Meeting Requests and Responses To
Meeting Requests and Polls checkbox. Obviously, this option also affects
meeting responses.
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Figure 1-9:
Choose
when you
want an
e-mail
delivered.

One of the best reasons for using Outlook is that it puts you in complete con-
trol over your e-mail. Wanna hold messages until the end of the day because
sending them over your dial-up connection ties up your computer? Can

do. Wanna set messages to expire after their content no longer applies? No
problemo. Wanna take back what you said and say something else? No wor-
ries, be happy. Wanna change that annoying sound that alerts you to new
mail? No big deal.

Delaying when messages are sent

Sometimes, you just can’t gather all the information you need to put into a
message at the time you’re thinking about sending it. If you've already cre-
ated a message, only to realize that you can’t really let everyone know about
Brad’s new promotion just yet, you don’t have to scrap the message. And
you don’t have to save it to the Drafts folder and hope you remember to
send it later. Instead, you can just delay sending it.

To delay the delivery of a single message, click the Delay Delivery button

in the More Options group on the Options tab. The Properties dialog box
appears, as shown in Figure 1-9. Because the Do Not Deliver Before check-
box is already selected, you just have to enter the date and time you want
the message to be delivered, click Close. The Delay Delivery button is high-
lighted on the Ribbon, not just because it looks cool that way, but to remind
you that you’ve chosen to delay delivery of this message, and thus Outlook
won’t do anything with it when you click Send. When you're ready to place
the message in the Outbox, click Send. Outlook will not actually send it how-
ever, until the time you selected.
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3 1

Sensitivily; | Normal - " [ seaity Settings...
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Vinting and Tracking options
= jd [7] Use voting buttons: L‘
= [ Request a defivery receipt for thic message
[ Request a read receipt for thic meceage
Delivery options
5y [C)Have repbes sent Loz select Names. ..
V100 ot defiver before: | 1/12/2010 [=] [z15PM [=]
|| Expires after: None 12:00 AM

[¥]5ave copy of sent message

G - | Nonc |
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Yes, you can!

If you routinely need to delay the delivery of
certain messages (say, all the ones to your
picky boss, as you madly double- and triple-
check their contents), you can! Just use
Outlook to create a rule that does that for you.
Rules and their creation are discussed in detail
in Book IX, Chapter 2, but I'll give you a hint

right. To create a rule that delays delivery of
all messages, apply the rule so that messages
are checked by Outlook after sending (after
you click Send), then select the Defer Delivery
by a Number of Minutes action. You can delay
delivery for up to two hours (120 minutes) after
you click Send.

here so that you know how to set the rule up

NG/ If you are sending this message through a non-Exchange account (POP2 or
IMAP), then you must keep Outlook running until the message is sent. If you
are using an Exchange account, you can go ahead and close Outlook —

Exchange ensures that your e-mail is sent when you designated.

A
gg‘

Setting messages to expire after a certain date

A lot of things expire — driver’s licenses, coupons, milk. After something
expires, you have to first notice that it has expired (Sorry, officer, I forgot
my birthday was this month, honest!), and then throw it away and get a new
one. Well, messages can expire, too — for example, you might receive a
voting message that you must reply to by Friday. When a message expires,
nothing particularly bad happens; the message header simply changes to
strikethrough text. The message itself isn’t deleted, and you can still read it.
Message expiration just makes it a bit more evident to your reader that he or
she has missed the boat.

To set a message to expire, follow these steps inside a message form:

1. Click the Properties dialog box launcher on the Options tab.

The launcher, by the way, is that right arrow thingy located at the right
end of the More Options group.

The Properties dialog box appears, as shown in Figure 1-10.

2. Select the Expires After checkbox, then select a date and time for the
message to expire from the drop-down lists.

3. Click Close to return to the message form.



Figure 1-10:
Even
messages
can expire.
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Properties dialog box launcher
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Recalling and replacing messages

Have you ever sat there after clicking Send, watching a message being pre-
pared and sent, and then realized, “Oops, | shouldn’t have sent that!” or
“Darn, I forgot to attach the file and now I'm going to look like I shouldn’t
have refused that fourth cup of coffee this morning.” Well, if you e-mail
through a Microsoft Exchange network, then lucky you, because Outlook
provides a way in which you can take your words back — literally.

In order for Outlook to recall or replace an e-mail message, both you and
your recipient must use a Microsoft Exchange network. How you know
whether your recipient uses Exchange, | haven’t a clue, so my advice is
to simply attempt to recall or replace messages, as needed, and then see

whether it works. I can tell you one thing — home e-mail addresses typically

don’t use Microsoft Exchange. Exchange is mostly used by large corpora-
tions and universities to handle e-mail.

When you need to chase down an e-mail message and stop it at the door,
Outlook provides you with two choices: You can recall the message, which
essentially deletes it from the server so that it’s not actually delivered, or
you can replace the message, which removes the original e-mail from the
server and replaces it with the new one.
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To recall a message (and possibly replace it), follow these steps:
1. Open the Sent Items folder and double-click the message you want to
recall.

2. Click the Actions button in the Move group on the Message tab, and
then select Recall This Message from the pop-up menu that appears.

The Recall This Message dialog box appears (see Figure 1-11).

Biecall This Message ==
Some recpients may havee already read th