Response-Line

Information Technology Department
3501 Westown Parkway

West Des Moines, |A 50266-1007
(515)-453-5757 Response-Line
(515)-453-6232 Fax

Outlook User’s Manual

7/03

 Lal

RST @gGMAC

Realty |1 @ RealEstate




Outlook

Page 2



Outlook

Table of Contents

OULIOOK USEI'S IMANUAN .......uiiiiiiiiiiiiiiiiiiii e 1
L0 10 { Lo oY 1@ A= V= U 4
Standard FeatUres: ..., 4
Lo 3 - Ve {3 PRSP 6
FaXe [ [T Te [ @04 ¢= To £ 6
Create a contact from an e-mail Message YOU rECEIVE .........cccceeeiiiiiiiiiiiiiie e, 7
JaXe (o 1 aTo I N N [Ted (g T= T 41 SRR PPPPPPPPP 9

To Add/Edit/Delete Members On A Distribution List: ..o 13
3 - 1 U 16
18] 00 ) 16
To Compose a Message or Send an Email ... 16
CUSIOMIZE YOUE INDOX .o, 21
TOREAA A MESSAQE ... .o 22
Reply and FOrward A MESSAQE ........oe it e e e e s 22
Attaching A Document To Your Email MeSSage.........ccovvvviiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee 24
Managing Your EMail........coou oo a e e e e aaraaa 26
Organize Your EMail in FOIAEIS ... 26
Adding a Signature t0 YOUr EMail..........ccooooiiiiiiiiiee e 27
REPIY TO A MESSATE ...ttt ettt ettt ettt ettt et et ettt et e e et e e e e e e e e e e e eeeeeeeeeees 28
FOrWard A MESSAQE. ...ttt e e e e e e e e e e e e e e e e e aaa e e e eaanaaaeas 28
L0221 1= o T - T SR PPRRRSPRR 29
Set AN APPOINIMENT ... ..t e et e e e e e e e e e e et e e e e e e e eeeeanannaaa 29
The APPOINTMENT SCIrEEN ........eii i e e e e e e e e e e e e e ennnne s 31

(@7 1= g T F= T Y AT UUURURRRURURR 32
(o) V7T g Yo AN o o o] [ ¥ a 0 T= ] €S 34
RecUrring ApPPOINIMENTS: .. .o e e e e e e e e e e e e e e e e aaa e aaee 36
1= £ PSPPSR 41
(O == L= T 1= TS U UUURURUUURUR 42
Deleting Completed TasKS: ... ....u i ittt e et e e e e e e ee e e e e eeeeeeeeees 45

Page 3



Outlook

Outlook Overview:
Welcome to MS Outlook. Outlook is a desktop information manager designed to assist you in
sending and managing electronic mail, tracking contacts, as well as scheduling and managing
appointments, meetings, events, and tasks.
Because Outlook is a product of Microsoft, it follows all the conventions of the other Microsoft

products. Most of the screens are organized and look like the other Microsoft applications you
have been using.

Standard Features:

In Outlook, information is organized into folders.

In the FOLDER VIEW, you see all of your folders at once in the Folder List.

& Inbox - Microzoft Dutlr ok

JEiIe Edit Yiew Favorigfs Tools Actions Help

Jmew'

¢ Reply Reply to &)l ¥ Forward w | =i send/Receive Find %37organize -
] |

G

Folder List

x|

3--@ Outlook Today - [Perzonal
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Wissner, Carol

| Subject

TRIO ¥Yer. 6 Pre-Prod

----- TE Bank - 13t Class £ @ TamiKitner Frud: Meeting: HomeServices - CMA
""" S Bills 5y Ernie Boktom Meeting: Homeservices - CMA
""" £ Brenda £ @ Wissner, Cl RECO Call Motes of April 24
""" (& Calendar ) £ Diare Williarns Rapatoni & MLxXchange
""" ‘&3 Cedar Rapids [1) 2 TRCMonitor Alert TOWE, Apr-27-02@11:15ET
""" 2 Ciie £ 0 kelly stuber Wendaor Reqistration
C
""" %’:} Du:ur:tatct;; It (28] £ 0 Curkis Rather Tech Fair Class Tracks
_____ @ DSWE:'ulgads ems 2 Tirn Cunn Image Server [ssues
_____ & Dralts [3] ] Terry Fitzpatrick, RE: Report with Map
-8 Forms £ Jackie Johnson Fiy: Feeturned Mail: Ervor During Delivery
_____ 52 Fun (1] % 0 Eelly Stuber Wendor Registration
..... $E Handvbaze ] helpdeski@iowareal... test
..... &a/Inbox (2] £ 0 Mail Delivery Subsy... Returned mail: Can't create oubput
..... SEr Jeft ] Earl Short Fwd: Returned Mail: Error During Delivery
{_ﬁ Journal £5 @ Earl shart Frud: Returned mail: User unknown
----- B Leadership MLS ] i Earl Shart Fwd: Returned mail: User unknown
S hd i AT [ T ) B [T PO O VU O )
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In the OUTLOOK BAR VIEW, your folders are separated into sections, Outlook Shortcuts, My
Shortcuts and Other Shortcuts.

& Inbox - Microsr”«Outlook |Z||E|f'5__<|
File Edit ig

& |y K | BoRepl

Odfiook Shorkouts

Favorites Tools  Actiongl Help

Ea Reply ko Al ¥ Forward %SendiReg&ive %:Fi_nd % Oroanize - @ -

3

Subject Received
Re: ok, I need some mail Mon 1,/20/2003 4:47 ...

13=1a

np
- Re:Please respond
1 am responding, Jackie
Quoting Marie Penkake <mpenkake@iowarealty, com=:
= Jackie:
Microsoft Ou... Welcome to Microsoft Outlook 20001 Tue 1,/14/2003 3:55 ...
Welcome ko Microsoft Sutlook 2000 One Window ko Your World of Information  Microsoft(R) Outlook(R) 2000 is the premier
messaging and collaboration client that helps wou achieve better results by combining the leading support for Inkernet standards-bas. ..

Mon 1/20/2003 4:35 ...

My Shartcuts
Other Shorbcuts

MNew Group J

~

The folders listed in the Outlook shortcuts provide quick access to any of the folders. These
include:

Inbox —
Create, send, forward and reply to email messages
Organize messages

Calendar —

Create appointments
Plan meetings or events
Review tasks

Contacts —
Create, store, and gain access to names, addresses and other contact information

Tasks -
Create and manage To Do/Tasks items
Assign tasks to yourself or others in teams, departments, or organizations

Deleted Items —
Manage all deleted items
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Contacts:

Outlook gets email addresses from the Contacts folder. Besides email addresses, you can keep
street addresses, web page addresses, and phone numbers of all types. Basically, the information
contained in Contacts can be quickly accessed for keeping in touch with your client base.

Adding Contacts:

1. Click on the Contacts icon or folder.

& Contacts - Micr /soft Outlook |z||§”§|

JEiIe Edit Yiew Fgorites Tools Actions Help
b4 | v @ - | %Fi_nd <§>§g0rgani;e | [Ed: - | @ -

tacts .

|

PREREEEEERRRERE

There are no items to show in this view,

Double-click here to create a new Contact,

2. Click on the New Contact icon.

& Contacts - Microsoft Outlook

JEiIe Edit Yiew Faworites Tools Actions Help

Jﬂew = | v Z5 - BoFnd %gorganize | [E3:

Outlaok Sharkouts

Calendar

X S

Conkacks
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Or

a. Create a contact from an e-mail message you receive

1. Open the e-mail message that contains the name you want to add to your contact
list.

2. In the From field, right-click the name you want to make into a contact, and then
click Add to Contacts on the shortcut menu.

Frorm:
Ta EricE. 5  Properties...
e &8dd ko Contacts

Look up Contack

Subject: RE:dor
I Rr——

3. Complete all the pertinent fields and all the other fields in the contact screen. Remember, the
more information you enter, the greater the future value.

R Joe Schmos - Conlact

| Ele Edt Yiew [rert Fgmat Tooks Actions Help

niﬂ'ﬂ mﬂ.g._.?@féﬁ-‘,*,m_:

Detsis | Activites | Cortiicates | AlFeids |

q [Yoe Schewe @ms |51 sss-s5ss
| Home = fsim 112222
[Towea Realty Business Fax lll
[5chmce, Joe =] Moble =i
]ﬁ 3501 Washown Plen jﬁEﬂH ﬂ[ ,
| Wheh Dt Moines, LA SO266 -

™ Send using plain et

aﬂﬁm address: |
[ This is the maling address

Loe is the best clent ever. He has bought 42 houses from me in 12 months.

K

Contacts... || \ Cabegories... || Erivate [

|
4. Click Save and Close.
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An arrow or drop-down arrow indicates there are selections that you can use to save you time
and provide consistency in data.

EE Joe Schmoe - Contact

i3eneral I Details I fckivities I Certificates I All Fields I

Full Mame. .. “Ju:ue Schmoe oy Business

= Job Litle: I Azziztant

|§515! 555-5
15153 111-2

v Buziness I_
Cotpa IIDWE' Redly Business 2

Fil= as: |Su:hrru:uE!J loe j Business Fax I

Callback.

Address, ., I 3501 Weskown Pl _r_\ Car Ijl:ueschm-:ueg-:

Westk Des Moines, Ia 50266 = Campany )
Business ll [ Send usir

v Home R
@ Home 2 II_
= Home Fax
IS0
Joe is the best client ever. He has bought 42 houses f maohile ns.
Other
Other Fax
Fager
Prirmary
Fadio
Telex
TTv/TDD

¥ This is the mailing address

Note: You may enter up to three E-mail addresses for each contact. The format for this will be
the name followed by the @ sign followed by the host.domain

An example of an email address would be: joeschmoe@iowarealty.com or
jerryjones@firstrealtyhomes.com.
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Adding A Nickname

Outlook

You may also add a nickname for your contact. Nicknames are a convenient way to organize and

address your emails.

To add a nickname:

1. In the Contact View screen select the Details tab.
2. In the Nickname field type the contact’s Nickname

EE Untitled - Contact

]Eile Edit Wiew Insert Format Tools Actions Help

=10l x|

Jniaveandcluse |§ (1] |'f ®@v|‘-v*vv

General I Details I Activities I Certificates I Al Fields ]

Department: IIT

Manager's name: |

Ciffice: ICu:urpu:urate Assistant's name: |
Profession: I
Micknare; Birthday: |NDI'IE j

SpOUSE'S NAme; I

Anniversary.;

Online MetMeeting setkings

Er—

s Directary server:

E-rnail alias:

Internet Free-Busy

Call Mow |

@ Address:

Type Nickname
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Viewing Your Contacts:

Outlook

Your Contacts list can get very long, so Outlook offers a number of different ways to find and view

contact(s).

This is the default view:

- Microsoft Outlook

& Contacts

1. Customers are
listed alphabetically
by last name
you can scroll
through the list

—

OR

2. Use the Quick
search buttons to
jump-scroll in the
list

File Edit ‘iew Favorites Tools Ackions Help

Beluew ~ & By X v 0 2 - Zorind Yporganize | [ED

Folder List x
chrisbupp@iowarealty, com

Cutlook Today - [Person g !
W mai:
ConEEs Johnson, Jackie

@ Deleted Items (1)

B Draft E-mail: jackiejohnson@iowarealty, com
rafts
g Inbox Kitner, Tami
ﬂf Journal E-mail: kamikitneri@i
Mates
] Outl:n% , Dale
31 Sent Irems dalekoenigsberg@iowaresalt.,..

T Tasks

< >[4

- @ .

w2

123
Penkake, Marie C.
300 5. Pleasant Hill Blvd. ab
Des Moines, 1A S0327 cd
Business: (515 af
Home: 15) 265-547¢

(515) 201-445¢

Business Fax: (515) 262-370¢ i

E-mail: mpenkake@anl K
mmno

Shaw, Wanda

Mobile: wandashaw@ic P9I
rs
{3
W

2| 7

& Items
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Creating a Group:
When you regularly send emails to the same group of people, you can create a “group” to save

time and ensure accuracy of email addresses. A contact must exist prior to becoming a member
of a group.

If you wanted to email all of the CRS’s in your office, you can create a group and email them all at
once.

In a message, recipients see their names and the names of all other recipients on the To... line of
the message.

NOTE: In Outlook 2000, groups are referred to as Distribution Lists.

To create a Distribution List:

From the Contacts folder: Actions Help

Mew Conkact Chrl+
1. Click Actions

Distribukion Lisk  CerlH4-Shift+L

> = e

2. Click New Distribution List /

This is the El
Distribution Listicon—————»
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EBX

%4 Untitled - Distribution List

5. Enter a List name in the Name box.
You will want to name it so you can
remember who is in the group. & save and Close | S B v X - 7

Members ] Motes ]

File Edit Wiew Insert Toaols Ackions Help

Mame; |I|:|wa Realty IT Dept|

/ Select Members. ., | add Mew. ..

6. Choose Select Members/ [ Mame E-rnail

button There are no items to show in this view,

B %2 lowa Realty IT Dept - Distribution List
| Select Members EHE

7. Click on a contact name and choose
Add->

Type name or select from list:

Fird.
NOTE: This just adds '; | [N
Members to the list; you can | JCaacts [ A tohjstibution st
still email them individually. ; [Edza] add> | [E=)cutis Rather

P=-| [ ale Koenigsberg

=] Chiis Bupp

* The list on the left is the list you
can choose from for your :
Distribution List. [ it

| ;ran Buscher
* The list on the right is the peoplt/ga” K;ie' e

- . . - . sl Uave EEN3 W EllEnaor

that are in your Distribution List. 1 |=0ave Deiui

2 Dave Schuldt DSCl+

1| | 3

|

8. When you have added everyone to . | Newlonteet | Piopeties | q| | ¥

the list, click OK. :
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9. Click Save and Close iW lowaRealtylT - Distribution List
File Edit Wiew Insert Taools Actions Help
o Save and Close | v X -3 Z

Members ] Motes ]

Mame:; |InwaReaItyIT

| Select Members., ., | Add Mew. .. Remove
[ Mame E-rnail
Chris Bupp chrishupp@iowarealty, cam
Dale Koeningsberg dalekoenigsberg@iowarealts
Jackie Johnson jackiziohnsoni@iowarealty o

To Add/Edit/Delete Members On A Distribution List:

Once a distribution list is created, it is easily updated to reflect changes in the group. To update an
existing list:

& Contacts - Microsoft Outlook E]@E|

File Edit View Faworites Tools Actions Help

1' C“Ck the Feltew - | & | 5 X ¥ Z9 - | BoFnd % Organize - @,
ContaCts Icon or Outlook Shortouts | 88 81 es (600 @
folder o 12
@ Bupp, Chris Penkake, Marie C. b.
s E-mail: dbupp@iowarealty,.com 300 5. Pleasant Hill Blvd. 8
iy Des Moines, 1A 50327 c
Business: (515) 263-5455 d
Home: (515) 265-5476 T
Igyginealty 1T 2 Mobile: (515) 201-4454
" Business Fax:  (515) 262-3708 gh
ohnson, Jackie E-mail: mpenkake@acl.com i
E-mail: jackiejohnson@iowarealty,com kI

Peterson, Kim

Eitnctlami E-mail: kpeterson@iowarealty . com i

E-rnail: tamikitner@iowarealty .com no

8 Shaw, Wanda g

Koel.'nngsberg, Dale = = Mobile: wandashaw@iowarealty.com =

E-mail: dalekoenigsberg@iowarealt,., r

s

G s k

Ty Shortcuts e
2. DOU ble CIICk the / Other Shortouts ‘,.\.x
Distribution List pe el | b e
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%3 JowaRealtylT - Distribution List

3. Click on
Select Members...
button

File Edit Wiew Insert Tools Actions Help
& save and Close | &

Members ] Motes ]

vELK «-w- 3.,

Outlook

S=1E

Mame: |I|:-waReaIt';.-'IT

> | Select Members. .. |

Add Mew. ..

Remove

Lipdate Mo

(1 Mame

To ADD a member:

4a. Double click on the
member name in the

left window, it will move
them to the list on the
right.

To DELETE a
member:

4b. Double click on the
member name in the
right window, this will f
move it to the list on the :

ihris Bupp
Dale Koeningsberg
Jackie Johnson

E-rnail

chrisbupp@iowarealty .com
dalekoenigsberg@iowarealty, com
jackigjohnson@iowarealty . com

Contacts = Aidd ta distribution list:
Name - | E-Mails  Add -» Cheis Bupp
Chriz Bupp clbuppi@ Dale K.oeningzberg
Dale K.oeningzberg dalekioel B K.im Peterson
ﬁ]lnwa Realty IT Dept E=]J ackie Johnzon
ﬁ]lnwaﬂealtyﬂ
E=lJackie Johnson jackiejok
k.im Peterzon
arie C. Penkake
Tami Kitner
EZ]'wanda Shaw
< >
Mew Contack | Propetties | < | 3

o]

Cancel

left.

5. Click OK.
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6. Click
Update Now

7. Click

%32 lowa Realty IT Dept - %istribution List
Save and Close J !

File Edit Wiew Insert Tools ACCON
Hzaveand o & X

Members ] Maokes ]

@ WE=H T owa Realky 1T Dept
Select Members, ., | add Mew, ., | Remove Ipdate o |

[ Mame E-rnail J
Chris Bupp cbuppi@iowarealty, cam

Dale Koeningsberg dalekpenigsberg@iowarealty, com |
Jackie Johnson jackiejohnson@iomarealty .com

im Peterson ekerson@iowarealty . com
Kirn Pk kpet i@ I J

Catenories... | | Private |
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Email

Outlook

This section provides a basic overview of using the Outlook email functions. It explains the
processes of addressing the email, and replying and forwarding messages.

25 Inbox - Microsoft Dultloo

Inbox

JEiIe Edit Miew Favorites Tools Actions Help

Jﬂew -

Eh | [N | CyReply €8 Reply to Al W Forward

1. Make sure Inbox is highlighted in your list

of folders or icons.

Faolder List X| | [ |%|@|From

El--@' Outlook, Today - [Personal
----- $E Bank - 13t Class
..... {:@ Bill=

----- B Brenda
----- % Calendar

----- $E Cedar Rapids [1)
----- SE Cibris
----- 2 Contacts
----- @ Deleted Items [23)
----- S Downloads
----- B} Drafts [3)
=% Forms
\ ..... q:@ Fun [1)
- Handpbaze
----- Inbox [Z]
..... q:@ Jeff
{ﬁ Journal

----- B Leadership MLS
----- S Marie

..... £ Midameniran

To Compose a Message or Send an Email

1. Click the New button at the top left of your toolbars.

Wissner, Carol
O Tami Kitner
Ernie Baokbar
o Wissner, Tl
Diane Williarns
IRCMonitor
0 kelly stuber
0 Curtis Rother
Tim Dunin

Terry Fitzpatrick
Jackie Johnson

a kelly stuber
helpdesk@iowareal, ..

0 Mail Delivery Subsy, .,
Earl short

0 Earl Short

0 Earl Short:

0 Earl Short:

Tir~ Mume

DD LEDEDDEDDD

1 InDox - Microsoll Julloo

JEiIE Edit ¥iew Favorites Tools Acktions H

| iew -

& [ | Goreply @oreply

Inbox
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3. Enter the email address:

There are a number of ways to enter the email address in the To... or Cc... fields.
A. Type the full email address
ex: jerryjones@iowarealty.com

2| Untitled - Message (Plain Text)

File Edit “iew Insert Faorpnat Tools  Ackions Help

=send | [H 4] options... % = - 2

To... |jerryju:unes@iu:uwarealty.u:u:um
c. ||
Bce... |

Subject: |

OR

B. Type the Nickname in the To: box.
Ex: Joe

C. Click the To... box

™ Untitled - Message (Plain Text) M=E3
File Edit “iew Insert Format Toaols Actions Help
Hzend | & Options... ¥ - - =

To... |jerryju:unes@iu:-warealty.u:u:um
c. ||
Bce... |

Subject: |
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4. Click on the name you want to email and click the appropriate buttons...
To->,

Type name or select From list:
or

Find. ..
->
Cc->, |Cl:unta|:ts \ Message Recipients

NOTE: CC means Mame * To-> | |E5|Dale Koeningsberg
“C C ” “Carb C ” EZ] Chiis Bupp u:hrlsl:uup
oqrtesy opy" or aroon Opy kgeningzherg dalekoe
and is used to keep someone in the Jackie Johre —— 3
loop of the discussion. E=IMarie C. Perkake sl
EZ1 T ami Kitner tamikitne b= - E=lJackie Johnson
or EZlwanda Shaw
the Bee-> 4
address box. —p Eic->
< »
NOTE: Bcc means “Blind Courtesy
Copy” or “Blind Carbon Copy” and New Cantact Properties | <
is sent covertly—no one who gets
the message knows who got blind oK | Cancel
copies.
5. Click OK.
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OR

Add a contact after typing in the email address

kﬂﬁ Untitled - Message (Plain Text)

1. After you type the email Fil= Edit Yiew Insert Format Tools Actions Help
address, hot the Tab key on =lsend | [ Optiors... .7
your keyboard.

To... |mju:unes@au:ul.u:u:um

2| Untitled - Message (Plain Text)

2. Right-click the address and,
from the menu options, click

Add To Contacts.\ Hend | | 4 8] Options... ¥ -

Properties...

File Edit Miew Insert Format Tools Actions Help

Look up Contact

Subject: I_

Cuk
Copy

Clear

Select Al i
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3. Enter the
contact
information.

4. Click
Save and
Close

Page 20

LB Mary Jones - Contact

File Edit Yiew Insert Faormat Tools Actions Help

Hazveanddese [ S 0 ¥ @ o -9 -

nieral ] Dretails ] Activities ] Certificates ] All Figlds ]

g : @ Business ﬂ

Job title: | Home ﬂ

Business Fax ﬂ
j Mabile ﬂ

%% E-mail ﬂ

| s Mary Jones

Company: |

File as:

@ Address. ..
Eusiness ﬂ

|Jnnes, [Maty

Outlook

=3

| |
|
|

|mju:unes@au:ul.u:u:um
[ Send using plain text

% \Web page address: |
[ This is the mailing address .

Contacks. .. | Cateqgaries... |

Private [
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Once an address has been entered, complete the email by entering the subject and message.
Enter Your Message Text:
1. Enter a brief description of your message in the Subject area. The Subject information can be

seen in a summary of the recipient’s Inbox providing information on the topic as well as the
urgency of the message.

NOTE: Research indicates that messages with no subject are typically read last.

2. Enter the body of the message.

Customize Your Inbox

There are several options for customizing your Inbox. Most are beyond the scope of this manual.
However, there are some that may be important for you to add or change.

1. Adding Bcc: Field

If you do not see a Bec: field and find it necessary to add this, open a new message:

& Untitled - Message (Plain Text)

2. Click on View : —
iﬂl’ld Presiaus [ ] Cptions. .. 3;} . i}
MNext 3

Message Header
3. Click on “Bcec Field”™: Qf v
Subject: Options. ..

¥

Page 21



Outlook

To Read A Message

1. Double click on the message you want to open.

IEiIe Edit Wiew FavoNtes Tools Ackions Help

JMEW - & | [ENW Reply 5 Reply to Al € Forward | b | = send{Receive | 2o Find % Organize

Folder List | |+ |@|From | Subject
EI@' Outlook Taday - [Personal 3 Wissner, Carol TRIO Yer. 6 Pre-Prod

4 Bank - 1st Class @ Tami Kitner Fid: Meeting: HomeServices - CMA
-GE Bills

B Ernie Battom Meeting: Homeservices - CMa

Reply and Forward A Message

Most of the messages you receive will typically need a reply and some will need to be shared with
someone else. Replying and Forwarding are even easier than creating a new message.
To Reply to a message:

1. Open the message you want to Reply to.

2. To reply to only the sender of the message,

Wiew Favorites Tools Actions Help

J Mew ?%&I Reply €50 Reply ko Al W Forward | > | FHsend/Receive | 2Find % Organize

click Reply.

Falder List x | | Subject
El@ Outlack Today - [Personal Wissner, Carol TRIO ¥er. & Pre-Prod
o $E4 Bank - st Class 0 Tami Kitner Fuwsd: Meeting: HomeServices - CMA

----- £ Bills Ernie Boktom Meeting: HomeServices - CMA

NOTE: To reply to all of the recipients in
the To and Cc boxes, click Reply to All
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To Forward A Message:
1. Select the message you want to forward

JEiIe Edit Miew Favorites Tools Actions Help

Hlew - | & % | Gopeply €5 Reply to Al € Forward ¥ | 7 sendiRecsive Find %iq Crganize
J %

Folder Lisk 4 i | From |Sul:uject
El@' Dutlock Today - [Personal § Wissner, Carol TRIO Yer. 6 Pre-Prod
o B4 Bank - 1st Class 0 Tami Kitner Fwud: Meeting: HomeServices - Cha

----- B Bills Ernie Boktom Meeting: HomeServices - CMA

2. Click Forward
3. Enter recipient names in the To..., Cc... and Bcc... fields
a. To select recipient names from a list, click the To, Cc, or Bcc button.

4. Click Send

Note: You can Forward multiple messages at once, if you select all of them first, then click on
Forward.
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Attaching A Document To Your Email Message

One of the advantages of using email is the fast and efficient transfer of full documents. Attaching
documents in Outlook is very easy.

1. Create and save the document you wish to send to others. (REMEMBER where you saved it.)

&= Attachment Test - Message (Plain Text) Z E|[$__(|

2. Create the email
Insert Format Tools  Actions Help

M -+ 2| Now,
Ikem...

Signature L4

Attach The Document

From the New Message
window

Subiject: |.ﬁ.tta|:

This i=s jus

3. Choose Insert.

£

4. Choose File.

5. Navigate to the file you want to
6. Double-Click on the file.

Inzert File

Lok in: Iﬁ My Diocurnents j T | @ ™ ﬁ * Toals -

M}.-' W'ebs
CIMfuse
[:I Supra

@active setup

@Fax Covershest

_ 1 Dowarload software @MileageReimbursement
__|HanCBase ‘ﬁ MLxchange Tips and Techniques
|| Hawwaii pics @Tami CMA doc

I Misc progs
|__IML%change
1My eBooks
] My Music
] My Pickures

File narne: || j Insett 'I
Files of bype: I,c.,|| Files j Cancel |
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¥ Attachment - Message (Plain Text) r;”E”X'
File Edit Wew Insert Format Tools Actions Help
Heerd | [H Options.., - - »

To... |Jackie Johnson
c... ||
Bcc... |

Subject: |F'.tta|:hment

Thiz will be a mwemo with ah attachment.

i

Fads For
Farum on...

When you have attached a document, an icon will display at the bottom of the memo.

NOTE: You can attach several documents to the same memo. However, a large number/size of
the documents may cause the transfer of the memo to be slow or not be sent at all.
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Managing Your Email

Managing your email boxes, Inbox and Sent Items, is critical for both your organization of
responses as well as the server space.

Right click your mouse on any email. S

&h Print
The options available will be displayed in the pop-up menu.

¢ Reply
Flag for Follow Up... £ Reply to Al
will assign an icon to the side of the message as a visual reminder to W Forward
follow up on the message.

— ¥ Flag for Follow Up...
If you do not even wish to read the email, you may mark it a %@ Mark a5 Read

“‘Mark as Read” without ever opening it up. Cateqories. .
Find Al b
Jurik, E-mnail r
/ X EEIEtE
ks
If you choose to delete the memo, choose Delete: (23 move to Folder...
optians, .,

NOTE: When you delete a memao, it will reside in the Deleted Items folder until you remove it
permanently from the Deleted Items folder. This allows you the option of moving the memo back
to its original location. However, it is highly recommended that you empty the Deleted Items

folder at the end of each day.

Marne:
Organize Your Email in Folders [Personal emais
Folder contains:
1. On the File menu, point to New, and then click |cortact tems =
Folder_ Select where ko place the Folder:
=4 Personal Folders -]
----- Calendar
2. In the Name box, enter a name for the folder. | .. g Contacts
----- {5 Deleted Ikems
. . [P B Drafts
3. In the Folder contains box, click the type of items | 2 Inbox
you want the folder to contain- for example Emails :; sfn”t;”:'
or Contacts. €F Outhix
----- £ Sent Ttems
..... Eh Tack LI
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4. In the Select where to place the folder list, click the location for the folder.

Outlook

5. You may now drag and drop emails or contacts into the folders. This can be useful for

archiving old messages.

Adding a Signature to Your Email

A Signature is text that you specify that will be added to each and every outgoing email. This is
an excellent way to avoid having to sign your name and contact information when sending an

email.

1. On the Tools menu, click Options, and then click the Mail Format tab.

2. Click Signature Picker, and then click New.

In the Enter a name for your new Signature

box, enter a name.

3. Under Choose how to create your
Signature, select whether to start from
scratch or use an existing signature.

2| %]

Create Mew Signature

P

1, Enter a name For wour new signature:

|Sig1|

2. Choose how to create your signature:
% Stark with a blank signature

™ Lse this existing signature as a kemplate:

IUnt\tIed j

= Use this file as a template:

Browse. .. |
Crot> | coneel|

4. Click Next.

5. In the Signature text box, type the text you want to

include in the signature.

You can also paste text to the Signature text box from

another document.

6. To change the paragraph or font format, select the
text, click Font or Paragraph, and then select the
options you want. These options are not available if

To select a file
to base your
signature on,
click Use this
file as a
template and
type the path and
file name in the
box, or click
Browse to select
from a list.

you use plain text as your message format.
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2] x|
PreFerences’ Mail Delivery  Mail Format |Spelling I Security | Other |
hoose a Format For outgoing mail and change advanced settings,
Send in this message Farmat: |Plain Text Li

[ Use Microsoft Word ta edit e-mail messages

Settings. .. I International Options. .. |

Stationery and Fonts

and add backgrounds to vour messages,

Use stationery to change wour defaulk font and styvle, change colors,

Use this stationery by default:

Click

| <MNone =

Forts. .. I

Signature

oo
i
-

Automatically

card (wCard) to ol B55A0RS.

de vour signature or attach an electronic business

Use this Signature by defaulls

% Don'tuse when replying or ror

OK I

Edit Signature - [Sigl]

—Signature text
% This text will be included in outgoing mail messages:

Eric F. Sanders
Iows Realty Response Line
(515) 453-5757

Font... | Paragraph. .. Clear

"I think a good product would khe 'Baby Duck
Hat.' It's a fake baby duck, which you strap j

Adwvanced Edit... |

]

i wCard options

Aftach this business card {vCard) ko this signature:

|<None> j
New wiZard From Conkact. ..
T
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Quick Sheet Summary For Email

Creating a New email:

1. On the File menu, point to New, and then click Mail Message
2. Enter recipient names in the To, Cc, and Bcc boxes

a. To select recipient names from a list, click the To, Cc, or Bcc button
3. In the Subject box, type the subject of the message
4. In the text box, type the message
5. Click Send

Reply To A Message

1. Open the message you want to reply to

2. To reply to only the sender of the message, click Reply

NOTE: To reply to all of the recipients in
the To..., Bcc..., and Cc boxes, click Reply to All

Forward A Message

Click Inbox
Select the messages you want to forward
Click Forward

o nh =

Enter recipient names in the To, Cc, and Bcc boxes
a. To select recipient names from a list, click the To, Cc, or Bcc button

5. If you are forwarding multiple messages, type the subject of the message in the Subject
box

6. Click Send
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Calendar

Outlook has a powerful calendar feature that allows you to track your schedule, attach memos,
insert contacts and view your list of tasks. Click on the Calendar icon or Folder.

& Calendar - Microsoft Outlook

JEiIe Edit Wiew Faworites Tools Actions Help

JENBW = ‘ [ ™ | G0 to Today ‘ [ Day EWWEEE (3] Manth ‘ EaFind % Organize ‘ [Ed:
Calendar , =k

Manday, January 20 e [ 4 January 2003 | February 2003 » |

SMTW T F 5 SMTW T F 5

soEnEl 1 2 03 04 1

55 7 8 21011 2 3456 78

12 13 14 15 16 17 18 91011 12 13 14 15

19|:|21 22 23 24 25 16 17 18 19 20 21 22

Calendar 26 27 25 29 30 31 2324 25 26 27 25 1

- 2 34 5 6 7 8
% 0y || Taskpad ;I

a Click here to add a new Task

1| 0pen House Treats

oo
My Shortcuks R

Other Shorbcuks on

Mew Group
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Set An Appointment

Outlook provides visual cues in setting appointments. This allows you to choose the month, date
and time on the same screen.

To set an appointment, go to the month and date on the calendar

& Calendar - Microsoft Outlook

Fil: Edit Wiew Favorites Tools Actions Help

Emew - @ Go ko Today mDag E\Nogk ek Weelg @Mth @Fi_nd %Organ\;& - @ .
Outlook Shortcuts @
‘Wednesday, January 22 AL 4 January 2003 February 2003 3
SMTWTFS SMTWTF S
12 3 4 1
£ SN 8 91011 2345678
8 12 154§ 15 16 17 18 910 11 12 13 14 15
19z0]z1 232425 1617 16 19 20 21 22
900 26 27 28 ZQE%D 31 2324 25 26 27 25
10 [ || Taskpad B

| ] ‘ Open House Treats |

1. Choose the time by
clicking on the line to
the right of the time on
the calendar.

5 uli]
New Group v J

EE Untitled - Appointment

File Edit Yiew Insert Format Tools Actions Help

2. Double click on
HsaveandClose | & (| | €3 Recurrence... | @ Invite Attendees... | ! 3 | X | & - W - @,

the blue line to get

the Appointment Appointment ] Attendes Availahilicy ]
Screen —> Subject: |
Location: | I% j [ Thisis an online meeting using: J
Starttime;  |wed 1j22/2003 x| [tooam  w| [T allday event
End time: |wed 1/22/2003 | [izoam |

o .
':&:' IV Reminder: |15 minutes ﬂ 2| Show time as: |Busy -
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The Appointment Screen

This screen allows you set/adjust the date/time, add attendees (from Contacts), provide a subject
line and enter a description of the meeting.

An invaluable aspect of it is the opportunity to set the location of the meeting in addition to all the
other components.

& Open House - Appointment

File Edit Yiew Insert Format Tools Actions Belp
Hsaveand Close | & [ | €% Recurrepeg.., | @FInvite attendees,., | 1 3 | ¥ | & - w - @,

Appoinkment ] Attendee Availabilice

Subiject: |Open House /

Location: | Pleagant Hil j | This is an onling meeting using: J
Starttimg:  |wied 1j22/2003 | inooam w| T Al day evert
Endtime:|  |wed 1j22/200 | Juoorm |

o .
':&:' IV Reminder: |15 minutes 2| Show b as: |Busy -

Realtor Open|House in the Pleasant Narea \
Al Subject: Enter
the Appointment Time: if the dates and

times are not correct,
correct them

™

ntacks, ., | | Categaries. .. | | Private [

Memo: Enter the
notes associated
with the meeting
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Calendar Views

In Outlook, there are several ways of viewing your calendar.
The toolbar at the top of the screen indicates which view is showing.

& Calendar, - Microsoft Outlook

J File Edit Yiew Favorites Tools Actions Help
o . en . . pes

J Tl hew ~ | = | g | Go ko Today ||mDag Eﬁo[k Weask ﬁWeelg [FAMonth | EaFind % organize | | @) »

Outlook Shorkeuts | |01 =00

Wednesday, January 22 4 January 2003 | February 2003 »
SMTW TF 5 SMTW TF 5
soEnEl1 203 4 1
56 7 8 91011 2 3 4 5 6 7 8
12 13 14 15 16 17 18 910 11 12 13 14 15
19 20 21|:|23 24 25 16 17 18 19 20 21 22
- 26 27 25 29 30 31 232425262728 1
Calendar 23 456 7 8
‘?ﬁ (| TaskPad ;I
= ’
#0% Open House (Pleasant Hilly Click fere o add & new Task
% | [1| Open House Treats
Motes ﬂ
3 [uli}
My Shortcuts —
COther Shartcuts 4 oo
et GEroup - ~| LI
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Click on the “Work Week” view.

Monz0 | Tue 21

| wedzz | Thuza |

January 2003 |

February 2003 »

SMTWTF 5

SMTW TF S

[ seEnEl 12 03 04 1
82 56 7 8§ 91011 23 456 7 8
12 13 14 15 16 17 15 91011 12 13 14 15
o0 I Shaf] 19 25 16 17 18 19 20 21 22
g— Meeh— 26 27 25 29 30 31 23242526 27 25 |
I 23 4 5 6 7 8
10 u]i]
R = 0 TaskPad :I
1 1 o ¢ Ope I Click here to add a new Task,
- '("Pcl'u-_ [1| Cake For Doug's BD
== .
P Hi")c 3 Lung) = 1| Open House Treats
12— with [ |
Cliery |
1 u]i]
A Den
2 oo appE
ao
Iy Shortcuts 3—
Other Shartcuts 4 oo
Mew Group o LI
|4 Items | fail Delivery Error - click here & -

Change to the “Week” view.

& Calendar - Microsoft Outlook

JEiIe Edit ‘iew Favorites Tools Actions Help

JEN&W - & | [§ > | Go ko Today | mDag EWD[k Week|we?l5 @Month | @Fiﬁd %Organi;e | | @ >

Outlook Shortcuts

Calendar .

| February 2003 P
SMTWTF S

Januaty 2003
SMTWTF S

Thursday, January 23 | | 4
12:00pm 3% Lunch with Client

frEnEt 1oz 3 4 1
5 6 7 8§ 21011 23 45 6 7 8
12 13 14 15 16 17 18 910 11 12 13 14 15
16 17 18 19 20 21 22
26 27 28 29 30 31 23 24 ES 20 BT E |
23456 7 8
Tuesday, January 21 Friday, January 24 N} | TaskPad :I
3:00am L% Staff Meeting Click here to add a new Task
1:30pm 5§ Dentist appt.
[[1| Cake for Doug's BD
B 1| Open House Treats

wednesday, January 22 Saturday, January 25

11:00am #5% Open House (Pleass

My Shortcuts

sunday, January 26

Other Shorkouts

=

Mail Dielivery Error - click here /8 =

Mew Group

‘4 Items |
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& Calendar - Microsoft Outlook

Outlook

File Edit Yiew Favorites Tools Actions Help
E| Mew - @ Go ko Today m Day E Work Week El Weeky 1] Manth ‘@t Find %:"ﬁ Qrganige @ »
OQutlook Shortcuts @
Tuesday wednesday Thursday Friday Sakfsun A
Change to the December 30 31 January 1, 03 z 3 4
/‘
“ » o
Month” view. -
3] 7 g ] 10 11
B 12
-
13 14 15 16 17 18
\L m
20 21 23 24 25
11:00am OpenHou | 12:00pm Lunch witt | 9:00am Staff Mee
% 1:30pm Dentist ap 26
M
My Shortcuts 27 28 29 30 31 February 1
Other Shorbouts P
Mew Group v
4 Ikems MMail Delivery Error - click here & -

Moving Appointments

Outlook makes it very easy to move appointments using the different views of the calendar.

If you are only changing the time of the appointment, click on

1. Click on the left outer frame

of the appointment... \

2. Click-and-drag the
appointment to the new time.

Notice your cursor changes to

this shape

& Calendar - Microsoft Outlook:

File Edit Yew Favortes Tg

Hew - * | Goto Today Day ‘Work Week [7]Week [Month Find %g Organize
k=il

Outlook Shortcuts

@
\J

My Shortcuts
Other Shortouts
Mew Group

3 Items

12
1™
oo
3
4m
5
6™
7

v

Brtions Help

Friday, January 24

~

A% Professional Luncheon (801 Grand)

A% Dentist appt.

e “Day” view.

4 January 2003
SMTWwW TF S
123 4
565 78 3011
1213 14 15 18 17 18
1wenzibalpy
26 27 28 29 30 3

February 2003 »

SMTWTFS

1

2 34586 78

910 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28

0 TaskPad J
[ |
||:||Cake for Doug's BD |
||:| | Open House Treats |
|

Mail Delivery Error - click here & -
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To move an appointment to a different date AND time, click on the “Work Week” view.

Click on the left sid
(the blue line)

e

—

of the appointment

and drag it to the new

day and time.

Notice your cursor
changes to this

shape

& Calendar - Microsoft Outlook

File Edit Wiew Favorites Tools Actions Help

Eﬂew - @ Go to Taday mDaz EWo[kWeek Weelg @Mﬂnth ‘@Fi_nd %Organi;& @ b
Outlook Shortcuts @
Maon 20 Tue 21 Wed 22 Thu 23 Fri 24 A A January 2003 February 2003 »
| SMTWTF S SMTWTF S
12 3 4 1
Sam- 56 78 91011 2345678
12 13 14 15 16 17 15 910 11 12 153 14 15
@ T Staff 19 % 161718192021 22
9 Meet 26 27 28 29 30 31 73 24 25 26 27 28
o0
".‘5 10 O | TaskPad B
oo Cpen | | |
House ||:||Cake for Doug's BDY |
o ({Pleasant =
12 pm \ Hilly #56 Lunc| [l 5 Prof |I:||Open House Treats |
N N with Lunicl
\A Clier| fant
1 oo
‘g 2 oo
3 Dent:
3® appt
400
My Shortcuts o
Other Shorkouts 5
Mew Group A oo v J

Changing appointment to a different day.

To move an
appointment to a
different day, click
the “Month” view.

Click on the
appointment

and drag it to thenew\.

date.

Notice your cursor

changes to x

this shape
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& Calendar - Microsoft Outlook

File Edit “iew Favorites Tools Ackions Help
E llew - @ %‘ ¥ | Goto Today mDaz E ‘whork Wesk ‘week @ Manth %, Find % Qrganize @ &
Outlook Shortcuts @
Monday Tuesday ‘Wednesday Thursday Friday Satfsun e
December 30 31 January 1, 03 2 3 4
5
& 7 g El 10 11
12
13 14 15 16 17 15
19
> 20 21 22 23 24 25
11:00am Open Hou | 12:00pm Lunch with | 12:00pm Professior
\ 2:30pm Dentist ap e
27 28 29 30 February 1
My Shortcuts \
Other Shortcuts % z
Mew Group w
5 Items Mail Delivery Error - clickhere /1y =
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Recurring Appointments:

There are appointments that occur on a regular basis...these are called “recurring appointments”.
|.e. staff meetings that occur at the same time each week/month.

To set an appointment as a recurring appointment, open the Calendar icon;

& Calendar, - Microsoft Outlook

File Edit Wew Faworites Tools Actiope” Help

. [T]pay [&] work week [F]week [31]Month |%tFi_nt:I g Organize - @ -
1. Click on Day =
H Qutlook Shortcuts @
View. —
Monday, January 20 Al A January 2003 February 2003 3
SMTW T F S SMTW TF S
1 2 3 4 1
56 7 8 91011 23456 7 8
12 15 14 15 16 17 15 910 11 12 15 14 15
19 z1pzlz3z4 25 16 17 16 19 20 21 22
2. Enter the 26 27 25 23 30 31 73 24 75 26 27 75
appointment T .
Staff Meeting| [ || Taskrad =]
[[]| Cake for Doug's BD
[[1| Open House Treats
]
My Shortcuts 3
Other Sharkcuts 4 o
Mew Group v J

B Staff Meeting, - Appointment

3. Double click on the
appointment

Eile Edit “ew Insert Format Tools Actions Help
[Hsave and Close | & 1

Appointment ] Attendee Availability ]

% Recurrence... | ¢ Invite Attendees,.. | 1 3 X | 4 - W - @.

& This appointment occurs in the past.

Subject: |StaFF IMeeting

4- C“Ck on / Start time;.

End time: w | |11:004mM hd
Recurrence... - | =
:\‘@E [ Reminder: J FIETR show time as: |Busy -
|

j [ This is an online meeting using: J

| [10:00 a1

[Mon 142012003 x| T allday event

|Men 1jz0/2003

+ % Recurrence, .,

Conkacts... | | Cateqories. .. | [ Private [
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Appointment Recurrence

5. Check the time to ensure Appainkment time

it is correct. — i [1:00aM w|  End: [11:00AM  v| Duration: |1 hour d

Recurrence pattern

If it isn’t you can correct it

from this screen. " Daily Recur every |1 weekis) an;
* YWeekly [ sunday ¥ Monday [ Tuesday [ Wednesday
£ Manithly [ Thursda [ Frida [ Saturds

6. Click the pattern of / © Yearly F ‘-" F

recurrence

Range of recurrence
Start: |Mon 1/20/2003 v| © Moenddate

’ " End after: |10 ACCUFTENCES

The most important field in
the Recurrence window is
the range of recurrence. « Endby: Mo 3{24{2003 hd

7. Set the range. ok | cancel | |

If you do not enter an “End
by” date, it will default to 10
occurrences.

8. Click OK

NOTE: unless the appointment occurs only once or twice a year, typically, you do not want to
enter a range longer than 12 months.

Enter all other
information on the

i Staff Meeting - Recurring Appointment

File Edit Wiew Insert Format Tools Actions Help

appOIntment Esave andciose | & ] | €3 Recurrence... | ¢ Invite Attendees... | ¢ 4 [ % | 4 - ¥ - El -
screen. |.e. . bl
. pRoi it ] Frandaa Auailghiity ]
reminders Save and Closer
’ Subject: ’ﬁl\’leeting
notes, etc.

Location: | j [ This is an onling mesting using: J

Recurrencd  Occurs every Monday effective 1§20/2003 until 3/24/2003 From 10:00 AM to 11:00 A,

T .
-:&:- [+ Reminder: |15 minutes j fiz|  show time as: ’m

All office pYaff is required to attend.

™

Contacts, ., | |\ Categories., ., | | Private |

\

9. Click Save and Close
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Cukloak Shortcuks
@ Monday, January 27

8 4am
The appointment
will have the 9 0o
Recurrence L .
indicator next t6 e O i 7L Staff Mesting
the appointment. 4

If the appointment is a recurring appointment, the icon will look like this: I T::"

If you set a reminder, the icon will look like this:

To Move One Appointment In A Recurring Series:

If you have a schedule change for one appointment, click on the appointment and drag it to the
new time/day.

You will see a new icon that indicates this is still a recurring appointment but has been moved
from the normal day/time.

aiyR

+% Skaff Meeting
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If you double click on the appointment, you will be given the Open Recurring Item
opportunity to move the whole series.

Click OK

C“Ck on B Staff Meeting - Recurring Appointment

il

(" Open this occurrence.

\ {* Cpen the series,

"Skaff Meeting" is a recurring
= appainktment, Do wou wank b open

anly this occurrence or the series?

(0] 4 Cancel |

Recurrence... File Edit Yiew Insert Format Tools Actions Help

(I

Appointrment ] Atkendee Availability ]

% Recurrence,.. | @F Invite Attendees.., | ! 4 | X | 4 - w - @.

Subject: |Staff Meeking

Location: |

Recurrence: Ocours every Monday effective 172002003 until 3/24,/2003 From 10:00 AM to 11:00 AM.

o .
':@:' ¥ Reminder: [15 minutes j @E Show kime as: |Busy -

j [ This is an online meeting using: J

All office staff is required to attend.

Contacts. .. | |

Cateqaories. ., | | Private [

Change the information.
NOTE: Remember, this will
change the information for

the ENTIRE series of
appointments.

Click OK
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Appoinkrment time

Recurrence pattern

" Yearly

Range of recurrence

Start: | EIOREL ﬂ

" Daily Recur every |1 week(s) on;

* yeekly [ sunday [v Monday [ Tuesday [ Wednesday
" fonthly [ Thursday [ Friday [ Saturday

Start: |Mon 1/20/2003

j " Mo end date

" End after: |10 OCCUFFENCES

End: |11:00 AM ﬂ Curation: |1 hour ﬂ

* Endby: |Mon 3i24/2003

\ Ok | (Rru:el | Remove Recurrence |
5

=
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An alert screen will confirm that all appointments in this series will be set to this date and time.

Microsoft Outlook

Click OK. ' Ay exceptions associated with this recurring appointment will be lost, IF any of the exceptions are meetings, the
. attendees will nok be notified. Is this QK?

Ok | Cancel
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Tasks

A task is a reminder to you of items that have to be completed with no specific time allocated for
doing it but one that you wish to track to completion.

& Calendar - Microsoft Outlook

JEiIe Edit View Favorites Tools Actions Help
Mew - .| Goto Today Dary Work Week [7]Week Month Find Organize | [E - -
& | ¥ i &3
Calendar . January 20,

Monday, January 20 | 1\ January 2003 | February 2003 » |
‘ M TwWw T F 5 S M Tw T F 5
cNEOEL 1 203 4 1

5\6 7 8§ 91011
12 33 14 15 16 17 18
21 22 23 24 25 1
26 2N 26 29 30 31 2

[y || TaskPad B
Click here to add a new Task

[ 1| Open House Treats

My Shortcuks

Other Shorkcuts oo

Mew Group
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Create a Task:

Outlook

To create a task, open the Day view of the Calendar. Look at the bottom right corner of the

screen to see the “Task” area.

JEiIe Edit View Favorites Tools Actions Hel

JENEW -

=] | B = | &0 ko Today ||E|Dag [&] wark week. [7]week [31]Month | BoFind %gorganize |

Outlook Shortouts

Caontacks

Calendar .

g"

Thursday, January 23 4 Januaty 2003 | February 2003 » |
S M TW T FRS SMTW TF S
soEnElo1 o2 I 1
56 7 8 910t 23 456 7 8
g

910 11 12 13 14 15

9%

12 13 14 15 16 17
1617 18 19 20 21 22
2324 2526 2728 1

10*

1920 z122[ 24 |5
2627 28 20 3031
2345678

1™

[y || Taskpad ) ]
Click here to add a new Task

O | Cake for Doug's BD

125

A0 Lunch with Clienk

[} OFE!I'I House Treats
, [

N

1%
c 20
3 uli]
4 uli]

My Shortcut:
[y Shortcuks 5 o
Other Shortcuts -
Mew Group A uli]

Double click on a specific task to show the task details.

Enter the subject

and all other important information.
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Untitled - Task

JEiIe Edit “iew Insert Format Tools Actions Help

Jnﬁaveandclose | b =l |{}Recgrrence... |.@AssiggTask | B | * | * - ¥ v| @ .

Task I Details ]

Subject: ISuper P€W| Pot Luck|

Due date: INone vl Skatus; INot Started vI
-
Start date: INone v| Prictity: INormaI vl % Complete: ID% ﬂ

:\@: I Reminder: |None j |N0ne j ﬁl owner: |Marie Penkake

Private r

Contacks, ., | | Categories...l |
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Super Bowl Pot Luck - Task E|@|rz|
Flle Edit Wiew Insert Format Tools Actions Help
n Save and Close Lm <% Recurrence. .. @hssigg Task % E b PR @ -

Task, ] Details ]

Subject: |Super Bowl Pot Luck

m D date: INDI‘IB—_
el

Included in the Due/Start

1

Statusy  |Mot Started |
-

—> e—— ; i =
dates... Start date: | 4 January 2003 L4 Priotity:  |Mormal | % Compleke: (0% Z‘
is a calendar function that e sMIw 1T
- ) AL T Reminde 123 4 | Owner: |Marie Penkake
makes it very easy to assign L 56768 91011 - |
1213 14 15 16 17 18
dates 19 20 21 22[_Jz4 25
26 27 28 2930 31
. . . I
NO'_I'E. There is no time = 1
assigned to the defaulted due
date.

Contacks... | Cakegories. .. | Private [

Super Bowl Pot Luck - Task

File Edit Wew Insert Format Tools Actions Help
& save and Close M | <% Recurrence... | fassignTask By H | XK | & - % - [2),
Task ] Detkails ]

B Due in 3 days,

Subiject: |5uper Bl Pt Luck,

=' Due date: Sun 1/26/2003 ﬂ EI Skatus:  |In Progress j
'None—j Priority: ot Started

Completed

- M Reminder:Ngun 1/26/2003 | [s:00 Am wiaiting on someone else
A Deferred

Enter any notes
regarding this task.

. Making Chili
Click Save and g

Close.

HOTE A Rerindel contacts. || “@_’ W Reminder: [Fri1/24/2003 | L
— b

f——
provides visual 4 January 2003

and/or audio alerts when a task due date is SMTWTFS

hi 12 3 4
approaching. S 6 7 8 91011
12 13 14 15 16 17 18
Use the calendar to set the date you wish to be 19 20 21 22 23[_]2s
reminded. > 26 27 25 29 30 31

Today ]

Contacts. .. | |_
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Once you have saved a
task,
you will see it on the

& Calendar - Microsoft Outlook

Flle Edt “iew Favorites Tools Actions Help

[E ew ~ | & ¥ | Goto Today mDag [B] work week [F]week [31)Month %Fiﬂd %iq Organige
Outook Shortcuts
Thursday, January 23 4 January 2003
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12z 3 4

5678 91011
12 13 14 15 16 17 18
1920 2122 ]24 25

Calendar screen.

When you have
completed a task,

check mark —
it off or return to the task
window and change the

status.

Most of the functions
that you have available
for an appointment, are
also available for Tasks.

For example, youy
attach afile...

...and/or set a task as a
recurring event.
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Complete Outlook Manual - Task
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Deleting Completed Tasks:

To delete a task

that is completed.

Right click on the
task and choose

Delete (X)

from the menu
choices.
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