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Create and use your own
Electronic Business Card



Course contents

S ——————

Overview: Faster than E-B-C

Lesson 1: Create and send a simple business
card

Lesson 2: Get fancy: Add some flair to your card

Each lesson includes a list of suggested tasks and a set of
test questions.
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Overview: Faster than E-B-C

— —m——

You know that youore ult
via mobile phone, IM, and e-mail. But

do your customers and friends have

those key numbers and addresses?

An Electronic Business Card (or EBC)
can help. EBCs, part of the Outlook
2007 Contacts feature, convey
Important contact information while
reflecting your unique style and tone.

Here youol | | earn how to
customize, and share Electronic
Business Cards.
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Course goals

e -

Create your own distinctive Electronic Business Cards and
send them to others via e-maill.

Keep your cards up to date.

Control how and when you send an Electronic Business
Card.
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Create and send a simple business card

———— .

From: Traditional paper

e business cards have
been around for a long

Regards, time.

Ann Beebe

But they have
drawbacks. And these

days, a lot of business
i e is done in e-mail.

Boston MA, 11223

An Electronic Business Card (EBC) draws on the
familiar look of paper business cards while capitalizing
on the convenience of the electronic format.

EBCs are an extension of your Outlook contacts. This
lesson shows to create an EBC for yourself, and to
control both how much information the EBC contains
and how it appears on the card.
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An EBC Is part of a contact

In Outlook, you keep
track of people in

Contacts.
[Funl Mame Ann Eh.*el-:n.‘.. . | ' OUt'OOk 2007
Company:  [Humongous nsurance | || @) | automatically creates
Job title: Actuary ' %‘ . y
T an associated
(425) 5550150 : business card for each
IEB .ann:ﬁhumun- ousinsuUrance.com | Boston MA, 11223 )

contact you have.

Display as: annE humongousinsurance.com

‘Web page address:

In other words, every business card comes from, and is
partof,acontacto you canodt have one without the

As you modify information in the contact to keep it up to
date, information in the business card is updated as well.
And when you create a new contact, an Electronic
Business Card is created for it.
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Start with a contact for yourself

o Contacts - Microsoft Qutlook :5::"':-_ s B Ann Beebe - Contact TO Create an

5ol

© File Edit E'IWT Go : Tooly Contact Insert Format Text . EleCtrOnlC BUSI”ESS
s ] = onermt #4 Ceffcates = Card for yourself, just

.:._'..': : stk _II Details  §=] All Fields Eﬁ'“ Meeting J
| Close X | 8 Adtiitis B Ccreate a contact for
; 3 Actions Show Communicate yourself,
Ann Beebe

Company: Humongous Insurance
Jab title: Actuary
Filg as: Beebe, Ann

Internet

@emr ]

Il n the contact form, youol | type your
Information. Outlook takes the information that you type
Into the contact form and puts it into your business card.
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Ann Beebe - Contact

Contact Insert Format Text

3 - |H I:3er1eral-| #-] Certificates ;z'lﬂ fE:L -*§1 B éIJF'icture - )
' 21 Details =] Al Fields = j @ || T B Categorize ~ [l
e E-mail Meeting Business

Gz Activities I card .. ¥ FollowUp - 8,

Show Communicate

Job title Card Design
Ann Beebe Layout: Imange Left | Backgrc
Humangous Insurance
Actuary

Image: Change...
(425) 555-0150 Work

o J— s
anni@humongousinsurance, com Image Area: -

Open the business card for editing

Although Outlook
creates a business
card for you, you are
ultimately in control of
what the card contains
and how it looks.

To get started, open the Edit Business Card dialog box.
You get to it by clicking the Business Card button on
the Ribbon in the open contact.

You can choose background colours and pictures for the
card at any ti me. But 11t0s

youdbve got all the i nformation i n

a good p
l
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Add or remove information

Ann Beebe
Hurmongous Insurance
Actuary

(425) 555-0150 Wark
annZhumeongousinsurance. com

121 Main Street
Boston MA, 11223

Eilanl::: Line
Blank Line

As mentioned, when
you enter information
In the contact form,
Outlook puts that
Information on the
business card.

Specifically, you type information in fields on the contact
form, and Outlook displays that information (known as
the values for those fields) on the business card.

The fields that appear on the business card are listed in
the Edit Business Card dialog box, under Fields
(shown on the right side of the picture).
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Add or remove information

You can change which
fields are displayed on
Ann Beebe your card by adding or

Hurmongous Insurance

Actiary Harklne removing them from
(425) 555-0150 Woark ' the F|e|dS IISt, as

ann [@hlJITICIFIQCIUEiHEUFEHCE' JC0m

121 Main Street : shown in the piCture.

Boston MA, 11223

Eilanl::: Line
Blank Line

@ To add a new field to the list and display its content on
the card, click Add and select from the available fields.

® 7o keep a field from being included with the card, select
its field name under Fields and click Remove. If you
decide you want to add it back, just click Add and select
it from the list.
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Move Information around

In the business card,
Full Marme A
youodre not
ey 2Ny particular order of
Actuary

Humongous Insurance dlsplay You Can move
things around.

Hurmongous Insurance
Actuary ,1

Bilank Llru;.

Eilanl::: Liru;e

To move a field up or down on the business card, select
the field in the list, and then use the Move Field Up and
Move Field Down buttons at the bottom of the dialogue
box, next to the Remove button.
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Move Information around

In the business card,
Full Marme S
youodre not S
ey 2Ny particular order of
S display. You can move
things around.

Hurmongous Insurance
Actuary ,1

Blank, Llrué
Blank, Line

Hereds how to move the Job Title fi1 eld

@ The job title, AActuary, o appears bel
name.

@® In the Edit Business Card dialogue box, under Fields,
select Job Title and then click the Move Field Up button
once.
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Move Information around

In the business card,

ull Marne A
En:nrn”nan'-.-' y O u O r e n O t S
Py ANY particular order of
e el display. You can move

1 things around.

Blank, Llrué
Blank, Line

Hereds how to move the Job Title fi1 eld

® 'n the card on the right, fAActuaryo n
the company name.
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Type In the Edit box and you change everything

One more thing you
Card Design S h O u I d kn OW a.b O Ut
ey working in the Edit

Humongous Insurance o
Image: Change...
(425) 555-0150Wark B u S I n eSS Car d

ann@humongousinsurance. com Image Area |:| s d Ialog u e bOX IS th at

121 Main Street Image Align: . A Y
Boston MA, 11223 | T OS p 0SSi bl

value (contents) of a
field.

Edit Business Card

Business Phone

You can do this by typing in the box under Edit.

| f you do this, youoll modi fy the val ue
appears i n the business card, and youol
the associated contact.
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Type in the Edit box and you change everything

Proceed with
Card Design C au ti 0 n .
:";E:EEI]E Layouk: Backaround:
Humangous Insurance — o O
(425) 555-0150Wark it St Th IS type Of ed Itl ng

i s [ 2 can be helpful if you

121 Main Street Image: Align:
Boston MA, 11223 need to make a small

change to your
contact information.

Edit Business Card

Business Phone

However, if you delete the value, it will be gone for good.
Which means it will be gone from the Electronic
Business Card and it will be gone from the contact.

If you simply want to keep the field from being displayed
on the card, use the Remove button as described earlier
In this lesson.
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Include your business card in a message

- exciting part!

Subject:

Attach Attach [Business|Calendar Signature Fnllnwf
File tem | Card~ - Up~:

g af@mlm e . S [— 0\ comes the

| | ) Other Business Cards, g~ Attached: |82 Ann Beebe,wcf (47 K

Insert Business Card
Ann Beebe
Humongous Insurance

Aciuary
ann@umnngnusinsurance.mm

(425) 555-0150 ,#Hg

121 Main Street Tl
Boston MA, 11223

After youodOve created your card, you can
your contact information with associates and friends.

You do that by including it in an e-mail message.
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Include your business card in a message

_"I . HhEL;
Attach Attach |Business|Calendar Signature Fnllcn.n.é :'_-.end - the StepS

File Item | Card~ = Up~ Subject:

| | | Other Business Cards. Attached:

Insert Business Card
Ann Beebe
Humongous Insurance

- Actuary

Job Title anni@humongousinsurance, com

............................................................................... ﬁ"i

................................................................................ LT g
(425) 555-0150 ,'.w‘g
121 Main Street Toral

Boston MA, 11223

@ From a new message, click the Business Card button
and then click Other Business Cards.

Select your card from the list.

® 0

A picture of the business card appears in the body of the
message, and a .vcf file attachment is added to the
Attached box.
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Include your business card in a message

0 =0 0=0 e (2 - : The attachment is in
Attach Attach En-;._lﬂir'IEEE Calendar 5ignature Fcnllm.n.é - VCard (VCf) format,

File tem | Card~ - Up~:
: —— SIS the Internet standard
Attached: .
for creating and
P sha_rlng virtual
e, business cards.

anni@humongousinsurance, com

| '1 Other Business Cards, ™,

Insert Business Card

(425) 555-0150 ,#Hg

121 Main Street Tl
Boston MA, 11223

This .vcf file is what makes it possible to save your
Electronic Business Card.

The vCard format is widely supported. So even people

who arenod6t using Outlook 2007 wi | | be a
the contact information, as long as the program they are

using supports the vCard format.
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Include your business card in a message

-
Sublect Earlier, the lesson
Attached: |/%=] Ann Beebe.wof (47 K 0

mentioned that space

Attach Attach [Business|Calendar Signature Fcllcw
File tem | Card~ - Up~:

! Jinﬁ = P v . -|: Important

| '1 Other Business Cards, ™,

Insert Business Cand P on the Card 1S ||m|ted
= T and that sometimes
[ Fi b Ti | : ann@humongousinsurance. com .
) el : : o not all fields can be
L (425) 555-0150 ' #‘,;3 d|Sp|ay9d on the card.
121 Main Street Tl
Boston MA, 11223

However, any field that is included in the Fields list of
the Edit Business Card dialog box will appear in the
attached .vcf file, even if that field does not appear on
the card.

So take care that you're only sharing the information that
you want to share.
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Include your card in your e-mail signature

Signatures and Stationery Insert Business Card Wh'le yOU can |nsert
Choose defaulk signature | you r E BC m an ual Iy
1/ Filed As ALl cvery time you want it

&= Beebe, Ann

to appear in a new
e-mail message,
e another option is to
e 5 insert it automatically
bt & by adding it to your
e-mail signature.

Business Card Preview

The picture shows the Signatures and Stationery
dialogue box that you use to create or modify signatures.

To include your business card in a signature, click the
Business Card button and select your card from the list.
You can choose a display size other than 100 percent for
the image of the card, as shown in the picture.
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Need to make a change? Return to Contacts

)l 9 & &« ¢ )= AnnBeebe - The lesson has
Contact Insert Format Text descnbed tWO

| methods you can use
Company: Humongous Insurance ACTLA

e = “ to attach your EBC to
File as: Beebe, Ann : a message

Select signature to edit ROl

Biasic Signature {'ork, E

Display as:

Web page address:
I address:

Phone numbers

You can attach it to one message at a time by using the
Business Card button, or attach it to every message by
Including it in a signhature.

Either way, when you attach your EBC to an e-maill
message youoOre creatingopy youore maki ng
of the EBC for that message or that signature only.
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Need to make a change? Return to Contacts

.E;a = 2 ™ & % = AnnBeebe -t

Contact Insert Format Text

Full Mame...

Company: Humongous Insurance
Job title: Actuary

File as: Beebe, Ann

Internet

@emr

Display as:

Select signature to edit

Basic Signature (Work;

Web page address:
I address:

Phone numbers

If you need to make a
change to the
information that
appears in the
busi ness car
attached, follow these
steps.

@ Delete the attached business card and the .vcf file from
the message (or delete the card from the signature if you

used that method).

® Return to Contacts, and make the revisions from there.
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Suggestions for practice

—

Open an existing contact or create a new contact.
Edit contact information on the business card.
Add a field.

Move a field.

Include the card in a message and send it to yourself.

Add your business card to an e-mail signature.
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Test 1, question 1

—

To create an Electronic Business Card for yourself, you must
first do which of the following? (Pick one answer.)

1. Geta job.
2. Create a contact for yourself.

3. Start a new e-mail message.
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Test 1, question 1. Answer

S ——————

Create a contact for yourself.

You canot have a business card with
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Test 1, question 2

e -

The information displayed on an Electronic Business Card
must appear in the same order as it appears in the associated
contact. For example, on the business card, job title must

al ways come before company, because
in the contact. (Pick one answer.)

1. True.

2. False.
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Test 1, question 2: Answer

S ——————

False.

Use the Move Field Up and Move Field Down buttons to put fields in
any order you like.
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Test 1, question 3

- —

When you send an El ectronic Busi
included? (Pick one answer.)

1. A picture of the card only.

2. A .vcf file attachment only.

3. Anpicture of the card in the message and a .vcf file attachment.

Create and use your own Electronic Business Card
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Test 1, question 3: Answer

A picture of the card in the message and a .vcf file attachment.
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Get fancy: Add some




Get fancy:. Add some flair to your card

In the first lesson you
learned how to get

_ basic information onto
(425) 555-0150 ) . -h _ your card.

121 Main Street
Boston MA, 11223

Now comes the fun

A, Datum Corporabion

Presdent Kim Ralls . .
(425) 555-0123 Work Coho Vineyard & Winery P art: addin g some
{425) 555-0188 Mobile President

soha@adatum.com Styl e -

4567 Oak Lane I;-125_-} 555-0123 Work
Walla Walla, Washington 98052 (425) 555-0188 Mobde

kim@cohovineyardandwinery.com
Wi, adatiam.com = 4 o=

For example, you might want to give your card a little
pizzazz by adding colour. You can also include your
company logo to make your card look professional or a
picture of yourself to make it more personal.

Not interested in designing a card from scratch? You
dondot dyowaoan staw from a template instead.
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Change the look

You can change the
by design of an

—— Layout SERCIN  Electronic Business
Image: Card at any time.

Edit Business Card

Actuary

(425) 555-0150 Work
ann@humaongousinsurance. com

121 Main 5ir
Boston MA, 11223

Full Mame
Campany

mpan

Ann Beebe

Start by opening the Edit Business Card dialogue box
from the contact form and choosing from the options
under Card Design.

The design of the card is controlled by using the Layout,
Image, Image Area, and Image Align boxes.

Create and use your own Electronic Business Card




Change the look

You can change the
T ' design of an

= = Layout SERCIN  Electronic Business

— image Card at any time.

Edit Business Card

(425) 555-0150 Work
ann@humaongousinsurance. com

121 Main Street
Boston MA, 11223

Ann Beebe

Jdo
B e
Business Phone

To get oriented, look at the standard settings:

A The card uses a standard grey box image to the left of
the text.

A The image is fit to the edge of the card.

A The image spans 16 percent of the card.
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Change the look

Here are some things
to keep in mind as you
Fumongos nscance Loyout: SN design your card.

Actuary

Edit Business Card

Card Design

Image:
{425) 555-0150 Work
ann@humongousinsurance, com Image Area:

121 Main Street Image: Align:
Boston MA, 11223

Full Mame

Carpany

Ann Beebe
ilank Line
Business Phone

AAs is true with its paper counterpart,
amount of space on an EBC.

A Design choices will affect the amount of information
you can include. Youol | need to stri ke
between fanciness and the content that you want to
Include on the card.

Create and use your own Electronic Business Card




Change the look

Here are some things
to keep in mind as you
Fumongos nscance Loyout: SN design your card.

Actuary

Edit Business Card

Card Design

Image:
{425) 555-0150 Work
ann@hurmongou Image Area:

121 Main Street Image: Align:
Boston MA, 11223

Edit

Ay (B|IU

_ampan

| Mo Label w .&

A Keep colours simple. And, if you use a picture, make
sure the colours look good with that image.
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Add an image and position it
.

Edit Business Card ! YOU can replace the
e 52 default greyish box
Lovou: _ with an image of your
ey own by clicking the
= Change button next to
o Edit Business Card ! Image and SeIeCtlng a
W8 CardDesion different image that
el you have stored on

Image: Change...

your computer.

Image Area; | 35%

Notice that the picture shows a repositioned image: It
was moved to the right by clicking Image Right in the
Layout box, with the image area set to 35 percent.
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Add an image and position it

.,
. T——— : You can replace the
e 52 default greyish box
o B with an image of your
ey own by clicking the
= Change button next to
- - ET—— _ Image and selecting a
W8 CardDesion different image that
Lavout Farkaround you have stored on

Image: Change...

your computer.

Image Area; | 35%

As you work with your own business <card
probably want to experiment a bit with these settings to
get the layout that works best for you.

Be sure to try the Background Image option for
Layout. Wi th the 1 mage I n the background,
to fit more text onto the card.
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Change the background colour

Edit Business Card

A background can

Cord Desian effectively enhance a

Layout: Image Right 5 C a r d 6 S d e S | g
B ange adding bold or subtle
eaaien M Fit to Edge contrast.

Card Design
Layauk: Imange Right % | Background:

Image: Change...

Image Area: | 35%

Here, the background colour has been changed so that
it matches the background of the image.

Notice that with the background changed to blue, the

bl ack text doesndt offer as much contr a
was on a white background. The next section will show

how to fix that.
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Change the text colour, size, and style

When the background
colour changed to

blue, the black text

di dndot contr
background the way it

did when the

background was

white.

Blank Line

As shown here, you can add visual interest and make
important parts of the card stand out better by changing
the text colour, size, and style.

You make text changes one line at a time. Click to select
the field you wantd for example, click Full Named and
then under Edit, make the changes you want.
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Say more with nothing: Use white space

Full Marme
'||'||:| Title

E|:|r|l2. Llrn-'

Blank Llru-'

Ann Beebe

You can use white
space to draw
attention to important

ey details in your card.

121 Main Street

Clearing visual clutter

Dlerk Lie R also allows people to
Clrk L focus on wha
Important.
In an Electronic Business Card, you create white space
by moving the Blank Line field up or down.
|l n Annds card, a block of white space W

adding three Blank Line fields between her e-mail
address and business phone.
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Not interested in

Start from a template

designing your own

card from scratch?

Visit the Microsoft
Office Online
Templates site for

great-looking EBCs.

Once youove downl oaded a
methods discussed in this course to change any of the
elements in the template and modify it to show your own
contact information.

templ at e,

Create and use your own Electronic Business Card
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