s T
."
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Course contents

- A— o ——— —

Overview: Tame the chaos of your Inbox
Lesson 1: Use your mail to take action

Lesson 2: Keep track of messages with flags and
the To-Do Bar

(Continued on next slide.)
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Cour se content s, conto

- S ——————

Lesson 3: Name your colour: Organise with
coloured categories

Lesson 4: Store it

Lesson 5: Find any message, fast

Each lesson includes a list of suggested tasks and a set of
test questions.
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Overview: Tame the chaos of your Inbox

e —

While e-mail can make communication
E more efficient, the sheer volume of
i messages can also get overwhelming.

Outlook 2007 includes flexible features
to help you control e-mail volume, find
what you need, and act when and
where action Is required.

Thi s course offers a gl i
available and shows you how to make

the best use of messages in your

Inbox and beyond.
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Course goals

- —

Use your messages to schedule tasks, set up meetings,
and create contacts.

Flag messages in your Inbox to create a task list.

Colour-code messages using category labels that you
create.

Organise messages into groups by using folders.

Find any message quickly.
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Use your mail to te




Use your malil to take action

message usually
prompts you to take
some sort of action.

You might reply right
away, or take a

secondary action like
setting up a meeting.

In order to clear away the clutter in your Inbox, think
about a message as you read it and decide whether it
requires action. If it does, what do you need to do?

Use Outlook to take that action, when and how you
need to.
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Drag a message to take action

ail message
ay not require a
direct response.

—4 Ben Smith

Coho sale [,-
i

Even so, the information in the message may still
prompt you to:

A Store contact information.
A Create a task.

A Set up a meeting.
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Drag a message to take action

each action by
dragging the message
to the appropriate
button in the
Navigation Pane.

Whil e this functionality 1 snot new to C
provides a handy illustration of how messages In
Outlook can have uses beyond e-mail.
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Set up a meeting

-

A EEEE If a message makes
. i .. Meeting Insert Format Text you reallze that you
= 2 | s RS BEETY  need to meet with

41

: >< Delete

At TR i R s 0o meone, her
to get started.

@ Drag the message to the Calendar button in the
Navigation Pane.

® A new appointment opens, where youol |
such as date, time, and location. Then invite the person
to the meeting andeé

® ¢cl iSend.
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Create a task

_—
Task Insert Format Text

1 = 7 [
@ Ben Smith HJ x v B = FL::J A

Coho sale Save & | Delete Task | Details || Assign 5Send Status
Close Task Report

Actions Show Mana

Subject: Coho sale

Start date: ; | Status;
Due date: | | Priority:

Sometimes a
message contains
iInformation about
some action that you
need to take.

For example, in the picture, the message from Ben
Smith in Mark Leeodos | nbox
to promote a line of office furniture that his company
recently introduced.

remi nds Mar k
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Create a task

Mark can drag the

Task Insert Format Text message from hIS

g B | X v Inbox tp the Tasks
Zoho sale Save & | Delete Task |Details | Assign Send Status ~ button In the

Close Task Report

Actions Shaw Mang NaV|gat|0n Pane to
SNEEE quick|y start a new

Start date: ; » | Status; taSk_
Due date: | | Priority:

He can change the subject to something more task-like,
for example Show office furniture to Coho, and then
save the task.

The task I s added to Mar kdos task |1 st
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Create a contact

- EAre you keeping a

Ftiéw F R L

. Contact Insert Format Text message around SO

A lhsave aew - | o =] | (8] 83 Adtivities ? | |
k. & Ben Smith HJ Send' _dE J %] Certificates that y O_ lﬂ -

iy Coha sale EI:?EEEE.-_ X Delete General| Details ] i Fieios con t a—mallo S e
Show address handy?

Heredbs a bet

v

Company:

Job title:

File as: Smith, Ben Create a contact entry

i = In Contacts.
__ E-mail... ER

As the picture shows, you can drag a message to
Contacts to get the contact entry started.

When you drag a message to the Contacts button, a

new Contact form opens and the e-mail address in the
message is automatically added to it.
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Create a contact

S EFrom there you can fill

.t‘u_ﬂ 3 |H q . . "4 -

"""""" . Contact Insert Format Text In the reSt Of the
HJ IgY save & New - g—; 8= 87 Activities d@talls, SUCh as a

R & Ben Smith 2l Send - =| ] Certificates
Coho sale Save & izeneral| Details Street address,

Close #% Delete =] Al Fields

show telephone number,
and so on.

v

Company:

Job title:
File as: Smith, Ben

Internet

@e ]

The next time you need to look up a bit of information
about that contact, youol |l know right w
Contacts.
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When the action Is extraction

Message

leply Reply Forward | Delete Move to Ereateg
to All Folder~ Rule : -

Respond

@

Lj:l r-j1-:.- W

Documents

4
“

File name:

Save as tvpe: | g

Say you receive a
message with an
attachment, and all
you really want is the
attachment.

You can save the attachment to your hard disk
Independent of the message.

|l n ot her words, "VOUEC
the message.
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When the action Is extraction

Message | Once y OUu Ov e
2 y CFETRS T the attachment, you
leply tﬁr.:illzla' Forward || Delete r;l::;;»:rtf Elg_iaéeé 5 = may no Ionger need
e Z' the message.

Lj:l r-j1-:.- W

Documents

File name:

Save as tvpe: | g

If this is the case, you can delete it or file it away.
Another message out of your Inbox!
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Suggestions for practice

S ——————

Open a practice data file.
Set up a meeting.

Make a task.

Add a contact.

Save an attachment.

Remove the practice data and close the practice data file.
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Test 1, question 1

—

Outlook is just for e-mail. (Pick one answer.)

1. True.

2. False.
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Test 1, question 1. Answer

False.

Outlook has a lot more to offer, including a calendar, a place to store
contact information, a list of tasks, and more.
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Test 1, question 2

—

YouOve been keeping a message in yo

always have timai semaderesse handy. Wh
better alternative? (Pick one answer.)

1. Move the message to a folder.
2. Drag the message to Contacts.

3. Drag the message to Tasks.
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Test 1, question 2: Answer

Drag the message to Contacts.

If you drag a message to Contacts in the Navigation Pane, you can
create a contact card for the perso

to look for the contact information. You can even store a picture of the
contact so that youol | al ways Dbe ab
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Test 1, question 3

- —

| t 6s possible to store an attachmen
message to which it is attached. (Pick one answer.)

1. True.

2. False.
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Test 1, question 3: Answer

S ——————

True.
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Keep track of messages

The first time you start
¢ June 2006 _ Outl ook 2007
TTIITIT notice something new.

8

. | t 6s c¢ dd-Doed
Bar, and itos
help you remember to
take action when you
need to.

Staff meeting

Inthe To-Do Bar, youol | see upcoming iItems f
calendar as well as flagged messages and tasks.

Curious about how things get into the To-Do Bar?
That 6s what this | esson will tell you.
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Meet the To-Do Bar

To-DoBar  » X T_he To-Do Bar
P displays flagged
L 2 o o (i E £M IW 1 F 5
e — | messages, tasks from
e | Al | your Tasks folder, and
upcoming meetings,
appointments, and
events from your

calendar.

(= ¥ Today
Coho sale | /]

In the To-Do Bar, you can see these things at a glance,
without having to switch to other windows in Outlook.
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Meet the To-Do Ba

.r/—_- =

The picture shows the
sy basic parts of the
~S— - — | To-Do Bar.

drvgragd By Delr  Wawrd oo tmg -

(= ¥ Today
Coho sale | /]

@ Date Navigator
® Upcoming calendar appointments
® A place to type new tasks

® \our task list (flagged messages and tasks)
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Prioritise with follow-up flags

coho <ale “ B The first lesson
Ben Smith L familiarised you with
e SRR how to create a task
FEEEE Sl by dragging a
=l Mmessage to the Tasks
button in the

Navigation Pane.

= ¥ Tomorrow

Coho sale

An even easier way to keep track of what you need to
do, based on the information in a message, is simply to
flag the message for follow-up.

The picture shows a message in the Inbox that has been
flagged with a follow-up flag. Notice that the flagged
message also appears in the To-Do Bar.
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Prioritise with follow-up flags

Coho sale “ 8 Flagged messages
Ben Smith ShOW up in many
= ben smith R EEN places.

Coho sale

N Tomorrow

= ¥ Tomorrow

Coho sale

Messages that you flag for follow-up not only show up

in the To-Do Bar, they also show up In your task list

and on your calendar. Thatos to help yo
do the things on your list.

And, i f thatos not enough, you can set
them so that you actually remember to follow up.
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Change the subject, but only in the To-Do Bar

The subject of a

LY Inbox Coho sale To-Do Bar
Ben Smith Mme S Sage does
(=1 Ben Smith 7/7/2004 2 3 456 7 8 alwayS describe the
Cono sale et bl task you need to do.

In that case, you can change the subject of a flagged
message Iin the To-Do Bar.

When you do this, the subject of the message in the
Inbox is unchanged.
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Change the subject, but only in the To-Do Bar

L3 Inbox Coho sale To-Do Bar You may wonder:

Ben Smith o ) What 0s t he d
2 ben smith R RN Dbetween a flagged
one s bl Mmessage and a task

created by dragging to
the Tasks button?

The answer is mostly
a matter of style.

Alf you like to delete messages after vy
with them, youol | Tasksowkaedpl v prefer to u
track of things you need to do.

A If you like to keep your messages, either in your Inbox
or i n folders, youol !l -umrobably prefer
flags because flagging is quick and easy.
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When you compl ete, don

Semtntond

To-Do Bar © 3 July 14, 2006 You may be tempted
¥ Iodn to delete items from
e the To-Do Bar when
Next Week youobve compl
Mo Date 1] them .
Custom... -
A Add Eeminder... g
" Mark Complete [F — [ = H oweyver y t h 2
SEEL better way.

Set Quick Click... Show tasks on: Due Date

When you complete a task, mark it as complete using
the Mark Complete command. A quick way Is to simply
click the flag next to the item.

Completed items will drop off of your list as you might
expect.
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When you compl ete, don

To-Do Bar - what 6s I
¥ rody helpful about marking

Tomorrow

B an item complete?
Mext Week

Mo Date

Custom...

Add Eeminder...

* Mark Complete [

Clear Flag

Set Quick Click... Show tasks on: Due Date

Youol | see It |i1isted on yo
' compl et ed

ur cal endar a
day on which you I t. And itaol
so that youol | know youobdve completed 1t
| t6s a great way to remind yourself of
youbve done
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When you compl ete, don

To-Do Bar - what 6s I
¥ rody helpful about marking

Tomorrow
This Week
Mext Week
Mo Date
Custom...

Add Eeminder...

* Mark Complete [

Clear Flag

Set Quick Click... Show tasks on: Due Date

In the To-Do Bar and in the Calendar, any task not
marked as complete on its due date will automatically
be carried over to the following day until you complete it.
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Turn a message into a calendar entry

Ll Inbox Quarterly

Sales

Katie Jordan

Appointment Insert Format Text

3 A C ik P
o @8 ;?Id TE | B | BRshowss muy
= E

Delete f

Save & Invite Appointment| Scheduling | .4 Reminder; 15 minute:i
Close Attendees g Forward - 5

Actions Show

subject: | Quarterly Sales
Start time: | Thu 10/5/2006 W []an day event é
w

u
End time: | Thu 10/5/2006

Earlier, the lesson
pointed out the Date
Navigator at the top of
the To-Do Bar.

You can use the Date Navigator to quickly create a new

calendar entry from a message.

The picture shows the process: just drag the message to

a date in the Date Navigator.
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Turn a message into a calendar entry
__ e
Quarterly | ToDoBar o x|

Ll Inbox Quarterly

The process is similar
g - - to the process of

Katie Jordan

| qurteysaes 7| | Lz SRl dragging a message
to the Calendar
g &8 gjsallezdar =] =D | B [Wom button in the
Saved  Iwite L Appointment| Scheduling | 3 Reminder: 15 minute: NaV|gat|0n Pane, as

Close Attendees Egp Forward ~

Actions Show deSC“bEd In the fII'St

Appointment Insert Format Text

SIJtI_iECt: quarterhr Sales |eSSOn-
Start time: | Thu 10/5/2006 % | 3:30 PM » | []an day event
End time: | Thu 10/5/2006 w | |4:00 FM w

Why is this method better?
Because theredos one | ess step: The dat e

filled in automatically to match the date you drag to in
the Date Navigator.
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Show the To-Do Bar as you like it

To change wh
shown in the To-Do

Arrange By

4 AutoPreview

Expand/Collapse Bar, pOInt tO TO'DO
Mavigation Pane Bar On the Vl eW
o ol menu, and select or
Reminders Windaow ;ff Alt=F2 Clear the Items you
Toolbars Date Mavigator Want to ShOW Or h|de.

v Status Bar Appointments

Refrezh 5 Task List

Options...

| t 6s al so easy t®oRahiteel. or hi de t he To

A To hide it, press ALT+F2, or click the Close To-Do Bar
button.

To-Do Bar
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Show the To-Do Bar as you like it

To change wh

- shown in the To-Do
Expand/Collapse Bar, point to To-Do
Nayigation Pane Bar on the View
o ol menu, and select or
Reminders Window ;ff Alt=F2 clear the items you
oL Date Navigator want to show or hide.

v Status Bar Appointments

Refrash 5 Task List

Options...  p

| t 6s al so easy t®oRahiteel. or hi de t he To

A Show it again by pressing ALT+F2 or by pointing to
To-Do Bar on the View menu and then clicking an
option, as shown Iin the picture.
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Show the To-Do Bar as you like it

To change wh
shown in the To-Do

Arrange By

4 AutoPreview

Expand/Collapse Bar, pOInt tO TO'DO
Mavigation Pane Bar On the Vl eW
o ol menu, and select or
Reminders Windaow ;ff Alt=F2 Clear the Items you
Toolbars Date Mavigator Want to ShOW Or h|de.

v Status Bar Appointments

Refrezh 5 Task List

Options...

Also, a quick way to make more room for other windows
iIn Outlook such as the Reading Pane, is to minimize the
To-Do Bar by clicking the Minimize the To-Do Bar
arrow next to Iits title.

L |

|r--1ir|irnize the Ta-Do Eiarl
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Suggestions for practice

- S ——————

Use flags.

See the tasks for the flagged messages in your calendar.
Mark a task as complete.

Create an appointment, quickly.

Hide and redisplay the To-Do Bar.
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Test 2, question 1

- —

The To-Do Bar is easy to hide. (Pick one answer.)

1. True.

2. False.
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Test 2, question 1. Answer

S ——————

True.

The lesson showed how easy it Is.
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Test 2, question 2

—

What happens when you drag a message to the Tasks area of
the To-Do Bar? (Pick one answer.)

1. Afollow-up flag is added to the message.

2. You create a new task.

3. The message is moved from your Inbox to Tasks.
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Test 2, question 2: Answer

A follow-up flag is added to the message.

~

| t 6s a very quick way to fl ag a mes
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Test 2, question 3

—

The Date Navigator cannot be removed from the To-Do Bar.
(Pick one answer.)

1. True.

2. False.
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Test 2, question 3: Answer

S ——————

False.

Start from the View menu, pointto To-DoBar, and youodre on
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coloured categories



Name your colour

Tired of losing things
in your Inbox? Want to
be able to quickly spot
messages from your
boss or about a
specific topic? Use
colour to instantly
organise and sort your
mail.

With coloured categories, you can make specific
messages more visibled even if all you do is leave
them in your Inbox.

Categories and their associated coloured labels let you

quickly see whatos what I n a way that n
you.
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Organize messages with color

(3 Inbox youodore wo
Heidi Steen special project, you

CT I T can make messages

o about the project

easier to find later.

Arranged By: Date | Mewest ontop

~i Heidi Steen

Just mark all related
J]c';n,;;n:-”-",, m essages W| th 3
colour-coded
category.

The picture shows a few colour-coded messages:

A Green is for messages about Coho Winery, and yellow
IS for messages about Contoso.
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Organize messages with color

(3 Inbox youodore wo
Heidi Steen special project, you

CT I T can make messages

o about the project

easier to find later.

Arranged By: Date | Mewest ontop

~i Heidi Steen

Just mark all related
J]c';n,;;n:-”-",, m essages W| th 3
colour-coded
category.

The picture shows a few colour-coded messages:

A A message can be colour coded with multiple colours
If it applies to more than one account, as the selected
message does.

AYoud !l | aolbused categores and their names in
the Reading Pane.
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How to assign a category

) Inbox Wondering who
* | Ben Smith creates the category

Arranged By: Date Mewest on top all sent ?
m——— names? You do.

Clear All Categories

Create Category Search Folder...

Adventure Worke You create a category
Blue Yonder Airlines name and ChOOSG the
ey colourt hat 6s

ot coree 9 associated with it.

Personal

=1 Heidi Steen

]
o
e

:.l John Kane

All Categories...

(] =]
(=]

Then, you can assign that category to incoming and
existing messages.

One way to assign a colour category to a message Is to

right-click in the Categories column and use the
shortcut menu, as shown in the picture.
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How to assign a category

) Inbox Wondering who
* | Ben Smith creates the category

Arranged By: Date Mewest on top all sent ?
m——— names? You do.

Clear All Categories

Create Category Search Folder...

Adventure Worke You create a category
Blue Yonder Airlines name and ChOOSG the
ey colourt hat 6s

ot coree 9 associated with it.

Personal

=1 Heidi Steen

]
o
e

:.l John Kane

All Categories...

(] =]
(=]

Once youbve assigned a category to a me
can quickly scan your Inbox and find the message just
by looking for its coloured tag.
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How to match names and colours

Outlook categories
start with unspecific
Bename Category : names: Red Category,
Do youwant orenamekr Orange Category, etc.

Colors (tare) Naturally, categories

will have the most
meaning if you give
them specific names.

The first time you use one of the default categories,
such as the Purple Category, Outlook will prompt you to
rename it using the Rename Category dialogue box.

You can type a new name for the category in the Name
box, as shown in the picture.
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Canot r e me mbcelour nvedna?t

il_-ﬂﬂew - (5 ! L;E'.Eeply ;;;.‘ Reply to All -:;'p Forward ' “ @: gﬁSEﬂd.-"F'.egeivE - L:'}‘ Il It happens to the best
s Clear All Categories Of us. We come Up

L Inbox

=1 Heidi Steen

. ] 3l Create Category Search Folder.., .
| BNt | schenture wors with a great system for
75 Ben Smith | @ 5ruc Yonder Arines staying organised, and
- then poof, we forget
................................................................................................................ [E] Fourth Coffee pal‘t Of the SyStem.
O

Personal

[m] ]
=]

All Categories...

Set Quick Click...

(=1 John Kane

Say, for example, that you used orange to colour code

al | per sonal messages. Then, suppose Vyo
personal message for a while, and you forget what

orange means.

No problem. As the picture shows, the decoder is a just
a click away.
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If you used colouredf | ags

If you used coloured
follow-up flags in

Outl ook 2003
probably want to know
why the new coloured
categories in Outlook
2007 are better.

With coloured categories, you can assign meaningful
text at the same time that you assign a colour.

Another advantage is that coloured categories can be

applied to all Outlook items, so you can organise your
contacts, calendar items, and tasks all in the same way.
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