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WORKING WITH MICROSOFT 

OUTLOOK

R. Craig Collins, Professional Development Coordinator
CIS Faculty, Temple College

OVERVIEW

About R. Craig Collins
About TC

Outlook Today
The Ribbon
Mail
Calendar

OVERVIEW, CONTINUED

Contacts
Tasks
Notes
Rules
Outlook with Exchange
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There IS a better way…

R. CRAIG COLLINS

CIS Faculty

Professional Development 
Coordinator

2013-2014 Teacher of the Year

TEMPLE COLLEGE

AA, AS, AAS degrees

Certificates

Community Education
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I KNOW IT’S HARD TO DO, BUT WATCH
UP FRONT

I KNOW IT’S HARD TO DO, BUT WATCH
UP FRONT

THE RULES

Watch
I have notes for you*
Tips 

A little time at the end on the 
computer

Arrows mean more options … means a dialog box will open
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Outlook Today

OUTLOOK TODAY

Outlook Today: snapshot of

Calendar
Tasks
Messages

OUTLOOK TODAY

Customize

I can’t find Outlook Today, too bad
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OUTLOOK TODAY

Customize

I can’t find Outlook Today, too bad*

RIBBON

Ribbon

RIBBON

Ribbon Components
Navigation

 Roll mouse wheel

Customization of Shortcut menu
Such as Outlook Today



8/13/2013

6

LAYOUT

Layout

Navigation

Mail List

eMail

LAYOUT, VIEW MENU

Change View

Layout

Bullet

Mail
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MAIL

Basics
 Send receive, CC, BCC

Organization
New Folder, Right click Parent folder

Signatures (must be writing email)

Search

MAIL, CONTINUED

Spell check, Auto Correct

Attachments

Send/Receive 
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MAIL, CONTINUED

Spell check, Auto Correct

Attachments

Send/Receive 
Clean up

Calendar; my Calendar starts with M, T, then it Goes W T F…

I only have enough 
room to go through 2012… 
surely by then they’ll be 
advanced enough to

figure that out.

CALENDAR

Create an Item 
Right click

Drag an email, drop
it on Calendar
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CALENDAR

Reoccurring
Categories

Contacts

CONTACTS

New Contact

New Group

Using a Contact

Managing Contacts
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Tasks

TASKS

Create a Task

Drag an email to Tasks

Flags and Dates

Dismiss a task

NOTES

Notes
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NOTES

RULES/FILTERS
GETTING ADVANCED

Don’t worry, there are Wizards to help you

RULES/FILTERS
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EXCHANGE

Exchange: Pay no attention to the man behind curtain…

EXCHANGE

Sharing Calendars

Access email anywhere via web

Delegation

Polls

QUESTIONS

?
craig.collins@templejc.edu


