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I know it's hard to do...
but watch up front,

hands off the computer’
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I know it's hard to do...
but watch up front,

hands off the computer’

for a bit.

2

THE RULES

Watch
| have notes for you*

Tes WM eee

Arrows mean more options ... means a dialog box will open

A little time at the end on the
computer




Outlook Today
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OUTLOOK TODAY
Outlook Today: snapshot of

Calendar
Tasks
Messages

Customize Dutiesk T

LS—

Customize "~

| can’t find Outlook Today, too bad




OUTLOOK TODAY
Customize R

| can’t find Outlook Today, too bad*
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Ribbon

RIBBON

Ribbon Components -
Navigation

Roll mouse wheel

PSS

Customization of Shortcut menu
Such as Outlook Today




Mail List

eMail
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Layout

LAYOUT, VIEW-MENU
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Change View ] [ELE

Mavigation Reading To-Do
Pane ~ Pane~ Bar~

Layout Loyout

o i & Show as Conversation: =
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Change| View Reset Conversation Settings . . .
View - |settings View 9 Mavigation |Reading To-Do
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Compact Single Preview E pottom
Manage Views... H off
Save Current View As a New View...
Options...
Apply Current View to Other Mail Folders... =

Mail
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Basics

Send receive, CC, BCC
Organization
New Folder, Right click Parent folder

S ignatu IeS (must be writing email)
Search
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MAIL, CONTINUED =

A

Spell check, Auto Correct - _
Attachments

Send/Receive

e it of e Cobege s 40 ok tesdeet secoeni for s e oo =




MAIL, CONTINUED
Spell check, Auto Correct = .
Attachments [
Send/Receive
Clean up
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| only have enough
room to go through 2012...
surely by then they'll be
advanced enough to
figure that out.

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

CALENDAR &} & i - o=

e D e

Create an Iltem
Right click =

Drag an email, drop | ==
it on Calendar =i, j::f-- -




CALENDAR @iz dmm ’

Reoccurring
Categories
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Driver: I have Contacts
Officer: I don’t care who you know...
Driver: No, I mean I wear contacts (donut breath)

Contacts

CONTACTS [ ai]x

New Contact [@:z] &

New Mew Contact
Contact Group

New Group

Using a Contact

Search Contacts (Ctrl=E) 2

Managing Contacts




It feels great
to mark off items

But you didnt
do those things.._

You missed
the point
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TASKS — Lmsaliom-

Create a Task

Drag an email to Tasks
Flags and Dates

Dismiss a task

Notes
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1 Notes, on the Home tab, in the New groap, click New Note

Keyboard shortcut  To creat

v, and then click Close

RULES/FILTERS
GETTING ADVANCED

Don’t worry, there are Wizards to help you

5.y moibde deve wher [ get messsges om smeore

start from s blank rule
| Agpty e on messages [ recene
=1 gpiy e on swssages | st

= Stay Organized  Thes

* Stay Up to Date  These nul

= Start from a blank rule  These are rules that
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Exchange: Pay no attention to the man behind curtain...
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EXCHANGE

Sharing Calendars

Access email anywhere via web

Delegation

Polls

QUESTIONS

craig.collins@templejc.edu
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