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New Sleek Look - Identifying Screen Elements

Outlook 2013 looks similar to Outlook 2010 but the tabs, ribbons and groups have a sleek new look. The
Ribbon can still be customized so you can put your favorite tools on the Home tab or create new tabs. The
Quick Access toolbar (QAT) continues to be a great productivity tool because it is always visible and it can
hold your most frequently used commands. The File Tab takes the place of the File menu and has all the
old commands (i.e. New, Open, Save, Save As, Print etc.) as well as many new ones (i.e. Account Settings,
Mailbox Cleanup, Rules and Alerts. Some of the old dialog boxes remain and can be accessed using the
Dialog box launchers that appear in the lower right corner of a group. Another great feature is the View
Zoom Slider in the bottom right corner of the screen. The Zoom Slider allows you to quickly change the
magnification of the zoom. There is also a view called Reading View in addition to the Normal view.
These views can be changed using the view tools to the left of the slider. Reading view hides or minimizes
the Ribbon and the other panes so that you have more room to read the content of messages. Outlook
2013 is much more intuitive than all previous versions of Outlook.

File Tab Help Ribbon Display
g . Options
Back Office View Ribbon ¢ / P
I |
Inbox - Sandy Porthble - Outlook 7 B LA
HOME | SEND/RECENVE ~ FOLDER  VIEW  gSyncit
=1 | ignore x f N O T _NwA 3 To Manager b ¥ S | B> | [Search People =%
=1 & & [ 3 EMeeting ||~ b 9 = | = G
N ‘N"'j o canup- 5 RL(I- RL(|_ FL-)d E7 Team Email v Dane " R‘D O-)N oo L o EE Address Baok . d‘/Ile
ew  New | o elete | Reply Reply Forward EfjMore | £ pogty = ove Rules OneMote | Unread/ Categorize Follow | Send/Receive
ot o | g A L} 2 Reply & Delete  § Create New z N Read z Up- Y Filter Email All Folders Collapse
New Delete Respond Quick Steps I Move Tags Find Send/Receive A~ p
= o f o B 5 " S - . \ Ribbon
EQ @G B x 8 9|h = <4— Quick Access Toolbar Group
<
4 Favoritas Search Current Mailbox (Ctrl= ] P | Current Mailbox_~ 2 Reply (62 Reply All 5} Forward
Inbox 1263 All Unread ByDate ~ Mewest 4 |* Fri 8/23/20 9 PM
Sent ltems caroll@merr\Hgar’dens Mark Ani on <Mark Anderson@BuildingChanges.org>
Inbax 603 RE: Planning for more training 8/23/2013 Next Week's 8/29 Training at BC
Inbox 19 Sure, no problem, Tuesday would also To SandyRylander
SEntieme caroll@merrillgardens... -
Planning for more training 8/23/2013 Hisandy,
4Sandy Portable ‘HQan-:\,'. | hope your summer of travel
Al T Mar%ﬂgm Message Next Thursday could we jump right into OneNote training. | have a staff who needs to leave at
b P f Great Job & Following Up on Quick A... 8/22/2013 3pm, but wants your training on One Note. I'd propose that we talk about One Note first then dive
Sreens Hi Sandy, Thank you so much for into Outlook after that.
4_NwA
Class g‘i:‘LGﬂrS‘[ﬂad s2212013 Also, | metwith my IT guys from True North and asked them about the One Note integration on my
Julie Sand y.au are 5o nice and server and on mobile devices. Ashley from True Morth is looking into that now and he said he may
e : call you at some point today or Monday to get a bit more information from you. - Mark
Susan Gantt
EAis{] Re: Lettethead for new employees 8/22/2013 Mark Anderson
Sent ltems Hi, Sandy and Oliver. Thanks for the Manager Message
b Deleted ltems 145 Oliver Davey Building Changes | 2014 E. Madison, Suite 200 | Seattle, WA 98122
Junk E-mail Letterhead for new employees 82212013 direct 206.805.6141 | main 206.805.6100
Outbox Hi, Susan. I'm deing my best to get the ~
RSS Feeds . .
- Desiree Archibald .| @= Outlook Social Connector —% [/ -
While you're here... 8/22/2013
Mail Calendar People Tasks -+ €=  Navigation Tools

3 UMREAD: 1,263 & REMINDERS: 7

Normal & Reading View Zoom Slider

The Ribbon with Tabs View Tools

The Ribbon is a series of tabs displaying tools for the most used functions. When you select a tab, the
toolbar changes to reflect commands related to the tab. Tools on a tab are divided into groups, with the
group name appearing below the group. Some groups have a little arrow in the bottom right corner
called the Dialog Box Launch icon. The Dialog Box Launch icon sometimes launches a dialog box and other
times it causes a task pane to appear. For instance, the Dialog Box Launch for the Font group will launch
the Font dialog box where the Dialog Launch for Styles will open the task pane on the right side of the
screen and display a list of Styles.
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Tool Appearance

The appearance of tools change as the size of your Outlook window changes. The sizes and shapes of
buttons change and could even collapse into menu options if the window gets small enough (see the Tags
group below). If your toolbars look a bit different from the ones displayed in this book, try maximizing
your window to see the complete ribbon.

HOME SEMD / RECEIVE FOLDER VIEW gsyncit

ljl I._|": = x 5 Reply = ’ WA ¥ Move ~ > Search People %
] =
N :D " Dl 2 Reply Al £3 To Manager ~| | i Rules~ [EZ Address Book . d-fR .
=1 = elete 5 - =5 - —_ ags ) . end/Receive
Email ltems - | 4~ € Forward TeamEmall =] | [iOneNote | - | W FilterEmail~ |~ oy Folders
Mew Delete Respond Quick Steps Pl IMove ‘\ Find Send/Receive

Sample of Groups Collapsing as Window Gets Smaller

= Select different tabs to view where commands have been placed.

Contextual Tabs

Tabs like Home, Send/Receive and Folder are always visible in Mail view, but other tabs, called contextual
tabs are only displayed when needed. The Table Tools tab group is only displayed if you are in the body of
an email and working in a table. Notice the Table Tools tab group consists of 2 tabs: Design and Layout.
These tabs appear when the insertion point is in a table and disappear when it moves back out. Another
contextual tab is the Picture Tools Tab.

Table Design Tab +
=l

Untitled - Message (HTML) TABLE TOOLS
FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW gSyncit DESIGN LAYOUT

/| Header Row || First Calumn O==go  [==l==/= ===/ =—==== ———o- _———__ - N
== - —
Total Row Last Column EEEEE E - : - : Shading | Border ot . Borders Border
| Banded Rows Banded Columns - - Styles ~ Z Pen Colar~ > Painter
Table Style Options Table Styles Borders [

Table Layout Tab

= Untitled - Message (HTML) TABLE TOOLS T B
FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW gSyncit DESIGN LAYOUT

= ’ : .

N = e SN R Ry == R R S

Select View Properties | Draw Eraser | Delete | Insert Insert Insert Insert | Merge Split  Split | AutoFit | g [1620 - Ted  Cell | Sort

- Gridlines Table - Above Below Left Right | Cells Cells Table - = rection Margins Jx Formula
Table Draw Rows & Columns I Merge Cell Size I Alignment Data

HE Distribute Rows 858 A3 @ él [T Repeat Header Rows
BEE — % Convert to Text
£ pistribute Columns | ) =) o
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The Quick Access Toolbar

The Quick Access toolbar is always visible and therefore an excellent toolbar for your most used
commands. While the Ribbon changes according to the selected Tab, the Quick Access toolbar stays the
same.

Customize the Quick Access Toolbar

The Quick Access toolbar can be customized very easily. Simply right click on any tool and select Add to
Quick Access Toolbar. You can also right click on any tool and select Customize Quick Access toolbar to
see all customization options.

®  Add the Categorize tool to the Quick Access toolbar.

FILE HOME SEND / RECEIVE FOLDER VIEW gSyncit

Ijl lﬁ % x 9(_ Reply = l' _NWA ¥ Move - =1 Unread/ Read ||Search People =T
- = 3
“E - @_ Reply All = Manager *| | = Rules~ HH Categorize ~ [ Address Book =1 _
New MNew | Delete - | |3 . — ) . Send/Receive
Email ltems~ | 4o~ €4 Forward Team Email 7| | S OneNote |T FollowUp~ | 'V FilterEmail - |~ ) Folders
Mew Delete Respond Quick Steps F] Move Tags Find Send/Receive
HFa kg k| XE - -, - Right click the desired tool and

select add to Quick Access toolbar.

Categorize Tool
1. Select the Home tab.

2. Right click the Categorize tool.

3. Select Add to Quick Access Toolbar.
The tool is added to the end of the toolbar. Later you will learn how to move the tool.

"  Remove the Categorize Tool from the Quick Access toolbar.

1. Right click the Categorize tool on the Quick Access toolbar and select Remove from Quick
Access Toolbar.

®  Add the Print, Quick Print, and Print Selected Attachment tools.

1. Right click the Quick Access toolbar and select Customize Quick Access Toolbar.

Eemove from Quick Access Toolbar
Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon
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2. The following dialog box appears. The commands on the left are the ones that can be added to
the toolbar and the commands on the right are the ones that are already on the toolbar.

General

E-E Customize the Quick Access Toolbar,

Mail

Choose commands from: (! Change from Popular Commands to All Commands to

All Commands [€— add the Print and Print Selected Attachments tools.
Customize Quick Access Toolbar ()

Page Setup % Send/Receive All Folders

Paste Reply

Paste Reply All
Paste

Calendar

People

Tasks
Search

Forward

Paste Special... Print Selected Attachment
People Pane

Language

et oo

Advanced Save As

Customize Ribbon Pec.JpIe Pane Save All Attachments...
Plain Text <Separator>
Quick Access Toolbar Post Reply Delete

Add-Ins Pref?rence-s Empty Deleted ltems
Preview this calendar Undo

Trust Center [ Preview this contact list <Separators

Preview this discussion list

Categorize
Preview this document list Back

Preview this Internet Calendar Forward
Preview this task list Print
Previous Appointment
Print

Print Options

Print Preview

Print Selected Attachment
Privacy Options...

Private Modify...
" Process Marked Headers

Show Quick Access Toolbar below the ustomizations
Ribbon Import/Export ¥ |©

| oK | | Cancel

3. To add the Print and Print Selected Attachment tools, double click each tool in the left column
or click on it once and then click Add. These commands are alphabetical so you will have to
scroll down the list on the left to find them.

®  Add the tools shown in the Quick Access Toolbar dialog box and move to the order shown above
using the arrow keys.

1. Select the Command desired and click the Up or Down arrows to move.

2. Add a separator by double clicking Separator at the top of any of the command lists. Move it
above Undo using the Up arrow. Click OK.

E-E Customize the Quick Access Toolbar.

Choose commands from: (i)

|AII Commands EI
<Separators L\\, - |—

+ 10 Minutes

+ 15 Minutes <Separator>

+ 30 Minutes

Tip! To add a command below another command on the Quick Access toolbar, click on the tool

below which you want the new tool to appear and then double click on the tool you wish
to add.
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Screen Tips & Ribbon Display Options

Screen tips display very informative descriptions and shortcut keys (i.e. Ctrl + V for Paste).
Ribbon Display Options show three ways of viewing the ribbon. See example below:

= X Cut ? -5 %

baste D P [1‘ Auto-hide Ribbon
Hide the Ribbon. Click at the top

~ ¥ Format Painter
of the application to show it.
-
0 HE-® W FShanabs
Paste (Ctrl+V)

Pick a paste option, such as
keeping formatting or pasting only
content.

I} Clipboard ]

Show Ribbon tabs only. Click a
tab to show the commands.

E Show Tabs and Commands
— | Show Ribbon tabs and

Screen Tips with Shortcut Keys Ribbon Display Options

Split Tools

Notice that the paste tool looks split in two as you point to it with your == X cut

mouse. The top part of the tool performs the most frequently desired Ex Copy ~
Paste

action i.e. Paste, while the bottom of the tool displays additional options. % Format Paint

Paste Options:

I111f

o
=
&

View Zoom Slider on the Status Bar Paste Special..

Either drag the slider or click on the Minus or Plus icon to Zoom in or out.

Help

Help is accessed through the question mark in the top right corner of the Title bar at the top of the
Outlook screen.

Calendar - Sandy Paortable - Outlook ?/E =8 %

Navigation Tools for Primary Folders at Bottom of Screen - New in 2013

4 Favorites search Current Mailbox [C... /2 | Current Mailbox =
Inbox 1266 Al Unread ByDate ™ Newest ¢ =
A Oliver Davey ]

Inbox 615 FW: Wilner Tue 827 X
Inbox 20 Hi Sandy, This still isn't
Sent ltems Kate liams U]
Emailing: Word Customizat... Tue 8/27
Your message is ready to be
4 Sandy Portable
Luke Harper

4 Inbox 1266 RE: Some questions Tue 8/27
I+ Personal Hi Sandy, | did some test
4 .

U Danielle Rebar g
Class RE: §1225P_FORECLOSURE... Tue 8/27
Tz How'd you do that?? Thank
L David Tarshes =4

Drafts [3] Thanks Tue 8/27
S sandy: Thanks again for all

b Ntk b 140 [T A / -

Mail Calendar People Tasks -

ITEMS: 2,362  UNREAD: 1,266

2 REMINDERS: 7
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Minimize the Navigation Pane

By minimizing the Navigation Pane, you can better use your display. Minimize and restore the Navigation

pane by clicking the arrow in the top right corner of the pane.

. < 44—
4 Favorites

Inbox 1267
Sent ltems
Inbox 609
Inbox 20
% Sent ltems

4 Sandy Portable
4 |nbox 1267

[ Personal
4 NWA
Class
Julie
Laura
Drafts [2]
Sent ltems
I Deleted ltems 148

Junk E-mail -

Navigation Pane Displayed
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Inbox 1267

Sent ltems

Inbox 609

All Folders

< Search Current Mailbox (Ctrl=E) 2

Current Mailbox -

All Unread By Date =  Mewest &
Kate liams ]
Emailing: Word Customizations... Tue 8/27
Your message is ready to be sent
Luke Harper
RE: Some guestions Tue 8/27
Hi Sandy, |did some test with
Danielle Rebar >
RE: 61225P_FORECLOSURE_PRO... Tue 8/27
How'd you do that?? Thank you!!

David Tarshes =]
Thanks Tue 8/27
Sandy: Thanks again for all of

Roger Rylander

Cay Tue 8727
Please remember to check with

Devri Owen (=]
Re: Exercises, results and topics... Mon &/26

Navigation Pane Minimized
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Sneak a Peek

Quickly glance at other views like calendar, tasks and people view without having to go to that folder.
Simply hover over the navigation icons at the bottom of the Outlook screen. Click the docking icon in the
upper right corner of the Sneak to dock it to the right of a view and click the X to remove it from a view.

Calendar

Sneak a Peek shows today’s appointments by default, but you can use the calendar navigator to view any
other day simply by clicking the desired date.

7 |4—— Docking icon

4 August 2013 3
SU MO TU WE TH FR SA
28 29 30 31 1 2 3

805 AM B:NWA - Word Basic 2 (13)
10:45 AM B:NWA - Word Basic 2 (13)

1:40 PM B:NWA - Word Basic 2 (13)

s

Mail Calendar People Tasks -

Task

The task Sneak a Peek allows you to see existing tasks and type in new ones.

[}
Arrange by: Flag: Due Date| Today %
Type a new task Dock the peek
4 |" No Date

Alex Flu Reimbursement %) [ [*
Joe@IBM 4254573242 r... ¥ ] IP
Reservations for next ve., |v [ ™
Beneficiary Info 7 >
S&B-Training Program C.. ¥ [ |
Pleading fixes with Joan... v |I‘

4 |' Today

Update Word Add-In Templa... [ [*:

People Tasks -

Contacts

Contacts Sneak a Peek displays your Favorites and allows you to search for other contacts.

Shelley Rose
search Peaple
FAVORITES
Shelle
k‘ [s://static.wellsfarge.ce
& Copy .
argo Online
Remove from Favorites o Online Statems

Edit Contact aticwellsfargo.ce

Open Contact Card A
——mith
igust Schedule - | hav
dy. The open class ¢
Iday, August 8th has &

lton@comcast.
ring for my mom.

Ve to help with all of t
Sandy, Just let me

lendar People Tasks -+
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The File Tab - Backstage View

The File menu is where you will find frequently used commands like: Open, Save Attachments, Save As,
Print etc. as well as a new Info option that allows you to change Account Settings, do Mailbox Cleanup
and set Rules and Alerts, set Options and set Out-of-Office. Everything is organized in a way that is easy
to find.

File, Info

This is the first screen that appears when selecting the File Tab. Here you can Change Account Settings,
perform Mailbox cleanup and mange Rules and Alerts and setup Automatic Replies (Out-of-Office).

Inbox - Sandy Portable - Outlook 2 SO

C)

W Account Information

Open 8 Export

E sandy@rylanderconsulting.com
Save As POP/SMTP

4 Add Account

F Account and Social Network Settings
[ 1

Change settings for this account or set up more connections,

Account Connect to social networks,
Settings -
Office Account
oui = Mailbox Cleanup
ions 1
b = Manage the size of your mailbox by emptying Deleted ltems and archiving.
Cleanup
Exit Toals -
a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when itemns are added, changed, or removed.
& Alerts
= Slow and Disabled Add-ins
= Manage add-ins that are affecting your Outlook experience.
Manage Add-

Ins

Automatic Replies (Out of Office)

This option would appear on the File Info tab if this account was set up to work with Exchange. Here
are the screens you would see with an Exchange account. You can set dates and times for the
Automatic Replies to start and end. You can have 2 messages: Inside and Outside your Organization.

Automatic Replies (Out of Office)
-_-l Use automatic replies to notify others that you are aut of office, an
b wrcakion, or not wailsble o respond to &-mul messages
Pastomatic
Replies
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File, Open and Export

Open other calendars, open an Outlook Data File, Import or export data and open another User’s folder.

Inbox - Sandy Portable - Outlock

Open

Open Calendar
D Open a calendar file in Outlook (lics, wes).

Open Outlook Data File
D Open an Qutlook data file (pst).

_ - Import/Export
Riices ot &= Import or export files and settings.
Options
Other User's Folder
Exit Open a folder shared by another user.

File, Print

Shows a preview of your document and allows adjustments to Printer and Page settings.

©
Print

Open & Export

Inbox - Sandy Partable - Outloak

"
|

N |
x

Specify how you want the
-} itemn to be printed and
= g

then click Print.

Save As

Print

Printer

EPSOMN Remote Print(WF-35...

§ J’:
% Ready

E.kg, Print Options

Office Account

Options

Settings
Exit
Table Style

Memao Style
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File, Save and File, Save Attachments

File, Save allows you to save one attachment at a time and File, Save Attachments allows you to save all
attachments at once.

File, Office Account

Displays Accounts and User Information and allows you to edit, add or remove information or accounts.
Also displays Updates and Help

Inbax - Sandy Portable - Outlack 7T FSE
Account
Open & Export
e e User Information Product Information
Save
Sandy Rylander -
Save Attachments ﬂ sandy_rylander@msn.com O Ice
Print Change photo
About me
Sign out Product Activated
Office Account Switch Account Microsoft Office Home and Business 2013
This product contains
TS Office Background: T EE
Circles and Stripes -
Exit §
Office Theme: %] Office Updates
Dark G - D Updates for this product are ready to
ark Sray Update install.
. Options™ | yersion: 15.0.4517.1005
Connected Services:
Ei Facebook Manage ) About Outlook
Sandy Van Zuiden-Rylander Learn more about Outlook, Support,
B Linkedin About Product ID, and Copyright information.
Manage Outlook
Sandy Rylander
#& Sandy Rylander's SkyDrive
sandy_rylander@msn.com
Add a service =

The Mini Toolbar

The Mini toolbar allows you to quickly format selected text by appearing right next to the text as shown
below. When you select text the Mini Toolbar will appear faintly. As you move your mouse closer to the
toolbar it gets more pronounced.

Subjed
S calibri Body) - [11 | A AT P
iy

B I U3~ A-:=-:i=- Styes
The ¢y g BT-
®  Use the Mini Toolbar to Underline the words “The Mini Toolbar”

1. Type “The Mini Toolbar allows you to quickly format”.

2. Select the words “Mini Toolbar” and watch the Mini Toolbar appear. Bold the selected words by
clicking the “B” (bold) tool.

Version 07082019_0400
© Rylander Consulting



Outlook Office 365

Galleries and Dialog Boxes

There are many Galleries in Outlook 2013: Headers, Footers, Styles, Tables, etc. Galleries are collections
of presets that can be applied. You can even create your own presets at times. For example, you can add
a Header preset or edit or remove one of the existing presets.

Some dialog boxes are still available in Outlook 2013. Dialog boxes can be accessed using the Dialog
Launch arrows at the bottom right of some groups on the ribbon and they can be accessed through some
menu items that have “More” or “Custom” as an option. For example, the Columns menu has More
Columns at the bottom. Selecting More Columns will make the Columns dialog box appear.

Shape Styles Gallery on the Drawing Tools Format tab

gy || ppp——— | - Cllcktom‘ove‘upordowna s--=-= |Z===4 =o=--
row atatimeinthegallery. @ -—-_-_-_ 22—/ -----

~| 4—— Clickthe “More” toolto E===
display the entire gallery. =EEE B === B =I===
Table Styles “tes BEEEE BEEEEE

Select an item by clicking it.

Dialog Boxes accessed using the Dialog Box launcher or certain menus
Dialog Box Launcher
Calibri (Boc - (11 - | A” A7 | 3= - =~ | A -
B I U ¥ -A-S== &=
Basic Text

I
Launches the Font Dialog Box.T

®  Launch some dialog boxes using the Dialog Box launcher and menus.

1. Click the Font Dialog Box launcher on the Message tab of a new email. Make sure you are in the
body of the email or the dialog box will be disabled.
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Themes are similar to styles, but they apply to an entire email. Themes include theme fonts, theme
colors and theme effects. If you format text or graphics manually they will not change as the theme

changes, but if you leave the formatting set to automatic they will take on the appearance of new themes

as the theme changes.

To see what themes can do, create a new email with text and select Options, Themes. As you point to
various themes you can watch the entire look of the email change with Live Preview. Notice there are
three tools to the right of the Themes tool. From top to bottom they are: Theme Colors, Theme Fonts,
and Theme effects. You can change a Theme which would include all three or select them individually

using these tools.

Theme Colors

Standard Colors
HE EEENEN

vy More Colors...
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FILE MESSAGE INSERT OPTIONS Ft
Gl -
B | S
Fonts ~
Themes Page Bece L
- Effects' Color =
Office
Aa Aa Aa Ac
L L] L L L] LU UL L] EEEEEE
Office Facet Integral lon
Aa f| | Aa Aa Aa
LU L] LU L] LU L] LU L]
lon Board...  Organic Retrospect Slice
Ad
LU L]
Wisp
Reset to Theme from Template
|'|f| Browse for Themes...
'!_'E Save Current Theme...

Theme Colors vs. Standard Colors

Theme Colors: If you select a theme color, it
is a placeholder color that changes as you
change themes. If you select a Standard
Color, it will not change as Themes change.

Theme Fonts

Theme Fonts: Are a combination of 2 fonts:
a Heading Font and a Body Font. Applying a
font with (Headings) or (Body) after the font
name will apply a font that will change when
the Theme changes, otherwise the font will
stay the same. See examples to the right.

Built-In

Aa

Aa

Aa

Aa

Aa

Office
Cambria
Calibri

Office 2
Calibri <
Cambria 4—

Office Classic
Arial
Times New Eoman

Office Classic 2
Avrial
Arial

Apex
Lucida Sans
Book Antiqua

Create New Theme Fonts...

i o
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Instant Search using the Search Tab

Outlook 2013 has a very fast new way to find information no matter which folder you are in. It highlights
every found instance of the item in yellow and it displays each individual result of your search
immediately. There is also a great context Search tools Search tab that appears when you click in the
search box. This tab helps you narrow and expand the scope of your search to find items in seconds!

Eﬂ Inbox - Sandy Portable - Outlook SEARCHTOOLS ' €@—— T EH /0%
HOME SEND / RECEIVE FOLDER VIEW gSyncit SEARCH
5 a Current Folder (G (."j B @ [ | 3 This Week ~ |™ Flagged 4 ) I? a
’O ’D Subfolders Lp - ; n X ‘.EI Sent To~ ! Important =
All Current = Include From Subject Has Categorized Recent Search | Close
Mailboxes Mailbox &1 All Outlook ltems | gjder Results Attachments = &1 Unread + More - Searches ~ Toals = | Search
Scope Results Refine Options Close ~
T e a8 Eé X B 9| - = s
- < ~ N —~ -, ~.
4 Favorites aurg| 4— X | Current Mailbox ~ 52 Reply [£2 Reply Al [2} Forward
Inbox 1263 Al Unread ByDate *  Mewest b |~ Tue 8/13/2013 5:01 PM
Sent ltems 4 Three Weeks Ago Julie Hughes <jhughes@nwadmin.c
Inbox 603 Julie Hughes =] Future Helpers for your classes
Inbox 19 Future Helpers for your classes 8/13/2013 To  Sandy Rylander
Hi Sandy, Here is a list of future
Sent ltems Cc  Laura Smith; Gail Grevstad
Sandy Rylander ovou replied to this message on &/14/2013 10:37 AM.
RE: Could you please forward these t.. 8/12/2013
“ Sandy Portable Thanks! Sandy Rylander -
4 |nbox 1263 i
v | Sandy Rylander 1] Hisandy,
ersona Could you please forward these to ... 8/12/2013 Here is a list of future helpers.
4 _NWA Sandy Rylander Rylander Consulting
Class Wednesday — 147
4
Julie Last Month (All Excel Basic Classes)
L Laura Smith 8:05  Mike/Laurel
aura Macros Monday 8/9/2013 10:45 Eang/Laura

Narrowing the Scope of the Search

Reduce the time it takes to find an item using the Search tab options.

For Example, in the search above | found 138 items that included “Laura”. They were either items | sent
to her, items she sent to me, or items just mentioning her name. By selecting the From tool first and then
typing Laura, | reduced the number of email to 78. | then selected the Subject tool and added the word
“Signature” which reduced the number of email to one! Much faster than | could have skimmed 138
email.

1. Click in the Search box, click the From tool and type a name of someone who sent you an email.

oz} Inbox - Sandy Portable - Outlook SEARCH TOOLS ? @3 /0
HOME SEND / RECEIVE FOLDER VIEW gSyncit SEARCH
3 i Current Folder (G2 ;.’_j Ii mJ [ | F= This Week - [* Flagged ¥ ) LT a
p ,@ Subfolders Lp - - n | dgsentTo- ! Important =
All Current Include From Subject Has Categorized Recent Search | Close
Meailboses Mailbox 5 All Outlook ems | glaerResuies | [ Attachments - =) Unread F Morew | searches - Tools~ | Search
Scope Results Refine Options Close ~
e (2] x 6 -« 2 -
< Search by Sender
4 Favorites from:(laurz) Filter your search results to only i 2 Reply (£ Reply All £, Forward
show mail messages sent from a
Inbox 1263 / 9 - i 8/2/2013 12:08 PM
nbox Al Unread specific persom. i Fri 8/2/2013 12:08 PM
Sent ftems 4 Last Month Laura Smith <lsmith@nwadmin.con
Inbox 603 Laura Smith Macros Monday
Inbox 19 Macros Manday 8/9/2013 To  Sandy Rylander
Sent ltems Hi Sandy,
B ~ Py
Laura Smith =)

Hi Sandy
Ward Classes 8/8/2013

4 Sandy Portable Hi Sandy, | arranged for two helpers

| just wanted to let you know that you will

4 Inbox 1263 Laura Smith - have at least 8 people in the Macros class
L
1 areenet Quick Access Toalbars 8/6/2013 0”“:‘40','"1?’ atbs 015.“'I'hey seem very
4 _NWA Hi Sandy, Per Roger the new Quick enthusiastic about it
Class B
i Laura Smith Thank you,
btz RE: August Schedule - | haven't seen ...  8/2/2013
Laura Hi Sandy, The open dass on Thursday, Laura
Drafts [2] 4 Qder
Sent [tems R q < Disclaimer > -
Laura Smith ]
[- Deleted ltems 147 Arvmiant Cotnndiin “annnta =
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2. Click back in the Search box after from(laura), click the Subject tool and type signature (or some
other subject that you know the sender used) in an email sent to you. Notice how quickly you

find the message you need.

¢ Portable - Outlook SEARCH TOOLS
E FOLDER VIEW gayncit SEARCH
L
¢ |
& 8 0 [
Include From Subject Has Categorized
5 | Older Results Attachments <
Results Refine
X @ - € =
from:{laura) subject:(signature) x Current Mailbox
All Unread By Date =  Mewest ¢
< Older
Laura Smith [
Automatic Signature Block for Outlo... 5/24/2013

Good Morning Sandy, As we

Note: These same techniques are available for Contacts, Tasks and Calendar as well.

Expanding the Scope of the Search

Often the item you need to find is in a different folder. Rather than having to search each folder, select

Subfolders or All Mailboxes to increase the Scope of your search.

EZ‘I Inbox - Sandy Portable - Outlook SEARCH TOOLS
HOME SEND / RECEIVE FOLDER VIEW gSyncit SEARCH
a 3 Current Folder Oy Ve a @ [ |
. = —
’G "3 Subfolders L’C) “j m

All Current Include From Subject Has Categornized

Mailboxes Mailbox &1 Al OutlookItems | ojger Recylts Attachments -
Scope + Results Refine

Color Categories

? EH /0%
FA This Week ~ [|™ Flagged {) 1? a
i Sent Ta - ! Important =
Recent Search = Close
Unread & Mare~ Searches - Tools~ | Search
Options Close ~

You can add colors to all your Categories to make visual grouping of items better. In addition, these color
categories will roam with you if you change computers. You can quickly categorize email by right clicking
the email and selecting a category, or selecting an email and then clicking Home, Category on the ribbon.
Categories can be applied to all Outlook items: Contacts, Tasks, Email, Calendar and Notes.

Search Current Mailbox (Ctri=E) L | Current Mailbox ~ 2 Reply [ Reply All 31
All Unread By Date ~  Mewest Thu 9/5/2013 12:3
- Aileen Ly (TR Banana Reput
Word template docs for Unico Bellevue Thu &/29 35 great years—y
Good afternoon Sandy- | just got - -,
Em Copy Clear All Categories
Jaci Lucien ¥2 Quick Print
RE: GTIC dot [ - Personal To-Do
Mark and | didn't work on any new F—:f- Reply B call
- 2 Reply All oy
Marian Scott e e B ~WorkTo-Do
Sept, 5 Forward [ BLClient
Hi Sandy,
&% Mark as Unread [ B Services
Mark Anderson fin Categorize * [ B Subcontractor
Question on Documentation for QATS >
Hi Sandy, Just wanted to quickly touch > Follow Up Bl Holiday Card - Business
B Eind Related v [l Important
| Deborah McConnell . Y
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One Note Integration

One Note has been integrated with the entire office suite. OneNote Contact, Task and Calendar items can
be linked to OneNote and can be sent to OneNote.

oG Inbox - Sandy Portable - Outloak x
HOME SEND / RECEIVE FOLDER VIEW gSyncit
El T| I Ignore (E 3 E 3 [ Mesti T _nwa ¥ Move ~ =1 Unread/ Read | Search People [="F
o | x € B3 B o " : E =1
0 n Clean Up - . G Cin G - = To Manager - | | s Rules - i Categorize - E Address Book -
ew ew elete eply Reply Forward [E§ piore - . ’ end/Recene
Email ftems~ | 4 Junk - A WMore~ | [ET Team Email MioneNote | |> FollowUp~ | Y Filter Email = |~ all Folders
MNew Delete Respond Quick Steps [ Mo Tags Find Send/Receive ~
o =)
Seaanma xoo ke S e I
~ < - Pick a section or a page in which to put the e-mail: x
4 Favorites | Search Current Mailbox (Ctrl=E) “ ﬂ| smber 2013 »
Inbox 1265 - Sandy Porta.. All Unread = WE TH FR SA
Sent ltems - Sandy Portable Jaci Lucien Recent picks ’: 23 29 30 3
Inbox 613 - sandy_rylande... GTTC. dot — Uni= T (Quick Notes) + I8 s 7
Inbox 20 - sandy.rylan R ~ 11 12 13 14
Jaci Lucien
Sent |tems - sandy_rylander... Emailing: GT LH-jonathan-tord All Notebooks 18 19 20 21
Your message is ready to be s 25 26 27 2B
Te-Do's
2 3 4 5
4 Sandy Portable I Susan Gantt .
Mew email sigs ni Travel
'30/2013-9/6/2013
4 Inbox 1265 Hi, Candace. Oliver is doing t [ o e A
> Persanal ni Client Notes
4 -
4 NWA New letterhead signatu x
[ — st 1 GC N
Class s s = : Due Date | Today
. Sandy Rylander 1 .
Julie . Computer Information |
Laura Susan Gantt Tue p— e
sent from my iPhone Investment
LIt el < Gantt T ~ | [Irsement L
usan Gan ue = =
Sent flems Candace, Sandy is going to tl [ . ) : 73242 re lapt.. [ [>
I Deleted Items 149 Always send e-mail notes to the selected location (customizable later in OneMote e - >
Options). next Year-Ti.. [ |
Junk E-mail Roger Rylander >
Car Confirmation from Worldr
Tpileam Roger ogram Comm... [ [* -
RSS Feeds o
Mail Calendar People Tasks -
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Email

Outlook email has many great features to help you view, create, send, save and print. Here are some of
the most significant tools:

Messages View

®  New Display of Read/Unread — New in 2013

"  Filter View — Unread Messages etc. — New in 2013
®  Preview Messages — New in 2013

®  Conversations — View, Clean-up, Ignore

"  Docking Sneak a Peeks — New in 2013

= Attachment Preview

®  Save/Print all Attachments

"=  People Pane

®  AutoCreate Contacts, Appointments, Tasks from Email
"  Create Folders and Arrange Folders in any Order
®  Create Task from Email

®  In-Line Replies — New in 2013

Create/Send Message a Message

"  Spell Check Subject Line

= Contextual Spelling

= Auto-Complete Improvements
=  Reply/Reply All Improved

®  Forgotten Subjects

"  Attachment Reminders

®  Email Etiquette

Other Tools

®  QuickParts
=  Automatic Replies — (Out of Office)
®  Manage Mailbox Size

®  Quick Steps
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Messages View

04} Inbox - Sandy Portable - Outlook ? H S
HOME SEND f RECEIVE FOLDER VIEW gsyncit
o | & x RReply g | B Nwa ¥ Move~ [ | |[Search People ="
- = 3
“'j x @_ReplyAll Ei‘)'l'o Manager v | iz Rules~ [ Address Book =1
New MNew | o Delete TR = Email - ags . . Send/Receive
Email ftems~ | 57 4 Forward gam Emal || MBoneNote | - | W FilterEmail~ | Ay Folders
Mew Delete Respond Quick Steps [F} Move Find Send/Receive LS
0 a8 E4 X - € =, -
<
4 Favorites Search Current Mailbox [C... JO Current Mailbox - Q_ Reply ('E‘i Reply All E_)} Forward
Inbox 1266 Al Unread ByDate =  Mewest 4 = Tue 8/27/2013 8:50 AM
Sent ltems Oliver Davey 1] David Tarshes <Davidt@nwjustice.or
Inbox 614 FW: Wilner Tue 827 Thanks
Hi Sandy, This still isn't
Inbox 20 To Sandy Rylander (sandy@rylanderconsulting.com)
Sent Items Kate liams Y © vou replied to this message on 8/27/2012 2:50 PM.
Emailing: Word Customizat... Tue 8/27
Your message is ready to be
F i .
Sandy Portable Luke Harper Sandy: Thanks agamn for all of vour
4 |nbox 1266 RE: Some questions Tue 827 help. I appreciate your guidance. I'll
I Personal Hisandy, |didsome test follow up with our tech folks re the issue
4 NWA Danielle Rebar > of transfernng nfo from outlook to legal
Class RE: §1225P_FORECLOSURE... Tue 8/27 Server.
Julie How'd you do that?? Thank .
Laura . & David Tarshes
David Tarshes & Attorney -
Drafts [3] Thanks Tue 8/27
Sent ltems E Sandy: Thanks again for all D N
b Phml a1+ 440 I —~ —~ 1 (] -

Mail Calendar People Tasks --*

ITEMS: 2362  UMREAD: 1,266

New Display of Read/Unread - New in 2013

All unread messages have a thin blue line on the left side of the message. Hovering the mouse pointer
over the line makes it wider. Clicking the narrow blue line of an unread message marks it as read while
clicking the broad blue line on a read message returns it to unread. Unread emails are easier to see with
their bold blue Subject lines.

All Unread By Date = Mewest 4
Devri _OWE n Clicking the narrow blue line of an unread message marks it as read.
—> RE: Exercises, results and t... Mon 8/26
Yes, please. Sorry, |was ina
- o
> Devri Owen v Clicking the broad blue line of d ks it d
e Mon 8/26 by icking the broad blue line of an unread message marks it as unread.

Sandy, | have had our
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© Rylander Consulting



TN Office 365

View All or View Unread Buttons above the Messages Window - New in 2013

Quickly and easily access unread mail.

Search Current Mailbox [Cirl=E) £ | Current Mailbox ~
All Unread <€— ByDate ™ Mewest ¢

caroll@merrillgardens...
RE: Planning for more training 8/23/2013
Sure, no problem, Tuesday would also

caroll@merrillgardens...
Planning for more training 8/23/2013
Hi Sandy, | hope your summer of travel

Filter Tool - New in 2013

Filter Email is a new tool on the ribbon that allows you to quickly and easily filter your messages.

E’_\j [ ] - || Search Pecple ="
i EE: Address Book ;

Unread/ Categorize Follow : : Send/Receive
Read - Up~ Y Fitter Email 1. | A Folders

Tags 21 Unread e

[ Has Attachments
This Week [
Categorized 4
Elagged

Impaortant

Sent To: Me or CC: Me

+0*-vE=EA

More Filters...

Preview messages - New in 2013

See which messages demand your immediate attention by viewing up to the first 3 lines of body text.
The default number of lines to view is 2.

®  Change the number of lines to preview

1. Select View, Message Preview, select the desired number of lines to view or select Off.

Sue Encherman =] VIEW | ¢—
RE: Invoice Attached Fri 7/19
I'll talk to you next week about it Sent from <+—

Mark Anderson &

RE: Following Up to Confirm 8/22 and 8/29... Fri 7/19 Message

Hi 5andy, This helps. Thanks for that link, | Preview =
Mark Anderson & Off
Following Up to Confirm 8/22 and 8/29 Trai... Fri 7/19 )

Hi Sandy, 1Line
Devri Owen U v 2lines
RE: Images needed for electronic stationary Fri 7/19 R
They are attached. Thanks! 3 Lines
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Emails can be grouped into conversations based on the subject of the email, regardless of the folder that
contains the messages (which means sent items are included as well). This grouping hides the older,
redundant content of conversations. Clicking on a conversation will show you the content of the latest
email in the thread and enable you to quickly read an entire set of messages. You can also easily
categorize, move, ignore (delete current and future emails), or mark a complete conversation as read in
one click. Once you categorize a conversation, Outlook 2013 will automatically categorize new items that
arrive in that conversation!

Conversation View

®  Select Conversation View

1.

Click the drop-down next to By Date and select Show as Conversations. Then select This Folder.

wasact —
Date
From

To

All - Unread By Date Tt
v
Devri Owen
RE: Exercises, results and topics for your traini...
Yes, please. Sorry, Iwasina
Devri Owen

Exercises, results and topics for your training t...

Sandy, | have had our employees complete the

Professionals Plan
Sandy’ pr i profile under
CONTINENTAL BROADCASTING N

Susan Gantt
FW: New letterhead signature for new attorney

For Jonathan. Thanks. Susan L. Gantt Business

Nancy Johnson

Re: Great memory of a fun hike! Can't wait to...

Thanks for the photo, | truly enjoyed the day

Sandy Haynes

v

_u_#

Categories
Flag: Start Date
Flag: Due Date
Size

Subject

Type
Attachments
Account Microsoft Qutlook

Importance Show messages arranged by conversations in:
Show as Conversations ——

Show in Groups

All mailboxes Cancel

View Settings...

the conversation.

Conversations appear with arrows on the left of the email message. Click the arrow to display

Sometimes it will say you need to click the arrow a second time to see even more messages.
The email thread will expand to show you email in the Inbox and Sent items folder that are

related to this message.

All Unread By Date (Conversations) = Mewest 4
—> %Euke Harper
ome questions Tue 827 x
Hi Sandy, |did some test with some csv files
Danielle Rebar >
61225P_FORECLOSURE_PROPERTY_TEMAN Tue &/27
How'd you do that?? Thank you!! | know y
. P .

" David Tarshes ® | [New letterhead signature for new att.. — "X
sandy: Thanks again for all of your help. | Sandy der Sent ltems L“J
Roger Rylander
Cay Tue 8/27 ot e i
Please remember to check with Cay to see if they U
Devri Owen g
Exercises, results and topics for your training t... Mon 8/26 Susan Gantt Mon 8/26 [UJ 9_)
Yes. Let me know when you're parking and [l For Jonathan, Thanks. Susan L. Gantt Business Manager 4—

" Devri Owen ) U
Exercises, results and topics for your training t... Mon 8/26 %usan Gantt L B‘QB"’ZQ“ 3
Yes, please. Sorry, | was ina Candace, as you know Jonathan Taren is joining our firm the
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Clean Up Conversations

When a message contains all the previous messages in the Conversation, you can click Clean Up to
eliminate the other redundant messages. For example, as people reply to a Conversation, the
response is at the top and the previous messages in the Conversation are below. Instead of reviewing
each message, keep only the most recent that includes the whole Conversation. Clean Up is even
smart enough to keep messages that have attachments, flags, or categories. Clean Up is available on
an individual conversation or a whole folder, and can be customized to move the redundant content
to any folder in your store. For example, you can move the cleaned-up messages to an archive or filed

folder in your mailbox.

* Clean Up~ S S e A = -

Finlodn Drmbe  Doamle FDrWard EEMDrEV Eé_ Repl}l

7 Clean Up Conversation l}

Clean Up Folder
Clean Up Folder & Subfolders

Clean Up Conversation (Alt+Del)

Remove redundant messages in the
< selected conversation,

Ignore Conversation

If a conversation is no longer relevant to you, you can prevent additional responses from appearing in
your Inbox. The Ignore command moves the whole Conversation and any future messages that arrive

in the Conversation to the Deleted Items folder.

r;l nore T a
o D =

7 Clea

& Junk - PeEE | L REAﬁllly
Delete

3 B gl x 5

Ignore Conversation (Ctrl+Del)

Move current and future messages
in the selected conversation to the
Deleted Items folder.
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Docking Sneak Peeks (recreating the 2010 To-Do Bar)

The To-Do Bar in Outlook 2010 displayed Tasks and Calendar while viewing your inbox. That feature has
been replaced with docking Sneak Peeks. When you point to the Tasks or Calendar at the bottom of the
Outlook screen, a Sneak Peak appears. Clicking on the docking icon in the upper right corner, docks it to
the right side of your screen. Click the “x” to remove the docked view.

03] Inbox - Sandy Portable - Outloak ? B - .0.%
HOME SEND / RECEIVE FOLDER VIEW gSyncit
El ".j % x 9(_ Reply o P _NWA ¥ Move - 2 Unread/ Read || Search People %
€ 3
. - @_ Reply All & To Manager v | iz Rules ~ HH Categorize [E= Address Book _
New New | o Delete | E7 Team Email = > . . Send/Receive
Email ltems~ | %57 &3 Forward JWioneNote | |* Follow up~ | 'V Filter Email = |~ 4 Folgers
Mew Delete Respond Quick Steps [F} IMove Tags Find Send/Receive -~
BaRrg B WX E - € L=
Search Current Mailbox (Ctrl<E) JO | Current Mailbox ~ Qf_ Reply @(a_ Reply All Sf) Forward . September 2013 v
= All Unread By Date ~  Mewest + = Tue 8/27/2013 8:58 AM SU MO TU WE TH FR SA
[ . - .
. Susan Gantt Danielle Rebar <Danie 25 26 27 28 29 30 A
s RE: New letterhead signature f... Tue 827 RE: = 12 3 4 6 7
= Candace, 5andy is going to be 61225P_FORECLOSURE |+ 8 9 10 11 12 13 14
£ Oliver Davey U To 'Sandy Rylander 15 16 17 18 19 20 21
£ FW: Wilner Tue 8/27 © Follow up. Start by Thursday, 22 23 24 25 26 27 28
E Hi Sandy, This still isn't aligned Septernber 5, 2013. Due by o7 oz o4 3
} - Thursday, Septernber 5, 2013,
@ Kate liams b Wapato Point Uni... 8/30/2013-9/6/2013
= Emailing: Word Customizations... Tue 8/27 < apato Foint Unl... B
E Your message is ready to be sent How'd you do that?? Thank
= Luke Harper you!l I know you're probably x4
- RE: Some questions Tue 827 really busy so if you don't Arrange by: Flag: Due Date |Today -
I Hisandy, |did some test with have time to respond it's Type a new task
2 " okay, but I'd love to know.
% Danielle Rebar > v 4 |* No Date
RE: 61225P_FORECLOSURE_PRO... Tue 8/27 .
d - >
How'd you do that?? Thank you!! A AL e Tl T m
Danielle Rebar | wWeb loe@IBM 4254573242 re lapto... [ [*
. -
David Tarshes = f"“m"hl'""h“"' Hananon v Reservations for next Year-Tim... [] [*
Thanks Tue 827 . >
sandy: Thanks again for all of Beneficiary Info |

D ~ S&B-Training Program Comme... [] |P -

I Ranear Pvlandear -

Mail Calendar People Tasks <+

ITEMS: 2,360 UNREAD: 1,267 = REMINDERS: 7

Attachments

Attachment Preview

View your attachments from within the Reading Pane by clicking on the attachment. To view the
email message again, click on the email in the messages pane to the left.

from:(laura) subject(signature) X_| Current Mailbox - Automnatic Signature Blocks.doc
All - Unread ByDate *  Newest ¢ Size: 216 KB
Author:  NWA
4 Ol
= Last changed: Friday, May 24, 2013
Laura Smith 0] -
Automatic Signature Block for Outla... 5/24/2013 g Blocks.doc (216 KB}

Good Morning Sandy, As we
Automatic Signature Blocks

I} Automatic Signature blocks are a great way to share your

information with the people who receive your messages.

Signature blocks can be as simple as your name and phone
Click on the message here to return to number (for internal use), or they can include your company

. - name, addrezs, phone and fax number, and any other

viewing message text. information that you would like the recipient to receive. You
can have two default signature blocks: one for new messages
and one for replies.

®  (Create an Automatic Signature Block
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Save Attachments

Save one, many, or all attachments that are sent to you.
®  Save an Individual Attachment

1. Select the email with the desired attachment.

2. Right click the Attachment.

3. Select Save As.

RE: Quote for work on Word templates

hike Katell <MikeKatell@Columbialegal org=

Sents Thu 72242010 3:52 P Select this attachment.

Tao: Sandy Rylander K
[ Message | B CLstransmittal.dot (258 KB)  BEcLS.dot [2 B
Brewviews
W] cLsletter.dot (249 KE) B cLsmemo.
W] CLsPieadingstate.dot (25 KB) B cLssPiette & open
@ Quick Print
. B
Hi Sandy, i
,@a Save &l Attachments..,
we finally met, discussed and decided that we w X Remove Attachment
files to this email. Let me know what else you ne =
¥ 52 Copy
Thanks ER selectay
)

4. The Save Attachment dialog box will appear to allow you to select the folder in which you wish
to place the attachment.

T Sove Avadhment
s Q < Sandy Rylander » by Docurnents b -

Organize = Mew folder

i Marme

o Libraries

. _BUSIMESS
@ Dacurments . .
. L __Microsoft Articles
Jﬁ Music

. . _PERSOMAL
[ Pictures

. | _Auccess
B videos
. _Adobe
1@ u . _Blackberry
omegrou
e . _Drearmneaver

I

File name: | [SESEVE[

Save as type: [Miclosoﬁ Word 97 - 2003 Template (*.dot)

= Hide Folders

5. After selecting the desired folder, click Save.
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®  Save Multiple attachments
1. Select the email with the desired attachment(s).
2. Right click any attachment.

3. Select Save All Attachments.

RE: Quote for work on Word templates

Mike Katell <Mike Katell@Columbialegal.org=
Sert: Thu 7/22/2010 3:52 PM
Ta: Sandy Rylander

A Message | BE] CLstransmittal.dot (255 KB1 0] CLS.dot (292 KE) 9] CLsfax.dot (254 KE)
W] cLsletter.dot [249 KE) W] cLsmemo.dot (250 KE] S
Preview
W] CLsPleadingState.dot (25 KB) ] CLSSPletter.dot (249 KE
[ open
3 uick Print
Hi Sandy, & o -
Save A3

We finally met, discussed and decided that we would like to Oy save A‘gﬂathmeﬂts--- 0

files to this email. Let me know what else you need to know., X Remov@®ttachment
Ea copy

Thanks,

Mike Selectall

4. The first Save All Attachments dialog box appears. Select all the attachments you would like to
save to a single folder. Then click OK.

Save All Attachments ‘ g

Attachments:
CLStransmittal dot
CL5.dat - -

CLSFaz.dot
CLSletter.dot Lo
CLSmemo.dot

CLSPleading. dot

CLSPleadingState. dat

CLSSPletter. dok

5. The second Save All Attachments dialog box appears. Select the folder where you wish the files
to be saved. Click OK.

0| Save Attachment )
“| <« Sandy Rylander » My Documents » w | 4 [l Search My Documents I
Organize *  New folder E- @
~ Name : -
Lib [
ﬂ_ oranes _ BUSIMESS
=] Documents
. _Microsaoft Articles
&) Music
. _PERSOMAL
=] Pictures
B v il o Access
ideas
|E . _Adobe
b . _Blackben
e@ Hornegroup - g
| Dreamweaver il
S i 7 | v
File pame: | [@EIEN[ .
Save as type: | Microsoft Word 97 - 2003 Template (*dof) -

6. If you don’t save all attachments at once, the first dialog box will reappear to allow you to save
more attachments. This allows you to save attachments to different folders.

7. Click Close when done.
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Print All Attachments

1. Select an email with Attachments and select File, Print, Print Options, Print Attached Files, Print.

Inbox - Sandy Portable - Qutlook

©
Print

Open & Bxport

Print B

Specify how you want the
Eﬂ item to be printed and Brmtey
Save As then click Print. Name: EPSON Remote Print(WF-3540) v Properties
- Print Status:
Save Attachments Type: EPSON Remote Print
. Where: [[] Print to file
Print Printer Comment:
; EPSON Remote Print(WF-35.. _ Print style ECEl
Ready Page Setup... %Numher of pages: | All v

Office Account Table Style ; M

% Number of ropies: :
Memo Style
. Define Styles.. [ conate copies

CGEIGE

& Print Options
i P

Options

Settings

Exit

Table Style Page range
®an

Memo Style () Pages:

Type page numbers and/or page ranges separated by
commas counting from the start of the item. For
example, type 1, 3 or 5-12,

Print options

Print attached files. Attachments will print to the 4—
default printer only.

People Pane

Brings social views of friends/contacts into your inbox with a stream of content form social networking
sites. At the bottom of Outlook emails will be the social networking posts of your contact.

1. Todisplay the People Pane, either click the arrow at the bottom right corner of the reading
pane or point to the line separating the reading view from the People Pane and drag up or
down for the desired view. See below:

2. The People Pane displays:

£ Reply G2 Reply All (S} Forward
Fri /23/2013 12:59 PM
Mark Anderson <Mark.Anderson@BuildingChanges.org>
Next Week's 8/29 Training at BC

To  Sandy Rylander

-
Hi Sandy,
Next Thursday could we jump right into OneNote training. | have a staff who needs to leave at
3pm, but wants your training on One Note. I'd propose that we talk about One Note first then dive
into Outlook after that. -
Mark Anderson |:| & v ¢
in Office. Click he works x

|l RE: Great Job & Following Up on Quick Access Toolbar Customizations (8,35 KB) (18 KB}

ALL [ﬂ Building Changes Quick Access Toolbars.doo (71 KB)
WHAT'S NEW <] RE: Emailing: Outlook Customizations (olkmailitem).exportedUl, 12 days ago 11 AM
QOutlook Customizations (olkmailread).exportedUl, PowerPoint Customizations.exportedUl, Word
MAIL Customizati portedUl, Excel Customizatis portedUl, Qutlook Customizations
ATTACHMENTS (olkexplorer).exp
(= Great Job & Following Up on Quick Access Toolbar Customizations 13 days ago 517 PM
MEETINGS =] FW: Attached is a copy of the invoice for your records. 19 days ago 10:52 AM
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AutoCreate is one of Outlook’s greatest productivity features. It creates new items from existing items. If
you drag an Outlook item (i.e. an appointment, a contact, a task, an email) to a folder of a different type,

Outlook will AutoCreate a new item of that type.

For instance, by simply dragging an email to the Contacts folder, Outlook will AutoCreate a new Contact
with the name and address already filled in! You can also drag an email to a task folder and Outlook will
AutoCreate a Task. Drag an email to the calendar to AutoCreate an appointment.

= AutoCreate a Contact from an Email Message

1. Draga Message to the People folder.

Outlook AutoCreates a Contact with the name and email address filled in. The body of the

message is placed in the Contact Notes area.

Devri Owen
Exercises, results and topics for your training
Yes. Let me know when you're parking and I’

" Devri Owen
Exercises, results and topics for your training
Yes, please. Sorry, | was in a mArketing/manz

Professionals Pl

Sandy' professional proffe under examinati

idar Pea&le Tasks =-*

Drag message to the People folder.

2. Copy and paste or drag and drop information from the signature block to complete the contact
and then delete the remainder of the message from the notes area.

BEH®O = Devri Owen - Cantact
CONTACT | INSERT  FORMATTEXT  REVIEW  gSyncit

Web page address
IM address
Phone numbers
Business... v
Home... -
Business Fax... v

Mobile... A

] Save & New ~ Details (2
J x i [I E &=] E (.v’
’__‘ Forward ~ ;\ Certificates
Save & Delete General Email Meeting More
Close T, Onehlote [ Al Fields
Actions Show Communicate

Full Mame... Devri Qwen

Company

Job title

File as QOwen, Devri -
Internet

EE E-mail... + | | dowen@sbwlp.com

Display as Devri Owen

7T @ /0%
m
2 d. .,\- unn Categorize ~ q
ve '& > Follow Up ~
Address Check | Business Picture Zoom
Book Mames | Card - Private
Mames Options Tags Zoom ~

Devri Owen

dow

bwllp.com

Devri K. Owen | Savitt Bruce & Willey lip,
Office Administrator
Joshua Green Building | 1425 Fourth Avenue, Suite 800

| Seattle, WA 98101-2272 | Tel: 206/749-0500 |
Fax: 206/749-0600 | www.sbwllp.com

A -

10. Click Save and Close when done.
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. Drag to select the

company name.

. Ctrl + X to cut.

. Click in the Company

box.

. Ctrl + V to paste.

. Repeat these steps for

the address, phone
and fax numbers.

. Click in the notes area

and press

Ctrl + A to select the
entire email message.
Press Delete.
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= AutoCreate a Task from an Email Message

1. Draga Message to the Tasks folder.
Outlook AutoCreates a Task with the subject filled in. The body of the message is placed in the
Task’s Notes area.

2. If necessary, make modifications to the subject, add a due date, assign the task to someone else,
etc. When done, click Save and Close.

Create a Task from an Email with a Click

When you hover over an email, some icons appear. Clicking the flag makes places an item on the Task list.
Right-clicking the flag gives you the options shown below.

IMPORTANT! This is not the same as AutoCreating a task. AutoCreate will create a new Task item which
allows you to then delete the email. Flagging an item as a task will display the email as a task as well as an
email. Deleting from either location will delete it from both displays.

Jaci Lucien = > }IP Today

RE: GTTC.dot Thu a.le,\\;x [* Tomotrow

Mark and | didn't work on any new E!;f toflagasato-de ——p | This Week

Marian Scott Right-click for all opticns [ Mext Week

T |* Mo Date
| Custom...

Add Reminder...

+/  Mark Complete

Set Quick Click...

A message flagged and displayed as a task:

x
Search Current Mailbox (Ctri+E] O Current Mailbox - Ei Reply @a_ Reply All Eg’ Forward Anange by: Flag: Due Date |Today
Al Unread ByDate ~  Mewest 4 = Tue 8/27/2013 8:58 AM Type a new task
Kate liams 1] Danielle Rebar <DanielleR@nwjus 4 |* NoDate
Emailing: Word Customizations... Tue 8/27 RE: ry . >
Your message is ready to be sent 61225P_FORECLOSURE_PROPERTY_ |+ Alex Flu Reimbursement B |
g o Joe@IBM 4254573242 re lapto... |:| |P
To ‘'Sandy Rylander'
Luke Harper_ i o Reservations for next Year-Tim... [] [*
RE: Some questions Tue 8/27 © Follow up. Start by Thursday, September 5, 2013. —— >
HiSandy, |did some test with Due by Thursday, September 5, 2013. EREIEEIES |
- ‘_ S&B-Training Program Comme... |:| |P
Danielle Rebar > P Pleading fixes with Joanne Gu *
RE: §1225P_FORECLOSURE_PRO... Tue 8/27 How'd do that?? Thank ik g
How'd you do that?? Thank you!! owdyou dothat:: Thank yous: | know 4 |* Today
you’re probably really busy so if you
David Tarshes =] don’t have time to respond it's okay, but Update Word Add-In Template.. [ [*
Thanks Tue 8/27 I'd love to know. Alex insurance! >
Sandy: Thanks again for all of Alex Flu Reimbursement l»
Did you want to try and do an... >
Roger Rylander Danielle Rebar | Web Site/Publications
Cay Tue 827 . - MNWA-Prepare Excel Macros Class |P
Please remember to check with 4 3 Talk to Mark re Ip
Devri Owen =3 |:| . £1225P_FORECLOSURE_PROPE.., > <4+
Re: Exercises, results and topics... Mon 8/26 -
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Group and Sort Messages

Grouping, Sorting, and Finding Messages are all very useful features. They can help you retrieve
important messages, delete obsolete messages, and organize messages into folders. Below are samples
of what each of them does.

Grouping allows messages to be grouped under a heading which can be collapsed or expanded by clicking
on the “+” or “-” next to the heading. Notice the Sender name headings below.

®  Group Message by drop down at the top of the messages view and click From.

1. Onthe By drop down at the top of the messages view, click the By From.
Notice that messages are now grouped by from instead of date.

Search Current Mailbox [Ctrl=E) pel CUI?& Mailbox -
All Unread By From=——-+-=-1 1=
- Date
4 Devri Owen €—
Dewri O v | Erom D These messages are Grouped by From. Notice
et Lwen To the headings are Senders Names.

Re: Exercises, results and topics for your training tomorrow

Yes, Let me know when you're parking and I'll come down to Categories P ] o
A “ next to a heading indicates that messages
Devri Owen Flag: Start Date
RE: Exercises, results and topics for your training tomorrow

Yes, please. Sorry, | was in a marketing/management meeting.

can be hidden by clicking the * which

Flag: Due Date collapses the group.

Size

Devri Owen .
) ; - Subject

Exercises, results and topics for your training tomorrow
Sandy, | have had our employees complete the three exercises Type
Devri Owen Attachments
RE: Invoice Attached. Potential training dates and times. Account
Sandy, Let's planforthe 27th, say from Sam - noon? Thanks

Importance

2. Try collapsing the view of one sender by clicking the arrow to the left of their name.

3. Collapse all groups by right clicking on any group header and selecting Collapse All Groups.

4 Devri Owen
N Collapse All Groups
Devri Owen ) S
Re: Exercises, results anc Expand All Groups
Yes. Let me know when §
Open
Devri Owen E® Copy

RE: Exercises, results anc

Yes, please. Sorry, | was Mar as Read

E%  Mark as Unread

Devri Owen -

Exercises, results and to] mmn Categerize 4

Sandy, | have had our e Ib Follow Up »

Devri Owen Quick Steps »

RE: Invoice Attached. Pc

Sandy, Let's plan forthe 1= Rules r
P’ Move 3

Devri Owen -

RE: S&Bletterhead.dot | X Delete

L A U PO

4. Expand all groups by right clicking on any group header and selecting Expand All Groups.

5. Onthe By drop down at the top of the messages view, click the By Date.
Notice that messages are now grouped by date instead of from.
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Sort allows messages to be sorted by a field like Date or Subject. Sorted messages can be grouped, but
they don’t have to be. Notice that the messages are now sorted by date, but they are not Grouped.
There are no collapsible headings.

®  Remove Group By
1. Click the drop down next to By Date and deselect Show in Groups.

By Date = Mewest &

| Date
Erom
Search Current Mailbox [Ctrl=E} £ | current Mailbox
To
) All Unread By Date = Mewest 4
Categories
Carol LaMotte g
Flag: Start Date RE: | am in town today and tomorrow. 8:09 AM

Thanks, I'll catch up with Craig and let you know! Carol
Flag: Due Date

Greg Dunfield

Size RE: Disk Space Wed 9:28 &AM

Subiect Sandy, € Thanks for following up, Charlie was able to free

Type Amazon Local

Attachments WA State Fair Concert Tickets | Red Petal Cakes | and 4 more  Wed 6:41 AM

Account 3 .
Greg Dunfield ']

Impertance RE: Disk Space Man 10:11 PM

Charlie meet Sandy, Sandy meet Charlie OK something really
Show as Conversations
: Wells Fargo Online
+ Show in Groups <+ Wells Fargo Online Statement Ready to View Sun 11:06 PM

*-ﬂ- View SEtting"- The new statement for your Wells Fargo deposit account

These messages are Sorted by date but not grouped.
Notice there are no headings, so they are not grouped.

®  Change the Sort Order to Sort Ascending or Descending — in By From View

1. Click the drop down to the right of Newest.

Al Unread ByFrom = Atoz ¢ | €—
Carly Kelly ]
RE: Attachment_4242236584_10012.xls 12/27/2012

Does this look right? Thanks for your help with this! Love

=  Group by Date with the Newest on Top — in By Date View
1. Onyour own: Change the display to be grouped by Date showing the Newest on Top.

All Unread By Date =  MNewest $

Carol LaMotte 2
RE: | am in town today and tomorrow, 8:09 AM
Thanks, I'll catch up with Craig and let you know! Carol

Greg Dunfield
RE: Disk Space Wed %:28 AM
Sandy, & Thanks for following up, Charlie was able to free
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Folders

Create Folders to Organize Messages

Folders are a good way to organize messages. You can create folders to hold messages relating to
certain projects, companies, people etc. You organize messages in folders just as you would physical
documents in manila folders. Creating folders is quick and easy. Once a folder is created, you can

move or copy messages into the folders. Be sure to clean out these folders regularly to avoid huge
storage issues.

®=  Create a Mail Folder

1. Right click the Inbox folder and select New Folder.
New folders will automatically be placed under the currently selected folder.
In this case, the folder will be under the Inbox folder.

L

1 B2 Open in New Window
FILE HOME

New Folder...
7 | e =
= | ® &

x
MNew  MNew

Copy Folder
Email ltems~ z@ ’
Mew |
B ag
2 Mark Al as Read
4 Favorites = Clean Up Folder
Inbox 1251 (3¢ Delete Al
Sent ltems Rernove from Favorites
Inbex 615 Y 2| SortSubfolders Ato Z
Inbox 20 I
Sent [tems

4w Move Down
Process Marked Headers

4 Sandy Portable
! Properties...

4 Inbox 1251
2. Type the folder name and press Enter.
4 Inbox 1251

Importanti

Class

Arrange Folders in any Order — New in 2013

For the first time, you can arrange folders in the order you choose rather than having them arranged
in alphabetical order. Simply drag folders to the desired location.

4 carolt@adventure-works.com

Market Data 55
Market Data

Fourth Coffee
Manager 5

Personal 17
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Move, Copy and Delete Messages

Now that you have learned how to Group, Sort and Search, you can use the results of these functions
to quickly move or copy messages into folders, or to delete obsolete messages.

Tip!

Select desired messages

1. Click the first message and shift + click the last.
Selects and highlights all messages from where you click to where you shift click.

2. Ctrl + click to select or deselect subsequent non-sequential messages.
Selects or deselects names that you ctrl + click.

Move messages (message no longer in original folder)

1. Select messages as outlined above.

2. Drag message(s) to desired folder.

Copy messages (message in both the original folder and the new folder)

1. Select messages as outlined above.

2. Right drag messages to desired folder and select Copy when menu appears.

Delete Messages

It is very important to delete messages that are no longer needed to prevent your mailbox from
becoming huge. Be sure to not only delete messages from your Inbox, but also check your Sent
Items, Deleted Items, and Email Folders you create.

To permanently delete items (bypassing the intermediate Deleted Items stage):
Hold the Shift key down while pressing the delete key or clicking the delete tool.

1. Select messages as outlined above.

2. Press Delete.
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Replying to a Message

Inline replies — New in 2013

Reply by typing your response right in the Reading Pane. This allows drafts to be saved automatically!
Notice the word [Draft] appears in your email list reminding you to complete the email. Not all
formatting options are available Inline. To access additional options, select Pop Out.

. Reply 2 Reply All () Forward Search Current Mailbox (Ctrl=E) pel

FrITEets 220 P Al Unread ByDate =  MNewest b ;
Sue Encherman <Suee@nwjustice.org> v ~ From ~ sandy@rylanderconsulti
RE: Invoice Attached 4 Last Week =1
To.. Sue Encherman <Suee@r
To  sandy@rylanderconsulting. com 'Draﬁ] Sue Encherman Q(_ Send
1 vou replied to this message on 7/19/2012 5:08 PM, RE: Inwoice Attached Fri7/19 ceo
I'll talk to you next week about it Sent from
Subject RE: Invaoice Attached
T'll talk to you next week about it
Mark Anderson =1
RE: Following Up to Confirm 822 and 8/29.., Fri7/19
Sent from my Verizon Wireless 4G LTE Smartphone Hi Sandy, This helps. Thanks for that link. |
Inline Options
ﬁﬁ COMPOSE TOOLS Inbox - Sandy Outlook - Oui
FILE HOME SEND / RECEIVE FOLDER VIEW DEVELOPER gSyncit MESSAGE
] C a o Y f X I High I rt =
0 . Calibri (Be=[11 = & A MEIRECK - M b Q} ! High Importance | &
Cop @ ¥ Low Importance “e=
Paste . B I U|™-A-|== =|z 3= Address Check | Attach Attach Signature Bec
= *~ Format Painter o - Book Names File Item~ =
Clipboard ~ Baslc%‘( [ Names Include Tags = |Show Fields
Pop Out Options
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW DEVELOPER gSyncit
Cu _— s == 3 N s[> Follow Up~
Calibri Bc~[11 ~|A A |i=-:i=~| & 3&: [IJJ _._/ I ?
Copy = . I High Importance
Paste | B I U |- A .|= = = |a= 5= Address Check | Attach Attach Signature oom
= * Format Painter - . ' | Book Names File Item~ o ¥ Low Importance
Clipboard 1 Basic Text 1 Names Include Tags G Zoom
Using the Ribbon
(o Q€3 mmeans

Reply Reply Forward E-EMore'

% All

Respond

Current Mailbox -

7 Pop Out ¥ Discard

= Reply to a Message

1. Select the email you wish to respond to and click the Reply tool on the Home tab.

2. The original sender’s name is automatically placed in the To box.

3. Type the desired message and press Send.

Tip! Replies DO NOT include any attachments sent to you.
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"  Reply To All
1. Select the email you wish to respond to and click the Reply to All tool on the Home tab.
2. All names that were originally in the To or the CC box will automatically be in the reply.
3. Type the desired message and press Send.
Note: Only use Reply To All when absolutely necessary!

Reply and Reply All Improved

Reply and Reply All will always reply to the latest message in the conversation. If you open an older
message in the conversation and hit Reply Outlook 2013 will display a warning that allows you to go
to the latest message in the conversation.

Forwarding a Message

®"  Forward a Message
1. Select the email you wish to respond to and click the Forward tool on the Home tab.

2. Select or type the desired recipients in the To box.

3. Type the desired message and press Send.

Tip! Forwards DO include any attachments sent to you.

Create/Use Group Contact (Distribution) Lists

Distribution lists come in two forms:

1. Lists created by your Systems Administrator that can be selected from the Global Address List
which contains internal names only.

2. Lists you create using names from any contact list, including the Global Address List, your
Contacts folder, any public Contacts folders, etc.

®  Create a Distribution List
1. Select your Contacts Folder.

2. Onthe Home tab, select Address Book.

Search People

E= Address Book

Y Filter Email -
Find
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3. Select File, New Entry.

‘x“)l“-‘

Edit Tools

New Entry... I} ch: (®) Name only () More columns

New Message Crl+N | Go

Address Book

|Cor|tacts - sandy@rylanderconsulting.com w

Advanced Find

Add to Contacts me Display Name E-mail Address

Aaron J. Wolff
Adele & Bvron Piro

Aaron J. Wolff (aaron@theduifirm.c... aaron@theduifirm.com

Delete Ctrl+D

Adele & Bvron Piro [adelepiro@ma... adeleniro@mac.com

Select New Contact Group. Click OK.

Select the entry type:

Mew Contact

Mew Contact Group

Contacts or From Address Book.

Untitled - Contact Group

CONTACT GROUP INSERT FORMAT TEXT REVIEW gsyn
) x . — e - ] o | 0 E
e B3 [ &% = Nk | e~ E2 | Cg
Save & Delete Forward | Members Motes Add Remove Update | Email M
Close Group Group ~ Members »| Member  Now
Actions Show ;%! From Outlook Contacts ommun
Name |Check Signers —€—— Eﬂ From Address Book
||]| Name = =+ Mew E-mail Contact
| |

Type a Distribution List Name in the Name box and select Add Members. Select From Outlook

Select members desired and click Members to add them to the list. Click OK, Save and Close.
Click the “x” to close the final screen. This distribution list can be found in your contacts folder.

Address Book

| Go

‘Cuntacts - sandy@rylanderconsulting.com vl

Search: @uame only O More columns

Advanced Find

|Name

Display Name

E-mail Address

& Aaron ), Wolff
& Adele & Byran Pira
& Aileen Lu

Alice Heimbeck
& Alice Truan
& Alice Truan
Alicia Phifer
& Alison Mdrvin
& Andrea Ballard

Aaron ), Wolff (aaron@theduifirm.c...
Adele & Byron Piro (adelepiro@ma...
Aileen Lu (aileenlu@hotmail.com)
Alain Orozco (alain_orozo

Alex Rylander (alexhvzr

Alice Heimbeck (alice.heimbe:

aaron@theduifirm.com
adelepiro@mac.com
aileenlu@hotmail.com

Alice Truan (atruar
Alice Truan (Business Fax)

.'. Ann & Perry Bongiani and Family Ann & Perry Bongiani and Family (p...
& Ann Marie Khalifa
<

Ann Marie Khalifa fannmarie@cmu....

annbongiani@comeast.net
perry.bongiani@pharma.novartis
annmarie@cmu.edu

>

]

Alain Orozeo (alain orozco@hotmail.com); Alex Rylander (alexhvzr] @gmail.com);
Alice Heimbeck (alice.heimbeck@ colliers.com]; Alicia Phifer (alicia phifer@hotmail.com);

Andy Stearns (andrew.stearns @ gmail.com

7.
head icon indicating that they are distribution lists.

g Check Signers
ok
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Create and Send a Message

Create a Message

When in Mail view, click the New Email tool on the Home tab.
Select the recipient(s).

Click in the Subject box and type the message subject.

Click in the Body area and type the message text.

Select Options or Attachment File if desired.

o vk wnNoE

Click Send.

®  Create a New Message

1. When in Mail view, click the New Email tool on the Home tab.
A new Untitled Message appears.

m Inbox - Sandy Portable - Outlook
FILE HOME SEND / RECEIVE FOLDER VIEW gSyncit
(=1 r'ﬁ?lgm)re x & r_\ . ’ _NWA Q)To Manager Q‘ -
=1 & | [ [ [ GRMeeting | ™ 7 || =i I
—»  MNew New [ [ Untitled - Message (HTML) ? M
Email Items -
New MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW gSyncit
% E%_ @_ P ;E‘I ..'& @J N > Follow Up ~
A I Y@ !
X ' High Impertance
X Paste B I U |3 A Address Check | Attach Attach Signature Zoom
4 Favorites . Eralt [ Az [Eme . ' Low Importance
Inbox 1251 | Clipboard = Basic Text Mames Include Tags |l Zoom -
Sentltems § H X :l; LU= Aa @' @ @ o
Inbox 615 - §
From = sandy@rylanderconsulting.com
Inbox 21 - 54 —:El
Sent Items - To.. | <4—
send [s
| Cc..
P
Sandy Portal Subject
4 Inbox 1251
gu 1 | 2 | 3 Led 5 | B | Toooi. s RS FEENERRE R A=
Important
Class
I Personal s R
4 NWA ¥ Ry
lene Rylander Consulting
Training and Progromming Specialists
Drafts [4] Outlook, Onenote, Word, Excel, Powerfoint, Publicher, Access
Sent Items www. rylanderconsulting. com
I Deleted ltems
©: 425.445.0064
Junk E-mail t: 4253925710
Outbox =

® Add a To Recipient using the To Button

You can add recipients by typing the email address in the To box as we will explore when we add

names to the CC (carbon copy) box.

1. Click the To button to display the Select Names dialog box.
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2. Click the Address Book drop-down arrow in the dialog box to display other address books.
The Global Address List contains internal email addresses where Contacts contains addresses you

have entered.

3. Start typing the recipient’s name to quickly find the name on the list.

Clc the Address Book

Search: @ Mame only O More columns

Address Book

| Go |Contacts -sandy@rylanderconsulting.com|v|

Advanced Find

| Mame

Display Mame

E-mail Address |

Aaron J. Wolff
& Adele & Byron Piro
& Aileen Lu
& Alain Orozeo
& Alex Rylander
& Alice Heimbeck
& Alice Truan
& Alice Truan
& Alicia Phifer
& Alison Mclrvin
& Andrea Ballard
& Andy Stearns

Aaron J. Wolff (aaro
Adele & Byron Piro (adel o@ma...

eduifirm.com

Aileen Lu (aileenlu@hotmail.com)

Alain Crozco (alain_orozco@hotma...

Alex Rylander (alexhvzrl@gmail.com)

Alice Heimbeck (alice.heimbeck@co...
Alice Truan [atruan@williamskastne...

Alice Truan (Business Fax)

Alicia Phifer (alicia_phifer@hotmail....
Alison Mclrvin (alison.mdrvin@gma...

Andrea Ballard (andrea@topnetwao...
Andy Stearns (andrew.stearns@gm...

a Ann & Perry Bongiani and Family Ann & Perry Bongiani and Family (a...

o@mac.com
aileenlu@hotmail.com
alain_orozco@hotmail.com
alexhvzrl @gmail.com
alice.heimbeck@colliers.com
atruan@williamskastner.com
Alice Truan@+1 [206) 628-6611

drop-down to display
other address books.

Double Click a name

alicia_phifer@hotmail.com <
alison.mcirvin@gmail.com
andrea@topnetwork.com
andrew.stearns@gmail.com
annbongiani@comecast.net v

|
|
Bees | |

o | [oma ]

4. Double click a name in the list to add it to the To box.

= Add Multiple Recipients using the To Button

Click the first name and shift + click the last.
Selects all names from where you click to where you shift click.

Ctrl + click to select or deselect subsequent names.
Selects or deselects names that you ctrl + click.

to select it and place it
in the To box.

Then click to To button in the Select Names box to add the names to the To box. Click OK.

Search: @ﬂameonly OMogecqumns
| | co

Address Book

|Contacts -sandy@rylanderconsulting.com v Advanced Find

| MName

Display Mame

E-mail Address

Aaron ). Wolff
Adele & Byron Piro
Aileen Lu

& Alain Orozco
Alex Rylander

& Alice Heimbeck
Alice Truan

& Alice Truan

& Alicia Phifer
& Alison Mclrvin
& Andrea Ballard
2 Andv Stearns
<

A

Click the To button
Alice Truan Atruan@willamskastner.com

Asagnrt-\is
Aileen Lu (a

Aaron ). Wolff (aaron@theduifirm.c..

Adele & Byron Piro (adelepiro@ma...
Aileen Lu [gileenlu@hotmail.com)

Alain Orozeo (alain_orozco@hotma..,

Alex Rylander (alexhvzr! @ gmail.com)

Alice Heimbeck (alice.heimbeck@co...
illiamskastne...

Alice Truan (atrua
Alice Truan (Business Fax]

Alicia Phifer (alicia_phifer@hotmail....
Alison Mclrvin (alison.mcirvin@gma...
Andrea Ballard [andrea@topnetwo...

Andv Stearns fandrew.stearns@am...

aaron@theduifirm.com
adelepiro@mac.com
aileenlu@hotmail.com
alain_orozco @hotmail.com
alexhwzr1 @gmail.com
alice.heimbeck@colliers.com
atruan@williamskastner.com
Alice Truan@ =1 (206) 628-6611
alicia_phifer@hotmail.com
alison.mcirvin@amail.com
andrea@topnetwork.com
andrew.stearns@amail.com

2 & Byron Piro (adelepiro@mac.comj;

der (alexhvzri

mail.com}:
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"  Type a CC (carbon copy) Recipient

1. Start typing an email address in the CC box.
As you type Outlook invokes the automatic completion of email names which displays names you
have sent email to in the past. Click on the X to delete a name from the list.

cc.. Izl 1
Subject Laura Smith x|
. Laura Smith
Sl e
Laura Smith
laura smith

Laura Dangel
Laura Lehman

Laurie Reffman -

=  Add Multiple BCC (blind carbon copy) Recipients using an Email Address Book

1. Click the BCC button (if it is not visible, click the To or the CC. Any of these tools will display the
Select Names dialog box).
BCC recipients will receive a copy of the email, but the To and CC recipients will not see BCC email
address.

Tip! To display the BCC option on the email message itself, select BCC from the Options tab.

FILE MESSAGE IMNSERT OPTIONS €—

j B Colors - 3%
—— Fu:unts* A=
Themes Bee

= D Effects -

Themes Show &Ids Permiss

2. Click the first name and shift + click the last.
Selects all names from where you click to where you shift click.

3. Ctrl + click to select or deselect subsequent names.
Selects or deselects names that you ctrl + click.

4. Then click to BCC button to add the names to the BCC box.
®  Send Message with High Importance

1. Click the High Importance tool on the Message tab if this is an urgent email.
The recipient will see the red exclamation point and understand that this is an urgent email.

FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW gSyncit

. . Ao e .
E é\@ L”J (U] Q |* Fallow Up

! High Importance

Paste Address Check | Attach Attach Signature
- Book Mames | File ltem~ - ¥ Low Iffiportance
Clipboard Easic Text Mames Include Tags P
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= Add the Subject and the Body

2. Type the Subject and the body of the message.
Subject Line Spell Check - New in 2013
Now you don’t have to worry about incorrect spelling in your subject line.

Contextual Spelling - New in 2013
Will check email messages like I'll see you their.

B I =E%-A-

I'll see you Ll'l%\'t-
Sm‘do’ R Ignore

Rylander Co

Training and Prog

Auto-Complete List improvements

It is easier to remove a name from the Auto-Complete List suggestions, and when you are using a
Microsoft Exchange Server account, your Auto-Complete List is available from any computer that you use
Outlook with your Exchange account.

To... Brucel
e, bruce @fabrikam.com X
Subject:

Attachment Reminders - New in 2013

Outlook can alert you when it appears you've forgotten to include an attachment referenced in the body
of your message.

Forgotten Subjects

When you click Send on a message that does not have a subject, a message appears to confirm that no
subject was intentional.

Microsoft Outlock

Do you want to send this message
! % without a subject?

[ Don't Send ][ Send Anyway
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Quick Parts

Quick Parts gives you the ability to store text and easily insert it into future email simply by selecting it
from a drop-down list. Quick Parts can not only save small portions of text, but pages of text and
graphics. You can create Table and Quick Part Building Blocks in just seconds. Saving these items enables
you to quickly insert your custom tables etc. into an email. The Building Blocks Organizer which can be
accessed by right clicking on any Quick Part displayed on Quick Part drop-down allows you to view, sort,
insert and delete Building Blocks as well as to edit their properties.

Create a Quick Part

1. Select the text you wish to save to a Quick Part.

2. Onthe Insert tab of a new email select Quick Parts, Save Selection to Quick Part Gallery.
Make sure you are in the body of the email or the dialog box will be disabled.

FILE MESSAGE INSERT OPTIOMS FORMAT TEXT REVIEW
@ ] - D o -] ’Z!;u T | & Hyperlink
ik = & 1l |® Bookmark
Attach Outlook Table | Pictures Online Shapes
File  Item v b Pictures ~ @47
Include Tables Illustrations Links
HX|®OC ar v ! 0 B | A [F-
From = sandy@rylanderconsulting.com
=1
To.
Send
Cc
Bec.,
Subject
E---|---1---|---Z---|---J---|---4---
If you have any questions, please call me at (425) 445-0064.

3. Give the Quick Part a name (i.e. Questions).
4. Select the AutoText Gallery.

5. Create a new Category called _My Snippets. Click OK.

- T ?
Modify Building Block :

Mame: Questions

Gallery: AutoText w
(LU MySnippets {4
Description:

Save in: MormalEmail.dotm W
Options: Insert content only ™

Insert a Quick Part

gSyncit
[E=] Text Box - & Drop Cap ~ T Equa
[E] Quick Parts» [ Date & Time | © Symt
E AutoText 3
l-—‘ﬂ Save Selection to Quick Part Gallery...
(SO =
5 | S 6. , 7

1. Click in the body of an email where you want the Quick Part inserted.
Select Insert, Quick Parts, AutoText, click on the desired Quick Part (i.e. Questions).
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Create a Quick Table
1. Select the table you wish to save to a Quick Table.

2. Onthe Insert tab of a new email select Quick Parts, Save Selection to Quick Part Gallery.
Make sure you are in the body of the email or the dialog box will be disabled.

MName: |Client

Gallery: |Tab|es

Categor: | NTEI - |

Description:

Save in: |NormaIEmaiI.dotm

DOptions: |Insert content only

3. Give the Quick Part a name (i.e. Client).
4. Select the Tables Gallery.

5. Create a new Category called _My Tables. Click OK.

Insert a Quick Table

1. Click in the body of an email where you want the Quick Table inserted.
Select Insert, Table, Quick Tables, click on the desired Quick Table (i.e. Client).

INSERT OPTIONS FORMAT TEXT REVIEW gSyncit
@ \ P %Hyperlink [E5] Text Box~ il Drop Cap T Equation -

1l |b Bookmark El Quick Parts - %Date&Time ﬂSymboI'
Table Plcturs Online Shaps _____ e
- Pictures =~ @+7 4 WordArt~ [T Object 7= Horizontal Line

Insert Table Links Text Symbols

IDOO000000dOE 8- G4 | A [z | d & -
B O |
O |
] O |
4 | O 0 |
I O O |
i
B

BB Insert Table...
T Draw Table S A B B T g
=g Conyvert Text to Table

Ef Excel Spreadshest

1 Quick Tables } | _My Tables

Client %

Names Adhlress [
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Organize and Delete Quick Parts

The Building Blocks Organizer which can be accessed by right clicking on any Quick Part displayed on

Quick Part drop-down allows you to view, sort, insert and delete Building Blocks as well as to edit
their properties.

1. Display the Building Blocks organizer by right clicking on any building block (i.e. Disclaimer) and
selecting Organize and Delete...
[Z] Quick Parts ~
2Nl AutoText * | _My Snippets
Questions
17 wou hearve arry Guestions. ok ase call me at (425) 445 063,
Insert at Current Document Position
Insert at Beginning of Document
Insert at End of Document
Edit Properties...
=1 Qrganizegd Delete...
2.

The Building Blocks Organizer is displayed. Here you can chose to Edit, Delete, Insert and/or sort
your Building Blocks which include all Quick Parts. You can edit any properties as shown below.

Building Blocks Organizer ?
Building blocks:

Click a building block to see its preview
Name Gallery Category Template B &~
If you have any questions, please
Questions AutoText _My Snippets  NormalEmai... | \‘(‘ t (425;,2450054 P
callmea 5
Client Tables _My Tables MNormalEmai... |
- . ?
Meodify Building Block :
Name: Questions
Gallery: AutoText v
Category: _My Snippets v
Description:
Save in: NormalEmail.dotm v
Options: Insert content only v
v
Questions
< >

Edit Properties.., Delete Insert

Close

3. Click Close when done.
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Include Screen shot or Screen Clipping

Sharing what you see on your screen is easy with the new Include screen shot command. Select all or any
part of your computer screen and include a snapshot of it in a message.

9{3 @ == 4 AZ Drop Cap

(53 Date & Time
Screenshot|| Hyperlink Bookmark Text Quick WordArt . . Eq
i Box~ Parts~ > B Object

| Awailable Windows

@st Screen Clipping

®=  Add a Screenshot to a message.
1. Click in the body of a message and select Insert Screenshot.

2. Select one of the screens from the Available windows.
The shot will be added at the insertion point.

®  Add a Screen Clipping to a message.

1. View the screen you want to clip in Excel.
Important! This must be the last thing you view before returning directly to your e-mail
message!

2. Click in the body of a message and select Insert, Screenshot, Screen Clipping.

3. The screen will immediately return to the last screen you viewed and turn light in color.
Crosshairs will appear. Carefully drag across the area you wish to clip.
The shot will be added at the insertion point.

Drag crosshairs across from here. Drag crosshairs to here.

Baskin Robbins

January _February  Warch April Way June Total

leaCream 'S 1000 5 2000 5 2000 S 4000 5 5000 5 6000 § 21,000
Cherries 00 1,900 2200 3900 4,900 5500  20.400
Cones 200 1,800 2800 3300 4300 5300  19.300
Nuts 00 1,700 2700 3700 4700 5700 19.200
Total S 340 5 740 5 11400 S 15400 5 19400 5 22400 § 80400
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Insert Online Picture - New in 2013

You can insert Online Pictures in the message body using Bing image search. To search images, select the
Insert, Online Picture button on the ribbon. You can search Office.com Clip Art, Bing or your SkyDrive

= Untitled - Message (HTML)
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW gSyncit
o ) T Smartart Hyperlink | [ Text Box - Drap Cap L Equation
223 m | EdEPD B - !
= = 1/l Chart |* Bookmark | [l Quick Parts~ 7 Date & Time | C2 Symbol~
Attach Outlook Business Calendar Signature | Table | Pictures Online Shapes N
File  Iem Card~ S S Pictures ~ @ Screenshot~ 4 WordAt~ [ Object 4= Horizontal Line
Include N - - "( Symbols -
B X
Insert Pictures
From + | s
=
Tou
Send 1 G Office.com Clip Art
ce.. Royalty-free photos and illustrations
1
Subject
A .
ST R SRR SBmg Image Search - =
Sandy Rylander’s SkyDrive Browse »
sandy_rylander@msn.com
Also insert from:
MailTips

Outlook 2013 includes MailTips, which help you avoid common, but potentially costly or embarrassing
mistakes. MailTips alerts can be triggered by actions including clicking Reply All to a large recipient list,
sending sensitive information to someone outside your organization, or sending a message to someone
who is out of office.

Add File Attachments

Attachments can be files, zipped folders, photos, etc.

Attach a Single File

1. Click the Attach File tool on the Message tab.
MESSAGE | INSERT  OPTIONS  FORMATTEXT  REVEW  gSyncit /
-5 C e e | — 1 [ ] " > -
o CalibriBac- |11 -| A A7 [ 2 -2+ | 20| [23 :.?‘@ MJ : QI P Follow Up Q
Past Copy I Address Check | Attach Attach Signat ! Highmportance |
aste aby L |=E==| &= ress EC ac ach Signature oM
- ¥ Format Painter I u|¥-4 M= = =* Book Mames File ltem - ! - ¥ Low Importance
Clipboard [P} Basic Text [P} Mames h Include Tags ral Zoom
i s ABCT L] il o} = } E A~ [Tha M oM
2. When the Insert File dialog box appears, select the desired folder and file.
3. Double click the file.
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1. Click the Attach File tool.
a. Click the first file and shift + click the last.
Selects all files from where you click to where you shift click.
b. Ctrl + click to select or deselect subsequent files.
Selects or deselects files that you ctrl + click.
@ * 1 .« _Outlock » _Outlook2010 v & Search _Outlook 2010 2
Organize « MNew folder =~ [ @
A [ Name °
” Fa;or;:es How to get reference to Public Folder Store using
= Sesd P Outlook 2010 - What is new.doex
;Dan yl p Outlook 2010 Search Training.docx
o R°w"t°al s Outlook 2010 Search.docx
= TECE"I :aces Outlook 2010 Training.docx
- lemp_a = 1| Outlook 2010 Training.pdf
- _gl"mlie;th Outlock is a great tool that has many time.docx
- Rﬂ_'e" &C: Outlook Tips 2007 and 2010.docx
- . 'c;°5°P ‘e P Outlook Tips 2007.docx
; Sz[}:ierograms an emplates Quegtion;.docx
%+ Dropbox
w £ >
File name: | "Outlook 2010 Search.docx” "Outlook v| |AII Files (*.*) V|
Tools = | Inzert |v | Cancel |
2. Click Insert.
Attachments are added to email as shown below.
=l
.il!l MESSAGE INSERT OPTIOMS FORMAT TEXT REVIEW gSyncit
iy Y L o o= = a [ 3
o Cut 1 A A =i 2 |§ éE :'}E@ [HJ
E@ Copy
Paste | I U |3 . A | = | i— 5= | Address Check | Attach A
= * Format Painter - — = 77 7| Book Names File H
Clipboard P Basic Text Mames |
HX | S| * 4 |a v ! 0 2] g5 0 | A8 F|
From - sandy@rylanderconsulting.com
Send
Subject |Training Manuals
Attached Outlook 2010 - What is new.doc: (2 ME]; B2 Outlook 2010 Search.dook (729 KE
3.  When the message is complete click Send.
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Send Outlook Item Attachments

This is a great way to share information with others, or to send information to your home computer.

=  Send Outlook Items (i.e. Appointments, Contacts, Tasks)
In this exercise we are sending only contacts, but the same steps work for appointments, tasks etc.

1. Select People view.

FILE HOME SEND / RECEIVE FOLDER VIEW gSyncit
[25] New Contact x ':‘I:I Email ¥ Move - ’é_J Forward Contact ~ ==| Categorize ~ || Search People
&% New Contact Group " F‘EI Meeting T E\& Mail Merge | *E Asa Business Card Follow Up - [EE Address Book
elete ange .
= T
&= New ltems ~ v More - Wizmo II!’J‘,Dnel‘ﬁlote £} Asan Outlook Contact bPII-—-:\tE
Mew Delete | Communicate | Current View Actions Share [ Tags Find
g =) m . _
] =) k4 X B m- € = -
4
search Contacts (Ctrl=E) 2
4 My Contacts
123 T
Contacts 2M Host 909 Coffee and Wine
Backup Contacts ab Company: 2M Host Company: %09 Coffee and Wine
«d Here is your login information for Business: 309 SW 152nd Street
Contacts [mailto:sandy_rylander@msn.com) Burien, WA 93166
e-g sandy_rylander@msn.com Business: (206) 243-7909
Connect to a social network . User name: [mailto:sandy_rylander@msn.com) Business Home Page: www.309coffeeandwine.com
hi sandy_rylander@msn.com .
) Password : TWA3zPaCjw Categories: P Restaurant
Ik You can access your administration area using the Angelos ltalian Restaurant, Yos Bisro <end=>
Im following page: h..
AAA B260-077014300
no 5th Avenue Theatre - Box Office, The Company: AAA #260-077014300
. Company: 5th Avenue Theatre - Box Of... Business: (800} 562-2582
" Business: The 5th Avenue Theatre - Box € Business Home Page: http://www.aaa.com
st 1308 Sth Avenue User Mame : SRylander
X Seattle, WA 58101 Password : 27T08Ccna <end>
v Business: (206) 625-1900
WK Categories: P Service

Mo 12-5:00
¥z Tu - 5un 12-7:30 <end>

e

Mail Calendar People Tasks -

2. Click the first name and shift + click the last.
Selects all names from where you click to where you shift click.

3. Ctrl + click to select or deselect subsequent names.
Selects or deselects names that you ctrl + click.

4. Select Forward Contact, As and Outlook Contact on the Home tab.

5. Complete the email by and click Send.
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Resize Attached Photos

Outlook Office 365

When attaching photos to an email, go to File, Info and view the options available to resize large attached

pictures.

Untitled - Message (HTML)

Untitled

Image Attachments

Some recipients may not receive this message because of image attachments. Resizing large images
may help the message get delivered. Resized images will be a maximum of 1024x768 pixels.

() Resize large images when | send this message.

Print

Automatic Signature Blocks

[®) Do not resize images. &«

Automatic Signature blocks are a great way to share your information with the people who receive your
messages. Signature blocks can be as simple as your name and phone number (for internal use), or they
can include your company name, address, phone and fax number, and any other information that you
would like the recipient to receive. You can have two default signature blocks: one for new messages and

one for replies.

Create an Automatic Signature Block

1. Make sure you are in an email message and select Signature, Signatures on the Message tab.
.ﬁI!’ MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW gSyncit /
. . 1 L] >
Cut W oK A |E-E| 33} :o?\. @ ] Z,‘ [ Follow
Copy . I High It
Paste I u | A | | = 5= | Address Check | Attach Attach Signature
- Format Painter - " 7| Book MNames File ltem~ - Low Irr
Clipboard 7} Basic Text Mames Includ: MNew
ABT al
H X | | | v ! b E| 2 | Az | & Reply
; Signatures...
From = sandy@rylanderconsulting.com
|
2. Select New.
E-mail Signature | Personal Stationery |
Select signature to edit Choose default signature
_ E-mail account: |sandy@rylanderconsultmg.cum El
Py Mew messages: |New El
Replies/forwards: |Rep\y El
Edit signature +
oy —E] = = | Ese |08
Sandy Rylander p
Rylander Consulting
Training and Progromming Specialists
Outlook, OneNote, Word, Excel, PowerPoint, Publisher, Access
www.rylanderconsulting.com
c: 425.445 0064
t: 425.392.9710
v
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3. Type a descriptive signature name like New or Reply and click OK.

Type a name for this signature:

|New

4. Type your signature as desired.

If you wish to use different fonts etc., highlight the desired text and use the Font buttons.

E-mail Signature | Personal Stationery

Select signature to edit Choose default signature

Hew E-mail account: |sandy@rylanderconsulting.com IZ|
Reply
MNew messages: |New < Izl
Replies/forwards: |Rep|y < Izl

| Delete || Hew || Save || Eename |

Edit signature

Training and Programming Specialisis
Outlook, OneNote, Word, Excel, PowerPoint, Publisher, Access

www.rylanderconsulting.com

24254450064
i 425.382.9710

[B] 7 u [—v]|=] = = |Esuinescord |3 &

ISandy Rylander S
. +—

Rylander Consulting

5. Click the Signature for new messages drop-down and select the signature you would like for new

messages.

6. Click the Signature for replies and forwards drop-down and select the signature you would like

for replies and forwards.

7. Click OK when done. Try creating a new email to see how the signature works.

®  Change Signature Block On-the-Fly

1. Right click the signature block in your message and select the desired signature block (only

available if using Word as your email editor).

Sandy Rylandesr
Rylander Consulting

Troining and Programming wahﬁrﬂ'
Outlook, Onellote, Word, EX .+ New 55

wvw rylanderoonsuiing. cor Reply b

2 425,445 00854
t. 4325.3832.5710

Signatures..,
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Message Sending Options

Before sending an email you can add a variety of options.

FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW DEVELOPER gayncit

o Y O 1 0
| n Colars @ i%(_ Request a Delivery Receipt E' Q ..’('-

Fonts ~
Themes — Page Bec Use Voting Request a Read Receipt Save Sent Dgla}r D|_rect
- 85T Color~ Buttons = Item To = Delivery Replies To
Themes Show Fields | Permission Tracking ] More Options F]

= Add Options to an Email
1. Create a new email.
2. Click Options tab on the ribbon.

3.  When the message options appear, select the options you want from the various options, and
click OK.

4. Complete the email and click Send.

Voting Buttons

Voting Buttons allow you to ask a question to a group of recipients and allow them to respond by
clicking on a button. For instance, if you want to know how many people would like to order 500
business cards or 1000 you would ask in the subject line of the email to select the number of business
cards desired. The recipients would then click the 500 or the 1000 button. After selecting the button,
they are asked if they wish to immediately send the response, or add comments by selecting edit
message before sending. Voting buttons do not appear on the sent message; they appear only when
the message is received. One great advantage to using voting buttons is the ability to track
everyone’s responses on one screen.

Request a Delivery Receipt Lisls
Use Voting Request a Read Receipt settings securty ; ] -
Buttons = Importance | Mormal v Change security settings for this message.
T Tracking = Sensitivity Mormal w Security Settings...
|:| Do not AutoArchive this item

Voting and Tracking options

- Use voting buttons | APProve;Reject
(VIE
== [] Request a delivery rec| ARPProve;Reject
Yes;Mo

|:| Request a read receip YES:NO'MEybE

Delivery options
A
D, |:|Ha\re replies sent to Select Mames..,
(=

|:| Do not deliver before | Mone

I:‘Expires after Mone

Save copy of sent message
Contacts...

Categories None |

Close

1. Select Options, Use Voting Buttons, Custom on the ribbon.
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2. Select the text you wish to appear on the buttons from the Voting Options drop-down list.
If the desired text is not shown, type text desired for each button. Separate button text with
semi-colons.

3. The recipient will see this message:

FILE MESSAGE | gSyncit

o —~ . —~ 7 &
% Ignore x AL E j (E ] E 2 L Meeting _NWA 3 To Manager
€« > EJ Team Email v Done
80“”"' Delete | QUSRS Reply R;mly [RervzzTes E-EMore' & Reply & Delete ¥ Create New M
Delete | L\\’ 500 ’—Respond Quiick Steps It
g & a8 Hd 1000 U IO

Thu 9/5/2013 8:49 PM

Sandy Rylander <sandy@rylanderconsulting.com=

How many business cards do you need? Please use voting buttons to reply.
To ‘'Sandy Rylander'; Sandra Rylander
ﬂ Vote by clicking Vote in the Respond group above, <—

4. Recipients will click on one of the options and this message will appear. They will select one of
the options and click OK.

You have chosen to respond: 500.

(®) 5end the response now <+

() Edit the response before sending

5. A message will then be sent back to you with their response. To view all the responses, click on
the response and click View voting responses

FILE MESSAGE gSyncit
s e o % 9
(% Ignore x E j (E A [ ) B2 Meeting Important 3 To Manag
- € > =l v Done

Team Email
& Junk - Delete | Reply R;T:y Forward g More - 2 Reply & Delete ¥ Create Ney
Delete Respond Quick Steps
akagdXxo? OB N S O~

Thu 9/5/2013 851 PM
Sandy Rylander <sandy@rylanderconsulting.com:>
500: How many business cards do you need? Please use voting buttons to reply.

To 'Sandy Rylander' \ | .
ﬂThe sender responded: 500. h View voting responses R?_

6. The following screen displays a count of all responses in the top grey bar and shows each
individual’s response.

[T _ .

ﬂ This message was sent on 9/5/2013 8:49 PM.
Reply Totals: 500 1; 10000 <—— Total of responses.

Recipient Response
i'sandy Rylander < Individual response.
Sandra Rylander [sandy@rylanderconsulting.com) 500: 9/5/2013 8:51 PM
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Delivery and Read Receipt

A delivery receipt will send you when a message it is delivered to a recipient’s mailbox where a read
receipt is generated only when a message is opened or deleted by the recipient. The delivery receipt
will say when a message is read, or if it has been deleted without being read. Be careful not to read
too much into this. Someone can read a message in the reading pane and delete the message and it
could send a message saying the message was deleted without being read. Conversely, a message
can be opened, but the recipient may not have actually read it. The receipt cannot tell you whether
the message has actually been read, only that it has been opened.

O . . ' - [ ]
|| L] Request a Delivery Receipt E‘ G)b_y %
Use Voting ] Request a Read Receipt Save Sent Dgla}r Direct
Buttons ~ ltern To = Delivery Replies To
Tracking Fa Mare Options Fa

Direct Replies to

Return messages are sent to other recipients in addition to yourself. Great to use if you are sending a
message and know that you wish to have others receive the reply at the same time you do. Perhaps
you are working together with others on a project, or perhaps you are going out-of-town and want
someone else to handle the reply.

Settings Security
Importance | Mormal Change security settings for this message.

Sensitivity Mormal W Security Settings...

|:| Do not AutoArchive this item
Voting and Tracking options

. |:| Use voting buttons
1 =

|:| Request a delivery receipt for this message

|:| Request a read receipt for this message

Delivery options

C")—., Ha\fe replies sent to Sandy Rylander <sandy@rylanderconsulting.com= Select Names...
= s

|:| Do not deliver before | Mone 12:00 AM

|:| Expires after Mone 12:00 AM

Save copy of sent message

Contacts...

Categories w Maone

Delay Delivery

Send an email now, but do not deliver before a specific date. Use this option if you are going out-of-
town and want to have time to compose and send the message now, but don’t want the message
received until a future date.
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Save a Message

Sometimes you may want to save the text part of an email.

1. Open the desired email.

2. Select File, Save As.

L @ v Libraries » Documents » v ¢ Search Documents

Organize « Mew folder

.
75 Recent places A Name

. Templates
| _BUSINESS

. _Office 2013
. __PERSONAL
. _Mccess
. _Client Other
. _Craigslist
. _Excel
. _Invoices
. _OneNote
. _Outlook

. _Invoices

. _Client Other

. Microsoft Office

. Sandys Pregrams and Ter
& SkyDrive
4# Dropbox

- Libraries
G Documents
Jz' Music wila

FINIET SMBRE When you return.msg

Save astype: | Outlook Message Format - Unicode (*.msg)

+ Hide Folders Tools - | Save

3.  When the Save As dialog box appears, select the desired folder, give the file a descriptive file
name and click Save. Notice that the file is saved as a .msg, .txt or .htm(l) file.

Tip! Saving a message as a .txt or .htm(l) file does NOT save the attachment. You can save attachments
embedded in a message by saving a message as an .msg file. The disadvantage with using this
technique is that you will not see the individual attachments when looking at a file list. You will
have to remember which files are in which messages and then open the message to view the file
attachments.

Email Etiquette

1. Do not use all CAPS in an email, it implies that you are shouting at the person.

2.  When sending an email to more than one person outside your office, consider placing all names
in the BCC area. BCC stands for Blind Carbon Copy, which means recipients cannot see each
other’s email addresses, nor do they know everyone to whom the message was sent.

3. If you are asking many questions, type each on its own numbered or bulleted line rather than
including them all in one paragraph. You have a much better chance of getting answers to all of

your questions this way.

4. Remember people cannot see your facial expressions or hear your inflection.
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Automatic Replies (Out of Office)

This option would appear on the File Info tab if this account was set up to work with Exchange. Here
are the screens you would see with an Exchange account. Notice that you can set the time for the

Automatic Replies to start and end! In addition, you can have 2 messages: Inside and Outside your
Organization.

Automatic Replies =
Automatic Replies (Out of Office) (7 Do not send autoenatic replies
J Use sutomatic replies to notify others that you are out of office, on §
wacation, or not svailsble to respond to e-mal miessages w 5='da..|h:mat\: replies
M;DDTW [ Only send during this time range:
ephied

Starttime: [Tue 10/16/2012  [+] s00rm <]
Endtime: |wed /172012 [=] 700Pm  [+]
asutomatically reply ence for eadh sender with the following messages:
«ﬁ"a Inside My Organization e, Outside My Organization {On)
Tahoma 2 [[]® roazizEE

I will be out of the office on Wedensday October 17, 2012. Please
send an email to info@technipages.coml if you need assistance.

®  Turn Out-of-Office Assistant On
1. In Calendar view, select File, Out of Office Assistant on the menu bar.

2.  When the dialog box appears, type your AutoReply message and click the | am currently Out of
the Office option button (when you are ready to leave). Click OK.

Version 07082019_0400
© Rylander Consulting



INEN  Office 365

Manage Mailbox Size

Mailbox size can quickly get out of control. The Mailbox cleanup option assists you with understanding
the size of your folders and will help you find large and/or old items that you may wish to delete.

®  View your Mailbox Size

1. Select File, Info, Cleanup Tools, Mailbox Cleanup

Inbox - Sandy Portable - Qutl

Account Information

E sandy@rylanderconsulting.com
=" pop/sme

& Add Account

F‘ Account and Social Network Settings
LT ] Change settings for this account or set up more connections.
Cannect to social networks.

Save Attachments

Print

Account
Settings ~

Office Account

= Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted ltems and archiving.

Options

. Cleanup
Exit Tools ~

,E“" Mailbox Cleanup... |
=% Manage mailbox size with ts
advanced tools. o help arganize your incoming e-mail messages, and receive
= Empty Deleted Items Folder re added, changed, or removed.
— Permanently delete all items
inthe Deleted Items folder.

Move old items to Archive
Folders in the folder list.

|E—| Archive... bled Add-ins
(=]

are affecting your Outlook experience.

2. Click View Mailbox Size. Click Close when done.

@ You can use this tool to manage the size of your mailbox.

You can find types of items to delete or move, empty the deleted Local Data

items folder, or you can have Outlook transfer items to an archive
file,

L Size [without subfalders): KB

= Ofind items older than  [90 |F= days Total size (including subfolders): 928354 KB
(®) Find items larger than E kilobytes

Folder Mame: Sandy Portable

Subfolder Size Total Size ™
Clicking AutoArchive will move old items to the .
E archive file on this computer. You can find Calendar 2945 KB 3564 KB
H’;ESE items under Archive Folders in the folder Calendar\Backup 619 KB 619 KB
Contacts 2406 KB 5583 KB
E the deleted it fold it
etetes those fteme, T oIt pemanenty Contacts\Backup Contacts 37T KE 3177 KB
Deleted Items 41852 KB 41852 KB
Deleted [tems'__Penny O KB O KB
Delete all alternate wersions of items in your Delete Deleted [tems\Gail 0KB OKB
mailboz,
Deleted Items'Julie 0 KB oKE ¥

View Conflicts Size...
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"  Find Old/Large Items

1. Select the Find items older than or the Find items larger than option button.
Fill in the days or size you with to find and click Find.

2. Delete any items you no longer need from the Advanced Find list.
Click the X in the top right corner when done.

Ly - Messages: Advanced - Advanced Find - = x
¢ File Edit ¥iew Tools
Look for: | Messages In: | Personal Folders Browse. ..
Messages | More Chaices | Adwanced Fird Mows
Search For the ward(s):
In: |subject figld only Mew Search
From...
Sent Ta,..
Wehere T am: the only person on the Ta line (
Time: | none anykine

Y% @ From  Subject Recei.. Si.. Categ... In Folder ¥ 5

=4 I San.. Tue 1. 2. Sent tems

ExgU] Emailing: BFM.dot Tue 1. 2. Deleted Items

E=Rl EFMA. diot Tue L. 2. Deleted Items

f=4 1 Mer.. WACS Luncheon Committee M., Mon .. 3. Inbox

[~ @ wan... Emailing: GET Mon.. 1.. Inbox

[~ @ San.. RE:Knowledge Anywhere Prop.. bMon .. 7. Senttems

=1 1 San.. KAProposal.dot Morn .. 1. Sent tems

3 i San (RT dat Mon 1 ent Them I

175 Items

Quick Steps

Quick Steps allows you to consolidate multiple steps into one. It is a great way to boost efficiency and is
located on the Home tab for Mail.

FILE HOME SEND f RECEIVE FOLDER VIEW gSyncit

(=1 %'Q”DVE o 5 - = . P Important Ir—:)'Tol‘\danager
Ijl :l'j x L_é rt_é)l L_éi 2 Meeting =] V-:Dune

7 CleanUp - Team Email
MNew  Mew Delete | Reply Reply Forward [5§ pore - - _
i ore £ I ' -
Email ltems~ | o Junk~ Al [ & Reply & Delete ¥ Create New
MNew Delete Respond Quick Steps % T

Multiple Exchange accounts

Outlook 2013 supports up to 3 Exchange accounts within an Outlook profile. The Ribbon in Outlook 2013
is specific to the account at which you are looking. If you click New Email in the ribbon while looking at the
Inbox of your second Exchange account, your new message will be sent from your second Exchange
account.
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The People folder is where you store information about people with whom you communicate that are not
already in the Global Address List (internal contacts). The notes area in the Contact form is great for
tracking important conversations. The Categories box allows you to group contacts (i.e. clients, vendors,

etc.).

People Card offers streamlined View and Abilities to Connect - New in 2013

The People Card collects and displays contact information in one place: phone, email address, street
address, company information, social media updates, even whether they’re available. Here you can
schedule a meeting or send an email. Notice the 3 different views: Contact, Notes and What’s New (social

media updates)

sandy rylander

* |

Aileen Lu

Jared McQuade

Carolyn Nicks

Qdoba

Alex Rylander

=, Nicholas Rylander

1S

Roger Rylander
Sandra Rylander

Julie Shelton

Sandra Rylander

CEO, Sandy
CONTACT | NOTES | WHAT'S NEW <——

Calendar

Schedule 3 meeting

Send Email
sandy@rylanderconsulting.com
Send Email
sandy_rylander®msn.com

Work
(425) 392-9710

Work Fax
(425) 392-9710

Mobile
(425) 445-0064

Edit  =es

View Source
Outloek (C

cts, Sandy Portable)

Link Contacts...

Company
Rylander Consuiting

Work Address
2708 222nd Avenue SE
Sammamish, WA 38075

Home Address
2708 222nd Avenue SE
Sammamish, WA 38073

Note: Card View is still available to select from the Ribbon if you prefer that look.
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FILE HOME SEND / RECEIVE FOLDER VIEW gayncit /
Taml "
o0 ,_|‘ 0 x - F fedy PY — ¥ S m
i = = [ ]
25 & &ty [E 2 %Y Py =) &8s - Ga bE
Mew MNew Contact Mew | Delete | Email Meeting Mare by Catego... Peaple Business ... Card —| | Move Mail OneNote
Contact  Group ltems ~ - I} *  Merge Ca
Mew Delete Communicate Current View Adtions
g —y (]
5 aa g k2 X B m- o€ = -
< Card
Search Contacts
4 My Contacts
123 T - T
Contacts 2M Host 909 Coffee and Wine
Backup Contacts ab Company: 2M Host Company: 309 Coffee and Wine
d Here is your login information for Business: 909 SW 152nd Street
Contacts [mailto:sandy_rylander@msn.com) Burien, WA 98166
ef sandy_rylander@msn.com Business: (206) 243-7909
Connect to a social network User name: (mailto:sandy_rylander@msn.com) Business Home Page: www.909coffeeandwine.com
gh sandy_rylander@msn.cam .
- Password : TVAIzPaCjw Categories: P Restaurant
] You can access your administration area using the Angelos Italian Restaurant, Yos Bisro <end>
Kl following page: h..
h AAA #260-077014300
mn 5th Avenue Theatre - Box Office, The Company: AAL#260-077014300
0 Company: 5th Avenue Theatre - Box Of... Business: (800) 562-2582
P Business: The 5th Avenue Theatre - Box ( Business Home Page: http://www.aaa.com
q 1308 5th Avenue User Name : SRylander
Seattle, WA 58101 Password : 2708Ccna <end>
r Business: (206) 625-1900
5 Categories: P Service
Mo 12-5:00
t Tu - 5un 12-7:30 <end>
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Create a Contact
®  Create a Contact
1. Select the People folder.
2. When in Contact view, click the Home, New Contact tool.

3. Type the person’s full name in the Full Name box and press tab.
Full name can include title (Mr./Mrs./Ms.), name (First/Middle/Last) and suffix (Jr./Ill).

FILE HOME SEND / RECEIVE FOLDER VIEW gSyncit
e® =1 x (] F‘ fmb, ® = = ; - @ﬂ .
L] i =
E as® ST I 2= Has Y vy Q‘I 3§| . l;. (o] g%
Mew Mew Contact Mew | Delete | Email Meeting More by Catego.. People Business C... Card -/ | Mave Mail OneNote | Forwa
Contact Group ltems ~ = = Merge Contac
MNew | Delete | Communicate | Current View | Actions |
B A4 s Untitled - Contact ?T EH —=.0.%
CONTACT INSERT FORMAT TEXT REVIEW gSyncit
. = . 1 - (1 ize~
@ x 2. Save & New = Details ’:||:.| El E? .-_E'! é:@ Eﬁ‘ §in Categorize
[23 Forward - 8 Certificates - - - : |* Follow Up -
Save & Delete General Emnail Meeting More | Address Check | Business Picture Zoom
Tw=a %Dnel\lote [ Al Fields - Book Marmes Card - Private
Actions Show Communicate MNames Options Tags Zoom ~
Full Name... <+t
Company
Job title
File as -
Internet
EE E-mail... -
Display as L

Web page address

IM address

FPhone numbers

Business... -
Home... -
Business Fax... -
Maobile... -

4. Click the Full Name button. Click OK if everything looks correct.
This displays how Outlook automatically separates names into first name, last name etc.

5. Type Job Title and press tab.
6. Type Company name and press tab.

7. TheFile As is already selected so press tab twice.
File As determines where this entry will appear in an alphabetical list of contact names.

8. Type each Phone number desired. Press tab to go forward box to box and shift + tab to go back

box to box.
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Tip! When typing phone numbers, you do not need to type the parentheses or the dash, Outlook will do
that for you. Also, if the phone number has the same area code as your default area code, Outlook
will automatically enter that as well. Outlook asks you to type your default area code when you
add your first contact. If your default area code is incorrect, use the following instructions to
change it.

To change the default area code, if it is not correct:
1. Select Start on the Task bar.
2. Select Control Panel.

3. Double click Phone and Modem Options, then select Edit.

Dialing Rules | Modems | Advanced

’/1"' The list below displays the locations you have specified. Select the
location from which you are dialing.

Locations:

Location
(O] My Location

4. Type the correct Area Code in the Area Code box.

5. Click OK twice.
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To type or view phone numbers other than the four displayed, click the drop-down arrow to the
right of the phone number. Notice there are 19 phone number fields for your use. Also notice
that phone numbers that have been entered have a checkmark by them.

Assistant
+  Business L\\r A checkmark shows a phone number
Business 2 has been entered for that field.
Business Fax
Callback
Phone numbers Car
Business... Company
Homen. Home
Home 2

Business Fax...
Home Fax

Mabile... 15DM
Mobile
Other
Other Fax
Pager
Prirnary
Radic
Telex

TTY/TDD

9. Enter up to 3 addresses. First selecting the address you wish to enter from the address drop-
down list, and then typing the address. If you enter more than one address, be sure to check
which address you wish to be the mailing address.

Business... -
Select the mail address to be used as

—> This is the maili Business .
address HEne the mailing address.

Home

Other

Tip! When there is a P.O. Box, consider using the Business or Home address, whichever is
appropriate, for the mailing address (i.e. P.O. Box) and the Other address for the street
address.

10. Enter up to 3 email addresses. First select which email address you wish to enter from the drop-
down list (Email, Email 2, or Email 3), then type the email address.

EE E-mail... T
E-mail
E-rmail 2
E-mail 3
Tip! Try to be consistent with how you enter email addresses. If you only have one email,

enter it in the email address. If you have more than one, enter the business email in Email
and home email in Email 2 etc.
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11. Enter Web page address if desired. This address will turn blue and link to the internet if it is
clicked and you are connected to the internet.

12. Type notes in the large notes area if desired.

Tip!

This is a great place to keep notes on important conversations. Type the date and your

initials (if this contact is shared) and type in the message. Put messages in reverse
chronological order as shown below.

BRSO - Steve Abramavage - Contact Y = /0%
CONTACT INSERT FORMAT TEXT REVIEW gSyncit
e J Save&'.New - & Details il I o]
= X i o [gg e W | BE %G | e m
L_|Forwar n Certificates L i i i
Save& Delete m General Email Meeting More | Address Check | Business Picture | Categorize Follow Private | Zoom
Close OneNote [E] Al Fields - Book Mames Card - - Up~
Actions Show Communicate Mames Options Tags Zoom S
Full Mame... |SteveAbramavage | Steve Abramavage
Terminators
Company |Term|nators | Pest Control
Job title | Pest Contral | ) R
File as |Abramavage, Steve |
Internet
EE! E-mail... - | |
Noti
Display as | | ore
[N BN SERCRC | 2 1 v 3 1 4 [
Web page address | | E =
M address | | leannine refer
Craig did pest control
Phone numbers
Business... | - | |1425)823-8351 |
Notes area.
Home... | - | |
Business Fax... | - | |
~
13. Click Details to add additional information like birthday, etc.
BEEHSO0** ¥ = Steve Abramavage - Contact ? @3 B
CONTACT INSERT FORMAT TEXT EVIEW gSyncit
W-)J B Save & New ~ ) Details = F L | a2 2% | ®1 H [ [] >
x : v - L=
&5 Forward - 8 Cerificates | 2=) E' L L’ v | sy s
Save& Delete General Email Meeting More @ Address Check | Business Picture = Categorize Follow Private | Zoom
Close T, OneNote 5] Al Fields - Book Names —Card - - Up-
Actions Show Communicate Mames QOptions Tags Zoom ~
Department Manager's name | |
Office | Assistant's name | |
Profession |
Hickname | Spouse/Partner l:l
Internet Free-Busy
Address |

14. Click Save and Close.
The new Contact has been created.
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Find a Contact

There are two ways in Address Cards View to find a contact using the File As field (usually the person’s
last name): 1) use the Alphabetical Index on the left side of the screen or 2) click the name of a contact
and start typing the last name of the person you would like to find.

To find contacts by any information in their contact record you must use the Find tool.

"  Find a Contact in Address Card View Using the Alphabetical Index
1. Click the R on the alphabet on the left side of the screen

You may have to use the horizontal scroll bar at the bottom of the screen to move right if the
name does not appear.

03] Contacts - Sandy Portable - Outlook ?T H <08 %
HOME SEND / RECEIVE FOLDER VIEW gSyncit

Fa&g E x B8 - € = -
122 New Contact ¢ Search Contacts (Ctrl=E] pel
123 -
Raab, Theresa B. <_ Rabanco Companies
4 My Contacts ab Full Mame: Theresa B. Raab Full Name: Rabanco Companies
Contacts o Home: (425) 3921674 Company: Rabanco Companies
Mobile: [425) 442-7151 Business: (425) 392-6651
Backup Contacts ef E-mail: thrrm@aol.com Categories: P Service
Contacts g Categories: Mew Year's/Fishing Party, Ho...
Invite to YWCA luncheon! <end=> Rabanco Companies
Connect to a social network h Full Mame: Rabanco Companies
ij Rabanco Companies Company: Rabanco Companies
Full Mame: Rabanco Companies Business: (425) 392-6651
k Company: Rabanco Companies Categories: P Service
| Business: (425) 392-6651
Categories: P Service Rabanco Companies
m Full Name: Rabanco Companies
n Rabanco Companies Company: Rabanco Companies
Full Mame: Rabanco Companies Business: (425) 392-6651
op Company: Rabanco Companies Categories: P Service
q Business: (425) 392-6651
 Categories: P Service Rabanco Companies
. Full Name: Rabanco Companies
% Rabanco Companies Company: Rabanco Companies
Full Mame: Rabanco Companies Business: [425) 392-6651
t Company: Rabanco Companies Categories: P Service
uv Business: (425) 392-6651
Categories: P Service Rabanco Companies
w Full Name: Rabanco Companies
X Rabanco Companies Company: Rabanco Companies
X Full Hame: Rabanco Companies Business: (425) 392-6651
¥ Company: Rabanco Companies Categories: P Semvice
z Business: (425) 392-6651
Categories: P Semvice
E8 ;
Mail Calendar People Tasks --
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®"  Find a Contact by Clicking on a name and Typing the Last name

1. Click a name and then start typing the last name of the person you wish to find.
Outlook goes to that name.

Search Cont
123 - ;
Ryt ey, Thiex Rylander, Nicholas Click a name and type the last name of the
ab Full Name: Alex Rylander Full Name: Micholas Rylander . N N .
o Home: Perham Hall - Room 604 Business: 2708 222nd Avenue S5E deSIrEd person (If that Is the Flle AS) For
1624 ME Colorado Street Sammamish, WA 38075 example, start typing RyI and you will see
ef Pullman, WA 99163 Mabile: {425) 457-3240 N .
. Othen Perham Hall - Room 604 £-mail nickrylander@gmail,com Outlook go to names starting with Ryl.
g PO Box 1700 .
§ PUllman, WA 99163 Eateg:n;;ﬁn Holiday Cards, P Family Sandy
ile: ng 55:
Mobile: (425) 623-3515 Eng 57: 9654831
. E-mail: alexhuzr @gmail.com 800 914 8931 HS code 480-500 Cody and Angelina
mn Categories: Holiday Cards, P Family Sandy (2) yes 466-1929 Devin Cunningham and Jessica (2)
Call re Alex's Diversion # 070009364 BP 126/64 arm yes 766-1312 Pat Kelly  208-2878 Mike Peet
°p | 133/491eg WSU student Id 11255037 Alex's locker 681-5254 Lauren Sullivan -no  894-6197 Layne
lock 8-30-16 <end> Miyazaki - no..
q
r Rylander, Eric & Suzanne Rylander, Nick & Robin
Full Name: Eric & Suzanne Rylander Full Name: Nick & Robin Rylander
: Business: 1203 Windsor Drive Home: 3722 East 103rd Street
t Wilmington, NC 28403 Tulsa, OK 74137
Business: (404) 676-7210 Home: (918) 296-3560
uv Home: [404) 874-6275 E-mail: landerfield@cox.net
w Mobile: 910) 232-2302 E-mail 2: nrylander@eastcoastenterta...
Categories: P Family Roger, Holiday Cards Categaries: P Family Roger, Holiday Cards
‘ Eric Rylander (404} 815-4653 Landerfield
v 3722 East 103rd Street Tulsa, OK 74137 Feb 13 Bday
° <ends

"  Find a Contact using the Search Tool

1. Start typing “Rylander” name in the search box.

rla| — x
123
Ballard, Andrea Basuel, Jean
ab Full Mame: Andrea Ballard Full Mame: Jean Basuel
cd Job Title: Owner Company: Larig Associates, LL.C
Company: Expecting Change LLC Business: Market Place Tower
ef Maobile: [206) 794-3958 2025 First Avenue, #420
gh E-mail: andrea@topnetwork.com . seattle, WA 98121-2176
Business Home Page: http://'www.google.com/pro... Business: (206) 727-2395
i Home: [425) 357-6367
Kl From: Andrea Ballard <andrea@topnetwaork.coms Business Fax: f[206) 728-5847
h Sent: Monday, March 15, 2012 9:55 AM Categories: Holiday Cards, YWCA Lunche...
mn To: "Sandy Rylander' ) ) Between Virginia and Lenora
SlUbJECtI RE: Join my network on LinkedIn Hi Sandy, 1/24/02 8:22:21 AM - Sandy Rylander: called re
op It's so good to hear from you! | was happy to refer programming and Office XP training. Parking
ar you to WKG and hope you ... entrance on Lenora <ends>
5
t

2. Notice that only contacts with Rylander are displayed and the search characters are displayed in
yellow.
You can search on any information in the Client’s record, including the Notes field.

3. Click the “X” at the right of the search box to view all Contacts.

4. Double click the contact’s name to open the contact item and view additional contact
information. Click Save and Close when done.
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Edit Contacts

Add or change contact information by double clicking the Contact to open the Contact card. .
Click Save and Close when done.

Categories

Categories are a great way to group Contacts. You can assign as many Categories as you wish to a
Contact. For instance you can assign a Contact to the Client and Holiday Card categories, or the Vendor
Category. Outlook provides a master category list with several categories already created. You can
choose to use these categories or delete them and create your own. You can view your Contacts by
Category to quickly look at Contacts that belong to a certain group.

= Display Category View
1. Click By Category to display Contacts grouped by Category.

FILE HOME SEMD / RECEIVE FOLDER VIEW gSyncit

o = X aE e o = =
e oy Es Hag Y Py = 8=
Mew Mew Contact Mew | Delete | Email Meeting More by Catego... People Business C... Card

Contact Group lterms = @ l}
Mew Delete Communicate Current View
i X @ o€ " -
<
4 My Contacts
)@ |FULL NAME E-MAIL JOBTITLE COMPA
Contacts Click here to add a new ...
Backup Contacts

[ Categories: (none): 43 item(s)
Contacts

[ |:| Categoaries: B Client: 77 item(s) <+
Connect to a secial network b [ categories: B L Client: 63 item(s)

3 |:| Categories: B Services: 16 item(s)

I |:| Categories: B Subcontractor: 6 item(s)

[ |:| Categories: Dreamweaver: 1 item(s)

3 |:| Categories: Holiday Cards: 180 item(s)

3 |:| Categories: Holiday Cards - E-mail: 1 item(s)
N Categories: New Year's/Fishing Party: 77 item(s)
l Categories: P Activity Tennis: 1 item(s)

l Categories: P Activity Walk: 11 item(s)

|:| Categories: P Babysitter: 2 item(s)

. Categories: P Doctor: 13 item(s)

l Categories: P Family Roger: 7 item(s)

l Categories: P Family Sandy: 21 item(s)

[ Categories: P Friend: 112 item(s)
2. Click the arrow to expand or collapse the group.

[}L\\?. Categories: Holiday Cards [82 items)
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®=  Add Categories to a Contact

1. Double click a Contact to open the record.

HSc s Mk uick - Cortact | IHHII"' @ ? ,’///
.ﬁi!’ CONTACT INSERT FORMAT TEXT REVIEW g5yncit
X Lo [ S0 @ |E2 %[ &3 OV > & [

25 Forward 2 Certificates
Save & Delete Gel

m neral ) Email Meeting More | Address Check | Business Picture | Categorize Follow Private | Zoom
Close -1, Onelote [E &l Fields = Book MNames Card - - Up -
Actions Show Communicate Mames Options B&arml Categories om A
B " Personal To-Do -
; “Call
Full Name.., |M3fk Buick | Mark =
Respon . **Work To-Do
Company | Responza | Directol .
B Client
Job title Director of Sales (206) 78| .
I I {a25) 04 B ELClient
File as Buick, Mark - 655 Sou :
et Seatile, I B Services
http:/M [ B Subcontractor
= E-mail.. |. | | B Holiday Card
. Motes
Display as | | Il Holiday Card - Business
CRCCN BN SRR B [
‘Web page address |httg:£m.resgonza.mm | E B mportant .
M address | | I Mew Year's/Fishing Party
Phone numbers Il P Activity Tennis
Business.. | - | |1208762:5100,117 | W P Activity Walk
B P Friend
Home... | - | |
B P Renter Seaside
Business Fax... | - | | " X
—P s All Categories...

2. Click Categorize in the Contact tab to display the Categories list.
Your list may appear differently.

3. Click All Categories at the bottom of the Categorize list to check as many Categories as desired
for a contact and click OK.

To assign Color Categories to the currently selected items, use the checkboxes next to
each category, To edit a category, select the category name and use the commands to the
right.

Mame Shorteut key

Rename
O& -

[ =wark Ta-Do Delete
[T B Client

[J[] B L Client

[ B Services
[J[] B Subcontractor
[ Green Category (None) h
[_] M Holiday Card

[_] M Holiday Card - Business
] Important

[ Mew Year's/Fishing Party

e e -

Color:

Shorteut Key:

Tip! If the categories you need are not displayed, create your own, and/or delete existing ones.
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= Add/Delete Categories from the Color Categories List
It is very easy to add or delete categories from the Color Categories List. Adding or deleting items
from this list DOES NOT add or delete them from your Contacts. This list is simply makes the
Categories available to be chosen for Contacts when you add or edit them.

1. Open a Contact and click Categorize and select All Categories.

2. Click New and Type B-Accounting Client in the Name box.
Categories are always sorted alphabetically, so if you want all your business contacts together,
you may wish to add a “B” to the front of each business contact category.

3. Select a color and Shortcut Key (optional).

Color Categories

To assign Color Categories to the currently selected items, use the checkboxes next to
each category. To edit a category, select the category name and use the commands to the
right.

Name Shortcut key 2 New... €

[T ** Persanal To-Da
(1 *call
O *wor Add New Category N o

(X B cier Mame: | B Accounting Client <+ Color:
O eLai

l:”:l B Servi Calon Shortcut Key: | (Mone) w
D |:| B Sub Shortcut Key:

o ot | [mona
]l Holidaycora

1M Holiday Card - Business
[ Impartant
[ Mew Year's/Fishing Party

COE ma o 0

Rename

OK Cancel

4. Click OK.
Adds the Category to the list. Adding the Category to the Master Category List does not apply this
Category to the current Contact. To do that, you must check the appropriate boxes on the
Category list.

5. Continue to add as many Categories as you want.
6. Delete a Category by selecting the category to be deleted and click Delete.

7. Click OK when done.
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Contact Views

There are a variety of ways to display contacts. Click all Current View buttons to see what is available.

Learn to customize a view in the following section.

= Display Different Contact Views

1. Try selecting some different views.

FILE HOME SEND / RECEIVE FOLDER VIEW gSyncit

2 EBIXEBER o :
5] & & Ba a3 @V <« oh =) 8=
Mew Mew Contact Mew | Delete | Email Meeting More by Catego.. People Business C... Card

Contact  Group ltems - A

Mew Delete Communicate %

Ha g k4 X @ fi~ 1 Phone List
€ 1 Manage Views...
4 My Contacts 1 Save Current View As a New View..,

[)@ |FULL NAME
Contacts Click here to add a new ...

2. Click the List option button.

Displays all Contacts in table view, sorted A to Z by the Full Nam
FILE HOME SEMD / RECEIVE FOLDER VIEW gSyncit
Y. [=1 F‘a
New MNew Contact Mew | Delete | Email Meeting More Phone
Contact  Group  ltems~ <
New Delete Communicate
= o} € =
£
4 My Contacts
O @ | FULL NAME <4— |JOBTITLE
Contacts Click here to add a new ...

Rl T S Adele & Byron Piro

Contacts Aidan Wilson

Connect to a social network .
Alain Orozco

[ (2 (T (] [

Alex Rylander
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Aileen Lu 5r. Financial ...

Alex Dutra Broker - Ma...

e or File As field.

| -

Current View

COMPANY

UW Medicine MNo...

Merrill Lynch

E
v
L
C
L

Apply Current View to Other Contact Folders...

Contacts - Sandy Portable -

Mowve

The up arrow indicates that
this view is sorted by File As
ascending (A to Z). To sort
by another field, click that
field’s heading.

To change the sort order
from Ascending to
Descending, simply click the
heading a second time.

Fyranuct, rica
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Customizing Views

There may be times where you wish to add fields to a view, remove fields from a view or move or copy
fields.

= Add Fields (for viewing or sorting) using Field Chooser.

1. Select any Table View (i.e. List View)

Search Contacts [Ctrl=E)

[ )@ | FULL NAME JOBTITLE COMPANY FILE AS E-MAIL COUNTRY/REGION DEPARTMENT
Click here to add a new ...

3 Adele & Byron Piro Piro, Adele & Byron adelepiro@mac.com

[E5]  Aidan Wilson Wilson, Aidan

3 Aileen Lu Sr. Financial ... UW Medicine Mo... Lu, Aileen aileenlu@hotmail.com

2. Right click any column heading (i.e. Company) and select Field Chooser.

[ |@ |FULLNAME <—— LINRTMF | Frmapaty ) ) ) All Contact fields
- . | Right click column heading. - r
Click here to add a new &3 Arrange By 4 All Contact field L}
) All Appointment fields
[l Adele & Byron Piro Tl ReverseSort Select Field Chooser. All Task fields
i i . All Journal fields
= e EEER Seen Select All Contact fields All Note fields
EEl AileenLu . % . All Contact Group fields v
B2 Alain Orozco Remaove This Coluftin =
[B5]  Alex Dutra = Group By This Field Assistant’s Phane
- Billing Information
[E5]  Alex Rylander |j Group by Box .
[E5]  Alice Heimbeek Eirthda
B3 Alice Truan 7 View Seftings... Business Address
Business Address City
Business Address Country/Re|
3. Drag a field to the heading area. Drop it when the two red arrows appear. Business Address PO Box
Business Address Postal Code| «,
E Delet
59 Contacts . s HelEte
0@ Full Name E-mail File &5 Business Pho
Click here to add a new Contact e
8 Kristi [12) [12), Kristi 4252513414
89 Danielle s J, Danielle | Field Choaser <4— Click when done to close.
85 Sabrina 2 2, Sabrina E-mail figlds |z|
=] Sth Avenue Thea... Sth fvenue T| -m: g
85 Cheyne & A Cheyne E-ma!\3—
=] ALMRIE0-0770L.,, AL #260-07 allcl
Email Address Type
8= Ms. Joy & Derek Abbott and Family Abbott and A
- E-rnail Display As
e Stewe Abramawage Terminators Abramavage,
Emailz Address Tvpe
85  Hesham Abu-El-&ta Symantec Corpor.,, Abu-El-Ata, H —
- - E-mail2 Display As
5] Lvnn Abulhosn Unico Properties.. &bulhosh, L -
Email3 Address Tvpe
(=] Accelnet.net Arcelnet.net —
- . - E-mail3 Display As
G Admin Micrasoft Admin
IM Address
=] Adobe Adobe
=] Adventure Bowdi., &dventure B )
e Alaska Airlines Alaska Airlin
G5 Dana and Alan &ldred Click2leam Aldred, Dang New... Delete

4. If the field you need is not displayed, click the down arrow to the right of the Frequently used
combo box to display other groups of fields.

5. Add several fields if desired.

6. Close the field chooser by clicking on the X in the upper right-hand corner.
Fields will remain on this view until removed.
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"  Add Fields (for viewing or sorting) using Add Columns on the View tab.
1. Select Add Columns on the View tab.
FILE HOME SEND / RECEIVE FOLDER VIEW gSyncit
o3 . M . B 1| Reverse Sort . . E =1
(] Ll
(9 _u_ i _ Categories LCompany 00 Add Colarnms E. IE IEE DD rr"n
Change View Reset | Message @I__ocation F Folder Reading To-Do People Reminders Open in New Close
View - Settings View | Preview - Exffnd/Collapse Pane~ Pane~ Bar- Pane - Window  Window  All ltem:
Current View Arrangement Layout People Pane Window
TR RSB EE|IXE S| € >89 -
£
4 My Contacts X § .
[} |@ |FULL MAME -~ JOB TITLE Maximum number of lines in compact mode:
Contacts - Sandy Portable Click here to add a new ... Select available columns from:
Ced X EiEEs E=| Frequently-used fields |Z||
- sandy_rylander@...
SR HAEL Available columns: Show these columns in this order.
Contacts y_ry @ E3
= Assistant's Phone ~ |
) Add -> con ~
TG E SO Wi 3 Business Address Attachment
Business Home Page Flag Status
E Business Phone 2 E=IHEETE Full Name
Callback Job Title
Car Phone Company
&3 Company Main Phone pewcolimn E-mail
&4 Contacts File As
3 First Mame Country/Region
Flag Completed Date Department
S
Follow Up Flag Business Phone
= Home Address Business Fax
3 Home Fax Home Phone
Home Phone 2 v Maobile Phone v
S
3 Properties Delete Move Up Move Down
B
&= OK | | Cancel
=l
View Tab
The View tab now makes it easy to customize views.
FILE HOME SEND / RECEIVE FOLDER VIEW gSyncit
[}
G F O B [Foum Soomp | [Liommsm w:lli= =l
=] Add Columns = | =
Change View Reset | Message @I__ocation — Folder Reading To-Dao People Reminders Openin New Close
View ~ Settings View | Preview~ Expand/Collapse Pane~ Pane~ Bar~ Pane ~ Window  Window  All ltems

Current View Arrangement Layout People Pane
Remove Fields from View

Removing a field from view does NOT delete the field. It can be added at any time.
1. Dragging field down off the heading bar until an X is displayed, or right click on the

select Remove This Column.

r

FULL MAME
Click here to add a new ...

[JoB TITLE | company | E-MAILFILE AS

DSC Power832 Al DSC Pow
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= Sort Fields

1. Sort any of the displayed columns simply by clicking on the column heading.
Click to sort ascending and again to sort descending.

FULL MAME <+ JOE TITLE COMPAMNY E-MAIL | FILE AS
Click here to add a new ...

I,} DSC Power332 Al... DSC Power332 Alarm System

o W TR ST [ Y T PR T Y

"  Size Fields (Wider or Narrower)

1. Change the Width of a column by pointing to the right border
(your mouse should look like this ©) and dragging the line to the desired width; or

2. Double clicking to best fit a column.

E-MAIL | FILE AS + —
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Print Contacts

Contacts will print exactly as they appear on the screen.
" [fafieldisn’t displayed it won’t print.
®  |f a contact isn’t displayed, it won’t print.

" If you are in address cards view, contacts will pint in Address Card style.

"  |If Contacts are in a table view, they will print in table view. If their field width is too great for
the paper size, it will print on a second sheet.

=  |f you want to print just a certain selection or contacts, select the contacts first and then
print.

®  Print All Contacts for One Location in by Location View
1. Select the desired rows: click on the top row and shift click on the bottom row.
2. Click the Print tool, select Table Style and select Print Options.

©
Print

Contacts - Sandy Portable - Outlook

AT Specify how you want the
% item to be printed and Printer
Save As then click Print. Name: EPSON Remaote Print{WF-3540) v| | Properties
Print Status:
Type: EPSON Remaote Print
Where: [ Print to file
Printer : Comment:
/ EPSON Remote Print(WF-35... GMmE= &=

A -

Page Setup... Mumber of pages:  All v

& Ready

Table Style

Memo Style

Table Style Page range

Office Account Number of copies: |1

[] Collate copies

[i&: Print Options
Define Styles..

Options

Settings

Exit

[OF

Memo Style (O Pages:

Type page numbers and/or page ranges separated by
commas counting from the start of the item. For
example, type 1, 3 or 5-12.

Print range

() All rows

c%omy selected rows 4_

revew | | cance

= [ep—
1 prep==s=n

= T TEme

3. Select Only selected rows and click Print.
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Calendar
Calendar Views
Day View with Tasks Go To Today
<
oG v Calendar - Sandy Portable - Outlook ? H /B 0K
HOME SEND / RECEIVE FOLDER VIEW gSyncit
=1 A Week + Search People
. @ - &
R Ny e T 2 N | e
MNew New  Mew | Today Next7 Day Work Open  Calendar | E-mail
Appointment Meeting ltems - Days Week (=l schedule View Calendar~ Groups - | Calendar
New GoTo I Arrange = Manage Calendars Share Find -~
3 g c - B
< September 2013 K ; i ” <+ Search
4 » September 7' 2013 Issaquah, WA ~ Weather service is not available Search Calendar (Ctrl.., J©O
SU MO TU WE TH FR SA
Navigateto P | 2 25 27 28 29 20 =1
different dates 123 4 s s|H
8 9 10 11 12 13 14 <— A" Day Events
15 16 17 18 19 20 21 Pacitic

oo o077 o I

29 30 1 2 3 4 5

9
4 [m| My Calendars
/| Calendar 10
Backup
Calendar 11
US Halidays
12*
1 -
Show tasks on: Due Date Start Date Due Date Reminder Time v [
;2 Update Word Add-In Templates for Unico Bellevue Wed 7/10/2013  Wed 7/10/2013  Naone [ = Tasks Due
S NWA-Prepare Excel Macros Class Thu 8/8/2013 Thu 8/8/2013 None L

Mail Calendar People Tasks -

ITEMS: 1 = REMINDERS: 8

Week View with Tasks

4 » August 18 - 24r 2013 Issaquah, WA ~ Weather service is not available Search Calendar ... J©

SUN MON TUE WED THU FRI SAT
18 19 20 21 22 23 24
Hilde Betz [1*carma Ann Marie
Bday 8/18 Kemp's Bday Khalifa's
Jacqueling L 2 < HEETEEL
Pacific
g I enwas [B:nwa - [ 8w - =
Excel Basic Excel PowerPoint
13) Intermediate {10) Bisandy visit
9 {13 GTIC
Oliver Davey
10 L L Ll
| B:Nwa - | B:NwA - ] B:NwA -
11 Excel Excel Word
{(13) 3 o
1™
. PRk -
Show tasks on: Due Date w
2
w
o
=

Version 07082019_0400
© Rylander Consulting



Office 365

Work Week View with Tasks

4 » Sep 2-6 Issaquah, WA ~ ﬁ ;?“d:}}ES“F Search Calendar (Ctrl+E) Yol
MONDAY TUESDAY WEDMESDAY FRIDAY
2 3 4 6

I « From Aug 30 Wapato Point Unit 443 Upper 1 bed, 1 bath 527530908
|:| *Greg Johnson's Bdz
ean Heat Filters, va

I Labor Day; United Stat.

Pacific
g o
9

10 Meet w/Thomas Capps

11
Show tasks on: Due Date w

R, Update Word Add. > <€—
E MNWA-Prepare Exce... L

Month View - High Detail

4 » August 2013 Issaquah, WA ~ Weather service is not available search Calendar (Ctrl=E) yel
SUNDAY MONDAY TUESDAY WEDMNESDAY THURSDAY FRIDAY SATURDAY -
Jul 28 29 31 2 3
|:| B:Leave for P... ]"Claile van Z... M *Greg Hardm...
7:00am Chan... ] Carole van Z... [] *stephen Ryl...
4 5 6 7 8 9 10
]&OSam B:MN.. [|&:05am B:N... ]&OSam B:MN... :| Kevin & Peg..  [|*Leah Villar's... |:|Tum Kemp's ...
7:00am Chan... :| 10:45am B:M... | |10:45am B:N.., ] 10:45am BiN... ]&nsam B:N.. | |&05am BiM.. _
12 13 15 16 17
]*Sheuey Ros.. [|8:05am B:M... ]*Klisti vanZu.. [|8:05am B:M... 12:00pm
- M M Mickerson
|| 10:45am B:N... ]Almrs Health... [|10:45am B:N... ey ey
18 19 20 21 22 23 24
|:| Hilde Betz B... ]&OSam B:MN...  [|*Carma Kem... ]&OSam B:MN... DAnn Marie K... 2:00pm Dr. L...
Dhcqueline D... :| 10:45am B:N... | |8&:05am BN... ] 10:45am BiN... I&45am B:Sa...
26 27 28 29 30 31
Sunday Mor... Check for Cit... l 9:00am B:5&E l 12:00pm Mic... l 2:00pm B:Ma... |:| Judy Vander...
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Schedule View

This is a great new view for viewing your calendar as well as groups of calendars. Select Schedule View
on the Home tab.

4 » March 27 - April 02, 2011 Search Calendar (Ctrl+E) »

gam | 10 00
|
Thursday, March 31, 2011

|]_]_UU | |]_2pm ]_UU 200 3(

Calendar

Sandy’'s calendar

Court

19 [2aazcar ]

4 Il »

Weather - New in 2013.

A three-day forecast appears above your calendar. You can ek Wa - e N e TR
change the city and state displayed. Hovering over the 60°; Vo pROAY

. . . . lear Precipitation: 0%
forecast will provide even more information as shown below. ’

[ependence Day; Unit..

Data provided by iMap See more online

Sharing - New in 2013. "

You can share your calendar directly from the interface on Outlook using the Home tab on the Ribbon.

HOME SEND / RECEIVE FOLDER VIEW gSyncit /
E E“.. % EE E_ @ E E E E +|j B EDF E\o Search People
New

DAddIESS Book
New New | Newlync | Today Next7 | Day Work Week Month Schedule Open Calendar | E-mail Share Publish Calendar

Appointment Meeting ltems - | Meeting Days Week View | Calendar ~ Groups ~ | Calendar Calendar Online ~ Permissions
New Lync Meeting Go To & Arrange & | Manage Calendars Share Find

Create an Appointment in Day View
®  Create an Appointment in Day View

1. Drag from 5-7 p.m. to create a one-hour appointment. Type Dinner at Jak’s and press ENTER; or

g Dinner at Jak's|
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2. Click in the 5:00 time slot, type Dinner at Jacobi’s and then lenthen or shorten the appointment
by dragging its top or bottom line.

5 Dinner at Jak's

* Lengthen or shorten an Appointment: Point
to the top or bottom line, until the pointer
turns to a double-headed arrow and drag.

Move/Copy an Appointment in Day View
®  Move an Appointment
1. Dragthe appointment to a new time slot on the same date; or

2. Dragit to the Calendar navigator to move to a new date.

1 August 2013
4 » August 24,2013  Issaquah. v
SU MO TU WE TH FR SA
28 29 30 31 1 2 3 SATURDAY
4 5 5 7 8 8 10 24

Pacific

2 R

4 [m| My Calendars

+| Calendar
Backup

Calendar 5 Dinner at Jak's

®  Copy an Appointment

1. Drag the appointment with the right mouse button to a new time slot on the same date or to
the Calendar navigator to move to a new date. When you drop the appointment, a shortcut
menu will appear asking if you want to move or copy the appointment. Select Copy.

You can also hold the Ctrl key down while dragging with the left mouse button to copy.

| q! =
Maove

E® Copy
lars
Cancel
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Create an Appointment in Week or Month View
®  Create an Appointment in Month View

1. Right click the desired date and select New Appointment.

SUNDAY MONDAY TUESDAY WEDMNESDAY THURSDAY FRIDAY
Sep 1 2 3 4 5 6

11 12 13 14
Cay and John DJuIiewaama

[| Roswita Betz... Hilton Head - The Carolina Club #527702410 $99
E New Appointment I}

15 16 Mew All Day Event 19 20 21
litton Head -1 FT New Mesting Reguest gt |
o
F\’} Mew Recurring Appointment
22 23 New Recurring Event 26 27 28

I Olney w Mew Recurring Meeting 227284 48 hour cancellation Charlesmark Hotel $239/night conf.
I Philadelphia - 3 E Today DJuIiew!Mama I.-'l.laska flight ...
==y

29 30 Go to Date... 5
D'I-Iaidn Foste... % Color 4 Clean Heat *Jeanning
== = . Filters, vacume Ryan's Bday
:00am Chan... Calendar Options... Second Han... refrig 10/5

H U Cobbinan

2. Type the Lunch with Cay in the Subject box.

il Untitled - Appointment ? EH </0%
APPOINTMENT INSERT FORMAT TEXT REVIEW gSyncit

E'_")J x FD} Ei Ehpmintment @ul :c_-;.e . Eusy e O Recurrence III
Q_) -

< Schedulin
Save & Delete Copy to My L Z

Meeting Invite Mone . Time Zones | Categorize Zoom

Close Calendar Motes Attendees % < +

Actions Show Meeting Motes | Attendees Options Tags Zoom | A
H S - Reminder drop-down
Subject Lunch with Cay <4—
Location -
Start time | Mon 9/9/2013 EE| |8:00AM - All day event
End time Man 9/9/2013 [E| &30aM -
-g---u‘u1~-|---z---|---3---“‘4‘--|---5---|---s---“‘7---|---a---|---9--"um---u---(_\.

3. Type the desired start time in the Start Time box, or select it from the drop-down.
4. Type the desired end time in the End Time box or select it from the drop-down.

5. If you want an alarm, click the Reminder drop-down and set the appropriate advance time for
the reminder (i.e. 15 minutes, 30 minutes, 1 day etc.). Save and Close when done.
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Move/Copy Appointments in Week/Month View

®  Move an Appointment

1. Dragto new location.

®  Copy an Appointment

1. Right drag to new location and select Copy; or hold the Ctrl key down and drag with your left
mouse button (be sure to let go of the mouse before letting go of the Ctrl key!

Edit an Appointment

= Edit an Appointment and Make it Private

1. Double click an appointment to open and edit it.

Delete Appointments

=  Delete an Appointment

1. Click the appointment and click the Delete on the toolbar to delete; or

2. Right click the appointment and select Delete.

Find Next/Previous Appointment

Pacific
74
8
9 [
& 3|
10 (3
Mext Appeintment
11
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Search for Appointments
=  Search for an Appointment

1. Click in the Search Calendar box. Type the search text.

4 » Se ptember 2013 Issaquah, WA ~ Weather service is not available Search Calendar (Ctri-F) T

SUNDAY MONDAY TUESDAY WEDMESDAY THURSDAY FRIDAY I} -

Sep 1 2 3 4 5 6

I « From Aug 30 Wapato Point Unit 443 Upper 1 bed, 1 bath 527530908

I Check for Le... I Labor Day; U... 10:00am Mee.., D*Gleg Johns...

i
SR

D1 | suBJECT LOCATL... | START END RECURRENCE PATTERN CATEGORIES
4 Recurrence: (none): 30 item(s) Close Search
BB NWA - Onehlote .. Thu 8/8/2013 8., Thu 8/8/2013 1..,
2 B:NWA - Word Bas.. Thu 8/8/2013 1... Thu 8/8/2013 1.
FE  B:NWA - Word Bas... Thu 8/8/2013 1... Thu 8/8/2013 4.,
FE  B:NWA-Word Int... Fri 8/9/2013 B:... Fri 8/9/2013 10...
FE  B:NWA-Word Int.. Fri 8/9/2013 10.., Fri 8/9/2013 1:0..
FE  B:NWA-Word Int.. Fri 8/2/2013 T Fri /9/2013 4:0.,

2. Click the “X” to see all appointments.
See Hidden Appointments - due to lack of space

1. Click the yellow arrow to go to day view and view all appointments.

SUNDAY MOMDAY TUESDAY WEDNESDAY

Sep 1 2 3 4
I « From Aug 30 Wapato Point Unit 443 Upper 1 bed, 1

I Check for Le... I Labor Day; U... 100am Me... D*Eleg Johns...

Additional appointments cannot
k be seen due to lack of space.
Click the yellow arrow to go to
day view and view all
appointments.

8 9 10 Click for more appointments,
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Recurring Appointments

Recurring appointments are appointments that happen on a regular basis.

®  Create a Recurring Appointment

1. Click on the appointment and click the Recurrence tool on the Appointment Series tab.

ﬂﬂ Calendar - Sandy Portable - Outlook CALENDAR TOOLS

FILE HOME SEND / RECEIVE FOLDER VIEW gSyncit APPOINTMENT SERIES

) > [ n Private
X3 B s |zesms O |l

' High Importance

Open Delete Forward Meeting Invite Reminder: Recurrence Categorize
= @ @ Notes Attendees - - ¥ Low Impartance

Actions Meeting Motes | Attendees Options l} Tags
o [ 1]
5 k4 | X & | W~ €
£ Appointment time
4 September 2013
1 » September 8, 20| ... [Fooam o]

SU MO TU WE TH FR SA ! =

25 26 27 28 29 30 3 SUNDAY End: 8:30 AM u

123 45 ol g uston: [15nours |

&8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

Recurrence pattern

() Daily Recur every week(s) on:

Facific

® Weekly [¥] sunday [IMonday [ Tuesday
29 30 1 2 3 4 5 o
5 ) Monthly [ Thursday [ Friday [] saturday
O\fearly
4 [m| My Calendars 6
Calendar - 5andy Por.. Range of recurrence
D Backup 7 Channel 7 - Sunday Morning start | sun 7/22/2012 u @ Mo end date
L] Calendar - sandy_nla. () End after: 0CCurrences
[ "] US Holidays g
() End by: Sun 9/23/2012 v
g9 | OK | | Cancel | | Remove Recurrence |

2. When the Appointment Recurrence box appears select the Recurrence pattern by selecting the

Daily, Weekly, Monthly or Yearly option button.

3. Select the Recur every ___ days/weeks/months as desired.

This allows you to schedule something every other day/week/month or once a quarter etc.

4. Select either No end date, End After __ occurrences, or End by date.

5. Click OK and Save and Close when done.

®  Remove a Recurring Appointment

1. Click on the appointment and click the Recurrence tool on the Appointment Series tab.

2. Select Remove Recurrence.
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Group Meetings

Schedule a Group Meeting
1. Click to select the appointment.

2. Click Invite Attendees on the Appointment tab.

ﬂﬂ Calendar - Sandy Portable - Outlook CALENDAR TOOLS

FILE HOME SEND f RECEIVE FOLDER VIEW gayncit APPOINTMENT

x % @ul ‘f;.‘_ ShowAs: [ Free - O

. |Recurrence

Open Delete Forward Meeting Invite Reminder |None
- Motes Attendeesll\\?
Actions MMeeting Notes | Attendees Options
o = ] O
i =) ks X B m- € L=
‘ July 2013 < Invite Attendees |
u

4 Invite other people to this meeting,  Juah. WA~ We

TIU RAMA TIL WIE TLD ERM ©A

3. Click Scheduling.

iz B:NWA PA - Dutlook Intermediate (10) - Meeting ?T EH = x
MEﬁ-ING INSERT FORMAT TEXT REVIEW gSyncit
x F; L_d Ehppointment @1 . = [ Free ~ £ Recurrence ]
E L,@Scheduling v )—( 9,3@ i !
Delete Copyto My & . Meeting Cancel Mone ~| @ TimeZones Categorize Zoom
Calendar  ~ Notes Invitation (:Ij - = v
Actions Show Meeting Motes Attendees Options Tags Zoom ~
E -
oYDu haven't sent this me  >Cheduling
Find the best time for your meeting
From - | san by checking other people's
=1 calendars.
To.. |
Send
Subject B:NWA PA - Outlook Intermediate (10}
4. Select Add Others then select Add from Address Book.
= B:NWA PA - Outlook Intermediate (10) - Meeting ?T EH =
FILE MEETING INSERT FORMAT TEXT REVIEW gayncit
. =
x @ E} El SRECIIEEES @ O [J [] Free - O Recurrence II
1% Scheduling v~ x % i !
Delete Copy to My S - Meeting C.arlc.el o None -| @ Time Zones Categorize " Zoom
Calendar MNotes Invitation & 2
Actions Show Meeting Notes Attendees Options Tags Zoom
*El send 1000 ~ Wednesday, July 10, 2013
12:00PM  1:00 2:00 3:.00 4:00 800 AM %00 10:00 11:00 12:00 PM
B | | All Attendees
Q) Sandy Rylander <sandy @ryl:
4/
AddOthers = || OPHONs ™| cifitime |wed7/102013 [ 835 AM -

Add from Address Book... L\@ﬂd o Wed 7/10/2013 El 10:55 AM .

W Eusy |7 Tentative [l Out of Office [5% Working Elsewhere [N Mo Information [ Outside of working hours
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5.

6.

7.

8.

Double click everyone you wish to invite.
Their names will appear in the Required box.

Click once on a resource (like a conference room or a projector if required) and click on
Resources. Important: Make sure to invite as a resource and NOT a Required Attendee.

Search: (® Mame only () More columns  Address Book

| Go

|Ccur1tacts - sandy@rylanderconsulting.com w

Display Name

E-mail Address

Adele & Byron Piro [adelepira@ma...
Aileen Lu (aileenlu@hotmail.com)
Alain Crozeco (alain_orozco@hotma...
Alex Rylander [alexhwvzrl @ gmail.com]
Alice Heimbeck (alice.heimbeck@co...
Alice Truan [atruan@williamskastne...
Alice Truan [Business Fax)
Alicia Phifer [alicia_phifer@hotmail....
Alison Mdrvin [alison.mcirvini@gma...
Andrea Ballard [andrea@topnetwo...
& Andy Stearns Andy Stearns (andrew.stearns@agm...
.'. Ann & Perry Bongiani and Family Ann & Perry Bongiani and Family [a...

Aileen Lu
Alain Orozco
Alex Rylander
as Alice Heimbeck
Alice Truan
& Alice Truan
& Alicia Phifer
& Alison Mdlrvin

& Andrea Ballard

L4

adelepiro@mac.com
aileenlu@hotmail.com
alain_orozco@hotmail com
alexhvzrl@gmail.com
alice.heimbeck@colliers.com
atruan@williamskastner.com
Alice Truan@ =1 [206) 628-6611
alicia_phifer@hotmail.com
alison.mcirvin@gmail.com
andrea@topnetwork.com
andrew.stearns@gmail.com
annbongiani@comeast.net

Reguired -» |

DOptional -=

Add conference rooms, projectors and
other resources here.

L
Resources -> +—

Click OK and The free/busy times for all the resources will be displayed.

4 » Junel5, 2010

G am |9I]D |loﬂﬂ | |llﬂﬂ | |12pm | |lDD

Tuesday, June 15, 2010

%a\endar

B:GTTC PowerPoint Training for
Courtney, Lindsay, and Pam

Lunch wChris @
DF

& sdam McRoberts <

Free/Busy information is not available.

8 Roger (rogerryiand

Look at the top of the scheduling grid to see when all required attendees are free. If the top row
is gray, you know everyone is free at that time. If the top row is blue or purple, people are busy

or out-of-office.
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9. Click back on the Appointment tab.

10. Make sure you put in a location if you have not scheduled a conference room, subject etc. and
then click Send.

11. The recipient will receive a message asking whether he/she wants to attend. They can accept or
decline.

Meeting Reply

Scheduling a meeting is as easy as replying to the message. While reading a message, you can schedule a
meeting with all the message recipients with the new Meeting Reply command. All the messages
recipients are added to a new a meeting request in one click.

Group Meetings are Easier to Manage

When updating a group meetings agenda, attendees receive an informational update, rather than having
to reaccept the meeting. Changes are also highlighted in the meeting update.

Quick View

When you receive a meeting request, Quick View helps you better understand how a meeting request
affects your calendar. When creating or responding to a meeting request, a calendar snapshot appears in
the meeting request. You can instantly review any conflicts or adjacent items on your calendar without
ever leaving the meeting request.

' Accept ¥ | ? Tentative v ‘ X Dedline ¥ | % Propose Nev

Discuss new project plans
@ Allie Bellew

Please respond.

Required: ® Bruce Keever

When: Wednesday, June 23, 2010 1:30 PM-2:00 PM.
Location: 7833

Room 8772
Justin Mahood

We need to meet and go over the new plans,
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Color/Categorize Appointments

Color and Categorize appointments to easily see which appointments fall into a category (i.e. Important,
Business, etc.). Use automatic formatting to color all appointments meeting a condition (i.e. automatic
formatting can color Business related meetings orange).

Color code an Appointment - Assign a Category

1. Click an Appointment. Click the Categorize tool and select B L Client (orange).

FILE HOME SEMD / RECEIVE FOLDER VIEW gSyncit APPOINTMENT

X3S 0| o8 B o [
> 7 = i ! High Importance
Open Delete Forward Meeting Invite Reminder: Recurren:e Categorize
- Notes Attendees - & Low Importance
Actions Meeting Motes | Attendees Options C r All Cateqories ~
F‘EI: L"(‘- rl;(l E::‘) ED' E Eﬁ | x = | ==I' € 3 EDF = . ** Dersonal To-Do
q | -cal
4 July 2013
C> ly10,2013  bemhwa - v
SU MO TU WE TH FR SA y 1o B “WorkTo-Do
001 2 3 4 5 § WEDNESDAY B BLClient
78 910 11 12 13 10 [l B Services
LIRS U ) k) e I < From iul & Worldmark Seaside - cont. 28177488 - 1 po BUERIELCUEEL Lt 12, June Bth can To Jul 15
21 22 25 28 25 26 A | e B Holiday Card - Business
28 29 30 31 1 2 3 . Important lz‘
4 5 &6 7 & 9 10
5 B New Vear's/Fishing Party
P Activity Tennis
ty
4 [m] My Calendars 6 B P Activity Walk D
|| Calendar - Sandy Por... B P Doctor
[] Backup 7 [ P Family Roger
[ Calendar - sandy_ryla... B P Family Sandy
US Holid
U = 8 [ P Renter Seaside
155 All Categories... h
9
Set Quick Click...
v [

Automatically Color Code an Appointment - Conditional Formatting

1. Select the View tab, View Settings, Conditional Formatting.

HOME SEMD / RECEIVE FOLDER VIEW gSyncit APPOINTMENT

(9 .nl.:l T @ ﬁ ﬁ 3 Time Scale - “'ﬂ'

: E Overlay
Change VWiew  Reset Day Work Week Maonth Schedule B work Colar
View - Settings View Week View @ Working Hours -
i Current View Arrangement rw | Colar

Description

Columns... Start, End

Group By..

Sort...

Filter... | off

Other Settings... | Fonts and other Day/Week/Month View settings

| Conditional Formatting... {gUser defined colors for appointments <—

Format Columns...

Reset Current View oK | | Cancel
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2. Click Add.

Rules for this view:

Business
Children
Birthday
Mama
Important
[+] untitied

Move Down

Properties of selected rule

MName: |

Colon IEl

3. Type the name of the Automatic Formatting Rule in the Name box i.e. “Birthday”.

4. Select a label Color from the Color drop-down list.
Click Condition - Describe what criteria needs to be met to Color code the appointment.

To color all appointments with the word Birthday, type Birthday in the Search for Word(s) box.

You can also add Bday and Anniversary to search for those as well. Separate each search criteria
with a comma.

Appointments and Meetings | More Choices | Advanced |

Search for the word(s): |_

In: | subject field only

| Crganized By... |
|

| Attendees...

ok || cancet || clearan

7. Click OK twice.

8. Test the Automatic formatting by adding a Birthday appointment.
When you click off of the appointment it should turn the color you selected.
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Dismiss Multiple Reminders At Once with Dismiss All

If multiple reminders occur at the same time, Microsoft Outlook combines them into one dialog box. This
reduces clutter, especially when starting Outlook after the reminder time for several items has passed,
such as when you come back from being out of the office. You can dismiss reminders individually or all at
once with the Dismiss All button. You can also selectively dismiss items using the selection techniques
you learned in this manual.

" Dismiss two messages

7 Reminder(s) - X

4 reminders are selected

E*Greg Johnson's BEday 9/4 & hours overdue
Paul & Anne Marie Drager and Family's Birthday 51 weeks overd...

2 days overdue

EE Judy Vanderwulp's Bday 831 4 days overdue

|2 Michel Newbury's Birthday & days overdue

Stan van Zuiden's Birthday 2 days overdue

[:2] Channel 7 - Sunday Marning 2 days overdue
Dismiss

Click Snooze to be reminded in:

|‘I{! minutes '| Snooze Dismiss All

1. Click the first message and ctrl + click the last message. With both messages selected, click
Dismiss.

Calendar Groups

Quickly see the calendars of people you frequently work with. Select the members one time, then use the
Calendar Group every time that you want view those same calendars. Calendar Groups can also include
resources, such as conference rooms. This is a great way to find available conference rooms.

1 July 2013 < . i
4 » July 10, 2013 Issaquah, WA ~ Weather service is not available

SU MO TU WE TH FR SA

W 1 2 3 4 5 6 Calendar - Sandy Portable X 4= Calendar - sandy_rylander@msn.com

T o3 @@ i oz oiE WEDNESDAY WEDNESDAY

14 15 16 17 13 19 20 10 10

aEees s

28 29 30 1 1 2 3 Pacific

4 5 6 7 8 9 10 E‘
5

4 [m| My Calendars |

4

=]
*
1

Calendar - Sandy Por..
|| Backup
[v] Calendar - sandy_ryla.. 7

[ ] US Holidays
9 _

Previous Appointment
Mext Appointment
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Group Schedules

View the schedules of multiple people or resources on a single calendar. The group calendar contains a
detailed graph of when each user is free and busy and also shows details of their appointments when you
rest the mouse pointer over an appointment (if you have been given permission).

®  Create a Group Calendar for Conference rooms

1. Select Calendar View and select Calendar Groups, Create New Calendar Group on the Home tab.

CALENDAR TOOLS ?T @

APPOINTMENT

il [ (Wt

) Open  Calendar | E-mail
iew | Calendar~ Groups~ | Calendar
Create New Calendar Group

Create a new calendar group in the
Folder Pane.

Search People

[EE Address Book

BEES

-

&l ¢l

l  Manage C

I =

s

Save as New Calendar Group

squah, WA - W

Saves the currently displayed calendars as
a new calendar group in the Folder Pane.

Type the name of the new group in the text box. Click Ok.

Type a name for the new calendar group

Managers

3.

Search: (® Name only () More columns  Address Book

Select the names or public folders desired. Click Ok.
The number of names selected determines if calendars are displayed vertically or horizontally.

| | go

| Contadts - sandy@rylanderconsulting.com w

Advanced Find

| MName Display Mame

E-mail Address

Aaron J. Wolff Aaron J. Wolff (aar

eduifirm.com

& Adele & Byron Piro
& Aileen Lu

& Alain Orozco

& Alex Rylander

& Alice Heimbeck

& Alice Truan

& Alice Truan

& Alicia Phifer

& Alison Mclrvin

Adele & Byron Piro piro@ma...
Aileen Lu (aileenlu@hotmail.com)
Alain Orozco (alain_orozco@hotma...
Alex Rylander (alexhvzr1 @gmail.com)
Alice Heimbeck [alice.heimbecki@co...
Alice Truan (atruan@williamskastne...
Alice Truan (Business Fax]

Alicia Phifer (alicia_phifer@hotmail....
Alison Mclvin [alison.mdrvin@gma..
a Andrea Ballard Andrea Ballard (andrea@topnetwo...
a Andy Stearns Andy Stearns [andrew.stearns@gm...
a Ann & Perry Bongiani and Family Ann & Perry Bongiani and Family (a...
a Ann & Perry Bongiani and Family Ann & Perry Bongiani and Family (p...
& Ann Marie Khalifa Ann Marie Khalifa [annmarie@cmu....

piro@mac.com
aileenlu@hotmail.com
alain_orozco@hotmail.com
alexhvzri@gmail.com
alice.heimbeck@colliers.com
atruan@williamskastner.com
Alice Truan@ +1 [206) 628-6611
alicia_phifer@hotmail.com
alison.mcirvin@gmail.com
andrea@topnetwark.com
andrew.stearns@gmail.com
annbongiani@comecast.net
perry.bongiani@pharma.novartis
annmarie @cmu.edu

aAnn Shilling Ann Shilling (annshillir
-

... annshillir

<

Group Members -> |

Version 07082019_0400
© Rylander Consulting




TN Office 365

4. Selecting View, Schedule View will display them horizontally.
To display them vertically again, simply select Day, Week or Month view.
FILE HOME SEMD / RECEIVE FOLDER VIEW gSyncit
G & ) e Tmesaler | & e
Owverlay - [T= Readin
Change View Reset Work Week Month Schedule ) Color | Daily Task
View - Settings View Week View Working Hours = List (ETo-Do
Current View Arrangement ral Calor Layout
= 5 R
<
4 July 2013 o _
4 » _]u|y '10r 2013 Issaquah, WA ~ Weather service is not awi
SU MO TU WE TH FR SA
30 1 2 3 4 5 6 Padific | § am 9 10
T8 %10 1 12 13 Wednesday, July 10, 2013
14 15 16 17 18 19 20
21 22 23 24 25 26 27
26 20 30 1 1 2 3 Calendar - Sandy Portak
4 5 & 7 & 9 10
Backup
4| My Calendars
| Calendar
| Backup
Calendar - sandy_ryland
/| Calendar
/| US Holidays
Managers US Holidays
5. To go back to just viewing your own calendar, deselect other calendars in the navigation pane.
4 August 2010 p f
SuMo Tuwe Th Fr Sa 4« » August 05, 2010
1 2 3 4 5 5 Calendar 4 Laron ), Waolff
& 9 10 11 12 13 14 5 Thursday 5
15 16 17 18 19 20 21
33 33 24 25 26 3T 3% 4 From &ug 4Clean Heat Filters, vacume refrig . 7:00am
29 30 31
4 [l My Calendars ol g am
Calendar
|:| Court 900
[] other Calendars
4[J] check Signers <4 10 o
Aaran J, Walff
Alison Mdrvin [alison.mcirvin
Andrews & Torre Lumpe [altll 17190
JD Arccounting
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6. You can add new calendars to the group, delete the group, move it up or down on the list, etc.
just by right-clicking the group name in the navigation pane.

"]
4 (m| My Calend=re=

+| Calendz

Backup

Calendz A PA : -

1S Halis Mew Calendar Group I

E Add Calendar ’I}Eﬁ From Address Book...

Managers Arrange By Mame " From Room List...

Show All Calendars E%. From Internet...

e, Open Shared Calendar...

* DMove Down

View Multiple Calendars

You can open multiple calendars and display up to 30 calendars in side-by-side view. You can also
overlay calendars to see transparent calendars stacked on top of each other. This view is useful when
you want to find a common free time slot on several different calendars.

£
4 July 2013 L .
- L - 4 » _]u|y '10r 2013 Issaquah, WA - Weather service is not available Search Calendar... 2
SU MO TU WE TH FR SA
30 1 2 3 4 5 & Calendar - Sandy Portable X 4= Calendar - sandy_rylander@msn.com X
7 8 9 10 11 12 13 WEDMESDAY WEDNESDAY
14 15 16 17 18 19 20 10 10
21 22 23 24 25 26 27
I « Worldmark Seaside - conf. 28177488 - 1 bed delux =
2820 30 31 1 2 3 | paic
4 5 6 7 &8 9 10 -
5-‘.'.-'
4 [m| My Calendars
| Calendar 6 = =
Backup E t
7 E g
| Calendar = £
US Holidays g £
< g
8 o =y
B:NWA PA - Outlook Intermediate (10) % E
9 £
]

In Calendar, the Navigation Pane shows a list of your calendars under My Calendars. This list includes your
default primary calendar in Outlook that displays your free/busy time to other people, and where meeting
requests that you accepted are saved.

Other calendars, or secondary calendars, can include calendars that you created to track a project, a
personal schedule, or some other calendar event that you do not want to mix with the items on your
default calendar.

Tip! When you share your default calendar, appointments on secondary calendars are not displayed to
other people and do not affect your free/busy availability.
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Open a Calendar in a New Window

1. In Calendar view, in the Navigation Pane, right-click the name of another calendar.

2. Select Open in New Window.
The calendar that you selected opens in a new Outlook window.

Open a Calendar in Side-by-Side View

1. In Calendar view, in the Navigation Pane, select the check box of another calendar.
The calendar that you selected opens next to the calendar that is already displayed.

Tip! At least one calendar must always be displayed.

Overlay the Calendars

1. In Calendar, in the Navigation Pane, select the check box of another calendar that you want to
view.

2. The calendar that you selected opens next to calendar that is already displayed.
3. Repeat step 1 for each calendar that you want to view.

= Court X

4. Onthe Calendar tab , click =,
The calendars are now in overlay mode.
% Calendar X % Court X
27 sun 28 ian 29 Tue 30 Wed 31 Thu 1 Fri 2 Sat
Gert Philipp «»
Maggie Ha >
- \—‘ \—
< I
10 0o -
5]
£
00 = B:Fisherman's
1 § Terminal -
w Theone at TOC
12°PM |5
o
100

To add another calendar to the overlay, repeat this step.

Remove a Calendar from the Overlay Stack

1. In Calendar, on the tab of the calendar / #* =ndr X = % cout X that you want to remove
from the overlay stack, click >,

2. The tab moves back to the right. The calendar that you selected is no longer displayed in overlay
mode.

3. Repeat step 1 for each calendar that you want to remove from the stack.
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Print Calendar

®  Print a Month Calendar

1. Select Calendar Month View. Click the Print tool
Views print as they are shown on screen.

Tip! Check date range before printing!
Send Calendar Snapshots

Send your Calendar to anyone in an email message. The recipient can open the calendar in their Web
browser or Outlook.

1. On the Calendar view Home tab, click Email Calendar.

=
=1
E-miail

Calendar

o

2. Select the Date Range, the level of Detail and any other desired options. Click OK.

EE!EE Specify the calendar information you want to include.
maza

Calendar: |Ca\endar

Date Range: |Toda]r

Thu 9/5/2013

Detail: Availability only

Time will be shown as “Free,” "Busy,” "Tentative,”
“Working Elsewhere,” or "Out of Office”

|:| Show time within my working hours only Set working hours

3. The email with the calendar is on the screen.

Attached |- 5andy Rylander Calendar.ics 3 KB} |

g--‘.--‘1--‘.--‘2--‘.--‘3--‘.--‘4--‘.--‘5--‘.--‘5--‘.--‘7--‘.--‘a--‘.--‘9--‘.--‘10--‘.--QE
August 2013 September 2013
SuMaTyWe Th Er 5a SuMa Ty We Th £ 58

1z

|u
'S

H

W Busy Tentative []Free
Wowofoffice  [] working Elsewhere [] Ounside of working Hours
August 2013
“ Tue, Aug 27

] Before E:00AM  Free

D E00 AM - :D0 AM Free

n S:00AM-L1:00PM  Busy

O 100PM-1:30FPM  Free

[ | 1:30PM-3:30PM  Busy

D 330PM-500PM  Free

] After S00PM  Free

Version 07082019_0400
© Rylander Consulting



TN Office 365

Tasks

Create a Task

®  Create a New Task Using the New Tool

1. When in Task view, click the New Task tool on the Home tab.

HOME SEMD / RECEIVE FOLDER VIEW gSyncit
s T I . ™ Today " Mext Week
L El aﬁ x [F2 Meeting 7
-

MNew MNew MNew | Delete | Reply Reply Forward E‘@ More Mark  Remove I . > Detailed SimpleList  To-Do List
Task Email ltems~ All Complete from List This Week Custom
MNew Delete Respond Manage Task Follow Up Current View

| Tomaorrow |‘v Mo Date

:

2. Complete the Task dialog box (very similar to the Appointment options).

v H®S & +r 4 = Untitled - Task T H = x
TASK INSERT FORMAT TEXT REVIEW gSyncit
IXSWE YRV RO NP
z 7 ; 7
N
e > BV 5 5 | U Il I
Save & Delete Forward OneMote | Task Details Mark  Assign Send Status | Recurrence | Categorize Follow foom
Close Complete Task Report - Up~
Actions Show Manage Task Recurrence Tags Zaoom -
Subject
Start date None [E| status ot started - |
Due date |None Priarity % Complete
|:| Reminder MNone D Mone Sandy Rylander

E---|---1---|---2---|---3---|---4---|---5---

- O‘wner
T

A B R : RN IR

3. Click Save and Close when done.
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®  Create a Task Using Click here to add a New Task Box
This method is great for adding many tasks quickly.

1. Type the task and press ENTER. Repeat as necessary.
i} TASK SUBJECT DUE DATE DATE COMPLETED CATEGO

Click here to add a new Task €¢—— %

4 Categories: (none): & item(s)

v [] Beneficiary Info MNone Mone
3 [] Pleading fixes with Joanne Guzman None Mone
v ] MwWa-Prepare Excel Macros Class Thu 8/8/2013 Mane

2. To add a due date, click in the due date box directly next to the task and then click the down
arrow to display a calendar. Select a date.

3 [] Beneficiary Info PR

",
q September 2013 %
SU MO TU WE TH FR SA

25 26 27 28 29 30 3
1T 2 3 4 5 6

g 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 1 2

[T
IS
L

Today MNone

3. To edit the task, double click to open the task.

FILE TASK INSERT FORMAT TEXT REVIEW gSyncit

7 == | = | Emoes I
XMW VR S O R

>+ Q

save & Delete OneMote | Task Details Cancel Address Check | Recurrence | Categorize Follow | Zoom
Close Assignment | Book Mames - Up~
Actions Show Manage Task Mames Recurrence Tags Zoom M
From = sandy@rylanderconsulting.com
To.. Roager Rylander (rrylande @yahoo.com);

Send

Subject Fleading fixes with Joanne Guzman

Start date Mone o] Status Mot Started -

Due date Mone ﬁk Priority Mormal - | % Complete 0% =

+#| Keep an updated copy of this task on my task list

+*| Send me a status report when this task is complete

E"'I"'l"'l"'l"' (AR SURCHUN BRSNS SRR SR SUNCHUN: SUN SN LU SRR RN - SUNCRUS BN SUNL U SRl

4. You can add reminders, due dates, start dates, status, priority, notes, make the task recurring
and mark tasks private etc. just like you did for other items in Outlook.

5. Use the same methods for deleting, printing and adding categories as you did for other Outlook
items.

6. Click Save and Close when done.
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Assign Tasks

®  Assign a Task to a Co-worker
1. Double click on a task to open it.

2. Click the Assign Task tool.

vH © & r 4 s

Pleading fixes with Joanne Guzman - Task =0 %
TASK INSERT FORMAT TEXT REVIEW gSyncit
XS B2 v 2E| O K P
v i £
o > (V5 58 5 |V In
Save & Delete Forward OneMote | Task Details Mark  Assign Send Status | Recurrence | Categorize Follow Zoom
Close Complete Task[} Report - Up~
Actions Show Manage Task Recurrence Tags Zoom ~
Assign Task
Subject Pleading fixes with Joanne Guzman i i
Assign this task to someone else.
Start date None [E| status [NotStarted ]
Due date |None

["] Reminder None

[F] Mone -

iz owner

Sandy Rylander

Plezding fixes with Josnne Guzman

E"'I"'l"'l"'2"'I"'3"'

Prrcd oo B v B e T B

3. Click the “To” to select the person you wish to assign the task to. Only assign a task to one

person if you wish to track it.

4. If the two boxes above are checked, the person who assigns the task will automatically be

notified by email when a task is updated and/or completed.

5. Click Send to send the task.

6. Recipients can accept or decline an assighment.

Version 07082019_0400
© Rylander Consulting



Outlook Office 365

Task Views

1. Click the View desired from the current view group on the Home tab.
By category and by person responsible are very useful, as are completed tasks and active tasks.
Simple list shows both completed and active tasks.

Select a different View

v

= YHQ' & m

Detailed  Simplelist To-Dolist = | Move OneNote | Categorize o

-
- -

Current View Actions Tags

= G

Detailed Simple List = To-De List  Prioritized

4 v B OBY

Active Completed Teday Mext 7 Days

O B

Overdue Assigned  Server Tasks

Search To-Do List [CEi

Manage Views...
Save Current View As a Mew View...

Apply Current View to Other Task Folders...

Delete Tasks or Mark them as Done

"  Mark a task as done
Only use this if you need to remember the task in the future.

1. Click the Completed checkbox

Click to Mark a Task Done
A/

[] Beneficiary Infa Mone Mone

RN

[] Pleading fixes with Joanne Guzman Mone Mane

®  Delete a Task
1. Select the task.

2. Click the Delete tool on the toolbar or right click the task and select Delete.
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Appendix A - Outlook Office 365 Enhancements

Office 365 subscription, which includes Outlook Office 365 is constantly evolving and adding features.
Currently some of the great new features include:

= Email Attachments

. Easily insert recently used documents in an email
. Get a menu of options for what to do with attachments you receive
° A file that has been saved on OneDrive will, by default, send as a link rather

than an attachment.

" Clutter
Clutter uses criteria that keeps evolving to place low priority mail in a separate folder.

= Tell Me What you want to do
®  One Click Archiving

"  Smart Lookup
Outlook Office 365 (and all the Office 365 applications) have the Smart Lookup feature
which uses Bing integration as a research tool.

= Better performance/Search
Outlook opens more quickly and has improved the performance of the Search feature
which is faster and will search not only locally, but also on the Exchange server.

®  Groups - lets users chat, share common calendars, OneDrive-hosted files, and
OneNote notebooks
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Email Attachments

In Outlook Office 365, there are three important changes in regarding email attachments.

Send a Link rather than an Attachment if the document is stored in a Cloud location
like OneDrive

Clicking on the Attach File icon will now open a menu instead of a browser dialog to attach a file.

One of the new options is to “Browse Web Locations”. This allows you to access your online storage like
OneDrive and Office 365 SharePoint (OneDrive for Business) without needing to download the file to your

computer first.

@ iy Q |™ Follow Up - a

. ! High Importance X
Attach Attach Signature Office
File Item~ hd + LowImportance  pdd-ins

Recent ltems ~

D New Text Document.txt
ChUsers\roady' OneDrive\Documentsi Outlook!,

Untitled.oft
ChUsers\roady\Desktoph

OneDrive - HowTo-Outlook
feedback@howto-outlook.com

Welcome Scan.jpg
CiUsers\roady'\Decuments\Scanned Documents),

Browse Web Locations 3

Browse This PC... a OneDrive - Personal

roady@outlock.com

By default, the recipient will receive a link to the file with editing permissions. You can click on the down
arrow of the attachment to change the editing permissions for the recipient to “view” only or to “Attach
as copy” to send an actual attachment.

Attached j New Text Docurnent. bt
<5 Anyone can edit

Open
Open file ocation

Attach as copy

Change permissions Anyone can edit
Quick Print Anyone can view
Save As

Remove Attachment

w X T ==

Copy

If the file you choose is stored online, you are offered the choice of inserting a link or a copy of the
attachment- links are the default. Links to documents can be viewed and edited using SharePoint.

[l custom form due by time.docx
... personal » drcp_cdolive_com = Documents

(£ Insert edit link
& Only recipients can edit this document.

(£ Insert view link
€ Only recipients can view this document.

MJ Attach a copy

Everyone receives a separate copy of this file.

Cancel
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Attach Recently Used Documents
When you select Attach file a list of the 12 most recently accessed files appears.

1. Select a document from the drop-down list displayed after clicking the Attach File tool on the
ribbon.

=) a- -
File Message Optior|
N =2 B (2

Attach [Outlook Business Calendar Signatur
Filer | ltem Card~ v
Recent ltems

e Sales numbers
Ch\Users\ana\Desktop

sl Project update
u& contosod3.sharepoint.com » sites »

a—| Supportand FAQ
m&; contosol3.sharepoint.com » sites »

Attachment Handling
Attachments in messages you receive now appear as buttons in the attachment line. Each button has a
menu with attachment options: open, save, preview, delete, etc.

NIP.DOT )

I
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Clutter - sort low prio

rity messages

Clutter helps you move low priority messages out of your Inbox so that you can easily scan for important

messages. Clutter analyzes your emails, and based on your past behavior, determines the messages that

you’re most likely to ignore. It then automatically moves those messages to a folder called Clutter so that

you can review them later.

You can even help Clutter learn your preferences faster by manually moving items in or out of the Clutter

folder.
Tuick Steps FTATOIT T AT Oy OEsTg T B
;i FRules 3
¥ Move 4 Deleted ltems

OneMote

Move to Clutter

Calendar

Inbox

Other Folder...
Copy to Folder...

Always Mowve Mess3

*
G lgnore %
39 Junk v | T3
< Delete :
*

Mowve to Clutter

Inbox - srylander@nwatest.onmicrosoft.com - Outlook

Send / Receive Folder Q Tell me wha want to do
= ’._‘,:I G G Ignore x D E:\q (E > E:a ELMeeting  [¥ Move to: 7 3 To Manager ¥Move- | 3 Unread/ Read | 428 New Group Search People o
n 7 CleanUp ~ € 3 o5 EJ Team Email v Done ‘CiRules~ | Bli Categorize | O Browse Groups | [ Address Book
New  New New Delete Archive Reply Reply Forward o = Store
Email ems= | Meeting & Junk - Al [ More - < Reply & Delete ¥ Create New ¥| MioneNote = [|* Follow Up - Y Filter Email -
New TeamViewer Delete Respond Quick Steps ® Move Tags Groups Find Add-ins ~
i <
4Favorites Search Current Mailbox (.. JO | Current Mailbox = €2 Reply 2 Reply All (£} Forward G5 IM
i 2 Al Unread ByDate -  Newest ¢ Sandy Rylander Sustin Lee; M Sandy Rylander - 8:58 AM
Clutty \ -
utter 4 Today Sandy Rylander has shared "Word 2016 Documentation v
Sent ltems
Sandy Rylander
Drafts Sandy Rylander has shared ... 58 AM
Please make changes .
Celctediiens) Please make changes desired.
Sandy Rylander
4syland aTTYET: Ishared "Word 2016 New F... T:27 AM .
e E socument Open Word 2016 Documentation.docx
Inbox
4 Oider .
Drafts See more related to Sandy Rylander in Delve.
Sent Hems Microsoft Online Ser.
Dt 37:5{*{;“‘5’fnj:""‘;‘5}3‘ﬁ“" - B8 Get the OneDrive mobile app! Available for
cleted ltems
Gl Microsoft Online Ser...
Conversation History Younow have Skype for Bu...  8/5/2016
View this email in your
Junk Email
Outbox Microsoft Online Ser...
Skype for Business Dialin ... 8/4/2016
RSS Fesds View this email in your
b Search Folders
Jason McCann
b G Missed conversation with J... /172016
roups Jason McCann [10:23 AM:
Microsoft Online Ser...
You now have Skype for Bu..,  6/30/2016
FX I = B View this email in your
Ttems: 9 Unread: 2 All folders are up to date,  Connected to: Microsoft Exchange | []  Ed - i + 100%

Sk ERY
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Clutter - srylander@nwatest.onmicrosoft.com - Outlook

Send / Receive Folder View Tell me what you want to do

- lord a (T Ignore D :\4 (E ’\i ﬁ;\ﬁ [F2 Meeting
| 7 Clean Up ~ L(' € > o5y
New  New New Delete Archive | Reply Reply Fonerd
Email ems~ Meeting & Junk - All =[i] More -
New TeamViewer Delete Respand
4 Favorites Search Clutter (Ctrl+E] L | current Folder ~
Inbox 2 Al Unread ByDate~ Newest
Clutter A
Sent ftems .
Microsoft Outlook
Drafts What is Clutter? 7/7/2016

Deleted Items Stay on top of your email

4 srylander@nwatest.onmicros...
Inbox 2
Drafts
Sent Items
Deleted ltems
Clutter
Conversation Histary
Junk Email
Outbox
RSS Feeds

b Search Folders

1 Groups

¥

Move to: 7 3 To Manager Mover | (3 Unread/ Read | 92 New Group Search People ﬂ-
= Team Email v Done ‘o Rules = Categorize® 0 Browse Groups [ Address Book
2 Reply & Delete ¥ Create New ~ | [iOneNote = |* Follow Up~ Y Filter Email = Store
Quick Steps. ] Move Tags Groups Find Add-ins ~

2 Reply 2 Reply All (3 Forward G5V
Microsoft Outlook
What is Clutter?

Mtestuy 7/7/2016

v

Stay on top of your email

We've added an awesome new feature that helps filter your low-priority email—saving time for your most important
messages. We call it Clutter.

Clutter locks at what you've done in the past to determine the messages you're most likely to ignore. It then puts them
here, in the Clutter folder. Just keep using email as usual and Clutter will learn which messages aren't important to you.
From time to time. Clutter might get it wrong. You can move the messages we've incorrectly identified as clutter to your
inbox, and Clutter will take notice.

Your privacy is extremely important to us. We remove any personally identifiable information from the data we use to make
the feature better.

And if you find Clutter isn't for you, you can tum it off any time.

T stop separating items that are identified as clutter, go to Options.
This system notification isn't an email message and you can't reply o it

0 &

All folders are up to date. ~ Connected to: Microsoft Exchange

NOTE: If you bought Office 2016 for Windows as a one-time purchase, and you don’t have an Office 365
subscription, you won’t have access to some features, such as Clutter. Going forward, there will be

regular updates with new features where you’ll need to have an Office 365 subscription to use them.
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Tell Me What You Want to Do

The new Light Bulb icon in the Ribbon with “Tell me what you want to do...” is a lot more than just a
replacement of the Help Question Mark icon.

When you type something in the Tell Me field, you’ll actually search through Outlook’s list of commands
which are then also useable from list of results.

So, if you for instance don’t know how to Create/Modify Automatic Signatures, simply type “Sig” in the
Tell Me field and you can click on the command from the results.

Clicking on the “Get Help” link will open the regular Help viewer and the “Smart Lookup” link will open an
“Insights” pane in Outlook and performs a web search with Bing.

|/ Signature v
f Time Scale » Eignatures_._ /
G Change View "
F
r'd
@ GetHelpon "si” 'y Tom
S Smart Lookup on "Si" /70°F 83"

When you click in the Tell Me box, you'll also see a list of the last five commands you ran from within Tell
Me, saving you time getting to the feature you want faster.

Recently Used
Signatures

Create New Calendar Gro...

Try
change reading area
show to-do hist

show conversations
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One Click Archiving (Office 365)

Outlook Office 365 includes a new feature called one-click archiving. This feature allows you to quickly
move an item from your Inbox or another folder to an archive folder. An archived item (or items) remains
accessible, but doesn't clutter your Inbox.

Archive messages with a single click
1. Choose one or more messages in your folder to archive.
2. Ontheribbon, in the Delete group, choose Archive.
= X
x .

e Delete Archive
[ "o

Delete

NOTES: If you haven't previously set up an archive folder, you'll get this prompt:

Set up One-Click Archive ? X

We didn't find an existing archive folder. Create a new folder called "Archive"?

Create archive folder Choose existing folder Cancel

Choose one of the following:
o Create archive folder.
o Choose existing folder.
3. Choose the message in the message list you want to archive, and then choose Archive.

As soon as you choose Archive, messages are immediately moved to the archive folder you've specified. If
you archive a message by mistake, go to the archive folder and move the message back to your Inbox.
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Smart Lookup

Outlook Office 365 (and all the Office 365 applications) have the Smart Lookup feature which uses Bing
integration as a research tool.

To use Smart Lookup:
1. Select a word or phrase, right-click it, and choose Smart Lookup.

2. The Insights pane, powered by Bing, appears and opens with definitions, Wiki articles, and top
related searches from the web.
You can also get to Smart Lookup any time by going to Review > Smart Lookup and entering a
query there.
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Search

Outlook Office 365 email search is faster, more reliable and provides improved performance. You can
seamlessly search email across your local computer, Exchange 16 server or Office 365 Mailbox.

Outlook makes it easier to find email by offering keyword and people suggestions based on your mailbox
content from Exchange 2016. You can quickly find email from someone that you've been exchanging
emails with or a project you’re working on. Simply start typing someone's name or a keyword in the
search box to see suggestions from Exchange 2016.
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Groups - (Office 365 work or school account)

Groups lets users chat instead of email which reduces the strain on their inbox. Groups also lets users
share common calendars, OneDrive-hosted files, and OneNote notebooks. Groups are just below your
inbox in the left-hand navigation column, below drafts, sent items, and junk mail. In short, a group is
basically a shared mailbox you can subscribe to (or even create yourself) and also provides a Calendar and
a shared storage location on OneDrive for Business.

Outlook Office 365 now includes support to create, join and manage Office 365 Groups so you’ll no longer
have to do that via Outlook on the Web (OWA).

|:| 5® Membership ~ ljl E & Eﬂ

MNew DEdit Group Conversations Calendar Files MNotebook
Conversation

New Outlook Support

Ribbon commands for Office 365 Groups.

Note: Office 365 Groups requires an Office 365 for Business account. This feature is (currently) not part of
Exchange 2016 on-premises.

. a‘c-—' rik 5 % menbeship- " el & m _l_

L[} Address Back

Hew Mew  Reply Forwed Comversaions Calendar  Files  Notebaok ) ) Reading
Er e Ea i all ~ Edit Group T Fitter Email = Pang -
Mew Respond Co m Find Layannt ~
< = g
4 katigj@office2d16deme.onmicro.. . \" Coho Sales Tea b Gireup subrsoribed ¥ m h m FRd
Inba 11 -
arch € n Ik 0
Drafts [1] .
- Vestarday Hello everyone. Check out the latest video from our PR team.
9 5ent Hems
- P Garth Fort; Katie lordan w6 ok Saies Team; [ Katie Jordar
2] Deloted ltems 7 Hella sveryore. Check cut the et viden from .
Thaik yons Sar sharing this When wes it eleased? Tu 240 PM .
Mandny
= ol sryone. k out the latest vide PR team.
Katie Jordar: Alex Darrov: Coho Sal._ -2 Hello everyene, Check out the latest video from our PR team,
FEP Rewlesw
e al https://www . youtube com/watch v=0toZde3xVt4
e Coho Sales Team &
i Teamn Mewting . . .
Watch Modern Workplace on Globalization
Mat
b Bonnie Kearney; Katie Jordan; Favel... bt
HiOutbax 1 gt off the phone with my contact a..
& PSS Foeds o :
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Group Buttons on Ribbon - Browse and Create Groups

Two new buttons on Outlook Office 365 ribbon’s Home tab make it easier to browse and create groups.

;.,':" Mew Group

A Browse Groups

Groups

Create a Group

Groups are the next generation of distribution lists. They provide a effective way to communicate and
collaborate with team members. A group is a shared workspace for email, conversations, files, and
calendar events.

1. Open Outlook Office 365, select a group, and, on the Home tab, choose New Group.

File Hegerie ';' Tell rve wihak you want to i
| 1 /.p b - X} T
" | I —] —, =28 Membership - " o

Nw.'. Pl Reply Forward 2 Addd Mermvbers Conversations Calendar  Files MNatebaoaok
Caonversation ltems = All

£ Browse Groups

Blew R pond Deskiop Groaups FC Groups

2. Inthe Create Group window, enter the required information, including Name, Group ID,
and Privacy level, (Public or Private).

NOTE: You won't be able to change the group ID after you create the group.

3. Check the subscription box to let members receive the group's emails in their regular Inbox or
keep it un-checked if you prefer that they access the group's mail only from the group's Inbox,
and then click OK.

Create Group 2 IEH |

vickes @ place for W convenaions, Fie, and & group cabmeder

4. When the group is created, add the members, description, and a photo for the group. You can do
this after the group is created as well.
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5. Click OK when you're done. You'll see your newly created group on the left NAV bar and a

Welcome email in your group's Inbox.

Search for, join, and go to a group in Outlook Office 365

You may be added to a group by the group's admin and want to find out more. You can also search for

groups and join them.

Search for a group to join

When you know the name of a group that you want to join, search for that group by doing the following

1. Onthe Home tab, enter the group name in the Search People box.

2. When you find the group that you're looking for, select it from the list.

[ Project]
Fallow
Up~

[

Project Team
Private Group

Project Falcon

3. Onthe group's contact card, click Join.

If the group is private, a request will be sent to the group's admin, who can accept or decline the

request.

PT

Project Team

Private Group

@
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Join a group from an email

You might receive an email message from a group that you're not a member of and decide to join the
group.

1. Select Join on the group header in the right corner of the reading pane.
If the group is private, you'll see Request to Join instead, and will be asked to provide a reason for
joining.

2 Reply ff::(%_ Reply All =} Forward 428 Request to join Project Team

E Sara Davis Project Team; Molly Dempsey ~
. New template

2. Wait for your request to go through, or for the group's admin to add you if you're trying to join a
private group.

3. Once you've joined the group, you'll see detailed membership status as well as a shortcut to
navigate to the group's Inbox in the group's header.

Go to a group that you were added to as a member

When you're added to a group, you receive an email notification.

1. Open the email and click Go to the group link.

You're now a member of the Project Team
group

Go to the group

2. Use the options on the ribbon to start a conversation, change your membership status, etc.

3.  You can go to the Explore the group section in your email notification to view conversations, the
group's calendar and files.

Explore the group

n See conversations
Check out the calendar
Read group files

4. All groups that you create or are invited to are on the left NAV bar under Groups. Access any of

the groups by clicking the group name. Participate in conversations or use the options on the
ribbon to access the files, calendar, notebook, and other information.

4 Groups

Project Team!

NOTE: If you are using Outlook 2013 and click the link in the invite, you'll be redirected to Outlook Web
App to view the group's information and start communicating. However, you can view the group's email
in your Outlook Inbox and reply.
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Leave or unsubscribe from a group, do the following:

1. Select a group that you're a member of in the left nav bar.

4 Groups

2. Choose Membership on the ribbon. Then select:

o

Unsubscribe You'll still be a part of the group, but won't receive any conversations or
invitations in your inbox.

Leave You'll no longer be a part of the group and won't be able to access the files or
other data.

EMembeships [ | [T Eﬂ

L% Unsubscribe  Aversations Calendar Files Motebook

2L |eave

=03 End User Content

Edit information related to the group or delete it if you no longer need it.

1. Select your group on the left NAV bar, under Groups.

2. Select Edit Group on the ribbon.

=% Membership - Ijl D & @

.’-_ﬁ' Edit Group Conversations Calendar Files Notebook

Project Team

3. Editany

o
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of the settings and options below:
Group's name, description, or language.

To pick a new group photo, click the Edit link in the bottom right corner of the current
group photo. You'll be re-directed to Outlook Web App, where you can click the Change
photo button on the current group photo and upload a new one from your computer.

AG

@10

To add a member to your group, type and then select the name of the person you want
to join the group in the Search People box.

In the Members box, you can make someone an admin or remove admin permission.
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o After a group outlives its intended purpose, you can delete it to free up system

resources by clicking the Delete group button in the lower left corner of the window.

WARNING: When you delete a group, you permanently remove all group conversations, email messages,

files, calendar events, and other information. There is no way to recover the information.

Add people

Delete group

Language for group.related natifications

Engitsh (United States) -

Le} peaple outside the arganizstion emai the
group
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