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Overview

This manual will help you learn many Microsoft Outlook features such as email options, inbox,
contacts, calendar, and tasks. Topics include window options, email formatting, keeping email
organized, entering contact information, scheduling individual appointments and group
meetings, and tracking personal and group tasks.
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l. Introduction

Microsoft Outlook is a desktop information management program that helps you organize and
share information on your desktop and communicate with other people. You can use Outlook
for both personal and group activities such as e-mail, appointments, contacts and sharing
information. The table below consists of the standard components in Outlook.

A. Outlook Components

Component Description
El Mail Displays mailbox folders and email list. Also, allows you to send and
receive email messages.
D Calendar Provides personal, group and resource scheduling.
E People Displays contact names, addresses, email and other information.
* . _ .
v Tasks Organizes personal and group to-do lists.
Notes Contains miscellaneous notes or copied text that you want to use in
other places.
Folder List Displays all mailbox folders.
IEI Shortcuts Displays and provides quick access to mail folders.

1. Select each of the Outlook Components to view their screen layouts.

You can add or remove Outlook Components on the Navigation pane.

Mail Calendar People Tasks Notes Folders Shortcuts []

1. Click on the Navigation Options dots (...) to add or remove options from the shortcut
menu bar.
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B. View Options

While in your Inbox, as well as other Outlook components, there are various screen views,
which may help you in viewing mail messages and generally working with Outlook. On the inbox
email screen, there are various view options for your Reading Pane. Also, you can choose to
view or close the Navigation and To-Do List Panes on your screen as well.

1. Change your email screen view.

Il o soomeae  fowek (] newra

T) Reverse Sort

G F © Usonscomemions [T &on 5
Add Columns
Change  View  Rewet 4 P fag: sta 2. Reminders
2 e h =] 4= Expanel/Callapse
View - Settings View xpand/Collapse gty
A - |
4
1L SURIECT RECFVED I ATEGO.
e Thu 842014 34, 22 KB
]
Fducatianal Tec... Registraticn Form Thy 042014 93, 21 KB
4 Date: Yesterday

Quakrics Please verify your new Qualtrics account

Tomorrow

Quaknes Please verily pour ne 5 account

300 PM Communications Staff Meeti

Quaknct Please vertly your new Qualtrics account i 25K Monday

w00 A HR Orientation

Mary Shea Your connection Mary has endorsed your Wed 5/3/2014 3 L m Mm
. g o P w0 &M | Enterprise Video Platform pr...
PN Ml '.u;r. '.'Ji'..f Message from Mardon, Kelly 4 Tel: 48044 Wed 9372014 10, 115 K8 200 PM Weskly Update Mesting - V...
Do ralcaali: i Mercier, Mark T RE: Onlne Trainig Feedback 3 KL Weiiaickiy o
Power of Attomey ) 1000 Ak | Praject and Cammunieation.
S r.!an....trrmr L.‘.a'k .r,m.-.».- wWants 1o share 3 Quat s vy Wit you 20 KR 302 Delbefoelc Hall Trainiwg P
Recipe 2
Rohrich “ Date: Tuesday
Mail Calendar People Tasks Notes Folders Shortcuts ==
Folders Navigation Pane Reading Pane To-Do List

1. Click on the View tab, then on the Layout group, select your view options for Navigation
Pane, Reading Pane, and To-Do List.

When selecting the Navigation and To-Do List Panes, you can choose the Normal view (see
above), Minimized on screen or Off which removes from screen.

When selecting the Reading Pane, you can choose the Right or Bottom options to have the
message preview to the right or bottom of the selected email line. Also, you can select the Off
option (see above), message preview will not appear.
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Il. Outlook Options

Microsoft Outlook has many settings and feature options to help with your business and
administrative tasks.

A. General

General options enable you to select user interface and start up options to personalizing your
copy of Microsoft Office. Many of your User Interface options are defaulted, but you can
disable or select other options. (This section will be instructor led.)

1. Click on the File tab, and then click on Options.
2. The Outlook Options window will appear.
Outlook Options ]
| et ‘a3, General options for working with Outlook.

#| Show Mini Toolbar on selection™
| Enable Live Preview
ScpeenTip style: | Show feature descriptions in ScreenTips - I
Personalize your copy of Microsoft Office
Liser name; wdf
Imitaals:

Always use these values regardiess of sign in ta Office.

Office Background: | Clouds =]

Qﬂurp Theme: White =i j

Start up options

¥| Make Qutiook the default program for E-mail, Contacts, and Calendar Detault Programs...

0K Cancel

B. Advanced

The Advance option enables you to customize work panes and set up options for multiple
Outlook features. Many of your Advanced options are defaulted, but you can disable or select
other options. (This section will be instructor led.)
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1. Click the on File tab, and then select the Options icon.

2. The Outlook Options window will appear.

Qutlook Options @

G . . .
eners m Options for working with Outlook. I
Mail
Calendar Outlook panes
People Customize Outlook panes.

Tasks Reading Pane...

Search L

Outlook start and exit
Language

Advanced i Start Outlook in this folder: Inbox

Customize Ribbon [] Empty Deleted Items folders when exiting Outlook

Quick Access Toolbar AutoArchive

Add-Ins

E Reduce mailbox size by deleting or moving old items to an archive data file. AutoArchive Settings...
Trust Center
Reminders

Show reminders

Blay reminder sound: |reminder.wav Browse...

Export
== Export Outlook information to a file for use in other programs.
RSS Feeds

[T] Any RSS Feed item that is updated appears as new
| Synchronize RSS Feeds to the Common Feed List (CFL) in Windows

Send and receive

-

o J [caner |

3. Click on the Mail option, and then select Advanced.

ll. Format Email

Outlook provides the ability to setup and change format for your messages, stationery, and
signatures.
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A. Select Message Format

4, Click the on the File tab, and then select the Options icon.

5. The Outlook Options window will appear, and then select Mail.
Outloak Opticns =
1 Change the seltings for messages you create and receive. :
Mail

Compose Mmessages

'1", Change the editing settings for mesgagss Editar Options... | =

Compose messages in this format

ABC 1 Blways check spelling before spn Rich Text | Spelling and Autocorrect...
A Plam Text
¥ lgnore original message text in

,f Create or modily signatures for messages, Signatures,..
‘_\1? Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Eonts...

Dutlook panes

=== Customize how items are marked as read when using the Reading Pane.

Reading Pane... |
Message arrival
r‘g % When néw messages armive:
- | Play a sound
Briefly change the mause pointer
| Show an envelope icon in the taskbar
¥| Display a Desktop Alert Deskiop Alert Settings... |
Enable preview for Rights Protected messages (May impact perfarmancea)
Conversation Clean Up
O_K_ | Cancel
6. In the Compose message selection, click the drop-down arrow next to the Compose in

this message format box.

7. Select one of the three formatting options:
— HTML
— Rich Text
— Plain Text

Format Description

HTML Default format in Outlook. Support various fonts, colors, bullet lists, and pictures.

Rich Text | Support Microsoft Exchange Client 4.0 and 5.0 and all Microsoft Outlook versions.

Plain Text | Don’t support bold, italic, colored fonts, or other text formatting and pictures.
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B. Default Font

1. Click on the File tab, and then select the Options icon.

2. The Outlook Options window will appear, and then select Mail.
3. In the Compose message selection, click on the Stationery and Fonts button.
4. The Signature and Stationery window will appear.
Signatures and Stationery @

E-mail Signature | Personal Stationery

Theme or stationery for new HTML e-mail message

Mo theme currently selected

Font: |Use theme's font -

Mew mail messages

l Eont... l ! Sample Text |

Replying or forwarding messages

l Font.. l ! Sample Text |

|:| Mark my comments with: | vdf
[T pick a new color when replying or forwarding

Composing and reading plain text messages

l Font.. l ! Sample Text |
Cancel
5. Select the Personal Stationery tab.
6. Click on the Font button, in the New mail messages section to change your desired font.
7. Click on the OK button.
8. You can also change your font in the Replying or forwarding messages section.
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C.

Using Stationery

Outlook stationery gives the email messages you send a special appearance, with colorful
backgrounds and coordinated fonts. Recipients with Plain Text format are unable to see
colorful backgrounds and formatted font types.

File: Microsoft Outlook 2013 Workshop

Click on the File tab, and then select the Options icon.

The Outlook Options window will appear, and then click on the Stationery and Fonts
button.

The Signature and Stationery window will appear.

Select the Personal Stationery tab.

In the Theme or Stationery for new HTML e-mail message section, click on the Theme
button.

The Theme or Stationery window will appear.

Theme or Stationery . x

Choose a Theme:

Sample of stationery Sea Marble:

Pixel s
Profile

Quadrant

Radial

Refined

Rice Paper

Ripple

Romanesque

Roses (Stationery)

Satin

Sea Marble (Stationery)
Shades of Blue (Stationery)

Soft Blue (Stationery)
Sonora

Spring

Stars (Stationery)
Straight Edge

Studio

Sumi Painting

Tech Tools (Stationery)

Water =
Watermark gl
D Vivid Colors

D Active Graphics

¥l Background Image

Cancel

04/01/15

Page 10 of 49



7. In the Choose a Theme section, choose your desired theme (Once a Themes is selected
it will appear on the right-side of your screen in the Sample of stationery window).

8. Click on the OK button. (Outlook will automatically use the stationery you selected in
new email messages.)

D. Signatures Files

You can use the signatures option to automatically add text to the messages you send. For
example, you can create a signature that includes your name, job title, and phone number. You
can create multiple signatures, designate a default signature, and select a signature to insert in
a message after you have created the message.

1. Click on the File tab, and then click on the Options icon.
2. The Outlook Options window will appear, and then select Mail.
Outlook Options |T T|
e - Change the settings for messages you create and receive.
Mail
Calendar Compose messages
People =,r“‘j Change the editing settings for messages. =
Tasks Compose messages in this format: [HTML |z|
Search
Language ABC Always check spelling before sending
Advanced Ignore original message text in reply or forward

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

_!‘ Create or modify signatures for messages.

1:{1?\ Use stationery to change default fonts and styles, colors, and backgrounds.
L

Outlook panes

Customize how items are marked as read when using the Reading Pane.

Message arrival

i ' When new messages arrive:

I Play a sound
[] Briefly change the mouse pointer
Show an envelope icon in the taskbar

Display a Desktop Alert

Stationery and Fonts...

Reading Pane...

Desktop Alert Settings...

[7] Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

3. In the Compose messages section, click on the Signature button.

04/01/15
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4. The Signature and Stationery window will appear.

Signatures and Stationery

r—
E-mail Signature | Personal Stationery |
Select signature to edit Choose default signature
E-mail gccount: | B v|
]
New messages: | v|
Replies fforwards: | v|
(o I )
/gitsignah_lre \
|Calibri (Body) v|| 11 v| B 7 U E§| = = | [8dBusinessCard | [&] %
)
\ v
\ //
Cancel
5. With the E-mail Signature tab selected, click on the New button.
6. The New Signature window will appear.
Mew Signature @
Type a name for this signature:
[ 0K J [ Cancel ]
7. In the Type a name for this signature box, type your desired signature filename.
8. Click on the OK button.
9. The filename will appear in the Select signature to edit window, then type your

signature text in the Edit signature window, and then click on the OK button.
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E. Check Spelling and Autocorrect

The Check Spelling is a Microsoft feature that checks your spelling as you type text by place a
red wavy line underline the misspelling, so you can correct the text before sending email. Also
the Autocorrect feature will correct your commonly misspelled words automatically.

1. Click on the File tab, and then click on the Options icon.

2. The Outlook Options window will appear, and then select Mail.

Compose messages

:rj Change the editing settings for messages. Editor Options...

Compose messages in this format: | |[HTML E

ABC [ Always check spelling before sending ] l Spelling and Autocorrect... l

Ignore original message text in reply or forward

_'_/. Create or modify signatures for messages.

ACI?-. Use stationery to change default fonts and styles, colors, and backgrounds. l Stationery and Fonts... l

Outlook panes

Customize how items are marked as read when using the Reading Pane. B
l% Reading Pane...

3. In the Compose messages section, click on the box next to Always check spelling before
sending.

Compose messages

j’h Change the editing settings for messages. Editor Options...

Compose messages in this formatt HTML El

ABC Always check spelling before sending [ [ Spelling and Autocorrect...

Ignore original message text in reply or forward

!‘ Create or modify signatures for messages.
J-E?‘ Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...
L

Outlook panes

Customize how items are marked as read when using the Reading Pane. -
.% Reading Pane.
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4. Click on the Spelling and AutoCorrection button, for additional options.

5. The Editor Options window will appear.
P B~
Syt ,/ Specify how Outlook corects and formats the contents of your e-mads.
Advarce

AutoComedt options

i e

When commecting spelling in Micrasoft Office programs

! lgnore words in LUPPERCASE
1 kgnore wards that contasn numpes
4] banore Intemet and e addresses
7| Flag repeated woeds
Enforce accented uppevcase i French
Sugoest from maen dictionary only
{ustom Dictionasies..
Frencn modes:  Tradibanal and new speingsl |
Spasisn modas:  Tutea verb foems anly =
When correcting spelling In Outioek
! Chetk ipefing s you type
Mark Gramymar evron & you type
7! Frequentty confused wards

Chek geammat with spelling

oK Cancel
6. Click on the AutoCorrect Options button.
7. The AutoCorrect: English (U.S.) window will appear.
- AutoCorrect: English (United States)
| AutoFormat | Actions.
AutoCorrect |I Math AutoCorrect | AutoFormat As You Type

Show AutoCorrect Options buttons

Carrect TWo INitial Capitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: with: (@) plain text Formatted text

Automatically use suggestions from the spelling checker

QK I ’ Cancel
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8. With the AutoCorrect tab select, click on the check box next to Replace text as you

type.

9. In the Replace box, type the misspelling of the word you commonly misspell, and
then in the With box, type the correct word spelling.

10. Click on the Add button.

IV. Mail Options

Outlook provides options that enable you to mark any message with priority status or

sensitivity rating, so your words cannot be changed by anyone after the message is sent.

A. Set Importance Level

The Default Importance Level is set at Normal. When composing a message you can set the

Importance Level to High or Low.

1. The Importance Level options are located on the Message ribbon in the Tags group.

[* Follow Up -

d . N
' High Importance

¢ Low Importance
. J

Tags

F]

2. Click on the High or Low Importance button, to indicate the message importance.

Note: You can mark all messages you send with the same importance level. Click on the File tab,
then click on the Options icon, and then select Mail. In the Send messages section, select your

Default Importance Level.

\

Send messages

— | Default Importance Ievel:"%. Marmal |+

Default Sensitivity level:

|:| Mark messages as ex r’is, Maormal

[] commas can be used
Automatic name checking
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B. Set Sensitivity Level

The Default Sensitivity Level is set at Normal. When composing a message you can set the
Sensitivity Level to Private, Personal or Confidential.

[* Follow Up -
' High Importance

¥ Low Importance

Tags r

1. In the Tabs group, click on the dialog box. The Properties window will appear.

Importance |Maormal -

Sensitivity | Normal

2. Go to the Settings section, and set your desired sensitivity level.

Note: You can mark all messages you send with the same Sensitivity Level. Click on the File tab,
then click on the Options icon, and select the Mail. In the Send messages section, select your
Default Sensitivity Level.

Importance | Mormal -

Sensitivity MNormal -
Low
High

Option Description
Normal Indicates that the message’s contents are standard or customary.
Personal Suggests that the message’s contents are of a personal nature.
Private Prevents the message from being modified after you send it.
Confidential | Denotes that the message’s contents are restricted or private.
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C. Delay Sending message

When composing a message you can delay the email delivery. For example, you can schedule
the delivery of your email for a specified time or date, if you do not want to send it
immediately.

FILE MESSAGE INSERT l OPTIONS | FORMAT TEXT REVIEW
] - a1 A=« oo
ECOIOrS ,El(_ ,g Q Request a Delivery Receipt ‘.’-
[AlFonts~ “ - - : _(-
Themes Page Bcc  From  Permission Use Voting Request a Read Receipt Direct
- EﬁECts' Color - Buttons ~ eplies To
Themes Show Fields Permission Tracking IF1 More Options 1
To..
=1
Cc..
Send
Subject
1. Click on the Options tab, and then click on the Delay delivery button.
2. The Properties window will appear.
Properties @I
Settings Security
Importance » Change security settings for this message.
Sensitivity | Normal | [ security settings...
I:l Do not AutoArchive this item
Voting and Tracking options
I:EIE [ Use voting buttans El
o || Request a delivery receipt for this message
DRequest a read receipt for this message
Delivery options
'b DHave replies sent to
IDo not deliver before  |9/5/2014 =] [b:00pm |L|]
|| Expires after MNone v | [12:00 AM -
Save copy of sent message
Categories w | MNone |
3. In the Delivery options section, click on the check box next to Do not deliver before,

and select your desired date and time.

4, Click on the Close button.
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V. Organize Email

Microsoft Outlook allows you to change the defaults and setups to your email inbox according
to your preference.

A. Categorize Messages

The column headings bar list email properties under the appropriate heading, these heading
can be rearranged according to your preference.

AW |[From SUBJECT RECEIVED SIZE CATEGO... ¥
4 Date: Today
; mj . Minutes and updates for Enterprise Video Platform (Panopto) project Fri 9/5/2014 11:2... 337 KB

Hi everyone, The minutes and updated project schedule for My Pitt Video (Panopto) are attached and available in Box.

4 Date: Yesterday

) « RE: HR Orientation Computing Services Presentation Thu 9/4/2014 4:5... 49 KB
Thanks Vernon! We have replaced the old slides with the new ones. See you next week! Sarah Morgan Senior Recruiter Office of Human

1. Click on a column heading to sort messages by that associated heading title.

2. For example, to view newest messages at the top of the list, click on the Received
column heading. A triangle icon pointing upward indicates an ascending sort (oldest to
newest). A downward-pointing triangle indicates a descending sort.

3. You can add new columns by right-clicking in this list.

4. You can move columns by dragging them to different locations.

B. Create Folders

Your mail folders are located on the Navigation pane. You can create additional folders for
specific email from senders.

1. In the Navigation pane where your folders are located, right-click and choose the New
Folder option.
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2. Arectangle box will appear under the parent folder you selected.

4 Inbox 2

3. Inthe rectangle box, type a name for the new folder.

4. The new folder will automatically appear in alphabetical order under the parent folder.

C. Create Rules

You are able to create a rule base on the sender, recipients or conversation topic of a message
to always move to a designated folder of your choice.

1. Select the email which you want to base a rule.

& Margan, Sarah A RE: HR Onentabion Computing Serices Presentation

Thu 9/4/2014 4:5... 49 KB
les with the new ones. See you next week! Sarah Maorgan Senior Recruiter Office of Human

Martin, Talon W... Head Count Thu 9/4/2014 :4... 22 KB
Hello All

BOucational TEC.. MegIsiranon rorm

ThU O772010 D 21 RE
itz e cacded e cdufog ntent/uploads /201407 /BbDay-r140502 1043310, 50 Thank yau tar recpstenng far the Blackboard T 1

2. On the Home ribbon, click on the Rules button, and then select Create Rule.

3. The Create Rule window will appear.

Create Rule @

When I get e-mail with all of the selected conditions

[ From Martin, Talon Westcott ]

[ | subject contains | Head Count

[Isentto | me only El
Do the following

[ | pisplay in the New Itern Alert window

[ | Play a selected sound: Windows Notify.wav B B

I [ move the item to folder: ] Select Folder ’ Select Folder... ]

OK ’ Cancel l lAd\ranced Options...l
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4. Click on the check boxes next to From and Move the item to folder. The Rules and
Alerts window will appear.

5. Click on the Outlook folder where you would like future messages to be stored, and
then click on the OK button.

D. View Conversation

Microsoft Office contains a feature that will allow you to arrange messages by conversations.

4 Favorites

Sent ltems
Inbox 2

1. Select a folder from your Mailbox where the email conversation string is located.

HOME SEND / RECEIVE FOLDER I VIEW l New Tab

Q aﬂ D [ +| Show as Conversations] El(' ECj)Qate

- 1] :
Change View  Reset Conversation Settings - Message | Bl Categories
View - Settings View Preview ~
Current View Messages

2. Click on the View tab, and then click on the check box next to Show as Conversations.

3. The Microsoft Outlook window will appear.

=

Microsoft Outlook

—

All mailboxes l This folder l Cancel

Show messages arranged by conversations in:

4. Click on the This folder button.
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5. Atriangle will appear next to email that has a conversation string.

A M Fitzgerald, She.. Agenda for today's Enterprise Video Platform project team meeting

Tue 9/2/2014 9:2... 297 KB

Fitzgerald, Shelly Lukon
No problem - I'll fill you in after!

Tue §/2/2014 9:2... 58 KB

L—(_l ﬂﬂ Fitzgerald, Shelly Lukon

Franklin, Vernon
Shelly, Twill not be able to attend the meeting today. The HR Orientation is at the same time. Vernon

Tue 9/2/2014 9:0... 239 KB
Hi everyane, For today's meeting, we'll go through the remaining tasks on the project schedule (attached and in Box) and also discuss

6. Click on the triangle, and then email conversations will appear under the triangle.

E. Subscribe to RSS Feeds

Really Simple Syndication (RSS) B2l provides an easy way for you to read the latest postings to
your favorite Web sites. Many Web sites offer RSS Feed subscriptions, so that whenever new
content is published, such as an updated news article you can receive a summary or the full
article automatically in Microsoft Outlook 2013.

University of Pittsburgh

Information
Technology

COMPUTING SERVICES &
SYSTEMS DEVELOPMENT

> Help

> Software
> Email

> Network

> My Pitt

NEWS AND ANNOUNCEMENTS g ne

WANTED: Identity Thief

Watch a classic

=4 | =ye identity thief to see
1 !HaNTEB how this crime has
1 O T Tt = evolved.
fop | J Read More =

| RN THE
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orientation
Outbox
purge
reid

[ RSS Feeds
sample folder

Saved

sent-mail

1. On your Folder pane, place the mouse pointer on the RSS Feeds folder, click on the right
mouse button, and then select the Add a New RSS Feed option.

2. The New RSS Feed window will appear.

MNew RSS Feed [ =3 |

rnter the location of the RSS Feed you want to add to Dutlaak:]

Example: http://www.example.com/feed/main.xml

Add Cancel

3. Go to the Web site where you desire a RSS Feed, and click on the RSS Feed [Eil button,
which will link you to the RSS Feed Web site.

4, Copy the Web site address (select the URL from the web address box, then compress
the Ctrl key and click on the letter C key — Ctrl, C.). Go back to the New RSS Feed
window, and then paste (Ctrl, V) the URL (Web address) in the Enter the location of the
RSS Feed you want to add to Outllook box.

5. Click on the Add button.

VI. Contacts

The Contacts component of Outlook allows you to store information, such as mailing and email
addresses, for those people you frequently correspond with. Storing contact information
allows you to perform functions such as quickly addressing email messages and tracking contact
activities.
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A. Create New Contact

1. Click on the People component on the Outlook Navigation pane.

2. Click on the New Contact |&-| button, located on the Home ribbon. The Contact
window appears:

“ COMTACT | INSERT _ FORMAT TEXT
r:??(r" ;“.’. % — B B
[r_:.-;_...T ]
3. Type the contact’s name in the Full Name text box in the order First, Middle, and Last.

Outlook uses an AutoName feature to automatically index the name. (Information can
also be copied and pasted into these fields.)

4, Click on the Full Name ruiname.  button to verify that the name has been indexed
correctly.

Check Full Name 23

Mame details

Tile M. [*]

First John
Middle |T.

Last Smith
Suffix lzl

[] Shaw this again when name is incomplete or unclear

ok ) [ coneal |

File: Microsoft Outlook 2013 Workshop Page 23 of 49 04/01/15



5. Make changes if necessary, then click on the OK button.

6. Continue to enter the desired information for the contact. Notice that clicking the drop-
down arrow |- | button, beside E-mail, Phone numbers, and Addresses will allow you to
enter more than one item.

7. Click on the Save & Close Qr"’j button.

Note: You can also create a contact from an email message you receive. When email is open,
place mouse pointer in the From field, right click on the name you want to make a contact, and
then select Add to Outlook Contacts from the shortcut menu.

B. Edit Contact Information

To edit an individual from your contact list, double click on the contact name. The contact
information window will appear. Make your edits, and then click on the Save button.

John T. Smith

C. Delete Contact

Select the contact you want to delete, and then click on the Delete i button, located on the
Home ribbon. You can select more than one contact by holding the Ctrl key, while you click on
the contact names. You can use the Edit, Undo command to restore a contact that was deleted
by mistake.
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D. Create Distribution List

You are able to create a distribution list using names from Outlook Contacts, Address Book, or
New Email Contact.

1. When in Contact, click on the New Contact Group & button, located on the Home
ribbon. The Contact Group window will appear.

P OINSERT  FORMATTEXT  REVIEW
&, @ | P
..::‘Illf:!.l Email Me F.t;:'.-.v
We didnt find .11.|r:;|g I.n show here,
2. Click on the Add Members drop-down arrow. A shortcut menu with appear.
Q.J From Qutlook Contacts
QJ From Address Book
&J».ﬂ, Mew E-mail Contact
3. Select your desired option.

a) From Outlook Contacts: Your personal outlook contact window will appear to select
individuals.

b) From Address Book: The Global Address List window will appear to select
individuals.

c) New E-mail Contact: The Add New Member window will appear to add individual’s
name and email. (Use this option when an individual is not in your outlook contacts
or the global address list.)

4, After new contacts are added, in the Name box of the Contact Group window, type your
distribution list name.

5. Click on the Save & Close button.
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E. Contact Views

There are several different ways to view your contacts on screen. Views only change the way
your information is displayed.

A 5 ) 8- e
People Business C... Card Phone
st
1. To change the view, click on your desired option button.
View Description
People List contacts in alphabetical order with picture next to it, if inserted.

Business Card

One individual business card for each contact.

Card

One individual card with one mailing address and business and home
phone numbers.

Phone In a list with company name, business phone number, business fax
number, and home phone number.
List One line entry for each contact.

F. Print Contacts

You can print an individual or a group of contacts. To print when in Contacts, select File, and
then click on the Print option. Before printing your output, you can select Setting for a desired
style, and then click on the Print Options button for a print range.
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VIl. E-Mail Using Mail Merge

A. Add Mail Merge Command

Before starting your E-Mail Merge the Mail Merge button must be added to your
Quick Access Toolbar or within any Ribbon of your choosing. In this exercise the
Mail Merge button will be added to the Quick Access Toolbar.

1.

2.

3.

& = L]

HOME SEND / RECEIVE

Select the More Commands option.

The Outlook Options window will appear.

Click on the drop-down arrow on the right-side of the Quick Access
Toolbar.

Outlook Options

Quick Access Toolbar

=

Customize the Quick Access Toolbar

Cheose commands fram:
All Commands ot

Lync Meeting

Lyne Meeting

Lync Meeting
% Macro Security

g
‘o Manage Add-Ins

Manage Calendar
H Manage Mobile Notifications
uick Steps..

Manage Task
Manage Views..
Maric Al a5 Read

Mark a5 Read
= Mark as Unread
v Mark Complete
+" Mark Complate
4 Mark to Download
3 wmlad

Deownload Message Copy

Customizations: Rgset =

Show Quick Access Toolbar below the Ribbon

Irnport/Expon =

4. Click on the drop-down arrow in the Choose commands from selection,
and select the All Commands option.

5. Inthe Separator window all commands will be listed in alphabetical order.
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6. Scroll down on the Separator window to find Mail Merge. Click on the Mail
Merge option in order to highlight text, and then click on the Add button in
between the Separator and Customize Quick Access Toolbar windows.
This will place the Mail Merge button in the Customize Quick Access
Toolbar window.

7. Click on the OK button.

8. The Mail Merge button will appears on the Quick Access Toolbar.

e :

HOME SEND / RECEIVE

Note: The above screen shots are from Outlook 2013, due to the University’s
My Pitt Email Upgrade.

B. Create E-Mail Merge from Outlook

The E-Mail Merge contains your e-mail message with identical text for each
recipient. Field codes are also inserted where you want the information from the
Outlook Contacts in order to customize your e-mail messages.

1. To start your E-Mail Merge, open your Contacts List in Microsoft Outlook.

2. If you will not be e-mailing your entire contacts, then select only the contacts
you desire. When selecting contacts, click on your first contact, and then hold
down the Ctrl key on the keyboard while selecting other contacts.

@ = o[

HOME SEND / RECEIVE

3. Click on the Mail Merge button.

4. The Mail Merge Contacts window will appear.
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Mail Merge Contacts

Contacts Fields to merge

() All contacts in current view All contact fields

Q) Only selected contacts Contact fields in current view

To filter contacts or to change the columns in the current view, on the View tab, point to Current

View, and then choose a command.
Document file

(@) New document

() Existing document:
Contact data file

To save this contact data for future use or reference, specify a file name.

[ permanent file: Browse...
Ierge options

Document type: Merge to: Message subject line:

Form Letters |Z| E-mail |Z| Workshop Confirmat\on|

I OK ‘I [ Cancel

5. In the Contacts section, make sure the Only selected contacts radio button

is selected, when contacts have been selected.

6. Inthe Document file section, make sure the New document radio button is
selected. (If you desire to use an existing document other than Outlook
Contacts, then select the Existing document radio button, and click on the

Browse button to locate file.)

7. In the Merge options section, make sure the Form Letters option is selected
in the Document type area. In the Merge to area, click on the drop-down
arrow, and select the E-mail option. In the Message subject line box, type

your subject text (example: Workshop Confirmation).
8. Click on the OK button.

9. A blank document screen will appear.
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10. Type your e-mail message as seen below.

Dear

This e-mail is confirmation to your workshop registration. Your session will be held in the
Science Center Lecture Hall on November 14" at 9am. If you have any questions before your

session date, please do not hesitate to contact me.

Sincerely,
Workshop Coordinator

11. Select the Dear text on the first line, and then press the Delete key on the

keyboard.

View

B

nsert Merge
Field ~

Write & Insert Fields

nces Review

Greeting
Line

Mailings

Address
Block

Developer

2P Rules ~

Add-Ins

K 4

21 Match Fields

2 auto Check for Errors Merge -

Preview

1 b M =
4
Finish &

Results Finish

12. Click on the Greeting Line, located in the Write & Insert Fields

group on the Mailings ribbon.

13. The Insert Greeting Line window will appear.

Insert Greeting Line

(% ][=]

Greeting line format:

Dear E Mr. Joshua Randall Jr.

] [

Greeting line for invalid recipient names:

Dear Sir or Madam, |Z|
Preview
Here is a preview from your recipient list:

1 B M

Dear Amy Brenen:

Correct Problems

correct address elements from your mailing list.

If items in your greeting line are missing or out of order, use Match Fields to identify the

Match Fields...

oK Cancel

File: Microsoft Outlook 2013 Workshop

Page 30 of 49

04/01/15




14. In the Greeting line format section, click on the first drop-down arrow to
select a desired greeting, click on the second drop-down arrow to select a

recipient’s name format, and then click on the third drop-down arrow to select
the punctuation.

15. Inthe Preview section, your Greeting line will appear on your e-mail
message. You can click on the advance arrow above the Preview box to
view other selected recipients.

16. Click on the OK button.

17. The <<GreetingLine>> field code will appear on your e-mail message.

«GreetingLine»

This e-mail is confirmation to your workshop registration. Your session will be held in
the Science Center Lecture Hall on November 14™ at 9am. If you have any questions
before your session date, please do not hesitate to contact me.

Sincerely,
Workshop Coordinator

18. Place the mouse pointer after the inserted field code, and then press the
Space bar once on the keyboard to add a space.

Note: The Insert Merge Field options contain each field name contained in your
Outlook Contacts. This way you can select whatever field code desired
throughout your e-mail message.

Click on the Preview Results button to remove the field codes, so
you can view the actual field information. You can also click on the
advance arrow to view the field information that will be on each letter.
Before executing your E-Mail Merge, deselect the Preview Results
button to replace the field codes back onto your e-mail message.

@{ﬁu«i«il b M

] Find Recipient

Preview
Results 2, auto Check for Errors

Preview Results
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C. Send E-mail Messages

You are now ready to send your e-mail messages. Click on the Finish & Merge
button, located in the Finish group on the Mailings ribbon.

1

e
Finish &
Merge ~

Edit Individual Documents...

o
25 print Documents...

29 Send E-mail Messages... I

1. Click on the Send E-mail Messages option to send your customized
e-mail messages.
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VIIl. Calendar

The Outlook Calendar has been designed to simplify maintenance of your schedule. The
Calendar categorizes your schedule using three different classifications: appointments,
meetings, and events. Your schedule can be viewed by day, work week, week, month or
schedule view.

A.  Calendar Screen
To open the Calendar, click on the Calendar option from the Outlook navigation pane. By
default the Calendar will be displayed in day view.

Date Navigator View Buttons Weather Indicator Day View
FLE HOME SEND / RECEIVE FOLDER VIEW New Tab v
[=1 + o® Search People
> o =Y , g ey -
- =Y T e R e e
New New New Newlync Today Next7 | Day Work Week Month Schedule Open Calendar E-mail | Share Publish Calendar
Appointment Meeting Items - Meeting Days Week View Calendar - Groups - Calendaf Calendar Online - Permissions
New Lync Meeting  GoTo & ATTange % Manage Calendars ¥ Share Find
4 September 2014 » < - Today @ Tomorow Friday
4« » September 10, 2014 Pittsburgh, PA ~ . . 5 " (Gt ° . Search Calendar (Ci
SU MO TU WE TH FR SA p ’ 84°F/67°F ' T4°F/53°F 69°F/48°F
Lp 31 1 2 3 4 5 6
7 & oply 1l 12 13
14 15 16 17 18 18 20
21 22 23 24 25 2% 27
28 29 30
12#M
<
October 2014
SU MO TU WE TH FR SA 1
12 3 4
5 6 7 8 9 10 11 2 |®
12 13 14 15 16 17 18 E
1920 21 2 23 4 25 £
3 8
26 27 28 29 30 31 1 =
2 3 4 5 6 7 8 g
4 3
4 [m| My Calendars
| Calendar 1 >
Calendar
6
4[ ] Shared Calendars
Mail Calendar People Tasks Notes Folders Shortcuts -

IMEMS:0 2 REMINDERS: 1 ALL FOLDERS ARE UP TO DATE.  CONNECTED TO: MICROSOFT EXCHANGE (]

1. Practice changing views using the Day, Work Week, Week and Month buttons. You can
also change views by selecting the View ribbon, and choosing your desired view.

2. Practice using the Date Navigator to view past and future dates. To select a different
date, single click the date.
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Prior Month Navigator Minimize

y
1 September 2014 b

Advance Month Navigator

U MO TU WE TH FR SA

31 1 2 3 4 5 6

3. Practice scroll through prior and advance months, and then minimize and maximize
navigation pane. (Options may vary depending on the view you are using.)

B. Create Appointment

Appointments are activities you schedule in your calendar; unlike meetings they do not involve
inviting other people or reserving resources. When an appointment is scheduled you can
reserve a day, a time and a location that the appointment will occur. You can also set
reminders for appointments and schedule recurring appointments. You can specify how others
view your Calendar by designating the time an appointment takes as busy, free, tentative, or
out of office.

You can create an appointment by just typing in a block, by double clicking a block, or by

selecting a block of time, right clicking, and then selecting New Appointment on the shortcut
menu.

[
1. On the Home ribbon, click on the Day button to return to Day view.

2. Select today’s date. Notice that the current date is always shaded with a blue box2] .

HOME SEND / RECEIVE FOLDER ~ VIEW  New Tab

B b BEEEEERE W H B QK 8

New New MNewlync Today Next7 | Day Work Week Month Schedule Open Calendar E-mail Share Publish Calendar
AppointmengMeeting Items - Meeting Days Week View Calendar - Groups - Calendar Calendar Online - Permissions

New Lync Meeting Go To r- Arrange G Manage Calendars share

3. On the Home ribbon, click on the New Appointment button.
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4, The Appointment window will appear.

APPOINTMENT | INSERT  FORMATTEXT  REVIEW

21X == R : PS
= L -l
[ Calendar = ] 5 .ﬁﬁ Z M Busy {¥Recurrence i '
Save &jDelete tﬁ Forward -~ APpointment Scheguling LynF Meeting Invite 15 minutes ~| & Time Zones Categorize .L Zoom Appsfnr
Close Assistant Meeting Notes Attendees - Office
Actions show Lync Meeting Meeting Notes  Aftendees Options n Tags Zoom Apps ~

Ghject |

Location -
Start time | Wed 9/10/2014 FE | |1230PM - All day event

Endtime  |Wed 9/10/2014 FE | |100PM -

5. In the Subject box, type Lunch with William Buckner.

6. In the Location box, type University Club.

7. Click the drop-down arrow next to Start and End time to select the duration of your
appointment.

8. On the Appointment ribbon the Reminder default is 15 minutes.

A Reminder: |15 minutes |T

Maone
70 minutes
5 minutes
10 minutes
715 minutes
Goooge 1
1 hour
2 hours

9. Change the Reminder time to 30 minutes. Click on the drop down arrow next to the 15
minutes default and select 30 minutes.
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10. Below the Start and End times, click in the Notes box, and then type Remember to take
a copy of the project plans.

11. Click on the Save and Close e button, located on the Appointment ribbon.

Close

C. Recurring Appointments

A recurring appointment repeats on a regular basis. For example, a monthly meeting that
always occurs on the second Friday of each month.

1. Click on the Recurrence button, located on the Appointment ribbon.

APPOINTMENT INSERT FORMAT TEXT REVIEW

2 e L2 EJ 8 = n
0, Z 2| o | -_..-: i\ ‘3 % 1 v ‘_
H x e Calendar i | | 7 [vor] Z M Busy O Recurrence 7]

Save & Delete (& Forward ~ Appointment Scheduling Lync Meeting Invite 15 minutes + & Time Zones Categorize 4,
Close Assistant Meeting Motes Attendees =
Actions Show Lync Meeting Meeting Notes  Attendees Options e Tags
2. The Appointment Recurrence window will appear.
Appointment Recurrence &'
Appointment time
start: 12:30 PM =]
End: 1:00 PM =]
Duration: 30 minutes El
Recurrence pattern
() Daily Recur every |1 week(s) on:
(@) weekly [ sunday [ monday [ Tuesday [¥]wednesday
() Monthly || Thursday || Friday [ saturday
-_:_-Yearly
Range of recurrence
Start: | Wed 9/10/2014 [=| © noend date
[ (@) End after: 10 u((urrences]
(“)End by: wed 11/12/2014 [ 7]
[ oK ] [ Cancel ] Remove Recurrence
3. In the Range of recurrence section, click on the End after button. In the Occurrences

box, type 10.

4, Click on the OK button.
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5. Notice that a Recurrence icon now appears on the right-hand side end of the appointment
box.

Lunch with William Buckner; University Club | [

A

D. Create Meeting

A meeting is an appointment you invite people to or reserve resources for (e.g., conference
room, computer). The Outlook Meeting Planner allows you to look at other people’s times
during the day and select the best meeting time for the attendees. You can then send an email
to everyone announcing the meeting and inviting them to attend. The attendees have the
option to accept, decline or tentatively respond to your invitation.

1. For this exercise each class participant will work with a partner. One person should
select today’s date; the other should select tomorrow’s date.

2. Onthe Home ribbon, click on the New Meeting button.

3. The Meeting window will appear.

><~ — ¢ Iﬂf/ o - '
(I_I o
\ : o =
4, In the To box, type the email address of your invitee(s) (email of class partner) or click on

the To button to add email address by using the Global Address List.
5. Inthe Subject box, type Staff Meeting.
6. Inthe Location box, type Conference Room A.

7. Click on the drop-down arrow next to the Start and End time and select the meeting
duration.
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8. Click on the Scheduling Assistant button, located in the Show group. The All Attendees
window will display the availability for your invitee(s).

‘=1send 100% ~ | ay, September 10, 2014
900 10000 11:00 12:00 PM 1:00 200 300
B,/ | Al attendees ) [ O
g Tom Smith
@ orre = - -
B | Cindv Jenkins - (7
n Paul Adams -

Note: Shaded areas represent attendee unavailability. Select different meeting time duration at
the bottom of the All Attendees area to find non-shaded area for attendee availability.

9. Click on the Send button.

10. When the invitee receives the message they can respond to your invitation by Accept,
Tentative, or Decline. A message will be sent to the initiator of the meeting and he or
she can change the time of the meeting, if necessary and send a message again.
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E. Print Calendar

You can print daily, weekly, and monthly views of your calendar. Outlook provides several
preset page options that can be inserted into Day Timer’s or pocket calendar books.

Print
Open & Export
Specify how you want the
= item to be prnted and then
dlick Print. September 10, 2014
Print Wednesday
Printer Y | E
@, CSSD-BELLH-205 DELL215S5 on... .
- Ready .
[ Print Options N
Options Settings "
Exit E DOI')‘ sm
E Weekly Agenda Style 1 =
a Weekly Calendar Style ’
@ Monthly Style 1
Tri-fold Style :
E Calendar Details Style
1 (ofl
1. Select File, and then click on the Print option.
2. From the Settings section, select your print style. The Print Preview of the chosen style

will appear on the right side of the screen.
3. Click on the Print Option to choose a Print range, if you desire multiple days or months.

4. Click on the Print button, after you have selected all your options.

File: Microsoft Outlook 2013 Workshop Page 39 of 49 04/01/15



F. Calendar Permissions

You can give someone sharing permission to open and read the contents of your folders by
selecting the reviewer permission when you share a folder. (For the Outlook Inbox folder,
reviewer permission lets the other person delete your mail as well.) In addition, for Outlook,
you can give another person sharing permission to schedule appointments and meetings for
you in Calendar and to create and modify tasks for you in Tasks, depending on the permission
level you specify for the person.

1. Click on the Calendar button on your Outlook Component pane.

HOME SEND / RECEIVE FOLDER  VIEW  New Tab

T Tk REIEERE E D BT R

New New New  Newlync Today Next7 Day Work Week Month Schedule Open Calendar E-mail Share Publish] Calendar
Appointment Meeting Items -~ Meeting Days Week View Calendar - Groups = Calendar Calendar Online -{Permissions}
MNew Lync Meeting Go To 7] Arrange F] Manage Calendars Share
2. Click on the Home tab, and then click on the Calendar Permissions button.
3. The Calendar Properties window will appear.
Calendar Properties \EI
‘ General | Home Page AutﬂArchweI Permissions kyn:hmmzatmnl
MName is
Default L
Keslar, JoaAnn ;
Angnvmous T
< | (1] »
I[ Add... l I Remove I I Properties... I
Permissions
[Perm\ss\on Level: IFrEE/Eusy time vII
Read Write
None I:‘Create items
(@) Free/Busy time [ create subfolders
= Free/Busy time, subject, I:‘Edlt own
= location [Tedital
‘.i-FuII Details
Delete items Other
(@ None [“IFolder owner
.:-Own DFo\der contact
@ al [“rolder visible

4. Click on the Permissions tab, and then click on the Add button.

5. The Global Address List will appear. Select the person to whom you want to delegate
permission.

6. Click on the OK button.
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IX. Task

A task is a personal or work-related errand you want to track through completion. A task can
occur once or recurring task. A recurring task can repeat at regular intervals or repeat based on
the date you mark the task complete. For example, you might want to send a status report to
your manager on the last Friday of every month. Recurring tasks are added one at a time to the
task list. When you mark one occurrence of the task complete, the next occurrence appears in
the list.

A. Create Task

1. Select the Tasks component on the Outlook Navigation pane.
7
2. Click on the New Task " button, located on the Home ribbon.
3. The Task window will appear.
“{ ; ) i led - Task m - O X
X5 W e R v Il

brepars Marthly Raporl h

None = [lstatu: Not Started Al

None [ ) priority | Normal - omplete 0%
4, In the Subject box, type Prepare Monthly Report.
5. Enter a Due Date. Click on the drop down arrow and select a date from the calendar.

For the class example, enter today’s date.

6. Enter a Start Date (today’s date).
7. Select the Status (In Progress). Click on the drop down arrow and you can choose Not

Started, In Progress, Completed, Waiting on someone else or Deferred.
8. You can also enter a Priority, % Complete, Reminder, and Notes (box under Reminder).

9. Click on the Save & Close button.

File: Microsoft Outlook 2013 Workshop Page 41 of 49 04/01/15



B. Edit Task

Editing a task is similar to editing a calendar entry. You can perform some editing inside the
task list, or you can double click to open the Task window, and then edit any information.

1. Double click on the task created in the last exercise.

2. Change the Subject to read Prepare Monthly Staffing Report.

C. Recurring Tasks

Tasks can recur like appointments, however they will repeat at different intervals based on the

date task is marked completed. When you mark one occurrence of the task complete, the next
occurrence appears in the list.

<
1. Click on the Recurrence ““™| button.

2. Select Monthly Recurrence.

3. Click on the OK button.

4, Click on the Save & Close button.

D. Mark Task Complete

When a task is marked complete, reminders will no longer be displayed and a line crosses out
the completed task and the text is dimmed instead of being deleted.

v
1. Click on the Mark Complete ==« button, located on the Task ribbon.
2. Notice the task mark complete, appears with a line through the text.
|£’|P Prepare Monthly Staffing Report M—IBHED}H
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E.

You can assign a task by sending a task request to someone. The person who receives the task
request can accept, decline, or assign the task to someone else. You can keep an updated copy
of the assigned task in your task list and receive status reports, but you cannot make changes to

Task Assignments

a task you have assigned to someone else.

1.

Select New Task.

File Task

Save & Delete Forward OnelNote
Close

Insert Format Text Review

My v

Task |Details Mark

X o N

Actions Show

2.

Click on the Assign Task button, located on the Task ribbon. The Assign Task window
will appear.

Send

To,.. Bill Srmith

[Sgbject: Order software upgrades]

Start date: Tue 7/31/2012 - |} Status:

Not Started ||

Priority:

I Due date: Fri5/31/2012 -
=

Keep an updated copy of this task on my task Iist-]
te

. Send me a status report when this task is comple
s

Marmal -

class partner)

In the To box, enter the name of the person you want to assign the task to. (select a

In the Subject box, type Order software upgrades.
Select the due date and status options you want.

Select or clear the Keep an updated copy of this task on my task list check box and the

Send me a status report when this task is complete check box.

File: Microsoft Outlook 2013 Workshop

Click on the Send button.

In the text box, type instructions or information about the task.

Page 43 of 49



F. Reassign Declined Task

1. Open the message that contains the task request.

TASK INSERT FORMAT TEXT REVIEW
[z SN alin ol aln
EXS BV V v, O
Save & Delete Forward OneNote | Task Details Mark  Pssign]Send Status Recurrence
Close Complete | Task Report
Actions Show Ivanage Task Recurrence
2. Click on the Assign Task button, located on the Task ribbon.
3. In the To box, enter the name of the person you want to reassign the task to.
4, Click on the Send button.
G. Reclaim Ownership of Declined Task
1. Open the message that contains the task request that was declined.
2. Click on the Return to Task List button, located on the Task ribbon.
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X. Account Information

Account Information helps you to manage your Microsoft Outlook.

A. Account Settings

1. Click on the File tab, then the Account Information window will appear.

Account Information

©q o

2. Click on the Account Settings button, and then select the Delegate Access options.
3. The Delegates window will appear.
4. Click on the Add button.
5. The Global Address List will appear. Select the person to whom you are granting
permissions and click the OK button.
6. The Delegate Permissions window will appear.
T =

This delegate has the following permissions

Calendar |Editor (can read, create, and modify items) |

Delegate receives copies of meeting-related messages sent to me

7| tasks [edior (can read, create, and medfy tems) < |
EE Inbox lNDHE 'I
|==| contacts [None 'I

Notes  [Nene -

[] Automatically send a message to delegate summarizing these permissions

[ Delegate can see my private items
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7. Grant permissions to your desired Outlook components (e.g., Calendar, Tasks) by
clicking the drop-down arrow next to each component.

8. Click on the OK button.

B. Automatic Replies

1. Click on the File tab. The Account Information window will appear.

Automatic Replies (Out of Office)

Use 3 o rEples to notify others that vou are out of office, on vacation, or nat
aitomatic weail ripond 1o a-mail mettages
Feplies
T Mailbox Cleanup
4 Manage the size of your mallbox by smprying Deleted Bems and archidng
Cleanup 1
ol -
103 6B free of 254 GO
r Rules and Alerts

' y 1+ bl et amie pon
Manage Rules | Lpdates when items are a:

ineriming s-msil mesages, and meene
Aberts

dded, changed, or remaoved.

2. Click on the Automatic Replies (Out of the Office) button. The Automatic Replies
window will appear.

‘Automatic Repliss - vdf@pitt.edu

Do not send automatic replies

9 send automatic rephes

Autormatically reply once for each sender with the following messages:
G s My Organszation | G2 cutside My Organization (o)
o | Auto-reply o people outside my organization
@ My Cantacts anly Anyane outside my arganization

i -l -
Times New Roman 54| n j
B I UNSIEEE

1am out of the office and will return on Monday, April 14, 2014, 1 will respond to
vour email promptly when I return

Thank vou.

= ==
= ——
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3. Click on the Send Automatic replies button, and select your start and end times.

4. Select the Inside My Organization and Outside My Organization tab, and type your
desired out-of-office message.

5. Click on the OK button.

C. Cleanup Tools

1. Click on the File tab, and then the Account Information window will appear.

Account Information
Y vill@pittedy .
S8 st
= Add Account
= Account and Social Network Settings
. 3 Chany L0 S Up mOne Connections.
Account o i
Settings -
f of on v T not
Auitormnatic
Replies
c Mailbox Cleanup
4 Manage the size of your mailbax by emprying Deleted Rems and archiving
Cleanup
Toak + |
103 GO free of 254 GO
r Rules and Alerts
Manage Rules :.. dates ki
& Aderts

2. Click on the Cleanup Tools button. Select the Mailbox Cleanup option.

3. The Mailbox Cleanup window will appear.

Mailbox Cleanup

£

@ 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
items folder, or you can have Outlock transfer items to an archive
file.

View Mailbox Size...

@-s ()Find items older than  gg > days Find...
(@) Find items larger than 250 = kilobytes
E Clicking AutoArchive will move old items to the [ -
=1l archive file on this computer. You can find these

items under Archive Folders in the folder list.

iy Emptying the :#eleted items folder permanently Empty
deletes those items.
View Deleted ltems Size...
@ Delete all alternate versions of items in your Delete
mailbox.

View Conflicts Size...

Close
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Xl.  Access Email from My Pitt

Outlook email is located on the University’s exchange server. Therefore, you have 24/7 and
globe access to your University email from My Pitt. Any changes and deletions done while you
are on the My Pitt exchange email will also be reflected on your Microsoft Outlook desktop
client.

A. Log into My Pitt

Welcome to My Pitt

Students, Faculty, & Staff

My Pitt is your parsonal guide to the Pitt Uszername \
axperiencal |

Password
It's your one-stop source for accessing

University online services and resources. With
e

home pages customized for students, faculty, | Login |

and staff, and one-click access to services like Forgol Passworg? ~
email, you'll find what you need quickly and
Hew Account Activation

easily.

1. Go to my.pitt.edu, and enter your University username and password.
= Welcome Pitt-Auth\WDF! | Administration | Profile | Log out
It Logacy Webma
“ University Services & Information Academic Resources Getting Around  Life on Campus My Resources Help Me

2. Click on the My Pitt Email link, on the top right-hand side of screen. This will give you

access to the Outlook Exchange. The email screen will appear similar to your
desktop client, but without the Microsoft Office ribbons.
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Xll. Email Etiquette
Email is a method of electronic communication worldwide, because it is fast and convenient.
The University uses the Microsoft Outlook for their primary means of email communications.
Email is often a more private means to communicate with colleagues than the public exchanges
on social networks. There are appropriate as well as non-appropriate ways in communicating
on email. Therefore, some tips in effective email communications are listed.
A. Dos and Don’ts Tips

1. Be concise and to the point

2. Use spell-check

3. Include signature line with contact information

4. Include meaningful subject line

5. Use Antivirus Software, Keep up to date

6. Use spam filtering

7. Do not type in all capital letters, which is interpreted as shouting

8. Do not default to “Reply All”

9. Avoid texting abbreviations

10. Use smilies sparingly to convey emotion

11. Be cautious about opening email and attachments from unknown sources

12. Do not forward hoaxes
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