


www.dummies.com/cheatsheet/outlook2010aio








www.wiley.com
http://www.wiley.com/go/permissions
http://www.wiley.com/go/permissions












Book VI: Tracking Tasks, Taking Notes, and 
Organizing Life with OneNote ................................... 469
Chapter 1: Creating Simple To-Do Items  .................................................................... 471
Chapter 2: Dealing with More Complex Tasks ........................................................... 489
Chapter 3: Spreading the Joy: Task Assignments ...................................................... 505
Chapter 4: Taking Notes ................................................................................................ 529
Chapter 5: Taking Notes in Overdrive: OneNote ....................................................... 537
Chapter 6: Maximizing the Power of OneNote ........................................................... 579

Book VII: Working with Business Contact Manager .... 611
Chapter 1: Minding Your Business Contact Manager ............................................... 613
Chapter 2: Introducing the Basic Business Contact Manager Elements ................. 627
Chapter 3: Working with Opportunities ...................................................................... 645
Chapter 4: Reports and Dashboards ........................................................................... 655

Book VIII: Customizing Outlook ................................ 669
Chapter 1: Organizing Items with Categories  ............................................................ 671
Chapter 2: Changing Your View on Outlook  .............................................................. 683
Chapter 3: Customizing Outlook Forms  ..................................................................... 701

Book IX: Managing All Your Outlook Stuff ................. 717
Chapter 1: Finding a Place for Your Stuff .................................................................... 719
Chapter 2: Playing by the Rules ................................................................................... 737
Chapter 3: Making Mincemeat Out of Spam ............................................................... 751
Chapter 4: Seek and Ye Shall Find  .............................................................................. 765
Chapter 5: Securing Outlook E-Mail  ............................................................................ 783

Book X: Out and About: Taking Outlook on the Road .... 799
Chapter 1: Managing Your Company E-Mail ............................................................... 801
Chapter 2: Turning Your E-Mail Accounts into Roadies ........................................... 831
Chapter 3: Printing Your Stuff and Taking It with You .............................................. 853

Index ...................................................................... 869

02_487730-ftoc.indd   x02_487730-ftoc.indd   x 6/18/10   3:58 PM6/18/10   3:58 PM







Table of Contents xiii

Book II: E-Mail Basics ................................................ 95

Chapter 1: Creating New Messages: Beyond the Basics . . . . . . . . . . .97

Creating a Message, Step by Step ................................................................ 97
Step 1: Display the message form ...................................................... 97
Step 2: Address the e-mail .................................................................. 98
Step 3: Send extra copies of the message ....................................... 101
Step 4: Enter a subject and a message ............................................ 101
Step 5: Send it off ............................................................................... 103

Retrieving Your Mail ................................................................................... 104
Going through the mail ..................................................................... 105
Fast ways to review mail ................................................................... 106

Working with Address Books ..................................................................... 108
Attaching a new address book to Outlook ..................................... 109
Choosing which address book is the boss ..................................... 113

Resolving to Find the Right E-Mail Address ............................................. 114
Understanding how Outlook veri� es addresses ............................ 114
Searching for an address in your address books .......................... 116

Sending Carbon Copies (Cc’s) and Blind Carbon Copies (Bcc’s) .......... 118
Formatting Text to Make Your Messages Stand Out ............................... 119

Understanding message formats: HTML, RTF, and plain text ...... 120
Applying formatting to a message ................................................... 121

Attaching a File to a Message ..................................................................... 123
Best practices for working with attachments ................................ 123
Attaching � les ..................................................................................... 125

Saving a Message So You Can Send It Later ............................................. 127
Saving a draft ...................................................................................... 127
Changing the Drafts folder ................................................................ 127

Chapter 2: Reading and Replying to E-Mail. . . . . . . . . . . . . . . . . . . . . .129

Finding the Messages You Want to Read: Changing the View ............... 129
Dealing with Long Conversations .............................................................. 133
Dealing with E-Mails That Use Pictures .................................................... 137
Opening E-Mail Attachments ...................................................................... 138
Saving E-Mail Attachments ......................................................................... 139
Replying versus Replying to All ................................................................. 141

Controlling how text is quoted in a reply ....................................... 143
Adding your name to a reply ............................................................ 146

Letting MailTips Save Your Grateful Backside ......................................... 147
Forwarding an E-Mail .................................................................................. 149
Resending an E-Mail Message .................................................................... 149

Chapter 3: Making Your E-Mail Look Professional and Cool. . . . . . .151

Checking Your Ignorance at the Door with Spelling and Grammar 
Checking .................................................................................................... 152

Checking spelling ............................................................................... 153
Checking grammar ............................................................................. 156

02_487730-ftoc.indd   xiii02_487730-ftoc.indd   xiii 6/18/10   3:58 PM6/18/10   3:58 PM



































4 Foolish Assumptions

Foolish Assumptions
Well, maybe it’s foolish for me to assume something about you because 
we’ve never actually met, but I’m betting that you’re a Windows user and 
therefore at least a little familiar with basic Windows stuff, such as windows, 
minimizing and maximizing, and using menus. I’m also assuming that you 
know how to use a mouse and how to click and double-click.

I guess I wouldn’t be far off in assuming that you have an e-mail account 
somewhere and that you want to send and receive e-mail messages. That’s 
what Outlook is more or less known for. I don’t assume, however, that 
you’ve set up Outlook to get messages; instead, I show you how to do that in 
Book I, Chapter 3.

Finally, when I show you something, I don’t assume that you know anything 
about Outlook other than its name or that you know how to use Outlook to 
do anything.

How This Book Is Organized
Although Outlook is actually a pretty complex, full-fledged program, don’t 
let its power overwhelm you. It’s remarkable how little you actually need 
to know to get started, and I’ve stuck it all in Book I, “Getting Started.” In 
fact, you don’t even have to read all four chapters in Book I. I recommend at 
least glancing through Chapters 1 and 2, though, because they teach you the 
basics of how to navigate and use Outlook.

So, with two little chapters, you’re off to the races. From there, you can skip 
around to whichever chapter deals with a topic of interest. Not sure where 
to find stuff? Don’t worry; I have this book pretty well organized so that you 
can find what you need quickly. This book is divided into minibooks — ten 
of them, in fact, each focusing on a particular aspect of Outlook. Each book 
contains chapters, numbered from 1 to whatever. So, when I say to go look 
in Book II, Chapter 4, I mean the fourth chapter in the second minibook. You 
can always tell what book and chapter you’re in by looking for that gray box 
on the right-hand page.

Book I: Getting Started
This minibook covers the basics of the Outlook window, such as how to use 
the Navigation pane, the Reading pane, the Ribbon, and Backstage. Chapter 2 
shows you how to quickly create just about any item in Outlook, such as a 
quick message or appointment. Obviously, there’s more to creating items 
than what’s covered in Chapter 2, so from there, you can jump to the book 
that covers the item you’re working with in more depth, such as Calendar. 
This minibook also includes stuff you might not need to do because someone’s 
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7Where to Go from Here

 Watch out for this information because it may very well prevent you from 
making a common mistake.

 Technical Stuff paragraphs contain interesting but not vital information, 
such as the reasons behind a particular task or the ways to deal with a par-
ticular situation that applies to only a select few. Don’t feel compelled to 
read these tidbits unless you’re truly interested in the topic at hand.

Where to Go from Here
The best place to start if you’re new to Microsoft Outlook is Book I, Chapter 1. 
Then, move on to Book I, Chapter 2. Those two chapters give you the basic 
stuff you need to know to start using Outlook right away. From there, just 
jump around to the chapters that interest you or that point you to the ways 
to solve the problem you’re dealing with at the moment, such as how to 
get an appointment to appear somewhere else on your calendar (check out 
Book IV, Chapter 2) or change somebody’s e-mail address in the Contacts 
list (flip to Book V, Chapter 1).
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26 Viewing Mail with the Reading Pane

Just click a message header to preview its contents in the Reading pane, 
as shown in Figure 1-11. To preview a series of messages one by one, use 
the down-arrow key to move down the message list, previewing while 
you go. If needed, use the Reading pane’s scroll bars to scroll through the 
e-mail. While you preview the message, you can reply to it, forward it, open 
attached files, click included hyperlinks, and even cast a vote (assuming the 
sender asked your opinion) by using Outlook’s voting buttons. You can do 
all these activities without actually opening the message.

 To find out how to read and reply to messages, see Book I, Chapter 2. To 
discover how to view attachments without actually opening them, see the 
section “Sneaking a peek at attachments,” later in this chapter. You can find 
out about hyperlinks in Book II, Chapter 3, and voting in Book III, Chapter 1.

Important stuff sometimes appears just above the sender and recipient 
names in what’s known as the InfoBar. (Refer to Figure 1-11.) For example, 
the InfoBar might be telling you right now that Outlook blocked (didn’t 
download and display) embedded images in the e-mail. In Figure 1-11, the 
InfoBar appears with text on a white background, but if you move the mouse 
pointer over the InfoBar, it changes to orange. So, be sure to glance at the 
InfoBar often to determine whether the message contains evil attachments, 
images, or audio files that Outlook blocked because they might cause problems 
on your system if they scurry about willy-nilly. Helpful little thing that it is, 
the InfoBar tells you what to do about this blocked content, too, although I 
can hold your hand through the process the first time if you feel like being 
extra cautious.

 By now, you might be wondering, “What’s so evil about a photo that I can’t 
just look at it to judge its artistic merit for myself? Is Microsoft assuming the 
role of my parent? Because I have plenty of people in my life telling me what 
to do, thank you very much.” In this case, Microsoft is just trying to help you 
keep your Inbox small because images and audio files tend to eat up a lot 
of room. Where I used to work, they kept the Inbox limit fairly small, and I 
can’t tell you how annoying it was to have to clean out old messages before 
I could get any new ones. (My postman has stopped delivering mail for the 
same reason. Guess I should clean out my mailbox every once in a while.) 
If you’re as determined as I am to waste space, you can use the InfoBar to 
download the images and audio files in messages that Outlook blocked; see 
Book II, Chapter 2 for how-to’s.
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28 Viewing Mail with the Reading Pane

Here are some tips for dealing with the Reading pane:

 ✦ You can hide the Reading pane if you don’t want to use it by clicking the 
Reading Pane button on the View tab and selecting Off from the pop-up 
menu that appears.

 ✦ Bring the pane back out of hiding by clicking the Reading Pane button 
on the View tab and selecting Right (to position the Reading pane to the 
right of the message list) or Bottom (to position the Reading pane at the 
bottom of the Outlook window, below the message list) from the pop-up 
menu that appears.

 ✦ Enlarge the Reading pane by making the message list smaller. Hover the 
mouse pointer at the left edge of the Reading pane, and when it changes 
to a double arrow, drag this edge to the left. You can also hide the To-Do 
bar to enlarge the Reading pane. Yep, you guessed it — you can find out 
how to do just that in the section “Your Week in a Nutshell: The To-Do 
Bar,” later in this chapter.

Previewing with AutoPreview
Even if the Reading pane is hidden, you can still preview the contents of 
unread messages, although in a slightly different way, by using a little 
gadget called AutoPreview. To turn on AutoPreview, click the Change View 
button on the View tab and select Preview from the palette that appears. 
Immediately, the Reading pane disappears, and the first three lines of each 
unread message appear just below the message’s header, as shown in 
Figure 1-12. This display allows you to quickly scan the message list and 
decide which ones you want to open (see Book I, Chapter 2 for how to’s on 
how to open messages). To change back to Compact view, select that option 
from the Change View button’s palette. In AutoPreview, messages appear in 
date order. If you want them to appear in a different order, select that option 
from the Arrangement group on the View tab. To display messages in date 
order but grouped by conversation (so that only the most current message 
in each conversation appears), select the Show as Conversations checkbox 
on the View tab.

Staying connected with the People pane
You may have noticed that when you view a message (in the Reading pane 
or by opening it), that some interesting information about its sender appears 
at the bottom of the pane/window. (Refer to Figure 1-13.) The People pane 
is normally minimized, but here I show it expanded. To expand the People 
pane, click its Expand button (an up arrow located at the right end of the 
pane). To collapse the pane and reduce it to a thin strip that runs along the 
bottom of the message window/Reading pane, click its Collapse button.
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35Getting a Snapshot of Your Day with Outlook Today

 ✦ Tasks list: Below the Appointments section, your complete list of things 
to do, arranged by due date, appears. The thoughtful folks at Microsoft 
added a scroll bar, just in case you have a long, long list of things to do.

When reviewing your long, long list of things to do, keep in mind that 
Outlook categorizes those things in two groups:

 ✦ Tasks: A task is something that you create, typically while in the Tasks 
module. It usually has both a starting and ending (due) date associated with 
it, and lots of other details such as how much work you’ve already done on 
the task, info you need to complete the task, the task’s priority, and so on.

 ✦ To-Do items: You create a To-Do item by flagging some other Outlook item. 
For example, if an e-mail message comes in reminding you to bring that 
sales report to the planning meeting, you can flag the message and create 
an instant reminder in the To-Do list. By default, items flagged this way are 
considered due today, although you can tweak the due date as needed.

You can find out the nitty-gritty of flagging stuff to create To-Do items in 
Book VI, Chapter 1. Right now, just know that both your To-Do items and 
your tasks show up on the To-Do bar.

 You can customize the To-Do bar to change the number of months shown 
and whether events and details for private items appear on the bar. You can 
also control whether the Tasks list appears on the To-Do bar. See Book VI, 
Chapter 1 for details.

Getting a Snapshot of Your Day with Outlook Today
Like with just about everything Microsoft creates, Outlook often offers you 
a thousand different ways to perform the same task. In other programs, this 
variety might provide you with many opportunities to mess something up. 
Luckily, Outlook is both flexible and childproof.

Outlook Today — a single page that displays upcoming appointments, 
meetings, events, tasks, and the number of unread messages — is just 
another example of such flexibility. You can display Outlook Today by 
following these steps:

 1. Click the Mail button on the Navigation pane to change to the Mail 
module, if you aren’t already there.

 2. Click the root folder for your mail.

  In most cases, the root folder shows up as Personal Folders in the Mail 
Folder list. (See Figure 1-16.) If you’re on an Exchange network, the root 
folder often shows up as Mailbox - Jennifer Fulton or something 
similar. Regardless of the name, the root folder is typically the first 
folder in the Folder list.
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38 Taking a Shortcut to Your Pet Folders

Taking a Shortcut to Your Pet Folders
Normally, several small icons appear along the bottom of the Navigation 
pane. On the far-right is the Shortcuts button (it features a right-pointing 
arrow), which provides quick access to your pet Outlook folders. Once you 
create shortcuts, you can quickly jump to a pet folder quick as a wink. To 
create a shortcut to a beloved folder, follow these steps:

 1. Click the Shortcuts button.

  Again, you’ll find the button hiding on the far right, at the bottom of the 
Navigation pane. When you click the Shortcuts button, your shortcuts 
appear on the Navigation pane (see Figure 1-18.) 

  Even if you haven’t created any shortcuts yet, Outlook has already 
created some for you — there’s one to Outlook Today and another to 
Microsoft Office Online.

 2. Right-click the Shortcuts heading and select New Shortcut.

  The Shortcuts heading is located at the top of the Navigation pane. After 
you right-click it and select New Shortcut, the Add to Navigation Pane 
dialog box appears.

 3. Select a folder and click OK.

  Select a folder from the Folders list and click OK. The folder appears at 
the top of the Shortcuts list on the Navigation pane.

 You can create new folders for special stuff, such as personal e-mail or 
your boss’s calendar, and then add shortcuts to those folders. See Book IX, 
Chapter 1 for help.

To use the shortcuts that you’ve set up, click the Shortcuts button, located 
at the bottom of the Navigation pane. (Refer to Figure 1-18.) The list of the 
shortcuts you’ve created appear on the Navigation pane, as shown in Figure 
1-19. As you might gather from the presence of the Work and Personal head-
ings shown in the figure, you can group shortcuts to organize them. To 
create a shortcut group, follow these steps:

 1. Right-click the Shortcuts heading.

 2. Select New Shortcut Group from the popup menu that appears.

 3. Type a name for the group and press Enter.

  The group name appears just below the Shortcuts list. (See Figure 1-19.)

 4. Drag shortcuts into the group.

  To add a shortcut into the new group, drag and drop it on the group name.

After you create a few shortcuts and group similar ones together, here’s how 
to work with them:
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49Reading and Replying to Incoming Messages

notoriously small, and with some messages, you end up scrolling up and 
down and right and left to view the message contents. You might as well 
have “gotten up” and left the comfort of the main Mail window for the Mail 
form, which at least displays the message text in its entirety. (And hey, if 
you’re heading to the kitchen, could you get me a soda?)Follow these steps 
to open and read a series of e-mails:

 1. Click the Mail button on the Navigation pane to change to the Mail 
module.

 2. In the Folder list, click the folder that contains the messages you want 
to review.

  This is probably the default mail folder, Inbox, although it might be a 
different folder if you’ve created others.

  To find out how to create and use e-mail folders to organize your messages, 
see Book IX, Chapter 1.

 3. Double-click the first message that you want to read.

  The message opens in its own window, as shown in Figure 2-5. Use the 
vertical scroll bar or the Page Down key to scroll through long messages. 
If a message contains pictures, they’re typically blocked (not shown). 
See Book II, Chapter 2 for help in viewing them.

 

Figure 2-5: 
Open long 
messages 
to read them 
more easily.

 

Previous item Next item
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52 Creating a Simple Appointment

 You don’t have to display a single day in order to create an appointment, but 
the technique I show you here is easier to perform if you are using Day view. 
After you get the hang of this however, you can create an appointment using 
this technique and any Calendar view.

  The day that you selected appears, sliced and diced into handy, half-hour 
segments, as shown in Figure 2-6. Appointments, meetings, and events 
appear as rectangles on this day grid, blocking out the time they take up.

 4. Start a new appointment.

  Hover the mouse over the half-hour time slot in which the appointment 
is scheduled to begin. Click when you see these words: Click to Add 
Appointment.

  For example, hover over the 9:00 time slot, and then click the Click to 
Add Appointment bubble when it appears. See Figure 2-6.

 5. Type the appointment description in the bubble and press Enter.

  Type a brief name or description for the appointment, such as Coffee 
with Kyla. After you press Enter, Outlook creates your half-hour 
appointment. To find out how to lengthen the appointment or enter 
additional details, see Book IV, Chapters 1 and 2.

 

Figure 2-6: 
Create an 
appointment 
with a single 
click.
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63Dragging and Dropping, and How It Saved My Life

 ✦ Drag a task onto the Calendar button. This procedure seems backward 
to me because I typically create an appointment first, and doing that 
creates a thousand things to do. But if you start out with a task, such 
as Project Status Report, and then finally schedule a time to meet with 
a client to go over that report, you can use this handy way to add the 
appointment to your Calendar. The details of the task are copied to the 
Notes area of the appointment.

 ✦ Drag a note onto the Calendar button. I don’t use this action much, but 
if you jot down some key ideas for a product launch in a note, you can 
use the note to create the appointment for the launch meeting.

Contacts
To create a contact by using drag-and-drop, use one of these methods:

 ✦ Drag a message onto the Contacts button. This takes the contact’s 
e-mail address right out of the message for you. If the message contains 
other contact information, such as a phone number or address, you can 
refer to it without switching between the Contacts form and the message 
window.

 ✦ Drag an appointment or meeting onto the Contacts button. This action 
has a strange outcome. If you drag an appointment, you end up being 
the new contact, but if you type contact details (such as address and 
phone number) into the Notes area of the appointment when you create 
it, you can use this technique to create a new contact. If you drag a 
meeting, then you create a new contact for the person who sent the 
meeting request.

 ✦ Drag a task or a note onto the Contacts button. The details of the task 
or note are copied into the Notes area of the Contact form. You may find 
using a note to create a contact useful when you have a note that pertains 
to a new contact. However, you probably don’t want to use a task this 
way because the Contact is created by using the owner of the task, 
which is typically you. But if someone who’s not already in the Contacts 
list assigns you a task, you can drag and drop the task to get his or her 
name in your Contacts list fast.

 As useful as dragging and dropping is, right-dragging (dragging while holding 
down the right mouse button, rather than the left) provides a bit more 
control over the result. When you drag and drop something, such as an 
appointment, onto a button on the Navigation pane, the details of that 
something (the appointment) are copied into the Notes area of the new item 
that’s created. When you right-drag, a menu of choices appears; instead of 
copying the text of the item you dropped, you can create a shortcut to the 
item or add it as an attachment, leaving the Notes area of the new item free 
for additional notes.
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81Maintaining Your E-Mail Accounts

 • Connect Using Internet Explorer’s or a 3rd Party Dialer: Select this 
option if you want to use the dialer that pops up when your dial-up 
connection (phone line) is not yet initiated, and you want to use 
Internet Explorer or another Web browser to handle the dial-up 
connection to the Internet for you, even reconnecting automatically 
if the connection is broken).

 7. Click OK to close the Internet E-Mail Settings dialog box.

 8. Click Next in the Change Account wizard.

  The last page of the wizard appears.

 9. Click Finish in the Change Account wizard to save your changes.

 10. Click Close in the Account Settings dialog box.
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Chapter 4: Importing 
Data into Outlook

In This Chapter
✓ Importing old e-mails from other e-mail programs 

✓ Importing other e-mail programs’ e-mail account information

✓ Grabbing names and addresses from other e-mail programs

✓ Importing data from other sources

After you install Microsoft Outlook and set up your e-mail account, 
you’re ready to send and receive e-mail. If you’ve been using a different 

e-mail program in the past, though, you may not have set up any e-mail 
accounts in Outlook yet, in hopes that maybe somehow you can get those 
accounts out of that lousy e-mail program you’ve decided never to use 
again. As it turns out, you may be able to import your e-mail account 
information from your old e-mail program without a lot of fuss and bother.

But even if you already set up your e-mail accounts in Outlook, you may 
want to take one more step and import that old e-mail data into Outlook. 
You might import old messages so that you can still refer to them from time 
to time, for example. Or you might import your old contact data so that you 
can avoid having to retype e-mail addresses. You can import e-mail data 
from a variety of sources, including other popular e-mail programs and 
database files, such as Access or Excel files.

 First, a little background: Outlook Express is an e-mail program that used to 
come free with Windows, and so it’s a pretty popular solution for handling 
e-mail. Windows Mail is basically Outlook Express from a different planet 
(Windows Vista). Outlook Express/Windows Mail don’t include Calendar, 
Tasks, Notes, or Journal, or anything even close to all the features and 
functionality of Outlook — just e-mail and a simplistic Contacts list. So, 
since Santa has put Outlook 2010 under your tree, you probably want to 
leave its clunky cousins far behind. Outlook, not too surprisingly, makes the 
transition from Outlook Express/ Windows Mail fairly painless. 
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88 Importing E-Mail Data from Outlook’s Cousins

In addition, with the help of a little gizmo called Outlook Connector, you can 
import your Live Mail contacts and calendars into Outlook and use its tools 
to organize and manage them. Outlook Connector updates any changes you 
make in Outlook to your Windows Live Mail account (and vice-versa) so 
both are always kept in synch. That way, you get the best of both worlds. 
On one hand, you get access to your appointments, meetings, and contacts 
from, well, anywhere you can access the Internet. On the other hand, you get 
to take advantage of Outlook’s stream-lined features and sophisticated tools 
to make fast work of any e-mails you need to send or contacts/appointments 
you need to add. Not bad for a free e-mail account!

To work this little magic, you need to first download and install the nifty 
Windows Live Mail–Outlook synchronizer gizmo, otherwise known as 
Outlook Connector. Follow these steps:

 1. Connect to the Internet, start your Web browser, and search for 
Outlook Connector using a search engine such as Google.

 2. Once you find the program OutlookConnector.exe, download it to 
your computer.

  A dialog box appears, asking whether you want to save the program file 
or open it.

 3. Click Open.

  After the program is downloaded to your computer, a dialog box 
appears, asking whether you want to run it. Yep, you do.

 4. Click Run to install the program.

  After the program is installed, a dialog box appears, prompting you to 
enter your Windows Live Mail account info.

 5. Type your e-mail address, password, and your name (as you want it to 
appear when you send e-mail by using this account) in the appropriate 
text boxes. Click OK.

  Your Windows Live account is added to Outlook.

 6. Start Outlook.

  Your Windows Live Mail account appears in the Navigation pane. (Just 
scroll down until you see it.)

 7. Review your Windows Live Mail information.

  For example, click the Inbox folder for your Windows Live Mail account 
in the Navigation pane to view your e-mail messages. Send or receive 
messages to your Live Mail account just as you would any other Outlook 
e-mail account.
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90 Importing Contacts

 5. Select the Import Mail check box, and then click Next.

  You can, if you want, import contact info from Eudora when you grab 
old messages by selecting the Import Address Book check box. See the 
following section for help.

 6. Click Finish.

  A summary of what got imported and what didn’t appears. If you want to 
save this summary, click Save in Inbox. Otherwise, just click OK.

 If you use a newer version of Eudora (5.0 or higher), you can’t easily get 
that data into Outlook because Outlook offers no option for importing it, 
as Figure 4-2 makes abundantly clear. If you’re using Windows XP, then 
you’re in luck because that means you have Outlook Express. Basically, 
with Windows XP, you can import your Eudora data into Outlook Express, 
and then import the Outlook Express data into Outlook. If you use Windows 
Vista or Windows 7, however, it no longer includes Outlook Express — it 
uses Windows Live Mail, instead. In such a case, you can try exporting a CSV 
(Comma Separated Values) file from Eudora and importing it into Windows 
Live Mail.

Importing Contacts
Importing requires more than just grabbing ancient e-mail messages from 
your old e-mail client. For me, at least, I need to get my contacts into Outlook 
(so that I don’t have to type them back in) more than I need to be able to 
peruse dusty old messages. Regardless, you can easily import your old 
addresses from Outlook Express, Eudora Light, or Eudora Pro (2.0 to 4.0).

 If you have Eudora 5.0 or higher, you can use the same technique that you 
use to import Eudora messages. See the preceding section for more info.

To import addresses from Outlook Express or Eudora Light/Pro (versions 2.0 
to 4.0), follow these steps:

 1. Click the File tab to display Backstage, and select Open from the list 
on the left.

  The Open options appear on the right.

 2. Select Import from the options on the right.

  The Import and Export wizard appears. (Refer to Figure 4-5.)

 3. Select Import Internet Mail and Addresses, and then click Next.

  The Outlook Import Tool wizard makes its appearance. (Refer to 
Figure 4-2.)
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91Importing Contacts

 4. Select either the Outlook Express 4.x, 5.x, 6.x or Windows Mail option, 
or the Eudora (Pro and Light) 2.x, 3.x, 4.x option.

 5. Check just the Import Address Book check box, and then click Next to 
move to the next page of the wizard.

  You can import contacts at the same time by checking the Import 
Address Book check box. See the section “Importing Outlook Express/
Windows Mail messages,” earlier in this chapter, for more info.

 6. Decide what to do with duplicates.

  When you import contacts, you probably have information for several 
people who have the same name. These names might represent unique 
contacts who just so happen to share the same name, or they might be 
duplicate entries that have either newer or older information. In any 
case, in the Import Addresses dialog box (refer to Figure 4-6), you can 
have Outlook do one of the following if it finds duplicate contacts during 
the import process:

 

Figure 4-6: 
Dealing with 
contact 
copy cats.

 

 • To remove existing contacts and replace them with the ones you’re 
importing, select Replace Duplicates with Items Imported.

 • To keep existing contacts and also import duplicates, select Allow 
Duplicates to Be Created.

 • To keep existing contacts and skip over duplicate entries in the 
import file, select Do Not Import Duplicate Items.

 7. Click Finish.

  A summary of what got imported and what didn’t appears. For example, 
if you told Outlook to skip over duplicate entries, the summary tells you 
how many contacts were skipped.

 8. If you want to save the summary, click Save in Inbox. Otherwise, 
click OK.
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103Creating a Message, Step by Step

 ✦ In most cases, you can add formatting to the text before or after you 
type. See the “Formatting Text to Make Your Messages Stand Out” 
section, later in this chapter, for the scoop.

If you’re wondering what to say, you might begin like you’re typing a regular 
letter, with a Hi, Hello, or Hey there. For a closing, you can add Sincerely 
or Thanks, and then your name. A lot of people include an e-mail address, 
postal address, Web address, IM address, and phone number after their 
name to make it easy for the reader to contact them. If you want to get fancy, 
you can save your basic contact information in a file called a signature that 
Outlook adds to your outgoing e-mails automatically. (For the word on how 
to create a signature, see Book II, Chapter 4.)

Step 5: Send it off
When you finish creating the perfect message, check the InfoBar, located 
just below the Ribbon, for special warnings. (Refer to Figure 1-3.) You 
typically see warnings only if you work in an office under Exchange, where 
MailTips pop up to warn you of various faux pas such as e-mailing large 
groups of people, e-mailing someone who’s on vacation, or replying all 
to a message you received as a blind carbon copy (and thus, revealing to 
everyone that you got the message too). If you don’t see any warnings (or 
you want to ignore them and continue anyway), click the Send button to 
send your message off. After you click Send, the message is placed in your 
Outbox, where Outlook immediately sends it up to your e-mail server for 
processing, assuming that you’re connected to the Internet or your company 
network.

 As I mentioned, if you work on a company Exchange network, you may see 
warnings about the message you’re about to send in the InfoBar, along the 
lines of “This person is out of the office,” or “You’re about to send this 
message to 493 of your nearest and dearest” — which begs the obvious 
question, “Do you want to send this message anyway?” Well, do you? If so, 
click Send.

If, for some reason, the e-mail isn’t sent immediately, you can press F9 or 
click the Send/Receive All Folders button on the Quick Access toolbar to 
coax it along. Both the F9 key and the Send/Receive All Folders button start 
a send-and-receive cycle that sends e-mail, checks for new e-mail on the mail 
server, and downloads any new messages. If you only want to send e-mail 
right now, click the Send All button on the Send/Receive tab, instead.

 You probably want to check your spelling and grammar before you send 
off a message, if for no other reason than to prevent embarrassment over a 
simple mistake. See Book II, Chapter 3 before clicking Send.

If you’re not ready to send the message right now, you can save it in the Drafts 
folder, make changes later on, and then send it (which we discuss in the section 
“Saving a Message So You Can Send It Later,” later in this chapter).
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104 Retrieving Your Mail

After sending an e-mail message, if your mail server or one of the mail 
servers along the path to your recipient can’t find the e-mail address you 
used for some reason, an e-mail server sends you a message that tells you 
it didn’t actually deliver the e-mail. When you receive that message, check 
the address you tried to send your e-mail to carefully, make changes to it as 
needed, and resend the message.

Retrieving Your Mail
Periodically, Outlook checks your mail server for new mail. Typically, it does 
this check every 15 minutes, assuming you’re connected to the Internet all 
the time (or to your company’s network). If you’re not always connected 
to the Internet, then Outlook probably checks e-mail when you ask it to — 
whenever you click the Send/Receive All Folders button on the Quick Access 
toolbar.

 You can make Outlook get your mail at any time by clicking the Send/
Receive All Folders button. To change how often Outlook checks e-mail, 
click the File tab to display Backstage and select Options from the list on 
the left to summon the Outlook Options dialog box. In that dialog box, select 
Advanced from the list on the left and, in the Send and Receive section, click 
the Send/Receive button. The Send/Receive Groups dialog box appears; 
select the All Accounts group from the Group Name list, and then select the 
Schedule an Automatic Send/Receive Every “Number of” Minutes option. 
Set “Number of” to the number of minutes you want to wait between send/
receive cycles. (See Book III, Chapter 1 for more information.)

Regardless of how it’s set up, at some point, Outlook contacts your e-mail 
server — which looks to see whether you have any new messages. You can 
watch the process of downloading e-mail by staring intently at the status 
bar, where you can view a series of messages such as Send/Receive Status 
40% and Send/Receive Complete.

When e-mails come in, Outlook does everything it can to gain your attention, 
short of bopping you in the head. First, for each e-mail (unless they’re 
coming in too fast), Outlook flashes a Desktop Alert. This alert briefly 
displays the sender’s name, the subject, and the first few lines of the 
incoming message so that you can instantly see whether you need to read 
this message now. You can do a lot of things with these alerts:

 ✦ Get a longer look at the Desktop Alert. Just hover the mouse pointer 
over the alert.

 ✦ Read the message. Move the mouse pointer over the bubble and click 
the message header, as shown in Figure 1-4.

 ✦ Delete the e-mail without reading it. Simply click the X that appears 
under the Mail icon on the left side of the bubble.
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109Working with Address Books

Outlook, although you can add a Contacts folder manually if you want), 
then these multiple Contacts lists are all stored in the Outlook Address 
Book. If your Outlook is set up to use a Global Address List (see below 
for a description), then you have two address books. 

 ✦ Global Address List: If you work with Outlook at a company that uses 
Microsoft Exchange (an e-mail and groupware server program), Outlook 
is probably set up to use the company’s Global Address List, which 
contains the names and e-mail addresses of all company employees. 
If you’re a college student, you might have access to the university’s 
Global Address List, which contains the e-mail addresses of professors 
and staff. Still, if you add a new contact to Outlook, it’s stored in the 
Outlook Address Book.

 ✦ Other address books: Regardless of whether you use only the Outlook 
Address Book (and Contacts) or throw in a Global Address List as well, 
you might want to mix it up a little by adding other address books. 
For example, you could add an Internet address listing that uses LDAP 
(Lightweight Directory Access Protocol). Basically, you can access 
such a listing through the Internet to obtain directory information, 
such as e-mail addresses; you might receive access to an LDAP through 
your college or university, for example. You might also add a mobile 
address book to Outlook. For example, a mobile address book is added 
to Outlook when you sign up for Outlook Mobile Service, a service that 
enables you to send instant messages using Outlook. See Book III, 
Chapter 2 for more information on instant messaging. The mobile 
address book keeps track of cell phone numbers and allows you to send 
and receive text messages through the service.

When you set up Outlook to use multiple address books, you designate one 
as the main address book, which means that Outlook searches it first when 
it’s verifying names. The main address book also appears first when you 
click the Address Book button on the Home tab or click the To button in a 
message form to look up someone’s e-mail address manually. (For more on 
verifying e-mail addresses and looking up names, see the section “Resolving 
to Find the Right E-Mail Address,” later in this chapter) If you tend to search 
for names in the Contacts list, rather than in a Global Address List, you 
might want to change which address book Outlook searches first. You can 
find out how to do so in the section “Choosing which address book is the 
boss,” later in this chapter.

Attaching a new address book to Outlook
Companies typically set up their employees’ computers, so if your company 
uses Exchange, your Outlook at work is probably already connected to the 
company’s Global Address List. However, if you need to attach a university’s 
Global Address List or some kind of Internet list to Outlook, follow these steps:
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124 Attaching a File to a Message

  Need some help understanding file compression and how to go about it? 
Come on over to our house and read all about it:

www.dummies.com/WileyCDA/DummiesArticle/id-3086.html

  Be sure to type this in your Web browser exactly as it appears here — 
initial caps and all — or you might get a message telling you the article 
can’t be found!

 ✦ Contact the recipient before sending files that might potentially 
exceed maximum loads. You might not be able to send a large file 
to some people because a lot of companies stop the big guys at the 
entrance. When trying to figure out who to stop and who to let in, e-mail 
servers take the total of the message size plus all attachments. To add 
insult to injury, your message might not even get that far. It might be 
stopped by your own e-mail server, which sets its own message limitations. 
You can’t guess what a company might decide is too large, so your best 
bet is either to ask first, or to send and wait for an error-message reply. 
You can, however, find out what your ISP considers the maximum load 
and try not to go over it.

 

 If you and your recipient work on an Exchange network, Outlook warns 
you (via a message on the InfoBar) that your attachment is too large for 
the recipient’s Inbox. You also see warnings if your own e-mail server 
dislikes the size of the attachment. So, be sure to watch the InfoBar!

 ✦ Avoid sending file types that might be flagged as potential viruses. As 
I mentioned in the Warning box earlier, some attachments are stopped 
at the door because they aren’t welcome. These file types include ones 
that might contain nasty visitors, such as viruses, macros, and scripts: 
Look for extensions such as .exe, .vbs (Visual Basic script), .prg 
(program file), .ws (Windows script), and sometimes even .doc and 
.zip files. You might not know what file types won’t get to their 
destination because they’re stopped by the recipient’s e-mail server.

  Outlook tries to protect you by warning you whenever you try to attach 
a file that might be stopped at the door: .exe, .bat, .vbs (Visual Basic 
source file), and .js (Java script). It’s up to you, however, to decide 
whether to send the file anyway, despite the warning.

 ✦ Don’t send your personal info unless you want to. Office documents, 
as a matter of routine, embed personal info into your documents, such 
as your name, company name, and so forth. If you don’t want to share 
such information, then strip it before you send a document along. To 
remove such data in Word 2010, for example, click the File tab to display 
Backstage, select Info from the list on the left, click the Check for Issues 
button from the options on the right, and select Inspect Document from 
the pop-up menu. In the Document Inspector dialog box that opens, click 
Inspect to check for hidden info and even remove it, if you like.
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128 Saving a Message So You Can Send It Later

 2. Select Mail from the list on the left.

  The Mail options are displayed.

 3. In the Save Messages section, select the folder to which you want to 
save unfinished messages from the Save To This Folder list.

 4. Change how often drafts are saved by typing a value in the 
Automatically Save Items That Have Not Been Sent After This Many 
Minutes box.

  You can type a value from 1 to 99 minutes, although why you’d want to 
work over 90 minutes on an e-mail and not save it yourself is beyond me.

 5. Click OK a bunch of times to close all the dialog boxes.
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Chapter 2: Reading and Replying 
to E-Mail

In This Chapter
✓ Switching to a different Mail view

✓ Dealing with images in an e-mail

✓ Opening and saving an e-mail’s attached files

✓ Replying to or forwarding an e-mail you receive

✓ Keeping your eye on MailTips

✓ Sending an e-mail again

I used to think that getting e-mails was fun; it was nice to know that some-
body cared enough to send me a special note. Alas, the fun didn’t last 

long because I quickly became overwhelmed with the stack of e-mails that 
I needed to read and reply to. And those people who insisted on sending 
images and other files along with their notes only made the mess bigger and 
my life more difficult. In this chapter, you can find out how to wade through 
it all.

Finding the Messages You Want to Read: 
Changing the View

When you change from the Mail module to the Contacts module (or to 
Calendar or whatever), the information in that module appears in a particu-
lar way, called a view. For example, your e-mail initially appears in Compact 
view, arranged by date. You don’t have to stay with Outlook’s way of look-
ing at things. You can, instead, change to a different view by clicking the 
View tab, clicking Change View, and then selecting the view you want from 
palette that appears. After you select a view, you can arrange (sort) the 
items in that view by selecting an option from the Arrangement group on 
the View tab. You can also apply Conversations “view” on top of any of the 
Mail views, in order to group messages by conversation. You can find out 
more about Conversations view in the upcoming section, “Dealing with Long 
Conversations.”

11_487730-bk02ch02.indd   12911_487730-bk02ch02.indd   129 6/18/10   4:00 PM6/18/10   4:00 PM











































150 Book II: E-Mail Basics

11_487730-bk02ch02.indd   15011_487730-bk02ch02.indd   150 6/18/10   4:00 PM6/18/10   4:00 PM











Book II

Chapter 3

M
a

k
in

g
 Y

o
u

r E
-M

a
il 

Lo
o

k
 P

ro
fe

ssio
n

a
l 

a
n

d
 C

o
o

l
155Checking Your Ignorance at the Door

 

✦ Look Up: Displays a list of research sites that you can use to look up a 
term on the Internet. Outlook sends the search request out and displays 
the results in the Research pane. If you don’t find what you want, you 
can select an option from the Can’t Find It? section at the bottom of the 
pane. You can also search all the research sites and all the reference 
books (such as Encarta Dictionary and the English Thesaurus) in one 
stroke by clicking the All Reference Books or All Research Sites links in 
the Other Places to Search section at the bottom of the pane. See Figure 3-2.

 

Figure 3-2: 
Do a little 
research.

 

 ✦ Who Is: Opens the Check Names dialog box and looks up a misspelled 
Contact name. See Chapter 1 in this minibook for how to check names.

 

The Spelling checker doesn’t normally catch mistakes that aren’t misspell-
ings, although you might wish it did sometimes. For example, if you type 
This is you’re responsibility, the Spelling checker doesn’t flag the 
mistake. By default, however, Outlook turns on an option that allows the 
Spelling checker to check for errors in context, which causes it to flag the 
use of a wrong, but similar-sounding, word.
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159Using Stationery to Add Flair

professional, you can choose an Outlook theme, which not only provides a 
background but also a matching set of bullets, fonts, text colors, china, and 
stemware.

Outlook provides its stationery and themes through a dialog box that you 
use at the start of a new message. If you find an Outlook stationery or theme 
that you want to use most of the time, you can set it up as the message 
default. Word provides some extra themes to Outlook through the Ribbon 
on a message form, making those themes available even after you start creat-
ing a message. (See the section “Applying a Word Theme,” later in this chap-
ter, for help.)

 

You can use stationery and themes only for HTML messages, not for plain 
text or RTF-formatted messages. Also, you can’t add stationery or a theme to 
a reply or a forwarded message. See Chapter 1 of this minibook for help with 
message formats.

Taking a stationery out for a test run
To select an Outlook stationery or theme for a new message, follow these 
steps:

 1. In the Mail module, click the New Items button on the Home tab, 
select E-Mail Message Using from the pop-up menu that appears, and 
then select More Stationery.

  The Theme or Stationery dialog box, shown in Figure 3-5, appears.

  

By the way, if you want to use the same stationery that you’ve used 
recently (the last five types, to be exact), just select it from the E-Mail 
Message Using menu and skip the rest of this stuff.

 

Figure 3-5: 
Stationery 
that makes 
your text 
look good.
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161Applying a Word Theme

 3. In the Compose Messages section, click the Stationery and Fonts 
button.

  The Signatures and Stationery dialog box appears, as shown in the back-
ground of Figure 3-6.

 4. Click the Theme button.

  The Theme or Stationery dialog box appears, as shown in the fore-
ground of Figure 3-6.

 

Figure 3-6: 
Select your 
favorite 
stationery or 
theme.

 

 5. Select your favorite theme or stationery from the list and click OK 
several times to close all dialog boxes.

 

Even after setting a default, you can still pick and choose whatever statio-
nery you want to use for an individual e-mail by following the steps so care-
fully outlined by moi in the preceding section. To go without your usual 
stationery, just click that ol’ New Items button on the Home tab, choose 
E-Mail Message Using from the pop-up menu that appears, then choose a 
format: Plain Text, Rich Text, or HTML.

Applying a Word Theme
So as not to be left out, Word provides its own set of themes to Outlook, 
available only after you start a message. You can add a Word theme on top 
of an Outlook stationery or theme, although the result is often a rather sur-
prising mix of colors and fonts.
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164 Applying a Color, Font, or Effects Set

 • Fonts: Each set includes two fonts — one for regular body text and 
the other for headings, although you can apply the fonts to text how-
ever you want.

 • Effects: Each set includes a shape style, a color fill, shadow effects, 
and 3-D effects that provide a coordinated look to objects in your 
message. What objects, you ask? Good question. I’m talking about 
objects such as arrows, rectangles, stars, and so on, which you 
insert by using the Shapes button on the Insert tab. (See the section 
“Illustrating Your Point,” later in this chapter.) You can also apply 
effects to SmartArt, charts, text boxes, and horizontal lines, which I 
discuss in various sections throughout this chapter.

 2. Click the Color, Font, or Effects set that you want to use.

  When you slide the mouse pointer around the palette or down the list, 
the elements in your message change accordingly. For example, when 
you slide down the Fonts list, your text changes styles so that you 
can preview the option before you select it. If your message features a 
drawn object (such as a star), then it changes when you sweep down the 
Effects list. Colors you’ve applied to text or objects change when you 
preview the choices on the Colors list.

Creating a custom set of colors or fonts
Normally, the sets of colors, fonts, and effects that come with Outlook sat-
isfy most people. And hey, you can easily select and apply the Fonts, Colors, 
and Effects sets, so what else could you want? Well, maybe you wish that 
one of the colors was a bit lighter or darker. Then, it would be just perfect. 
Or maybe you like the heading font, but you want to use something else for 
your body text. Or maybe your boss has instructed you to use only company 
colors in e-mails to clients. (Yippee.)

In any case, you can easily create your own set of custom colors and fonts. 
(You can’t do anything about creating your own set of effects, so your boss 
is just gonna have to live with that.)

To create your own set of colors, start by modifying the set you’re currently 
using. Haven’t selected a set? Well, then you’re using the Office default set 
of colors. But unless that generic set of colors represents all you want in 
the world, I’d recommend jumping back to the preceding section to figure 
out how to select a color set that’s at least close to what you want to end up 
with. Then, follow these steps to change it:

 1. Click the Colors button on the Options tab, and then select Create 
New Theme Colors from the pop-up menu that appears.

  The Create New Theme Colors dialog box peeks out, like the one shown 
in Figure 3-8.
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To create your own set of fonts, you basically follow the preceding steps, but 
you start by clicking the Fonts button on the Options tab, selecting Create 
New Theme Fonts from the pop-up menu that appears, and moving on from 
there. And no, you don’t have to select a font set for your message first, 
although you’re using one (even if you didn’t choose one): the Office font 
set, which features Cambria for heading text and Calibri for body text. After 
clicking the Fonts button and selecting Create New Theme Fonts, a simple 
dialog box appears that allows you to select the Heading Font and Body Text 
font that you want. In the Sample area, you can see how your selections look 
together. When you’re done looking in the mirror, type a name for your set 
in the Name box and click OK.

Customizing your look
After you select a Word theme, you can just type your message. The fonts 
and colors defined by the theme are applied automatically, and what could 
be easier than that? Still, sometimes you just need to express your own style. 
Luckily, even Word themes allow room for individuality.

Although you can’t actually change the colors, fonts, or effects used in a 
theme, you can use the theme as your starting point and create a new theme 
to reuse however you want. Follow these steps:

 1. Select a Word theme that contains at least some of the elements you 
like, such as a rough set of colors and fonts.

 2. Modify the color or font set (as described in the preceding section), 
and select a set of effects that you like.

 3. To save your current Font, Color, and Effects selections as a new 
theme, click the Themes button on the Options tab and select Save 
Current Theme from the pop-up menu that appears.

  The Save Current Theme dialog box appears.

 4. Type a name for the theme in the File Name box and click Save.

You can now use the theme in other messages. When you click the Themes 
button, your theme appears at the top, in the Custom section. Just click it to 
apply the custom theme to the current message.

Simply Colorizing the Background
If the thought of selecting a theme and using its heading, body text, and 
bullet styles seems like overkill for a simple message to a friend or colleague, 
you can opt for something simpler but equally as impressive: a colorful back-
ground. You can choose a solid color, gradient, texture, pattern, or image.
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 ✦ To insert an image: Click the Picture button on the Insert tab, select the 
image that you want from the Insert Picture dialog box that appears, and 
click Insert.

 ✦ To insert a clip: Click the Clip Art button on the Insert tab to display the 
Clip Art pane. Type a search term (such as gold fish) in the Search 
For text box. You can include online clipart in the search by turning on 
the Include Office.com Content option.

  You can limit the results by selecting particular file types from the 
Results Should Be list. Click Go to display images that match your 
search criteria. Click an image to insert it into the message.

 

You can select, resize, move, and rotate an image the same way that you 
manipulate objects. See the section “Manipulating Objects,” later in this 
chapter, for the lowdown.

One of the coolest things about the new Office programs is that they really 
make formatting fun. Take images, for instance: When you select one, up 
pops the Picture Tools Format tab; click it to see more buttons (on the 
Ribbon) than you find on a home theater remote control. (See Figure 3-11.) 
Here’s what those buttons can do:

 

Figure 3-11: 
Make any 
image look 
the way 
you want 
by using 
the Picture 
Tools 
Format tab.

 

 ✦ Corrections: This button displays a palette of adjustments, such as 
sharpness, softness, brightness, and contrast of an image. Just click a 
sample to apply that correction to the picture.

  

To adjust the picture more precisely, select Picture Corrections Options 
from the bottom of the palette. In the dialog box that appears, you can 
drag Soften-Sharpen, Brightness, and Contrast sliders to adjust the soft-
ness/sharpness or brightness/contrast, or enter precise values.

 ✦ Color: Displays a palette that allows you to adjust the amount of color 
in a picture (saturation) and its tone (the warmth or coolness of the 
colors — whether the colors are overly reddish or bluish). Click a sample 
to apply that adjustment, or select Picture Color Options from the 
bottom of the Color palette to display a dialog box in which you can 
make fine adjustments.
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Illustrating Your Point
They say that pictures are worth a thousand words, and when you’re trying 
to make a point, I guess that’s true. Outlook provides several ways in which 
you can put your money, so to speak, where your mouth is: tables, charts, 
shapes, and SmartArt graphics.

 

SmartArt is a special graphic that you can use to illustrate a set of related 
data, such as a list of items or a series of steps. You can also find graphics 
that illustrate a cycle (such as a monthly process), hierarchy (such as an 
organization chart), relationship between items, matrix (parts that relate to a 
whole), or pyramid (proportionate relationships).

Most often, you will use tables, charts, shapes and SmartArt graphics to 
illustrate your documents, worksheets, and presentations, and not e-mail 
messages. This book doesn’t focus on Word, Excel, or PowerPoint, however; 
so I’ll just be touching on the basic how-to’s in the following sections. If you 
want all the info you can stand about working with tables, charts, shapes, 
and SmartArt, check out Microsoft Office 2010 All-in-One Desk Reference For 
Dummies, by Peter Weverka.

 

To insert a symbol, such as £ or ¥ or ©, click the Symbol button on the Insert 
tab. In the palette that appears, select a symbol. If you don’t find what you 
need, select More Symbols. In the dialog box that appears, select a character 
set, and then click a symbol to insert it in the text.

Tabling the notion
A table is a collection of related data, presented in rows and columns. The 
rows and columns intersect to form cells. You might use a table to show 
your wife how you plan to pay for a new multimedia room in three months, 
using the extra income you save by packing both of your lunches every day, 
not eating out for dinner during the week, and limiting her clothing allow-
ance. (Okay, maybe even a table can’t help that cause. . . . )

Here’s the quick and easy way to insert a table: Click the Table button on 
the Insert tab. Drag over the grid that appears to select the number of rows 
and columns that you want. A table appears in your message. To enter data, 
click in the first cell on the left, type something, and then press Tab to move 
to the cell to the right of the first cell in the same row. Press Tab at the end 
of a row to move down a row, to the first cell on the left. If you press Tab in 
the last cell in a table, you automatically add a new row. Format the table 
quickly by clicking inside the table and selecting a table style from the Table 
Styles palette that appears on the Table Tools Design tab. Use the More 
button to display more table styles than you can figure out what to do with.

12_487730-bk02ch03.indd   17212_487730-bk02ch03.indd   172 6/18/10   4:00 PM6/18/10   4:00 PM













178 Manipulating Objects

 

Figure 3-14: 
Capture a 
screenshot 
to explain 
what you 
mean.

 

 3. Click one of the Screenshot images to insert it in the message form.

  If you want to grab only part of the screen, select Screen Clipping from 
the palette, instead of clicking an image. The screen turns a semi-trans-
parent white. Click at the upper-left point of the screen that you want 
to capture, and then drag the mouse pointer down and to the right, to 
outline the area you want. When you release the mouse pointer, the area 
you selected is inserted into the message.

 4. Make adjustments to the screenshot, as needed.

  The inserted screenshot is automatically selected in your message form, 
and the Picture Tools Format tab appears. Use the tab’s buttons to 
make adjustments to the image, as described in the section “Inserting an 
Image,” earlier in this chapter, and the section “Manipulating Objects,” 
next in this chapter. For example, you might resize the image.

Manipulating Objects
A shape is just an object, meaning that you can manipulate it separately 
from the message text. In Outlook, you can insert and manipulate several 
types of objects, such as images, clipart, shapes, SmartArt, or text boxes.

Selecting, resizing, and other basic techniques
Use some of these common techniques to manipulate an object:
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188 Playing with Text

calendar details to working hours only (by default, Outlook has work-
ing hours set for 8 a.m. to 5 p.m., but you can click Set Working Hours 
to change that), select the Show Time within My Working Hours Only 
option. Click OK when you’re done making all these choices.

  

Click the Show button at the bottom of the Send a Calendar via E-Mail 
dialog box to display more options, such as including items that you’ve 
marked as private (yeah, that’s likely) or attachments within calendar 
items. (These options aren’t available if you select Availability Only from 
the Detail list). You can also select the layout for the calendar section 
that you send. If you select to attach the calendar items, they’re sent in 
iCalendar format, which means that the recipient can then add those 
items to his or her Calendar.

  If you select the Another Outlook Item option, then the Insert Item dialog 
box appears. Open the folder that contains the item you want to send 
from the Look In list. The list of items in that folder appears in the Items 
box at the bottom of the dialog box. Click the item that you want to 
send. Select whether to send the item as an attachment or as text only, 
and then click OK.

When a recipient receives a message that has an Outlook item attached, he 
or she can just open the attachment normally to view it. The attachment is 
displayed just like any other Outlook item. The recipient can also add it to 
his or her Outlook.

Playing with Text
You can do a lot more with text in Outlook messages than simply typing it. 
You might have already played with formatting; if not, skip over to Chapter 
1 of this minibook for help. You have, I hope, discovered the spellcheck 
feature; it’s saved me from embarrassment more times than I care to admit. 
If not, skip back to “Checking Your Ignorance at the Door with Spelling and 
Grammar Checking,” earlier in this chapter. This section is kind of a catchall 
for other things that you can do with text, such as formatting it with Word 
styles and creating bulleted and numbered lists.

 

From time to time, you might want to insert the date and/or time into a mes-
sage, if for no other reason than to remind your recipient just how long he 
or she has sat on it without responding. You can insert the date as text or as 
a field; you can update a field to reflect the current date or time, as needed, 
such as after creating a long, detailed message that took several days or 
weeks to finish. To insert the date or time, select the Date & Time button on 
the Insert tab. Select the format that you want; select Update Automatically 
to enter it as a field, and then click OK. If you don’t enter the date/time as a 
field, then Outlook inserts the current date/time, which can’t be updated as 
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189Playing with Text

you continue to work. Assuming you entered the date/time as a field, then to 
update the field, click it and an Update button magically appears just above 
the text. Click the button to update the field (change the text to display the 
current date/time).

Adding headings and other styles
You can use themes to quickly dress up an e-mail so that it actually looks 
like you know what you’re doing. In a theme, you instantly get a package of 
formats that apply to body text, bulleted lists, headings, horizontal lines, 
hyperlinks, and a variety of other elements. (See the section “Applying a 
Word Theme,” earlier in this chapter, for the details about themes.)

If you want the formats in a selected theme to work, you have to identify the 
elements of a message, such as the headings and hyperlinks. Outlook identi-
fies some elements, such as hyperlinks, by the way you insert them. Other 
elements, such as headings, are just ordinary text until you apply a style. 
You probably don’t use headings in most e-mail messages; but if you’re com-
posing a relatively long message, you might want to break up the text with 
headings that help your reader jump to important information. Look at me; I 
add headings in this book to break up the text and to allow you to find your 
place again after you’re rudely interrupted by the people stuck behind you 
at the stoplight waiting for you to look up from this book and notice that the 
light has changed. Can’t they see that you’re trying to better yourself here?

To apply a style, follow these steps:

 1. Select the text that you want to format.

  Just drag over the text to select it.

 2. Select a style from the Styles palette on the Format Text tab.

  You can scroll through the styles or click the More button to display the 
entire palette of styles. See Figure 3-20.

 3. Click a style.

  While you hover the mouse pointer over a style type, the selected text 
changes to that style. For example, hovering over Heading 1 or Heading 
2 (a subheading in a Heading 1 section) immediately displays your 
selected text in that style. If you like what you see, click the style to 
apply it to the selected text.

While you switch from theme to theme, various elements (such as headings) 
change to match the formats in the theme. Obviously, other text elements 
change, as well, including many that you identify with a style, such as Title, 
Subtitle, Quotations, and the other elements that you see listed in the Styles 
pane and on the Styles palette.
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191Playing with Text

 2. Create the list.

  To create your bulleted/numbered list, just type the first item, and then 
press Enter to create the next item. End the list by pressing Enter twice.

Placing text exactly where you want it 
with a text box
Outlook’s basically an e-mail program designed to send lots of text mes-
sages, and so you probably aren’t surprised that its editor treats text just 
like Word does, wrapping text while you type between the borders of the 
message form. Sure, you remove a word or two or add a sentence, and every-
thing moves over in a nice orderly fashion. But what do you do if you want 
text to appear in a specific spot? Do you add a bunch of spaces to move it 
over from the margin? That approach works, up to a point, but when you 
add or remove text elsewhere after adding those spaces, you might affect 
the perfect alignment of that special text.

You can easily solve the problem by adding your text within a text box. To 
Outlook, a text box is just an object, subject to its own rules, and so you can 
easily resize or move it at will. Follow these steps to create a text box:

 1. Click the Text Box button on the Insert tab and select Draw Text Box 
from the pop-up menu that appears.

 2. Draw the box.

  Click in the message to establish the upper-left corner of the box and 
drag downward and to the right to draw the text box.

 3. Type your text.

  The cursor automatically appears within the text box; just type your text 
and click outside the box to finish.

 

You can format your new text box by using the buttons on the Drawing 
Tools Format tab; see the section “Manipulating Objects,” earlier in this 
chapter, for help.
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198 Repeating the Same Stuff Over and Over

 

Figure 4-3: 
Add your 
John 
Hancock to 
an e-mail 
message.

 

 

If you add formatting to signature text and insert the signature into a plain text 
message, you keep the signature text but lose the formatting. Other things get 
dropped if you insert a signature into a plain text message, including images, 
hyperlinks, and business cards. The business card still appears as an attach-
ment, it just isn’t included in the message itself. So, when you use signatures, 
use HTML or RTF format for your messages whenever possible. See Chapter 1 
of this minibook for more information on message formats.

 

What if you want to remove a signature for a single message? Well, after 
Outlook inserts a signature into a message, it’s just like any other text and/or 
graphic. So, you can edit it, removing stuff that you don’t want to send this 
time (such as your phone number or address). To remove text, drag your 
cursor over it to select the text and press Delete. To remove an image or a 
business card, click it and press Delete.

Repeating the Same Stuff Over and Over
With Quick Parts, you can save any ol’ thing you use over and over, and 
insert it quickly into any Outlook item — not just messages, although that’s 
probably where you’ll find the most use for this feature. For example, if 
your company insists that you include a little disclaimer or confidentiality 
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201Using a Template to Create a Reusable Message

 1. Click where you want the data to go.

  In a message, you can pretty much click anywhere; in other items, you 
can insert a Quick Part only into the Notes section.

 2. Click the Quick Parts button on the Insert tab.

  A palette of saved Quick Parts appears, organized by category.

 3. Select the Quick Part that you want to insert.

  Your Quick Part magically appears within your Outlook item. Pretty 
painless.

 

To make changes to a Quick Part, right-click it in the Quick Parts palette 
and select Edit Properties from the pop-up menu that appears. The Modify 
Building Block dialog box appears; make your changes and click OK. To 
get rid of a Quick Part, right-click it in the Quick Parts palette, and select 
Organize and Delete from the pop-up menu. In the Building Blocks Organizer 
dialog box that appears, select the Quick Part that you want to delete and 
click Delete. Click Close to close the Building Blocks Organizer dialog box 
when you’re through.

Using a Template to Create a Reusable Message
As a parent, it seems that I’m always repeating myself. Too bad I can’t save 
what I’m always saying and then resend it to my kid whenever I feel she 
needs to hear it again. Actually, I suppose I could do that, but she’s only six 
and doesn’t have an e-mail address yet. I guess Outlook can’t solve every 
problem.

If you find yourself repeating the same thing in several messages, you can 
save it in a template that you can use to repeat yourself as often as you like. 
You can save repeatable content in other ways, but with a template, you can 
save not only text, but formatting, graphics, and anything else that happens 
to be in the message.

Follow these steps to create a template for e-mail:

 1. Open a new message.

  If you want to start your template out with some style, use Outlook 
stationery. (See Chapter 3 of this minibook for help in selecting a 
stationery.)

13_487730-bk02ch04.indd   20113_487730-bk02ch04.indd   201 6/18/10   4:00 PM6/18/10   4:00 PM











Contents at a Glance

Chapter 1: Controlling the Sending and Receiving of Messages  . . . .207

How Can I Tell Whether You Read This? .................................................. 207
Getting Out the Vote ................................................................................... 213
Controlling Message Delivery .................................................................... 217
Stopping a Long E-Mail Download ............................................................. 224

Chapter 2: When You Have to Know Now: Instant Messaging  . . . . .227

Understanding the Magic ........................................................................... 227
Using Instant Messaging ............................................................................. 228
Using SMS Text Messages ........................................................................... 235

Chapter 3: Getting the Latest News Delivered Right to 
Your Inbox  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .241

Adding News Feeds ..................................................................................... 242
Changing or Removing a Feed .................................................................... 248
Reading News Feeds .................................................................................... 249
Sharing News Feeds ..................................................................................... 251

Chapter 4: Sending Mass Mailings. . . . . . . . . . . . . . . . . . . . . . . . . . . . .255

Creating a Distribution List ........................................................................ 255
Creating a Mass Mailing in Word Using Your Contacts .......................... 260

Chapter 5: Managing Multiple E-Mail Accounts  . . . . . . . . . . . . . . . . .265

Controlling Sending and Receiving ........................................................... 265
Selecting Your Default E-Mail Account ..................................................... 273
Changing the Order in Which Accounts Are Checked ............................ 274
Sending from a Specific E-Mail Account ................................................... 275
Directing Incoming Mail to a Specific Folder ........................................... 277
Directing Sent Messages to a Different Folder ......................................... 280
Having Replies Sent to another Address .................................................. 280
Dealing with Multiple People, Multiple Accounts, and One Little 

Ol’ Computer ............................................................................................ 282

14_487730-pp03.indd   20614_487730-pp03.indd   206 6/18/10   4:01 PM6/18/10   4:01 PM



















Book III

Chapter 1

C
o

n
tro

llin
g

 th
e

 
S

e
n

d
in

g
 a

n
d

 R
e

c
e

ivin
g

 
o

f M
e

ssa
g

e
s
215Getting Out the Vote

After a recipient gets your special voting message, he or she simply needs 
to click the message’s InfoBar in the Reading pane, as shown in Figure 1-7, to 
display the menu of voting options. After the recipient makes a choice from 
the list, a dialog box appears, asking him or her whether it’s okay to send the 
response now. He or she can choose instead to edit the response, maybe to 
add a comment or explain his or her choice.

 

Figure 1-7: 
Click the 
InfoBar to 
cast your 
vote.

 

 The recipient can also cast a vote by opening the message and clicking the 
Vote button on the Message tab and making a selection from the pop-up 
menu that appears.

After several people have exercised their civil right to have their choices 
ignored by you, you start getting e-mail responses in your Inbox. To tally 
the votes, you can look at each individual response (the user’s choice 
appears in the Subject of the response message as in Saturn Grill: 
Where should we hold our lunch meeting?) and add the votes 
manually, or you can use your computer (imagine that!) to tally them up 
for you. Open your original voting message (you can find it lurking in the 
Sent Items folder), then click the Tracking button on the Message tab. 
The names of the people to whom you sent a voting message appear in a 
list; their responses appear in the Response column. (See Figure 1-8.) The 
Response column is blank for people who haven’t responded yet. Voting 
totals appear in the InfoBar.

 

You can select and copy the voting response list and paste it into an Excel 
worksheet if you need to play with the totals a bit more. For example, you 
might want to analyze responses by department or office location by adding 
department/office data to the list and then sorting it.
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 If you are sending this message through a non-Exchange account (POP2 or 
IMAP), then you must keep Outlook running until the message is sent. If you 
are using an Exchange account, you can go ahead and close Outlook — 
Exchange ensures that your e-mail is sent when you designated.

Setting messages to expire after a certain date
A lot of things expire — driver’s licenses, coupons, milk. After something 
expires, you have to first notice that it has expired (Sorry, officer, I forgot 
my birthday was this month, honest!), and then throw it away and get a new 
one. Well, messages can expire, too — for example, you might receive a 
voting message that you must reply to by Friday. When a message expires, 
nothing particularly bad happens; the message header simply changes to 
strikethrough text. The message itself isn’t deleted, and you can still read it. 
Message expiration just makes it a bit more evident to your reader that he or 
she has missed the boat.

To set a message to expire, follow these steps inside a message form:

 1. Click the Properties dialog box launcher on the Options tab.

  The launcher, by the way, is that right arrow thingy located at the right 
end of the More Options group.

  The Properties dialog box appears, as shown in Figure 1-10.

 2. Select the Expires After checkbox, then select a date and time for the 
message to expire from the drop-down lists.

 3. Click Close to return to the message form.

Yes, you can!
If you routinely need to delay the delivery of 
certain messages (say, all the ones to your 
picky boss, as you madly double- and triple-
check their contents), you can! Just use 
Outlook to create a rule that does that for you. 
Rules and their creation are discussed in detail 
in Book IX, Chapter 2, but I’ll give you a hint 
here so that you know how to set the rule up 

right. To create a rule that delays delivery of 
all messages, apply the rule so that messages 
are checked by Outlook after sending (after 
you click Send), then select the Defer Delivery 
by a Number of Minutes action. You can delay 
delivery for up to two hours (120 minutes) after 
you click Send.
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230 Using Instant Messaging

 

Figure 2-1: 
Add IM 
addresses 
to Outlook.

 

IM address field

Initiating an IM through Outlook
Now that you have somebody to IM, you’re ready to send your first message. 
Follow these steps:

 1. Check the online status of the person you want to IM.

  When you get an e-mail message from someone you have set up in your IM 
program as a contact, Outlook automatically checks the sender’s online 
status. You can view it yourself in the message header, along with the 
online status of others who also received the message. Simply hover the 
mouse pointer over the sender’s name in the message header to bring up 
the person’s Contact Card, as shown in Figure 2-2, which lists his or her 
online status. If someone is online (if the Contact Card features a green dot 
icon), then you can reply to his or her e-mail by sending an instant message.

 2. Click the Send an Instant Message To XXX button (it looks like a car-
toon text bubble) on the Contact Card.

  Your instant messaging program opens, and a conversation window 
appears, as shown in Figure 2-3. The window that appears varies, 
depending on the IM program you use; the one shown in Figure 2-3 is for 
Windows Live Messenger.

  You can send an instant message to someone even if they are offline. 
However, they will not get the message until they log on to their instant 
messaging program. You might do this if you have reason to believe that 
the person will get your IM before he/she might get your e-mail.
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Figure 2-2: 
To IM or not 
to IM.

 

Contact Card

Send an Instant 
Message To button

 3. Type your message and press Enter.

  Type what you want to say in the box at the bottom of the conversation 
window and press Enter. What you type appears in the upper window; 
when the user replies, you see the reply just below your text in the 
upper window.

 

Figure 2-3: 
Outlook 
IMing gives 
you yet 
another way 
to bother 
people 
instantly.

 

Your conversation 
appears here

Type your message here

Click here to add an animated wink

Click here to add emoticons

Click here to send a nudge to everyone in the conversation

Record a voice clip

Change font

Change the background
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238 Using SMS Text Messaging

Sending a text message through an 
Outlook Mobile Service provider
Okay, now that you have someone to text message, you can get to bothering 
them. Follow these steps:

 1. In the Mail module, click the New Items button on the Home tab and 
select Text Message (SMS) from the pop-up menu that appears.

  The Text Message form appears. (See Figure 2-8.) If you aren’t in the 
Mail module, then click the New Items button on the Home tab, select 
More Items, and then select Text Message (SMS) to display the Text 
Message form.

 

Figure 2-8: 
Send 
an SMS 
message 
by using 
Outlook.

 

 2. Click the To button and select an address from the Select Names: 
Contacts (Mobile) dialog box that appears.

  The contacts that appear include only those for whom you’ve entered a 
mobile phone number.

 

 You can type the person’s last name or cell phone number to address a 
text message to him or her. In addition, you can type e-mail addresses 
and send a text message and an e-mail message that contain the same 
content to various recipients. Also, you can schedule the delivery 
of your text message for a later time, if you want. (Kind of takes the 
“instant” out of instant communicating though, doesn’t it?)
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258 Creating a Distribution List

 e. Select the Add to Contacts check box to add this name to your 
Contacts list.

  Not selecting this option means that you can add people manually to 
a contact group while keeping them off your Contacts list (although 
why you’d want to do that is a mystery to me).

 f. Click OK to add the new member.

  The Contact Group form reappears.

 7. Click the Save & Close button on the Contact Group tab.

  Your new contact group appears within the Contacts list, with a special 
icon that helps to identify it, as shown in Figure 4-3. If you view your 
Contacts as Business Cards, then look for the word Group just under the 
name on the card to help you identify that card as a contact group.

 

Figure 4-3: 
Look for 
this Contact 
Group icon.

 

Sort by Icon button

Contact Group icon

 

If you’re having trouble finding a contact group (because maybe you forgot 
the name that you used to create it), keep this in mind: You can force con-
tact groups to appear at the top of any list view by clicking the Sort by Icon 
button at the top of the first column on the left. (Refer to Figure 4-3.) For 
more help in sorting a list, see Book VIII, Chapter 2.
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259Creating a Distribution List

Using a contact group to send e-mails
Contact groups give you a lot of options for efficient e-mailing:

 ✦ To send an e-mail message or meeting invitation to everyone on the 
list: Follow the same steps that you would to send any other message — 
just type the name of the list in the To text box of an e-mail/meeting 
invitation form.

 ✦ To send an e-mail to each member without the other members know-
ing: Type the contact group name in the Bcc text box.

 ✦ To send an e-mail message or meeting invitation to almost everyone 
on the list: Address the message/invitation to the contact group, then 
expand the list (by clicking the plus sign in front of the list name in the 
To text box of your message/invitation). Expanding the list converts 
it from just a name to a listing of the actual e-mail addresses in the 
list. After expanding the list, select any address that you don’t want to 
include and press Delete.

 

 If you select a contact group in the Contacts list, then you can click the 
E-Mail or Meeting button on the Home tab to send a message or a meet-
ing invitation to everyone in the group.

Making changes to a contact group
Sadly, the members of a contact group may leave the department, change 
e-mail addresses, or simply fall off your favored-friends roster. To change 
a contact group, jump over to Contacts and double-click the contact group 
name. In the Contact Group form that appears, you can make a range of 
changes:

 ✦ Add someone. Use the processes I describe in the section “Creating a 
Distribution List,” earlier in this chapter:

 • To add someone from the Contacts list, click the Add Members 
button on the Contact Group tab and select either From Outlook 
Contacts or From Address Book from the pop-up menu that appears.

 • To add someone who isn’t in the Contacts list, click the Add 
Members button on the Contact Group tab and select New E-Mail 
Contact from its pop-up menu.

 ✦ Remove someone. Select the name in the list, and click the Remove 
Member button on the Contact Group tab.

 ✦ Update old e-mail addresses. If you know that someone in the list 
is using a new e-mail address, you can update the list with that new 
address. Click the Update Now button on the Contact Group tab. 
Outlook searches your address books for new addresses.
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Chapter 5: Managing Multiple 
E-Mail Accounts

In This Chapter
✓ Controlling e-mail coming and going

✓ Choosing which e-mail account to use when sending e-mail

✓ Setting up Outlook for multiple people and multiple e-mail accounts

Nowadays, a lot of people have multiple e-mail addresses. Even though 
I work from home, I still have multiple e-mail addresses for personal 

versus business mail. I even have one address that I use strictly for Web 
sites that require my address — I find it helps me deal with the inevitable 
junk mail that results. This chapter shows you how to deal with the issues 
that crop up when you’re using several e-mail accounts. For example, maybe 
you don’t want to get your personal e-mail as often as your work mail. Or 
maybe you want the opportunity to review e-mail headers and weed out 
the junk before you take the time to download it all. Maybe you want to 
select the e-mail account that you use for sending a specific message so that 
replies go back to that address. Maybe your issue is organization — finding 
an easy way of directing e-mail for a particular account into a special folder. 
If you have multiple people using the same computer, the problems seem to 
multiply — how do you keep your contacts, calendar info, and e-mail sepa-
rate from those of your kids or coworkers? In this chapter, I tackle all these 
issues and more, to boot.

 If you need to set up a second (or third) e-mail account and want to know 
where I cover that, see Book I, Chapter 3.

Controlling Sending and Receiving
If you have only one e-mail account — and you’re not interested in down-
loading news feeds into Outlook or displaying Internet calendars — then 
you can control the sending and receiving of e-mail pretty straightforwardly. 
If you have multiple e-mail accounts, one or more news feeds, and some 
Internet calendars that need updating every once in a while, well, it gets a 
bit more complicated. Still, if you use Send/Receive groups, as outlined in 
the following section, you can soon have things under control.
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266 Controlling Sending and Receiving

 You can find out how to set up news feeds in Outlook in Chapter 3 of this 
minibook. For pointers on adding Internet calendars to Outlook, see Book IV, 
Chapter 5.

Creating Send/Receive groups
You start Outlook life with a single Send/Receive group called All Accounts. 
As you might expect, even if you have multiple e-mail accounts, a bunch of 
news feeds, and several Internet calendars, the All Accounts group controls 
them all. You use the All Accounts group to send and receive everything. So, 
if you want to use the same schedule to send and receive all your messages 
and update your news and calendar subscriptions, then hey, skip the stuff 
in this section; you don’t need it. But if you want to send and receive mes-
sages for each e-mail account at different intervals — or want to update your 
news feeds more often (or your Internet calendars less often) than you get 
e-mail — then setting up multiple Send/Receive groups helps you establish 
separate schedules.

 You can’t remove the All Accounts group, but you can remove e-mail, news, 
and Internet calendar accounts from it, if you want, and then include those 
accounts in some other Send/Receive group that you create. By the way, you 
can include accounts in multiple Send/Receive groups, so you don’t actually 
have to edit the All Accounts group if you don’t want to. And by accounts, 
remember that I mean not only e-mail accounts, but also news feeds and 
Internet calendars.

 You can’t update some news feeds and Internet calendars more frequently 
than at specific intervals, so even if you try to send/receive them, you might 
not see any new messages.

Send/Receive groups are a pretty useful way to control a lot of stuff:

 ✦ Sending and receiving: This one’s a duh. By using Send/Receive groups, 
you can control when a particular account receives e-mail, news 
updates, or calendar changes. You can also control when messages 
that you create by using a particular account are sent. (See the section 
“Sending from a Specific E-Mail Account,” later in this chapter, for help.)

 ✦ Frequency: Control how often Outlook actually sends and receives 
e-mail, news updates, or calendar changes for this group.

 ✦ Limitations: Limit the size of messages that are downloaded. This 
option prevents you from downloading messages that have really large 
attachments.

 ✦ Folders: Update specific folders on your corporate Exchange account as 
frequently as you desire.
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267Controlling Sending and Receiving

 ✦ What you get: You can download only headers from the mail server so 
that you can mark the ones you want or get everything without reviewing.

 ✦ Offline: Control what Outlook does when you’re offline (not connected 
to the Internet).

To create a new Send/Receive group, follow these steps:

 1. Click the File tab to display Backstage, and select Options from the list 
on the left.

  The Outlook Options dialog box appears.

 2. Select Advanced from the list on the left.

  The Advanced options appear on the right.

 3. In the Send and Receive section, click the Send/Receive button.

  The Send/Receive Groups dialog box appears.

 4. Click New.

  The Send/Receive Group Name dialog box opens.

 5. Type a name for your new group, such as Personal, in the Send/
Receive Group Name text box and click OK.

  The Send/Receive Settings dialog box jumps up. (See Figure 5-1.)

 

Figure 5-1: 
Who 
belongs in 
this group?
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269Controlling Sending and Receiving

  If you routinely receive e-mails that have large file attachments and 
you’re tired of them clogging up your machine, the Download Only 
Headers For Items Larger Than XX option lets you still get all your 
regular, slender e-mail. But for large e-mails that have bulky attach-
ments, you get headers only. You can then pick and choose which 
of these large-attachment e-mails you want now and which ones 
can wait until you’ve nothing better to do than twiddle your thumbs 
while they download.

 • Include Published Calendars: Select this option to include Internet 
calendars in the group so they can be updated with the latest 
changes. After you select the Include Published Calendars in This 
Send/Receive Group checkbox, select the exact calendars you want 
updated with this group from the Published Calendars list. See Book 
IV, Chapter 5 for more info on Internet calendar publishing.

 • Feeds: For RSS accounts, you can select the specific feeds that you 
want included in this Send/Receive group. First, select the Include RSS 
Feeds in This Send/Receive Group checkbox, then select the exact 
feeds you want updated with this group from the Feed Name list.

 8. Click OK.

  The Send/Receive Groups dialog box reappears (see Figure 5-2).

 9. Set Send/Receive options for this group.

  These options control the automatic sending and receiving of e-mail for 
this account:

 

Figure 5-2: 
Set other 
options.
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271Controlling Sending and Receiving

 4. Select the group that you want to change from the list.

 5. Click Edit.

  The Send/Receive Settings dialog box appears (Refer Figure 5-1.)

 6. Make your changes and click OK to save them.

  The Send/Receive Groups dialog box reappears (see Figure 5-2).

 7. Click Close.

  You are returned to the Outlook Options dialog box.

 8. Click OK.

  The Outlook Options dialog box closes.

Now, go get that mail!
Even if you don’t create new Send/Receive groups, you still have the good 
ol’ All Accounts group. And it has settings (which you can change, using the 
steps in the preceding section) that control how often it does a send/receive. 
Other Send/Receive groups have their own settings that control when they do 
their thing. So — one way or the other — you get e-mails, updated news feeds, 
and online calendars whenever you’ve scheduled those groups to go off.

If you’re waiting anxiously for an important e-mail, you aren’t at the mercy 
of the various Send/Receive groups because you can poke ’em to make them 
do a send/receive whenever you feel like it. Your options include

 ✦ Send/receive everything. To do a send/receive for all groups, press 
F9 or click the Send/Receive All Folders button on the Quick Access 
Toolbar.

  If you’re in Mail, you can click the Send/Receive All Folders button on 
the Home tab. In other modules, you can click the Send/Receive All 
Folders button on the Send/Receive tab if the Quick Access Toolbar isn’t 
visible.

  The preceding section discusses a setting in the Send/Receive Groups 
dialog box that can prevent Outlook from doing a send/receive when you 
press F9. If you’ve activated this setting for a particular group, then that 
group opts out of the F9 business; it doesn’t go get mail when you press 
F9, but it does if you select the Send/Receive All Folders button.

 ✦ Send and receive e-mail for one folder only. Select a folder in the 
Folder list (such as e-mail folder or a calendar) and click the Update 
Folder button on the Send/Receive tab or press Shift+F9 to update the 
contents of that folder only. This command applies to Exchange users 
only, since it can only be used on folders in that type of account. 
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276 Sending from a Specific E-Mail Account

Even if the user doesn’t reply to a particular message, the e-mail address that 
you used to send that message appears in the message header. Ordinarily, 
this setup works perfectly fine. However, if you accidentally sent the mes-
sage to your kid brother by using your business account, he might not reply, 
but he may send it on to a few hundred of his closest friends (and their clos-
est friends), and because a bunch of strangers now have your work e-mail 
address, you might mysteriously start getting a lot of junk mail at work.

To send a message from an e-mail account that’s not the default, follow 
these steps from within a message form:

 1. Click From.

  As long as more than one e-mail account has been set up in Outlook, 
the From button appears above the To button in an open message form. 
Clicking it reveals a list of your accounts, as shown in Figure 5-4.

 

Figure 5-4: 
Select 
which 
account you 
want to use 
for sending 
a message.

 

 2. Select the account to use.

  The account that appears to the right of the From button is the default 
account — the one that Outlook uses to send this message if you don’t 
choose anything else. If you do make an alternate choice, that e-mail 
account appears next to the From button instead, so you can be sure 
that you’ve selected the right account before you click Send.

 

On the From menu, you may notice the option, Other E-mail Address. If you 
select this option, the Send from Other E-mail Address dialog box appears. 
Type an e-mail address in the From text box, or click the From button to 
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279Directing Incoming Mail to a Specific Folder

 12. Create any exceptions and click Next.

  If you don’t want all mail from this account dumped in the folder that 
you select in Step 10, you can create an exception on this page of the 
wizard. Select the exception that you want to use from the Step 1: Select 
Exception(s) section at the top of the window, and then refine it by 
using the Step 2: Edit the Rule Description section at the bottom of the 
window. For example, maybe you want all your personal mail rerouted 
except stuff from your spouse. If you don’t want to create any excep-
tions, you don’t have to. Simply click Next to move to the last page of 
the wizard.

 

 You can create multiple exceptions by repeating this step. (For more 
help with rules, see Book IX, Chapter 2.)

 13. In the Finish Rule Setup page that appears, type a name for the 
new rule in the Step 1: Specify a Name For This Rule text box. (See 
Figure 5-7.)

 14. In Step 2: Setup Rule Options, select the Run This Rule Now on 
Messages Already in “XX” checkbox, if you want to run this rule now 
on existing e-mails.

  In Step 3: Review Rule Description, you can review the details of your 
new rule.

 15. Click Finish.

  If you specify that you want Outlook to run the rule right now in Step 
14, after you click Finish, Outlook moves the appropriate e-mails to the 
folder that you select in Step 10.

 

Figure 5-7: 
Finishing 
touches.
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281Having Replies Sent to another Address

 

You can send a single e-mail on someone’s behalf and have replies automati-
cally directed to that person’s e-mail address. See the earlier section, 
“Sending from a Specific E-Mail Account” for more information on this tech-
nique. If you work on an Exchange network, a coworker can designate you as 
a delegate, which allows you to act on their behalf in various matters, includ-
ing sending and responding to meeting requests (which is the typical use of 
a delegate). See Book X, Chapter 1 for help.

To have replies for a message sent to a different e-mail address than the one 
from which you send that message, first create a message, and then follow 
these steps in the message form:

 1. Click the Direct Replies To button on the Options tab.

  The Properties dialog box appears. See Figure 5-8.

 

Figure 5-8: 
Redirect 
your 
messages.

 

 2. Highlight the address that appears in the Have Replies Sent To text 
box and press Delete to remove it.

 3. In the text box, type the e-mail address to which you want replies to 
this message sent.

  Alternatively, if the address you want to use is in Contacts, click Select 
Names, select a name from the Have Replies Sent To dialog box that 
appears, and click Reply To. You can select several addresses from 
this list if you want replies sent to more than one address; when you’re 
through picking names, click OK to close the dialog box and return to 
the Properties dialog box.
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307Planning an All-Day Event

 

Figure 1-11: 
A nice little 
reminder to 
get going.

 

 

To redisplay the Reminders window, click the Reminders Window button on 
the View tab.

Planning an All-Day Event
An event takes up the whole day. Events include things such as birthdays, 
anniversaries, conferences, vacations, and Saturday naps. The idea behind 
scheduling an event in Calendar is that you’re reminded about a special day, 
but you can still schedule appointments and meetings on that day, if you 
want. For some events, such as conferences, vacations, and all-day meetings, 
you might not want to schedule other things to occur at that same time. 
Well, okay, maybe your boss wants you to keep appointments during your 
vacation, but that’s not Outlook’s problem. Based on what you manage to 
work out with your boss, Outlook can mark your time during the event as 
Busy or not.

 

You can actually schedule as many appointments or meetings as you want 
during an event day, regardless of how you mark your time within Outlook 
(meaning whether you mark it as Busy or Free). Mark your time as Busy 
during an event only to prevent people who might also have access to your 
Calendar (such as an overeager assistant) from scheduling appointments or 
meetings that you can’t actually attend.

To add an event to your Calendar, follow these steps:

 1. With the Calendar module open, click the New Items button on 
the Home tab and select All Day Event from the pop-up menu that 
appears.

 

 In Day, Week, Work Week, or Next 7 Days view, you can also change to 
the date on which the event will occur and double-click the blue-gray 
area at the top of that day to create an event.

  An Event form appears.
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309Planning an All-Day Event

  

You can type words in the date boxes instead of selecting an actual 
date. For example, you can type today or tomorrow, or three months 
from now. Outlook recognizes some holidays, as well, such as Fourth 
of July, New Year’s Day, or Christmas. 

  

A lot of events recur. For example, birthdays and anniversaries reoccur 
on the same day each year. For help in setting up recurring events, see 
Chapter 2 of this minibook.

 6. Set a reminder.

  By default, the reminder goes off 18 hours before the event’s start date. 
If you need longer than that to get prepared, select an interval from the 
Reminder drop-down list. You can also type a specific amount of time, 
such as 25 minutes, 2.5 hours, or 5 days, in the Reminder text 
box. Don’t need to be reminded about your brother’s birthday because 
you’re not getting him anything? Just select None from the Reminder 
drop-down list. To find out how to deal with reminders after they pop 
up, see the preceding section.

 7. After you set up some categories, select the ones that apply to this 
event, one at a time, from the Categorize list.

  Book VIII, Chapter 1 gives you details on keeping your Outlook items 
organized by using categories.

 8. Set other options.

  Most of the other options on the Ribbon have to do with creating a 
meeting, which you can find out about in Chapter 4 of this minibook; 
however, you can set a few more options for an event:

 • Mark this event as “better not forget” by clicking the High 
Importance button on the Event tab.

 • Click the Low Importance button on the Event tab to mark events 
that don’t require your presence and that you can even forget about 
if you get too busy — such as your anniversary (kidding, kidding . . . )

  

Events marked as either high or low importance appear as ordinary 
events in any Calendar view because the Importance field doesn’t 
normally appear. To see whether an item is important, you must 
click it and look to see whether the High or Low Importance button is 
highlighted on the Event tab.

 • Type any notes for the event, such as Flight #2047, leaving 
at 10:02 a.m., arriving 12:37 p.m. Shuttle to con-
ference on lower level., in the large Notes area at the bottom 
of the form. You can spellcheck your notes by clicking the Spelling & 
Grammar button on the Event tab.
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Chapter 2: Going Further with 
the Calendar

In This Chapter
✓ Making appointments, meetings, and events repeat

✓ Changing (or removing) an existing appointment or event

✓ Adding holidays to the calendar

I wish I could tell you that after adding an appointment, meeting, or 
event to your Calendar, you’re done. But life doesn’t work that way; all 

too often, you have to make adjustments. In this chapter, you can find out 
how to navigate those changing waters with ease — copying, moving, and 
deleting appointments or events; changing appointment times; making appoint-
ments, meetings, or events occur multiple times automatically; and much more!

Scheduling a Recurring Appointment, Meeting, 
or Event

Some appointments, meetings, and even events just won’t go away. Like a 
stubborn stain, they keep coming back, even after repeated washings. Well, 
you don’t have to manually copy an item repeatedly just to get it to appear 
in your Calendar multiple times. If an item’s recurrence has a pattern, you 
can get Outlook to do the hard work for you and copy the item throughout 
your Calendar at regular intervals.

To make an appointment, meeting, or event recur on a regular basis (such 
as every Wednesday), follow these steps:

 1. Click the Recurrence button.

  If the item is open, the Recurrence button appears on the Appointment/
Meeting/Event tab. If you’ve already created the item and you just 
want to make it recur, click the appointment, meeting, or event in the 
Calendar. The Recurrence button appears on the Appointment/Meeting/
Event tab that pops up. After you click the Recurrence button, the 
Recurrence dialog box appears, as shown in Figure 2-1.
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313Scheduling a Recurring Appointment, Meeting, or Event

either the On Month Day radio button and select a month from the 
drop-down list and type a day in the text box, or choose the On the 
Number Weekday of Month radio button, and select a number from 
the first drop-down list (such as third), a weekday from the second 
list (such as Monday) and a month (such as January) from the last list.

  

If you can’t find a pattern in the Recurrence dialog box that fits the 
actual pattern for your appointment, meeting, or event, you might have 
to create multiple items and select a pattern for each one that, when 
combined, create the pattern for the actual activity. For example, if 
your garden club meets on the last Friday of every month except during 
January through April, when it meets on the second Tuesday, you need 
to create two recurring items: one that recurs every last Friday from 
May to December, and another that recurs on the second Tuesday from 
January to April, as explained in Step 4.

 4. Set limits to the recurrence in the Range of Recurrence section at the 
bottom of the dialog box.

  Will the appointment repeat forever? Then select the No End Date radio 
button. Will it recur a certain number of times (say, five) and then stop? 
If so then select the End After radio button, and type the number of 
occurrences in the text box. Or will it repeat until the end of November, 
and then no more? If so, then select the End By radio button and select 
an end date from the drop-down list.

 5. Click OK to close the dialog box and return to the appointment, mes-
sage, or event form.

  After you make an appointment, meeting, or event recur, the pat-
tern that you establish appears in the InfoBar of the item’s form. The 
Recurrence button is also highlighted on the Ribbon as kind of a visual 
reminder that this item repeats. 

 6. Click Save & Close to save your changes. 

  The item is automatically copied throughout your Calendar, using the 
recurrence pattern that you set. Recurring appointments, events, or 
meetings appear with a special Recurrence icon (as shown in Figure 2-2).

 

Figure 2-2: 
Recurrent 
items use 
a special 
icon.  

Recurrence icon
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318 Changing Appointments or Events

 • Make changes to a series. For example, change the recurrence pat-
tern or range of occurrence. Click the Recurrence button to display 
the Recurrence dialog box, and check out the section “Scheduling a 
Recurring Appointment, Meeting, or Event,” earlier in this chapter, 
for the how-to.

 

Copy an appointment or event, by clicking it, and then pressing and holding 
down Ctrl as while you drag the copy where you want it. After you make a 
copy, you can click the item and make changes if needed by following the 
steps given here.

Changing an appointment/event by opening it
To make changes to an appointment or event other than the ones described 
in the preceding section, you need to open that appointment or event. 
Follow these steps:

 1. Double-click the appointment or event that you want to change.

  The Appointment/Event form appears, as you can see in Figure 2-5.

 2. If the appointment or event is part of a recurring series of appoint-
ments/events, select an option from the Open Recurring Item dialog 
box. (Refer to Figure 2-3.) 

  Select Open the Occurrence if you want to make changes to just this 
particular occurrence in the series; if you want to make changes to all 
occurrences, select Open the Series. Click OK and the Appointment/
Event form appears.

 

Figure 2-5: 
Open an 
appointment 
or event 
to make 
certain 
changes.
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321Adding Holidays to the Calendar

Adding Holidays to the Calendar
Whoever installed Outlook on your computer probably added common holi-
days, such as New Year’s Eve and Halloween during the installation process. 
(If you installed Outlook yourself and can’t remember whether you added 
the holidays, you’re probably in great need of one.)

Outlook has a set of holidays common to various countries or religions, and 
you can add as many holiday sets as apply to you. To check if you already 
have holidays installed, follow these steps to look for them in your calendar:

 1. Click the Change View button on the View tab and select List from the 
palette that appears.

  The items on your Calendar appear in a long list.

 2. Click the header at the top of the Location column to sort the events 
by location.

  Holidays for your country appear together in a group. If you live in the 
United States, for example, then after sorting the list by location, the 
holidays in your calendar appear in the United States group. If you add 
religious holidays, they’re listed together under that religion in the 
Location column. For example, if you added Christian holidays to your 
calendar, they appear in the Christian Religious Holidays group. In addi-
tion, Outlook holidays appear with the word Holiday in the Categories 
column.

If holidays haven’t been added to Outlook, you can add them to the Calendar 
by following these steps:

 1. Click the File tab to display Backstage and select Options from the list 
on the left.

  The Outlook Options dialog box appears.

 2. Select Calendar from the list on the left.

  The Calendar options appear on the right.

 3. In the Calendar Options section, click the Add Holidays button.

  The Add Holidays to Calendar dialog box opens, as shown in Figure 2-6.

 4. Select the holidays that you want to add.

  The check boxes for the holiday sets that Outlook already has installed 
are selected, so deselect them to prevent installing duplicates.
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324 Creating Your Own Holiday List

 7. Repeat Step 6 until you’ve added all the holidays, then press Enter 
one last time to add a blank line at the end of the file.

 

Figure 2-7: 
Create 
your own 
holidays.

 

 8. Save the file by choosing File➪Save, and then exit Notepad.

  A sample holiday list might look like this:

[Marketing Department Events] 6
AdCon 2011, 2011/03/10
Market Watch III, 2011/05/23
Market Watch III, 2011/05/24
Market Watch III, 2011/05/25
Market Watch III, 2011/05/26
Year-End Market Review, 2011/12/09

 9. Restart Outlook.

 10. Import the dates by clicking the File tab to display Backstage and 
selecting Options from the list on the left. 

  The Outlook Options dialog box appears.

 11. Select Calendar from the list on the left.

  The Calendar options appear on the right.

 12. In the Calendar Options section, click the Add Holidays button.

  The Add Holidays to Calendar dialog box opens. 

 13. Select the holiday list that you just created from the dialog box’s list-
ings, and then click OK to add those holidays to your Calendar, as 
shown in Figure 2-8.

  

When you add your custom holiday set, be sure to uncheck the holiday 
sets that you’ve already added; otherwise, you add them again and end 
up with duplicates in your Calendar.
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332 Sharing Your Calendar via Exchange

 

Figure 3-2: 
Message 
sent, sir!

 

Share your main calendar with a select few.

Share a custom calendar.

 7. If you are sharing your main Calendar, from the Details drop-down 
list, select the amount of detail you want them to be able to see.

  You have these options:

 • Availability Only: Allows the user to see only your Free/Busy status, 
which is the default for Calendar.

 • Limited Details: Allows the user to see your Free/Busy status and the 
Subject line for each Calendar item.

 • Full Details: Allows the user to see basically everything having to do 
with each Calendar item (such as your notes, the location, and so on).
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336 Viewing Someone Else’s Calendar

 5. Make sure to select the Request Permission to View Recipient’s 
Calendar option.

  If you want to offer access to your main calendar in return, select the 
Allow Recipient to View Your Calendar check box.

 6. Click Send to send the request.

Although you can view someone’s calendar, you can’t view his or her tasks 
unless you gain access to his or her Tasks folder. Even so, those tasks don’t 
show up in Calendar like yours do, right there on the Daily Tasks list or the 
To-Do bar (assuming either one is displayed). Nope, to see this person’s 
tasks (again, assuming they’ve been shared with you) you need to jump over 
to the Tasks module (by clicking its button on the Navigation pane) and 
select that person’s Tasks folder from those listed in the Shared Tasks sec-
tion on the Navigation pane.

If you see an item in someone’s shared calendar that you want to copy to 
your calendar (such as the company Jeans Day coming up next week, or a 
trade conference), open that item and click the Copy to My Calendar button 
on the main tab. If you copy a meeting, then in a dialog box that appears, 
you are given a choice between accepting, tentatively accepting, or simply 
copying the meeting. If you copy the meeting, you are not added to the 
attendees list.

 

Figure 3-5: 
Snug as 
some bugs 
in a rug.
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339Managing Your Time

To indicate whether you’re still available while at an appointment, meeting, 
or event, follow these steps:

 1. Select the meeting, appointment, or event in your calendar by clicking it.

  The Appointment or Meeting tab appears, as shown in Figure 3-7.

 

Figure 3-7: 
So what are 
you: free, 
tentative, 
out of office, 
or busy?

 

Busy

Free Out of Office Tentative

 2. To change your availability from the default Busy to something else, 
click Show As in the Options group on the Meeting or Appointment 
tab, and then select an option from the drop-down list that appears.

  You can choose from these options:

 • Free: You’re still available, despite what your schedule might 
imply. For example, maybe you schedule some time to go over the 
employee reviews. You need to do it, which is why you schedule 
time to get it done. But someone can interrupt you if they need to.

 • Tentative: The appointment, meeting, or event isn’t definite yet and 
may very well change.
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342 Creating a Group Schedule

 

Figure 3-8: 
Group 
together the 
schedules 
you 
reference 
often.

 

 

Figure 3-9: 
Here’s 
your group 
schedule.
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345Forwarding Appointments to Others

 

Figure 3-10: 
Hold 
the salt, 
pass the 
Calendar 
item.

 

When your friend or colleague receives your package, he or she has a 
few options:

 ✦ To simply view the Calendar item: When he or she opens the attach-
ment (by double-clicking its name at the top of the message in either the 
Reading pane or the message form), the familiar appointment, meeting, 
or event form appears, only if you check the title bar, you’ll see that the 
item is marked Read-Only.

 ✦ To add the appointment, meeting, or event to his or her Outlook 
Calendar: Regardless of whether it’s in Outlook or iCalendar format, 
the recipient should open the attachment, and click the Copy to My 
Calendar button on the Appointment/Meeting tab. The item is added to 
the main Calendar immediately.

 ✦ To add the appointment, meeting, or event in iCalendar format to a 
calendar program that supports iCalendar format: The recipient should 
first save the iCalendar file to his or her computer, and then import 
the file into that calendar program. If the calendar program happens 
to be Outlook (and the sender didn’t know so he/she used iCalendar 
format), then to add the iCalendar item to Outlook, the recipient should 
open the item (by double-clicking its name at the top of the message in 
either the Reading pane or the message form) and click Save &Close on 
the Appointment/Meeting tab. The item is added to the main Calendar 
immediately.
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Sharing a Calendar via E-Mail
You can share your calendar by using Outlook in so many ways that, after a 
while, you start to think there can’t be anybody anywhere who doesn’t know 
you have a doctor’s appointment tomorrow and that your boss is giving 
you a performance review on Friday. However, if you’re not on an Exchange 
network (where you could share your calendar by simply granting some-
one permission), or if your friends or colleagues don’t use Outlook or an 
iCalendar-compatible program (and thus, you can’t forward an appointment, 
meeting, or event to them using the Forward command described in the 
preceding section), then sharing your calendar may have seemed a dream, 
based on what you’ve learned so far in this chapter.

Even so, you’re not out of options yet. As you learn later in the upcoming 
sections, “Publishing a Calendar to Microsoft Office Online” and “Sharing 
a Calendar Through Google,” you can share your calendar by publishing it 
online, but perhaps (even with the security measures in place) you don’t feel 
comfortable with that. Well, you are still not out of options: you can share 
your calendar by using regular e-mail. The e-mail message itself contains the 
calendar data, in HTML format, so your recipient needs to be able to handle 
HTML (almost every e-mail program today handles HTML easily, but some 
people turn that option off). The procedure here might be a good one to try 
if you want to send your calendar to a cell phone, since Internet-capable cell 
phones should have no problem with HTML.

 The calendar data is also attached to the e-mail in a pretty universal format 
called iCalendar. You learn how to forward a single appointment/meeting/
or event in iCalendar format using the Forward command described in the 
previous section; here, you are forwarding a larger portion of your calendar 
(even the entire thing if you want).

To share a calendar via e-mail, follow these steps:

 1. In Calendar, select the calendar that you want to share from the 
Navigation pane.

 2. Click the E-Mail Calendar button on the Home tab.

  The Send a Calendar via E-Mail dialog box appears, as shown in 
Figure 3-11.

 3. Select the portion of the calendar that you want to share from the 
Date Range drop-down list.

  You can select Today, Tomorrow, Next 7 days, Next 30 days, or Whole 
Calendar. If you want to specify a unique portion of the calendar to 
share, first select Specify Dates from the Date Range drop-down list and 
then enter a Start and End date in the drop-down Start and End lists 
that appear.
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353Sharing a Calendar through Google

 2. Click the File tab to display Backstage and then select Save Calendar 
from the list on the left.

  Your standard-looking Save As dialog box appears, as shown in the back-
ground of Figure 3-16. You’re creating an iCalendar format file, and that 
option is already selected for you from the Save as Type drop-down list.

 3. Type a name for the file in the File Name box.

 4. Click the More Options button.

  Another Save As dialog box pops up (I’ll call it Save As Jr.), as shown in 
the foreground of Figure 3-16.

 

Figure 3-16: 
Set limits for 
the exported 
calendar 
in the Save 
As dialog 
boxes.

 

 5. Select options that determine how much you want to share.

  You can make these specifications:

 • To set the date range that’s included: Select either Whole Calendar or 
Previous Number of Days through Next Number of Days from the Date 
Range drop-down list. If you select the latter option, then set the date 
range by selecting numbers of days from the two drop-down lists that 
appear. For example, select Previous 30 Days through Next 60 Days.

 • To set the level of detail: Select an option from the Detail list. You can 
choose Availability Only, which shows only your Free/Busy status; 
Limited Details, which shows Free/Busy and Subject information; 
or Full Details, which includes basically everything. In addition, if 
you select Availability Only, you can limit the detail to your working 
hours only by selecting the Show Time within My Working Hours 
Only option.

 6. Click Show.

  The Advanced settings appear. (Refer to Figure 3-16.)
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354 Sharing a Calendar through Google

 7. Set the options that you want.

  You can set these options:

 • To include details for any private items: Set Detail to either Limited 
Details or Full Details, and then select the Include Details of Items 
Marked Private check box.

 • To include attachments: Set Detail to Full Details, and then select the 
Include Attachments within Calendar Items check box.

 8. After you set all your options in the Save As Jr. dialog box, click OK to 
return to the Save As Sr. dialog box.

 9. Click Save to save the calendar in iCalendar format.

 10. Point your Web browser to http://calendar.google.com and log 
on to Google by using your account info.

  If you haven’t signed up yet for a Google account, a link appears on 
calendar.google.com. Click it to have Google guide you through the 
signup process. After you sign up and log onto Google Calendar, 
continue on to Step 11.

 11. Click the Create link in the My Calendars section over there on the 
left of the main Google Calendars account page.

  A Calendar Details tab appears, like the one shown in Figure 3-17.

  Yep, you heard right. You import your iCalendar file into an existing 
Google calendar. So, you want to create a new Google calendar to act as 
the receiver of all that iCalendar data.

 12. Type a calendar name, description, and location in the appropriate 
text boxes.

 13. From the drop-down lists, select the country that applies. Select a specific 
time zone that applies or select the Display All Time Zones check box.

 14. Specify with whom you want to share this calendar.

  You can allow any Google Calendar user to view your calendar, or you 
can restrict access to specific people:

 • To allow anyone to see your calendar and all its details: Select the 
Make This Calendar Public check box.

 • If you make this calendar public, then to allow anyone who sees your 
calendar to view only the Free/Busy information: Select the Share Only 
My Free/Busy Information check box.

 • To restrict access to the calendar to a select few: Type someone’s 
e-mail address in the Person text box and select a level of access 
from the Permission Settings drop-down list. Click Add Person to add 
the user. Repeat this process to add each person with whom you 
want to share the calendar.
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358 Sharing a Calendar through Google

 

Figure 3-20: 
Where did 
I leave that 
calendar?

 

 5. Click Open to import the calendar into Outlook.

  The calendar is snuggled next to the currently open calendar, in a side-
by-side view. The Google calendar is added to the Other Calendars list, 
where you can switch back to it anytime you want by selecting it in the 
Navigation pane.

 If you want to update your calendar at some later time, you need to repeat 
these steps to import it again.

Subscribing to a Google calendar
Sometimes, the people who share calendars come back and actually update 
them. Of course, you have no idea going in whether the guy who posted the 
Bergersville Cloggers dance schedule is ever going to return and add more 
dates, but that’s a chance a true fan has to take.

To subscribe to a Google calendar so that it updates automatically, follow 
these steps:

 1. In your Web browser, go to http://calendar.google.com and log 
on to Google Calendar by using your account info.

 2. Click the arrow to the right of the calendar’s name and select 
Calendar Settings from the drop-down list that appears.

  The Calendar Details tab appears for the chosen calendar.

  You can perform this task only with calendars listed in the My Calendars 
section of your Google Calendar page.

 3. Click the ICAL button in the Private Address section, located at the 
bottom of the Calendar Details page.

  The Private Address dialog box jumps out at you. (Refer to Figure 3-20.)
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360 Sharing a Calendar through Google

 • Display this calendar on other computers with this same account: If you 
are on an Exchange network, you can have this calendar stored on 
the Exchange server with your other calendars, so you can display 
its contents anytime you log in to your company network regardless 
of which computer you use to do so (such as your home computer). 
Simply select the Display This Calendar on Other Computers With 
the Account check box.

 • To download any attachments: Select the Download Attachments for 
Items in This Internet Calendar check box.

 • To update the calendar regularly: Select the Update This Subscription 
with the Publisher’s Recommendation check box.

 10. Click OK to return to the Microsoft Outlook dialog box.

 11. Click Yes to subscribe to the calendar.

  The calendar is added to the Other Calendars list, and displayed side-by-
side with any other open calendars. To hide/view the calendar, click its 
check box.

  Periodically, Outlook checks the calendar online to see whether any 
changes have been made, and if it finds changes, it imports those 
changes into your copy of the calendar automatically.
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Chapter 4: All About Meetings

In This Chapter
✓ Finding the best time for a meeting

✓ Changing or cancelling a meeting

✓ Inviting people to a meeting

✓ Dealing with meeting requests when they come in

✓ Handling meeting invitation responses painlessly

✓ Enabling a meeting room to have its own meeting schedule

In Outlook, a meeting is an appointment that takes place between you and 
somebody else at your company — at least, most of the time. The main 

difference in Outlook between creating an appointment and creating a meet-
ing is that with a meeting, e-mail requests to attend the meeting automati-
cally go out when you create it. With Outlook, you can schedule meetings 
with people within and outside your organization. However, the true power 
of creating meetings with Outlook only comes alive when you involve just 
the people in your company.

Assuming that you work on an Exchange network, prior to creating a meet-
ing and sending the invitations to attend, you can quickly scan people’s 
Free/Busy time on their calendars and select a meeting time that you know 
is open. That way, Rene can’t claim that she has an appointment she can’t 
cancel, just so she can get out of that boring planning meeting on Friday. 
And Marcus can’t slide out of the quarterly budget meeting on the flimsy 
excuse of being too busy with that new Hardwick account, when his calen-
dar actually shows the exact opposite. In addition, on an Exchange network, 
you can schedule company resources needed for the meeting at the same 
time that you enter meeting details — resources such as the meeting room 
or any multimedia equipment.

So, if you’re on an Exchange network, you can be sure that the meeting is 
pretty well set up before you even send the meeting invitations. For non-
Exchange users, you can use the Meeting feature to easily send invitations 
for the meeting to everyone who’s invited, as well as track the replies. This 
chapter gives you the rundown on how to get it all done.
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362 Scheduling a Meeting

Scheduling a Meeting
Creating a meeting when you work on an Exchange network has all sorts of 
benefits. You can peek at your colleague’s schedules to find a time when 
most people can attend. You can also grab a meeting room, the cool new 
data projector, and a digital whiteboard. If you’re not on an Exchange net-
work, you can still schedule a meeting because meeting invitations are sent 
by using regular e-mail. But you can’t know in advance whether the time 
you’ve selected works for everyone involved. And you have to let your legs, 
rather than your fingers, do the walking down to the receptionist’s desk to 
schedule that meeting room you need.

Scheduling a meeting on an Exchange network

 

If you want to quickly schedule a meeting with someone whose calendar 
you’re currently viewing (because he or she shared it with you, as covered 
in Chapter 3 of this minibook), change to the Calendar module, click the New 
Meeting button on the Home tab, and select New Meeting with All from the 
pop-up menu that appears. A meeting request is created from any shared 
calendars that you’re currently displaying. Yep, it’s not enough that some-
one has shared his or her calendar with you, and that you have to load it 
into Outlook; you also have to be displaying that calendar. By the way, the 
new Schedule view is just perfect for displaying all the calendars for the 
members of your team because it shows them in a timeline, which allows 
you to quickly see when everyone might be available. See Chapter 1 of this 
minibook for more info.

 

If you’re sharing several of your colleagues’ calendars, you can collect them 
together in a group schedule. With a group schedule, you can quickly create 
a meeting and invite the members of the group. See Chapter 3 of this mini-
book for the lowdown on group schedules.

To schedule a meeting in the regular (quick, but not super quick) way, follow 
these steps:

 1. Click the New Items button on the Home tab and select Meeting from 
the pop-up menu that appears.

  If you happen to be in Calendar, you can also click the New Meeting 
button on the Home tab, instead. In either case, the same thing results: 
A new Meeting form appears, as shown in Figure 4-1.

 

 If you’re in Mail, you don’t need to jump over to Calendar to schedule a 
meeting. Granted, Step 1 here says you can always click the New Items 
button, but there’s an even easier way, if you happen to be viewing an 
e-mail from the person you now want to have a meeting with: Just hover 
the mouse pointer over the sender’s name to display the Contact Card. 
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369Changing a Meeting

 9. To have Outlook signal everyone in the meeting when it’s nearly time 
to start or time to go, set a reminder time from the Reminders list on 
the Meeting tab.

 10. If you want to make the meeting recur every so often — for instance, 
at the same time every week — click the Recurrence button on the 
Meeting tab, and in the Appointment Recurrence dialog box set a 
recurrence pattern.

 

 You can prevent attendees from proposing a time change for the meet-
ing, as spelled out in the “Preventing time change proposals for a meeting 
request” section, later in this chapter. You can also prevent them from 
responding at all so that you don’t become overwhelmed with too many 
e-mails. Of course, preventing responses means that you can’t view a 
summary of whose coming and whose not, but if you’re having a really 
big meeting, you may not want to deal with that detail, anyway. See the 
section “Preventing replies for a meeting request,” later in this chapter.

  If you use OneNote, you can create an instant page in a OneNote note-
book where you can gather information about the meeting by clicking 
the OneNote button on the Meeting tab. See Book VI, Chapter 5 for help.

 11. Click Send to send the invitations.

  The meeting requests are sent as e-mail messages to each attendee, 
and the meeting is added to your calendar. After each attendee receives 
the meeting request, he or she can either accept, decline, or tentatively 
accept (assuming the recipient uses Outlook). If the recipient doesn’t use 
Outlook, he or she gets the message but can’t see the Accept, Decline, or 
Tentative buttons. Outlook users, on the other hand, can even propose a 
different meeting time. (See the section “Dealing with Meeting Requests,” 
later in this chapter.) You, in the meantime, have the wonderful job of 
simply waiting — and maybe snacking on some chocolate.

Changing a Meeting
Even before you get any replies, you can make changes to a meeting, and 
Outlook kindly lets everyone know how forgetful you are. For example, you 
may have forgotten to set a reminder, invite a particular attendee, mark the 
meeting private so that it doesn’t show up on your shared calendar (only the 
people you invited know about it), or make a meeting recurring. No matter 
what you need to change, you can easily make the necessary changes and 
leave the updating thing to Outlook. After all, you’re busy planning meetings. . .

To change a meeting, follow these steps:
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386 Checking on Meeting Responses

Automatically handling meeting responses
By my way of thinking, it makes little sense to have a computer if it makes 
life harder. Well, okay, if I want to be truthful, Windows does sometimes 
make me wonder why I use a computer at all, but on most days (when 
Windows is behaving itself), I look around for ways to keep life running 
smoothly and peacefully, and the other day, I found one: a way to get 
Outlook to handle on my behalf all those annoying meeting responses from 
everyone to my similarly annoying meeting requests, so I don’t have to inter-
rupt my harmonious day by actually reading them. Follow these steps:

 1. Click the File tab to display Backstage, and select Options from the list 
on the left.

  The Outlook Options dialog box shown in Figure 4-16, pops up.

  2. Select Mail from the list on the left.

  The Mail options appear on the right.

 3. In the Tracking section, select how you want Outlook to handle meet-
ing replies when they arrive in your Inbox.

  These two options pertain to tracking responses to meeting requests:

 • Automatically Process Meeting Requests and Responses to Meeting 
Requests and Polls: Select this check box to just record somebody’s 
response to your meeting request — Outlook doesn’t wait for you 
to read it. If someone accepts your meeting request, for example, 
Outlook records that acceptance in the Meeting form without waiting 
for you to read the message reply.

 • Update Tracking Information, and Then Delete Responses That Don’t 
Contain Comments: Select this check box to automatically delete 
meeting responses after you read them when they don’t contain any 
text in the body of their messages.

 4. Click OK to save your changes.

Preventing replies for a meeting request
If you’re planning a meeting for 50 people and you don’t want to keep track 
of who can come and who can’t (you just want to notify everyone), you can 
prevent attendees from bothering you with replies.

 Regardless of whether you choose to track meeting replies, you can prevent 
people from trying to propose alternate meeting times. See the following sec-
tion for details.
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Preventing time change proposals 
for a meeting request
When creating a meeting, you don’t have to listen to endless gripes about 
the meeting time or date. Nope, you can just put the kibosh on the idea that 
everybody can push you around and propose different times for your meet-
ing. What do they think you are, anyway, a great big pushover? Just because 
you gave your Employee of the Year parking space to Rianna because she 
suffers from tenderfeetiatius and yet can still wear those expensive Jimmy 
Choo spike heels doesn’t mean you’re gullible. This time you’re gonna really 
put your foot down and not even accept time change suggestions. That’ll 
show them who’s not the boss.

 Just because you’ve prevented invitees from proposing a different time 
for your meeting, attendees can still accept, decline, or tentatively accept 
your original time, and you can still track their responses. See the section 
“Checking on Meeting Responses,” earlier in this chapter, for the how-to.

To prevent your recipients from proposing time changes, follow these steps:

 1. Click the New Items button on the Home tab and select Meeting from 
the pop-up menu that appears.

  A Meeting form pops into view.

 2. Use the Meeting form to select attendees, enter a Start and End date 
and time, choose a location, and set other options.

  See “Scheduling a Meeting” earlier in this chapter for details on how you 
perform these functions.

 3. Click the Response Options button on the Meeting tab and click Allow 
New Time Proposals from the pop-up menu that appears to deselect it.

  Turning off Allow New Time Proposals allows the recipient to respond to 
the meeting request (so that you can know whether he or she is coming), 
while preventing him or her from proposing an alternative time.

 4. Set any other options you want, and then click Send to send out the 
meeting invitations.

Automatically Managing Resources
You may be working in an office where what happens in a particular meeting 
room every day, and at what time, may be of the utmost importance. You’ve 
seen how you can schedule meetings to make sure people can be available, 
but in some offices, you have to take account of the meeting rooms as well. 
It’s almost like they were people with their own itineraries and busy lives.
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 • Automatically Decline Meeting Requests That Conflict with an Existing 
Appointment or Meeting: Select this check box to have resources 
that you manage simply reject any meeting requests that conflict 
with items already in your calendar. Note you can only select this if 
you’ve first checked Automatically Accept Meeting Requests.

 • Automatically Decline Recurring Meeting Requests: Select this check 
box to have the resources you manage always decline requests 
to attend recurring meetings. This is to avoid a situation where a 
room gets booked every Tuesday at 2:00 for several years running. 
Note you can only select this if you’ve first checked Accept Meeting 
Requests.

 5. To make sure the resource’s calendar still functions when Exchange is 
offline, select the Ensure that the Calendar Permissions Are Set to 
Allow Offline Updates check box.

 6. Click Set Permissions.

  The Calendar Properties dialog box appears.

 7. Choose the permissions for only the people you want to see and use a 
resource’s calendar.

  Choose what you want real people to be able to do with the resource’s 
calendar (for example, to see whether it’s “busy” or “free,” to delete 
meetings from its calendar, or create new meetings for it) by setting the 
corresponding options in the Permissions frame.

 8. Select the people to whom you want to delegate the permissions 
you’ve just chosen.

  Click the Add button; then from the Add Users dialog box, double-
click on the people you want to permit to use the resource’s calendar, 
and click OK. The people you chose are now shown in the Calendar 
Properties dialog box, with each entry showing the level of permissions 
you’ve just assigned to it.

 9. Click OK to return to the Outlook Options dialog box, then from there, 
click OK to finalize your changes.

  The changes you made to users’ permissions are immediately applied. 
No messages will be sent to them automatically, so you may want to 
write them a separate message.
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other ways — such as changing the number of days in your work week, the 
length of a work day, and the time intervals throughout a day (for example, 
showing each hour broken into 15-minute intervals, rather than 30-minute 
intervals). You can display multiple months on the Date Navigator, rather 
than just one, change the default reminder time so that you don’t have to 
keep changing it yourself every time you make an appointment, and adjust 
the size of Calendar’s text for those tired eyes of yours. You can search a 
calendar to create a custom view that displays only certain items. If you 
travel a lot — or if you deal with people in other times zones throughout 
the day — you can easily adjust your Calendar view to suit the time zone 
you’re in or working with.

Creating Multiple Calendars
In the intro to this chapter, I spout off several reasons why you might want 
to create multiple calendars in Outlook, including

 ✦ It’s an easy way to keep track of your kids without getting their sched-
ules mixed up with yours.

 ✦ It’s a simple way to manage the schedule for a department and keep it 
separate from your own.

 ✦ It’s a manageable way to keep your personal appointments separate 
from your work ones.

You might have any number of reasons for creating a lot of calendars, and 
you may have no more complicated reason than, hey, it’s easy to do. Follow 
these steps to create a new calendar:

 1. Change to Calendar by clicking the Calendar button on the Navigation 
pane, click the Open Calendar button on the Home tab, and select 
Create New Blank Calendar from the pop-up menu that appears.

  The Create New Folder dialog box pops up, as shown in Figure 5-1.

 

Figure 5-1: 
Create 
your own 
calendar.
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clear sheet of film) on top of the other calendar. You can overlay as many 
calendars as you want, although overlaying more than a few may create a 
mess that you can’t decipher. Overlaying the calendars allows you to see 
right away where free time exists — so you can quickly eliminate said free 
time with a new appointment, meeting, or event.

To overlay a calendar, follow these steps:

 1. Display the calendars that you want to overlay.

  If needed, select the check box in front of any calendars that you want 
to overlay. You don’t need to hide any calendars that you don’t want to 
overlay, but you may want to reposition them.

 2. Click the Overlay button on the View tab.

  The calendar on the far left is overlaid by the calendar on the far right 
(regardless of how many calendars are in between.)

  Alternatively, you can click the left arrow on tab of the calendar you 
want to serve as your overlay. When you go this route, the calendar on 
the far left is overlaid by the calendar whose arrow you clicked.

 3. Repeat Step 2 to overlay additional calendars.

To get the configuration shown in Figure 5-4, I positioned my main calendar 
on the left, the calendar for Katerina in the middle, and the Indianapolis 
Colts calendar on the right. Then, I clicked the left arrow on Katerina’s calen-
dar to overlay it on top of the main calendar. If I wanted to overlay the Colt’s 
calendar on top of the main calendar instead, I’d click the Overlay button or 
the left arrow on its tab.

When you overlay calendars, the appointments, meetings, and events of 
the lead calendar (the one whose tab is currently selected and appears in 
front of the other tab) appear in full color; items in the other calendar are 
semitransparent. So, in Figure 5-4, an appointment from the main calendar 
(Lunch with Dwayne and Performance Review) appears in full color, and the 
appointment from Katerina’s calendar (Choir Practice) appears in semitrans-
parent color. If I wanted to see the items in Katerina’s calendar more clearly, 
I could click the tab for that calendar to bring it up front (and to display its 
items in full-color).

Repeat these steps to overlay more calendars. To remove a calendar so that 
it’s no longer laid over another, click the calendar’s right arrow, located on 
the calendar’s tab.

25_487730-bk04ch05.indd   39825_487730-bk04ch05.indd   398 6/18/10   4:05 PM6/18/10   4:05 PM







Book IV

Chapter 5

M
a

k
in

g
 th

e
 

C
a

le
n

d
a

r Y
o

u
r O

w
n

401Searching the Calendar to Create Custom Views

  If you’re looking for all the items you’ve marked with the category New 
Client, then you can type new client; however, you might get results 
that include appointments in which you talk about a new client, but 
which you haven’t actually marked that way. Again, another reason to 
skip this step if you want.

 

 To repeat a text search that you’ve performed recently, click the Recent 
Searches button on the Search Tools Search tab, and select the search 
that you want to repeat from drop-down list.

 3. Use the buttons on the Search Tools Search tab to refine your current 
view of the Calendar.

  As you make more and more selections using the buttons on the Search 
Tools tab, the results list reduces to display only those items that match 
all the criteria you specify. Here’s what each button is for:

 • Organizer: Displays Organizer: (Sender Name) in the text box. If you 
type Scott for example, then Outlook displays meetings organized 
by anyone named Scott. It doesn’t, however, display meetings to 
which someone named Scott has been invited.

 • Subject: Displays Subject: (Keywords) in the text box. If you type 
sales, then Outlook displays any items that contain the word sales 
in the Subject line.

 • Has Attachments: Displays items that contain attachments, such as a 
meeting that has an agenda file attached.

 • Categorized: After clicking this button, select a category from the drop-
down menu. Outlook then displays only items that fit that category.

 • Requests Not Responded To: After clicking this button, you select 
the types of meeting requests you want displayed from drop-down 
list. Your options include meetings you’ve accepted, those you’ve 
accepted tentatively, or those you haven’t responded to yet.

 • More: Clicking this button opens a drop-down list, from which you 
can select a field, such as the Start or End date, or required attend-
ees. After you select a field a text box appears on the Search bar 
(refer to Figure 5-5); select an option from its drop-down list or type 
a search term in the text box to narrow the search results.

 4. (Optional) Change the scope of the search, if you want.

  By default, Calendar displays only items from the active calendar. You 
can change this setting by making a selection from the Scope section, 
located at the left end of the Search Tools tab:

 • All Calendar Items: Clicking this button after performing some kind of 
search displays matching items from all Calendar folders.

 • Current Folder: This button is on by default; it displays matching 
items from the current calendar only.
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403Customizing the Calendar

 

Figure 5-6: 
Calendar 
options.

 

  Uncheck any days that you don’t want included. For most people, 
Monday starts the work week; if that’s true for you, make it the first day 
you select in the Work Week section.

 4. Change the start of the week (the full week) by making a selection 
from the First Day of Week drop-down list.

  Normally, Sunday starts the full week; if that’s true for you, too, choose 
it from the First Day of Week list. 

 5. To change your normal work hours from the default (8 a.m. to 5 p.m.) 
to something else, select a new Start Time and/or End Time from the 
drop-down list(s).

  Time slots outside this range appear with a light blue background in Day, 
Week, Work Week, Next 7 Days view. In Schedule view, time slots outside 
this range do not appear at all. Likewise, if you are sharing your free/busy 
time with your colleagues, they will not be able to see what’s going on in 
your calendar outside the normal work hours you designate here.

 6. (Optional) Select a week from the First Week of Year drop-down list if 
your company starts its year on a date other than January 1.

  You need to set this year-beginning date correctly if you also display 
week numbers, which you can find out about in the following section.

 7. Click OK when you finish making changes.
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Changing the time grid
A single day in your calendar is divided into 48 half-hour time slots. Half-
hour time intervals work for most people because most people schedule 
appointments and meetings at either the top of the hour or at the half-
hour mark, and not at (say) 1:45. However, if you’re a regular 1:45 or 2:15 
scheduler, the half-hour time slots may drive you crazy because to enter an 
appointment that starts at 1:45 or 2:15, you have to enter the start time man-
ually. You may also have to enter the end time if, for example, the appoint-
ment lasts an hour and 15 minutes. Multiply this manual business by the 
number of appointments or meetings you create each day, and you can see 
what I mean when I say it’ll drive you crazy — until you change the default 
time interval, anyway.

To change the time interval, follow these steps:

 1. Change to Day, Week, Work Week, Next 7 Days, or Schedule view by 
clicking the appropriate button on the Home tab.

  In Schedule view, the time grid runs along the top; for the other views, 
it runs along the left side. Vertical bands mark each hour on the grid; 
thin lines divide each hour into equal intervals. Normally, only one line 
appears in each hour, dividing the hour into two equal half-hour parts, 
as shown in Figure 5-7.

 

Figure 5-7: 
Change 
the time 
interval to 
fit the way 
you make 
appoint-
ments.
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409Customizing the Date Navigator

want to be bugged all the time about the stuff you haven’t gotten around to 
yet, well, then don’t set a reminder when you create the task. (Maybe you 
could set a reminder to remind yourself not to do that.) On the other hand, 
if you need someone to bug you to get stuff done, you can set up tasks so 
that they have an automatic reminder, just like appointments. See Book VI, 
Chapter 2 for help.

Changing the calendar color
By default, your main calendar is blue-gray. The normal working hours 
appear in white, and hours outside the work day appear in a lighter shade 
of blue-gray (at least, in Day, Week, Work Week, Next 7 Days, and Schedule 
view). Appointments, meetings, and events, regardless of when they occur, 
appear in light blue-gray (unless you assign a color category to them). Refer 
to Figure 5-10. In Month view, which doesn’t break the day down into inter-
vals, the entire day appears in white, although any days not in the current 
month appear in light blue-gray.

Maybe blue just isn’t your color; or maybe you’ve added other calendars 
and want to assign colors that make sense to you. You can change the color 
of a calendar by following these steps:

 1. Select the calendar whose color you want to change by clicking it in 
the Navigation pane.

 2. Click the Color button on the View tab and select a calendar color 
from the palette that appears.

  If you select Automatic, then Outlook selects the color for that calendar. 
(Outlook chooses a color not currently assigned to any other calendar, 
starting with blue-gray and moving down the Color palette to the next 
un-assigned color.)

Customizing the Date Navigator
You can use the Date Navigator to jump to any date in your calendar. The 
Date Navigator appears at the top of the Navigation pane (on the left) in 
Calendar. It also appears on the To-Do bar. Initially, Outlook shows only one 
measly month on the Date Navigator. If you’re often going back to a previous 
month or jumping ahead, you might approach the problem in several ways:

 ✦ Show more than one month on the Date Navigator. Drag the right 
border of the Navigation pane to the right, making the Date Navigator 
wider. When it’s wide enough to show more than one month, a second 
month appears. Of course, this approach narrows the viewing area for 
your calendar, so you may not want to do this unless you’re using Day, 
Week, Work Week, Next 7 Days, or Schedule view.
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 ✦ Display the To-Do bar and have it show more than one month. To 
display the To-Do bar in the Calendar, click the To-Do Bar button on the 
View tab and select Normal from the pop-up menu that appears. The 
Date Navigator is then removed from the Navigation pane because you 
don’t need to see two of them. Now, to show more than one month on 
the To-Do bar, you could drag the left border of the To-Do bar to the left, 
widening the To-Do bar and getting it to display more than one month. 
Making the To-Do bar that wide, however, will seriously reduce the 
area in which your Calendar appears. Instead, to display more than one 
month on the To-Do bar’s Date Navigator, click the To-Do Bar button 
again and select Options from the pop-up menu that appears. Then, in 
the To-Do Bar Options dialog box that appears, enter the number of 
months to display in the Number of Month Rows text box and click OK.

  Your changes affect the To-Do bar in all the Outlook modules, by the 
way, not just in Calendar.

  After you display both the Navigation pane and the To-Do bar, you 
considerably narrow the viewing area. To remove the Navigation pane, 
click the Navigation pane button on the View tab and select Off from the 
pop-up menu that appears. To remove it temporarily, click its Minimize 
button. To redisplay the To-Do Bar, click the Expand button.

 ✦ Jump from month to month without changing a thing. Chapter 1 of this 
minibook discusses using the Date Navigator in detail, but if you want a 
hint, here it is: You can show a list of months adjacent to the currently 
displayed month by clicking the month name at the top of the Date 
Navigator. Assuming the month you want to jump to is a recent one, just 
click its name in the list.

Now that I have that “need more months on the Navigator” problem solved, 
I have another bone to pick. Okay, I’m getting older. I know it because I’m 
starting that trombone thing with the newspaper, trying to get it exactly in 
focus. Sure, I could get my eyes checked, but I’d rather live in denial a little 
bit longer, thank you very much. Still, when I’m chatting with a colleague, 
trying to check a particular date in my calendar to see if it’s a good time for 
a meeting or a lunch date, and I keep fumbling around the Date Navigator 
because I can’t see the dates clearly, it’s getting harder and harder to keep 
my colleagues from figuring out that maybe I’m not really 29. So, I’ve decided 
that I should dye my hair and change the Navigator font so that I can read its 
text more easily. Follow these steps to do the latter thing:

 1. Click the File tab to display the Backstage, and select Options from the 
list on the left.

  The Outlook Options dialog box pops up.

 2. Select Calendar from list on the left.

  The Calendar options appear on the right.
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417Adding a Complete Contact

 

Figure 1-1: 
Keeping in 
contact.

 

Add Contact Picture button

 2. Type what you know about this contact in the appropriate fields.

  Here’s an explanation of some of the more common fields:

 • Full name or not: If the contact is a person, type his or her name 
(such as Cameron McNichol) in the Full Name text box. If the con-
tact is a business, not a person, leave the Full Name text box blank, 
and type the company’s name in the Company text box, instead.

 • Select how you want the contact sorted with other contacts: Select an 
option from the File As drop-down list — last name first or first name 
last, for example. You can also type something in the File As text box; 
the option you specify here determines not only how Outlook sorts 
this contact, but also how it locates the contact when you search, 
and how it resolves the contact’s e-mail address.

   Resolving is the process that Outlook goes through to make sure an 
e-mail address is valid prior to sending a message. See Book II, Chapter 1 
for the lowdown.
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427Getting Rid of Duplicate Contacts

If you choose to add the new contact, you end up with two entries. You 
might want to add an initial or something to one of the duplicate contacts to 
help distinguish the two.

You can, whenever needed, search and destroy any duplicate contacts by 
following these steps:

 1. Change to Contacts, and then select a view that you can use to sort the 
records and find duplicates most easily.

  I tend to choose Phone view because it’s one of the list views in which 
each contact appears on its own line, and you can easily sort the contacts 
in a manner that helps you identify duplicates, as shown in Figure 1-8. (For 
more on list views, see Book VIII, Chapter 2.) For example, after changing 
to Phone view, I clicked the Full Name header to sort the list by Full Name.

 

Figure 1-8: 
Phone view.

 

Click the Full Name header to sort the view.

  When you find a set of duplicates, you might find it helpful to know 
which of the two duplicates is older. You can do that by customizing the 
view to show the Modified column, as shown in Figure 1-8.

 2. Click the Add Columns button in the Arrangement group on the 
View tab.

  The Show Columns dialog box peeks out, as shown in Figure 1-9.

 3. Select Modified from the Available Columns list on the left and click Add.

  The Modified column is added to the bottom of the Show These 
Columns in This Order list on the right.

 4. Click Move Up a few times to move the Modified column up in the 
Show These Columns in This Order list, where you can easily see it in 
the Phone view.

 5. Click OK to return to Phone view, where a new column has joined 
the rest.
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Chapter 2: Working with 
Your Contacts

In This Chapter
✓ Changing your view of the Contacts list

✓ Tracking down a lost contact

✓ Locating a contact’s address or Web page

✓ Ringing up a contact through Outlook

✓ Reviewing all the things you’ve done for a contact

You may find having a long list of people you know and work with useful 
for more than just sending e-mails. For example, if you really need 

some tech help and your main contact is out sick, it’s helpful to know some-
one else who works for the same company. You can use several different 
methods for locating the people you need to contact, such as changing your 
view of the Contacts list or searching for information that you know exists 
in a contact’s data (such as a company name or city). After you find a con-
tact, you can use its information to help you locate the contact’s address 
on a map or display a contact’s Web site in your browser. Assuming your 
computer has a modem (most do, on their motherboards), you can use 
your computer to automatically dial the contact. Finally, in this chapter, you 
can discover how to review the activity associated with a contact, such as 
recent appointments, tasks, or e-mail messages.

Picking a View That Suits Your Needs
Like with all Outlook modules, the Contacts list can display its information 
in a lot of different ways. Although I detail the views (and how to customize 
them) in Book VIII, Chapter 2, I thought I’d mention them here because the 
card views are rather unique: Business Card and Card views.

Normally, Contacts displays its information in the form of Electronic Business 
Cards, as shown in Figure 2-1. To change to Business Card view, select it from 
the Current View palette on the Home tab, or click the Change View button on 
the View tab and select Business Card view from the palette that appears. In 
this view, each contact appears as a card — some quite colorful, as you can 
see in Figure 2-1. See Book IV, Chapter 3 for more information on Electronic 
Business Cards. To view more or less cards in this view, adjust the zoom by 
using the Zoom slider located at the bottom of the window.
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431Picking a View That Suits Your Needs

 ✦ No To-Do bar: This view sends the To-Do bar into hiding, while display-
ing the cards and the Navigation pane.

 

Figure 2-2: 
Card view.

 

Normal

Cards Only

No To-Do Bar

The other views are list views; a list view displays its information in col-
umns, with each contact appearing in a separate row. The List view is shown 
in Figure 2-3. List views such as this one (the other is called Phone view) can 
group similar information together in collapsible groups. To group items, 
select an arrangement from the Arrangement palette on the View tab. In 
the view shown in Figure 2-3, I selected Categories from the Arrangement 
palette to group the listing by category. Groups can be expanded or col-
lapsed. For example, I could collapse the Doctor group by clicking the black 
right triangle thingy in front of the Categories: Doctor heading. I could 
expand the Book group by clicking the white right arrow in front of the 
Categories: Book heading.

In the list views, the view buttons that appear at the bottom of the window 
are slightly different than what you get with the card views. (See Figure 2-3.) 
Here’s what those buttons do:
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440 Calling a Contact

 

Figure 2-9: 
Phone a 
friend.

 

 2. Click the More button on the form’s Contact tab and select Call from 
the pop-up menu that appears.

  A list of all the phone numbers you have for that contact appears. Select 
one of the numbers on the list. The New Call dialog box jumps up. Refer 
to Figure 2-9.

 3. (Optional) If you want to create an entry in the Journal that logs this 
call, select the Create New Journal Entry When Starting New Call 
option.

 4. To check that your location has been set up correctly in Windows 
by whoever installed Windows on your computer, click the Dialing 
Properties button.

  In the Phone and Modem dialog box that appears, you can verify that 
Windows knows what area code you’re in — and whether it has to dial a 
9 or some other code to get an outside line on your phone. Click OK to 
return to the New Call dialog box.

 5. Click Start Call.

  The Call Status dialog box appears.

 6. Click Talk.

  The modem dials the number. If you started a Journal entry in Step 3, a 
Journal form appears; type your notes in the Notes area.

28_487730-bk05ch02.indd   44028_487730-bk05ch02.indd   440 6/18/10   4:06 PM6/18/10   4:06 PM

















448 Editing a Contact’s Electronic Business Card

 7. Change the label’s color by clicking the Font Color button and select-
ing a color from the palette that appears.

 8. To include an image on the electronic business card, click the Change 
button to the right of Image, select an image file from the Add Card 
Picture dialog box that appears, and then click OK.

  In Figure 3-1, I chose a small image of a person with a megaphone to 
denote advertising. If this company really existed, I might have chosen 
to include their company logo.

  If you’ve added a picture to a contact — by clicking the Picture button 
on the Contact tab, as explained in Chapter 1 of this minibook — then 
that picture appears on the contact’s electronic business card. If you 
choose a different image here (by clicking the Change button), then that 
image will appear on the electronic business card instead. However, 
the original contact image you selected with the Picture button remains 
on the Contact form, and it’s the image that’s displayed on the Picture 
pane. This allows you to add a photo of your contact (through the Picture 
button) that helps you identify that person, while using a different image 
(such as a company logo) on the contact’s electronic business card.

 9. Select the layout you want from the Layout drop-down list in the Card 
Design area.

  In Figure 3-1, I chose a small image and placed it to the left by selecting 
Image Left from the Layout list. (If I wasn’t using an image at all, I could 
choose Text Only from this list, then skip Steps 10-11.) To use the image 
as the card background, select Background Image from the Layout list. 

  Fill the background of the card (the part where the image doesn’t show) 
with a color by clicking the Background button and selecting a color 
from the palette that appears. Even if you use a background image, you 
can fill the rest of the card’s background (assuming the image doesn’t 
fit edge to edge) with a color if you want. For Figure 3-1, I choose a dark 
melon color that matched the color behind the person in the image I 
selected, for a nicely coordinated look.

 

 If you want to include a background and an image (such as a sunset and 
a nice photo of yourself), you’ll have to merge the background and your 
photo into a single photo using a photo editor (such as Paint Shop Pro 
or Adobe Photoshop). Then use your merged photo as the background 
of your electronic business card.

 10. Adjust the size of the image by changing the value in the Image Area 
text box.

  You can either click in the text box and type an Image Area value, or click 
the up and down arrows to the right of the text box to change the value. 
In the figure, I set the area to 32%; if I made this larger (say, 45%) the card 
text would be pushed to the right and the image would be bigger.
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456 Creating a Contact from an Electronic Business Card Sent to You

 • To keep the old and add the new, select the Add New Contact radio 
button and click Update to create a separate, new contact with the 
same name.

 • To trash the old data and update your existing contact with this new 
information, select the Update Information of Selected Contact radio 
button and click Update, instead.

Using an Outlook file to add a contact
Did someone forward a contact to you as an Outlook Contact? Then follow 
these steps to add that contact to Outlook.

 1. In the e-mail message, click the attachment.

  You don’t have to open the message to click its attachment (you can 
view the message in the Reading pane, and click the attachment, which 
is listed just above the message area). When you click the attachment, 
the Attachments tab appears, as shown in the foreground of Figure 3-5, 
and the contact info appears in the Reading pane or message area.

 

Figure 3-5: 
Adding an 
Outlook 
contact that 
someone 
sent to you.

 

Open
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457Displaying More Electronic Business Cards

 2. Click the Open button on the Attachments tab.

  A Contact form appears, featuring all the contact’s information (not just 
the data that’s displayed on the contact’s electronic business card). See 
the background of Figure 3-5.

 3. Click the Save & Close button on the form’s Contact tab to save the 
new contact.

  If the contact’s name matches someone in your Contacts list, a warning 
dialog box appears — if you continue with the save, you’ll lose that old 
contact. Choose one of these options:

 • To keep the old and add the new, select the Add New Contact radio 
button and click Update to create a new contact with the same name.

 • To update your existing contact with this new information, select 
the Update Information of Selected Contact radio button and click 
Update, instead.

Displaying More Electronic Business Cards
When you look at Contacts, by default, each contact appears as an electronic 
business card in Business Card view. If you make the Navigation pane really 
skinny, you can display more electronic business cards. But that trick makes 
the Navigation pane almost too thin to use. You can also click the Cards 
Only button at the bottom of the Outlook window to hide the Navigation 
pane, as well as the To-Do bar, to display more cards. Sometimes, you want 
it all — the Navigation pane, the To-Do bar, and more cards. In that case, 
click the Normal button on the status bar, and then adjust the zoom by using 
the Zoom slider. To hide the To-Do bar but display the Navigation Pane, 
click the No To-Do Bar button on the status bar and then adjust the zoom. 
(See Figure 3-6.)

 

A better solution, assuming that you prefer to see more cards when you use 
Business Card view, is to customize that view. For an intro to customizing 
Outlook views, check out Book VIII, Chapter 2.
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464 Sharing Your Contacts

  If you select this check box, you request specific permission to view 
each addressee’s Contacts folder, in return.

 6. If you’re sharing your main Contacts folder, make sure that the Allow 
Recipient to View Your Contacts Folder check box is selected.

  Otherwise, you won’t actually be sharing your Contacts with anyone.

 7. If you are sharing a Contacts folder that you created, and you want 
to give users Editor access, select the Recipient Can Add, Edit, and 
Delete Items in This Contacts Folder check box.

  If you don’t select this option, visitors get only Reviewer access, which 
means they can look but not touch.

 8. Finish the message and click Send.

  A dialog box appears, asking whether you really want to share this 
folder. If you do, click Yes. Another dialog box appears, telling you that 
your Contacts folder is shared.

 9. Click OK.

  The folder you chose appears in the Navigation pane with a special icon, 
which looks kinda like a Contacts handout — a hand holding a business 
card. The icon lets you know that you’ve shared this folder, just in case 
you’re the forgetful type.

The recipients of your e-mails can click the link in the message to connect 
to the shared folder. See the section “Viewing Contacts Shared by Others,” 
later in this chapter, for more information.

Changing permissions or stopping sharing
After sharing a main Contacts folder or a Contacts folder you came up with 
on your own, you don’t have to continue sharing it forever. For example, you 
can change a person’s permissions so that he or she can’t add or remove 
contacts anymore, or you can remove his or her permission to even access 
the folder at all.

 When you initially share the main Contacts folder with individual users, they 
get Reviewer status, which means they can only view contacts. You prob-
ably want to give users Reviewer status, anyway, because I’m guessing you 
don’t want to grant someone the ability to add contacts to your main list, or 
to change or delete contacts.

However, by following the general steps in this section, you can change the 
access level for anyone you want and grant someone broader access to your 
Contacts folder. I wouldn’t, however. Instead, move the contacts you want 
to relinquish control over into a different Contacts folder, and then grant a 
higher level of access to only that new folder. But that’s just me — a 
control freak who doesn’t like to think of someone accidentally deleting 
all the Contacts it took me so long to collect.
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465Sharing Your Contacts

To change a user’s permission to use a shared folder, follow these steps:

 1. Select the shared Contacts folder in the Navigation pane.

 2. Click the Folder Permissions button on the Folder tab.

  The Folder Name Properties dialog box pops up.

 3. Change permissions, as desired.

  You have two options:

 • To make a change that affects everyone: Select Default from the Name 
list. Then, make a selection from the Permissions Level drop-down 
list or, to completely revoke all access, select None.

 • To make a change to a particular user’s permissions: Select the user’s 
name from the Name list, as shown in Figure 4-3. Then, from the 
Permission Level drop-down list, select the level of access you want 
to grant this user.

 

Figure 4-3: 
Change 
permissions 
to use a 
folder.

 

 

 If you’ve granted basically the same access to everyone through the 
Default classification, then you can add a specific user to the list and 
set the permission level you want for that particular person. To add 
someone to the Name list, click Add, select the person from the list that 
appears, and click Add to add him or her. Select more names, if you 
want, and click Add. After you gather all the names you want to add to 
the Name list in the Properties dialog box, click OK. Any new user you 
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466 Viewing Contacts Shared by Others

add gets the Default permission level. Select a name in the Name list and 
select a different Permission Level, as desired.

 4. Click OK.

  The permissions are changed right away.

 If someone is viewing your Contacts folder when you change his or her level 
of access, that change affects him or her immediately — or as soon as your 
change filters through the network. If you’ve removed access from someone, 
the Contacts list soon disappears from his or her screen.

Viewing Contacts Shared by Others
If someone on your company’s Exchange network has been nice enough to 
share his or her Contacts folder with you, or even a special Contacts subfolder, 
you can easily gain access to it. After you make the initial contact (pardon the 
pun), the folder appears in the Navigation pane in the section called Shared 
Contacts, making it really easy to retrieve those contacts when you need them.

 

After you gain access to someone’s Contacts folder (the main one or a 
custom Contacts folder), if you don’t have editing permissions, you can’t 
make any changes to a contact. If you try to change a contact when you 
don’t have permission to, a dialog box appears, asking whether you want to 
save a copy of this contact to your Contacts folder. Click Yes to do just that.

Accessing someone’s main Contacts folder
To gain access to somebody else’s shared, main Contacts folder for the first 
time, follow these steps:

 1. Click the Open Shared Contacts button on the Home tab.

  The Open Shared Contacts dialog box appears, as shown on the left in 
Figure 4-4.

 2. Type the name of the person whose calendar you want to view in the 
Name text box.

  Alternatively, if you don’t know the person’s name, click the Name 
button. The Select Name: Contacts dialog box appears. (On the right 
in Figure 4-4.) Select a name from this dialog box and click OK. You’re 
returned to the Open Shared Contacts dialog box.

 3. Click OK.

  The folder, assuming that it’s shared and you have permission to access 
it, appears in the Shared Contacts list in the Navigation pane. The con-
tacts in the folder appear on the right. If you don’t want to display this 
Contacts folder right now, just uncheck its check box. The next time you 
want to view this Contacts folder, click the check box.
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Chapter 1: Creating Simple 
To-Do Items 

In This Chapter
✓ Tracking tasks with the To-Do bar

✓ Adding and adjusting flags

✓ Checking off To-Do items

✓ Finding stuff to do

✓ Making the To-Do bar your own

✓ Working with the Daily Task List

It always seems like I have more than enough to do — in fact, I have so 
many things on my list, I probably won’t be taking a vacation anytime 

soon. Luckily, I have my nagging buddy Outlook to remind me what to do 
so that I don’t waste valuable time thinking about which impossible task I 
should tackle next. Outlook presents its list of tasks in several places so that 
it’s nearly impossible for you to say, “Sorry, I forgot to do that.” You can 
find tasks on the To-Do bar, the Daily Task List in Calendar, and the Tasks 
module (and maybe under the couch). It’s not like I think you don’t have 
enough to do, but if you want to find out how to deal with all those nagging 
tasks, I recommend one more task: reading this chapter.

 

The To-Do bar normally appears in every module except Calendar, where 
tasks and To-Do items are displayed on the Daily Task List. However, if the 
To-Do bar doesn’t appear in any module, click the To-Do Bar button on the 
View tab and select Normal from the pop-up menu that appears to show 
it. To hide the To-Do bar temporarily, click its Minimize button, or click 
the To-Do Bar button on the View tab and select Minimize from the pop-up 
menu. To remove it completely, select Off from the menu, instead.

Using the To-Do Bar to Track To-Do Items
In Book I, Chapter 1, I introduce you to the To-Do bar, with its To-Do items 
and Tasks list, Date Navigator, and appointment/meeting/event bubbles (see 
Figure 1-1). That chapter also covers the difference between a To-Do item 
(which you create from another Outlook item, such as an e-mail, simply by 
flagging that item) and a task (which is pretty complex, typically including a 
starting/ending date, status, priority code, and percentage complete). Here 
are some other differences of note:
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476 Setting the Quick Click Flag

  Select Custom to set your own specific date and add a reminder, if you 
want. (See the preceding section for a complete description of each due 
date type.)

A flag doesn’t appear in Contacts unless you use Phone or List view, but you 
do see the flag — well, okay, the textual equivalent of a flag — if you double-
click the contact itself (the text flag is hiding in the InfoBar). The flag — this 
time a real, honest-to-goodness flag — also appears in the usual places: the 
To-Do bar, To-Do list, and Daily Task List. If you actually get around to con-
tacting your contact and want to check that task off as completed, see the 
section “Marking a To-Do item as finito,” later in this chapter. If you need 
to move the item to a later date in the To-Do bar, To-Do list, and Daily Task 
List, change the flag: See the section “Changing the Flag You’ve Assigned an 
Item,” later in this chapter.

 

If the To-Do bar happens to be displayed in Contacts and you currently have 
its list sorted by either Start or Due Date, you can just drag a contact and 
drop it on the To-Do list to create a To-Do item. For example, grab a contact 
you want to get in touch with by the end of the day, drag the contact onto 
the To-Do bar, and drop it in the Today group. Also, if you are using Phone 
or List view, you can flag a contact quickly by clicking the Flag column. The 
flag that appears is controlled by the Quick Click Flag value; see the next sec-
tion for help with Quick Click Flags.

Setting the Quick Click Flag
You may have already discovered that in Mail, if you click the flag column in 
the message listing, you set automatic Quick Click Flag for Today. Likewise, 
if you display Contacts in a list view, you can click the flag column to set a 
flag for a contact that’s set to Today. The Quick Click Flag, as Outlook calls 
it, is set to Today by default, meaning that if you want to quickly flag an item, 
Outlook obliges you and sets a flag for Today.

To change the Quick Click Flag value, follow these steps:

 1. Click the Follow Up button on the Home tab and select Set Quick Click 
from the pop-up menu that appears.

  The Set Quick Click dialog box jumps up, as shown in Figure 1-5.

 

Figure 1-5: 
Just choose 
the flag you 
use most 
often.
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479Dealing with a To-Do Item You’ve Finished or No Longer Want to Flag

Dealing with a To-Do Item You’ve Finished 
or No Longer Want to Flag

After you create all your To-Do items, you’re probably anxious to check 
one or two off your list. When you mark a To-Do item as complete, Outlook 
instantly removes that item from the To-Do bar and the To-Do List, but not 
the Daily Task List. Check that one off! If you haven’t actually completed any-
thing but simply put the item on the To-Do list by accident, you can remove 
it just as easily by simply removing its flag. We cover both procedures in the 
following sections.

Marking a To-Do item as finito
Marking off something on your To-Do list can be very satisfying. I sometimes 
add stupid stuff to my list, such as Get a Cup of Coffee, just so I can experi-
ence the satisfaction of checking off something before 10 a.m. If you finish 
something on your list, you can easily check it off. Just follow these steps:

 1. Change to the appropriate module and locate the item you want to 
mark off.

  You can finish off an item by using the To-Do bar, the To-Do list, or the 
Daily Task List.

 2. Click the item’s flag.

  Outlook immediately removes the item from the To-Do bar and To-Do 
list. Don’t freak; the message or contact from which you created the 
To-Do item doesn’t go away, just the To-Do item.

  If the To-Do item is a message, then the flag on the message’s header in 
the message list changes to a check mark, as shown in Figure 1-7. If the 
item is a contact, the text in the InfoBar of the opened contact changes 
to tell you that the Follow Up was completed today.

Removing a flag rather than marking it complete
Sometimes, you just want to remove a flag, not because you got something 
done, but because you set the flag by accident or it’s simply no longer rel-
evant. Or maybe you want to remove a flag because it’s become more annoy-
ing than helpful. To remove a flag, follow these steps:

 1. In the To-Do bar, To-Do list, or Daily Task List, click the To-Do item 
that you want to change.

  If you click an item in the To-Do bar or Daily Task List, then the Task 
Tools/Daily Task List Tools tab appears (refer to Figure 1-6). If you click 
an item in the To-Do List, click the Home tab before continuing to Step 2.
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485Creating a Task by Using the Daily Task List in the Calendar

Click the Filter button, click the Advanced tab in Filter dialog box that 
appears, and then click the Clear All button. Click OK to return to the 
Advanced View Settings dialog box, and click OK again to return to the 
main Outlook screen.

  Be sure that you want to show completed tasks on the To-Do bar 
because undoing it is rather complicated. To hide completed tasks and 
To-Do items once again, you need to click the Arranged By button and 
select View Settings from the pop-up menu that appears. Click the Filter 
button to open the Filter dialog box and click the Advanced tab. Now, 
to add the filters that prevented the completed tasks from appearing, 
click the Field button, select All Task Fields from the pop-up menu that 
appears, and select Date/Time Fields from the pop-up menu, and Date 
Completed from the additional pop-up menu that appears. From the 
Condition drop-down list that appears, select Does Not Exist and click 
the Add to List button to add the condition. Click the Field button again, 
select All Task Fields from the pop-up menu that appears, and select 
Flag Completed Date from the additional pop-up menu that appears. 
From the Condition drop-down list that appears, select Does Not Exist 
and click the Add to List button to add this second condition. Click OK 
in the Filter dialog box and in the Advanced View Settings dialog box, 
and vow never to display completed items again.

 ✦ To change the color of an overdue item: When an item is past its 
Due Date, it appears on the To-Do bar in a red font. If you prefer some 
other color to alert you when an item’s past due, click the Arranged By 
button at the top of the Tasks list area of the To-Do bar and select View 
Settings from the pop-up menu that appears to display the Advanced 
View Settings dialog box. Click the Conditional Formatting button to 
open the Conditional Formatting dialog box. Select Overdue Tasks from 
the Rules For This View list and click the Font button. Select the Color 
you want from the Font dialog box and click OK in the Font, Conditional 
Formatting, and Advanced View Settings dialog boxes. By the way, this 
action doesn’t change the color of overdue items on the Daily Task List, 
To-Do list, or Tasks list.

Creating a Task by Using the Daily Task
List in the Calendar

If you display your appointments, meetings, and events in the Calendar by 
using the Normal or Calendar and Tasks buttons on the status bar, a Daily 
Task List appears at the bottom of the viewing area. (See Figure 1-11.) You 
can also display the Daily Task List by clicking the Daily Task List button on 
the View tab and selecting Normal from the pop-up menu that appears.
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491Creating a Detailed Task

 • To prevent you from forgetting the task’s due date: Select the 
Reminder check box and select a date and time from the Reminder lists.

 • To group this task with similar ones: Assign it a category or two. 
Assuming that you’ve set up categories (see Book VIII, Chapter 1 for 
help if you haven’t), specify as many categories as you want for this 
task by click the Categorize button on the Task tab and selecting 
them one at a time.

 • To record any details: Type them in the large Notes section. Flip 
over to the form’s Format Text tab to format the text, if you want. 

 4. To record even more details about a task, click the Details button on 
the form’s Task tab.

  The Details tab of the Task form, shown in Figure 2-2, appears. Here are 
some details you can add:

 

Figure 2-2: 
It’s all in the 
details.

 

 • To track the amount of work you’ve done on this task so far: Enter 
the number of hours in general terms in the Total Work text box. If 
you prefer to mark the time in days, weeks, or months, just type that 
instead, such as 3 days or 2 weeks.

 • If you’re keeping track of this information because it’s client-
related: Enter the specific billable hours in the Actual Work text box. 
Enter any other billing info in the Billing Information text box. Type 
the client or company name in the Company text box.
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497Viewing Tasks

envelope (for items created from an e-mail message) or a business card (for 
items created from a contact).

 You can display the Tasks list by using To-Do List view if you want, although 
typically a list view offers the most useful perspective, such as organizing 
tasks by category, or listing only the tasks that are due in the next seven days.

 

Figure 2-4: 
To-Do List 
view or not 
To-Do?

 

To-Do items

Tasks

Reading

Normal

There’s nothing particularly alarming about To-Do List view, but because it’s 
the only one that’s substantially different, I thought I’d talk about it. When 
you change to To-Do List view, a list of active (non-completed) tasks appears 
in a column, with a Reading pane on the right, just like in Compact view in 
Mail. Not surprisingly, the whole thing works just like Compact view; click a 
task or To-Do item on the left, and its details appear on the right. So, if you 
want to know how much work you’ve done on a particular task, you can 
click it and check out its % Complete value.
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499Working with Tasks

 

Figure 2-5: 
Why 
stare at a 
bunch of 
completed 
tasks?

 

 ✦ Delete the task. This step works pretty well because it dumps those 
completed tasks in the trash. However, if you created a To-Do item by 
using a message or contact, then deleting the completed To-Do item 
from your Tasks list/To-Do List also removes the associated message/
contact. Probably not the best idea, but hey, you’re done with it, right? 
So why not delete it?

 ✦ Remove the flag. This action is usually reserved for To-Do items that 
you never wanted to create (for example, you flagged an e-mail by acci-
dent), so it’s not meant to be used to remove an old task from your 
Tasks list. However, if you created a To-Do item by using a message or 
contact, and you’ve completed the task and want to remove it from your 
list, then select the To-Do item and click the Remove from List button on 
the Home tab.

 ✦ Change the color of completed tasks. Frankly, I find the gray color that 
Outlook uses for completed tasks to be quite fine and unnoticeable. 
But maybe you want to notice them more, or maybe your eyes are just 
naturally attracted to gray and won’t notice blue or some other color as 
much. To change the color of completed tasks, click the File tab to dis-
play Backstage, and select Options from the list on the left to display the 
Outlook Options dialog box. Select Tasks from list on the left, and the 
Tasks options appear on the right. In the Task options section, select a 
color from the Completed Task Color palette. Click OK. Completed tasks 
are displayed in the color you selected.

Changing the color of overdue tasks
When you don’t complete a task by its due date, Outlook gets really angry 
and changes the task text to red in a pitiful attempt to get you to sit down, 
be quiet, and get the task done already. Okay, maybe it’s not so pitiful 
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502 Working with Tasks

 ✦ Click in the Flag column. Appears next to the task in the Tasks list, the 
Daily Task List, or the To-Do bar. After you click it, the flag changes to 
a check mark to indicate that you’ve finished the task. Completed tasks 
are removed from the To-Do bar.

 ✦ Click in the Complete column. Appears next to the task in the Tasks 
list, in most views. The column (when shown) isn’t marked as Complete, 
but a check box appears in the column, as shown in Figure 2-7. When 
you click the column to mark a task as complete, a small check mark is 
added to the check box.

 

Figure 2-7: 
Complete 
your task.

 

Complete column Flag column

 ✦ Right-click a task and select Mark Complete from the pop-up menu 
that appears. You can right-click a task in the Tasks list, Daily Task List, 
or To-Do bar to display this menu. Again, completed tasks are marked 
with a check mark.

 ✦ Update the % Complete to 100. You can make this change from many of 
the list views in Tasks by simply changing the value in the % Complete 
column. If the column isn’t visible in the current view, you can just open 
the task and change the % Complete value in the task form that appears.
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503Setting an Automatic Reminder for Tasks

Setting an Automatic Reminder for Tasks
To ensure that I get something done on time, I make sure that I’m reminded 
about it again and again. Of course, I can’t turn Outlook into my personal 
task-nagger, but I can turn it into something that’s pretty close. To tell 
Outlook that you want it to remind you to get a task done, follow these steps:

 1. Select the task or To-Do item in the To-Do bar, Tasks list, To-Do list, or 
Daily Task List.

 2. Click the Custom button in the Follow Up group on the Tasks list, 
Daily Task List, or Home tab.

  The Custom dialog box appears

 3. Select the Reminder check box, then select the date and time you 
want to be reminded from the drop-down lists, as shown in Figure 2-8.

  Make sure that you pick a date that allows you enough time to complete 
the task after Outlook pokes you in the side.

 4. Click OK to save your changes.

 

Figure 2-8: 
Set a 
reminder 
so that you 
complete 
a task on 
time.

 

If you set a reminder for a task, then eventually Outlook taps you on the 
shoulder and asks, “Um, got it done?” See Figure 2-9.

 

Figure 2-9: 
Outlook 
gently 
reminds you 
to get things 
done.
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504 Setting an Automatic Reminder for Tasks

The due date for the task appears at the top of the Reminder window. To 
review the details of the task or to change them, click Open Item. Click 
Dismiss to simply get rid of the reminder — after that, you’re on your own to 
get the task done on time. If you want Outlook to remind you again to finish 
the task, select an interval from the Click Snooze to Be Reminded Again In 
drop-down list and then click the Snooze button.

 

To redisplay the Reminders window, click the Reminders Window button on 
the View tab.
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Chapter 3: Spreading the Joy: 
Task Assignments

In This Chapter
✓ Assigning tasks to others and reclaiming those tasks

✓ Receiving progress reports on a reassigned task

✓ Dealing with tasks someone wants to reassign to you

✓ Sharing your tasks and viewing somebody else’s tasks

Lately, it seems like everybody has a lot to do. Whether it’s writing a 
report, attending a conference, viewing a new product presentation, 

or wooing a new client, you always have work to be done. Sometimes, no 
matter how good a scheduler you are, time simply gets away from you. At 
such times, it’s nice to know that you have co-workers to help share the 
load — provided you come bearing a good enough bribe.

Because Outlook comes equipped with a nice task master, it should be no 
surprise that it also includes a nice task delegator. By using Outlook, you 
can send requests to colleagues to take on a task — basically, reassigning 
the task to them. Of course, what goes around comes around because they 
can say, “Right back at ya!” and reassign tasks to you, too. Along the way, 
both of you can receive regular status reports that let you know just how 
lousy both of you are at getting anything accomplished.

In addition, just like your other Outlook folders, you can share your Tasks 
list. You may want to do so if you have a micromanager boss who likes to 
control every minute of your day or if you simply want to prove to him or 
her that you really are truly busy right now. In any case, this chapter shows 
you how to reassign tasks, accept reassignments, and share your Tasks list.

Assigning a Task to Someone Else
When needed — or hey, whenever you feel like it — you can reassign one 
of your tasks to someone else. At least, you can try. Here’s how it works: 
You create a task, make little progress, and then wake up one day with the 
brilliant plan of passing it on to someone else before your boss asks you 
whether you’ve finished working on it yet. So, you send out a task reassign-
ment, which comes in the form of an e-mail message. Here begins a game 
I call Pass the Hot Potato.
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511Checking the Progress of an Assigned Task

 

Figure 3-3: 
Set task 
reassign-
ment 
options.

 

 1. Click the Change View button on the View tab and select Assigned 
from the palette that appears.

  You can also click the Current View button on the Home tab to select 
Assigned view. This view displays only those tasks that you’ve reas-
signed, in a list view, like the one shown in Figure 3-4.Reassigned tasks 
also appear even if they have not yet been accepted or declined.

 

 You may want to try sorting any view by assignment and then taking 
the further step of grouping tasks. The approach groups the tasks by 
their owner and allows you to see both your tasks and any reassigned 
ones. For example, if you’re using Simple List view (which sorts tasks 
by due date), click the Assignment option in the Arrangement palette 
on the View tab to sort by task owner. To make this arrangement a bit 
more obvious, group your tasks by selecting Show in Groups from the 
Arrangement palette on the View tab.

  If you want to compare how many tasks you’ve reassigned to Betsy and 
how many to Robyn, you can sort the Assignment list by owner by click-
ing the Owner heading at the top of that column. You can sort by status 
to see how many tasks are nearing completion, or due date to see how 
many tasks are overdue. Slow down though, Quickdraw McGraw! You 
might need to add the Owner and Status columns to the view first. See 
Book VIII, Chapter 2 for more help on sorting and adjusting the view.

 2. After you locate a reassigned task that you want to check up on, 
simply double-click the task to open it up and view its details.
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518 Forwarding a Task Rather than Reassigning It

 3. In the To text box, type the address of the person to whom you want 
to forward the message.

  The Subject is already provided for you; it’s based on the task name. 
You can change it, if you want, by editing the text in the Subject box.

 4. Type a message in the message area.

 5. Click Send to forward the task and the message.

Now, what happens when the recipient gets your little package? Obviously, 
he or she needs to view the message first. The message includes the task 
listed as an attachment, as shown in Figure 3-9.

 

Figure 3-9: 
Here’s 
something 
else I want 
you to do.

 

Whether or not you open the message, here’s what the recipient can do with 
the attached task:

 ✦ To simply view the task: If the recipient simply clicks the attachment 
name (which appears in the message header), then the task details 
appear in the Reading pane (or message area, if the message is open). If 
the recipient double-clicks the attachment name, the familiar task form 
appears, but the task is not editable.

 ✦ To add the task to his or her Tasks list: The recipient doesn’t need 
to open the e-mail, but instead simply drag the attachment from the 
Reading pane and drop it on the Tasks button on the Navigation pane.

34_487730-bk06ch03.indd   51834_487730-bk06ch03.indd   518 6/18/10   4:07 PM6/18/10   4:07 PM





520 Sharing Your Tasks List

 ✦ Share the main Tasks folder with basically everyone on the network. 
You designate what everyone is allowed to do, such as View Only, or 
View and Edit. See the following section for details.

 ✦ Share either the main or a custom task folder almost completely. You 
share this folder with only the specific people you select. See the section 
“Sharing tasks with specific people,” later in this chapter.

Sharing tasks with everyone
 You can’t use the steps described in this section to share a task folder 

you’ve created all by your lonesome because you don’t send a sharing 
invitation by using this method, and you need to send a sharing invitation 
to share a custom folder. I know — what I just said probably doesn’t make 
much sense. I mean, just what is a sharing invitation? (I talk about sharing 
invitations and sharing custom folders in the upcoming section, “Sharing 
tasks with specific people”.) This section is for people who want to share 
their main Tasks folder. If you want to share a custom folder instead, you 
need to jump to the following section.

To share your main Tasks folder with everyone on the network, follow 
these steps:

 1. Click the Folder Permissions button on the Folder tab.

  The Tasks Properties dialog box pops up.

 2. In the Name list, click Default (see Figure 3-10).

 

Figure 3-10: 
See, it’s fun 
to share.
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522 Sharing Your Tasks List

 In this procedure, you share the folder and send a sharing invitation to the 
specific people you choose. For custom folders that you’ve created, you 
have only two access levels you can select from: Reviewer (which means 
they can view tasks only) or Editor (which means they can create, edit, 
delete, and view tasks, even ones they don’t create themselves). If you’re 
sharing your main Tasks folder in this way, you may want to provide recipi-
ents with only Reviewer status — at least, initially. After the sharing invita-
tion goes out, you can always change a particular person’s access level, as 
desired — see the following section.

To share a Tasks folder with a select few, first select it in the Navigation 
pane. You can share your main Tasks folder with just a few people by follow-
ing these steps, or a custom folder you’ve created. (If you want to share your 
main Tasks folder with everyone, see the preceding section.) After selecting 
a Tasks folder, follow these steps to share it:

 1. Click the Share Tasks button on the Folder tab.

  A message form appears, as shown in Figure 3-11. The form in the back-
ground of Figure 3-11 appears if you share your main Tasks; the form in 
the foreground appears if you share a Tasks folder you created.

 2. In the To text box, add the addresses of the people with whom you 
want to share this folder.

 3. Edit the Subject text if you like.

  Normally it shows Sharing invitation: Your Name – Folder Name.

 4. Type a message explaining the invitation, if you want, in the large text 
area at the bottom of the form.

 5. If you’re sharing your main Tasks folder, select the Request 
Permission to View Recipient’s Tasks Folder check box.

  By selecting this check box, you request permission to view each 
addressee’s Tasks folder, in return. Again, you’re granting them only 
Reviewer status (look, but don’t touch), so you’re asking them to grant 
you that same access in return.

  Using this e-mail message, you can’t request permission to access a spe-
cific folder within an addressee’s main Tasks folder, but you can send 
your own separate message requesting permission.

 6. If you’re sharing your main Tasks folder, make sure that the Allow 
Recipient to View Your Tasks Folder check box is selected.

  Otherwise, well, you won’t actually be sharing your tasks.

 7. If you’re sharing a folder that you created and want users to only view 
tasks (Reviewer access), deselect the Recipient Can Add, Edit, and 
Delete Items in This Tasks Folder check box.

  If you want them to be able to muck things up (by granting them Editor 
access), select the check box, instead.
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530 Creating a Complete Note

 1. Click the New Items button on the Home tab, select More Items from 
the pop-up menu that appears, and select Note.

  If you’re in the Notes module, you can click the New Note button, 
instead.

  A new, blank note window jumps out, and your cursor appears within it, 
ready for you to write something.

 2. Type the note.

  That’s right, just type to record your note, as shown in Figure 4-1. The 
first line of the note is important because it acts as a kind of note title 
and, in some cases, may be all you see prior to reopening the note. 
So, make that first line count. (By the way, you can copy stuff to the 
Clipboard and paste it into the note if you need to.)

 

Figure 4-1: 
Make a note 
of that.

 

 3. To resize the note window, click an edge or corner, and then drag.

 

 While you type, text automatically wraps within the note frame. 
However, if your note is really long, you may want to resize the note 
window so that you can see its text more easily.

 4. Format the note text, if you want.

  You can’t format a note, but you can create a kind of bulleted list by 
preceding each item with an o or a *. You can also change the text font, 
color, and size for all notes. See the section “Making Notes Look the Way 
You Like,” later in this chapter, for more information.

 5. When you’re done with the note, close it by clicking its Close button 
(the X).

 

 You can keep the note open as long as you want — while you keep work-
ing, adding more information when you finish that phone call, e-mail 
exchange, or meeting. Even if Outlook is minimized, you still can see 
your note because it’s in its own window.

After you close a note, it appears on the right in the Notes pane, as a small 
adhesive-note-type icon. To see the contents of a particular note, just dou-
ble-click it to open it right up. You can maximize the note window by double-
clicking the blue title bar that runs along the top of the window.
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535Passing Notes

Passing Notes
Hopefully, you have something useful to record in a note — other than this 
week’s grocery list, your gym locker combination, or your favorite laugh 
from Comedy Central. If so, you can easily share your pearls of wisdom with 
colleagues and friends. Follow these steps:

 1. Select the note you want to share.

  The note is highlighted.

 2. Click the Forward button on the Home tab.

  A new message form opens, with the note shown as an attachment 
(see Figure 4-4).

 3. Address the message, edit the Subject (if you want), and then type a 
message in the large text box.

  The default Subject comes from the title of your note.

 4. When you finish your message, click Send to send the message with 
its note attachment.

 

Figure 4-4: 
Hold the 
salt, pass 
the note.

 

The recipient, assuming that he or she has Outlook, can open the attach-
ment and read it or print it. He or she can also drag the attachment to the 
Notes icon and drop it, copying the note to his or her system.
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538 Organizing in OneNote

OneNote really helps you organize your life. For example, suppose you’ve 
just snapped some photos, taken notes, and recorded audio by using your 
cell phone during an important meeting. What should you do with all this 
related data? Consider offloading it all to the hard drive and then importing 
that data into OneNote, where you can group it logically.

Organizing in OneNote
OneNote is like a bunch of electronic notebooks. You can organize each 
notebook into sections by using tabs, like you might insert tabs into a school 
binder full of notebook paper. You can add as many note pages in each sec-
tion of a notebook as you need. Each page in a notebook is just like a piece 
of paper; you can click anywhere on the page, and then type text or insert 
a graphic, screen clip, audio file, Outlook item, or bits of wisdom from the 
Web. (See Figure 5-1.) If you have a pen tablet or a tablet PC, you can write 
or draw on it to add information to a page. Stuff that you add to a page, such 
as a note, gets placed inside a box onscreen that’s called a container. You 
use these containers to move stuff around on a page.

 A pen tablet is an accessary that you can connect to your computer. By 
dragging a pen-shaped stylus over its flat surface, you can write, select, and 
draw with amazing ease. A Tablet PC is a lightweight computer whose size 
may range from that of a checkbook to a legal pad. Typically, each tablet 
PC is equipped with a touchscreen that enables the user to write, select, or 
draw by dragging a finger or a pen-shaped stylus across the front of it.

You start out by picking a page on which to put some stuff. (You can find out 
more about how to navigate around OneNote and locate a page in the follow-
ing section.) However, if you just have to write something down right now, 
and you don’t want to think about which notebook or section it should go 
into, you can place it in the Unfiled Notes section until you can find or create 
a place for it. Click the Unfiled Notes button at the bottom of the Navigation 
bar to jump to that section.

Even after you put something on a page, you can still reorganize it however 
you want, dragging and dropping directions next to a map, or moving a pic-
ture of a digital camera next to a bulleted list you’re compiling of Web sites 
that offer the camera and various accessories for sale. To move a note or 
other object, click the top border of its container to select the object, and 
then drag it around on the page until you find its new home.
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Figure 5-2: 
List all those 
notebooks.

 

Collapse Navigation Bar button

Section tabs

Expand Notebook list

Navigation bar

Collapse Notebook List Expand Page tabs

Creating a Notebook
OneNote starts you out with one notebook for the best part of your life: 
Personal. You don’t have to use the Personal notebook, but it makes 
sense to use it— at least, until you feel comfortable enough to create your 
own notebooks. To change to a particular notebook, click its icon on the 
Navigation bar. The Personal notebook is already divided into sections, with 
little tabs marking each section. You can rename the section tabs or remove 
them and add your own sections (see “Adding a Section” and “Renaming 
or removing sections” later in this chapter, for help with sections). You 
can also create your own notebooks, regardless of whether you keep the 
Personal notebook.
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542 Creating a Notebook

To create a new notebook, follow these steps:

 1. Click the File tab to display Backstage, and select New from the list on 
the left.

  The New Notebook options appear on the right, as shown in Figure 5-3.

 

Figure 5-3: 
Create 
a new 
notebook.

 

 2. Select where to store the new notebook from the Store Notebook On list.

  You have several options:

 • Web: Allows you to share the notebook with others or just your-
self, through Windows Live SkyDrive Located at skydrive.live.
com, Windows Live SkyDrive is a place where you can keep your 
documents so you can access them from anywhere with in Internet 
connection, You can also share the documents on Windows Live 
SkyDrive with your Live contacts (or with the public), making it a 
perfect place for collaborating on OneNote notebooks, Office docu-
ments, and anything else you can think of. You need to register for a 
Windows Live ID to use this service, but it’s free.

 • Network: Allows you to share the notebook with your work col-
leagues through the office network

 • My Computer: Probably the most common option, which stores the 
notebook close to home, on your computer
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 3. Type a name in the Name text box.

 4. Specify where you want to create the notebook in the Location text box.

  How you specify location depends on what storage area you selected in 
Step 1:

 • On the Web: The Web Location (Windows SkyDrive) is already 
selected for you, so with this option you don’t need to do a thing.

 • On your company network: Click Browse and select a shared folder 
from Select Folder dialog box that appears, then click Select.

 • To store on your computer: Click Browse and select a folder from the 
Select Folder dialog box that appears. Click Select.

 

 To quickly create a new shared notebook, click the New Shared 
Notebook button on the Share tab. The New options in Backstage 
appear, with the Web option selected, but if you prefer to share this new 
notebook through your company’s network, you can select Network 
from the Store Notebook On list if you like.

 5. Click the Create Notebook button.

  The new notebook pops open in OneNote, as shown in Figure 5-4. A 
button for the new notebook appears on the Navigation bar, below all 
the other notebooks. The name on this button matches the Name you 
typed in Step 3. You can move the Notebook button up in the Navigation 
bar, if you like, by simply dragging and dropping it. The current note-
book is represented by an open book icon on the Navigation pane; when 
the notebook is not active, it appears as a closed book icon.

When you create a new blank notebook, it has one section (called New 
Section 1) that contains a single, blank page. Give the section tab a name by 
double-clicking the tab and replacing the New Section 1 text. To name the 
new page, type something in that little oval-looking thing that you see at the 
top of the page. The page title then appears on the right, on the page’s tab. 
Until you type a page title, the page tab says Untitled. If you don’t type any 
title in the oval, OneNote just uses the first sentence that you type on the 
page itself as the page title and displays that text on the page tab. After you 
add more pages to this section, you can click this tab to jump right back to 
this page at any time. You’re probably itching to get something down on that 
nice, empty page. Go ahead; all you have to do is click anywhere you want 
on the blank page and start typing.

Each item on a page is saved within its own container. So, if you start typing on 
the page, a box forms around what you type. Text automatically wraps within 
the box, and the box expands to fit the width of the page and the depth of your 
text, so you have no sizing problems there. The containers surround every 
object — not just text, but also graphic images, Outlook items, drawings, and so 
on. You can use these containers to move things around; click the top of a con-
tainer to select everything in it, and then drag the container to move it.
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Next, you can add content to the page. That content can be in the form of 
text, audio, video, graphic images, charts, tables, bulleted or numbered lists, 
and just about anything else you can think of. Throughout this chapter, I 
show you how to add stuff to a page, but to add a quick note, see the section 
“Taking a Note,” later in this chapter.

Renaming, rearranging, or removing pages
After creating a few pages, you might want to make some changes such 
as these:

 ✦ To rename a page, edit the text displayed in the oval at the top of 
the page.

 ✦ To remove a page (or subpage) and its contents, right-click its tab over 
there on the right, and choose select Delete from the pop-up menu 
that appears. 

 

 You can restore a page you’ve deleted by accident (and its contents 
too), as long as you haven’t emptied the Recycle Bin for this notebook. 
See Book VI, Chapter 6 for more information on the Recycle Bin.

 ✦ To rearrange the order of the pages in a section, click a page’s tab, 
drag it up or down the list of page tabs, and drop it where you want it. 
To move a page to a different section, drag the page tab onto a section 
button on the Navigation bar and drop it, or drag and drop it on a sec-
tion tab at the top of the window.

Adding subpages
If you just want to continue what’s on a page, you can stretch out the current 
page or add a subpage. A subpage has its own title and appears as a small 
page tab on the right, below the main page’s full tab. You can move, copy, 
delete, and e-mail a page and its subpages like they’re one unit.

To create a subpage, follow these steps:

 1. Click the down arrow on the New Page button.

 2. Select New Subpage from the pop-up menu that appears.

  A new subpage is created, and its tab appears below the current page’s 
tab in the page list, as shown in Figure 5-5. A subpage is just like any 
other page — you can put whatever you want on it.

Here are some tips for working with subpages:

 ✦ To select a main page and all its subpages: Double-click the main 
page’s tab. You can then move, copy, delete, or e-mail all the pages in 
the group.
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Figure 5-5: 
A subpage 
appears 
below the 
main page.

 

 ✦ To make an existing page into a subpage: Right-click the page tab and 
select Make Subpage from the pop-up menu that appears. You can use 
this command on a main page (to create a subpage) or on a subpage (to 
create a sub-subpage).

 ✦ To return a subpage to main page status (or to raise a lowly sub-sub-
page into a subpage): Right-click the subpage’s tab and select Promote 
Subpage from the pop-up menu that appears.

 ✦ To temporarily hide the subpages below a main page: Right-click the 
main page’s tab and select Collapse Subpages from the pop-up menu that 
appears. Right-click the main page’s tab and select Expand Subpages 
from that same pop-up menu to redisplay the subpages once again.

Adding a New Page by Using a Template
Instead of adding a boring white page to a notebook, you can jazz things up 
by adding a new page that has a fancy background or some sample struc-
ture. You simply need to apply a template when you create the page. Some 
templates include text sections to get you started on that page. For example, 
a Project Overview page has a place for the project name and description, 
and a bulleted list for the project goals. To add a new page to a notebook by 
using a template, follow these steps:
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If you’re not sure where you want to file your new note, you can change to 
the Unfiled Notes notebook by clicking its icon on the Navigation bar, and 
then create the note.

You can also resize or move the container:

 ✦ Resize the container to keep the text in a specific area. Move the 
mouse pointer over the right side of a container, and when it changes to 
a two-sided arrow, click. Drag the right edge of the container left or right 
to make the container larger or smaller as needed. Similarly, you can 
drag a container’s bottom edge up or down to resize it.

 ✦ Move the container around on the page. Move the mouse pointer over 
the top edge of the container and when it changes to a four-headed 
arrow, click and drag the container wherever you want on the page. To 
move the container to a different page, section, or notebook, you need 
to cut and paste it.

Creating a Linked Note
By using OneNote 2010, you can now create automatic links to Web pages, 
Word documents, PowerPoint presentations, and even other pages within 
OneNote. So, while you’re browsing through the latest sales report in Word, 
you can take notes in OneNote on the latest sales figures and create an auto-
matic link back to the report file. Later, when you scan through your notes 
in OneNote and notice a link icon, you can hover the mouse pointer over the 
link icon to reveal a small thumbnail of the Web page or document the link 
points to, as shown in Figure 5-10. As you learn in this section, you use this 
thumbnail to jump to the Web page or document the link points to.

 

Figure 5-10: 
Link Web 
pages, 
documents, 
and 
presenta-
tions to the 
notes you 
take.

 

Link icon
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561Inserting an Image from a Scanner or Digital Camera

if the document has more than one page, you see more than one picture. 
And yes, they’re pictures, which means that you can drag them around and 
resize them just like you can any other picture on a notebook page. (See the 
section “Inserting Images,” later in this chapter, if you need help with that 
process.)

 OneNote can search the text of a picture-page and help you find something 
in it if you need to. This feature is real handy when you insert as a printout 
some lecture handouts or some kind of technical document that you need to 
reference. See Chapter 6 of this minibook for help.

Suppose someone sends you a copy of a note page from OneNote, and you 
see one of these funky picture-pages on it. You can double-click the icon or 
click the link to open the document so that you can print or edit it. If you 
don’t have access to the file’s location, however, don’t despair. You can 
still copy the contents of the picture-page and paste it into a document to 
create a file of your own that you can edit, print, or do anything else with. 
Just right-click the picture-page and select Copy Text from This Page of the 
Printout from the pop-up menu that appears. If the document is a series of 
picture-pages in the notebook, rather than just one page, then select Copy 
Text from All the Pages of the Printout, instead.

Inserting an Image from a Scanner or Digital Camera
You can scan a document and place it directly into OneNote as a picture-
page, if you like. You can also insert an image directly from your digital 
camera. Follow these steps:

 1. Click the Scanner Printout button on the Insert tab.

  The Insert Picture from Scanner or Camera dialog box appears.

 2. Select the scanner or camera to use from the Device list.

 3. Select the quality you want in the scan (Web or Print) by clicking 
either the Web Quality or Print Quality radio button in the Resolution 
section of the dialog box.

  Web Quality is 72 DPI, and Print Quality is 300 DPI. The more dots per 
inch, the higher the quality, so if you plan on printing your OneNote 
pages, select Print Quality. Otherwise, Web Quality (which works for on-
screen display purposes) should do just fine.

 4. To add the scanned image to the Clip Organizer in Office, select the 
Add Pictures to Clip Organizer checkbox.

 5. Click Insert (to insert a scanned document) or Custom Insert (to insert 
an image from a camera or to set options for a scan).
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Figure 5-16: 
Make that 
text pretty.

 

Bulleted list Numbered list

A lot of my note-taking involves making lists, so if you’re like me, you make 
lists like crazy. Here’s how:

 ✦ Create a bulleted list. Click where you want to start the list, click the 
arrow on the Bullets button, and then select a bullet style from the 
pop-up menu that appears. Type each item on its own line; press Enter 
to create the next item.

 ✦ Create a numbered list. Click where you want the list to appear, click 
the arrow on the Numbering button and select a number style from the 
pop-up menu that appears, and then type each item, pressing enter to 
add the next item.

 Rather than a bulleted or numbered list, you can create a list of To-Do items 
by applying the To-Do tag, which inserts a check box in front of the items 
you apply the tag to. The check boxes allow to you check off items in such a 
list when you get them done. Alternatively, you can create tasks in OneNote 
that appear in Outlook’s Tasks list. See Chapter 6 of this minibook for more 
info on using tags or creating Outlook tasks.
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Creating a table
I seem to create a lot of tables — mine are like long lists that just happen to 
like standing in neat columns. If you’re not sure what a table is, take a look at 
Figure 5-17. To create a table, follow these steps:

 1. Click the Table button on the Insert tab.

  When you click the Table button, a palette of squares appears

 2. Drag over the squares to select the number of columns and rows you 
want for your table.

 3. Type column headings, one per square (cell), across the first row.

  If you plan to add row headings down the first column, then start in the 
second cell in the first row with your column headings, as shown.

 4. After entering headings, type the data in the empty cells.

  To move from cell to cell in a row, press Tab. You can also just click in 
each cell.

 

Figure 5-17: 
Table that 
idea.

 

Column headings

Row headings
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You can copy a table directly from an Excel worksheet in order to collect its 
data together with other notes and material on the same client, project, or 
job. Just open the Excel worksheet you’re interested in, drag over the cells 
in the worksheet to select them, and then click the Copy button on the Home 
tab. Switch over to OneNote, click in the page where you want the Excel data 
to appear, and click the Paste button on the Home tab. The Excel data 
appears in a table, and a link to the Excel workbook appears just below the 
data on the page.

After creating a table in OneNote, you can make changes to it however you 
want, using the buttons on the Table Tools Layout tab:

 ✦ To insert a column: Click inside the table, and then click either Insert Left 
or Insert Right to add a column to the left or right of the current cell.

 ✦ To add a new row at the end of the table: Simply click in the last 
column of the last row, and then press Enter.

 ✦ To add a new row somewhere in the middle of a table: Click in any 
row and click either Insert Above or Insert Below to add a row above or 
below the current cell.

 ✦ To delete a column or row (and everything in it): Click in that column 
or row, and then click either Delete Columns or Delete Rows.

 

Borders appear around each cell in the table, but you don’t have to stare at 
them. To turn borders off, click the Hide Borders button on the Table Tools 
Layout tab.

Adding space to a page
After you type a bunch of notes or add graphics, audio files, and such, you 
may want to add extra space to the bottom of a page. You can do so easily 
by clicking the Scroll Down by Half Page button at the bottom of the vertical 
scroll bar. To add space between notes or any object, click the Insert Space 
button on the Draw or the Insert tab. Then, click and drag to expand the 
space between objects, as shown in Figure 5-18.

Updating the date or time
A date and time normally appear below the page title (although they can be 
removed if desired). This date and time are set when you create the page, 
and they don’t change, even if you update the page with new information. To 
change the date or time that appears at the top of a page, follow these steps:

 1. Click the date or the time that you want to change.

  A Calendar or Clock icon appears just to the right of the date or time 
you clicked.

36_487730-bk06ch05.indd   56636_487730-bk06ch05.indd   566 6/18/10   4:08 PM6/18/10   4:08 PM





568 Writing and Drawing Notes by Hand

Writing and Drawing Notes by Hand
If you have a pen tablet attached to your computer or you use a tablet PC, 
you don’t have to be confined by a keyboard when collecting your thoughts 
in OneNote. Working in conjunction with a touch-enabled operating system, 
such as Windows 7, OneNote allows you to write your notes freehand and 
draw, doodle, circle something, or highlight an important idea by including a 
star or arrow. Follow these steps:

 1. To activate the pen so that OneNote doesn’t treat it as just another 
mouse, click the More button in the Tools group on the Draw tab and 
select a pen or highlighter from the Tools palette that appears, as 
shown in Figure 5-19.

  This palette offers a variety of thick and thin pens, along with some wide 
highlighters that use semitransparent digital ink.

 

 You can design your own pen by selecting Color & Thickness Options 
and selecting a color/thickness from the dialog box that appears.

 

Figure 5-19: 
Choose a 
pen.

 

Tools palette

 2. Draw on the tablet surface to create text or a doodle.

  You can also write a math equation, if you want.
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 • The entire page: Click the page’s tab.

 • A note container: Click the top border of the note’s container.

 • Within a note container: Click the Select & Type button on the Draw 
tab, and then drag over just the text you want to convert or double-
click a single word to select just that word.

 2. Click the Ink to Text button on the Draw tab.

  The selected handwritten text is converted to editable text.

 3. If OneNote converts a handwritten word to something other than what 
you want, then edit it, as needed.

To convert an equation, follow these steps:

 1. Select the math to convert.

  What you want to select decides how you select it:

 • The entire page: Click the page’s tab.

 • A note container: Click the top border of the note’s container.

 • Within a note container: Click the Select & Type button on the Draw 
tab, and then drag over the math equation that you want to convert 
or double-click a portion to select just that part.

 2. Click the Ink to Math button on the Draw tab.

  OneNote turns your written equation into a text one.

 3. Make corrections, as needed.

  The equation appears in the Insert Ink Equation dialog box, as shown in 
Figure 5-20. You can make these corrections:

 

Figure 5-20: 
Correct the 
math.
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578 Adding Audio or Video

 4. When you finish, click the Stop button on the Recording tab.

  OneNote creates an audio (.wma) or video (.wmv) file. The icon on the 
page represents this file.

To play the recording, double-click its icon.

A dialog box may appear, asking if you want to allow OneNote to search 
the text spoken in the audio or video recordings. If so, click Enable Audio 
Search, although doing so is not always a guarantee that OneNote will find 
what you’re looking for when you search for this same recording at a later 
time because OneNote may not understand each word in the recording (and 
thus may not be able to find that word when searching). See Chapter 6 of 
this minibook for help in searching.

If you select the See Playback button on the Playback tab, then while the 
recording plays, notes you may have typed during that recording are high-
lighted at the same point in the recording at which you made them origi-
nally. In Figure 5-23, for example, the note Thom – Great Idea for Market 
Rollout is highlighted when the part where Thom describes his idea for the 
upcoming rollout is played in the audio file. If you want to jump directly to 
a spot at which you made a note, hover the mouse pointer over the note to 
make a Play button appear just to the left of the text. (Again, see Figure 5-24.) 
Click this button to start the recording.

 

Figure 5-24: 
Play your 
recording 
back.

 

The recording stops automatically, although you can stop it early by clicking 
the Stop button on the Playback tab. Click the Pause button on the Playback 
tab to pause the playback temporarily; click the Pause button again to 
resume.
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Figure 6-1: 
Here’s your 
schedule for 
today.

 

Previous Day

Next Day

Creating an Outlook Task on a Page
You can create a task on a note page in OneNote, which also adds that task 
to the Outlook Tasks list. If you check off the task in OneNote, it’s checked 
off on the Outlook Tasks list, too. If you spend a lot of time in OneNote, you 
don’t need to switch back and forth just to check on a task.

 If you don’t want to involve Outlook in tracking tasks that you create in 
OneNote, you can tag an item with a To Do tag, which creates a check box 
that you can use to track things to do. See the section “Tagging Important 
Information,” later in this chapter.

To add a task to a OneNote page and Outlook’s Task list, follow these steps:

 1. Type the task on a OneNote page.

  For example, click a page and type Update slide #4 in Sales 
presentation or Send meeting notes to Alice. You don’t have 
to select the text, but just keep the cursor in the note container.

 2. Click the Outlook Tasks button on the Home tab. From the submenu 
that appears, select a due date, such as Today or Next Week.

  A task flag appears next to the description that you typed in Step 1. You 
can view the task details by hovering the mouse over the description. 
(See Figure 6-2.)
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590 Sharing Notebooks

  The current notebook appears in the Select Notebook list.

 2. If you want to share a different notebook, open the Share Notebook 
drop-down list and select the notebook you want to share.

 3. From the Share On list, select where to store the shared notebook.

  You have several options:

 • Web: Allows you to share the notebook with others through 
Windows Live SkyDrive. Located at skydrive.live.com, Windows Live 
SkyDrive is a place where you can keep your documents so that they 
can be accessed from anyplace with an Internet connection, Based 
on the location on Windows Live SkyDrive that you select to store 
this notebook (see Step 4), the notebook is either shared with your 
Live contacts only or with the public. You need to register for a 
Windows Live ID to use this service, but it’s free.

 • Network: Allows you to share the notebook with your work col-
leagues through the office network.

 4. Specify where you want to share the notebook.

  How you specify location depends on what storage area you selected in 
Step 3:

 • On the Web: The Web Location (Windows SkyDrive) is already 
selected for you, so with this option you don’t need to do a thing.

 • On your company network: Click Browse and select a shared folder 
from Select Folder dialog box that appears, then click Select.

 5. Click the Share Notebook button.

  A dialog box appears, telling you that OneNote is synching the shared 
copy with the original. This means that OneNote is ensuring that the 
copy you are sharing has the same contents as your original.

 6. Click OK to dismiss the dialog box.

 7. Right-click the shared notebook’s icon in the Navigation bar and 
select Copy Link to Notebook from the pop-up menu that appears.

  This step lets everyone know where your shared notebook is located so 
that they can open it in their copies of OneNote.

 8. Start a new e-mail message in the Mail module of Outlook, paste the 
link into the text, and send it off to the people with whom you want to 
share the notebook.

 The people you invite to share your notebook must have access to the 
shared folder.

Synchronizing changes
If you get an e-mail notifying you of a shared notebook, just click the link in 
the message to open that notebook in OneNote. When more than one person 
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593Sharing Notebooks

You can also view changes by author. Follow these steps:

 1. Click the Find by Author button on the Share tab.

  The Search Results pane displays the names of the people who’ve made 
changes to the notebook.

 2. Click the right-pointing arrow in front of a user’s name to expand the 
listing for that user and view his or her changes.

 3. Select a page in the Search Results pane to view that page.

  The page appears on the left, with changes made by the selected user 
highlighted in dark yellow. Review them, and then select a different page 
to review from the Search Results pane, if you want.

 4. Repeat Steps 2 and 3 to review a different user’s changes.

 5. Close the Search Results pane by clicking its Close button.

  The highlights are removed, along with the Search Results pane.

 

If you click the Hide Authors button on the Share tab to turn it off, then the 
initials of the user who made a change on the page appears to the right of 
that specific change.

Dealing with different versions of a page
With several users making changes to the same notebook, it’s not impossible 
to imagine that they might make changes to the same page. What you see 
when you view a notebook, however, is the latest edition. To review previ-
ous versions of the current page, follow these steps:

 Previous versions of pages are not saved unless the history for a notebook is 
activated, which it normally is. You can, however, save a lot of storage space 
by not saving this history. To deactivate the history function for a notebook, 
click the Page Versions button on the Share tab and select Disable History 
for This Notebook from the pop-up menu that appears.

 1. Click the Page Versions button on the Share tab and select Page 
Versions from the pop-up menu that appears.

  The versions for the page are listed like page tabs (but with the date of 
that version) on the right, below the page tab.

 2. Select a version tab to view it.

  The selected version of the page appears on the left. 

 3. (Optional) Click the yellow InfoBar at the top of the page to restore or 
delete this version of the page.

  A drop-down menu appears. You have several options to choose from:
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599Securing Your Notes

 3. Select the security options that you want.

  The security options appear in the Passwords section. You have a few 
options from which you can choose:

 • To lock a section again after a certain amount of time passes: Select 
Lock Password-Protected Sections After I Have Not Worked in 
Them for the Following Amount of Time check box, and then set the 
amount of time you want from the drop-down list.

 • To lock a section immediately after you change to a different section: 
Select the Lock Password-Protected Sections as Soon as I Navigate 
Away From Them check box.

 • To allow other applications to access data in unlocked sections: Select 
Enable Add-On Programs to Access Password Protected Sections 
When They Are Unlocked check box.

 4. Click OK.

 

If you have to leave your computer for a moment and want to lock all your 
password-protected sections so that no one can access them, right-click one of 
those sections, select Password Protect This Section from the pop-up menu that 
appears, and in the newly-visible Password Protection pane, click Lock All.

Removing the password protection
You can remove a password from a section, if it becomes too much of a 
bother. To remove a password, follow these steps:

 1. Change to the section whose password you want to remove by 
clicking the section’s tab, or selecting that section’s name in the 
Navigation bar.

  If the section is locked, type your password to unlock the section.

 2. Right-click the section tab, or the section name in the Navigation 
bar, and select Password Protect This Section from the pop-up menu 
that appears.

  The Password Protection pane appears.

 3. Click the Remove Password button.

  The Remove Password dialog box appears. To remove the password, 
you have to prove you know it.

 4. Type the password in the box provided and click OK.

Changing the password
You can change a password, something you may want to do if you suspect 
that your password is no longer that secure. To change a password, follow 
these steps:
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609Searching for Data

 2. Open the Search drop-down list at the bottom of the pane and select 
the area you want to search.

  For example, select This Section or This Week’s Notes.

 3. If you change the scope of the search in Step 2, click Refresh Results 
to have OneNote search this newly defined area.

 4. Click an item in the list to display it on its page on the left.

 

If you click the Create Summary Page button at the bottom of the task page, 
a new page is added to the current section, behind the existing pages in the 
section. The page that’s created simply contains a copy of the items in the 
task pane, in their current order.
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Chapter 1: Minding Your Business 
Contact Manager

In This Chapter
✓ Looking at Business Contact Manager, versus Outlook

✓ Figuring out whether BCM can work for you

✓ Using Business Contact Manager

✓ Importing contacts into BCM

While Microsoft was creating the world of personal computing, it real-
ized the use of cool software could prevent disorganization, and 

so the company created Outlook. Computer users everywhere rejoiced 
because Outlook helped them organize their contacts and calendars.

But hark! Microsoft soon heard rumblings about a new type of software — 
Customer Relationship Management, or CRM. The newly organized wanted 
to become even more organized. Business people wanted to manage their 
relationships with their customers (or prospects or leads or vendors) so 
that all their employees could see who’s done what to whom, what the busi-
ness has promised and delivered, what money the business owes, and what 
receivables the business has coming in. Even nonprofit organizations and 
soccer moms felt a need to share contact and calendar information with 
other people.

Enter Business Contact Manager (BCM). BCM is the entry-level CRM 
program that Microsoft has integrated into the Microsoft Office Professional 
Plus 2010 suite version of Outlook. BCM is built right into that version of 
Outlook as another Address Book.

Comparing BCM and Outlook
You’re probably wondering what the difference is between Outlook and 
Business Contact Manager. We like to think of BCM as Outlook on steroids. 
Here’s a list of the main power features in BCM:

 ✦ In addition to Contact Records, you can create Account Records in 
BCM. Think of an Account Record as a master record that contains 
information about a company, rather than an individual.
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616 Getting Started in BCM

 

Figure 1-1: 
The 
Business 
Contact 
Manager 
window.

 

 2. Click the Manage Databases icon, and then choose Create or Select a 
Database from the options that appear (see Figure 1-2).

  The Create or Select a Database Wizard opens.

 3. Click the Create a New Local Database option.

  The Create a New Local Database Wizard advances to the Create a 
New Local Database window, shown in Figure 1-3.

 4. Enter the name of the new database into the text field, and then 
click Create.

  You may want to name your database something that you can pick out 
of a crowd, such as CoolBeans or LetsMakeMoney. You also should 
avoid spaces in the name, as well as characters such as @#$%^&*, 
especially if you don’t want your computer to think you’re swearing at it. 
If you don’t suggest a name, Business Contact Manager suggests one for 
you: MSSmallBusiness.

  After you click Create, BCM creates your database and takes you to the 
Business Contact Manager Dashboard window.

 When you create a database, it opens automatically. Don’t sweat when your 
old one disappears. You can find out how to switch between databases in 
the following section.
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Figure 1-6: 
Deciding 
the kind of 
records that 
you want to 
create 
in BCM.

 

 

Figure 1-7: 
Mapping 
the import 
file fields 
to the BCM 
contact 
fields.
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625Importing Contacts into BCM

 • Auto Map: If you click the Auto Map button, any fields from your 
import file that identically match a BCM field appear in the Mapped 
From column. (The import fields are on the left, and the BCM fields 
are on the right.)

 • Manual mapping: Map an Import Fields entry to the Available 
Fields in BCM by dragging the entry from the From column to the 
To column. Figure 1-7 shows several examples of manually mapped 
fields. We mapped the Import Fields entry Categories to the Available 
Fields entry Category. When you map fields, those entries disappear 
from the Import Fields list.

 • Map to New Field: To import information into your database for 
which BCM doesn’t have a field, click an Import Fields entry and click 
the Map to New Field button. Fill in the necessary field information in 
the Add a Field dialog box that opens, and then click OK.

 10. Click OK, and then Import, to continue to the end of the Import 
Business Data Wizard.

  You get to sit back and watch a moving graphic that illustrates how your 
data information is flying from your import file into the arms, er, fields of 
BCM. When your data finishes flying through cyberspace, you’re treated 
to a congratulatory message. Too bad it doesn’t include champagne and 
bon bons!

 11. Click Close when the Importing Complete message appears.

  Give yourself a really big pat on the back — you deserve it!

Moving contacts from Outlook
Entering new contact data into BCM can be a drag — but not if you can drag 
that data into your database from Outlook. For your next trick, you can magi-
cally transform Outlook contacts into BCM Business Contacts or Accounts. 
Just drag yourself through the following steps:

 1. Click the Contacts folder on Outlook’s folder list.

  You’ll be able to view your Outlook contacts in Outlook’s main screen.

 2. Select the contacts that you want to transform into Business Contacts 
or Accounts.

  You have a couple of options for selecting contacts:

 • To select all contacts, hold down the Ctrl key and press the A key on 
your keyboard.

 • To select only some contacts, hold down the Ctrl key and click the 
contacts that you want.

 3. Right-click and then drag the selected contacts to either the BCM 
Business Contacts or Accounts folder.
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628 Working with Business Contacts

Adding a new Business Contact
BCM comes configured out of the box with more than 50 fields of data that 
you can store about each contact. You can add more fields if you want to 
customize BCM to better fit your needs. In addition, BCM provides you 
with forms to use when you enter either a Business Contact or a Lead. You 
can also add additional forms to create specific types of Business Contacts 
records, such as Employees or Enemies.

Follow these steps to add a new Business Contact:

 1. Click the Business Contacts folder in the Folder list.

 2. Click the New Business Contact icon on the Home section of the Ribbon.

  Alternatively, you can click the New Items icon in the Home section 
of the Ribbon, select Business Contacts from the pop-up menu that 
appears, and then select either Business Contact or Lead. 

  Either way, a blank Business Contact record form opens to the General 
tab. Enter all the pertinent info for your new contact in this area, as 
shown in Figure 2-1.

  If you added your own Business Contact forms, you might also see 
choices such as Employee or Enemy.

 3. Start filling in your tidbits of information.

 

Figure 2-1: 
Adding 
a new 
Business 
Contact 
record.
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629Working with Business Contacts

  The only field you must enter is the Full Name field. However, this field 
is just the proverbial tip of the BCM Contact iceberg. A few things aren’t 
apparent to the naked eye, so we want to point them out:

 • Full Name button: Click this button to bring up a dialog box in which 
you can enter a contact’s title (Mr., Mrs., and so on); first, middle, 
and last name; and suffix (Jr., Sr., and so on). You can see what we 
mean by giving Figure 2-2 a gander.

   

You might notice the Show This Again checkbox at the bottom of the Check 
Full Name dialog box. Check this if you’d like to have BCM automatically 
prompt you any time there is a confusion as to a contact’s first, last and 
middle name.

 • File As: Outlook uses this field to sort the name in list views of 
contact names.

 • Company: You might want to avoid this one. The Account field 
serves the same purpose and gives you the added benefit of linking 
all the same contacts with the same Account together.

 • Account button: Opens all the Account records if you need to link the 
Business Contact record to an Account record. In addition, if you input 
the name of an existing Account in the Account field, BCM automatically 
creates a link between the Contact record and the Account record.

 

Figure 2-2: 
The Check 
Full Name 
dialog box.

 

 • E-mail button: BCM stores up to three e-mil addresses per Contact. 
Just click the drop-down arrow to switch between the addresses.

 • Web Page Address: A hyperlink; fill in your contact’s Web site, give 
it a click, and your browser will open to the site.

 • Phone Numbers: BCM has room for more phone numbers than you 
can shake a stick at — or at least nearly 20 of them, including every-
thing from mobile phone to assistant’s direct line. And, if you need 
more, you can add them. If you click the down arrow to the right of 
one of the phone field labels, you can select which number you want 
to use. Although you can store 19 phone numbers, you can display 
only three numbers at a time. Clicking the phone label also allows 
you to change the country code for that contact in case the contact 
is located somewhere other than in the United States.
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630 Working with Business Contacts

 • Addresses: This field works the same way as the Phone fields. 
Clicking the drop-down arrow lets you select a different set of 
address fields — Business, Home, or Other.

  Several of the other fields include drop-down arrows so that you can 
select a value from the drop-down list, thus ensuring that you enter 
your information consistently. If you’re familiar with the options in 
the drop-down list, you can simply type the first letter or so of your 
intended info, and poof! BCM fills in the rest of the information 
automatically.

 • Picture: Click this field to call up a dialog box that you can then use 
to search your hard drive for a photo (or icon or logo) of that person 
to include as part of the Business Contact record. This picture is also 
sent to your smartphone when you sync.

 • Initiated By button: Click this button to link this contact to another 
Contact, Account, or Marketing Activity. You can use this button to 
keep track how this contact came into your world.

 • Comments: Use this field to add any pertinent comments you might 
have about the contact such as “he’s really a nice guy” or “don’t 
mention his ex-wife.” You can even click the Add Timestamp button 
if you’d like to record the exact date and time of your comment.

 4. Click the Details icon in the Show section of the Ribbon.

  You can fill in a few more fields about the Contact, including job info; 
personal stuff, such as birthdays and anniversaries; and communication 
preferences. You can view these options in Figure 2-3.

 5. (Optional) Fill in additional information on any custom-defined tabs 
that you or someone else in your organization might have created.

  The object of the game is to paint as vivid a picture of your Contact 
as possible.

 6. Click the Save & Close icon when you finish entering your contact 
information.

  Or click the Save & New button if you had so much fun adding one 
Contact that you just can’t wait to do it again. Outlook saves the record 
you entered and presents you with a new, blank Business Contact 
screen so that you can start working on your next victim.

Making changes to a Business Contact
You’ve worked really hard at adding all sorts of new contacts to your data-
base. Life is good. The birds are singing. Time to go try out that new putter. 
However, even the best-laid plans of mice, men, and golf carts can get 
messed up. Perhaps one of your clients has the audacity to change his e-mail 
address, and another one changes her phone number. You may even have a 
lowdown, nasty former client decide to take his business elsewhere — and 
you can’t wait to remove all remnants of him from your database.
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hour, and then storm into your boss’s office complaining that you’re over-
worked or underpaid. Follow these steps:

 1. Click the Accounts subfolder on the Folder list under the Business 
Records folder of the Business Contact Manager section of the 
Navigation Pane.

 2. Find the Account to which you want to add a Business Contact.

 

 Haven’t set up any Accounts yet? If you’re not sure how to create a new 
Account take a look at the next section “Getting the 411 on Accounts.”

 3. Double-click the Account to open it.

  The Account record should swing open at this point.

 

 You right-clickers in the crowd may prefer to right-click an Account 
record and choose Create➪New Business Contact from the menu that 
appears, then skip to Step 6.

 4. In the Business Contacts section, click the Add button.

  The Business Contacts section appears way at the bottom of the Account 
screen. When you click the Add button, a list of all existing Business 
Contacts who aren’t already linked to an Account record appears.

 5. Click the New button.

  A new Business Contact record opens, just like magic. And, just like 
magic, the address and phone information are already filled in. The 
Account name appears in the Account field, and the Web site address is 
in the Web page field. Talk about automation!

 6. Fill in the Business Contact’s name, phone extension, and any other 
information that’s pertinent just to him or her.

  BCM is pretty good, but it’s not psychic. You have to add these tidbits of 
information on your own.

 7. Click Save & Close to save your entries.

Getting the 411 on Accounts
Accounts are the way to organize several Contacts into their company affili-
ations. You have another entire record of data that you can customize sepa-
rately from a Contact. It can contain fields that are specific to the company, 
rather than the people working at the company. An Account is quite handy 
if you work with multiple people at the same company — the purchasing 
manager, the production manager, and the accounting department, for 
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648 Finding More Opportunity in Your Opportunities

The preceding section walks you through the creation of a basic opportu-
nity. The following sections show you how you can take the opportunity and 
run with it. Who knows, you may even score a touchdown — or, at least, a 
really large sale!

Wrapping a ribbon around an opportunity
Just like in other records in BCM, the Ribbon at the top of the window gives 
you a few more places to store your data, as well as a few more functions 
to help keep track of your opportunities. A few of the areas are specific to 
opportunities, including

 ✦ Details: You can add a few more pertinent notes to the Opportunity by 
clicking Details in the Show area of the Ribbon. We’re not quite sure why 
this window is called Details when the only thing it contains is a huge 
area in which you can add time-stamped comments.

 ✦ Categorize: The Categorize button (found in the Tags section of the 
Ribbon) isn’t specific to opportunities; you see its identical twins 
throughout Outlook. However, the concept of using categories is so 
important that it deserves an extra mention. You can learn more about 
Outlook’s categories by taking a look at Book VIII, Chapter 1.

Editing an opportunity
You may want to edit an opportunity for two main reasons:

 ✦ You forgot to add some information the first time, or some of your original 
information requires a bit of tweaking. (That’s an official computer term.)

 ✦ You want to track the progress of the opportunity while it makes its way 
from freezing cold to super hot.

Follow these steps to make a change to an existing opportunity:

 1. Click Opportunities from the Business Contact Manager area on the 
Navigation pane.

  The Opportunities list opens. (See Figure 3-2.)

 2. Double-click the opportunity that you want to edit.

  The opportunity record appears.

  Not sure how to find the opportunity you’re looking for? You can type 
your search criterion into the Search box at the top of the Opportunity 
list and then click the Search (magnifying-glass) button.

 3. Update information, as necessary.
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649Finding More Opportunity in Your Opportunities

 

Figure 3-2: 
BCM’s 
Opportun-
ities list.

 

  In addition to adding information that you omitted the first time, you 
want to make sure that you change the information in the Sales Stage 
field. This update helps keep you on top of the opportunity while it 
makes its way along the path of your sales pipeline. Also, while you work 
your way through the stages, the probability of closing becomes higher 
and higher.

 4. Click Save & Close when you finish making all your changes.

Closing the deal
And now the moment you’ve waited for — drum roll, please — it’s time to 
close the deal. All those hours of sweat chasing that prospect are going to 
(hopefully) pay off in spades.

You close a deal in the exact same way that you edit one — by opening an 
existing opportunity. At that point, you select either Closed Won (yippee) or 
Closed Lost (gasp!) from the Sales Stage drop-down list. When you make this 
change, notice the following:

 ✦ All existing fields go gray, which means that you can no longer enter any 
additional information into them.

 ✦ The probability changes to 100% if you selected Closed Won and 0% if 
you selected Closed Lost.

41_487730-bk07ch03.indd   64941_487730-bk07ch03.indd   649 6/18/10   4:09 PM6/18/10   4:09 PM



650 Adding Products and Services to an Opportunity

 ✦ The boss either greets you with a cigar and a slap on the back, or a 
pink slip.

Deleting an opportunity
In general, you’re better off marking an opportunity as Closed Lost instead 
of just deleting it. You can often gain valuable insight from a lost opportu-
nity: Maybe one of your competitors is offering a new product, or someone 
else is selling a comparable product for half the price. Other times, you may 
just want to get rid of the evidence: Perhaps the company you were sell-
ing to closed its doors for good, or maybe you inadvertently entered in the 
same opportunity twice. Whatever the reason, the procedure for removing 
unwanted opportunities is as simple as choosing one of these methods:

 ✦ Right-click the Opportunity record from the Opportunities Folder list 
and select Delete from the pop-up menu that appears.

 ✦ Double-click the Opportunity record to open it, and then click the Delete 
button on the Ribbon.

 ✦ Highlight the Opportunity record in the Opportunities Folder list and 
press Ctrl+D.

 As soon as you perform one of the preceding operations, your opportunity 
disappears. Quickly. Without further warning.

Make a mistake? Fortunately, when you delete an opportunity, it’s gone, but 
certainly not forgotten. It’s sitting in the Business Contact Manager’s Deleted 
Items folder, just waiting to be rescued. To do so, just drag it back to the 
Opportunities folder or select the item in the Deleted Items Folder and click 
the Restore button from the Home section of the Ribbon. To delete it perma-
nently, give it a right-click in the Deleted Items folder and select OK from the 
pop-up menu that appears.

Adding Products and Services to an Opportunity
After you create an opportunity, you can add specific products and services 
to it. If you’re like most people, this part is fun because those products and 
services come with a price tag — which hopefully translates into money in 
your pocket.

In an existing Opportunity record, the Product and Services area runs along 
the bottom of the Opportunity window when the General button selected. 
In this area, you get to count the cash, bill for the beans, dream of the 
dollars. . . . In any event, the Products and Services portion of this tab is 
where you get to add all the line items for your opportunity and sit back 
while BCM crunches the numbers for you.
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658 Running a BCM Report

 

Chapter 3 of this mini-book tells you everything you need to know about 
Opportunities — and then some!

 ✦ Marketing: We think that we can safely make one major assumption 
about your marketing campaigns: If they don’t result in new business, 
they’re not worth the time and money you spend on them. The BCM 
Marketing reports give you a handle on your marketing campaigns.

 ✦ Project Management: One of the strengths of Outlook has always been 
its ability to help you schedule and follow up on tasks. BCM runs with 
that concept and takes it to a whole new level. You can think of a proj-
ect as a super-sized task. Whereas a task involves one chore that one 
individual needs to do, a project involves a multitude of tasks that, in 
general, several individuals need to do over a period of time. BCM offers 
ten Business Projects and five Project Tasks reports to help you keep 
track of your projects. Figure 4-5 shows you an example of the Business 
Projects by Status report.

 

Figure 4-5: 
The 
Business 
Projects 
by Status 
report.

 

Running a BCM Report
You can create a BCM report ridiculously easily — just select a report by click-
ing it. Follow these steps to run any one of the out-of-the-box BCM reports:
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659Giving Your Reports a Facelift

 1. From Outlook, click the Business Contact Manager folder, and then 
click the Reports tab.

  The Ribbon now reflects the report options. (Refer to Figure 4-1.)

 2. Click the drop-down arrow of the report category that you want to run.

  Here’s the fun part — you get to pick which type of report you want. For 
the purpose of the rest of this chapter, we use an Account report. 

 3. Select the specific report that you want from the drop-down list.

  In a flash, your report springs to life.

 4. Click a column heading to re-sort your report.

  By default, most of the BCM reports appear in alphabetical order. If you’re 
left-handed — or just enjoy seeing your reports sorted in Z-to-A order — 
you can reverse the sort order with a single click of any column heading.

 5. Change the order of the columns by dragging them to a new location.

  If you’re not thrilled with the order in which the columns appear in the 
report — or if you just like to exercise a bit of control — drag a column 
to a new location by holding down your left mouse button on a column 
head, move it to the left or right, and then release the button when you 
have the column positioned where you want it.

 6. Save, export, e-mail, or print your report.

  You can see all the options on the Ribbon in Figure 4-5. Click the one 
that you want and sit back while BCM does all the work. The Export 
to Excel option works well if you want to share the report with a non-
BCM user. The Send As E-mail option has to be one of the neatest of the 
report features; BCM thinks about it momentarily and then opens a new 
e-mail message with your report already attached as an Excel attachment.

   Don’t forget to save your report prior to closing it because BCM doesn’t 
prompt you to save the report when you close it.

 

 You can easily convert many of the reports into graphical charts by 
clicking the Chart icon on the Show area of the Ribbon. (Again, refer to 
Figure 4-5.) After your report morphs into a chart, you might want to 
make a few changes by selecting one of the Chart options that appear on 
the Chart area of the Ribbon.

 7. When you finish working with the report, simply press the Esc key to 
close it.

Giving Your Reports a Facelift
You probably want to modify a basic report somewhat — or even give it a 
complete makeover. If that sounds like you, then start by tweaking some of 
the fields already on your report template. You can remove one or two of 
the existing columns and replace them with columns that are more to your 
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661Giving Your Reports a Facelift

 3. Click the plus sign (+) to the left of one of the column types to display 
more field choices.

  You probably first want to modify your report by adding or remov-
ing the columns that you see in the existing database. Each column 
of a BCM report is based on a field in an Account, Business Contact, 
Opportunity, or Business Project record.

  Depending on the report you select, you have different column types 
available to you:

 • Basic: Contains the basic record fields. Your choices vary, depend-
ing on the type of report you’re running. For example, an Account 
report displays Account fields, and an Opportunity report displays 
Opportunity fields.

 • Business Address: Provides you with postal address fields, including 
City, State, and Zip Code, for reports on your Business Contacts and 
Accounts.

 • Contact: Helps you contact an Account or Business Contact, includ-
ing fax, phone, Web address, and e-mail address.

 • Mail: Shows the recipient, sender, and date of an e-mail message; 
these options appear only on reports that provide information about 
e-mail activity.

 • Tracking: Shows the date that an Account or Business Contact was 
created or modified, as well as the person who did the creating or 
modifying.

 • Custom: Allows you to use the customized fields that you added to 
your Account, Business Contact, Opportunity, or Business Project 
records.

 4. Select the check box to the left of any field that you want to add to 
your report.

  You can check as many fields as you want; BCM adds the fields that you 
check as new columns at the end of the report.

 5. Deselect the check boxes to the left of any columns that you don’t 
want to appear in your report.

  Sorry to be the bearer of bad news, but most paper holds only a finite 
number of columns. If you add a bunch of columns, you probably want 
to remove a few, as well.

 6. Rearrange the columns on your report by clicking on a column head-
ing and then dragging it to the left or right.

  You’ll be amazed at how easily you can drag a column — and all the 
information that it contains — to a new spot on your report.

 7. (Optional) Click the Save As icon on the Actions area of the Ribbon.
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667Working with Dashboards

 • To add more Gadgets to the Dashboard: Select one of the Gadget 
categories (Sales, Marketing, Project Management, or General), and 
then select a Gadget from the contextual menu. You have a total of 16 
Gadgets to choose from.

 3. To move any Gadget to a new spot on the Dashboard, just hold the left 
mouse button down on the Gadget’s title and drag the Gadget to its 
new position.

  You can move the Gadget up or down, or even to a different column.

 4. Double-click a Gadget to edit or view more detailed information.

  For example, you might be looking at the Top Products Gadget and have 
a burning desire to know exactly who’s buying one of your products.

 5. Right-click a Gadget to open a pop-up menu that includes the 
Gadget’s options.

  As usual, BCM loves variety so you have a few choices here:

 • Refresh: Updates the information on the Gadget to reflect any 
changes you might have made.

 • Open Report: Displays more detailed information.

 • Options: Opens a menu, where you can define filters for the informa-
tion in the Gadget. For example, you might want the Sales Funnel 
Gadget to reflect only information for the next 30 days.

 • Remove: Removes the Gadget from the Dashboard.

 

Figure 4-9: 
The Add 
or Hide 
Gadgets 
menu.
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672 Adding a Category to an Open Outlook Item

you have scheduled with an important client, you know which one you need 
to attend (the one with the better food, of course). You can even arrange 
items in a folder by category so that you can quickly group all e-mails related 
to the ABC account, for example. And if you run out of color categories, you 
can create more.

But first, you need to start assigning categories to items so that you can 
group similar things together visually. If you’ve opened an item, such as an 
e-mail message or an appointment, the Ribbon at the top of the form pro-
vides you with a quick way to assign a category. Follow these steps:

 1. In the open item, click the Categorize button in the Tags section of the 
form’s Ribbon.

  A menu listing all your current categories appears, like the one shown in 
Figure 1-1.

 

Figure 1-1: 
Assigning 
a category 
when 
reviewing 
an item.

 

 2. Select a category.

  If you have more than 15 categories and the one you want to use isn’t 
listed, select All Categories from the list. The Color Categories dialog 
box appears. Select the category you want to assign and click OK. The 
listing that appears when you click the Categories button on the Ribbon 
contains the 15 most recently used categories, by the way; so, if you 
start using a certain category often, it shows up on the list.

  If this is your first time assigning this category, a dialog box appears 
prompting to rename it.

 3. Type a name for the category in the Name field of the Color Categories 
dialog box, and then click OK.

  The color you chose in Step 2 appears in a band at the top of the form.

 

When you use a category for the first time, you can change the color 
assigned to the category and assign a shortcut. See the section “Managing 
Your Categories,” later in this chapter, for help.
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675Removing a Category from an Item

 

Figure 1-3: 
Your 
favorite 
category 
is a click 
away.

 

One at a time not your thing? No problem, just select multiple items (by hold-
ing down Ctrl while you click each one). Then, click once in the Categories 
column to assign your favorite category to each of the selected items.

 

You can change the Quick Click category as often as you want; it doesn’t 
affect items you’ve already categorized by using Quick Click.

Removing a Category from an Item
You can so easily assign categories to your Outlook items that it can some-
times get out of control. Kind of like a small tattoo — one might be okay, 
even tasteful. But 20 are just downright hard to look at. Follow these steps to 
remove a category from an item:

 1. Select the item or items you want to change.

  To remove a category from one item, select that item. If you want to 
remove the same category from several items, select all the items at the 
same time. Press and hold Ctrl while you click each item to select it; or 
click the first item, press and hold Shift, and click the last item in that 
group. Got ’em selected? Good.

 2. Select the category to remove.

  Yep, you remove categories from an item one at a time. You can do any 
of the following:

 • Click the Categorize button in the Tags section of the Ribbon’s Home 
tab, and then select the category you want to remove from the pop-up 
menu that appears. See Figure 1-4. Categories assigned to an item are 
highlighted in the Categories list (they appear with an orange border 
around the color block on the menu).

 

 You can remove a category from an item that’s open; just click the 
Categorize button on the form’s Ribbon and, from the pop-up menu 
that appears, select the category that you want to remove.
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680 Managing Your Categories

  If you accidentally select a key combo that another category is using, 
a warning similar to what you see in Figure 1-8 appears. Click the No 
button if you don’t want to reassign this key combo, and then make a 
different choice.

 

Figure 1-8: 
Outlook 
won’t let 
you make 
a wrong 
choice.

 

The category you just created appears in the category list of the Color 
Categories dialog box. You can make adjustments to the new category (such 
as selecting a different color) — for example, if it turns out that your original 
choice is too similar to another category that you use a lot. You can also 
create another category by clicking New and repeating the preceding steps. 
When you’ve exhausted yourself, click OK to close the dialog box.

 Before you close the Color Categories dialog box, be sure to look at what’s 
checked. Any categories that have a check mark are applied to the currently 
selected item(s), regardless of whether that’s what you intend.

Removing a category
Occasionally, clothes go out of style. Take bell bottoms, peasant blouses, 
and tie-dyed T-shirts, for example. No wait — those things are back in again. 
Well anyway, occasionally categories go out of style, and you find that 
they just aren’t useful anymore. You can keep an unused category in your 
Outlook closet (for sentimental reasons or in case your children can find 
some use for it 20 years from now), or you can remove the category by fol-
lowing these steps:

 1. Click the Categorize button in the Tags section of the Ribbon’s Home 
tab, and then select All Categories from the pop-up menu that appears.

  The Color Categories dialog box opens.

 2. Select the category you want to get rid of.

 3. Click Delete.

  A warning dialog box appears, asking whether you really, really want to 
delete this poor little category that’s never done anything to you.
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688 Viewing Outlook in a Whole New Light

 3. Select the view that you want to rename in the View Name list and 
click Copy.

  The Copy View dialog box opens.

 4. Enter the name of the new view in the Name of New View text box and 
click OK.

  The Copy View dialog box closes.

 5. Click OK to close the Manage All Views dialog box.

Creating a view from scratch
Considering that Outlook comes equipped with myriad views, and that you 
can customize all those views from here to Podunk Junction and back, you 
may wonder why you’d want to create a view from scratch. As the saying 
goes, different strokes for different folks. And, if you happen to be one of 
those people who’s stroking along differently from the rest of the world — 
or maybe if you have an adventurous side — here’s your opportunity to 
explore uncharted waters. Follow these steps to create a brand-new view:

 1. Click the Ribbon’s View tab and head for the tab’s Current View 
section.

 2. Click the Change View icon and select Manage Views from the pop-up 
menu that appears.

  The Manage All Views dialog box makes an appearance.

 3. Click the New button.

  The Create a New View dialog box that you see in Figure 2-5 appears.

 

Figure 2-5: 
Creating a 
new Outlook 
view.

 

 4. Enter a name in the Name of New View field.

.  After all, creating something new is only half the fun. The other half 
comes in being able to find it again later — and know what it’s for.
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692 Arranging for a Different View in Outlook

because that’s just how you’re going to do your arranging. Hover the mouse 
pointer over the column heading you want to move, and then click and drag 
the column to your preferred destination. Outlook helps you by flashing two 
red arrows, indicating the spot where your new column will end up.

Resizing a column
If you feel like you’re seeing spots before your eyes when you gaze at a list 
of Outlook items, you need to either see your doctor immediately or widen 
your columns a smidge. When a column isn’t wide enough to contain all the 
data, Outlook truncates it by placing four little dots at the end of the column.

If you’ve worked with Excel spreadsheets in the past you’re probably 
already an old pro at this, but just in case you haven’t, here’s the drill:

 1. Move the mouse pointer to the right edge of the column that you want 
to widen until the cursor morphs into a two-headed arrow.

 2. Drag the edge of the column until the column is the desired width.

 

If you’re a real column perfectionist and, like Goldilocks, want to have your 
columns sized just right, you can double-click the right edge of the column 
header when you see the double-headed arrow. Outlook automatically sizes 
your column to fit the largest entry in that column.

Arranging for a Different View in Outlook
You can group similar E-Mail, Contact, Task, and Project items together so 
that you can view them more easily. For example, Outlook automatically 
groups items by date. The default Inbox groups are Today, Yesterday, Last 
Week, Last Month, and Older. If you often find yourself buried under a moun-
tain of e-mail, you’ll probably like this feature because the newest mail auto-
matically appears in the top of your e-mail heap, while the older mail sinks 
to the bottom. Figure 2-8 shows this feature in action.

 

Figure 2-8: 
An Inbox 
grouped by 
date.
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695Sorting Your Data

 9. Select the way you want to view your groups in the Expand/Collapse 
Defaults drop-down list.

  By default, you can select All Expanded to show all items, All Collapsed 
to show just the group headings, or As Last Viewed to keep your groups 
exactly the way they were the last time you looked at them.

 10. Click OK to close the Group By dialog box, and then click OK in the 
Advanced View Settings dialog box to close it.

  After you close the dialog boxes, you can expand groups by clicking the 
plus sign that appears to the left of the group name and collapse a group 
by clicking the minus sign that appears to the left of the group name.

Sorting Your Data
Outlook always displays your data in some kind of order. Unfortunately, 
that order may not be exactly what you had in mind. For example, you might 
want a list of your contacts sorted alphabetically by state, but Outlook 
shows the contacts sorted by last name by default.

Sort of sorting your column
You may cringe when a salesperson tells you that something can be done 
with the click of a button, but when it comes to sorting an Outlook column, 
he’s right. Click the column heading of the column that you want to sort by, 
and Outlook responds by sorting your table based on that column. Want 
your contacts in Zip-code order? Click the Postal Code field. Change your 
mind and want your contacts listed alphabetically by company? Click the 
Company field.

If you want to reverse the order of the sort, click the column a second 
time. After you sort your data, you can tell which field your data is sorted 
by: If you look carefully at the column headings, one of them has a tiny up-
pointing arrow indicating that the data in that column is sorted in ascending 
order. If the arrow points downward, your data is in descending order.

What sort of sort do you want?
You can easily click a column heading, but you may want to sort your infor-
mation by more than one criterion; for example, you might want to see your 
contacts sorted first by state and then by the cities within each state. Or 
you may be looking at your contacts in one of the views and wondering how 
in the world you can sort those cards because you don’t have any column 
headings to click.
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698 Reading Can Be a Pane

 ✦ Side-view size: If the Reading pane runs along the right side of Outlook, 
you can change its size by hovering the mouse pointer on either the left 
or the right border of the Reading pane and, when the pointer becomes 
a double-headed arrow, dragging the border to the left or right.

 ✦ Bottom-view size: If the Reading pane runs along the bottom side of 
Outlook, you can change its size by hovering the mouse pointer over 
the top of the Reading pane and, when the pointer becomes a double-
headed arrow, dragging the border higher or lower.

 ✦ Removing the pane altogether: If you feel that the Reading pane is a 
pain, you can turn it off completely by clicking the View tab’s Reading 
Pane button, and then selecting Off from the pop-up menu that appears.

Reading in the Reading pane
Outlook lets you keep track of your unread messages by both displaying 
unread messages in bold and keeping a count of them by default for each of 
your Inboxes. In turn, you need to send a signal to Outlook that you’ve read 
a message, which you can do in a number of ways. The most obvious way is 
by opening a message; Outlook takes the cue and automatically marks the 
message as read.

Manually marking messages
If you prefer, you can send the signal to Outlook manually that you’ve fin-
ished reading a message by following these steps:

 1. Select the messages that you want to change in one of your Inbox 
folders.

  How you select the messages depends on which ones you want to select:

 • To select adjacent items: Click the first item, then Shift-click the 
last item.

 • To select nonadjacent items: Click the first item, and then Ctrl-click 
additional items.

 • To select all items: Click one item, then press Ctrl+A.

 2. Right-click the selected message(s) and select either Mark as Read or 
Mark as Unread from the pop-up menu that appears.
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703Making Quick Changes to the Quick Access Toolbar

 2. Click the Add to Quick Access Toolbar option on the shortcut menu.

  Miraculously, the new command takes a place of honor at the rightmost 
location of the Quick Access toolbar.

Yet another way to quickly add Quick Access 
toolbar commands
You can find as many commands available to add to the Quick Access tool-
bar as there are flavors at your local ice cream parlor. Follow these steps to 
add the main ones:

 1. Click the Customize Quick Access Toolbar icon at the end of the Quick 
Access toolbar.

  The Customize Quick Access Toolbar menu opens, displaying a list of the 
most popular functions. As you can see in Figure 3-3, the items that already 
appear on the Quick Access toolbar have check marks next to them.

 

Figure 3-3: 
Quickly 
adding more 
items to 
the Quick 
Access 
toolbar.

 

 2. Click the item you want to add to the Quick Access toolbar.

  If you want to remove an item, click a checked item to deselect it.

Adding yet more Quick Access toolbar commands
You may feel that choosing one of the more popular functions will work just 
fine. However, if you’re a power user who won’t be content to just follow 
the crowd, you probably want to forge your own way. Follow these steps to 
include even more options in the Quick Access toolbar:

 1. Open the Quick Access Toolbar Editor.

  You can use one of the following methods:

 • Right-click the Ribbon and select Customize Quick Access Toolbar 
from the pop-up menu that appears.

 • Click the Customize Quick Access Toolbar icon at the end of the Quick 
Access toolbar and select More Commands from its pop-up menu.
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708 Playing with Forms

 9. (Optional) Add a new page to the form.

  Figure 3-7 shows that the form comes with five additional tabs or pages 
labeled P.2 to P.6. Also, the page numbers surrounded by parentheses 
indicate that these pages aren’t currently displayed. Follow these steps 
to add these pages to your form (if you need them):

 a. Click the tab for the page you want to add.

 b. Click the Page button in the Form section of the Ribbon.

 c. Select the Display This Page option from the pop-up menu that appears 
to display the page. You’ll notice that the parenthesis disappear after 
the page number. Alternatively, a page is automatically displayed if 
you drag a field onto it.

 d. Click in the Rename This Page field and supply a new name for the page.

 e. Click OK to close the Rename Page dialog box.

  Not all things are created equal, which is certainly the case with 
Outlook’s pages. Don’t be upset if you click a page and find that you 
can’t rename it. Some of the pages are system pages, which you just can’t 
rename.

 10. Select the field that you want to add to the form from the Field 
Chooser and drag that field to the appropriate spot on the form.

  While you drag the field, both the field and the corresponding label 
move together to the new location on your form. Unlike some graphic 
programs, Outlook tries to line up the fields perfectly for you.

 

 The same field can appear multiple times on a form. However, all the 
fields contain the same piece of information. For example, you can add 
the phone number on several pages of your form, so you can view the 
same phone number from various areas of your form.

 

 Can’t find the Field Chooser? Many users close it when it’s in their way. 
To bring it back, simply click the Field Chooser icon on the Tools sec-
tion of the Form Designer’s Ribbon.

  Can’t find the field you need? Click Frequently-Used Fields at the top of 
the Field Chooser and select All Contact fields from the drop-down list 
that appears.

 11. (Optional) Click a field and press the Delete button in the Field 
Chooser to remove a field from the form.

 12. Click the File tab and then click Save to save your form.

 13. Click the Publish button in the Form section of the Ribbon and select 
Publish Form As from the pop-up menu that appears.

  When you save a form, you’re saving it to your hard drive or network. 
When you publish a form, you’re saving it to one of your Outlook folders 
so that you can use it when you create a new item.
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711Playing with Forms

  This last field you select becomes the anchor field and now has 
white handles.

 c. Right-click any of the selected fields and select Make Same Size from 
the pop-up menu that appears, then select Both from the submenu. The 
selected fields are now the exact same size as the anchor field.

 7. Align two or more fields.

  When you customize a form, a series of dots appear on the Form 
Designer. These dots represent the snap-to grid; ideally, any new field 
you place on a form snaps to these dots so that your new fields line up 
with each other. If for some reason the fields seem slightly out of whack, 
you can line them up manually, as well, by following these steps:

 a. While holding down your Ctrl key, click any field(s) that you want to 
line up with your anchor field.

 b. Still holding down the Ctrl key, select the field that’s in the correct loca-
tion and then let go of the Ctrl key. 

  This field becomes the anchor field and now has white handles.

 c. Right-click any of the selected fields and select Align from the pop-up 
menu that appears. 

 d. Select one of the Align options. Although typically forms contain fields 
that are aligned along the left side, you might want the fields to align 
along the right, or have the tops of two fields align to the anchor field.

  You can get an idea of what it’s like to align fields in Figure 3-9.

 8. Group several fields together.

  Although you can easily drag a field to a new spot on the form, the pro-
cess becomes tougher if you have to drag a whole bunch of fields at the 
same time because you have to select them all first. To solve this prob-
lem — or, at least, to make life a wee bit easier — you can group several 
fields together and then move them around your form en masse so that 
you can keep their alignment in tack. For example, you may have added 
fields for the names and birthdates of your contact’s kids; grouping 
them enables you to move those multiple fields around with a click and 
drag. Move a bunch of fields at one time by following these steps:

 a. While holding down the Ctrl key, click all the fields you want to group 
together. 

  Alternatively, you can hold down your left mouse button and lasso 
all the fields by drawing a box around them.

 b. Right-click any of the selected fields and select Group from the pop-up 
menu that appears. 

  A selection box appears around the group of fields. From now on, any-
time you move one member of the group, the whole group tags along.
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721Developing an Outlook Filing System

  If a subfolder or two exists within a folder, a plus sign appears to the left 
of the main folder. Click that plus sign to make the subfolders appear.

 

 You might be wondering what to select from the Folder Contains drop-
down list. Actually, you don’t have to concern yourself with that drop-
down list because it defaults to the folder type that you selected in Step 1.

 4. Click OK to close the Create New Folder dialog box.

  Sigh happily, knowing that you’re well on the way to organizational bliss. 
Figure 1-2 shows a Folder list that has been customized to include new 
folders.

 

Figure 1-2: 
An Outlook 
Folder 
list that 
contains 
new folders.

 

Moving an item to another folder
You can most easily move an item to another folder by dragging it from one 
folder to the next. Follow these steps:

 1. Select the item(s) that you want to move.

  Although you can move your items one by one, you can much more 
easily drag a bunch of items at the same time. You can select multiple 
items in several ways:

 • To select adjacent items: Click the first item, hold down the Shift key, 
and then click the last item.

 • To select nonadjacent items: Click an item, hold down the Ctrl key, 
and then click each additional item.

 • To select all items: Click an item, and then press Ctrl+A.
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723Developing an Outlook Filing System

Moving an item to a different type of folder
Outlook has all kinds of neat party tricks up its sleeve. If you move an item 
to a different type of folder, for example, all kinds of cool things happen:

 ✦ If you drag an e-mail item to the Contacts folder, Outlook attempts to 
create a new Contact Record from the e-mail message. It fills in the 
name and e-mail, and the body of the message appears as a note on the 
Contact Record.

 ✦ If you drag an e-mail item to the Calendar, Outlook creates an appoint-
ment. The New Appointment dialog window will open showing the cur-
rent date and time; change the date and time, if necessary, and you’re 
ready to go.

 ✦ Drag an e-mail item to the Tasks folder, and you’re ready to follow-up on 
an e-mail. Outlook creates a new task — the details of the e-mail become 
the details of the task, as shown in Figure 1-4.

 ✦ If you love sticky notes, drag an e-mail message to the Notes folder. A 
new note will open with the contents of the e-mail; optionally, you can 
fill in any other details that you’d like to record at the top of the note.

 ✦ Drag a Calendar activity to the Inbox to remind someone about an 
appointment. Fill in the contact’s e-mail address, and you’re ready to 
send the reminder off.

 ✦ Drag a contact to the Inbox to have Outlook create a new e-mail message 
addressed to the contact.

 

Figure 1-4: 
Creating a 
Task from 
an incoming 
e-mail 
message.
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727Cleaning Up Your Mess

 4. Back in the Mailbox Cleanup dialog box, select one of the Find radio 
buttons and enter a value.

  You have the following options:

 • Find Items Older than Number of Days: Enter a number between 1 
and 999 in the text box.

 • Find Items Larger than Number of Kilobytes: Enter a number between 1 
and 9,999 in the text box.

 5. Click the Find button.

  The Advanced Find dialog box opens. (See Figure 1-9.) By default, you 
see all the e-mail that matches the criteria you entered.

 

Figure 1-9: 
Being 
specific 
about the 
Outlook 
items that 
you want to 
clean up.

 

 6. Click the Browse button to open the Select folders dialog box.

 7. Select the Outlook folders that you want to clean by placing a check-
mark in front of each folder, and then click OK.

  The detective work that you did in Step 3 comes into play in this step. You 
probably want to browse to the folders that you feel are in the most need 
of cleaning. After you click OK, the Advanced Find dialog box reappears.

 8. (Optional) Refine your search by filling in additional information in 
the various search fields of the Advanced Find dialog box.

  You can create a very targeted search by looking for specific keywords 
and indicating where to look for them. For example, you might look for 
the word contract in the subject line of e-mail messages. You can even 
search for messages that were sent from or to a specific individual.
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729Cleaning Up Your Mess

This is one for the archives
Outlook’s Personal Folder file (outlook.pst) contains all your current data. 
However, Outlook also allows you to create another file (archive.pst) 
that holds all the items that you no longer use but still want to keep close 
at hand. Best of all, you can put the archive file in set-it-and-forget-it mode, 
which means that Outlook periodically moves items from your current 
Outlook file to your archive file. Talk about speed cleaning!

When you archive a folder, all the items in that folder which match your 
criteria are moved into an archival folder. Generally, you move old items 
so that you can more easily work with the latest and greatest information. 
If you happen to need to look at some of your older items, you can easily 
access them by looking at the archival folders.

Turning AutoArchive on autopilot
The first thing you need to know is how to check to see whether AutoArchive 
is working and, if so, how you can shut it off, if necessary. After you turn on 
AutoArchive, you can specify which folders you want to have Outlook archive 
for you. To verify the status of AutoArchive, follow these steps:

 1. Click the AutoArchive Settings button in the Properties section of the 
Ribbon’s Folder tab.

  The Inbox Properties dialog box opens.

 2. Select the Archive Items in This Folder Using the Default Settings 
radio button, and then click the Default Archive Settings button.

  The AutoArchive dialog box opens. (See Figure 1-10.)

 

Figure 1-10: 
Setting up 
AutoArchive 
to archive 
old 
information 
automa-
tically.

 

 3. Select your AutoArchive options.

  As you can see from Figure 1-10, Outlook can archive your data in a vari-
ety of ways. You have these options:
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732 Cleaning Up Your Mess

 2. Select the radio button for the folders you want to archive.

  You have these options:

 • Archive All Folders According to Their AutoArchive Settings: This 
option archives all the folders for which you’re set archiving options.

 • Archive This Folder and All Subfolders: This option archives only the 
folder(s) you select in the list box below the radio button.

 3. (Optional) Select a date in the Archive Items Older Than drop-down 
list to specify which items you consider old enough to archive.

 4. (Optional) Select the Include Items with “Do Not AutoArchive” 
Checked check box if you want to archive information you’d previ-
ously decided not to archive.

 5. (Optional) Enter a different filename in the Archive File text box if you 
want to archive your items to a file other than the default archive file.

  You can click the Browse button and navigate to the proper location in the 
Open outlo0ok Data Files dialog window to specify this file, if you want.

 6. Click OK to archive your data or Cancel to exit without archiving.

 7. Click the Home tab to return to the main Outlook view.

  Outlook now moves any items that match the archiving criteria into the 
archival folder. No need to panic; you can still access them, as I describe 
in the following section.

Looking into the archives
The cool thing about archiving your Outlook data is that the information you 
archived is still right at your fingertips — you don’t have to go through a 
lengthy restore procedure to get to it.

To get a peek at your archived data, follow these steps:

 1. Click the File tab, select the Open from the list on the left, and then 
click the Open Outlook Data File icon in the main pane.

  The Open Outlook Data File dialog box appears.

 2. Select archive.pst (or whatever you named your archive file) from 
the Open Outlook Data File dialog box, and then click OK.

  You return with a thump to the main Outlook view. Discerning eyes, 
however, will notice a new addition at the bottom of the Folder List: 
Archives.

 3. Click the plus sign to the left of Archives.

  The folders you’ve archived are all listed there, as shown in Figure 1-13.

 4. Click the archive folder that you want to access.
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740 Making Up the Rules as You Go

 

Figure 2-3: 
The Rules 
Wizard 
dialog box.

 

 4. Select the conditions in the Step 1 area that apply to your rule.

  You can think of this area as your favorite Chinese restaurant — feel 
free to select as many items as you want from column A. A description 
of each item you check appears in the Step 2 area at the bottom of the 
Rules Wizard dialog box.

 5. Fill in the details for each condition that you selected by clicking the 
underlined words in the Step 2: Edit the Rule Description area.

  Figure 2-4 shows an example of the dialog box that opens when you click 
the Specific Words link.

 

Figure 2-4: 
Adding 
specific 
words to 
the rule’s 
searching 
criteria.

 

 6. Fill in the criteria that you’re looking for, and then click OK.

  For example, you might have selected the With Specific Words in the 
Body condition, and you want to indicate that you’re looking for mes-
sages that contain the phrase magenta widget.
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741Making Up the Rules as You Go

 7. Fill in the criteria for any of the other conditions that you selected 
in Step 4, and then click Next to continue to the next page of the 
Rules Wizard.

  After you specify the criteria of the messages that you’re looking for, 
you need to tell Outlook what you actually want to do with the messages 
that meet the criteria. The What Do You Want to Do with the Message 
page that appears is divided into two areas — the actions and the rule 
description — in much the same way as the first page of the Rules Wizard.

 8. Select the desired actions from the Step 1: Select Action(s) area.

  You can take several courses of action. Here are a few that you might 
find particularly useful:

 • Assign the e-mail to a category.

 • Forward the e-mail to someone else.

 • Flag the message or mark it as important.

 • Print the message.

  When you select each action, a corresponding rule description appears 
in the Step 2: Edit the Rule Description area of the Rules Wizard dialog 
box, as you see in Figure 2-5.

 

Figure 2-5: 
The second 
step of 
the Rules 
Wizard

 

 9. Edit the rule description by clicking the underlined values, filling in 
the appropriate information in the dialog box that appears, and then 
clicking OK.
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743Making Up the Rules as You Go

 

Figure 2-7: 
The final 
step of 
the Rules 
Wizard.

 

 13. You have a few more simple choices to make.

  The page includes these settings:

 • Specify a name for the rule.

 • Indicate whether you want to run the rule on existing messages in 
your Inbox.

 • Indicate whether you want to turn on the rule.

  You might also give your rule the once-over for accuracy by reviewing 
the description in the Step 3: Review Rule Description area.

 14. Click Finish to close the Rules Wizard, and then click OK in the Create 
Rule dialog box to close it.

 15. (Optional) Give yourself a high five while you think about how 
organized you’ve become!

Adding bells and whistles to your rules
When you were little, you probably made up games with your friends. After 
a while, you might have decided to tweak the rules of the game a bit — so 
that they were more in your favor. The preceding section shows you how to 
create a basic rule. In this section, you can find out how to bend those rules 
so that they keep you even more organized.

Return to the scene of the crime — or, at least, of your original rule — to 
tweak an existing rule. Follow these steps to change a rule:

 1. Click the Inbox in Outlook’s folder list.

 2. Click the Rules button in the Move section of the Ribbon’s Home tab 
and select Manage Rules & Alerts from the pop-up menu that appears.
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745Bending the Rules

 • Play a Sound: Assign a sound to play when the special e-mail arrives, 
such as Beethoven’s Fifth or an eloquent Ta-Da.

 • Move to Folder: Here’s your chance to change the folder to which 
your e-mail moves if you’re not happy with the location you origi-
nally selected for storage.

 • Copy to Folder: If you want to be doubly sure that your e-mail doesn’t 
get lost in the crowd, you might consider copying it to a new folder 
and leaving it in your Inbox until you can follow up on it.

 • Mark as High Priority: Automatically flag an important incoming 
e-mail as a high priority.

 • Mark as Low Priority: Tired of your nagging mother or a high-
maintenance client? You can have Outlook mark their messages 
as low priority items.

 • Delete Message: Automatically delete an e-mail that arrives from a 
specific person; this option works especially well when dealing with 
ex-spouses.

Bending the Rules
Although you may not agree that rules are meant to be broken, you might 
want to bend them a bit. You can temporarily turn off a rule or use one of 
your rules for the basis of another rule.

Running with the rules
After you create your rule, you may find that it’s not working. You go back 
to double-check the rule for accuracy, following the steps in the section 
“Adding bells and whistles to your rules,” earlier in this chapter, to no avail. 
In life, the best solution is often the simplest solution. This idea is particu-
larly true in the computer world. Your rule might not be working because 
you’ve never run it on your existing e-mail — or maybe you just haven’t 
turned on the rule. If your rules aren’t behaving like you want them to, the 
following sections can tell you how to remedy the situation.

Teaching old e-mail new rules
When you create a rule, it applies to all the new e-mail that pours into your 
Inbox. But how about all the e-mail that’s sitting in your Inbox waiting for 
you to take action? When you create a new rule from scratch, Outlook gives 
you the option to run the rule on existing e-mail. But what if you didn’t 
choose that option? You need to run the rule on your Inbox to take care of 
all your existing e-mail.
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Copying a rule
In general, you can more easily tweak an existing rule rather than start over 
again from scratch. Copying a rule enables you to take an existing rule, clone 
it, and then make minor modifications to it. Just follow these steps:

 1. Click the Inbox in Outlook’s Folder list.

 2. Click the Rules button in the Move section of the Ribbon’s Home tab 
and select Manage Rules & Alerts from the pop-up menu that appears.

  The Rules and Alerts dialog box makes an appearance.

 3. Select the rule that you want to clone from the Rules and Alerts 
dialog box.

 4. Click the Copy button.

  The Copy Rule To dialog box opens (see Figure 2-12). By default, the 
new rule applies to your Inbox.

 

Figure 2-12: 
The Copy 
Rule To 
dialog box.

 

 5. Click OK to close the Copy Rule To dialog box.

 6. Click OK in the Rules and Alerts dialog box to finish.

  Your cloned rule now appears in your list of rules with a snappy name 
like Copy of Mr. Big Rule. At this point, you can modify the rule following 
the steps in the section “Creating the basic game plan,” earlier in this 
chapter.

Importing and exporting a list of rules
Every office generally has two types of computer users: those who can figure 
out most things and those who ask for help from the ones who can figure 
out most things. Because you’re reading this book, you probably are (or will 
be) in that first group of computer users. Being in the know has a decided 
advantage: You can use your power to extract payment from the other, less-
computer-literate members of the crowd.

If one of the computer-challenged members of your office compliments you 
on your rules, you can export your list of rules, and then import them into 
his or her copy of Outlook. Not only does this process save a great deal of 
time, but you also look like a hero.
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Import your rules by following these steps:

 1. Click the Inbox in Outlook’s Folder list.

 2. Click the Rules button in the Move section of the Ribbon’s Home tab 
and select Manage Rules & Alerts from the pop-up menu that appears.

 3. Click the Options button on the Rules and Alerts dialog box that 
opens, and then click the Import Rules button in the Options dialog 
box that opens.

 4. Using the Import Rules dialog box, navigate to the location of the 
rules’ export file, select the file, and then click Open.

 5. Click OK to close the Options dialog box, and then click OK in the 
Rules and Alerts dialog box to close it.

 Although importing doesn’t remove or override any of your previously cre-
ated Outlook rules, importing adds duplicate rules of the same name. For 
example, if you have a Mr. Big rule and import another Mr. Big rule, you’re 
left with two Mr. Big rules. Although the math is simple, you have to decide 
which rule you want to keep and which one you want to delete.

Throwing your rules out the window
Easy come, easy go. Over a period of time, you may no longer need a particular 
rule; maybe you’re no longer running that great special on magenta widgets or 
working with that big client. In any event, you can break those rules — and 
not get into any trouble!

Follow these steps to delete a rule:

 1. Click the Inbox in Outlook’s Folder list.

 2. Click the Rules button in the Move section of the Ribbon’s Home tab 
and select Manage Rules & Alerts from the pop-up menu that appears.

 3. Select the rule you want to delete in the Rules and Alerts dialog box 
that opens, and then click the Delete button.

  Outlook, always the epitome of a helpful software program, opens a 
dialog box that politely asks whether you’re really sure that you want to 
delete, remove, and permanently obliterate the selected rule.

 4. Click Yes to delete the rule, and then OK in the Rules and Alerts 
dialog box to close it.
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766 Getting Instant Gratification with Instant Searching

Enabling Instant Search
Instant Search requires certain Microsoft Windows search components in 
order to function. If you’re using Microsoft Windows Vista or Windows 7, 
you’re in luck: They already come equipped with Windows Desktop Search, 
so Instant Search is enabled automatically.

If you don’t already have the Windows Desktop Search component installed, 
the first time you run Outlook, a dialog box prompts you to download the 
software. Go ahead and do so. The dialog boxes walk you through saving 
and installing the Search component. After you download the software, you 
must restart Outlook in order for Instant Search to function. If you don’t 
enable Instant Search, you can still search — but not as quickly as you can 
with Instant Searching enabled.

Fiddling with the Instant Search options
To change the Instant Search options, click the File tab, click the Options 
button, and then, in the Outlook Options dialog box that appears, select 
Search in the listing on the left. The Search tab opens, as shown in 
Figure 4-1.

 

Figure 4-1: 
Changing 
the Instant 
Search 
options.
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looks through all your Outlook folders without prompting you. 
Typically, if you have a rough idea of where an item might be lurking, 
the default setting of Only the Currently Selected Folder is fine.

 • Include Messages from the Deleted Items Folder in Each Data File when 
Searching in All Items: Select this check box to have Outlook look 
through your Deleted Items folder if you select the All Folders radio 
button. By default, Outlook assumes that you don’t want to search 
through your deleted items; however, if you frequently delete vari-
ous items without also deleting them from the Deleted Items folder, 
you might want to select this check box.

 • When Possible, Display Results as the Query Is Typed: By default, the 
search results appear in the Instant Search pane while you type; the 
more you type, the shorter the list of results becomes. If you prefer 
not to see search results until you press Enter or click the Search 
button, you can deselect this check box.

 • Improve Search Speed by Limiting the Number of Results Shown: Speed 
up your searches by limiting the number of results shown in the 
Instant Search pane. When your search returns an extremely large 
number of results, if you select this check box, Outlook limits the 
number that appear by displaying only the most recent items.

 • Highlight Search Terms in the Results: If color isn’t your thing, you can 
deselect this check box. Or if yellow isn’t your color, you can select 
a different color for Instant Search to use from the Highlight Color 
drop-down list.

 • Notify Me when Results Might Be Limited Because Search Indexing 
Is Not Complete: In case you jump the gun by trying to perform an 
Instant Search before Outlook has had a chance to index your infor-
mation, you can ask Outlook to let you know by selecting this check 
box.

Searching instantly
Although you can search through any Outlook folder, probably one of the 
best uses of Instant Search is for searching your e-mail. To find a certain 
message, follow these steps:

 1. Select the Inbox folder that you want to search from Outlook’s 
Navigation pane.

 2. Type your search text in the Instant Search text box.

  Not sure where to find the Instant Search text box? It appears directly 
below the Ribbon. You can identify it by the word Search emblazoned 
across it and the snappy magnifying glass.

  Let your imagination run wild! You can search for a specific sender, a 
phrase in the subject line, or a word in the body of an e-mail. The results 
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 • Reading Mail: Unread, flagged for follow-up, or important e-mail

 • Mail from People and Lists: E-mail sent to or from specific people or 
distribution lists

 • Organizing Mail: Categorized, large, or old e-mail; or e-mail that con-
tains attachments or specific words

 3. (Optional) Select Custom in the Select a Search Folder and then click 
the Choose button in the Customize Search Folder section.

  This will open the Custom Search Folder dialog window. From here you 
have two options:

 • Click the Criteria button: This will open the Search Folder Criteria 
dialog window which is identical to the Advanced Find dialog 
window displayed in Figure 4-6. At this juncture you can build as 
fancy of a query as you need.

 • Click the Browse button: This opens the Select Folders dialog 
window where you can specify which of your mailboxes you’d like to 
include in the search. 

  Figure 4-8 shows an example of a Search folder that includes all the 
e-mail categorized as a Hot Prospect.

 4. Click OK to close the New Search Folder dialog box.

  The new Search folder now appears, in all its glory, with the rest of your 
Search folders. Its name reflects the criterion that Outlook uses to move 
e-mail into it.

 5. (Optional) Right-click the folder and select Customize This Search 
Folder from the pop-up menu that appears to rename the search folder 
or select different search criteria.

  The Customize Folder Name dialog box opens. As shown in Figure 4-9, 
you can give your Search folder a new name, change the criteria, or 
associate the Search folder with a different mailbox.

 

Figure 4-9: 
Renaming 
a Search 
folder.

 

Tweaking a Search folder
You may find Outlook’s capability to perform tasks in multiple ways very 
endearing. Keep in mind, however, that you don’t have to use all of Outlook’s 
search features; you can find the one that makes the most sense for your 
needs and stick with it.
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780 Working with Quick Steps and Quick Step Groups

  For example, you might want your Quick Step to move a message to 
another folder, or automatically schedule a task when a message with a 
specific subject line appears in your Inbox.

 4. (Optional) Click the Add Actions button.

  What could be better than having someone else do your work for you? 
Although you can’t demand that Outlook dust your living room and 
clean your windows, you can expect Outlook to keep you ridiculously 
well-organized at the click of a button. The dialog box for your new Quick 
Step (Figure 4-14 shows one for Flag and Move options) allows you to add 
additional actions to a Quick Step, or delete or modify existing actions. 
For example, you might want Outlook to mark any messages that contain 
the words place order as important, move them to the Sales folder, and 
forward them on to the flunky who’s in charge of order fulfillment.

 

Figure 4-14: 
Assigning 
a few more 
steps to a 
Quick Step.

 

 5. Click Save to save your options.

  Wait for a message to arrive that matches your Quick Step criteria, and 
then quickly click the appropriate Quick Step, which now appears in the 
Quick Step section of the Ribbon. You might even want to do a bit of the 
Texas Two Step to celebrate the success of your Quick Step!

Arranging your Quick Steps
If you’re a real Quick Step junkie and create a lot of Quick Steps, you may 
want to change the order of the Quick Steps. Or, if you develop a borderline 
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787Trusting the Trust Center

 

Figure 5-4: 
The 
Automatic 
Download 
options of 
the Outlook 
Trust 
Center.

 

Some folks would argue that Microsoft is trying to obtain information from 
your computer system so that they can improve the effectiveness of their 
products. However, some people feel that Microsoft is a bit overly intrusive, 
and they don’t want to give Microsoft access to any of their data.

So, should you give Microsoft full access to your computer? Although you 
have to be the judge of that decision, after you decide yea or nay, you can 
follow these steps to voice your opinion:

 1. Click the File tab, and then choose Options➪Trust Center➪
Trust Center Settings.

  The Outlook Trust Center opens to the Automatic Download tab.

 2. Click the Privacy Options tab.

 3. Select the check boxes for the privacy options you want.

  The Privacy Options tab offers these choices:

 • Connect to Microsoft Office Online When I’m Connected to the Internet. 
Allows you to get the latest and greatest Help articles hot off the 
presses — or, in this case, the Web site.

 • Download a File Periodically That Helps Determine System Problems. 
You’ve probably seen the message that pops up periodically telling 
you that your computer has just thrown a hissy fit and asking you 
whether you want to be a tattletale and tell Big Brother Microsoft all 
about it. Checking this option sends that information automatically.
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Changing the macro settings in the Trust Center
You might want to change the macro settings in the Trust Center to set the 
level of protection that you’re the most comfortable with. You can open the 
Trust Center and fiddle with the macro settings by following these steps:

 1. Click the File tab, and then choose Options➪Trust Center➪
Trust Center Settings.

  The Outlook Trust Center opens to the Automatic Download tab.

 2. Click the Macro Settings tab, as shown in Figure 5-5.

 

Figure 5-5: 
The Macro 
Settings tab 
of the Trust 
Center.

 

 3. Select the radio button for the macro security option that you want.

  The Macro Settings tab offers these choices:

 • Disable All Macros without Notification. Outlook disables all macros 
and doesn’t open macro warning dialog boxes. 

 • Notifications for Digitally Signed Macros; All Other Macros Are 
Disabled. The recommended setting. Outlook allows a macro to run 
if it’s digitally signed by a trusted publisher. If the publisher doesn’t 
appear on the Trusted Publisher list, Outlook disables the macro and 
notifies you.
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802 Letting Automatic Replies Handle Mail While You’re Gone

Letting Automatic Replies Handle 
Mail While You’re Gone

Every time I leave the office for even just the afternoon, I return to find my 
Inbox full of messages. Some are junk, and some are important. But I don’t 
know which until I take the time to go through them all. Wouldn’t it be nice 
to have someone sitting in for you while you’re out, deleting the junk, for-
warding the stuff that’s important to a colleague so that he or she can act on 
it in a timely manner, and letting everyone else know that you’re not ignor-
ing them, you’re just out of the office until tomorrow? Well, actually, you 
do have someone who can sit in at a moment’s notice — the “Out of Office 
Assistant,” which in Outlook 2010 has renamed Automatic Replies.

 You can use Automatic Replies only if you work on an Exchange network. If 
you don’t, you’re not totally out of luck. You can still do some things to get 
Outlook to help you with e-mail management. See the section “What to do if 
you have a POP3 or IMAP e-mail account,” later in this chapter.

You can use Automatic Replies to send an instant reply to anyone who 
e-mails you while you’re away. What the reply says is up to you: “I’m out of 
the office; see Bill if you need immediate assistance” or “Leave me alone. I’m 
on vacation, you bug!”

You can set up rules to process your e-mail automatically, too. For example, 
you may want e-mails from particular people passed on to someone in 
your company, and you may want junk newsletters and such automatically 
deleted.

Turning Automatic Replies on or off
To turn Automatic Replies on, follow these steps:

 1. Click the File tab to display Backstage, and then select Info from the 
list on the left.

  The Account Information options appear on the right.

 2. Click the Automatic Replies button.

  The Automatic Replies dialog box jumps up to help, as shown in Figure 1-1.

 3. Select the Send Automatic Replies radio button.

 4. To have Automatic Replies send replies during a set period of time, 
select the Only Send During This Time Range check box, then, select 
dates and times from the Start Time and End Time drop-down lists.

54_487730-bk10ch01.indd   80254_487730-bk10ch01.indd   802 6/18/10   4:11 PM6/18/10   4:11 PM



































Book X

Chapter 1

M
a

n
a

g
in

g
 Y

o
u

r 
C

o
m

p
a

n
y E

-M
a

il

819Managing Someone Else’s E-Mail and Calendar

 5. Repeat Step 3 for other modules, as desired.

 6. Click OK to close the Delegate Permissions dialog box, and then click 
OK to close the Delegate dialog box.

You can also remove a delegate altogether, which you may want to do after 
you get back to work, by following these steps:

 1. Click the File tab, to display Backstage, and select Info from the list on 
the left.

  The Account Information options appear on the right.

 2. Click the Account Settings button, and then select Delegate Access 
from the drop-down menu that appears.

  The Delegates dialog box jumps up. (Refer to Figure 1-12.)

 3. In the list, select the delegate you want to remove.

 4. Click the Remove button.

  The delegate is removed from your Permissions list and can no longer 
access your various Outlook folders. Your delegate doesn’t get any 
e-mail letting her know that she’s now off the hook, so you might want to 
drop an e-mail yourself to thank her for her hard work and to tell her to 
stop reading your mail.

 5. Click OK to close the Delegates dialog box.

Managing Someone Else’s E-Mail and Calendar
You might be given access to somebody else’s Outlook folders in several ways. 
If someone wants to control exactly what you can do and doesn’t want you 
acting on his or her behalf, you were probably given access to a shared folder. 
You can find help managing these folders in Book IV, Chapter 3 (for Calendar); 
Book V, Chapter 4 (for Contacts); and Book VI, Chapter 3 (for Tasks).

The following sections discuss what to do when you receive delegate access 
to someone’s folders. With this kind of access, when you create items, you 
do it by acting on the other person’s behalf. If you send a task request, for 
example, everyone knows that it came from you, but on behalf of someone 
else. So, no, you can’t plan an eight-hour “doing nothing” meeting just to get 
some time off, without your boss eventually catching on.
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827Managing Someone Else’s E-Mail and Calendar

 2. Click the New Items button on the Home tab and select either Meeting 
or Task from the pop-up menu that appears.

  Create the meeting or task request in the way you would for a meeting 
or task of your own. For help in creating meeting requests, see Book IV, 
Chapter 4. For help with task requests, see Book VI, Chapter 3.

 3. Click Send.

  When a colleague receives the meeting or task request, he sees that you 
created it, but on behalf of someone else. He knows exactly who’s asking 
the favor and who owes him one if he ultimately accepts.

When meeting replies come in, you simply need to open the messages to 
have Outlook add that person’s Accept, Decline, or Tentative response to 
the meeting total. For task replies, you need to open the message so that you 
can at least see whether the person you sent it to accepted the task.

Dealing with e-mail as a delegate
Managing a few meeting replies or task requests that come in while some-
one’s on vacation should probably amount to very little work on your part. 
Of course, if it’s your full-time job to manage someone’s schedule, that’s 
another matter altogether. Still, dealing with appointments, meetings, and a 
few stray task requests is nothing compared to dealing with a steady stream 
of incoming e-mail. I mean, I know how much e-mail I get on any given day, 
and if I had to double that by taking on someone else’s e-mail, I’d probably 
never be able to leave the office.

To send out a new e-mail on someone’s behalf, follow these steps:

 1. Click the New Items button on the Home tab, and then select E-mail 
Message from the pop-up menu that appears.

  A message form jumps up.

 2. In the InfoBar of the message form, if you don’t see a button marked From 
with your account name beside it, then you need to add it to your form.

  Click the Options tab, and under Show Fields, click From. The From 
button and your account name will immediately appear in this form, as 
well as the forms for all other messages you create later until you decide 
to turn this option off.

 3. In the InfoBar, click the From button and select Other E-Mail Address 
from the pop-up menu that appears.

  The Send From Other E-Mail Address dialog box opens, as shown in the 
background of Figure 1-18.
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829Managing Someone Else’s E-Mail and Calendar

To reply to somebody else’s e-mail for whom you’re acting as delegate, you 
need to be able to view the contents of his or her Inbox first. See the section 
“Displaying somebody else’s folders,” earlier in this chapter, for help. After 
you display his or her Inbox, follow these steps to reply to messages:

 1. In your colleague’s Inbox, select the message to which you want to reply.

 2. Click Reply.

  A message form appears, as shown in Figure 1-19. Your colleague’s name 
automatically appears in the From text box.

 

Figure 1-19: 
Ghost 
writer.

 

 3. Type the reply in the message text box and click Send.

  The message arrives in the recipient’s mailbox, clearly addressed from 
you (with your name in the message’s InfoBar), acting on the behalf of 
your colleague.

 

You can follow these same basic steps to forward a colleague’s e-mail to 
someone else, on his or her behalf.

Dealing with appointments as a delegate
As a delegate, if you have access to somebody’s calendar, you can not only 
reply to meeting requests and open meeting replies, but you can also add 
appointments and events.
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Chapter 2: Turning Your E-Mail 
Accounts into Roadies

In This Chapter
✓ Keeping in touch, even when you’re out of the office

✓ Going live with Windows Live Mail

✓ Making your company’s Exchange e-mail vacation-friendly

Once e-mail is set up and working properly, the process of getting e-mail 
is pretty much a forget about it” kind of thing. You drive to work, get 

a cup of coffee, sit down at your desk, and start slogging through all the 
messages that Outlook has downloaded from the e-mail server. At the end 
of the day, you go home, get another cup of coffee, sit down at your desk, 
and start slogging through your personal messages. But when you break the 
routine, trouble starts. You go on vacation, but you want to check whether 
your boss has responded to your request for more personnel. Or you go on 
a business trip and need to check e-mail every day. You can’t exactly drag 
your desktop computer with you on that trip, even if you wanted to. And 
taking your laptop along doesn’t take your e-mail with it — or, at least, not 
your e-mail connection.

So, what’s a person to do? I have to assume everybody has this problem 
because solutions abound everywhere you look. With a smartphone, for 
example, you can get your e-mail from any location. With a 3G modem, you 
can easily connect your laptop to the Internet and get e-mail. These two 
solutions, however, assume that you have a cooperative e-mail account, 
such as Web mail, that allows you to connect through the Internet and grab 
your messages. But most corporate accounts aren’t Web-mail–based, so it’s 
tough to take them along with you on a trip. And personal e-mail isn’t always 
much better, depending on the kind of account you have. In this chapter, I dis-
cuss various options and what you can do to get your e-mail from the road.
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Getting Personal E-Mail on the Road
For most of us, e-mail desire doesn’t stop when we leave work. Nope, we all 
have personal e-mail accounts, and most of us use those accounts quite 
a lot to stay in touch with friends and family. For personal e-mail, you face 
two problems when trying to check it while on vacation or otherwise away 
from home:

 ✦ How to access e-mail that’s basically setup to be retrieved at home using 
Outlook

 ✦ How to keep all your e-mail on your home computer, even if you use a 
hotel PC or a friend’s computer to view some of it while on vacation

Problem one
To address how to get e-mail on a computer that doesn’t have Outlook, you 
have several options in today’s Gotta Get My E-Mail world:

 ✦ If your e-mail account provides a Web interface, you can access your 
e-mail by using a Web browser. Don’t want to haul along your PC while 
on vacation? No problem — most hotels provide a computer you can 
use to do just that. Public libraries provide computers, too, and your 
cell phone probably has a Web browser, so research your options 
before you head out.

  The problem with using a Web interface with your normal e-mail 
account is that you typically don’t have access to your Outlook con-
tacts. So, if you want to e-mail someone, you have to manually address 
the message. Bummer. Some Web-based e-mail accounts allow you to 
import your contacts from Outlook, but if you add new contacts, you 
have to manually import contacts again to get everything in synch. (See 
the upcoming section, “Importing Outlook Contacts into a Web-Based 
E-Mail Account” for help on this one.) This process, however, is just too 
manual for me, but it may work for you. If you want to find out about a 
more convenient solution in which everything stays in synch automati-
cally, see the section, “Solutions for a Modern World: Using Windows 
Live,” later in this chapter.

 ✦ Speaking of cell phones, smartphones provide e-mail access as a matter 
of course. For example, I can get my e-mail through my BlackBerry 
easily. It doesn’t use Outlook; instead, BlackBerry provides a simple 
e-mail interface and a way for me to synch my contacts, tasks, and notes 
with Outlook. iPhones and Palms are similar — instead of providing 
Outlook, they offer a different interface for sending and receiving e-mail. 
Depending on the make and model, your cell phone may or may not 
synch with Outlook’s contacts, notes, and tasks, so check that with your 
service provider.
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846 Taking Microsoft Exchange on the Road

 

Figure 2-7: 
Ready, set, 
mark your 
header!

 Delete icon Download Copy icon Download icon

Taking Microsoft Exchange on the Road
It seems a little funny to be talking about taking Exchange on the road 
because it’s designed to be used on a company network. But the reality is, 
even though you may have a desk downtown, you probably spend very little 
time at it. Or, even if you do keep your desk chair warm from 8 a.m. to 5 p.m., 
your work probably doesn’t stop just because you’re sitting in your living 
room. So, what should you know about taking Outlook out on the road? The 
following sections help you fill in the blanks.

 

Some additional ways in which Exchange can help you when you’re out 
of the office include giving you the ability to view a text transcription of 
voice messages left on your phone. Pretty cool, right? Yep, you can set up 
Exchange Server 2010 to transcribe voice messages that someone leaves 
on your office phone into text messages that are sent to your Inbox, along 
with a copy of the actual voice recording. You can read the message on your 
smartphone or through a Web interface without having to listen to the voice 
recording itself.

Another way in which Exchange can come to your out-of-office rescue is 
through the Outlook Web App, which provides a pared-down version of 
Outlook that runs on the Exchange Server. You access Outlook Web App 
through a Web browser, which makes it the perfect out-of-office partner. 
With it, you can view e-mails, instant messages, text messages, contacts, and 
your calendar, although it does not offer all the rich tools (such as Quick 
Steps, complex searching, and customizable views).
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The offline address book contains only the most basic information needed 
to resolve e-mail addresses and get messages on their way. Because Outlook 
refers to the offline address book whenever it needs to check up on some-
body, it becomes even more important if you’re working offline (temporarily 
disconnected from the company network) or trying to get some e-mail com-
posed while you’re between connections at the airport. As you might imag-
ine, you need to have an offline address book that’s at least kinda up-to-date 
if you want to be able to work offline effectively.

To ensure that your offline address book is updated regularly, follow these steps:

 1. Click the Send/Receive Groups button on the Send/Receive tab and 
select Define Send/Receive Groups from the pop-up menu that appears.

  The Send/Receive Groups dialog box appears, as shown on the left in 
Figure 2-8.

 

Figure 2-8: 
Keep that 
offline 
address 
book 
up-to-date.

 

 2. Select the group associated with your Exchange account.

  If you have more than one Send/Receive group, be sure to select the one 
that includes your Exchange account. For me, that’s my Work group.

 3. After you select the correct account, click Edit.

  The Send/Receive Settings dialog box appears, as shown on the right in 
Figure 2-8.

 4. Select the Download Offline Address Book check box.

  It appears in the Account Options section of the dialog box.
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857Printing Items and Any Attached Documents

 • Calendar Details Style: Prints Calendar items one after the other, with 
full details, grouped by day. 

 • Memo Style: Prints the contents of each item — select this style if you 
want to print attachments.

  There are several Contacts print styles:

 • Card Style: Prints the information that you see on the address cards 
in alphabetical order. (See Figure 3-3.)

 • Small Booklet Style: Prints the names and addresses like a small 
book. Outlook prints on both sides of each piece of paper, and when 
you put the papers in order, you can create a little address book. 
The font is a bit small — but still readable.

  To print by using Small Booklet or Medium Booklet Style, your 
printer must be set up for double-sided printing.

 • Medium Booklet Style: Similar to Small Booklet Style, but this style 
creates a booklet in a larger font. It’s a bit more readable than the 
Small Booklet Style, although it’s also bulkier because it takes more 
pages to print the same number of contacts.

 • Memo Style: Prints the contents of each item — select this style if you 
want to print attachments.

 • Phone Directory Style: Prints only contact names and phone numbers 
in a long list.

 

Figure 3-3: 
Pick a card, 
any card.

 Click here to zoom.
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864 Printing a List of Items

Printing a List of Items
Sometimes, you don’t need the contents of an item printed; you just need 
a list. You can print your Tasks list, for example, or you can print a list of 
contacts at a client’s company so that you can take it with you on a business 
trip. The process is fairly simple. First, select a view that displays the items 
you want to print, and then begin the print process. Outlook offers a lot of 
options along the way, so put your decision cap on.

To print a list of items, follow these steps:

 1. Change to the module that contains the items you want to print by 
clicking its button on the Navigation pane.

  Want to print tasks? Well then, change over to the Tasks module. 
Appointments more your worry? Then change to Calendar.

 2. Select the folder you want to print.

  For example, in Mail, you might have many folders in which you organize 
incoming mail. In Contacts, you might have a New Clients folder in which 
you keep all your new client contacts. If the module you are in contains 
multiple folders, select the folder you want to print.

 3. Click the Change View button on the View tab and select a list view 
from the palette that appears

  In Mail or Tasks, you can select any view as they are all essentially list 
views. In Calendar, select either the List or Active views; in Contacts, 
select either Phone or List view.

 4. (Optional) Rearrange the order of the items before printing by simply 
clicking the column header of the column you want to sort by.

  For example, click the Due Date column to sort a list of tasks by their 
due date.

 5. Select the items you want to print.

  You don’t have to print all the items in the current folder, although 
Outlook prints everything it sees unless you make a selection:

 • To select noncontiguous items: Hold down Ctrl and click each item.

 • To select contiguous items: Hold down Shift, click the first item in the 
group, then click the last item.

  Some views automatically hide certain items, so by choosing one of 
them, you can limit the size of your printout without having to select 
anything. For example, the Active view in Tasks displays only the active 
tasks, and not the completed ones. Another way to limit the view is to 
search for the items you want to print. See Book IX, Chapter 4, for the 
lowdown.
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866 Printing a Blank Calendar

 

Figure 3-8: 
Print a list of 
items.

 

Printing a Blank Calendar
Sometimes, you may find having a blank calendar printout handy, especially 
if you’re out of the office (or away from home) and need to jot down an 
appointment or meeting. To print a blank calendar, however, you need to 
create one first. Thankfully, that’s not difficult.

To create and print a blank calendar, follow these steps:

 1. Change to Calendar by clicking its button on the Navigation pane.

 2. Click the New Calendar button on the Folder tab.

  The Create New Folder dialog box appears, as shown in Figure 3-9.
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867Printing a Blank Calendar

 

Figure 3-9: 
Creating 
a blank 
calendar.

 

 3. In the Name text box, type a name for the new folder.

  I typed the name Blank so that I could remember never to fill it. That 
way, I always have a blank calendar for printing.

 4. From the Folder Contains drop-down list, select Calendar Items, select 
Calendar from the Select Where to Place the Folder list box, and then 
click OK to create the blank calendar.

  The calendar appears in the My Calendars list on the Navigation pane.

 5. In the My Calendars section of the Navigation pane in Calendar, select 
the check box for the new, blank calendar you just created.

  The blank calendar appears.

 6. Click the File tab to display Backstage, and select Print from the list 
on the left.

  The Print Settings options appear on the right.

 7. Select the printer that you want to use from the Printer drop-down list.

 8. In the Settings pane, select the print style you want to use.

  See the earlier section, “Printing Items and Any Attached Documents” 
for help in selecting a print style.

 9. Click the Print Options button.

  The Print dialog box appears. Specify the portion of the calendar to 
print by entering a start date in the Start text box, and an end date in the 
End text box. Set any other options you want. See the section “Printing 
Items and Any Attached Documents,” earlier in this chapter, for help 
with making selections.

 10. After selecting options in the Print dialog box, click Preview to 
preview the layout for your blank calendar.

  The Print Settings page reappears.
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Backstage
as new feature, 12
overview, 16

batching functions performed on 
conversations, 135

Bcc (blind carbon copy) � eld, 101, 119
BCM (Business Contact Manager)

accessing, 615
accounts in, 632–637
auto mapping � elds in, 625
candidates for using, 614–615
contacts, importing, 625–626
customizations, 621
Dashboards, 665–667
data types used by, 620–621
database, creating, 615–618
database, deleting, 619–620
database, � nding current, 619
database, opening, 618–619
described, 2
existing Outlook activities linked to a 

BCM record, 637–639
features of, 613–614
importing contacts into, 620–626
importing data, 622–626
linking Outlook to BCM records, 637–640
manually mapping � elds in, 625
mapping to new � elds in, 625
moving contacts from Outlook, 625–626
new Outlook item linked to a BCM record, 

639–640
opportunities in, 645–654
Outlook compared, 613–614
projects in, 640–644
reports, 655–665
SQL as database engine for, 618
who should use, 614–615
working with business contacts, 627–632

BCM accounts
address for, 634
categories for, 635
changing, 636–637
contacts, linking to BCM, 635
creating, 634–636
editing, 636–637

e-mail address for, 634
existing BCM contact, creating account 

from, 636
overview, 632–633
phone numbers for, 634

BCM Contacts
account record, adding contact from an, 

631–632
account record, linking to, 629
adding, 628–630
addresses for, 630
changing, 630–631
comments for, 630
company for, 629
editing, 630–631
e-mail addresses for, 629
full name for, 629
images for, 630
locating, 627
overview, 627
phone numbers for, 629
Web page addresses for, 629

BCM data type
Access database � les as, 621
Comma Separated Vales as, 621
contacts as, 621

.bcm extension, 620–621
BCM opportunities

categorizing, 648
closing the deal, 649–650
deleting, 650
editing, 648–649
links in, 647
naming, 646
notes added to, 648
overview, 645–647
products, adding, 650–653
products, deleting, 653–654
products, editing, 653–654
sales � elds in, 647
services, adding, 650–653
services, deleting, 653–654
services, editing, 653–654
tracking, 645–646
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Default view, 533
delaying when messages are sent, 217–218
delegates

appointments, adding, 829–830
assigning, 814–818
author permission level, 816
editor permission level, 816
events, adding, 829–830
folders, displaying, 820–822
folders, temporarily displaying, 822–824
mailbox visible on Exchange network, 

making, 820
managing someone else’s e-mail and 

calendar, 819–830
meeting requests, 824–827
overview, 814
permission levels for, changing, 818–819
permission levels for, removing, 819
permission levels for, selecting, 816
replying to e-mail on someone’s behalf, 829
reviewer permission level, 816
sending out new e-mail on someone’s 

behalf, 827–828
task requests, 824–827

Deleted Items folder, emptying, 728
deleted pages, using Recycle Bin 

to restore, 594
deleting

BCM opportunities, 650
BCM projects, 643–644
conversations, 134
custom views, 690
folders, 722
items, 45–46, 480–481
objects, 573
old items with drag-and-drop, 65
Quick Parts, 201
rules, 750
search folders, 775
tasks, 499
To-Do items, 480–481

deleting items
in Daily Task List, 480–481
overview, 45–46
in To-Do bar, 480–481
in To-Do list, 480–481

delivery of messages
delaying when messages are sent, 

217–218
Desktop Alert for arrival of message, 

222–224
expiration date for messages, setting, 

218–219
recalling messages, 219–220
receipts for, 212–213
replacing messages, 219–220
rule for delaying, 218
sound alerts for arrival of message, 

221–222
tracking, 212–213

delivery receipts, turning off, 761
Desktop, sticking notes to, 534
Desktop Alert for arrival of messages, 

104–105, 222–224
dialog box launchers, 18
dictionary, adding words to, 154
digital camera images, 561–562
digital ID

obtaining, 794
using, 795

disabling
grammar checking, 157
spell checking, 157

displaying
business cards, 457–458
buttons on navigation pane, 21–22
Date Navigator, 51
elements in calendar, 290–291
items in list (table) views, 132
meetings, 377–378
multiple calendars, 396–399
navigation pane, 24
Outlook Today, 35
reading pane, 28
Recycle Bin, 594

distribution lists
adding someone to, 259
annotating, 260
categorizing, 260
creating, 255–258
overview, 255
private, making list, 260
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e-mail accounts (continued)

phone line connection, 80
POP3, 68–69
pro� le, automatic creation of, 70
setup instructions for, 68
3rd party dialer connection, 81
type, choosing, 71

e-mail addresses
autocompletion of, 115
for BCM accounts, 634
for BCM Contacts, 629
for contacts, 418
resolving, 114–118
verifying, 114–116

e-mail attachments, blocked, 26–27
e-mail server, 98
emoticons, 232
emptying

Recycle Bin, 594
trash, 45, 728

enabling
Instant Search, 766
spell checking, 153

erasing
characters in messages, 102
freehand in OneNote, 569

errors caught by MailTips, 147–148
Eudora

contacts imported from, 90–91
importing e-mail data from, 89–90

events
adding, 307–310
all-day, 307–310
in calendar, 289
changing by opening, 318–320
changing without opening, 315–318
delegates adding, 829–830
described, 51
forwarding, 343–345
overview, 288
recurring, making changes to, 314–315
recurring, removing, 315
recurring, scheduling, 311–313
removing, 320

everyone
sharing contacts with, 460–462
sharing tasks with, 520–521

Excel data � les, importing, 92–94
Excel Workbook � les as BCM data type, 621
Exchange network

scheduling a meeting using, 362–367
scheduling a meeting without using, 

367–369
Exchange used on the road

connection options, 847
message headers, downloading only, 

850–851
of� ine address book, downloading, 

847–849
Outlook Anywhere connection, 847
overview, 846
VPN connection, 847

exchanging e-mail certi� cates, 796–797
existing BCM contact, creating account 

from, 636
existing company, creating a new contact 

from an, 424–425
existing e-mail, running your rule on, 

745–747
existing � elds, creating a new form by 

using, 705–709
existing Outlook activities linked to a BCM 

record, 637–639
existing page, adding a template to an, 548
existing rules, modifying, 743–745
expanding conversations, 134
expiration date for messages, setting, 

218–219
exporting

BCM reports to Excel, 665
list of rules, 749
news feed list, 252
one of your calendars to Google Calendar, 

352–356

F
Facebook Contacts folder, 443
favorite template, designating, 548
feeds, importing, 92–94
� le compression, 123–124
� le links, OneNote, 556–558
File tab (forms), 43
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forms (continued)

coloring � elds in, 710
customizing, 705–714
displaying in messages, 97–98
elements of, 43
existing � elds, creating a new form by 

using, 705–709
File tab, 43
folder, associating a form with a speci� c, 

714–715
Format Text tab, 43
grouping � elds in, 711
Insert tab, 43
new � elds, adding, 712–714
professional-looking, making your form 

more, 709–712
Quick Access toolbar, 43
Review tab, 43
Ribbon, 43
Save & Close button, 44
sizing � elds in, 710–711
using custom forms, 714–715

forwarded to you, adding contacts, 456–457
forwarding

appointments, 343–345
events, 343–345
meetings, 343–345
messages, 149
notes, 535
a task rather than reassigning it, 517–519
tasks, 517–519

Free marker, 340
freehand in OneNote

converting equations, 571–572
converting to editable text, 570–571
erasing, 569
options for, 569
overview, 568
panning, 569
rules or grid on page, displaying, 570
scrolling, 569
steps for, 568–569
with touch screen, 569–570
zooming, 570

full name for BCM Contacts, 629
Full Page view, 539

G
Gadgets on Dashboards, 665–667
Global Address Book, updating, 272
Global Address List, 109, 847
glowing, preventing Outlook taskbar icon 

from, 37
Google Calendar

exporting one of your calendars to, 
352–356

importing, 356–356
overview, 352
subscribing to, 358–360

Gookin, Dan (Word 2010 For Dummies), 121
gradients, 168
grammar checking

customizing, 157–158
disabling, 157
overview, 156–157
with Research pane, 157
while you type messages, 153
before you send messages, 153

Grammar dialog box, 157
graphics

charts, 172–174
overview, 172
screenshots, 177–178
shapes, 172, 174–175
SmartArt, 172, 175–177
symbols, 172
tables, 172–173

graphs, drawing, 572
group schedules

creating, 341–343
hiding, 343
overview, 341
removing someone’s schedule from, 343
using, 343

grouping
contacts, 434–435
� elds in forms, 711
items in views, 692–695
objects, 183
Quick Steps, 780–781

Groups on ribbon, 17–18
guidelines for attachments, 123–124
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requests by delegates, 824–827
requests for, responding to, 376–382
resources (meeting rooms), 

automatically managing, 388–390
responses to your requests for meetings, 

checking on, 382–388
scheduling, 362–369
steps for scheduling, 362–367
tentatively accepting, 378–380
time proposed by others, accepting, 

384–385
time proposed by others, declining, 

384–385
message formats for signatures, 198
message headers

downloading only, 843–844, 850–851
marking, 844–846
overview, 273
working with, 844–846

messages
addressing, 98–101
to all meeting attendees, sending, 

375–376
Contact Card used to send, 98, 99
copies, sending, 101
created with drag-and-drop, 61
creating, 97–104
date, inserting, 188–189
Desktop Alert for, 104–105
erasing characters in, 102
� nding � agged, 481–482
form, displaying, 97–98
formatting text in, 103, 119–123
forwarding, 149
navigation in, 102
from Outlook Express, 84–85
paragraphs in, 102
reading, 105–106
resending, 149
retrieving, 104–108
reviewing, fast methods for, 106–108
selecting text in, 102
sending, 103–104
sorting, 15
steps for creating, 97–104
styles for printing, 856

subject, 101
time, inserting, 188–189
typing, 101–103
unread, marking messages as, 106
from Windows Mail, 84–85

metadata, 244
method for contacting your contacts, 418
Microsoft Exchange, 69
Microsoft Offi ce 2010 All-in-One Desk 

Reference For Dummies (Weverka), 172
Microsoft Of� ce Communicator, 229
Microsoft Of� ce Outlook’s of� cial Web site 

as source of Internet calendars, 394
Microsoft Windows Live Messenger, 

228–229
minimizing

navigation pane, 22–23
Outlook, 37
people pane, 28
ribbon, 18
To-Do bar, 33

mobile address books, 109
Mobile Noti� cation dialog box, 240
mobile phone numbers, 237
modifying

existing BCM reports, 660–662
RSS feeds, 248–249
views, 685–687

modules. See also speci� c modules
creating a task from, 489–492
navigating between, 14
overview, 1–2, 12–14

Month view, 295–297, 689
monthly recurring tasks, scheduling, 495
months shown on Date Navigator, multiple, 

409–410
mouse hovering over buttons to reveal 

ScreenTip, 16
moving

appointments, 65
contacts, 625–626
containers (OneNote), 552
images, 575
items between folders, 721–722
items to a different type of folder, 723
notes, 601–602

57_487730-bindex.indd   88757_487730-bindex.indd   887 6/18/10   4:12 PM6/18/10   4:12 PM





Index 889

notebooks
adding new pages, 544–546
adding subpages, 545–546
changing icon color, 544
changing pages in, 540
changing sections in, 540
creating, 541–544
naming pages in, 543
naming sections in, 543
opening speci� c, 540
pages sent in e-mail message, 584–585
password-protecting a section of 

notebook, 596–597
rearranging pages, 545
removing pages, 545
renaming pages, 545
sharing, 589–594
storing, 542
template used to create new page in, 

546–548
templates used for creating new page in, 

546–548
notes

added to BCM opportunities, 648
categories used to organize, 531
closing, 530, 534
color of, 533
created with drag-and-drop, 64
creating, 54–55
creating complete, 529–530
customizing, 533–534
date included in, 534
Desktop, sticking notes to, 534
dragging and dropping, 534
fonts for, 534
formatting, 530
forwarding, 535
opening, 534
overview, 54–55, 529
passing, 535
sharing, 535
sizing, 534
styles for printing, 856
time included in, 534
typing, 530

notes (linked)
creating, 553–555
overview, 552
using, 555

Notes icon, 20
Notes List view, 532
Notes module

default view, 533
described, 2, 13
Icon view, 532
Last 7 Days view, 532
Notes List view, 532
views, 531–533

nudges, 232
numbered lists

in OneNote, 564
overview, 190–191

O
objects

arranging, 182–183
deleting, 573
drawing, 572–573
duplicating, 573
formatting, 179–180
grouping, 183
handles, 179
line color, changing, 572–573
line width, changing, 572–573
lining up, 183
manipulation of, 178–185
moving, 179
resizing, 179, 182, 573
rotating, 179, 182, 573
selecting, 179
shaping, 180
special effects, adding, 180
stacking, 182–183
text wrapped around, 180

obtaining e-mail accounts, 68
of� ine address book

downloading, 847–849
overview, 847–848
updating, 848–849
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headers, 862
list of items, 864–866
messages, styles for, 856
multiple items, 854
notes, styles for, 856
overview, 854
page orientation for, 862
paper size for, 861
steps for, 854–893
tasks, styles for, 856

printouts, inserting in OneNote, 559–561
prioritizing address books, 113–114
privacy policies of Web sites, reviewing, 761
private

Calendar items, 328
items, 483
lists, 260
marking contacts as, 460

problems retrieving personal e-mail while 
away, 832–833

products
adding, 650–653
deleting, 653–654
editing, 653–654

professional-looking, making your form 
more, 709–712

pro� les
automatic creation of, 70
creating, 282–283
default, 70
multiple, 70
overview, 70, 282

progress of assigned tasks, checking on, 
510–512

project management reports, 658
projects (BCM)

archiving, 643–644
creating, 640–641
deleting, 643–644
overview, 640
recovering, 644
tasks in, accessing, 642
tracking progress of, 643

protection from attachments, 31–32
.pst extension, 621

publishing a calendar online, 349–352
Publishing Author

shared calendar permissions, 330
shared contacts permissions, 461
shared task permissions, 521

Publishing Editor
shared calendar permissions, 329
shared contacts permissions, 461
shared task permissions, 521

Q
Question tags, 603
Quick Access toolbar

buttons, adding, 19
commands, adding, 19, 703–705
customizing, 702–705
forms, 43
items, adding, 703
items, removing, 703
moving, 19
overview, 19, 701–702
Ribbon, adding a Quick Access toolbar 

command from the, 702–703
Quick Click category, 674–675
Quick Click Flag, 476–477
quick message, sending, 47–48
Quick Parts

creating, 199–200
deleting, 201
editing, 201
inserting into items, 200–201
overview, 198–199

Quick Steps
creating, 59–60, 779–780
customizing, 57–59, 778–779
grouping, 780–781
new features, 12
organizing, 780–781
overview, 55, 777–778
saving, 59
using one of the provided, 55–56

QuickBooks, 621
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responses to your requests for meetings, 
checking, 382–388

restoring
a � le from the archive, 733–735
items, 46
trash, 46

results of Instant Search, 767–768
retrieving messages, 104–108
Review tab (forms), 43
reviewer permission level

delegates, 816
shared calendar permissions, 330
shared contacts permissions, 461
shared task permissions, 521

reviewing
BCM reports, 663–664
changes while sharing notebooks, 

592–593
fast methods for messages, 106–108

RGB (red, green, blue), 168
Ribbon

adding a Quick Access toolbar command, 
702–703

buttons on, 18
forms, 43
groups on, 17–18
maximizing, 18
minimizing, 18
overview, 3, 17–18
tabs on, 17

Rich Text Format (RTF), 120
right-dragging, 62, 63
rotating

lines, 573
objects, 179, 182, 573

rows
deleting, 566
inserting, 566

RSS aggregator, 241
RSS feeds

account settings, adding a feed through, 
243–244

adding, 242–248
e-mail used to share, 251
exporting news feed list, 252
� nding, 245

importing, 92–94
importing news feed list, 252–253
modifying, 248–249
overview, 241, 242
reading, 249–250
removing, 248–249
sharing, 251–253
synchronizing, 245
Web browser, adding a feed through, 

244–248
RTF (Rich Text Format), 120
rules

for Automatic Replies, creating, 805–807
for Automatic Replies, editing, 807–808
for Automatic Replies, removing, 808–809
bending, 745–747
changing, 743–745
copying, 748
creating, 737–739
customizing, 739–743
for delaying delivery of messages, 218
deleting, 750
existing e-mail, running your rule on, 

745–747
existing rules, modifying, 743–745
exporting a list of rules, 749
importing a list of rules, 749–750
for out-of-of� ce replies, creating, 811–813
for out-of-of� ce replies, turning off, 

813–814
overview, 737
shortcuts for, 747–750
troubleshooting, 745–747
turning back on, 747
turning off, 747

rules or grid on page, displaying, 570
Rules Wizard, 739–743, 811–813
running BCM reports, 658–659

S
Safe Recipient list, 755–756
Safe Senders list, 138, 752–755
sales � elds in BCM opportunities, 647
sales reports, 656
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sharing tasks
accessing someone’s custom Tasks 

folder, 526–527
accessing someone’s main Tasks folder, 

525–526
with everyone, 520–521
overview, 519–520
permissions, changing, 523–525
with speci� c people, 521–523
stopping, 523–525
viewing tasks shared by others, 525–527

shortcut keys
added to categories, 677–678
described, 677

shortcuts
creating, 38
to folders, 38
for rules, 747–750
using, 38

shortcuts groups
creating, 38
hiding, 39
opening, 39
using, 39

Shortcuts icon, 20
side notes, 562–563
side-by-side with other programs, using 

OneNote, 539
signature � le, business cards as part of, 446
signatures

automatically adding to messages, 197
business cards, adding, 195–196
creating, 194–197
described, 103
images, adding, 196
manually adding to messages, 197
message formats for, 198
overview, 193–194
removing, 198

Single views, 131
size of attachments, 123–124, 126
sizing

� elds in forms, 710–711
navigation pane, 22–23
notes, 534
reading pane, 698

smart phones
accessing personal e-mail while away, 

832–833
Calendar Summary, sending, 239
forwarding messages, 240
reminders, sending, 240

SmartArt, 172, 175–177
SMS (Short Message Service), 227
SMS text messages

mobile phone numbers, adding, 237
online status, 237
Outlook Mobile Service provider, 

choosing an, 235–236
overview, 235
sending, 238–239

snapshot of calendars, 393
someone else, assigning a task to, 505–508
sorting

contacts, 417
data, 695–696
items, 484
items in list (table) views, 132–133
messages in Junk E-Mail folder, 758–759
tasks, 501

sound alerts for arrival of message, 
221–222

SPA (Secure Password Authentication), 87
space in page, adding, 566
spam

Blocked Senders list, 756–757
chain e-mail messages, not forwarding, 761
check boxes already selected when 

shopping online, watching for, 761
delivery receipts, turning off, 761
� ltering, 751–753
HTML messages, blocking pictures in, 761
inbox, blocking a name from your, 756–757
Junk E-Mail folder for, 757–760
level of protection in junk e-mail � lter, 

changing, 751–753
meeting requests, turning off automatic 

processing of, 761
not replying to, 761
personal information in e-mail, not 

sending, 761
phishing attacks, 760–762
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inserting, 172–173
rows, deleting, 566
rows, inserting, 566

Tablet PC, 538
tabs on Ribbon, 17
tagged items, searching in OneNote for, 

608–609
tagging information in OneNote, 603–604
tags

applying, 603–604
creating, 604
Idea, 603
Important, 603
overview, 603
Question, 603

task assignments
acceptance of, 508
accepting, 512–513
declining, 512–513
forwarding a task rather than reassigning 

it, 517–519
overview, 505
progress of, checking on, 510–512
reassigning a reassigned task, 515–516
reclaiming, 508–509
rejection of, 508
someone else, assigning a task to, 

505–508
status report on an assigned task, 

sending a, 514–515
tasks

active, 498
adding, 53–54
amount of work done on project, 

updating, 501
appointments linked to, 493–494
automatic reminder for, setting, 503–504
in BCM projects, accessing, 642
checking off, 582
color of completed tasks, changing, 499
color of overdue tasks, changing, 499–501
complete, marking task as, 501–502
created in OneNote, 581–582

created with drag-and-drop, 64
creating detailed, 489–494
customizing, 498–502
daily recurring tasks, scheduling, 495
Daily Task List used to create, 485–487
delegate requests, 824–827
deleting, 499
due date, changing, 582
e-mail, creating a task from an, 492–493
� ag removed from, 499
forwarding, 517–519
marking as done, 582
meetings linked to, 493–494
module, creating a task from any, 489–492
monthly recurring tasks, scheduling, 495
overview, 35, 53–54
progress of assigned tasks, checking on, 

510–512
rearranging, 501
reassigning, 505–508
reassigning a reassigned task, 515–516
reclaiming, 508–509
recurring tasks, scheduling, 494–496
reminder for, setting automatic, 503–504
removing, 582
sharing, 519–525
someone else, assigning a task to, 505–508
sorting, 501
status of project, updating, 501
status report on an assigned task, 

sending a, 514–515
styles for printing, 856
To-Do items compared, 471–472
updating, 501
view, changing, 498
viewing, 496–498
weekly recurring tasks, scheduling, 495
yearly recurring tasks, scheduling, 495

Tasks list
sharing, 519–525
To-Do bar, 35

Tasks module, 2, 13
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To-Do list
contact added to, 475–476
deleting items in, 480–481
e-mail request added to, 474
� nished items, marking off, 479
renaming items in, 478

tone, color, 170
touch screen, 569–570
tracking

BCM opportunities, 645–646
BCM reports, 661
conversations, 133–137
progress of BCM projects, 643
when messages are delivered and read, 

212–213
trash

automatic emptying, 45–46
emptying, 45
restoring, 46

troubleshooting rules, 745–747
Trust Center

digital ID, obtaining, 794
digital ID, using, 795
download options, 786
HTML-formatted messages, 793–794
macros, 788–790
overview, 785–786
privacy options, 786–788

trusted publisher, determining if macro is 
from a, 788

turning off
Automatic Replies, 804
rules, 747

turning on
Automatic Replies, 802–804
rules, 747

typing
messages, 101–103
notes, 530

U
unbolding dates, 412
unlocking a password-protected section, 

598–599

unopened items, assigning categories to, 
673–674

unread messages
displaying, 699
marking, 106

updating
contact groups (distribution lists), 259
Global Address Book, 272
of� ine address book, 848–849
tasks, 501

uses for business cards, 449

V
verifying e-mail addresses, 114–116
versions of a page, viewing previous, 

593–594
video, adding, 577–578
viewing

archived folders, 732–733
area, 14–16
contacts shared by others, 466–468
Dashboards, 666
People pane, 28–29
with Reading pane, 25–28
someone else’s calendar, 334–338
tasks, 496–498
tasks shared by others, 525–527

views
calendar, 288–291
Card, 689
changing, 498, 684
choosing, 15, 429–432
columns, sorting, 695
Compact, 130
Conversation, 15, 133–137
creating, 688–690
customized sorting, 695–696
customizing, 685–687
Daily, 689
deleting custom, 690
editing, 685–687
folder, displaying all messages in a, 699
Folder list, 777
grouping items in, 692–695
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