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STUDY COMPONENT
MICROSOFT OUTLOOK 2003

TIME FRAME: 1day
SPECIFIC OUTCOMES

At the end of this module, the learner should be able to:

. Launch Microsoft outlook
. Identify the program window
e Switch the reading pane on and off

View Outlook today (summary of the day)
Activate Outlook today

Customize Outlook today

Get help

Getting help typing a question
Getting help with the office assistant
Getting help using the help task pane
E-mail messages

Use the inbox

Read messages

Create a message

Automation features

Reply to a message

Format messages

Check spelling and grammar

Attach files

Save attachments

Save messages

Forward messages

Delete messages

Restore messages

Use the message options effectively
Set the importance and sensitivity setting
Use the voting and tracking options
Respond to a message with voting buttons
Set delivery options

Search for folders

Create a search folder

Flag messages

Create read receipts

Print messages

Address books



o Find a contact in the address book
Send a mail from the address book
Add a contact to an address book
Edit a contact

Add contacts from the same company
Utilize distribution lists

Create a distribution list

Send a message to a distribution list
Create a personal address book
Add external contacts to a personal address book
Utilize categories

Categorize contacts

Create a category

Find a category

Use the mail merge wizard

Utilize tasks

Create tasks

Edit a task

Delete a task

Create recurring tasks

Mark tasks as complete

Insert tasks info messages

Assign categories to a task

Assign tasks to others

Accept or decline assigned tasks
Send a task status report

Track a task

Utilize appointments (the calendar)
Create appointments

Add recurring appointments

Show different calendar views

Set up multiple time zones

Create multiple time zones

Change the time interval
Categorize appointments

Use colours to distinguish appointments
Modify appointments

Delete appointments

Restore appointments

Create multi-day events

Add annual events

Create meeting requests

Organize meetings

Respond to meeting requests

Read and accept a meeting request
. Cancel a meeting



Move messages between folders
Organize messages using colours
Filter junk e-mail

Set the options for filtering junk e-mail
Create signatures

Edit a signature

Set a signature for messages, replies and forwards
Assign hyperlinks to buttons or menus
Integrate Outlook with Internet Explorer
Create custom toolbars

Delete custom toolbas

Search and filter messages

Use the find feature

Use the advanced find

Use filters

Clear filters

Create and use message stationery
Assign groups to messages

Remove groups

Utilize rules

Creating rules for messages

Set the Out of office assistant
Manage a mailbox

Use the Mailbox cleanup

Use the automatic archiving

Restore archived messages

Utilize notes

Create notes

Share notes

Customize notes

Understand the Journal folder

Record journal entries automatically
Share outlook folders

Grant permission to view your inbox
Access a shared inbox

Remove inbox permission

Access your e-mail from another venue




MicrosoFT OQUTLOOK 2003

1 WHAT IS MICROSOFT OUTLOOK 2003

Outlook is a Microsoft mail application. You use it o send and receive e-mail.
You also use it as an organizer (diary) to schedule meetings, appointments and

tasks.

2 LAUNCH MICROSOFT OUTLOOK 2003

To launch Outlook 2003, double-click on the Outlook icon on the desktop.

OR

Double-click on the icon on the TASKBAR

sasmrtﬂj ] & 5
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3 THE PROGRAM WINDOW

WHAT IT 1S2 WHAT IT DOES?2

Control menu icon

Displays commands used to work with the main
program menu

Menu bar

Contains menus such as FILE, EDIT VIEW, GO, etc.

Title bar

Displays the name of the folder currently active

Standard toolbar

Contains buttons that you can use instead of menu
options to perform common tasks.

Status bar

Shows info about the current state of what is being
viewed in the window

Navigation pane

Provides centralized navigation to all parts of

Ovutlook

Pane-switching buttons and
icons

Displays panes that are used often with one click

Configure buttons icon

Shows commands used to change the way the
Navigation pane looks

Folder pane

Displays the name of the active folder

Folder contents list

Displays the contents of the active folder

Reading pane

Displays the contents of the selected e-mail message

©Tshwane University of Technology
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Folder contents pane

Control Menu bar  Title bar
menu icon

Reading pane

Folder pane
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Outlook =
GroupiWise

Equivalent of GroupWise in Outlook 1 - QuickView

3.1 THE READING PANE

The Reading Pane works when a mail-related pane Fle Ede [ Yien | Go Tools actions b

or folder is active. You can choose to have the R irréngjwp |
reading pane on the RIGHT or the BOTTOM of the % @ el

p . Reading Pane >| 14 Right
i @ Back 1= R
screen or you can have it OFF. R uioprevion e
Expand/Collapse Groups » |||

off
Favorite Fold -

Click VIEW
Click READING PANE
Select RIGHT, BOTTOM or OFF

Reminders Window

[ Inbax
L3 For Fol
=

.J Sent It Toolbars 3
L3 unread

v | Skatus B
all mai Folder SHTIEET

Reading pane RIGHT Reading pane BOTTOM Reading pane OFF

3.2 OUTLOOK TODAY (SUMMARY OF THE DAY)

This is a summary of everything that is happening for the day.

If you ADVANCED toolbar is not activated then do the following:
Click VIEW

Click TOOLBARS

Click ADVANCED

OR

Right-click in the grey toolbar area

Select the ADVANCED toolbar

©Tshwane University of Technology Page 3



3.2.1  ACTIVATING OUTLOOK TODAY

OUTLOOKTODAY button

Click the Outlook today button — %} @ Back @—Qm ) | A !

OR Favorite Folders

Click MAILBOX under the ALL MAIL FOLDERS (5 Inbox

{ For Follow Up [2]
[ Sent Items

L Unread Mail

All Mail Folders

= 3t Mailbox - Charmaine Morris |

View of OUTLOOK TODAY

B crationk foday - “eroacht utleok

=18 x|
Ble [t Wew Go Jook Ao e .
it = | | cyserdmee = [SoPpd] W) T sroind = | 6 G G )
¥ @l al
@psck @ B @ @ outooktoday !
[ - S o ]
| Favoritn Fiders T
) Inbe B
1 Foe Follos Up (2]
23 St Ttems
o Urvead Mal Calendar Taaks Messages
Al il Poklers.
| "'l'm Charmaing - Tnchey I Schachie Publishar traning (Hone) T o
k-4 = Morrie T A L [ Wieke otk st ot bt ared ucalate Urafis o
= O Cabinit P R R R cter bt to 3003 (30060116} Outhos ]
o 1 T Harals for Buacben (300410119}
# 1 apache: ncay
Fhans Mathe ¥ she recerved the
= Berpl 1 Mgesyane o Telematic | Tekawatic) r mm&mﬂlrﬁl
ik wedne vy r Fax ta PLZ For parmant be Marthen
i kel Fry— M matly Fox Eiachi (20001 %)
2 chameleons o S . [ et marushs and dsks reay for drama
# [ Chawrmaing private i B 4 Cean dentit et (20001 FR)
y — - Sichadhle 5 mesting wieh Linde b Psl
— r Py
3 QL8 LG AT TUT of|  Feday r mgomxﬂw-amm
ki T Anp— T ——— [ Wars Eraghdaning fn 2t
' bl shades (onReii
= Py sp— Puck i Firg I Feturn by biooks (2008004063
1] Calendar [ Frh FrortPage, Sernet marusk
! e NERT]
8| Comtacts I Thirk abent Eracineg in car CSTETHOM O
I - ™ Trads in cor C2OOTOGLE
o] Tasks
o) Moles
| voldes List
| Sheteuts
=
h =
fpere Allckders are v b ot | )] Cornmcted =

e e d @ T || Epeoose. | cosmor. | Fluaser. | @ o [k o [ eEG T TS0 1w

3.2.2 CUSTOMIZING OUTLOOK TODAY

Cuistomhes auilizak teday ..

Click CUSTOMIZE OUTLOOK TODAY

Messages
Inbox 2
Drafts 0
Ouktbo 0
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Displays the Cutlook today page
when QOutlook is opened

Shows selected folders in the
Messages section

Shows the selected number of days from
vour calendar in the CALENDAR section

Displays and sorts the selected tasks =g
in the TASKS gection

hYd

Changes the layout or colour scheme
of the Outlook today page

Startup

Messages

Calendar

Tasks

Styles

™ when starting, go directly to Outlook Today

Show me these folders:

Shiow this number of days in my calendar |5 - l

In my bask lisk, show me: (& All basks
™ Today's basks
¥ Include tasks with no due date

Sort my bask lisk by |Due Date ;l then by: |(none) ;'
& Ascending
& Descending

v Ascending
" Descending

Show Outlook Today in this skyle: IStandard - l

When you have customized your OUTLOOK TODAY, click SAVE CHANGES

3.3 GETTING HELP

3.3.1  GETTING HELP TYPING A QUESTION

Type a question the box
Press ENTER

Choose ONLINE or OFFLINE HELP
(Online takes you to the Internet)

Select OFFLINE HELP
Click on the GREEN ARROW

Click on the topic you want help on

©Tshwane University of Technology

Tvpe a queskion for help = X

Search

Microsoft Office Online

Assistance
Training
Offline Help
Clip Art and Media
Research

Search

|OFFIine Help | v|

||:alenu:|ar | ﬂ

20 results

I Print a calendar

g add wWindows SharePoint
Services data bo your
Calendar

g About Calendar
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() Microsoft Dffice Dutlo o [=] S|

A separate window opens with an explanation of what to do [0 <= =

= Showe All ;I

Print a calendar

P Prink a calendar with all roy
appoinkrments in ik

P Print a blank calendar

3.3.2  GETTING HELP WITH THE OFFICE ASSISTANT

To show the OFFICE ASSISTANT, click HELP

Click SHOW THE OFFICE ASSISTANT il wintle i (L o o
Click on the OFFICE ASSISTANT for the “WHAT
WOULD YOU LIKE TO DO” balloon to open
Type a question in the balloon A
Click SEARCH Options Search d Formatting

oa

e and

¥pe your question her

hen click Se

arch,

3.3.3  GETTING HELP USING THE HELP TASK PANE

Click HELP

Click MICROSOFT OFFICE HELP

In the SEARCH FOR box, type in the subject you want help on
Click on the GREEN ARROW

Choose ONLINE or OFFLINE HELP

A separate window opens with an explanation of what to do

4
Click on the to turn off the HELP PANE

4 E-MAIL MESSAGES
4.1 THE INBOX

The Inbox is used to read and create messages. The header of an e-mail message
has the following information: Who the MESSAGE is from, the SUBJECT and the
TIME received.

Frinm Time received
& michelle@umalusi.org.za 11:52 AM
é | arcnwians NDivaan g Icon
Subject

The header also contains an icon.

©Tshwane University of Technology Page 6



ICON DESCRIPTION

l A new and unread message

A message that has already been read

A message that has been read and replied to

-
: ) A message that has been read and forwarded
@J A message with a file attachment

A flagged message

4.2 READING MESSAGES
UNREAD — -1 Corporate

e-TUTor 16 January 2006
Unread messages appear in bold.

Read messages appear in regular text READ —— s Michelle@umalusi.org.2a

Double-click the unread message
Read the message
Examine and make use of the tools on the Standard toolbar

~uReply | g Reply to Al | 1} Forward | 5§ SR AN X|la-o-AG 9T 1ex - I@;E

Click FILE and CLOSE or click the

4.3 CREATING MESSAGES

Click FILE, NEW, MAIL MESSAGE
OR

Click * 24H% - 51 the STANDARD TOOLBAR
OR
Press CTRL + N

©Tshwane University of Technology Page 7/



Standard toolbar Formatting toolbar

| ﬁ Untitled Message

. File Edit View Insert le  Window Help Type
Contains the e-mail address of the insdREaais B9 -0 - @ | 116%
person the message is been sent to iizdsend | ) - |1 8 |53 ¥ B & | [:] options... = | HTML -
Contains the e-mail addresses of the it L |
pecple your want to send a copy of the ===l cc... / |
message to Subject: / |
Contains a word/s that describes the/i W S 4 Ha @ | Tehoma / 12 -A-B I U @§ === iF E
message —
Containg the contents of the message  ——e—
=l
*
@
¥
Type in the recipient’s e-mail address
’ . Il-ij Ta...
If you don’t know the address, click on
Then follow the following steps:
Outlock = x|
Groupiise Step 2 =] Type Name or Select from List: Show Narnes From the: _Step 1
Type surname fmasina | lobal address List =l (Internal address boak)

| Name | Business Phone ‘ Office
W MasinamelaliM 012 7999202 9247
1 & MasinaPN 27-12-3 99
& Masingihl
@ MasipalB
@ MasipaSE
@ Masiis
& MasombukaEN (012) 318 4297
@ Masombukall (012} 799-9000
P Masombukaw 3184122

@ Masonl] 012 318531

Step 3
Click on person’s name

@ MasonR ok _I:]
»
Step 3 o s
Click To-x s:oengum .
Step 4+ 5 -;'),Jl |MasmapN
Cc-
If necessary, click = :
CC-> and/or Bec->
_aovasd v Eoa|
Vs
1
Step 6
Click OK

Equivalent of GroupWise in Outlook 2 - Frequent Contacts

©Tshwane University of Technology Page 8



4.4 AUTOMATION FEATURES

When you manually enter names in the TO & To
or CC or BC boxes, Outlook checks the

[l cc Charmaine Morris < CharmaineMartis =
address book for the names. The address CoetzeeD =<DEWETCOETZEESZ130592>
. : . Cindy {arbworki@jasigns.co.za)
book contains the names of people with Subject: [CnhenE e N
whom you frequently have contact. BlignautMC  <ChrissieBlignaut04111467>
5—" = ' |Cas Labuschagne <CASLABUSCHAGNE100Z4465 =

. , I Zharlotke Smit < CharlotbeSmit =
Type the first letter of a person’s name
A dropdown box appears with a list of names E
If the recipient’s name does not appear, click on CHECK NAMES button on 'H"-l-

the STANDARD TOOLBAR
OR
Press CTRL + K after typing a few characters in the To-> box.

4.5 REPLYING TO A MESSAGE

Open the message to which you want to reply

Click REPLY (replies only to the sender)

OR

REPLY ALL (replies to the sender and everyone else who received the original
message)

Type the reply message

Click SEND

Close the message window

Tip 1 - AutoComplete

The AUTOCOMPLETE feature prompts you to complete the word. So instead of
typing out a whole word or phrase, you type the first part of it. AutoComplete
prompts you to complete it.

* Type ‘Thank’ and press the space bar
* Type ‘Yours’ and press the space bar
* Start typing today’s date and press the space bar

To see a list of words in the AUTOCOMPLETE feature, do the following:

Create a new mail

Click inside the area where you want to type your message
Click TOOLS

Click AUTOCORRECT

Select the AUTOTEXT tab

©Tshwane University of Technology Page 9



4.5.1 FORMATTING MESSAGES

The FORMATTING toolbar has the same functionality as in Word.

W S| & B | Tahoma v12vévﬂfﬂ§§§§£§?i§

Create a new message

Enter the recipient’s name

Type a subject

Type a short message

Apply the formatting changes, for e.g. Font type, font size, font colour, bold, italics,
underline, alignment, bullets and numbering, indentation, translation.

Tip 2 - Default font

Click TOOLS

Click OPTIONS

Click MAIL FORMAT

Click FONTS

Apply the necessary changes

Click OK

4.5.2 CHECKING SPELLING AND GRAMMAR
I icrosoft Office word

Create a new message
Enter the recipient’s name
Type a subject

Type a short message

Click TOOLS

x|

@ The spelling and grammar check is complete.

Click SPELLING AND GRAMMAR
Either IGNORE or CHANGE
A message box will appear telling you the spelling and grammar check is complete

Click OK

3
File Edt View Insert Format Tools Table Window Help
AEEHRS SQKE B@®B|9-™- |8 8 f J
idgend | ) ~ A8 (=4 ¥ B | ¥ S| [ options... *|HIML -
NTD... ‘mhellg@umah.lsr‘org.za; Lo oo
Spelling and Grammar: English (U.5.) x|
1L ce. ‘
Mot in Dictionary;
Sbfect: | The venue has unforetunately] already ii Torore once |
d S| % 2 @ |[fEhons 2 A - B [been booked. tanore Al |
B e L BN i e
=| addh:bictlnnaryl
The verue has NOuElgELElY already been booked.
L Suggestions:
Friendly grestings uretnae
Charmaing
ccro _ el |
a8 d AutoCarrect |
Dictionary language: [Enalish (U.5.) =]
v Check grammar
Options... I Uriele | Cancel I
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Tip 3 - QuickCorrect
Right-click on an underlined word (this indicates an incorrect spelling)
When a menu pops up, select the correct spelling

4.6 ATTACHING FILES

‘ File Edt View Insert Format Tools T:

Create a new mail _ - : - _
Click on the INSERT FILE button |ﬂ| NS HBRE SR B
OR iidgend | ) -8 3 Y B[V
Click INSERT :
WTo...
Click FILE e |
Select the items you want to send Wee.. |
The ATTACH... box shows under the subject box Subject: |
Click SEND Attach... |~_'?‘_'|Contract Perm.doc (310 KB)
Tip 4 - Attaching more than one document rsertrie T
Open the folder you want to Lok [ picwres2 Sl ©-31@Q X - ok
choose your attachments from -
Hold your CTRL key becmens |
Click on the documents you want 4 =,
1.0 Send Desktop @ﬂbahyand pumpkin

@ﬂbahy in pearls

Click INSERT

Places Files of type: [l Fils =l Cancel
4.6.1 SAVING ATTACHMENTS
Step 1 Attachments: ] cat with hat 3.jpg (44 KB)

Right-click on
attachment name

Hope vou like the cat.

Friendly greetings
Charmaine
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Step 2
Click on SAVE AS... Remaove

Select Al

Savein: |y My Documents

Step 3 3]

Select a place you Documents
would like to save to :-_ﬂ

archive
) #issessment of new staff members
~Jassessor college of sa

Jeackup

JBureau photos

“Jccwing

" Jcertificates
“1Char private

— My Documents | srmaine RAU projects
. | |_JCharmaine work
5 Step 4 ¢ % CIConvAssess
Give the doc/item My COMPUREr | ™) Corel User Files
a name and then ' Fﬂn_slm —
click SAVE My Network S —
Places Save askype: (a Files
OR
Click FILE
Click SAVE

Select a place you would like to save to
Give the item a name

Click SAVE

OR

Double-click the attachment

Click SAVE

Select a place you would like to save to
Give the item a name

Click SAVE

OR

Double-click the attachment

Click OPEN

Click FILE

Click SAVE AS

Select a place you would like to save to
Give the item a name

Click SAVE
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4.6.2 SAVING MESSAGES

Open a message you want to save Fiepame:  [RE FRONTPAGE

Click FILE

Click SAVE AS

Select a place you would like to save
to

Save as Lype! |word Document Format

Rich Text Format
Qutlook Template

Outlook Message Format

Outlook Message Format - Unicode
Word Document Format

Give the item a name
From the SAVE AS type list, choose the type of file
Click SAVE

4.6.3 FORWARDING MESSAGES

Open the message you want to forward
Click FORWARD
Type the recipient’s name

Click SEND

i Forward

4.6.4  DELETING MESSAGES x

Select the message you want to delete

Click the DELETE button on the STANDARD toolbar
OR

Click EDIT

Click DELETE

OR

Press DELETE on your keyboard

4.6.5 RESTORING MESSAGES

Step 1 [ WebAdmin

Activate your Deleted items + (5] Deleted Items (157)
folder by clicking on it LZ| Drafts

Step 2 | © Webmail Directorate Financial Aid -1

Click and hald your left AL D Mgl RGOSR i
mouse button on the message ff -1 1) libby@aoafrica.co.za MCAFEE E-MAIL SCAN ALERTIA
you want to restore /
L] Inbox
Step 3 .. For Follow Up [Z]

Drag your mouse to the INBOX ‘] Sent Items
When the INBOX turns blue, L) Unread Mail
let go of the mouse
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4.7 MESSAGE OPTIONS
4.7.1  IMPORTANCE AND SENSITIVITY SETTING (MESSAGE SETTINGS)

Create a new mail

Click OPTIONS ioptions... -

Click on the dropdown arrow next

fo IMPORTANCE or SENSITIVITY WSS

Message setbings ————————  Security

Se!ed the options you want ——— Eherme sl Seiings iy s messsas
Click CLOSE N -
Sensitivity INDrmaI 'I Security Settings. .. |
Send the message
Message settings Sensitivity: INorrnaI LI
i )é Importance: |Norma| ;I Normal
? lLow Personal
Private
High Confidential

4.7.2 VOTING AND TRACKING OPTIONS

You might want your recipients to respond to a message with a short ‘yes’ or ‘no’.
You can create such a message by using voting buttons.

Create a new mail

|. k ) h Yoting and Tracking options =
C ickin the message area @ [¥' Use voting buttons: |ﬂpprwe;Reject -
Type your message ¥ Request a delivery receipt for this message
(E.g. Will you be there?) ™ Request a read receipt For this message

Click OPTIONS

Click in the checkbox next to

USE VOTING BUTTONS: to

activate it

Click on the dropdown arrow

Select the option most appropriate to your question
If you want a DELIVERY AND/OR READ RECEIPT, you much tick those checkboxes

Yes;No
Yes;No;Mavbe

as well Yes | Mo H
Click CLOSE
Click SEND | Wote by clicking the buttons above,
When the recipient receives the mail, there will be a

' x
YES/NO option for them to click on promet e S =
Another box will appear & ‘ou have chosen to respond: Yes,
Select the appropriate option (¥ Send the response now
Click OK ™ Edit the response before sending

QK I Cancel
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Tip 5 - Creating your own voting buttons
Create a new mail
Click in the message area

Type your message
(E.g. Will you be there?)

Click OPTIONS 15 Feb | 16Feb | 17 Feb | 18 Feb !
Click in the checkbox next to USE VOTING
BUTTONS: to activate it | Yake by dlicking the buttons abowve,

In the VOTING BOX, type the different choices, but
separate them with a semi-colon

Click CLOSE

Click SEND

4.7.3 RESPONDING TO A MESSAGE WITH VOTING BUTTONS

Open the message
Notice the voting buttons under the Standard toolbar
Click on the most appropriate option

Recipient’s voting choices

B Untitled - Message (HTML)
© File Edt View [Insert Format Tools Table Window Help : File Edit View Insert Effmat Tools Actions He
HES =™ | -j_l g B R 9 -~ goj *Eenw ._;“Replytn.l\l ' Forward S B3 _3 A 4
ged | § - @B Y 8| v D D] |4 LB L
L8 To... |Charrnaine Maorris ; |.l i :
:Yes | No Sumeti‘nesg
(L Cc... I I
Subject: | Vote by clicking the buttons above.
This message was sent with High importance.
S| % Ba @ | Tahoma 12 vA-B I 1 L

Is Charmaine a bright blonde? B No: - Message (HTML)

- File Edit View Insert Format

Sender’s question g Reply ,*‘ Reply to All | 14 Forw.

Response The sender responded: No.

4.7.4  DELIVERY OPTIONS

Create a new mail

Click OPTIONS

Tick the checkboxes most appropriate to your requirements
Click CLOSE

Click SEND
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Delivery options

[~ Have replies sent to: I

Seleck Mames. .. |

V¥ Save sent message ko: ISent Ikems

Erowse, .. |

[ Do not deliver before: INDI‘IE

| J1ziooam

[ Expires after: INu:une

~| J1zio0am

4.8 SEARCH FOLDERS

You can create a folder for saving
message in a certain category or based
on a specific condition.

4.8.1 CREATING A SEARCH FOLDER

Right-click on the SEARCH FOLDER in
your CABINET

Click NEW SEARCH FOLDER

Select the SEARCH FOLDER appropriate
to your need

If necessary, click the CHOOSE button
Make your choice

Click OK

A new search folder will appear under
SEARCH FOLDERS

Inside the new folder, it will show the items
pertaining to that search

New Search folder

=) LY Search Folders
® Containing software assessmen
.. For Follow Up [3]

Y Large Mail

i Unread Mail

©Tshwane University of Technology

..J For Folloy ..l New Search Folder...

3 Large Mail
“‘.'3- ge Process All Marked Headers
i Unread M
x
Select a Search Folder:
Reading Mail =
Unread mail
Some OF Mail flagged For Follow up
Mail either unread or flagged For Follow up
the S EA RC H Important mail
FO LD E RS Mail from People and Lists
I( f Mail from and to specific people =
make use o Mail From specific people
the C H OOS E Mail sent directly to me
b Mail sent to distribution lists
utton Organizing Mail -
1 Large mail
1 old mail
1 Mail with attachments
1 Mail received this week
1 Mail with specific words
1 Customize Search Folder:
1 Show mail sent ko and received from:
1 BritzSH Choose. .. I ===
| Search mail in: |Mailbox - Charmaing Morris = | 1
1 QK | Cancel | 1
1 1
1 |
L e e e e e e e - -
Results of the search
3 Charmaine Morris 2005/10/11
Results of software assessment @
3 Charmaine Morris 2005/08/11
Software assessment: )
33 Charmaine Morris 2005/08/11
Software assessment: )
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4.9 FLAGGING MESSAGES x|

Flagging marks an item to remind you that it needs to be Followed up. After
it has been followed up, you can mark it complete,

A flag means that you need to take further

action on a message. When you flag a Flag ta: =l Fegcoer: [ 7]
message, you can specify the action that un by |e—— [ore =
has to be taken, the date it is due and the Fallow up
. For Your Information
time. Forward
Clear FMo Response Mecessary i Cancel |
: :
ACTIONS THAT CAN BE TAKEN
Follow up | For your information Forward No response necessary
Read Reply Reply to all Review

Create a new mail
Enter the recipient’s name

Type the subject and message ?‘
Click the MESSAGE FLAG button

From the FLAG TO list, click the action

From the DUE BY list, click the date and time by which you have to take action
Click OK

Click SEND

When the recipient opens the message, it will look like the one displayed below.
The recipient/s can then reply or forward the message

B Flagged message - Message (HTML) o ]

File Edit Wiew Insett Format  Tools  Actions  Help
i Reply | fReply toal | 2 Forward | & B |4 | W |2 |15 X|la-9v-A@ B
| L JAlB fusS=EEEs

wht
"
¥
"
'bI\

— | Follow up by 20 January 2006 12:30 &M, |

Fram: Charmaine Mottis Sent:  wed 2006/01)18 02:53 PM

To: Charmaine Morris
Cc:
Subject:  Flagged message

4.10 READ RECEIPTS

There are times when you want to know if a recipient has read your message. You
can check when the messages that you send, are read.

Create a new mail

Enter the recipient’s name

Type the subject and message

Click OPTIONS

Tick the checkbox REQUEST A READ RECEIPT FOR THIS MESSAGE
Click CLOSE

Click SEND
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When the recipient opens the message, he/she is notified that you have requested
a read receipt. HOWEVER, the recipient has the option of sending or denying a
read receipt.

Woting and Tracking options

@ I~ Use voting buttons: | |
v

i i e
IF Request a read receipt for this message I

4.11 PRINTING MESSAGES

Click FILE

Click PRINT

Specify the number of pages and the number of copies

Specify the print style

Specify the print options

Click PAGE SETUP and the PAPER tab to indicate LANDSCAPE or PORTRAIT
Click OK or PRINT

Click OK again

vt 2|

—Prinker

Marne: IHF‘ Desklet 6700 j Properties |

Status:
Type: HF Desklet 670C
Where: [ Print to file

Cormenk:

|- Print style Copies

Table Style Page Setup. . Mumber of pages: |4l -
% | Define Styles.. | Mumber of copies: I j
Memo Sktyle —

[™ Collate copies
|- Print options Ijl

— [~ stark each item on a new page

- Print attached Files. Attachments will print to the
default printer only,

QK Cancel Preview
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4.12 ADDRESS BOOKS

There are 3 address books in Outlook.

Global: This is the internal address book of all TUT staff and maintained by
TUT’s e-mail administrator. This address book can NOT be edited.

Contacts:  This is also referred to as a PERSONAL ADDRESS book. This address
book is private for each user.

Outlook address book:  This address book also contains a private list of e-mail
addresses and is automatically created from the
contacts you create in the Contacts folder. When you
update the contact information, the Outlook address
book is automatically updated.

4.12.1 FINDING A CONTACT IN THE ADDRESS BOOK
Step 1: Open the CONTACTS folder

Step 2: Click FIND Help
on the toalbar. 2o Fndl @ Typeacontacttofind  + | @ K BB
5 Fir : ?)
The LOOK FOR: -~ !

bar appears

Search In ~ | Contacts

Contacts

Step 3: Type the

perscon’s name in

the LOOK FOR: box

all Mail Folders

Mail I Received
Mail T Sent

Step 4: Select the
place you want to
search in fram the

SEARCH IN dropdown

box Step 5: Click FIND NOW Step 6: To clear
the search,
Click CLEAR

4.12.2 SENDING A MAIL FROM THE ADDRESS BOOK

Follow the previous steps to find the person
Double-click on the person’s address

Click ACTIONS

Click NEW MESSAGE TO CONTACT
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4.12.3 ADDING A CONTACT TO AN ADDRESS BOOK

Open the address book by clicking on the address book on the toolbar
Click FILE

Click NEW ENTRY

Click NEW CONTACT

Select PUT THIS ENTRY IN THE option

Select CONTACTS

Add the person’s details

Click SAVE AND CLOSE

4.12.4 EDITING A CONTACT

Open the address book by clicking on the address book on the toolbar
Go to the CONTACTS ADDRESS BOOK

Find the person’s address

Double-click the person’s name

Edit the details

Click SAVE AND CLOSE

4.12.5 ADDING CONTACTS FROM THE SAME COMPANY

Activate the CONTACTS folder

Actions | Help

Select a person’s name

Click ACTIONS 8- New Contact

Click NEW CONTACT FROM SAME ;
COMPANY New Contact from Same Company
Complete the details @] New Distribution List

Click SAVE AND CLOSE

Outlook =
Groupiise

Equivalent of GroupWise in Outlook 3 - Groups

4.13 DISTRIBUTION LISTS
4.13.1 CREATING A DISTRIBUTION LIST

Activate the CONTACTS folder Members ] Motes ]

Click FILE

Click NEW —] tme: Jeceol ]

Click DISTRIBUTION LIST =1 Select Members. .. Add New... Remo
Give the list a name [OlName 7

Click SELECT MEMBERS
When all the members have been selected, click OK

Click SAVE AND CLOSE

©Tshwane University of Technology
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4.13.2 SENDING A MESSAGE TO A DISTRIBUTION LIST

Loak For; | copd|

4

Search In = Contacks Find Maw Clear

Activate the CONTACTS folder
Type the name of the distribution
list in the LOOK FOR box

Click FIND NOW

When the distribution list
appears, right-click on it

Click on NEW MESSAGE TO CONTACT

Open ‘
Print

- MNew Message to Contact

3 New Meeting Request to Contact

4.14 CREATING A PERSONAL ADDRESS BOOK

Click TOOLS

Click E-MAIL ACCOUNTS

Click ADD NEW DIRECTORY OR ADDRESS BOOK
Click ADDITIONAL ADDRESS BOOKS

Select PERSONAL ADDRESS BOOKS

Give the address book a name

Click OK

Close OUTLOOK

Launch OUTLOOK again to activate the address book

4.14.1 ADDING EXTERNAL CONTACTS TO YOUR PERSONAL ADDRESS BOOK

Open the address book by clicking on the address book on the toolbar |I i ﬂ
Click FILE
Click NEW ENTRY s AddressBook ol x|
Click NEW CONTACT (O £/ -
Select your personal address book from PUT |—l Select the entry type: = =
THIS ENTRY IN THE option ‘ TI—” ol
Select your address book ) =
Select INTERNET ADDRESS - g
Click OK - C
Add the person’s details ) % C
Click OK | s enry
% Inthe |Contacts -
] % (-.:I ‘th |contact =~
= -
#ll Groups
All Users
Public Folders -
(Charmaine -
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4.15 CATEGORIES

A category is a word, phrase or term that is assigned to
Outlook items so that items that relate to each other can
be grouped. This makes it easy to organize and find items.
This can be used in the calendar, messages and contacts.

4.15.1 CATEGORISING CONTACTS

Activate the CONTACTS folder
Find a contact to categorize
Click EDIT

Click CATEGORIES

OR

Right-click the contact

Click CATEGORIES

Tick the appropriate category
Click OK

4.15.2 CREATING YOUR OWN CATEGORY

Click EDIT

Click CATEGORIES

Click MASTER CATEGORY LIST
Give the new category a name
Click ADD

Click OK

4.16 FINDING A CATEGORY

Activate the CONTACTS folder
Select the BY CATEGORIES VIEW

If you cannot see all the items under a category, click on

the + to expand the view
Collapsed ={4#) Categories: (none) (8926 items)
View
Expanded
vigw

Ishana Abayaratne
84| Pierre Abeille

Business category

©Tshwane University of Technology

Item(s) belong to these categories:

Available cateqaries:

|ELIS
Competition
Favorites
Gifts
GoalsObjectives
Holiday

Holiday Cards
Hot Contacks
Ideas
International
ke Customer
Miscellaneous
Personal

Phone Calls

%

Cancel Masker Cateqory List,

X

fid b List: |

=l
N

Master Category List i‘

Mew category:

—II Finance| I I Add l_

Business
Competition
Favorites
Gifts Reset
Goals[Objectives

Holiday

Holiday Cards

Hot Contacks

ldeas

International

Key Customer

Miscellaneous e
Personal

Phone Calls

Status

Strategies ﬂ

—_—T | o

| My Contacts
4| Contacts
i Current View
) Address Cards

(O Detailed Address Cards

{3 Phone List
—1.® By Category |

) By Company

{3 By Location

{3 By Follow-up Flag
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4.17 MAIL MERGE WIZARD

If you would like to send the same letter to a group of people, you can use the mail

merge wizard.

Activate the CONTACTS FOLDER

Create a NEW FOLDER by right-clicking on the CONTACTS FOLDER and

selecting NEW FOLDER
Give the folder a name

Click OK

Drag the contacts that you need from the CONTACTS FOLDER to your folder

Contacts I Look For: ~ SearchIn~
|_ My Contacts
i [l 6% | Full Name | Company
8 | Colleagues CCPD e ey .
| Chck here ko a0d a new .,
| Current Yiew - r
\ 8| Leatitia Brits
o Addr.ess Cards N = [Reraer Brits
) Detailed Address Cards N s_J 'Renier Brits
3 Phone List N
e
@ By Catogory | 8| Henda Britz
& By Company 81 | |HendaBritz
) By Location =
K By Folow-up Flag ad| :Marlene: Britz
Open Shared Contacts... LE| __P.drew Broeders
Share My Contacts... CE Adrew Broeders
Customize Current Yiew... [E
Mail Merge -
Create new mail ® | ®|a

Type the letter in the message area

Click FILE

Click SAVE AS

Give the document a name

Click TOOLS

Click LETTERS AND MAILINGS

Click MAIL MERGE to switch the mail merge task pane on
Select E-mail messages from document type
Click NEXT

Select USE THE CURRENT DOCUMENT
Click NEXT

Click SELECT FROM OUTLOOK CONTACTS
Select CHOOSE CONTACTS FOLDER

Click OK

Select the CONTACTS

Click OK

©Tshwane University of Technology

Select document type

‘What tvpe of document are wou
wiorking on?

® Letters

) E-mail messages

) Enwelopes
7 Labels
) Directory

Letters

Send letters to a group of people.
‘ou can personalize the letter that
each person receives,

Click Mext to continue.

Step 1 of B

% Next: Starting document

Page 23



Select Contact List Folder i x|

Modified | Created | Type

Select the fields you want to use by clicking either on R

the ADDRESS BLOCK or MORE ITEMS Weans — whershewasi)
Click NEXT: PREVIEW YOUR E-MAIL MESSAGES

Click NEXT to complete the merge

Click ELECTRONIC MAIL ‘I | 3
Click OK -

A
Click SAVE 5|
C | ick C LOS E Ta sort the list, click the appropriate column heading. To narrow down the recipients displaved by a

specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons ko add or remove recipients fram the mail merge.

Ust of recipients:
Saturday, January 21, 2006 Saturday, January 21, 2006 e Mo ot [P T |
: , bzt
«Title» «Last» Marina Le Grange Llaassch | Rahan
«Departrent» Fiolds PERSOMMEL DEVELOPMENT
Dear Dear Marina
Kl |
select Al | dearsl | mefresh |
Eind... | Edit. . | yalidate |
F
Mail Merge v

Tip 6 - Mail merge in Word @ & &
This feature can be used in MS Word using the ) _
same principle. Preview your e-mail messages

Cne of the merged messages is
previewed here, To preview
another message, click one of the
following:

Recipient: 1

-33. Find a recipient. ..

Make changes

‘You can also change your recipient
lisk:

& Edit recipient list..,

| Exclude this recipient |

| Merge to E-mail |

Message options

Ta: RN ~ |

Subject line: IPrDthiDn

Mail format:  [HTML |

Send records
& all

" Current record

{ Eru:nm:l Toe I
(04 I Cancel
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4.18 TASKS

A task is something that must be completed within a certain period of time. Tasks
can also be categorized.

Tasks view
_| Look Far: + SearchIn~ Tasks Find Mow Clear
Iy Tasks Tasks
7 Tasks = Start Date Subject Due Date %
] Tasks in Archive Folders 1) | - |
Click here to add & new Task
Qurrent Vi
) ; A = Fri zoo7iosion Trade in car Fri 2007/06/0L
® S'mpl_e e 2= |won 2007i04i02 Thirk about trading in car Mon 2007/04/02
O Detailed List 2 o rue zo0sj01 103 Finish FrontPage, Inkermet manuals Sat 2006/11/18
3 Active Tasks 21_—,-;”_299% bl ikl b FbarFrustofp L Firickbed Fei- 20060825
€ Next Seven Days E 5 s e e
O Overdue Tacks 27 Thu 2006/04/13 Prepare manuals Far Johan's students on Thesis Thu 2006/0413
© By Category 2|77 |Mon zo0sj0z /06 Return library books Mon 2006/03(06
0 Assignment . E [ e [E T =T A wed-2006fa3EE
O By Person Responsible E 8 GEC Warya breakdancing 012-6532426 WMon Z006/02/13
O Completed Tasks | z [ P = EET o - — ERRET Ty
o Twm z [T |Fri 2006/01/27 Ask Marthie if maney was paid already x5410 Fri 2006/01/27
Open Shared Tasks... _vl 2 7 fHone Schedule a meeting with Lindie & Paul regarding Intro ta PCs For illitg § | Fri 2006/01/27
T 2 7| Fri 200601 /20 Get manuals and disks ready for drama students Thu 2006/0126
[~ Mail E sl e Pick up CD player Mon 2006{01/23
] catendar E sz Fhu 2006IHED Ahane-Miarthi i she-receiver-th ; | =)
&=| contacts [ | Freeosionts Marats Fer-fachie TE RO R
I = ;Z [T fMon 20051128 Wy'rite outlook kest For webct and update other tests bo 2003 Mon 2006/01 /16
l Tasks )| |rerzoecionion e Lot
Tasks folder Completed Start date Task Due date
or not
completed
4.18.1 CREATING TASKS ko =
Start date: 4 January 2006 r
SMTWTFS
Click NEW 25 26 27 28 29 30 31
Enter a subject [ Reqinde lgassn’
10 11 12 13 14 -
Select a DUE DATE and a START DATE
15 16 17 18 19 20[21]
Select a STATUS 22 2324 25 26 27 28
Select a PRIORITY 293031 1 2 5 4
Select a COMPLETION % Today |  None |

Click on the check box to set a reminder if you want to
Type a message
Click SAVE and CLOSE o CEEE

ey In Progress

—_—] Cor!'lpleted
4.18.2 EDITING A TASK IW‘E)V:F';'R@EETH someone else

Open the task

Do the necessary editing Priority: [Mormal =] % Completer [0% =
Click SAVE AND CLOSE e
lHigh | ©wner: ICharmaine Marris
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4.18.3 DELETING A TASK

Select the task
Press DELETE on the STANDARD TOOLBAR

4.18.4 RECURRING TASKS

Open a new task window

ﬁ Fecurrence. ..

x

Type in the required information

Click RECURRENCE to open the

" Daily

dialog box | ety
Specify the options for the £ Monthly
C Yearly

recurrence pattern, for e.g. daily,

- Recurrence pattern

" Regenerate new kask |1 weekis) after each task is completed

(¥ Recur every |1 weekis) on
I~ Sunday I~ Monday [ Tuesday [ Wednesday
I~ Thursday I™ Friday v saturday

weekly, monthly, yearly, range of
recurrence, end.

Click OK

Click SAVE AND CLOSE

|- Range of recurrence

Start: |Sat 2006/01/21 j & Mo end date

" End after: |10 occurrences
C Endby:  [Sat 2008/03/25 |

4.18.5 MARKING TASKS COMPLETE

There are 4 different ways to do this:

Open the task and select 100% in the
COMPLETE box

OR

Open the task and select COMPLETED from
the STATUS LIST

OR

Right-click the task and choose MARK
COMPLETE from the shortcut menu

OR

Check the box near the task in the FOLDERS
CONTENTS LIST
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—l Cancel | Remove RECUTTence |

I 100%

% Complete:

Status; |Completed

Completed
Waiting on someone else
08 Deferred

|2] [J !TthﬂQﬂmgﬂ&—&enman

Mon 20 Open

wed2d = Print
Fri 200¢

Foe—264

|Fri 20
None |~

L

Forward

¥ 4

Mark Complete

Fri 2001 o
Mon 20/

Assign Task

&

Categories...

Sl i=li=li=li=liali=] o) =

| 264 X

Delete r
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4.18.6 INSERTING TASKS INTO MESSAGES 0-|ms =
0 Fie... |

Open a new message window To...
Click TO and put in the recipient’s name msert e x|
Click the dropdown arrow to the right of the o I
paper clip (this is the INSERT FILE option) Moo —
Select ITEM 3 it
Open the TASKS folder gs;;h'cv;d;::
Select a task i
Click OK . e E'
The fask is inserfed in the attachment box B —
Click SEND 3 e s e

& Prepare manuals for Johan's students on T.., Mot Starked  Thu 2008{04/13 0%

& Return library books Mot Started  Mon 2008/03(08 0% LI

Attach... 2] Finish FrontPage, Internet manuals;
4.18.7 ASSIGNING CATEGORIES TO A TASK
Activate TASKS
Open a task
Click CATEGORIES
Select a CATEGORY
Click OK
Click SAVE AND CLOSE
4.18.8 ASSIGNING TASKS TO OTHERS .‘\;ﬂ gsﬂgn Task
Create a task
Click ASSIGN TASK BUTTON
The TO box appears 10 [
Enter the recipients address Subject: |
If you want to keep a copy, check the KEEP AN
UPDATED COPY OF THIS TASK ON MY TASK LIST Due date: |None > status; [nots
If you want to be notified when the recipient marks Start date: [None | priority: [Norm
the task completed, check SEND ME A STATUS
REPORT WHEN THIS TASK IS COMPLETE sttt e s s
Click SEND [V Send me a status report when this task is complete

4.18.9 ACCEPTING OR DECLINING ASSIGNED TASKS

To accept a task request, open the task request message
Click ACCEPT
To decline a task request, open the task request message

Click DECLINE
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4.18.10 SENDING A TASK STATUS REPORT

Activate tasks

Switch to BY PERSON RESPONSIBLE view

Open the assigned task

Make the report

Click SEND STATUS REPORT to open the REPLY MESSAGE
WINDOW

Click SEND

4.18.11 TRACKING A TASK

Activate TASKS

Open the assigned task

Change the status to COMPLETED
Close the task window

Activate MAIL

Current View

3 Simple List

(& Detailed List

3 Active Tasks

3 Next Seven Days

3 Overdue Tasks

O By Category

) Assignment

— @ By Person Responsible ]
& Completed Tasks

{3 Task Timeline

Click SEND/RECEIVE to send and receive a final status report

4.19 APPOINTMENTS (THE CALENDAR)

Calendar pane  Advanced toolbar

Appointment section

O Calendar in Aechivs Folders
B2 1234
Cpin s Turdd Cuie... 1234567 56789101
Share My Calendar... B O9I0ILIZ13 14 121314 1S161T 18 DQ‘I’@
15161718 19 2021] 192021 222324 25
RIS MIT S MEZTE .
0% #3031 navigator
10 1 March 006 gl 2006
_m SMTWTF S SMTWTFS
123 4 1
11 56 TH YO 23456 TH
pm 121314151617 18 U011 121314 15
12 192021 223435 161718 192021 22
—_— @I ZITADSIEZTEIR 9
01“ 01z 5 ¢
@ O B Taed =
03 0o ,5.|=_ | Perethe-Fi-for-pyment o iarthis
] calendar 2| | Peh ProntFage, Trtemet manusls
0 21| ek mesmuss andh dsks ey for drama stude. . T |<P d
| ) cmtect= 04 24| [Scheduie & meeting with inde & Paul regard... askra
2] Tasks 05% 24| [Wirte ook kst For webet and update othe....
! |
Hotes
| 06"
| 3 Folder tist — | = [
I'F Shortcuts
»
| -
irem | Al Foldlers arm up bo date, | | Connected =
HAstart | A @ D 0@ B = ||[Clcstondor - Hjchosort...|  cordlriot.., | [S]Merosoht o | eeAAL DTS on
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4.19.1 CREATING APPOINTMENTS

Click ACTIONS
Click NEW APPOINTMENT
OR

Click the NEW BUTTON on the STANDARD .
TOOLBAR Actions | Help

OR “.1 i

Click CTRL & N 3 New Appointment
OR New All Day Event
Double-click on the calendar

Indicate the subject, time, duration and ' -

location - HalNew

You can set a reminder if you want to - =

An appointment can also have an

availability status of Free, Tentative, Busy or Out of Office. There is a colour
associated with each status.

Click SAVE and CLOSE

Ul'ld puint m r
‘ Fle Edt Wiew Insert Format Tools Actions Help
‘il saveandClose | (4 (] | O¥Recurrence... | “lnvite Attendees | ¥ B | X | & - » - |0} _t_;)!

i[svstem P FJAIB 7 U |E=EECF

=10/

|| This appointment occurs in the past. |
Subject: |
Location: | =
Start time;  [Sat 2006{01/21 | los:0am w| [ Allday event [ Business
End time: 4 January 2006 T D Personal
S M Tw T F 5 e [ vacation |
25 26 27 28 75 30 31 |ngusn M (1.5 hours) ] must attend
V¥ Reminder: 1 2 3 4 5 6 7 linaoam (2 hours) H Busy »| | meeds Preparation
B 910 111213 14 hnsy M (z5howrs) [ Free [ Travel Required
g ettt LR S 5
N e Anniversary
293031 1 2 3 4 | Reusy Hpm 4
283031 1 2 3 4 . =
— W Out of Office
Eesmll _Cotegoris. | | prvate [
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4.19.2 ADDING RECURRING APPOINTMENTS

Click ACTIONS

Click NEW RECURRING APPOINTMENT
OR

Click ACTIONS

Click NEW APPOINTMENT

Click RECURRENCE

Set the APPOINTMENT TIME

Set the RECURRENCE PATTERN

Set the RANGE OF RECURRENCE
Specify the LOCATION and SUBJECT
Click SAVE AND CLOSE

4.19.3 CALENDAR VIEWS

Click on the STANDARD TOOLBAR to select one of these views
1]Day 5] Work Week

21 23Jan | 24Jan | 25Jan | 26Jan | 273an
08> %
g 08:4 ¥ 08:45am| of 205 03:45am| of ¥ 08:45am)
et Ms Intro to Whats Windows
Register at Soshanguve campus for studies | 09 Outlook: PCs new on 2000
2003 (Chamels WebCT (Chamels
Joo ¢ 6and
10 course
migratine
1100
| 8 [
7| Week 31 Month |
alendar
23 Janciary | Mon | Tue wed | Thu | Fi | Safsun |
09:45am 03:00pm 36 MS Outlook 2003 { | 08:45am 03:00pm 32 Windows 2000 {Char 30 January 31| 1 February z 3 4
MS Outlook 2 | M5 Word 20 | M5 Word 20( | MS Word 200 | MS Outlook 2
5
[3 7 ] 9 10 1
! tionship Ms MS Outloek 2
'WebCT - cre. | WebCT - com
24 January. : 27 January 1z
08:45am 03:00pm ¥ Intro to PCs (Chameh | 08:15am 12:15pm 35F CCPD meeting
09:002m;12; 00pm w 13 14 15 16 17 18
M5 Outlook 2 | MS Excel 200 | M5 Excel 20 | Internet (Ch. | (CCPD meetin
19,
20 21 2 23 24 ES]
= = M5 Outlook & | MS FrontPag | M5 FrontPag | WebCT (Cha | Witbank (Mai
08:45am 12:00pm L Whats new on WebC 2
05:00pm 05:30pm 306 Marietjie at church
T 7 e 2 3 4
- 29Jamwary MS Publisher | M5 Access 2( | MS Access 2(
5
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4.20 SETTING UP MULTIPLE TIME ZONES

This option is good for when you have to schedule activities with people located

around the world.

4.20.1

Right-click on the time area

CREATING MULTIPLE TIME ZONES

Click on CHANGE TIME ZONE
Click the SHOW AN ADDITION TIME ZONE box

Give your time zone labels (for e.g. mine, client’s)

Select the client’s time zone

Click OK

. H |

10 | —Current time zone 1 am 08

E ) Mew Appointment Label: [ine i
Mew All Day Event Time zone: I(GMT+02:DD) Harare, Pretoria j 1 1 0o 09 0o

Mew Meeting Reguest

1
01,

™| adjust For dayliaht saving time

Current Lime: ISat 2006/01/21 03:58 PM

= : A
c3) Mew Recurring Appointment — ¥ show an additional time: zone 00 —w
02 Mew Recurring Event Label: |Sir Richard 0 1 1 1
New Recurring Meeting Time zone: I(GMT) Greenwich Mean Time : Dublin, Edinburgh, Lisboj 0 00 12 pm
03 | Change Time Zone. .. I_ =
— 60 Minutes (GMT) Casablanca, Monrovia 00 oo
04 ) Swap Time Zon{MT) Gresnwich Mean Time ¢ Dublin, Edinburgh, Lisbor J 03 0 1
30 Minutes = [|(GMT+01:00) Amsterdam, Berlin, Bern, Rome, Stockhal |
o ) (GMT+01:00) Belgrade, Eratislava, Budapest, Ljubljans
05 15 Minutes (GMT+01:00) Erussels, Copenhagen, Madrid, Paris 04 1L 02 Ly
X (GMT+01:00) Sarajevo, Skopje, Sofija, Vilnius, Warsaw—
10 Minutes {GMT+01:00) West Central Africa 00 —m
X (GMT+02:00) Athens, Istanbul, Minsk,
NA & Minutes (GMT+02:00) Bucharest 05 03
. A (GMT+02:00) Cairo
2 Minutes (GMT+02:00) Harare, Pretoria : ; )
(GMT+02:00) Helsinki, Riga, Tallinn 06 00 04 00

N 5550 e

(GMT-+02:00) Jerusalem

4.20.2 CHANGING THE TIME INTERVAL

Right-click in the time zone

j

127 10%

Select the option you would like to use

©Tshwane University of Tec
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12 J ” l = Minutasl 60 Minutes 60 Minutes Change Time MNew Recurriny 60 Minutes
01:00 20 Minkes 0 Mincted] 30 Minutes 60 Minutes Change Time 30 Minutes
02:00 ) 15 Mirutes 30 Minutes 60 MinUtes 15 Mirutes
03:00 15 Minutes 15 Minutes

< 10 Minutes 15 Minutes 30 Minutes 10 Minukes
04:00 10 Minutes 10 Minutes . —_ X
%juc 6 Minutes 6 Minutes 5 Mintes & Minutes 10 Minutes ¥ | 5 Minutes I
— 5 Minutes 5 Minutes _ i
07:00 = S Minutes 6 Minutes

S Minutes

Page

31



4.20.3 CATEGORIZING APPOINTMENTS

You can categorize new appointments as well as appointments that have already
been made

Open a new appointment or a previously created appointment
Click CATEGORIES

Select the category

Click OK

Click SAVE and CLOSE

4.20.4 USE COLOURS TO DISTINGUISH APPOINTMENTS

Open a new appointment or a previously created appointment
From the LABELS list, select a label
Click SAVE AND CLOSE

4.20.5 MODIFYING APPOINTMENTS

Double-click an appointment to open it
Make the necessary changes

Click SAVE and CLOSE

4.20.6 DELETING APPOINTMENTS x|

Do wou wank to delete all occurrences
of the recurring appoinkment "3

nghf'Cth an appointment Cutloak 2003", or just this one?

Click DELETE

{¢' Delete this occurrence,
Tip 7 - Deleting appointments " Delete the series.
If it is a recurring appointment, it will first ask if
you want to delete this occurrence or the Ok I Cancel
whole series

4.20.7 RESTORING APPOINTMENTS

Select the appointment you want to delete

Change to DAY VIEW

Delete the appointment

Activate the FOLDERS LIST

Open the DELETED FILES FOLDER

Drag the appointment back to the CALENDAR FOLDER
Activate the calendar to verity if it has been restored
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Tip 8 - Deleting items permanently

Select the items you want to delete

Press SHIFT and DELETE

This works for all types of items

4.20.8 MULTI-DAY EVENTS

These are events that last for more than one day.

Click ACTIONS

Click NEW ALL DAY EVENT

Indicate the START and END dates, the subject and a reminder
Click SAVE AND CLOSE

4.20.9 ADD ANNUAL EVENTS

These are events that occur once a year on a specific day. For e.g. birthdays,
anniversaries, Valentine’s Day.

Click ACTIONS

Click NEW ALL DAY EVENT

Enter the subject, location and date
Click RECURRENCE

Select YEARLY

Click OK

Click SAVE AND CLOSE

4.21 MEETING REQUESTS

4.21.1 ORGANIZING A MEETINGS

Click ACTIONS

Click PLAN A MEETING

Click ADD OTHERS and specify the attendees you want to invite to the meeting
Under OPTIONS, AUTOPICK, click REQUIRED if the attendees have to attend
Specify the START and END times

Click MAKE MEETING

Don’t forget to put the SUBJECT and LOCATION in

Click SEND
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I Plan a Meeting =10 x|

Zoom: [100% (Day View) =
3:00 04:00 05:00 06:00 07:00 08:00 09:0(

T N | S L

=1 Q) |Charmain rri
g ~EEa B R
ASARNRRRNRRR NN RRRRARNRRE (AN ARNRRANNANRRANNNN

equired Attendes
© Optional Attendes k here to add & name
{3 Resource (Room or Equipment)

| =
4 == 2

Aid Others 'l Qctions vl Meeting start time: | Tue 2006(01/24 | [oezorm #|

<< | autopicknext 5> | meeting endtime: {Tue zoos/01/24 =] [oro0em +|

M Busy % Tentative W Outof Office [N No Information

| Make Meeting | Close

4.22 RESPONDING TO MEETING REQUESTS

When you receive a meeting request, you can either accept or decline it or keep it
as tentative.

4.22.1 READING AND ACCEPTING A MEETING REQUEST

Active your INBOX
Double-click on the meeting request

File Edt ‘iew Insert Formak Tools  Actions  Help

Click ACCEPT or TENTATIVE or DECLINE or AT SR AR A R MR AL
PROPOSE NEW TIME depending on what your S -0 = A r u €]z
schedule

Mo responses have been received For this meeting.

H you ACCEPT, TE NTAT|VE OR PRO POSE N EW Conflicks with another appointment on wour Calendar,

TIME, Outlook enters it as a meeting in your From:  Charmaine Marris
Colendor Required:  Chatmaine Marris
If it conflicts with another meeting, it warns you Optional:

Subject:  studyguides

If you decline, it will not enter it into your calendar
Location:  Chameleon Lab

Wwhen: 25 January 2006 09:00 AM-10:00 Ar,

4.22.2 CANCELLING A MEETING

Select the meeting you want to cancel
Delete the meeting

A warning box appears with 2 options
Select the top option
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Click OK

Click SEND

Activate MAIL

Open the message that says CANCELED: <xx>
Click REMOVE FROM CALENDAR

Activate the calendar

The meeting should be removed

4.22.3 MOVING MESSAGES BETWEEN FOLDERS

You can drag and copy messages from one folder to another folder.

To move a message: Click on the message and hold your mouse button down.
Drag the message to another folder.
To copy a message: Repeat the above step, but hold your CTRL key down.

4.23 ORGANIZING MESSAGES USING COLOURS

Select the FOLDER for MESSAGE
Click TOOLS

Click ORGANIZE

Click USING COLOURS

Click APPLY COLOUR

Automatic Formatting.., |

® Color messages |Fr0m ;I |Alta De Bear in |Red ;l Apply Colar |
® Show messages sent only to me in IBIue - I Turn on |

To wiews or edit wour coloring, and For more advanced options, dlick on "Automatic Formatting” aboves

4.24 FILTERING JUNK E-MAIL

When you receive offensive or unwanted junk e-mail, you can send it to the JUNK
E-MAIL FOLDER.

4.24.1 TO SET THE OPTIONS FOR FILTERING JUNK E-MAIL

Click ACTIONS
Click JUNK E-MAIL

Set the relevant options

Click OK
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4.25 SIGNATURES

A signature is personalized text and/or pictures that can be added to the end of a
message.

Click TOOLS

Click OPTIONS

Click the MAIL FORMAT tab
Click SIGNATURES

Click NEW

Enter a name for the signature
Click NEXT

Enter the text for the signature in the box

Click FINISH

Tip 9 - Creating more than one signature

Unlike GroupWise, you can create more than one signature

Follow the above steps for as many signatures as you like

4.25.1 EDITING A SIGNATURE

Click TOOLS

Click OPTIONS

Click the MAIL FORMAT tab
Click SIGNATURES

Select the signature to edit
Click EDIT

Make the necessary changes

Click OK

Preferences | Mail Setup |Mai Format |Spe||ing| Security | Other | Delegates | x|

Message format Signature:
EE Choose a Format For outgoing mal and change advanced setings. FiT— L —

Compose in this message format: [HTL | |#] char formal
m Remave

I¥ Use Microsoft Office Word 2003 to edit e-mail messages

har friends

Char friends
; ; ¢ ] Charmaine Morris -
¥ Use Micrasoft Office Word 2003 to read Rich Text e-mail messages | 21

[#]1nternal
Internet Format... | IntEmatmna\Optiuns..‘l

Stationery and Fonts

1 Use stationery to change your default font and style, change colors, Preview:
‘;‘f- +  and add backgrounds to your messages.

Use this stationery by default: | <None 'I Char

Fonts... | Stationery Picker... |

Signatures

£y Select signatures for account:  [Microsoft Exchange Server 7|
Signature For new messages: Char friends 'I
Signature For replies and Forwards:  |Internal 'I

| Signatures. .. | | oK I Cancel

ok | cance || m |
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4.25.2 SETTING SIGNATURE FOR MESSAGES, REPLIES AND FORWARDS

You can set a message window so that the signature automatically appears in the
message box.

Click TOOLS i

Click OPTIONS £y select signatures for account: | (R IR i ~ |
Click MAIL FORMAT tab Signature For new messages: IW'
Click on the dropdown arrows next Signature for replies and forwards: |Char friends =
to the appropriate boxes -

Select the signatures you want to set ST
Tip 10 — Working with multiple signatures Friendly greetina=

Create the new message Charmaine Afrkasns
Right-click on the signature currently displayed CCPD cher Fo_rmal
Select another signature by clicking on it x5448 har fence

Charmaine Morris

Inkernal

E-mail Signature. ..

4.26 ASSIGNING HYPERLINKS TO BUTTONS OR MENUS

If the WEB toolbar is not visible, then " Hle Edt View Go JTook Actions Help

do the fOHOWing ‘ydNew v | 4 3 X | CuReply @Replytoal 3 Forward | - Send/Receive ~ | 2o Fir
Click VIEW, TOOLBARS, WEB : 841 | @ Back ©® _’J.l (5 | Messages " 3‘{1 g
CllCI( TOOLS, CUSTOM'ZE |: @Back @ | | (&Y &) | outiook:Cabinetichameleon - E
Select the COMMANDS tab |

Right-click the START PAGE (little

house) (This will not work if the Web foolbar
CUSTOMIZE DIALOG BOX is not open)
Click ASSIGN HYPERLINK, OPEN

Assign a document link or a web address

Click OK
Click CLOSE
7]
| Edit Hyperlink: Open 2
‘' Toolbars — Commands | Options |
Link to: Text bo display: |<<Se|ectiun in Document==

To add a command ko a toolbar; select a category and drag £

! command out of this dislog box to a toolbar. .
Categaories: Commands: Look in: I[:‘ LlyiBocuments j gl EI
= Existing Fils or
Mew Web Page | arress ﬂ
Current I~ Adobe
| Mail f
ail Message Folder 53 animation
Post in This Folder e o s archive
Folder... Docurnent Browsed || Assessment of new staff members
) Pages | assessor college of sa
Search Folder. .. ;13 21 Backup
4| Appointment Create Hew Recent D Bureéu phatos
Document Files |1 CCiind
Modify Selection v| Rearrange Commands. .. | |7 certificates |
Address: |,L_:1D0cuments and Settingsimorrisc, TUTMy DocurmentsiChar prl;l Remave Link
E-mail Address
=N

M -
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4.27 INTEGRATING OUTLOOK WITH INTERNET EXPLORER

E b

Start INTERNET -
Click MAIL BUTTON on the toolbar Read Mail
Select one of the options New Message...
Whichever option you select will open up OUTLOOKS e

Send Page...
4.28 CREATING CUSTOM TOOLBARS Roadbews
Click TOOLS
Click CUSTOMIZE
Select the TOOLBARS tab
Click NEW
Give the toolbar a name
Click OK

Select the COMMANDS tab

Click on a CATEGORY

Select an item

Drag the item onto the new toolbar

4.28.1 DELETING CUSTOM TOOLBAS

Click TOOLS

Click CUSTOMIZE

Select the TOOLBARS tab
Select the new toolbar
Click DELETE

Click CLOSE

Tip 11 - Customizing toolbars
You can customize and delete other toolbar as well
Follow the same steps as above but apply the steps to the other toolbars

4.29 SEARCHING AND FILTERING MESSAGES

You can use the FIND and ADVANCED feature to search for Outlook items such
as messages, contacts, etc. You can also customize your Outlook folders to show
only those items that meet a certain criteria. This is known as filtering.
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4.29.1 FIND FEATURE

Click MAIL to activate the mailbox

Click on your INBOX

Click FIND on the standard toolbar to display the FIND BAR

In the LOOR FOR box, indicate the key words or phrase to search for
In the SEARCH IN LIST, indicate the FOLDER to search for

Click FIND NOW to begin the search

When the search is finished, click CLEAR to clear the search

_ﬂ Messages

ak:Inbox

Look for: | - |Sear-:h In~ Inbox Find Now Clear

4.29.2 ADVANCED FIND

Click OPTIONS
Click ADVANCED FIND

Select the appropriate criteria

Click FIND NOW
| Look For: ~ SearchIn~ Inbox Find Now Clear IOptIons' i *
Search All Text in Each Message
Advanced Find... |
=101x]
File Edit Wiew Tools
Look For; IMessages j In: IInbox Erowse, .,
Messages | Maore Choices | Advanced I
Search For the ward(s): || j Stop. |
In: Isubject field only j Mew Search |
From... | I
Senk To... | I
[~ where I am: Ithe only person on the Toline j (_\
Timne: Inone j Ianytime j
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4.29.3 FILTERS

Click VIEW

Click ARRANGE BY

Click CUSTOM

Click FILTER

Select the appropriate criteria
Click OK

Click OK

il Customize Yiew: Messages

| ~Description

Fields. .. | Header Status, Icon, Attachment, Importance, From, Subje...
Group By. .. | Morne
Sort... Received {descending)
e
Other Settings... | Fants and other Table Yiew settings
Automatic Formatting. .. | User defined fonts on each message
Format Columns. .. | Specify the display formats for each Field

=

Messages |More Choices | Advancedl S0L |

Search for the word(s): I

In: Isuhject Field only

From. .. | I
sentTo., | |

I Where 1 am:

Ithe only person on the To line

j Ianytima

Time: Inone

I

Reset Current Yiew | [8]4 | Cancel

o ]

Cancel | Clear Al |

4.29.4 CLEARING FILTERS

Click VIEW

Click ARRANGE BY
Click CUSTOM
Click FILTER

Click CLEAR ALL
Click OK

Click OK

4.30 MESSAGE STATIONERY

Click TOOLS

Select the MAIL FORMAT tab

Click on the dropdown arrow next to USE
THIS STATIONERY BY DEFAULT

Select the stationery you want to use
Click OK

When you next open your new mail
message, the stationery will be visible

©Tshwane University of Technology
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Preferences | Mail Setup  Mail Format |Speﬂing | Security | Other I Delegates I

Message format
_1 Choose a Format for outgoing mail and change advanced settings,

Compose in this message Format: IHTML j
¥ Use Microsoft Office Word 2003 to edit e-mail messages
[V Use Microsoft Office Word 2003 to read Rich Text e-mail messages

Internet Format. .. | International Options. ..
v and Fonts
LUse stationery to change your default font and style, change colors,
— iil[”‘ and add backarounds to your messages,
Use this stationery by default: <Mone > =
<Mone>
Fol{Blank —
Signatures [|Citrus Punch
Clear Day —
Z.  Select signatures for accourtt: Currency
| Fiesta
Slarsature: FOr rvew M Glacier
Twy

Signature for replies and f"‘%ﬁmﬁ‘
Signatures... |

21|

Apply

o]

Cancel |
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Example of “leaves” Staticnery

8 Untitled Message =10l x|
Ele Edt View Insert Format Tools Table ‘window Help  Tvpe aquestion Forhelp - X

FEHRESRE RR|9 -8 n -8 me B

Example of “Paw Print” Stationery

&% Untitled Message =1l x|
Fle Edt s Inset Formst Tools Tl Window Help  Tvpeauestionforheh - X

GEHRESRIE @988 |E% 0w [

Mormal ~ TimesMewRoman - 12 - | B U E =|i= = iE - A - E |Nnrma\ v”CnmicSansMS -H12 -\ B U =|i=i==|E- A E
d=igend | ) - | 854 ¥ 8 | ¥ | (S [ options... +|HML - i=dgend | ) - |0 B (53 ¢ B | v (S| [ options.. - |HTML
Wro.. | | Wro.. I |
Wee | \ W | |
= - 1
HS % Ba@ T\mesNewRDmanlevévBIH%Eé; a B Hdﬁ_jjévnjugggt E
Charmaine | o/, L o, !,
w w w Y
ccPD g gmema M \\ M
i CCPDma"}e ’, v, </,
x5448. . . .
O o ! O \"—I
> 9 - L L 5
U a a . a i
Tip 12 - Create your own stationery
Click TOOLS
Click OPTIONS
Click MAIL FORMAT tab
Click STATIONERY PICKER
Click NEW
Give your stationery a name
Click NEXT
Decide on a BACKGROUND
Click OK
Click OK
4.30.1 ASSIGNING GROUPS TO MESSAGES
By default, messages are arranged in descending order of the received date.
Recent message on top. Oldest at the bottom. However you might want to view
messages from a specific person.
Make sure that your ADVANCED toolbar is on L s X
ClICk VIEW _ﬂl rthgscending
Click READING PANE, OFF -
Right-click on any column heading _

Click on the GROUP BY BOX button
OR

Click GROUP BY box on the advanced toolbar

Advanced toolbar

Croup By box

|
: 86t | @Back @ ﬁ_}, “) | (3} | Messages . j:—ﬁ_il
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Drag the field you want from the column headings to the Group by pane

Drag the column heading you want to sort by onto the Group By pane

Colummn——=aj; Tubject
heoding [ (=4 10 Arna-Marie Ha... FW: Soul Food

Fri 2006/01/20 12:17 PM

Size
186 KB

4.31 RULES

(-] GopaneBE Re: Comments about the physio on the SMALLS portal Fri 2006/01/20 09:26 AM 5KB
? (44 ) PGoodacre@es... RE: MS Publisher 2003 Thu 2006/01/1912:41 PM  15KB 4
(=) HanswvanHeer... SharePoint Training Tue 2006/01/17 09:49 AWM 3 KB E
,_%@SBaker@cs.co.za Invoice # 12000 Mon 2006/01/16 04:25 PM 7O KB 4
4.30.2 REMOVE GROUPS
Drag the field from the GROUP BY pane back to the COLUMN HEADINGS
This feature helps you to manage items in your INBOX.
4.31.1 CREATING RULES FOR MESSAGES
x|

Click TOOLS, RULES AND ALERTS

Click NEW RULE

Select START CREATING A RULE FROM A
TEMPLATE

Select a condition

Click NEXT

Select an action

Click NEXT

Select any exceptions to the rule

Click NEXT

Follow the instructions of the wizard until you
see FINISH

Click FINISH
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_I % Start creating a rule from a template I

" Start From a blank rule

Step 1: Select a template

Stay Organized

>< Delete a conversation

Stay Up to Date

ne to a Folder

~‘3 Maove messages with specific words in the subject to a Folder
L3 Move messages serk to a distribution list bo a Folder

¥ Flag messages from someone with a colored Flag
'ﬂ; Display mail from someone in the New Item Alert Window
nﬁ Play a sound when I get messages From someone

a Send an alert to my mobile device when I get messages from someone

Step 2: Edit the rule description {dlick an underlined value)

from pecple or distribution list
maove it to the specified folder

Apply this rule after the message arrives

Example: Move mail from my manager to my High Importance folder

Cancel

< Back l Finish |
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Outlook =
Groupiise

Equivalent of GroupWise in Outlook 4 - Setting a rule while on holiday

4.31.2 OUT OF OFFICE ASSISTANT

Out of Office Assistant

Click TOOLS
Click OUT OF OFFICE ASSISTANT =~ ==

€ 1 am currently In the Office

LG' L am currently Out of the Office Il

Select | AM CURRENTLY OUT OF

AutoReply only once to each sender with the Following text:

THE OFICE

Sipping orange juice on a beach in Seychelles.

Specify the text for an AUTOREPLY
(You can create a rule for handling
messages)

Click OK

PS. DON'T FORGET TO

These rules will be applied to incoming messages while wou are out of the office:

Status Conditions Actions

Mave

[fmye Do

i

¥ Show rules For all profiles

DEACTIVATE THE RULE WHEN

:Add Rule... i] Edit Bule... | Delete Rule |

YOU ARE BACK IN THE OFFICE

o]

Caneel |

4.32 MANAGING YOUR MAILBOX

4.32.1 MAILBOX CLEANUP

Click TOOLS
Click MAILBOX CLEANUP

Select the appropriate buttons

Click CLOSE

4.32.2 AUTOMATIC ARCHIVING

Click TOOLS

Click OPTIONS

Click OTHER

Click AUTOARCHIVE

Set RUN AUTOARCHIVE to 10

Mailbox Cleanup

Ix

You can use this bool to manage the size of your mailbox,

Yfou can find types of ikems to delete or move, empty the deleted
items Folder, or you can hawve Outlook transfer ikems to an archive
file.

Wiew Mailbox Size.., |

" Find items older than Igu ﬂdays

% Find items larger than |250 i’kilobytes

Clicking Autodrchive will move old ikems ta the
archive file on this computer, You can find
these items under Archive Folders in the Folder
list,

AutoArchive |

Emptving the deleted items fFolder permanently

Emplty |

W3 deletes thase items.
Wiew Deleted Ttems Size,.. |
v 1 Del_ete all alternate versions of items in your Delete |
4 malbox,
Wiew Corflicts Size... |

Close |

Set CLEANOUT ITEMS OLDER THAN to 10 DAYS

Click BROWSE
Go to the current unit folder
Edit the file name to read archivel

Click OK
Click OK again
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Click OK again

Click FILE

Click ARCHIVE

Select ARCHIVE ALL FOLDERS ACCORDING TO THEIR AUTOARCHIVE SETTINGS
Click OK

Expand the ARCHIVE folder

Click FILE

Click CLOSE ARCHIVE FOLDERS

4.32.3 RESTORING ARCHIVED MESSAGES

Click FILE

Click IMPORT AND EXPORT

Make sure that IMPORT FROM ANOTHER PROGRAM is selected
Click NEXT

Under OPTIONS, choose ALLOW DUPLICATES TO BE CREATED
Click BROWSE and go to the desired folder

Select the folder and click OPEN

Click NEXT

Click FINISH

4.33 NOTES

Notes can be used as reminders for things you have to do.

4.33.1 CREATING NOTES

Active NOTES Click on this option to change the colour of the note
ClICk NEW | Mew Note i
OR Sawve As... \/ . .
Pross CTRL & N | polete Remlnd_er your manager to give you a
Type your note 5 Foruard promotior|
Click on the close button
Color 3 e
4.33.2 SHARING NOTES coens | | oo
Conkacks. .. Pink.
Right-click on the note S it Yelaw
C||Ck FO RWARD Close White 2006}‘01}‘22 09:20
Type in the recipient’s name
Click SEND
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z)

ay-mmmmmm - Centre for Conhnumg Professional Development---------- &
4.33.3 CUSTOMIZING .
Dptions 2l xjp clear Options = X
N OTES 1 Ma\l Format | Speling | Security | Other | Delegates |
Click TOOLS o
. - Change the appearance of messages and the way they are handled,
Cl ICk O PTIO N S L_g Junk E-mail... I E-mail Options. .. |
Select PREFERENCES Calendar : R
. = Customize the appearance of the Calendar,
C | IC k N OT E O PTl O N S :ﬁ IV Default reminder: 15 minutes j Calendar Options... [ Hotes appearanc
Color: lh
M.O ke The necesso ry Cho nges Tai\ks' Change the appearance of tasks, Sige:
Cl ICk OK ﬂ Reminder time: 03:00 A | Taskoptions... | Fant... | 10pt. Comic Sans M5 |
H Conkacts
C | IC k O K 8 Change default settings For contact and journal. m Cancel
= Contact Options. . I Jnurnal Options. ., |
Kot
j Change the appearance of notes.
- | Noke Options. .. i 2 4

4.34 JOURNAL FOLDER

I oK l cancel || aply

5

The Journal is used to manage, document, and tract your communication related
to your contacts. It helps you to record the times and dates of your
communications. For e.g. you can find out when you received a request for a

meeting with a client. It also helps record documents in applications such as Word

or Excel.

4.34.1

Activate JOURNALS

RECORDING JOURNAL ENTRIES AUTOMATICALLLY

Tick all the items and files you want to record

Select the contacts

Click OK

Journal Options

—Journal

For these conkacks:

% :|| Automatically recard these items:
C E-mail Message

Meeting cancellation
Meeting request
Meeting response

Task reauest

RRRIRRIR]

Tia

<

| Marina Joubert
|:| Marina Joubert
[®lrarinG Le Grangs
[ Marina Le Grange
| Marina 5C van As
] Marina 5C van As

=1
=1

| Also record files Fram: Double-clicking a journal entry:
1
=ve r\[t hl N g w#| Microsaoft Office Access I(: Opens the journal entry |
/| Microsoft Office Excel e -
V] Micrasoft PowerPaint Opens the item referred to by
(lricr oot weord the journal entry
\. | Aukosrchive Journal Entries. .. I
I I | Cancel |
e
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4.35 SHARING OUTLOOK FOLDERS
4.35.1 GRANTING PERMISSION TO VIEW YOUR INBOX

Right-click INBOX

Choose PROPERTIES

Activate the PERMISSIONS tab

Click ADD

Select the person’s name you want to share with

Click ADD

Choose the PERMISSION LEVEL

(For e.g. If you select PUBLISHING AUTHOR, your partner has permission to create
and read items)

Click OK

4.35.2 ACCESSING A SHARED INBOX

Click FILE
Click OPEN

Click OTHER USER'S FOLDER Selected Items

Enter the name of the person whose folder
you want to access Other User's Folder...

Click OK Qutlock Data File. ..

You will be able to view the other person’s
INBOX _l 1 Panda (Inbox)

To go back to your inbox, just click on it

To view the other person’s inbox again, click
FILE, OPEN

Click on the other person’s name

4.35.3 REMOVING INBOX PERMISSION

Right-click INBOX

Choose PROPERTIES

Activate the PERMISSIONS tab
Click REMOVE

Tip 13 - You can also share calendars, tasks and contacts

You can also share calendars and contacts

Follow the steps for sharing an inbox

Apply the appropriate calendar and contact options
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5 ACCESSING YOUR E-MAIL FROM ANOTHER VENUE

Open the Internet
In the address line, type in ‘exchange.tut.ac.za’
Press ENTER

This activates your Outlook

File  Edit Wiew Faworites Tools  Help

Ej Eolders v [~ @‘r’our passwaord expires in 11 days. Use the Options page to change wvour password.
: - 22 ===t EPNEE P
= £ Charmaine Morris | BRI |1—E | SN NS ||JE] |s_1 JENE | @) Help
@ [ Cabinet | From
[ calendar (1) Y-
g5 Contacts ]
& (5] Deleted Items (14
[# Drafts [3]
= [ (=4 Hans van Heerdsn
éﬂ_ Journal SharePaint Training
=Y )
i) Junk E-mail L;SBakﬁr@cs.co.za Mon 2006001716 04:28 FL;ﬂ =
& Jurk Mail Invoice # 12000
.| Motes (4 info@guru.com Sun 200601115 01:25 AM =
(3 Outhox Project Matification 1]
[ Outhox.dupt [ jvickar@sars.gov.2a Fri 2006/01/13 04:30 P
= (nithie . don? | 1]

@ vy T " " vy v ©

DELICIOUS COMPUTER QUOTES TO MAKE YOUR SMILE

Those parts of the system that you can hit with a hammer (not advised)
are called hardware; those program instructions that you can only
curse at are called software. ~Author Unknown

Computers have lots of memory but no imagination. ~Author
Unknown

The problem with troubleshooting is that trouble shoots back. ~Author
Unknown

| just wish my mouth had a backspace key. ~Author Unknown
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ACCEPTING OR DECLINING ASSIGNED

TASKS 27
ADDING A CONTACT ..o 20
ADDING CONTACTS FROM THE SAME

COMPANY o, 20
ADDRESS BOOKS ..o 19
ANNUAL EVENTS ..o 33
APPOINTMENTS e 28
ARCHIVING .o 43
ASSIGNING GROUPS....oooiiiiii 41
ATTACHING FILES ..o 11
AUTOMATION ..ol 9

C |
CALENDAR. ..., 28
CALENDARVIEWS ..o 30
CATEGORIES ..o, 22
COLOURS TO DISTINGUISH

APPOINTMENTS ..o 32
CREATING MESSAGES. ..., 7
CREATING YOUR OWN CATEGORY...... 22
CUSTOMIZING OQUTLOOK TODAY ......... 4

“%
DELETING MESSAGES ... 13
DELIVERY OPTIONS ... 15
DISTRIBUTION LISTS ..o 20

I%
EDITING A CONTACT oo 20
E-MAIL MESSAGES......ie o)

I%
FILTERS oo 40
FIND FEATURE ...oovieii e 39
FINDING A CATEGORY ... 22
FINDING A CONTACT ..o 19
FLAGGING MESSAGES......ccoovi, 17
FORMATTING MESSAGES ..o, 10
FORWARDING MESSAGES ........cccooon. 13

H I
HELP el 1,5,6
HYPERLINKS ..o 37
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1

IMPORTANCE ......ooiiiiiiiiiiiieeeeeee 14
INBOX. ..o 6
INTEGRATING OUTLOOK WITH INTERNET
EXPLORER...coiiiiiiiiiiiiceee e 38
H#I
JOURNAL ... 45
JUNK E-MAIL oo 35

MAIL MERGE WIZARD ..., 23
MAILBOX CLEANUP.........cooiiiiee, 43
MEETING REQUESTS ..., 33
MESSAGE SETTINGS ....oooviiiiii, 14
MULTI-DAY EVENTS ..o, 33
I%ﬂ
NOTES .o 44
u%l
OUT OF OFFICE ASSISTANT ........coocce.. 43
OUTLOOK TODAY ....ovvviiiiiiiiiiiiiiinnnn 3
P I
PERMISSION ... 46
PERSONAL ADDRESS BOOK................... 21
PRINTING MESSAGES ..., 18
PROGRAM WINDOW.........ovvvvvviiiiiiiiiinnnnn 1
“%I
READ RECEIPTS ...oooiiiiiiiiiiiiiiiiiiiiiiiii 17
READING MESSAGES ... 7
READING PANE .......oovvviiiiiiiiiiiiiins 1,3, 41
RECURRING APPOINTMENTS ........vvvveee. 30
RECURRING TASKS ...t 26
REPLYING TO A MESSAGE .............ocoi. 9
RESPONDING TO A MESSAGE WITH
VOTING BUTTONS ..o 15
RESTORING MESSAGES ..., 13
RULES....ooo 42
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SAVING ATTACHMENTS ... 11

SAVING MESSAGES........cooviiiiiis 13
SEARCH FOLDERS .....ooviiiiiiiiciicc, 16
SENDING A MAIL FROM THE ADDRESS
BOOK ..o 19
SENSITIVITY oo 14
SHARING ....cooiiiiiiic 46
SIGNATURES.....cooiiiiiiiiiiiiiiiicc 36
STATIONERY L..ooiiiiiiiiiiiiiiccc, 40
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TASKS ..o 25
TIME ZONES. ... 31
TOOLBARS ..o 38
TRACKING A TASK ... 28
I%I
VOTING AND TRACKING OPTIONS....... 14
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