CHAPTER 2

Microsoft Outlook 2010 - Level 2

ORGANISING MESSAGES

: : INFocus

Outlook provides a number of tools and features for organising your
email messages. For example, you can delete messages and move
and copy messages to your own custom mail folders. You can also

use the new quick styles to perform multiple step functions on your

messages with a single click, plus more.

In this session you will:

AN

learn how to create a mail folder

learn how to move messages into other mail folders
learn how to copy messages between folders

learn how to delete messages

learn how to recover messages from the Deleted Items
folder

learn how to clean up conversations

learn how to work with the Favourites folder list
learn how to delete message folders

learn how to recover deleted folders

learn how to empty the Deleted Items folder
gain an understanding of quick steps

learn how to customise default quick steps
learn how to create a new quick step

learn how to use quick steps

learn how to archive messages

learn how to recover archived messages.
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CREATING A MESSAGE FOLDER

A message folder is a repository for malil S0 on. You can create additional message folders

messages. There are a number of standard
message folders in the mailbox including the

Inbox, Outbox, Sent Items, Deleted Items, and

to store your messages. For example, if you are
involved in several projects, you could create a

folder for each project to store messages.

Try This Yourself:

Before starting this exercise
you MUST open the file
Watsonia_04.pst...

Open
File

Click on Inbox in the
Watsonia_04.pst folder

ek

Let’s create two new folders
for the Amazon and
Thames projects...

Click on the Folder tab to
see the commands you can
use with Outlook folders

Click on New Folder |2 in
the New group to open the
Create New Folder dialog
box

Type Thames in Name,
then ensure that Inbox is
selected under
Watsonia_04 in Select
where to place the folder

Click on [OK] to add the
new folder under Inbox

Repeat steps 2 to 5 to
create a new folder called
Amazon in the Inbox

m

Name:
l |

Folder contains:
[Mail and Post Items - ]

Select where to place the folder:

[» & pdawson@alpheiusglobal.com
5 £5 Public Folders - pdawsen@alpheiusglobal.com
4 ﬁ Watsonia_04

& Deleted tems

[83 Contacts

3 Drafts

3 Inbox (2)

3 Outbox

CA Sent tems

I OK ] ’ Cancel ]
4 Favoarites E e 4 Favorites E
@ Inbox @ Inbox
E Sent [tems E Sent Items

& Deleted ltems

[ pdawson@alpheiusglobal.com

[ pdawson@alpheiusglobal.co ol

& Deleted items

bl 03 & -

4 \Watsonia_04 4 \Watsonia_04
& Deleted ltems &) Deleted items
3 Drafts [ Drafts
4[] Inbox (2] 4 Inbox (2) 3
[ Thames Cd Amazon
3 Outbox C3 Thames
ECI Search Folders [d Outbox
Cd Sent ftems '33 Search Folders _
[ sentItems -
~ ~
= (Y mai
ﬁ Calendar ﬁ Calendar
Contacts Contacts
Tass ] Tasis

kIl 03 [ -

For Your Reference...
To create a new message folder:

1. Click on New Folder i in the New group on

the Folder tab

Handy to Know...

e You can also create a new mail folder by

right-clicking on an existing folder in the

Navigation pane and selecting New Folder.

2. Type the name of the new folder and choose

where to place the folder
3. Click on [OK]
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MOVING MESSAGES

Outlook lets you easily move messages between will show you how to use the Move command on
folders, either new folders that you have created the ribbon as it allows you to move messages
or existing ones. There are several ways to move easily into folders anywhere in your Outlook
messages from one folder to another. Here we system.
i Inbox - Watsonia_04 - Microsoft Outlook = B ==
Try This Yourself:
> @
Continue USing the Q al\ﬂeeting ﬁ Maove to: 7 [LB Mo\reﬂ\w Bunread;‘ Read |Find a Contact ~
£ o previous file with this Forvard By wore+ || o0 LT[ Amazon-Watsonia 04
ST exercise, or open the file A Tean Email |7 Thames - Watsonia_04
Watsonia 04 pSt i | Quick Steps = Sent Items - Watsonia_04
P| RE: Thames Inbox - Watsonia_04
1 Ensure that |\rersations]| - |:| H Inbox - Watsonia_02
: i arry Jones -
Conversatlons - Sent: Thu 22/07/20 Sent Items - Watsonia_01
o 2Nt u ST - -
enabled, then click on the To. Peter Dawson
Home tab ----------------------------------- | Inbox - Watsonia_01
2:56 PM Sent Items - Watsonia_01
. 4 week Id
2 Click on Inbox, and then te st el Inbox - Watsonia_01
click on the Thames nett 2:52 PM - .
conversation ke e phases A_ Fron'-l. Peter Day (23 Other Folder...
nett 2:48 PM ﬁ?ﬁ;huiﬂ’; [ Copyto Folder..
Click on Move |22~ in the ms ] = Sui)jectr:vTharﬂE 5 Always Move Messages in This Conversation...
Move group to display a n L1:36 AM v
f 1] Harry
list of fpl_ders that you I 1248 AN g
have visited recently How much time do you need to finalise your =
Your list may be different | o component in Thames? Amanda needs 5.5 weeks. =
-
£
to the one ShOWn... nett; Peter Dawson Fril.. Peter -
. ks P tati
4 Click on Thames — =
Watsonia_04 to move the e
message
q g - £
5 Click on Thames in the e ‘ Fgrﬁ: Search Thames (Ctrl=E) ]
. . nbox "
Na\”gatlon pane tO see Arrange By: Date |Newest ontop '|:|
the message in this folder =3 sent tems
g & Deleted Items 4 Tod
oday
[ pdawson@alpheiusglobal.co: @ ;I:.lﬁ::nes 2:58 FM
4 ‘Watsonia_04 me
&) Deleted Items
C3 Drafts |
4[] Inbox (2) 3
C3 Amazon
1 Thames
3 Outbox
E;Ci Search Folders _
C3 Sent ftems -
For Your Reference... Handy to Know...
To move messages: e You can drag messages between folders in
1. Select the messages to move fche message Iis't aqd from a folder to a folder
2. Click on Move |&~|in the Move group on the fetein T e NEmigreilian Eems,
Home tab e You can drag and drop folders to new
5 @l e i sesel el locations in the same way that you can drag

and drop mail messages. Any items within a
moved folder will move with the folder.
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COPYING MESSAGES

If you want to place a copy of a message in more which you can perform this feat. You can use the
than one location, Outlook allows you to copy ribbon, drag and drop, or the keyboard shortcut
messages between folders. And just like many combination - [ct] + [¢ ] and [cu] + [V ].

other functions, there is more than one way in

em

Try ThIS Yourself Copy the selected items to the folder:
[E) RSS Feeds NI
o Continue USing the DFEViOUS [ Suggested Contacts
E 7 file with this exercise, or open & Tasks _
& the file Watsonia_04.pst... ’ g E:;'S';n'::'g:“‘ pdawson@alpheius
1 Click on Inbox, and then click g E:'i:ftitems
on the Introducing the new [CF Drafts
phase conversation 4 [3 Inbox (2)
3@ Amazon
2 Click on Move -] in the Move 3 Thames)
group, then select Copy to 3 Outbox -
Folder to open the Copy il i -

Items dialog box
3 Ensure that Thames is

selected under Inbox, then i EEr o e
K sele conversation.
click on [OK]
L. i Do not show this message again
Because this is a conversation,
a message may display... [ o [ cone ]
4 Click on [OK] to copy the
conversation to the folder 2 Favorites G
. [search Thames (Ctri=E] p|
Click on Thames to see the [ mbox : =T
@ ST Arrange By: Date |Newest on top |_|
messages there
@ Deleted ltems
4 Today
I pdawson@alpheiusglobal.col = ::.?h:’ms 2:56 PM
4 \Watsonia_04 e
@ Harry Jones 2:43 PM
@ Deleted Items FW: Introducing the new phase: ...
[ Drafts =1 Amanda Bennett 2:46 PM
43 Inbox (1] = RE: Introducing the new phase: A..
Cd Amazon
[ Thames (1]
3 Cutbox
f}j Search Folders _
[ Sent Items -

For Your Reference... Handy to Know...
To copy messages: e You can copy messages between folders
1. Select the messages using the drag and drop method. To do this,

select the messages to be copied in the
message list, and then press @ while you
drag them to a new folder in the Navigation
pane.

2. Click on Move &~ in the Move group, then
select Copy to Folder

3. Click on the name of the destination folder
4. Click on [OK]
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DELETING MESSAGES

It is good housekeeping practice to purge your delete a message, or in fact anything in Outlook,
folders of unwanted messages. You can do this the deleted item is moved into a special Deleted
by deleting them. Deleting messages works a Items folder rather than being actually deleted.

little like the Recycle Bin in Windows — when you

o 4 Favorites < P h Inbox (Ctri=E] P|
. earch Inbox =
Try This Yourself: (3 Inbox =
@ erITE Arrange By: Date [Con\rersations]| -~ :|
o . Continue using the previous 8] Deleted Items 4 Today
E = . . . L T e e
&)5 LL flle Wlth thlS eX(?rC|Se, oy Open 3 pdawson@alpheiusglobal.co: @ Thames update
the file Watsonia_04.pst... 4 Watconia 04 Amanda Bennett 252 PM
- [ @ Introducing the new phase: A,
1 Click on the |nb0X, then click {a] Deleted ltems Harry Jones; Amanda Bennett 2:45 PM
i [CJ Drafts |4 Attaching Items @
on the Attaching Items s = 3 eter oo 11156 A
message C3 Amazon @ Parking o
2 Clle on Delete in the 3 Thames (1) Peter Dawson 11:45 AM [=
3 Outbox
Delete group Eﬁ Search Folders L | 4 LastWeek
. - [ i
The message will be deleted LA Sent ftems @ Sodal Club
from the Inbox...
i e 4 Favorites <
3 Click on Deleted Items to see & Inbox [search Deteted tems (ct - 2l
the deleted message (& sentItems Lrenge By Da [Newestontop __~ [4]
(&) Deleted ltems @ Peter Dawson 11:56 AM
_______________________________________________ Attaching Items [
[ pdawson@alpheiusglobal.co:
4 \Watsonia_04
&) Deleted tems
C3 Drafts |
4[] Inbox (1) 3
C3 Amazon
3 Thames (1]
3 Outbox
Eﬁ Search Folders _
C3 Sent ftems -
For Your Reference... Handy to Know...
To delete a message: ¢ If you delete items from the Deleted Items
1. Select the messages you wish to delete folder, they will be permanently removed
2. Click on Delete |X|in the Delete group on e QUiteEls
the Home tab e You can permanently delete a selected

message from any folder by pressing |shift] +
[0el]. A message asking you to confirm your
intention will appear.
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RECOVERING DELETED MESSAGES

When you delete a message from all folders if you realise that you deleted the wrong message,
except Deleted Items, they will be automatically you can recover a message from Deleted Items
removed from the folder and added to the and move it back to the original folder.

Deleted Items folder. If you change your mind or

e @ Favortes ‘ Search Deleted Items (Ctrl+E) p|

Tr ThIS Yourself (3 box earch Deleted Items (Chri+ P |

y @ Sent Items Arrange By: Date | Newest on top v|:|
Continue using the previous (G Deleted Items There are no items to show in this view.

file with this exercise, or open e @Ihlbl """ e
the file Watsonia_04.pst... S

Same
File

4 Watsonia_04

1 Click on Deleted Items in the |
Navigation pane, then click on (3 Drafts 3
the Attaching ltems message ‘Eﬁ]n:ron:z[:;]n
to select it 3 Thames (1]
Let’s return this message to Cino
Eﬁ Search Folders _
the Inbox... 3 Sent Items .
2 Right-click on the Attaching
= £
|temS message and SEIe(_:t e “ Favorites Search Inbox [Ctrl=E) ,‘FJ|
Move > Inbox — Watsonia_04 [ 1nbox _ = —~
- Arrange By: Date [Con\rersatlons]| |:|
i . , @ Sent Items
I_f Inbox - Watsonia_04 isn’t 5 Deleted tems .
listed, click on Other Folder, | | % g?‘.’f .................................................
- - —~J Thames update
seIeCt Ir.]box Under . z ::atwso.n@;lphelusglobal.co_ Amanda Bennett 2:52 PM
Watsonla_04 and CIICk on S [ @ Introducing the new phase: A..
[OK] (@ Deleted Items Harry Jones; Amanda Bennett 2:48 PM
. . [d Drafts b_—} Attaching Items 1]
The message will disappear 43 Inbox [1) = Peter Dawson 11:56 AM
from the Deleted Items folder... 3 Amazon I |4 Parking 0
. 3 Thames (1) Expand to see all items. =
3 Click on Inbox to ensure the E3 Outbox
message has reappeared L@ Search Folders 1 it R
again £3 SentItems ¥ | b 2y socal Club
For Your Reference... Handy to Know...
To recover deleted messages: e You can delete or recover multiple messages
1. Select the messages in Deleted Items SimultaneOUS|y. To do this, click on the first

message, then press @ and click on the
desired messages. Press [pel] to delete them
or right-click on them and select Move >
folder name to recover deleted messages.

2. Right-click on a selected message and select
Move > folder name
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CLEANING UP CONVERSATIONS

Because each message in a conversation Clean Up function moves to the Deleted Items
includes earlier messages, all messages other folder all redundant messages in a conversation
than the most recent one (or one for each branch except for messages that have not been read, are
if a conversation has split) are redundant. The flagged or include attachments.
a « Favorites ) [Search Inbox iCtrl=E) 2|
- earch Inbox r=
Try This Yourself: 03 Inbox ol
@ Sent Hems Arrange By: Date [Conuersations]l - b'
v Continue using the previous (& Deleted ttems = Eﬂiki"; ;@1 o
£ = file with this exercise, or open PO e Tanean '
N g 9 pdawson@alpheiusglobal.col—
the file Watsonia_04.pst... + Watsonia. o8 4 lastWeek
4 Sopcial Club
H & Deleted Htems
1 Click on the Inbox, then ) R ————
eXpand the SOCIaI CIUb ‘g Drlafts ) = 1 8 Peter Dawson Fri16/07
conversation 3 Amazon t [ Amanda Bennett Fri16/07
It has five messages 3 Thames 1 @ Peter Dawson Frile/07
£3 Outbox * [ Amanda Bennett Fri16/07
2 Co||apse the conversation, L@ Search Folders = =) :ew FJ‘roduds Presentation i 3
then click on Clean Up [+=|in (3 sent items e arnyenes "
the Delete group on the Home .
P
tab and select Clean Up o Fg?‘: [search Inbox (ctri=E 2]
H nbox —
Conversation [ Sent ftems Arrange By: Date [Conversations]l - El
Deletad It @ Thames update
A message may appear"' _______ @ eeeems __________________ Amanda Bennett 252 PM
3 Click on [Clean Up] I pdawson@alpheiusglobal.col™ 4 @ Introducing the new phase: A..
Harry Jones; Amanda Bennett 2:43 PM
4 \Watsonia_04 .
Another message may (= Attaching Ttems U
appear (& Deleted ltems Peter Dawsan 11:56 AM
o A Drafts {=4 Parking i
Clle on [OK] 4 Inbox (1) = Peter Dawson 11:45 AM
4 A Amazon
Now only the final message in 3 Thames 4 LastWeek
the conversation remains in g Outbox i i‘“""" d‘:‘;" " B
Search Folders . mar enn Ti =
the |nbOX... CA sent tems - Q MNew Products Presentation
5 Click on Deleted Items in the
Navigation pane to see the e 4 Favorites < |
Search Deleted Items (Ctri=E} P|
redundant messages (3} Inbax =
@ Sent ftems Arrange By: Date | Mewest on top 'b'
{8 Deleted Items @ Peter Dawson Fri 16,07
_______________________________________________ RE: Social Club
[ pdawso.n@alpheiusglobal.co = Q ;:rEr:aSnodc?a?(e;un;tt Fri 16/07
o T @ Peter Dawson Fri 16,07
@ Deleted ltems RE: Social Club
£ Drafts Q Amanda Bennett Fri 16/07
- D Inbox (1] = Sodial Club
Cd Amazon
[ Thames
[3 Outbox
E}j Search Folders =
[ Sent tems hd
For Your Reference... Handy to Know...
To clean up a conversation: ¢ If you have numerous conversations in a
1. Click on the conversation folder, you can use the Clean Up Folder or

Clean Up Folder & Subfolders options on
Clean Up |27/ to clean them simultaneously.

2. Click on Clean Up |&~
on the Home tab

3. Select Clean Up Conversation

in the Delete group
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WORKING WITH FAVOURITES

The Favourites folders provide a useful way to Favourites folders is that you can organise the
ensure that the folders you use regularly are folder list in an order that suits you — the folders are
easily accessible. They appear at the top of the not automatically positioned in alphabetical order
Navigation pane. Another nifty thing about the as they are in the other panes.

o 4 Favorites 4 e 4 Favorites 4

Try This Yourself: (3 nbox [ nbox
@ Sent Items @ Sent Items
o, Continue using the previous & Deleted Items & Deleted Items
£ T file with this exercise, or open i . A =
) . . pdawson@alpheiusglobal.col™— | | .
the flle Watsonla‘—04'pSt"' 4 \\atsonia_04 [ pdawson@alpheiusglobal.co -
. 3 Deleted It 4 Watsonia_04
1 Ensure the Favourites folders - De:te - ) Deleted ems
. . rarts
listis ex_pan(_jed at the top of 403 mbox ) = Ca Drafts
the Navigation pane (3 Amazon 43 Inbox 1)
. 3 Thames 3 Amazon
Notice that three folders are 3 Outbox 2 Thames
included under Favourites in L@ Search Folders e 3 Outbox
our sample... : 3 sent Items 'I . [ search Falders 'I
2 Right-click on Amazon and ) wan ) o
select Show in Favourites ] calendar ] catendar
Amazon will appear at the Contacts Contacts
bottom of Favourites as well as [ Tasts A Tasks
in the original location...
k] 3 [ - k] 3 [F -

3 Repeat step 2 to add Drafts to

FaVOU rites e 4 Favarites b o 4 Favorites b

Let’s re-order the folders in the Al L Drafts
Favourites list &3 sent tems 3 nbox
& Deleted Items [5 sent items
4 Drag Drafts to the top of the T oeoE L
folders list in Favourites E‘ Drafts D“’"m” _________________________
YOU can remove folderS jUSt as [ pdawson@alpheiusglobal.co - [ pdawson@alpheiusglobal.co -
eas"y 4 Watsonia_04 4 Watsonia_04
3 Deleted items & Deleted Items
5 Right-click on Amazon and 3 Drafts £3 Drafts
select Remove from 4[] Inbox [1) 4[] Inbox (1]
R £3 Amazon £3 Amazon
Favourites 3 Thames C3 Thames
6 Repeat step 5 to remove 3 Outhox = 3 Outbox =
Drafts as well =1 =
ﬁ Calendar ﬁ Calendar
Contacts Contacts
@ Tasks @ Tasks
L@ - Ll 3 @& -
For Your Reference... Handy to Know...
To work with the Favourites folders list: e The Favourites folders list can have
e Right-click on a folder and select Show in top-level folders only, not subfolders.
Favourites

} o ¢ When the Navigation pane is minimised
e Drag the folder to the desired location in each folder in Favourites will appear in its

the folder list own vertical folder button. The length of each
* Right-click on a folder and select Remove button is determined by its folder name so

from Favourites keep them short.
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DELETING MESSAGE FOLDERS

Just like managing your messages, you should
take care that the folders you create don’t get out
of hand. Otherwise, you'll spend a significant
amount of time looking for emails that you think

you’ve kept — somewhere! You can tidy up your
mail storage area by deleting unwanted and
redundant folders

0 4 Favorites 4

Try This Yourself: 3 Inbox

@ Sent Iltems
o , Continue using the previous L
% E flle Wlth th|S eX(.ErCise, or Open --I;--;:J-(-jawson@alpheiusglobal.coi
@ the file Watsonia_04.pst... 4 Watsonia 04
1 Double-click on Thames in the g ze':e‘j fems
Inbox to ensure that the folder 40 Inbox 1) =
is selected 3 Amazon
1 Thames
The folder name must be 3 Outbox
highlighted in blue to be LG search Folders L
selected, not grey... _ [P sauie >
2 Click on the Folder tab, then =L
click on Delete Folder G in E Calendar
the Actions group Contacts
Outlook will ask you to confirm ] Tasks

your intention of deleting the
folder...

Click on [Yes] to delete the
folder — actually, the folder
plus its messages are simply
relocated to the Deleted Items
folder

L@ -

4 Favorites E
@ Inbox
@ Sent ltems
@ Deleted Items

[ pdawson@alpheiusglobal.com

4 Watsonia_04
2 @ Deleted Items

3 Drafts
4[] Inbox (1)
1 Amazon
E3 outbox
ECI Search Folders
[ Sent ltems

Zi& Are you sure you want to delete the folder "Thames” and move all of its contents into the Deleted Items folder?

© EL
ﬁ Calendar
Contacts

@ Tasks

e NIFILE

For Your Reference... Handy to Know...

To delete a message folder: e You can also delete a message folder by
1. Double-click on the folder in the Navigation right-clicking on it in the Navigation pane
pane and selecting Delete Folder.
2. Click on Delete Folder |tq| in the Actions
group on the Folder tab

3. Click on [Yes]
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RECOVERING DELETED FOLDERS

Sometimes, you inadvertently delete the wrong folders and their content, providing they are still in
folder or you simply just want to access a folder the Deleted Items folder.

that you previously deleted. Whatever the reason

Outlook allows you to recover previously deleted

e Y a—— < m
Try Th IS YO u rself % Inbox Mave the selected folder to the folder:
Sent ltems () RSS Feeds ~l ek ]
Continue USing the @ Deleted Tems [83 Suggested Contacts -
g 2 preViOUS ﬂle Wlth thls --I;--;:J-(-jawson@alpheiusglobal.coi @ TESkS - e
(‘})5 (TR \e/\)l(erCise.’ O(l;);)pen the file 4 Watsonia_04 i g E\';';::n':izhtﬂ]:rs- pdawson@alpheius
atsonia_04.pst... 4 (5 Deleted Ttems 4 (@ Deleted Items
. [ Thames [E3 Tharmes |
1 Double-click on Deleted £ Drafts = 83 Contacts
Iltems to expand the 43 Inbox (1] £ Drafts
folder 3 Amazon 4 [l Inbox (1)
3 Outbox 3 Amazon
2 Double-click on Thames ECI Search Folders - 3 Outhox 7
under Deleted Items to A senttems x| | = :
select the folder = | e
The folder name must be FH calendar
highlighted in blue to be Contacts
selected, not grey...
’ — @ Tasks
3 Click on Move Folder
in the Actions group to -
open the Move Folder
dialog box o 4 Favorites e
@ Inbox
4 Click on Inbox in the =) Sent Items
Watsonia_04 folder to (@ Deleted Htems
nominate it as the o g
destination folder and ‘ :v:t:"::l';@;p CHRaoRe—
click on [OK] )
@ Deleted Items
C3 Drafts
4[5 Inbox (1) =
[C3 Amazon
£3 Thames
3 Outbox
ECI Search Folders —
C3 Sent Items -
|E§ Mail
ﬁ Calendar
Contacts
@ Tasks
k] 3 [ -
For Your Reference... Handy to Know...
To recover a deleted folder: e When you recover a deleted folder, all
1. Double-click on the folder in Deleted Items messages in the folder will be recovered as
2. Click on Move Folder [& in the Actions el e e el Dl

group
3. Click on the destination folder
4. Click on [OK]
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EMPTYING DELETED ITEMS

When you delete a message (or most other items

for that matter) it is normally placed in the

Deleted Items folder. This is like the last staging

post where you can, if necessary, recover

Microsoft Outlook 2010 -

Level 2

deleted items. But, without regular maintenance

this folder will become full of unnecessary items

and should be emptied periodically.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Watsonia_04.pst...

Same
File

Click on Deleted Items to
see the contents in this
folder

Right-click on Deleted
Items and select Empty
Folder

o =

Outlook will ask you to
confirm your intention of
emptying the folder...

3 Click on [Yes] to

4 Favorites
E Inbox
@ Sent [tems
@ Deleted ltems

[ pdawson@alpheiusglobal.co

4 \Watsonia_04
@ Deleted Items

L Drafts
4 Inbox 1]
Cd Amazon
[Cd Thames
C3 Cutbox
ﬁ Search Folders
[ Sent Items

|Search Deleted Items [Crl+E)

Rl

Arrange By: Date | Mewest on top

=

1

{~J Peter Dawson Fri16/07
RE: Social Club

Q Amanda Bennett Fri 16,07
RE: 5ocial Club

@ Peter Dawson Fri 16/07
RE: Social Club

Q Amanda Bennett Frile/07
Social Club

fi& Are you sure you want to permanently delete all the items and subfolders in the Deleted Items™ folder?

Yes

permanently delete the files
in Deleted Items

4 Favorites

E Inbox

[ sent Items
& Deleted ltems

[ pdawson@alpheiusglobal.co =

4 \Watsonia_04
fa) Deleted Items

L Drafts
43 Inbox (1)
C3 Amazon
C3 Thames
C3 Cutbox
f}j Search Folders
C3d Sent Items

1

Search Deleted Items [Ctri=E)

Pl

Arrange By: Date | Mewest on top

=

There are no items to show in this view.

For Your Reference...

To empty the Deleted Items folder:
1. Right-click on Deleted Items
2. Select Empty Folder
3. Click on [Yes]

Handy to Know...

e You can set Outlook to automatically delete
Deleted Items whenever you exit Outlook.
Click on the File tab, click on Options to
open the Options dialog box, then click on
the Advanced category. Tick Empty
Deleted Items folder when exiting Outlook
under Outlook start and exit.
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AUTOMATING COMMON TASKS WITH QUICK STEPS

Many emails you receive involve more steps than appointment, forward them to other members of
simply reading them and leaving them in your your team, or any combination of a number of
Inbox. Sometimes you may need to move them tasks. Using Outlook’s Quick Steps, you can

to another folder, create a meeting or perform multiple tasks with a single click.

Outlook’s Default Quick Steps
Outlook 2010 ships with a set of five default quick steps in the Quick | |3 Maveto: 2 £ To Manager

Steps gallery on the Home tab as shown to the right. You can &3 Team E-mail & Done
customise these, plus create your own custom quick steps. {54 Reply & Delete 7 Create New =
The default quick steps allow you to perform the following actions. Ssick STeps -
Move to Moves the selected message to a mail folder you specify and marks the message

as read.
To Manager Forwards the message to your manager. If your company uses Microsoft

Exchange Server, your Manager’'s name will be detected in the global address list
and inserted into To, or you can specify the recipient.

Team E-mail Forwards the message to others in your team. If your company uses Microsoft
Exchange Server, your team members’ names will be detected in the global
address list and inserted into To, or you can specify the recipients.

Done Moves the message to a specified mail folder, marks the message as complete
and then marks the message as read.

Reply & Delete  Opens a reply to the selected message and then deletes the original message.

Create New This tool lets you create a new quick step to execute any sequence of commands
and name it.

The first time you click on the default quick steps, other than Reply & Delete, a dialog box will
display allowing you to customise the quick step to suit your needs.

Customising Quick Steps

You can customise any quick step — not just the default quick steps. You do this by selecting
Manage Quick Steps in the expanded Quick Steps gallery to open the Manage Quick Steps
dialog box (as shown below). From this dialog box you can create new quick steps and edit,
duplicate and delete existing quick steps.

i @ ™y
Manage Quick Steps uﬂ
Quick step: Description:
3 Moveto:? ] 3 Moveto:?
To Manager
= ¢ Actions: (A3 Move to folder
léa Team E-mail L‘ﬁ Mark as read
V’ Done Shertcut key:  None
Q Reply & Delete Tooltip: Maoves selected e-mail to a folder after

marking the e-mail as read.

) & =)
o) [cans
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CUSTOMISING A DEFAULT QUICK STEP

Outlook 2010 has introduced Quick Steps to
help you manage and organise your messages.
To get you started they have provided five default
quick steps (plus Create New) for performing

some of the most common Outlook tasks. When
you first click on a default quick step, other than
Reply & Delete, you will be prompted to customise
it to best fit your working style.

Try This Yourself:

Continue using the

First Time Setup

This quick step moves mail to a specified folder. After this Quick Step is created, you do not
have to enter this information again.

£ @ previous file with this N
&I exercise, or open the file B teme: N |
Watsonia_04.pst... Actions
1 Click on the Home tab, Move to folder | Choose folder IZI
then click on Move to in the Mark as read
Quick Steps gallery to
g_peln trl;e First Time Setup save | [ concel ]
ialog box
2 'E)I:Chl;(?\?etrgg fdorlodpe?r;(;vdv IZI @l % 9 |5 Inbox - Watsonia_04 - Microsoft Qutlook

select Amazon —

Home Send / Receive

Folder View

Watsonia_04

The folder you select here
will automatically appear in

New

[ kY
@ ﬁqlgnore x \_i t_aﬂ t_a ml\.ﬂeetin L_E Amazon
= Clean Up ~ Q To Manager
Mew MNew Delete Reply Reply Forward Maore = X
E-mail Ttems~ | & Junk - Al % & Team E-mail

| Delete | Respond | Quick Steps

[F}

Name. Let’s change it to
something more
appropriate since this is the
name that will be listed in
the Quick Steps gallery...

Select the contents in
Name, then type Amazon

(S

Ensure that Mark as read
is ticked, then click on
[Save]

The default Move to quick
step will now appear as
Amazon

-

For Your Reference...
To customise a default quick step:

1. Click on the default quick step on the Home

tab
2. Set the options as desired
3. Click on [Save]

Handy to Know...

You can customise any quick step by clicking
on the More button |~ | for Quick Steps and
selecting Manage Quick Steps to open the
Manage Quick Steps dialog box. Here you
can choose to edit, duplicate or delete an
existing quick step, or create a new quick
step.

© Watsonia Publishing
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CREATING A QUICK STEP

Quick steps enable you to simultaneously apply create them by specifying all actions (as you will do
multiple actions to a selected message. This can in this exercise), by selecting a particular type of
help you to quickly manage your mailbox. quick step to create (such as a Forward To), or by
Creating new quick steps is simple. You can duplicating and changing an existing quick step.

@ Amazon
Try This Yourself: & To Manager
@ Team E-mail Iﬂami
o, Continue using the « Done _ -
% E prev'ous flle W|th thIS a Reply & Delete Add actions below that will be performed when this quick step is dicked on.
& exercise... i Create New | At
Mew Quick Step 3 |Choose an Action |Z| x
Click on the More button [E Manage Quick Steps...
1 =|for Quick Steps to 2l || (osdacind]
open the Quick Steps e
gallery
2 Click on Create New to
open the Edit Quick
Step dialog box
3 Type Thames in Name,
then click on the large
square to the left of S
Name to open the Shortathey: [Choose a shortak [2]
Choose an icon dialog Tooltp text:

This text will show up when the mouse havers over the quick step. ‘

(2 o

box

4 Click on the smiley face,
then click on [OK] to

. You can type a
change the icon @ ln_;:me: tooltip here that
5 Click on the drop arrow = wil dh'Splay when
E for Choose an Act|on Edit the actions the quick step performs, yOU O.Ver OVer:
and select Create a task i the quick step in
. reate a task wr Xt ol message the ga”ery
with text of message 2 rete i e et e =] X
6 Click on [Add Action] [ Cotegorz message [=x] %
and repeat step 5 to add M5 categary [=]
two actions: Categorise [ vove o ol 5] X
message (Blue rr———— =
category) and Move to e
folder (Thames — S
Watsonia_04)
7 CIICk on [Flnlsh] to add e |§“ % 9 |5 Inbox - Watsonia_04 - Microsoft Outlock
the new qUiCk Step to the Home Send / Recaive Folder View
tOp Of the QUiCk Steps @ = E13')'|Ignore x & @ Q ml\deeting .Q‘ Thames
ga”ery Mew  Mew & Clean Up - Delete Reply Reply Forward % Mare * [E fmazon :
E-mail Tems~ | & Junk ¥ All £5 To Manager -
Mew | Delete | Respond Quick Steps ]
For Your Reference... Handy to Know...
To create a quick step: e If you want to create a quick step that is very
1. Click on Create New in the Quick Steps similar to an existing one, select Manage
gallery Quick Steps in the gallery, click on the
2. Type a Name and select an icon (optional) existing quick step and click on [Duplicate].
3. Select an action in Choose an Action You can then modify the details as desired.
4. Click on [Add Action] as needed e You can also create a quick step by selecting
5. Click on [Finish] New Quick Step in the Quick Step gallery.
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USING QUICK STEPS

When you work with your emails, you will find you may often forward copies of important
that you tend to do many repetitive tasks. For messages to your manager. Using quick steps,
instance, you might move all messages relating you can perform repetitive tasks such as these, and
to a specific project to a folder for that project, or more, with a single click.
e 4 Fayorites < < Y (Ctrl=E]
- earc mazon rn=
Try This Yourself: (3 inbox =
@ Sent Ttems Arrange By: Date |Newest on top

o , Continue using the previous @ Deleted tems | 4 Yesteraay

E T file vyith this exgrcise, or open > pdawson@alpheiusglobal.co > | L=d HaryJones Thu 2:48 PM

& the file Watsonia_04.pst... 4 Watsonia_04 = TP —————

manda benne u i
Click T e . th {a) Deleted Items RE: Introducing the new phase: A...
ick on the Introducing the Gl

1 new phases conversation, 473 nbox 1] 3
then click on the Amazon Laffinee

. k te C3 Thames
quick step [d Outbox

. . f}.‘i Search Folders B
Being a conversation, a 23 Sentftems 3
message may appear...

2 Click on [OK] o @_ q[—]?f f ‘; ot Ted ;hammpdam'ﬁ* = fo
All messages in the WX o N vV ig % O A I
conversation will be moved to scal-;esg Delete Farward OneNote | Shaw Cn’:’:\apr\‘:ts A_?;lin Seagps:?ttus Recumence | Categorize FEILIjovw g =
the Amazon folder... Actions | | Manage Task | Recurrence | Tags | zoom |

. ubject: frhames update
3 Click on Amazon to see the et pene e ‘ | ‘
Start date: None - | Status: Mot Started -
two messages Due date: [Hone - priority:  [Mormal | - | % Completer [0% |

4 C“Ck on Thames Update in [ Reminder.  [None - [Mone ~ | ¢ owner Peter Dawson
the Inbox, then click on the &
Thames quick step =

From: Amanda Bennett
- Sent: Thursday, 22 July 2010 2:52 PM

A task will be created as the To peter Dowson
ﬁrst aCtIOf'l Subject: Thames update

. . Receiving your last email reminded me that | haven't given you the latest update with 1
Click on Save & Close E N Thames. I'l still need 3.5 weeks for writing and 2 weeks for testing. And then I'm all set
the Actions group to close the for Amazon!
task -

3 . Amanda J

6 Click on Thames, then click on =l
the Thames Update message
to see it in the Reading pane

] e Thames update
Notice that the_ blue category Amanda Bennett
has been applied to the [uecteoy |
message Sent: Thu 22/07/2010 2:52 PM
To: Peter Dawson
[+]
Receiving your last email reminded me that |
haven't given you the latest update with Thames.
I'll still need 3.5 weeks for writing and 2 weeks for
testing. And then I'm all set for Amazon!

For Your Reference... Handy to Know...
To use a quick step: e To make a quick step’s function clearer, you
1. Select the message in the message list ﬁa” add a tooltiphthat WiILappear V\ilhen you
. . : ] over over it in the Quick Step gallery. You
2 ggl(l:le(rsn SIS LI I, S can do this by typing the desired text in

Tooltip Text at the bottom of the Edit Quick
Step dialog box either when you create a
quick step or by editing it later.
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ARCHIVING MESSAGES

Over a period of time your mailbox folders will
begin to grow as they fill with messages —
especially the Inbox. You can of course elect to
delete messages. But, as an alternative you can

Microsoft Outlook 2010 - Level 2

archive messages to a file. This will enable you to
retrieve those messages again in the future should

the need arise.

Try This Yourself:

M

(@) Archive all folders according to their AutoArchive settings

3 Sent ltems

. ; ) Archive this folder and all subfolders:
o Continue using the previous B Tosks
% E file with this exercise, or open b £ Public Folders - pdawson@alpheiusglobal.com
o the file Watsonia_04.pst... 4 &9 Watsonia 04
@ Deleted tems
Click on the Inbox then click B4 Contacts
on the File tab to open the O Drafts
K » |23 Inbox|(1)
Backstage B3 Outbox

m

Click on [Cleanup Tools]
and select Archive to open

the Archive dialog box
Archive file:

Archive items older than: |Fri 23f07f2010

[=]

Indude items with "Do not AutoArchive™ checked

Scroll down to and click on

|C: \Course Files for OQutlook 2010VArchive_1.pst | Browse...

Inbox under Watsonia_04

Click on the drop arrow | =] for

[ ok

I [ Cancel

]

Archive items older than

and click on [Today] CIERAE

NG| Home Send / Receive

Inbox - Watsonia_04 - Microsoft Outlook

Folder  View

= =

> @

=

wlgnore

Click on [Browse] to open

&

whn B W N =

) D & Mesting || @ Thames
XS E 5 e ST
g Amaz

(23 Move f=J Unread/Read  |Find a Contact +

%= Clean Up = ~|| @ Rules~ | 5§ Categorize (3} Address Book
the Open OUtIOOk Data Erfr:‘:\\ It’::'\s‘ & Junic~ " o | nal Re;flw AL R 5 To Manager || &l onenate YF‘JII:\‘Un 7 Filter E-mail ~
Flles dla|Og bOX, and then - Fa:::“m | Delete - ‘ | Respond | Tul(k Steps G Move | Tags | Find
. o Search Inbox (Ctrl+E) o <
?al\dllgate to the course flles ]:;ijtms Arrange By: Date (Conversations) | - |4 =
olaer (&) Deleted tems There are na items to show in this view. gz
6 Type Archive_1 in File name b paawson@alphelsgiodalcor=
p— 4 Watsonia_04 :
and click on [OK] to return to B e
the Archive dialog box A
3 Amazon :
7 Click on [OK] i v
L8 search Folders g
All messages received before
o Mail &
today will be removed from = v &
the Inbox and included in the ——
newly created archive file, .
Archive_1.pst... e =
ftems: 0| | Ea 100 (e

Press [Esc] to return to the
Inbox, then right-click on
Archives in the Navigation
pane and select Close
“Archives”

For Your Reference...

Handy to Know...

To archive messages: e You can set older Outlook items to be
1. Click on the File tab archived automatically on a regular interval.
q To do this click on the File tab, click on
> L
2. Selec?t [Cleanup Tools] > Archive Options and select the Advanced category.
3. Specify the date Click on [AutoArchive Settings].
4. Specify the archive file name and location
5. Click on [OK]
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RECOVERING ARCHIVED MESSAGES

If you have archived your email messages
properly into Outlook archive data files and you
know exactly where they are located, it is
relatively easy to recover archive files. This might

be useful if you need to locate a message from a
while ago that may have just recently come into
contention again.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Watsonia_04.pst...

Same
File

Click on Inbox then click on
the File tab to open the
Backstage

Click on Open then click on
Import to open the Import

Choose an action to perform:

Export B35 Feeds to an OFML file

Export to a file

Import a VCARD file {.wcf)

Import an iCalendar (ics) or vCalendar file (ves
Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import R55 Feeds from an OPML file

Import R.55 Feeds from the Common Feed List

Description

Import data from ather programs or files, induding
ACT!, Lotus Organizer, Outlock data files (.PST),
database files, text files, and others.

and Export Wizard

< Back |I Mext = I[ Cancel

Ensure that Import from

W N =

another program or file is

_ o9 |- Inbox - Watsonia 04 - Microsoft Outlook . B s
selected, then click on B ore | senaseceve  Folder v > @
Py 1gnore 3 - = ceting | |@ Thames A3 Move ~  [SUnread/ Read |Find a Contact =
[NeXt] Nﬁﬁ . ¥ Clean Up ~ 5 9 9 FQd :M tino (23 Amazon -| | B rutes~ | BE categorize - | [ Address Baok
. il Tteme < unk + clete | Rerh R T Bg More gy 16 Manager = nellote ollow Up = | V7 Filter E-mail +
4 Scroll down to and click on el g R ] vl RS sl
i 4 Favorites <
OUtIOOk Data Flle (pSt) FE Itmm [Search Inbox (ctri=) P Attaching Items <
and C|IC|( on [NEXt] (33 sent Items Arrange By: Date (Converzations)| . =) peter Dawson ?
) @ Deleted items 4 Yesterday ?jm lz;s;r:;;i?‘lﬂ 11:55 AM é
5 CIICk on [Browse] and Pipcanson@eipheimglobal ol [~ Attaching Items o (4 Message | [82] Amanda Bennett.vet (5 KE) - 3
. . Peter Dawson Thu 11:56 AM al g
nav|gate to the course f||es 4 Watsonia_04 3 Panting o @5 Jemy Hancock.uet (5 KB) g
folder (& Deleted Items Peter Dawson Thu 11:48 AM [85Angel Harrington.vef (5 KB} - §-
3 Drafts 5
i . 41 Inbox i1} 4 Lastweek FYl E
6 Click on Archive_1.pst and 5 o Ssomaw
click on [Open] g Outbox % New Products Presentation ::‘,‘zmigﬁ:?xw,m v
Search Folders Harry Jones Fri16/07 Finance Manager E
. . 3@ Sent Items - (5 Fleet Management Expenses 613 9844 0017 Work 2
7 Click on [Next] to specify T Fi1s07 :
. . arketing budge g
the folder into which the 259 caendr P e
R . New product ideas
data will be |mp0rted — Harry Jones; Amanda Bennett Fri 16/07 T
@ P Q\thusdﬁluba\ Enterprises
8 Click on Inbox and click on =
s Ll 3@ - ~] 5130834 1234 Work
[Finish] to complete the —_— T e —c
import operation e
9 Click on Inbox to check

that the messages have
reappeared

For Your Reference...
To recover archived messages:
1. Select File > Open > Import

2. Select Import from another program or file
and Outlook Data File (.pst)

Locate and open the archive file
Select the folder and click on [Finish]

Handy to Know...

e To ensure you have the best chance for
finding the right archive file and as quickly as
possible, clearly name all archive files.
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NOTES:

© Watsonia Publishing Page 24 Organising Messages



