CHAPTER7

Microsoft Outlook 2010 - Level 2

EMAIL TECHNIQUES

: : INFocus

Outlook provides many options and techniques that you can adopt
as you work with email messages.

In this session you will:

v/ gain an understanding of some techniques you can use
to effectively manage email

v'learn how to recall a sent message
v learn how to print a message
v'learn how to print a message list
v

gain an understanding of the various formats that can be
used for messages

v'learn how to change the message format for individual
messages

v" learn how to select a desired theme or stationery

v"learn how to apply a theme or stationery to single
messages

learn how to turn off the Outlook themes or stationery
feature

learn how to apply a theme to a new message
learn how to save a message as a draft

learn how to use a saved message

learn how to send a message with voting buttons
learn how to respond to a voting message

learn how to track voting responses

learn how to send automatic responses.
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EFFECTIVE EMAIL MANAGEMENT

As you become more and more familiar with consequence of this, you'll need to adopt some
email you’ll understand why it is so popular. sound techniques for managing the influx of
Because of its widespread use you'll probably electronic mail. Below are some techniques for
soon find yourself swamped with emails. As a managing your email more effectively.

Create A Hierarchy Of Folders And Name Them Sensibly

In many ways your Inbox is a little like your hard disk — and just like the files on your hard disk you
can create and name folders to help manage your emails more effectively. Personal folders can be
created below almost any folder in Outlook, however, the most logical place is under your Inbox.

You should create a logical sequence of folders and name them so that you can use them quickly to
locate an email that you may need to reference in the future. For example, if you purchase goods
online over the Internet most suppliers will send you an electronic receipt via email. It is a good idea
to place these email receipts in a special Receipts folder so that you can refer to them at any point
without having to search your entire Inbox.

Move Messages Out Of The Inbox

Once you've created a hierarchy of folders, get into the habit of moving messages that you wish to
retain out of the Inbox and into the relevant folder you've set up. Keeping the Inbox squeaky clean is
akin to working with a tidy desk.

This will help you to quickly see new incoming messages. Also, by moving the emails for

follow-up into more meaningful folders you are less likely to accidentally delete them while cleaning
up your Inbox.

If you regularly move emails to specific folders, the quickest method for performing this function is to
set up and use quick steps. Using a quick step, you can perform multiple tasks on the selected
message with just a single click.

Delete Email You Don’t Require Immediately

If you get an email and don’t need it, get rid of it. You can do this permanently and instantly by
selecting the message, holding down [shift] and pressing @ If you think you don’t need a message,
delete it into the Deleted Items folder (you can do this by pressing @ or clicking on Delete [X).
Since the Deleted Items folder is a temporary location at least if you do find you need a deleted
message later, you can recover it again.

Periodically, purge the Deleted Items folder to free up system resources and keep your email
manageable.

Use Contact Groups

If you email the same message to a number of people on a regular basis, set up contact groups in
Outlook Contacts. A contact group is simply a group of email addresses that you choose from
existing Contacts. Outlook then allows you to save this list as a single entry in Contacts. When you
need to send these people an email you simply click on the Group name rather than having to select
each address individually.

There are virtually no limits to the number of contact groups that you can have in Outlook and they
provide a great way to manage your outgoing email messages.

Utilise Conversation View

Conversation view groups all messages with the same subject and then displays only the latest
message in the message list. You can expand a conversation to see all messages as necessary. To
turn on Conversation view, tick Show as Conversation on the View tab.

In Conversation view, you can use Clean Up Conversation/Folder to delete all redundant
messages in a conversation — that is, all messages other than the most recent one except for
messages that have not been read, are flagged, are categorised, or include attachments.

You can also use Ignore Conversation to delete all messages in a conversation that is no longer
relevant, plus any future replies you may receive for the same conversation. If you change your mind
later, you can reverse the process.
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RECALLING A SENT MESSAGE

Imagine sending a message and realising that message use Microsoft Exchange Server, you can
some of the information is wrong or that you recall the message. Exactly how successful the
forgot to attach the file that you've referred to in recall will be will depend on whether or not the
the message. If both you and the recipient of your recipient has opened the message.

Try ThIS YOUFSE” Some recipients may have already read this message.

[} . Cont_inue gsing the. ﬁi:gﬁarveecilﬁayz Si?; ;risr?npelzgs gceolpies of this message in redpient Inboxes,

= T previous file with this

%) . Are you sure you want to:

exercise...

(@) Delete unread copies of this message

() Delete unread copies and replace with a new message

Create a new message and

senditto a CO||eague [¥] Tell me if recall succeeds or fails for each recipient

l OK ] [ Cancel

Click on Sent Items and
then double-click on your

W N =

message e (@ ™ TN Testing the Recall Feature - Message (HTML)
. . . | File (Y]
Click on Actions [ in the TR et — 22 P+ | @1
Move group and SeIeCt ﬁi‘lgnore x la @ @ a g'll'l:al\-'lanager l__ @O:::dote H
. T =[]
Recall This Message to & Junk - Delete | Repy Reply Forward By~ || 5 roon oy Sl R,
open the Reca” This Delete | Respond | Quick Steps | Move | 1
Message d|a|0g bOX HED You attempted to recall this message on Tuesday, 31 August 2010 12:12 PM,
4 Ensure that Delete unread From: tisa Charlesworh
. . To: Jacqui Watson
copies of this message ce
and Te” me if reca” Subject: Testing the Recall Feature
succeeds or fails for each
recipient are selected,
then click on [OK]
5 Close the message
If the recipient hasn't
Opened your message e [search inbox (ctri+ ) 'q_| M ge Recall Success: Testing the Recall Featu
. . ! Arrange By: Date MNewest on top v|:|
Outlook will delete it and . Jacqui Watson
you will receive a Message dj:da"w : S . | sent Tue31/08/20101217 PM
.. . cqui Watson H 0t
Reca” SUCCeSS notlflcatlon. Message Recall Success: Testing the Recall Feature H ! -
.. |
If the recipient has opened Your message
your message, the recall To:  Jacqui Watson
will fail and you will receive subdect:  resting the Recall
a Message Reca” Fallure Sent: 31/68/281@ 12:26 PM
notification...
was recalled successfully on 31/08/2018
6 After a few minutes, click 1217 P
on Inbox to see the 1
Message Recall M =
notification
For Your Reference... Handy to Know...
To recall a sent message: e Most home and personal accounts do not
1. Double-click on the message in Sent Items use Microsoft Exchange. So for example, if

. . — you have sent an email to someone's
2. Clidcon Acilons |1 [T e Howa o an personal internet service provider (ISP)

sl Th's Mgssage POP3 email account, you will not be able to
3. Select the desired options recall the sent email message.

4. Click on [OK]
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PRINTING A MESSAGE

Even though the whole idea of electronic mail
messaging is to avoid or at best minimise paper
usage, there will be times when you want or need
to print an email message. You can print a

Microsoft Outlook 2010 - Level 2

message from any of the Mail folders or directly
from an open message using the Backstage. You
can also preview the message in the Backstage
before printing it.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Watsonia_11.pst...

Same
File

1 Click on the Amanda
Bennett message with
the RE: Paris Trade
Show subject

Click on the File tab and
click on Print to display
the print settings

Select the desired
Printer and ensure that
Memo Style is selected
under Settings

Notice that the message
will print in a style
similar to a memo...

Click on [Print] to print
the message or press
[esc] to return to the
Inbox

4

Print

-~

Print

Printer

.7 5end To OneNote 2010
Ready

[Print Options

Settings

Table Style

Specify how you want the item to be printed
and then click Print. o

ot Smrze

{ Memo Style

41 ofl b

Peter Dawson

From: Amanda
Sent: Tuesday,

To:
Subject:
‘Will do!
A

Fromx Peter Dawson

Sent: Monday, 2 August 2010 2:32 PM
Tox Amanda Bennett

‘Subject: Paris Trade Show

Amanda

Thanks for the plans. Please ring me next wesk to discuss travel arrangements.

Peter

Bennett
3 August 201094 AM
Peter Dawson
RE Faris Trade Show

For Your Reference...

To print a message from a message list or an open

message:
1. Click on the File tab
. Click on Print

2
3. Select Memo Style in Settings
4

. Click on [Print]

Handy to Know...

e You can print the attachments in your
message by clicking on [Print Options] in
the Backstage to open the Print dialog box
and then ticking Print attached files.

e You can click on [Define Styles] in the Print
dialog box to edit or create new Print styles.

© Watsonia Publishing

Page 68

Email Techniques




PRINTING A MESSAGE LIST

There may be times when you want a hard copy
of the messages listed in one of your Mail folders
or perhaps you might want to print a list of all
messages that you've received from a particular

Microsoft Outlook 2010 - Level 2

sender. To achieve this, you can either perform a
search to display only the required messages in the
message list or select the specific messages in the
message list before accessing the Backstage.

Try This Yourself:

Continue using the
previous file with this

File

sFiigh.. FlightsFlights eMewsletter Subscription

Received

|S|'ze |Categ ories rl?

‘Welcome Petar, to Wotmail Austraiis

Same

exercise, or open the file
Watsonia_11.pst...

Wb Hawy
Click on Inbox to ensure G Hamkne
that it is currently

displayed

4 Amands Be
Ef  Hamylonss

Eat Amands e
= ArandzBe

Let’s print a list of all
messages in the message
list.

If you wanted to print
specific messages, you
could search for them by
clicking in Instant Search
and typing the desired
criteria. ..

Click on the File tab and
click on Print to display
the print settings

Click on Table Style
under Settings

The preview shows that
all of the messages
included in the message
list will be printed...

Click on [Print] to print
the message list or press
[es<] to return to the Inbox

4

e B Prez,
Fle=t Management Bxpanzes
Marketing budget

RE New product ideas

FW- Naw product idess

RE Maw product ideas

Peter Dawson

1 31/08/2010 12:22 PM

For Your Reference...
To print a message list:

1. Click on the Malil folder
Sort and lay out the folder as desired
Click on the File tab, then click on Print
Select Table Style in Print style
Click on [Print]

ok wbd

Handy to Know...

You can print a list of selected messages in
the current folder. To do this select the
desired messages, click on the File tab, click
on Print and select Table Style under
Settings. Click on [Print Options], select
Only selected rows under Print range and
then click on [OK]. Click on [Print].
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MESSAGE FORMATS

Not all email applications are alike so you need to what your message can contain — bold fonts or
use a message format that your recipient's being able to add pictures in the message body etc.
application supports. Outlook supports three If a recipient’s mail application supports the format,
formats. The format you choose will determine they will see the message just as you created it.

HTML (Hypertext Markup Language)

HTML is the default message format used by Outlook. It is also the best format to use when you
want to create messages that are similar to documents that you can produce in Microsoft Word. For
example, you can include various fonts, colours, bullet lists and tables using HTML format.

By default, when you select either HTML or RTF (both of these options allow you to format message
text), the message will be sent in HTML format. Thus, at least when you use HTML, you know that
what you send is what the recipient will see — as long as their mail application supports HTML.

Plain Text

The Plain Text format is supported by all email applications. Plain text doesn't support features such
as bold, italic, colours, fonts, or other text formatting. It also doesn't support pictures that are
displayed directly in the message body, although you can include pictures as attachments.

If you have security concerns about reading HTML-formatted messages, you can set Outlook to
open all messages in plain text format. (To do this, select File > Options > Trust Centre > Trust
Centre Settings > E-mail Security and tick Read all standard mail in plain text under Read as
Plain Text.) Be aware, however, that reading messages in plain text does not provide full protection
against all email hazards.

Outlook Rich Text Format (RTF)
Outlook RTF is a Microsoft format that only the following email applications support:
e Microsoft Exchange Client versions 4.0 and 5.0
¢ Microsoft Outlook 2010
¢ Microsoft Office Outlook 2003 and 2007
e Microsoft Outlook 97, 98, 2000 and 2002

You can use RTF when sending messages within an organisation that uses Microsoft Exchange
Server; however, it is still recommended that you use HTML format.

RTF supports text formatting, including bullets, alignment and linked objects. By default, Outlook
automatically converts RTF-formatted messages to HTML when you send them to an internet
recipient so that the message formatting is maintained and attachments will be received. Outlook
also automatically formats meeting and task requests and messages with voting buttons so that
these items can be sent intact across the internet to other Outlook users, regardless of the default
format of the message. If an internet-bound message is a task or meeting request, Outlook will
automatically convert it to internet Calendar format, a common format for internet calendar items, so
that other email applications can support it.
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CHANGING THE MESSAGE FORMAT

HTML is the default message format used to who uses a very basic internet mail application,
create messages in Outlook. But you don’t have creating the message using plain text format would
to use HTML message format. For example, if be more appropriate than the default HTML format.

you want to create a new message for a recipient

. e EXIN™ L N This is a plain text message - Message (HTML)
Try Thls Yourse” Message Insert Options Format Text Review

Continue using the oo Calibri Bocy + |11~ A” A | = v §=~ 88 @J [_]

H ; . . B3 Copy
previous file with this Pte g romatpainter | B £ U | ¥ A~ LR

eXerCise, or Open the ﬂle Clipboard I'-l Basic Text I'-l MNames |

N

i=

Ml
¥
i

Same
File

Watsonia_11.pst...

To... Peter Dawson

Create a new message and =

Cc... |

Send |t tO yourself Subject: |This is a plain text message

Type This is a plain text The text in this message cannot be formatted
message in Subject and
then type The text in this
message cannot be
formatted in the body of
the message

N =

HEHD U+ % | This is a plain text message - Message (Plain Text)

3 Click on the Format Text e
tab in the ribbon, then click

on Plain TeXt in the m Message Insert Options Format Text Review
Format group i i) =

B3 ||AaPainTet| B 7 U abe x, x* | &) =3
q q Past PO

Notice that the tools in the TS| AaRicnTet | W A | A A | Ax e | 44
Font, Paragraph and Styles Clipboard IT.| Format | Font | Paragraph |

4
1y
.
U]

AaBbCcDc

T Narmal

a1

groups are greyed out, To.. | |Peter Dawson

indicating that they’re not =

Cc... |

available. The tools in the et

Subject: |This is a plain text message

Themes group of the

Options tab are also The text in this message cannot be formatted|
unavailable...

4 Send the message

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

To change the format for a single message: e You can change the message format for alll
1. Create a new message messages in the Backstage. Click on the
3 . = ; File tab, click on Options, and then click on
2 g:iﬁ:r;galgtniﬁt%:t;n (S [FEMmE: G Mail to display the mail options. Click on the
drop arrow [~ | for Compose messages in
3. Enter the text this format under Compose messages,
4. Send the message select the desired format and click on [OK].
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CHOOSING THEMES OR STATIONERY

Outlook lets you compose new messages with
special backgrounds known as stationery. This
is similar to writing messages on letterhead or
special note paper. Themes are a collection of

design elements, including background effects,
fonts, text and graphics that provide a theme to
your message. For example, the winter theme will
give the impression of coldness to your messages.

Try This Yourself:

Afternoon

Continue using the Arctic
previous file with this o
exercise, or open the file
Watsonia_11.pst...

Blends

Blue Calm
Blueprint
Bold Stripes
Breeze
Canyon
Capsules
Cascade
Compass
Concrete

Same
File

1 Click on the File tab, click
on [Options], and then
click on Mail to display the

mail options Deep Blue
Echo
. . Edlipse
2 Click on [Stationery and Edge
Fonts] to open the Evpediton

e or Statio

Choose a Theme:

e
[(NoTheme) ]

Bears (Stationery)

Currency (Stationery)

Garden (Stationery)

Heading 1 style
“ Bulletl
» Bullet2
= Bullet3

Horizontal Line:

Heading 2 style
Regular Text Sample
Regular Hyperlink

Followed Hyperlink

Signatures and

Stationery dialog box, then [] vivid Colors
click on [Theme] to open [7] Active Graphics
[¥] Backaround Image

the Theme or Stationery
dialog box

I OK I [ Cancel

3 Click on the various theme
and stationery options and
watch how the preview

e EE ™ I AT A
Message Insert

Kitchen Facilities - Message (HTML)

Options Format Text Review

= Cut P - e
Changes ic.jpy Tahoma -0 A EE m @‘ g
4 CIICk on Hand Prints Pavste f Format Painter B 70 - é' E = EE '§§ Agg:)ekss I'E:ne'lcel: mlitilaed’1 J'
(Stationery), then click on Clipboard IT.| Basic Text IT.| Mames |
[OK] three times to return P —
to the Inbox =

Send
5 Create a new message,

Subject: | Kitchen Facilities

address it to yourself and
type Could everyone
please keep the kitchen
clean and tidy. Our health
is in our hands!

6 Send the message

Could everyone please keep the kitchen clean and tidy. Our health is in our_hands!l

For Your Reference...

To choose a stationery/theme for all messages:
1. Click on the File tab, click on [Options] then
click on Mail
2. Click on [Stationery and Fonts], then click
on [Theme]
3. Select the desired option
4. Click on [OK] three times

Handy to Know...

e The format and styles used in some
stationery and theme options can be a little
overwhelming. Choose subtle options, such
as ones with a picture or image down the
side, or ones with a very subdued
background pattern, rather than very busy or
overstated designs.
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APPLYING A THEME OR STATIONERY TO A MESSAGE

email message. Be careful not to overuse this
feature — your recipients may become
overwhelmed!

As you create a new message, you can choose

to apply a particular theme or stationery option
to it. This gives you the flexibility to pick a design
that best suits the proposed contents of your

Try This Yourself:

Continue using the

Click on New Items &~ in
the New group and then
select E-mail Message
Using > More Stationery
to open the Theme or
Stationery dialog box

Social Club Meeting - Message (HTML)

B & 0 |

ES[I™ I, N A

Message
-

53 Copy

Insert Options Format Text Review

q’ . . . . .

[} Past a7 . A~ = = | iE i35 Add Check | Attach
% E prequUS file with this . e < Format Painter B 70 % = = = Bo::kss Nane'lces Filaec ;
(7] €xercise, or open the file Clipboard I'-l Basic Text I'-l Mames |

Watsonia_11.pst...
Tao... |Peher Dawson
=

Cc... |
Send

Subject: |Socia| Club Meeting

The following points were raised at the Social Club meeting:

New table tennis table required

¢ Old one to be taken to tip
2 Scroll down to and click on * New one to be purchased out of existing funds

Industrial and then click on
[OK] to open a new Subcommittee to start preparations for Christmas:

message with the theme s Members nominated Sam, John and Brenda
applied *  Meetings to be held Mondays 12.30 pm - 1:00 pm for next five weeks|

3 Address the message to
yourself, and then type a
subject and message

4 Send the message

For Your Reference... Handy to Know...
To apply a theme/stationery to a single message: e Once you have used a particular theme or

1. Click on New Items [&- and select New stationery option in a new message by
E-mail Message Using > More Stationery clicking on New Items [@-| and then selecting

2. Select the desired theme or stationery New_ et Lisseafe Usmg_> e :
i Stationery, the theme or stationery option
Click on [OK]

will appear at the top of the New
4. Compose and send the message E-mail Message Using submenu.

w
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TURNING THEMES OR STATIONERY OFF

If you have selected to use a particular theme or messages and simply want to revert to the plain
stationery option for all messages, you can and simple default look. By selecting the default no
quickly turn off this feature if desired. Perhaps theme option, you can always choose to apply a
you may be tired of the look and feel of your theme or stationery to specific messages only.

Try This Yourself: Personal Stationery
C '[ . th Theme or stationery for new HTML e-mail message
ontinue using the -_Theme... Hard Prints
£ o previous file with this - :
= . . Fonty |Use theme's font Izl
& - exercise, or open the file
. New mai messages
Watsonia_11.pst... |
Font... | | Sample Text _|
1 CI'Ck on the Flle tab, Replying or forwarding messages
click on [Options], and (- E— Sample Text — ]
then CIiCk on Ma.|| tO Markmy comments with:  |Peter Dawson |
d|sp|ay the ma" 0pt|0ns Pick a new color when replying or forwarding
i i Composing and reading plain text messages
2 Click on [Stationery () | Sample Text |

and Fonts] to open the
Signatures and
Stationery dialog box

3 Click on [Theme] to
open the Theme or o) [ cancd
Stationery dialog box

4 Click on (No Theme)
under Choose a

Theme, then click on

[OK] three '[imeS tO Choose a Theme: Sample of stationery Hand Prints:

Arctic -
return to the Inbox Aods

Bears (Stationery)
Elends

Blue Calm
Blueprint

Bold Stripes
Breeze

Canyon

Capsules

Cascade

Compass
Concrete

m

Currency (Stationery)

Deep Blue

Echo

Edlipse

Edge

Evergreen

Expedition

Garden (Stationery)
bbl i

[ vivid Colors
[/] Active Graphics
[¥] Background Image
l OK. I [ Cancel
For Your Reference... Handy to Know...
To turn off themes or stationery: e If you don’t want to receive messages with a
1. Click on the File tab, click on [Options], and theme or stationery applied, you can choose
then click on Mail to display all open messages in plain text.
3 ] This will also remove all formatting from the
2. Cl!Ck on [Stationery and Fonts] message. To do this, select File > Options >
3. Click on [Theme] and select (No Theme) Trust Centre > Trust Centre Settings >
4. Click on [OK] three times E-mail Security.
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APPLYING A THEME

A theme is a set of unified design elements and
colour schemes that you can use to create
professional-looking messages. When you apply
a theme to a message, Outlook customises the

Microsoft Outlook 2010 - Level 2

background colours and graphics, body and
heading styles, lists, horizontal lines, hyperlink
colours and table border colours.

e HHD G+ % |5 Themes - Message (HTML)
Try Thls Yourse”: m Message Insert Options Format Text Review
nCqurs - g% 2%4 % 0,0 o . I_%
a a a 4 i 3 Request a Delivery Receipt
Continue using the previous | | /|l&3 [a] Forts - = s
Page Bec  From Permission | Use Voting Request a Read Receipt Save

file with this exercise...

@ Effects * color - Buttons ~ Ttem

it-In

[alh | Tracking 5|

Aa”]

Create a new message, Aa ﬂ] Aa T Aa 1

address it to yourself, and e ||

type This message is Office | Adjacengy  Angles Apex

looking at different Ac TD Aa | Aoﬂ Aa 1 r

themes_ All messages metheay hmed — —= 1essages have the Office theme applied by de
have the Office theme

applied by default. Aa_jg |Aa T Aa 1 Aa U—

Civic

Clarity Composite  Concourse

Click on the Options tab on

the ribbon, then click on Aa

mAajAa H

Aaj

Themes [E- in the Themes

Couture

Elemental Equity Essential

group to open the Themes
gallery

Aa

rall 2]

Aa

ﬂf‘.jl

The default Office theme is

Executive

Flow Foundry Grid |

HEHY U+ # = Themes - Message (HTML)

Currently applled to thls . m Message Insert Options Format Text Review
message — notice that it is E=! Yoo - [y | B 8= ol _ _ =
highlighted in orange. Look ] e - =S @ temsta by et | [
a.t the message and take The‘mes @Effects . CI:algrev Bce  From Permlvssmn L_llasjt:;u:sﬂvg Request a Read Receipt ?:::
note of the fonts and colours || Built-n [« Jiacking =
used with this theme... Aa 1 Aa T Aa 1 Aa 1

3 Point to the various themes S| Gapeny g Apex
in the gallery to see them AQ T A3 W Aa “E Aa 1 =
app“ed tempqrarlly to_the — i — — — Al messages have the Office theme applie
message in Live Preview pothecay  Aspe st pekTe
The Elemental theme has Aa_jy |Aa T Aa 1 Aa U_
been app|ied temporar”y in Civic Clarity  Composite  Concourse
this example. Notice that the Aa Aa As “r‘ Aa T
fonts used in the text and e =n| |||mommms
the S'Ze and Colour Of the Couture ElemeRSI tiqulty Essential
fonts vary with the different Aa T Aa S Aa
themes... e \_ flow Fomdn ) G [3]

4 Select the desired theme, i“e“":“:e"°"”””"'“‘*

(5] EBrowsetor emes...
and then send the message T Save Cumrent Teme..
For Your Reference... Handy to Know...
To apply atheme to a message: e You can only apply a theme to a message
1. Create the message that has been created using the default
2. Click on Themes [E-|in the Themes group Al A I
on the Options tab e You can see which theme is applied to a
3. Click on the desired theme MEEEERR (0} hqverlng over Themeg (@] The
i e theme name will appear in the tooltip.
. Send the message
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SAVING A MESSAGE DRAFT

Sometimes it can take time to create an email
message. Perhaps you are struggling for just the
right words or you are waiting for additional
information from another source — whatever the

Microsoft Outlook 2010 - Level 2

case, if you do not wish to complete and send an
email message you can save it as a draft. Saved
messages are placed in the Drafts folder from
which they can be opened and worked upon later.

HEH9 O+ @ |-

Mew Ordering Procedure - Message (HTML)

Try Thls Yourse”: Message Insert Options Format Text Review
- - = Cut - s v | e— _s— g3

Continue using the icjp_ cvripoa -1 - A w7 |=-3=- % [BE) @] |
[} : ; R il LS = = | = ;=
% § preVIO_us flle Wlth thls 5 Pavste 'wyFormat Fainter B LU - év E e Agg:]EkSS I'E:ne'lce'; A:T:h ;
(7] €xercise, or open the file Clipboard l?.l Basic Text I'-l MNames |

Watsonia_11.pst... |

Tao...
=1

Create a new mail
message and type New

Subject: | Mew Ordering Procedure

Ordering Procedure in
Subject

Type the following text in
the body of the message

All new orders must be
processed by Jo Daly.
Her contact number is:

All new orders must be processed by Jo Daly. Her contact number is:

[Search Drafts (Ctrl=E)

Pl New Ordering Procedure

Click on the File tab and

Arrange By: Date

|Newest on top v|Z|

click on [Save] to save 5

MNew Ordering Procedure

None Sent: Mone

To

the message

Press [esc] to close the
message, then click on
Drafts to see that the
message has been saved
in this folder

Cc
(=]
All new orders must be processed by Jo Daly. Her contact
number is:

For Your Reference...
To save a message as a draft:
1. Compose the message
2. Click on the File tab and click on [Save]

Handy to Know...

You can save a message in a folder other
than the Drafts folder by clicking on Save
Sent Items To in the More Options
group on the Options tab and selecting
Other Folder.

You can save a copy of a message to disk by
clicking on File and selecting Save As.
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USING A SAVED MESSAGE

Messages that have been saved in the Drafts
folder can be opened so that you can continue
working on them. Draft messages are opened in
the same way as opening any other messages -

Microsoft Outlook 2010 - Level 2

typically this is done by double-clicking on the
message.

i e HH9 ™« 9|+ MNew Ordering Procedure - Message (HTML)
Try Thls Yourse”: Message Insert Options Format Text Review
. . == % cut - C-TEY
Continue using the B iczm . K Q
g o previous file with this Paste jn.-.;at pomies | B 2 U S
= g 5 - - 00 ames ile
% L exercise, or open the file Clipboard A e | Names
Watsonia_11.pst... “
Tao...
1 Ensure that the Drafts = [ ]|
folder iS Open Subject: |New Ordering Procedure
The New Ordering All new orders must be processed by Jo Daly. Her contact number is:
Procedure message
should be listed...
2 Double-click on the New
Ordering Procedure
message to open it in a
message window
[search inbox (ctri-e) p_| New Ordering Procedure
3 Complete the message by | [amange oy pate [Newestontop  ~1%| peter Dawson
addressing it to yourself sent: Tue 51/06/2010 2:46 PM
and typlng 555 1234 to 4 Today To: Peter Dawson; Peter Dawson
th q ht fth | . @ Peter Dawson 31/08/2010 El
ernghto € colon ()’ M e All new orders must be processed by Jo Daly. Her contact
then send the message =] Peter Dawson 31/08/2010 number is: 555 1234
emes
4 Cllck on the |nb0x to = Peter Dawson 31/08/2010
Social Club Meeting
check that your new =] Peter Dawson 3170872010
message has arrived Kitchen Facilities
=1 Peter Dawson 31/08/2010
This is a plain text message
M =z

For Your Reference...

To use a saved message:
1. Click on Drafts
2. Double-click on the saved message
3. Complete and send the message

Handy to Know...

e You can save the message as often as you
like. If you have no need to retain a saved
message you can delete it from the Drafts
folder.
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SENDING A VOTING MESSAGE

Messages are sometimes sent to solicit some
sort of answer or response. For example, you
might send a message asking whether or not

your colleagues can attend a function. Outlook

Microsoft Outlook 2010 - Level 2

allows you to add voting buttons to a message.
When the recipient receives the message they can
simply click on the desired voting button and a

reply will be automatically generated.

. a @| “ DY e v|s Annual Leave - Message (HTML)
Try Thls Yourse”: Message Insert Options Format Text Review
g a Cut o PO — g3

Continue using the icjp_ caori o -1 < A" x| 2202 [BE] S a
(] ] R i R IR = = | = ;=
gg_a previous file with this ' Paste g rormatpainter | B £ U | %~ A- B== == Address Check | Altach |
(7] T eXerC|Se, or Open the flle Clipboard IT.| Basic Text IT.| Mames |

Watsonia_11.pst...

- p To... |Harryj Jones
=1 . ||

1 Create a new message,
address it to a

Send

Subject: |Annua| Leave

colleague, type Annual
Leave in Subject, and
type Are you planning
on taking annual leave
in August? in the
message body

Are you planning on taking annual leave in August?|

2 Click on the Options

tab, then click on Use e QH90 + |- Annual Leave - Message (HTML)
VOtIng BUttons n m Message Insert Options Format Text Review

the Tracking group to

L J L Colors = [l B8 &= 3 ol | ) ) =l
display the voting button . F:n‘:v o = B8 Request a Delivery Receipt Lli
Options Thevmes @Effects . Czalgrev Bce  From Permivssion U;:troo:isﬂg Request a Read Receipt itaev:ﬁl
3 SeleCt YeS;NO and then Themes | Show Fields | Permission | Approve:Reject [F}
send the message YesiNo
Yes;Mo;Maybe
The Yes;No voting Custom.
option will allow the
recipients to reply either
with a positive response,
by voting Yes, or with a
negative response, by
voting No
For Your Reference... Handy to Know...
To send a voting message: e Outlook offers three sets of voting button
1. Compose the message options plus the ability to create your own

. . = custom voting button names. For example,
2. Click on Use Voting Buttons in the you might create the custom voting buttons

e Sing grou'p on th? Cpliens il Monday; Tuesday;Wednesday to find out
3. Select the desired option which of the three days best suits your
4. Send the message colleagues for weekly staff meetings.
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RESPONDING TO A VOTING MESSAGE

When someone sends you a message with
voting buttons you are presented with several
buttons to indicate how you wish to respond to
the request from the sender. Outlook lets you

InfoBar in the Re

tool in the ribbon.

Microsoft Outlook 2010 - Level 2

respond to it directly using the voting buttons in the

ading pane or you can open the

message and select the desired option on the Vote

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Watsonia_11.pst...

Same
File

Click on Inbox to see
the voting message

Notice that the
information ‘Click here
to vote’ appears in the
InfoBar in the message
header in the Reading
pane...

Click on the text Click
here to vote to display
the voting buttons

Click on Vote: Yes

A dialog box listing the
two response options
will display...

Ensure that Send the
response now is
selected, then click on
[OK]

The InfoBar will indicate
that you have
responded to this voting
message

[Search Inbox (Ctri~E)

Pl

Arrange By: Date |Newest on top v|:|

4 Today

-] Peter Dawson
Annual Leave

258 PM

Annual Leave
Peter Dawson
@ Click here to vote.

Sent: Tue 31/08/2010 3:00 PM
To Harry Jones

Are you planning on taking annual leave in
August?

Annual Leave
Peter Dawson

© Click here to voteN_—
Vote: Yes
Sent: Tue 31/08/2010
To Harry Jones Vote: No

Are you planning on taking annual leave in
August?

‘You have chosen to respond: Yes.

Send the response now
(™) Edit the response before sending

J (

l OK Cancel

Annual Leave

Peter Dawson

® You responded Yes on Tuesday, 31 August 2010 3:11
PM.

Sent:  Tue 31/08/2010 3:00 PM
To Harry Jones

Are you planning on taking annual leave in
August?

[a]

For Your Reference...
To respond to a voting message:

1. Click on the InfoBar in the Reading pane

2. Select the desired voting option

3. Select Send the response now or Edit the

response before sending
4. Click on [OK]

Handy to Know...
e As well as responding to a voting message

you can includ
with your vote
do this, select
the response

by simply selecting the desired voting option,

e a note for the sender along
in the response message. To
the voting option, click on Edit
before sending, click on

[OK], and then type and send the message.
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TRACKING VOTING RESPONSES

As soon as one recipient has responded to your
voting message, Outlook will automatically
tabulate the results. To see the results you simply
open the original message you sent with the

voting buttons — this message is usually found in
the Sent Items folder — and then turn on the
Tracking feature. If desired, you can also export
the poll results to Excel for further manipulation.

Try This Yourself:

Continue using the
previous file with this
exercise...

Same
File

Click on Inbox — you
should have received a
message with the subject
Yes: Annual Leave

ek

Looking at messages in
the Inbox to check the
recipients’ responses is
fine if you’d only sent the
message to a few people.
But if you sent it to more,
it is easier to see a
summary of the
responses using the
Tracking feature...

2 Click on Sent Items and
then double-click on the
Annual Leave message
to open it in a message
window

The message should
appear in Sent Iltems with
the symbol %] indicating
that the Tracking feature
has been enabled__

3 Click on Tracking || in
the Show group to display
a summary of the
responses to your vote

4 Press [£sc] to close the
message

Hd9 0o« % |~ Annual Leave - Message (HTML)

m Message

o N & ame: @
i~ Ignore — r— — a L

Tracking | [} Amazon - @
&Junk - Delete Reply Ri;ljlly Forward ?‘% - Q To Manager = I\-1(3\re |§j .

Delete | Respond | Show | Quick Steps I | Maove

From: Peter Dawson
To: Harry Jones
Cc

Subject: Annual Leave

Are you planning on taking annual leave in August?

HEdY U0« 9| Annual Leave - Message (HTML)

m Message

T 1gnore x g \_.E _i = Ry Message @) Thames LN
:i| Tracking 2 Amazon = L‘J

&Junkv Delete | Reply Reply Forward ?‘%v % 1| Move @

All Q To Manager - - |€j <

Delete | Respond | Show | Quick Steps I | Maove

@ This message was sent on 31,/08,/2010 3:00 PM.
Reply Totals: Yes 1; No 0

Recipient | Response

Harry Jones Yes: 31/08/2010 3:12 PM

Tip: You can set Outlook to automatically delete all blank responses —
that is, messages that contain no comments from the sender other than
their vote. To do this click on the File tab, click on [Options] and then
click on Mail. Tick Update tracking information, and then delete
responses that don’t contain comments under Tracking.

For Your Reference...
To review the voting responses:
1. Click on Sent Iltems

2. Double-click on the original voting message

3. Click on Tracking

in the Show group

Handy to Know...

e You can export poll responses to Excel. To
do this, open the original message with the
voting buttons and click on Tracking [& in
the Show group. Select the desired rows,
press [cu1] + [C ], open Excel, click in a cell
and press [ct] + [V ] to paste the data.
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SENDING AUTOMATIC RESPONSES

You can set up Outlook to automatically respond
to people who send you messages. This is ideal
when you are out of your office for some time,
such as being away on annual leave. Using the

Automatic Reply feature you could inform people
the dates of when you’re away, provide an
alternative contact or simply suggest that there may
be a delay before you respond. It's your choice.

Try This Yourself:

Continue using the previous
file with this exercise...

1 Click on the File tab, then

() Do not send automatic replies
Send automatic replies
Only send during this time range:
Start time: |Tue 31/08/2010

End time: | Wed 1/09/2010

Automatically reply once for each sender with the following messages:

[=] [z05em  [+]
[=] [osem =]

click on [Automatic
Replies] to open the

& Inside My Organization | @ Outside My Organization (On) |

|Tah0ma

Automatic Replies dialog

Fle FlBzuAsiEEs

[L.)

box

Click on Send automatic
replies

3 Tick Only send during this
time range and select a
period of one hour from now

Type in the message body |
will be out of the office.

Contact Tom for urgent

matters

l OK I[ Cancel ]

5 Click on the Outside My

Organisation tab, then

[search Inbox (ctrl=E)

~|| out of Office: Testing automatic responses

select Auto-reply to people

Arrange By: Date

| Mewest on top

[af

Peter Dawson

outside my organisation

4 Today

Sent: Tue 31/08/2010 4:01 PM
To: Peter Dawson

and Anyone outside my

; . &l peter Dawson
organlsatlon

Out of Office: Testing

31/08/2010

icr.. Iwill be out of the office. Contact Tom for urgent matters

=] Peter Dawson

Type | am out of the office

in the text box, and then (231 Hany Jones

Yes: Annual Leave

Themes
send a message to yourself

[=] Peter Dawson
Social Club Meeting
=]

Click in the Inbox to see the
automatic response

Peter Dawson
Kitchen Facilities
= Datar Dawean

Testing automatic responses

CI|Ck on [OK] B Peter Dawson
Mew Ordering Procedure
Press [£s<] then create and & Peter Dawson

31/08/2010

31/08/2010

31/08/2010

31/08/2010

31/08/2010

31/08/2010

21 0R/INA0

Click on [Turn Off] in the
orange Infobar to turn off
Automatic replies

O OO0 I O

For Your Reference...
To set up an automatic response message:
1. Click on the File tab, then click on
[Automatic Replies]
2. Click on Send automatic replies and
specify a timeframe
3. Type the text for internal and external
messages

Handy to Know...

e You must have a Microsoft Exchange Server
account for automatic replies to work.

e Outlook will respond only once for each
sender.
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NOTES:
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