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CHAPTER 10 MANAG'NG CONTACTS

( : INFOcus

Contacts are a very important part of what we do each day. We
regularly interact with our contacts and Outlook provides a rich
array of tools to help us to manage and monitor our contacts.

For example, you can use your contact information to call someone,
email them and invite them to a meeting. You can also create
contact groups for people with whom you communicate as a group.

In this session you will:

v" learn how to send an email to a contact
v learn how to create a new contact from an email

v'learn how to send an electronic business card in an email
message

v'learn how to receive a business card and add it as a new
contact

v'learn how to create a contact group
v'learn how to use a contact group

v"learn how to send messages to only some members in a
contact group

v" learn how to delete members from a contact group

v" learn how to set up Outlook to automatically record
interactions with contacts

v'learn how to manually enter contact encounter details
v"learn how to record the time spent with a contact
v"learn how to review encounters with your contacts.
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EMAILING A CONTACT

If you have entered email address details for a
contact, then sending them an email is a cinch.
When a contact is selected in the listing, Outlook
is smart enough to retrieve the appropriate email
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details and show them in a new message for that
contact. In addition to emailing a contact, you can
invite them to a meeting, create a task for them,
plus more.

Try This Yourself:

Before starting this exercise
you MUST open the file
Watsonia_16.pst...

Open
File

Click on [Contacts], then
click on Contacts -
Watsonia_16 under My
Contacts

ek

Using the alphabetical index,
locate the business card for
Anthony O’Brien

3 Click on his business card

The various ways in which
you can communicate with a
contact are shown in the
Communicate group on the
ribbon...

4 Click on E-mail [ in the
Communicate group to open
a new Message window with
the contact’'s email address
already entered in To

\O

Normally you would complete
and send the message. But
because this is a fictitious
contact, we’ll close the
message without saving it...

5 Press [esc] and click on [No]

Contacts - Watsonia_16 - Microsoft Outlock

OIE9 =

m Home Send / Receive Folder View
[83] New Contact x @E-mail I.-B Maove = I%For\-
ﬂ Mew Contact Group %Meeting - &al\dail Merge | 533 Shal
Mew Items = Delete %%More - B Card - @OneNote @Ope

Current View | Actions |

Mew | Delete Communicate|
£

4 My Contacts
|83 suggested Contacts
[&3 Contacts - pdawson@alphe
(83 Contacts - Watsonia_16

|search Contacts (Ctri=E]

O'Dowd, Suzanne

oiBrien, Antt

Anthony O'Brien Suzanne C
Alpheius Global Enterprises Alpheius Gl
HR. Manager Financial M:
353 1 8736 4908 Work 353187365
aobrien@alpheiusge.com.ir sodowd@al

HEHD M+ 9| Untitled - Message (HTML)
Message Insert Options Format Text Review
== M oot v | e— _ s— g3
BN o -AxE-E- (B (48 &8
53 Copy
Paste . B 7 U |%- A == = Address Check | Attach .
- }F-:rmat Painter = Book Mames File
Clipboard ] Basic Text | Mames

To.. | Anthony O'Brien (aobrien @alpheiusge. com.ir)

Cc...
Send

Subject: ||

For Your Reference...
To send an email to a contact:

1. Click on [Contacts] in the Navigation pane

2. Click on the contact

Handy to Know...

e To use Call |&|you must have an automated
dialling function that lets you call contacts
from your computer via a telephone line.

3. Click on E-mail [ in the Communicate

group
4. Complete and send the email
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ADDING A CONTACT FROM AN EMAIL

If you receive an email from someone who is not
currently in your contacts listing you can have
Outlook use the email details to create a new
contact form for the person. Additional

information, such as the name details, will also be
placed in the form. You can then edit the form to
add whatever additional information you may need.

e [search Inbax (Ctrl=E) 2|l Hello
Try This Yourself: Arrange by: Date [Newestonton ==/ syetiana Ludowyk <saludowyk@gmail.com>
Sent: Thu 2/09/2010 10:07 AM
Continue using the 2 Tocy Tor_ Peter Dansan
g ) . . . . (=4 Harry Janes 2/09/2010 i
g T previous file with this Amanda Bennett [ Hi Peter,
@ exercise... | svetlana Ludowyk 2/09/2010
Hello .
) o 2 Wotmai 20972010 I haven't seen you for ages. Do you want to catch up
1 CI'Ck on [Ma'l] n the Wot about a flaming deal? for lunch this Pnda'y?
Navigation pane and + Yestenday Cheers
then click on the Inbox B G Savings By— Sally
under Watsonia 16 Peter, here is your August 2010 Si..,
- [ Jetstar Airways 1/09/2010
2 CI|Ck on the message Jetstar's Hawaii & MNew Zealand 5...
from Svetlana 4 Tuesday
Ludowyk to seeitin [ Jetset Travel Club 31/08/2010
the Readlng pane Peter, Malaysia Airlines Spring Se.. B E|
3 nghtl-cllclf on - e EH9C |- Svetlana Ludowyk - Contact
gg:é:rn;gslgr?rgr?dln t 2 Contact Insert Format Text Review
3 3 8= 83 Activities ‘ &=l LB (g
select Add To Outlook B X R e i o By B [
Contacts Save & Delete Save & Forward OneMote | [General| Details ) E-mail Meeting More | Addr
Close New= - B airFields = Boc
A new contact form Actions | Show ——
Containing Svetlana ,S Full Mame... “S\retlana Ludowyk |
details W|” Open in a Company: | |
Contact window... Job title: | |
File as: |Ludowyk, Svetlana | - |

Click on Save & Close
| to save the Contact
details

Click on [Contacts] to

open Contacts, and
click on Contacts

Internet

[ E-mail... | - |sa|ud0u\'}£k@‘gmail.c0m

Display as: |S\retlana Ludowyk

Web page address: |

IM address: |

Db maambor:

under My Contacts to
see the new contact

Click on Contacts -
Watsonia_16 under My
Contacts

4 My Contacts
|8 Suggested Contacts
(83 Contacts - pdawson@alphe
[83 Contacts - Watsonia_16

[Search Contacts (Ctri=E]

Millson, Augustine

mbuidiowyic Svetians
Swvetlana Ludowyk

Augustine
Alpheius Glok
saludowyk@gmail.com Vehicles Prod

61 3 9844 100

For Your Reference...
To add a contact from an email:

Handy to Know...

e When creating a contact from an email
1. Double-click on the message message, the new contact details will be
2. Right-click on the contact’'s email address in St s T TSI
E the default Outlook data file.
rom
3. Select Add To Outlook Contacts
4. Click on Save & Close ||
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SENDING AN ELECTRONIC BUSINESS CARD

You can send an electronic business card to card, but first you must create a new contact with
other users who can then, in turn, save the card your details and then you can send your card just
into their own Contacts folder. You can even like any other card.

send your own details via an electronic business

. BHEH9®a« 9|5 Angel Harrington - Message (HTML)
Try Thls Yourse”: Message Insert Options Format Text Review
q . . = ¥ cut P =l g2

Continue using the previous = 23 Copy v TA N == m [.]

£ o file with this exercise, or Paste L amter | B L U [ A | BB E [ 3 8| Address Cheok | Atacn |
= g - ¢ Lls] ames ile |

((}')U 5 Open the ﬂle Clipboard I'-l Basic Text | MNames |

Watsonia_16.pst...

- To... ||

1 Click on the business card s%' |

for Angel Harrington Subject: |Ange| Harrington

- Attached: E i

2 Click on Forward Contact achedt |89 ngel orngtonva 1. 5

|&%~| in the Share_ group and R

SeIeCt AS a BUS|neSS Cal’d Alpheius Global Enterprises

Legal Services Leader

A new message window will 6139844 2134 Work

open containing an image of

the business card as well as

the attached Angel

Harrington.vcf file. This

method is ideal for recipients

who use Outlook 2010 or

2007... O

3 Address the message to
yourself and then send it

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

To email an electronic business card: e You can send a business card from within a
1. Click on the business card new Message window by clicking on Attach
2. Click on Forward Contact in the Share ey I (1 INENEI ey S Selzaiy

group Business Card.

3. Select As a Business Card or As an
Outlook Contact
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RECEIVING AN ELECTRONIC BUSINESS CARD

If a person receives a message containing an Contacts directly from the image of the card. But,
electronic business card and they are using recipients who are using earlier versions will have
Outlook 2010 or 2007, they can add the card, to open the attached .vcf file — the image of the
along with any customised formatting, to their business card will not be visible — and then save it.
. Search Inbax (Ctrl+E) f"_| Amanda Bennett
Try This Yourself: Arrange By: Date |Newest ontop 7 [4] Harry Jones

Sent:  Thu 2/09/2010 10:17 AM

Continue using the k‘g T To:__Peter Dawson
. . . . wetlana Ludo SIS -
g 2 preVIOUS flle W|th thls Hello Wy |~ Message | [83 Amanda Bennettved (5 KEB) B
& L exercise, or open the file I Harry Jones e, (+]
. Amanda Bennett A da Bennett
Watsoma_leSt - B Wotmail 2/09/2010 A.Ig:?e'i.lusaGIoh:?Enterprises
Wot about a flaming deal? Finance sariages
1 Click on [Mail], then 61398440009 Work
q 4 Yesterday 613 9844 0017 Work
CI|Ck on InbOX Under N ) abennett@alpheiusglobal.com
q = Simple Savings 1/09/2010
Watson|a._16 Peter, here is your August 2010 Si..
[ Jetstar Airways 1/09/2010
2 Click on the message Jetstar's Hawaii & New Zealand S...
from Harry Jones to see 4 Tuesds
- ) y
it in the Reading pane {23 Jetset Travel Club 31/08/2010
) i i Peter, Malaysia Airlines Spring Se... = |Z|
3 Right-click on the image
of the electronic e
business card in the
body of the message e EHH9 ™« s Amands Bennett - Contact
and select Add to

Contact Insert Format Text Review

Outlook Contacts

I 1_ n_j I_’[s@_g. N 2 (8] [@F Activities LE (g
A new contact form will Xod N s B cetrates | ) el =
.. Save & Delete Save & Forward OneMote | [General| Details . E-mail Meeting Mare Addr
open Conta|n|ng Close New ~ < & 2nFields - Boc
Amanda,s details Actions | Show | Communicate |
. Full N |Amar1da Bennett —
4 Click on Save & Close C” i :AI — :
— ompany: pheius Global Enterprises
/" to add the contact _ :
= Job title: |F|nance Manager |
5 Click on [ContaCtS], File as: |Bennett, Amanda | -
then click on Contacts IRERIMEE oo oo oo o
Under My CO ntacts to G E-mail... - |abennett@alpheiusglobal.com
see the new Contact Display as: |Amanda Bennett (abennett@alpheiusglobal.com]
Web page address: |
IM address: |
For Your Reference... Handy to Know...
To add a contact from a business card: e People who view their email in plain text will
1. Click on the message not see the visual representation of the

. . . - Electronic Business Card in the message,
2 NEIHEIES o (i3 VEEES CEI0 [k but they will receive the .vcf file attachment
3. Select Add to Outlook Contacts which they can save to their contact lists.

4. Click on Save & Close ||
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CREATING A CONTACT GROUP

If you are dealing with the same group of

contacts on a regular basis, you can bundle the

contacts together into a contact group. A

contact group is simply a collection of contact
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email addresses. When sending messages, you

only need to enter the contact group in the To box

and the message will be sent to all members in the

group.

Try This Yourself:

N — Same
File

~ W

Continue using the
previous file with this
exercise, or open the file
Watsonia_16.pst...

Click on Contacts under
My Contacts

Click on New Contact
Group |&| in the New
group to open a new
Contact Group window

Type Reserve Project
Team in Name

Click on Add Members
&-|in the Members group,
then select From Outlook
Contacts to open the
Select Members dialog
box

Double-click on four
names to add them to the
members’ list, then click on
[OK]

EHHY9 U+ |5
Contact Group Insert

Format Text

Untitled - Contact Group

HX® (@ & a@

[ |

Save & Delete Forward | (Members| Motes Add Remove Update | E-mail Meeting | Categorize Foll

Close Group Group = Members ~ Member MNow = Ug
Actions Show | Communicate | Tag:

Mame: ||

Alname =~ | E-mail

There are no items to show in this view.

InFolder: [83 Contacts - Watsonia_16

EHEH9 U0+ s
Contact Group Insert

Format Text

Reserve Project Team - Contact Group

BEXED 84 & a8 BE

[ |

Save & Delete Forward | (Members| Motes Add Remove Update | E-mail Meeting | Categorize Foll

Close Group Group= Members * Member MNow - Ug
Actions Show | Communicate | Tag:

Name: | Resenie Project Team

Alname =~ | E-mail

Chantelle Poiret [cpoiret@alpheiusge.co.fr)
Harry Jones (hjones @alpheiusglobal.com)
Mellie Adams [nadams@alpheiusglobal.com)
Suzanne O'Dowd [sodowd@alpheiusge.com.ir]

cpoiret@alpheiusge.co.fr
hjones@alpheiusglobal.com
nadams@alpheiusglobal.com
sodowd@alpheiusge.com.ir

6 Click on Save & Close

In Folder: (85 Contacts - Watsonia_16

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

To create a contact group: e You can add a new member to a contact

1. Click on New Contact Group || group who is not one of your contacts. Click
5 e e on Add Members |&-/, select New E-mail

; Contact and then enter the name and email
3. Click on Add Members |&- and add the details. If you tick Add to Contacts in the
contacts Add New Member dialog box, their details
4. Click on Save & Close will be added to Contacts.
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USING A CONTACT GROUP

Contact groups are simply collections of email will actually go into the collection of addresses in
addresses. You work with a contact group as the group and send the message to each one.
though it is a single email address. When the

time comes to send the email message, Outlook

[[cetNomescomcs =

Try Thls Yourself Search: @ Mame only (O More columns  Address Book
© . Continue using the | || [ Ml Contacts - pdawson @alpheiusalobal. com »  Advanced Find
% E previous f||e Wlth th|s | MName Display Name E-mail Address
(7] exerCise. B = Amanda Bennett Amanda Bennett (abennett@alpheiu... abennett@alpheiusglobal.com
8 Anthony O'Brien Anthony O'Brien (aobrien@alpheiusg... acbrien@alpheiusge.com.ir
. . 8 Chantelle Poiret Chantelle Poiret (cpoiret@alpheiusge... cpoiret@alpheiusge.co. fr
1 CI|Ck on [Ma”] In the & Harry Jones Harry Jones (hjones@alpheiusglobal.... hjones@alpheiusglobal.com
Navigation pane then 8 Nellie Adams Mellie Adams (nadams@alpheiusgloba. .. nadams @alpheiusglobal.com
', ﬁ Reserve Project Team Reserve Project Team
create a new mall message & Suzanne O'Dowd Suzanne O'Dowd (sodowd @alpheius... sodowd @alpheiusge.com.ir
. 8 Svetlana Ludowyk Svetlana Ludowyk saludowyk@gmail. com
2 Click on To to open the
Select Names dialog box
3 Click on the drop arrow [~]
for Address Book and a| o >
select Contacts in o | |
Address Book
Cc-> | |
Notice that the Reserve Bec> ] | |
Project Team contact group o | [camea ]
appears in bold text...

4 Double-click on Reserve

Project Team, then click

on [OK] to insert the

contact group’s name into ettt ttee - Hesmos D
TO Message Insert Options Format Text Rewview
== ¥ cut A = = 2l g3
g T - A = i= € =

If you were to click on the p% Ba Copy - e - ﬁ Aﬁgh
expand iCOﬂ , the names avs s jF-:urmat Fainter U v === | Bo:nekss Narle'lces | Filaec ]
of the members in the Clipboard 71 Basic Text Mames
FontaCt _group WOUld appear To... | Reserve Project Team
in To — just note however, = (e ||
that you cannot collapse 1 et |
the list again... :

5 Complete the message and
send it in the normal way,
or press Esc| to close the
message and click on [NO]
to not save the message

For Your Reference... Handy to Know...
To use a contact group: e Contact groups appear in bold in normal
1. Create a new mail message address lists and also have a special icon
2 Click on To showing two heads & — rather than one for

. T . an individual. Their business cards in
3. Double-click on the distribution list and click Contacts also appear different to those for

on [OK] an individual — the grey band down the left
4. Complete and send the message side of the card appears with two people.
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USING A PARTIAL CONTACT GROUP

A contact group is merely a collection of email
addresses stored and used under one convenient
name. When you send an email to a contact
group, you can send it to everyone in the group

simply by using the contact group name. But, you
can also expand the group name so that you can
delete addresses that you wish to exclude for your
message.

Try This Yourself:

Continue using the

ﬁ

If you expand the list, Qutlook will
replace the list with its members. You
will not be able to collapse it again.

g o previous file with this [C1 Do not show this message again
$ I exercise, or open the file
Watsonia_16.pst... [ ok ][ Ccone
1 Create a new message,
selecting the Reserve e SIH® TR A Untitled - Message (HTML)
Project Team contact Message Insert Options Format Text Review
group in To EE % cut . A 88 @
. . = 53 Copy A m g
2 Click on the expand icon Paste o matpainter | B 4 U |¥- A | E Address Creck | Attacn |
to the Ieft Of the contact Clipboard ] Basic Text | Mames
group name — a message
. - To.. Chantelle Poiret (cpoiret@alpheiusge. co.fr); Harry Jones (hiones @alpheiusalobal.com); Mellie At
may appear adV|S|ng y0u gEl Suzanne O'Dowd (sodowd @alpheiusge. com.ir)
that expanding the list Send e ||
cannot be reversed Subject |
3 Click on [OK] to proceed
The members’ names will
appear in To instead of
the list name...
4 Click on the first name to
select it and press | pel | o BEH9 a9 = Untitled - Message (HTML)
then preSS Del tWICe Message Insert Options Format Text Review
again to delete the spare ~ —
. o A A Zeise | Em (B @
semicolon and space =] By Copy AviEEr e (8 ﬂ
Paste 7 P B 7 U | % A == = Address Check | Attach
~ GHmatalnel - Book Mames File |
5 Complete the message Clipboard (F] Basic Text | Mames
and send it in the normal
Esc To.. Harry Jones (hiones @alpheiusglobal.com); MNellie Adams (nadams @alpheiusalobal.com); Suzanne
way, or press to close =

the message and click on
[No] to not save the

Send

Cc... |

Subject: |

message

For Your Reference...

To use part of a contact group:

1. Create a new mail message

2. Click on To, double-click on the distribution
list and click on [OK]
Click on expand [#] and delete the unwanted
members
Complete and send the message

3.

4.

Handy to Know...

If you find yourself deleting the same names
from the contact group on a regular basis,
simply create an additional contact group
without these names and addresses in it!
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DELETING MEMBERS FROM A CONTACT GROUP

Contact groups comprise the address details for and people move on to new positions, you will need
a group of people. You may have a contact group to update the list including deleting people who are
for your customers, friends, work colleagues, no longer valid for inclusion in a contact group.

social club members, and so on. As time goes by

. e HEHD O« ¥ |- Reserve Project Team - Contact Group
Try Thls Yourse”: Contact Group Insert Format Text Review
Continue using the I{F X B % & & g8
g 2 previous f||e W|th th|s Save & Delete Forward | |Members| Notes Add Femove Update | E-mail Meeting | Categorize Foll
S II . . Close  Group Group = Members = Member MNow = Up
)] exerC|Se, or Open the flle Actions | Show | Members | Communicate | Tag:
Watsonia_16.pst...
— Name: | REserve Project Team
. . [DIName = | E-mail
1 CIICk on [ContaCtS] In the |85] Chantelle Poiret (cpoiret@alpheiusge.co.fr) cpoiret@alpheiusge.co.fr
Navigation pane, then [83] Harry Jones (hjones@alpheiusglobal.com) hjones@alpheiusglobal.com
- (8] Mellie Adams [nadams@alpheiusglobal.com) nadams@alpheiusglobal.com
CIICk on Conta‘CtS Under [85] suzanne O'Dowd [sodowd@alpheiusge.com.ir) sodowd@alpheiusge.com.ir
My Contacts
2 Double-click on the
Reserve Project Team
contact group to open it
3 Click on the name of a
person who you want to
remove, then click on
Remove Member‘zin e EHHY9 O« 9|+ Reserve Project Team - Contact Group
the Membel‘s grouao Contact Group Insert Format Text Review
delete the member from X | 89 & &8
the ContaCt group Save & Delete Forward | |Members| Motes Add Remove Update | E-mail Meeting | Categorize Foll
Close Group Group~ Members = Member MNow = Ug
This will remove the Actions Show | Members Communicate | Tags
member from the contact Nome: [
group only, not from your DlNome = TE-mail
Contacts list... |8=] Harry Jones [hjones@alpheiusglobal.com) hjones@alpheiusglobal.com
(8] Mellie Adams jnadams@alpheiusglobal.com) nadams@alpheiusglobal.com
4 CI|Ck on SaVe & Close [85] suzanne O'Dowd [sodowd@alpheiusge.com.ir) sodowd@alpheiusge.com.ir
to save your change and
close the contact group
For Your Reference... Handy to Know...
To delete a member from a contact group: e To delete a contact group, click on its name
1. Double-click on the contact group in in Contacts and click on Delete |X .
Contacts e If you click on Delete Group |X| in the
2. Click on the desired name, then click on Actions group while trying to delete a
Remove Member [& in the Members group selected member from a contact group, you

will delete the entire contact group — no

3. Click on Save & Close [d| B s

© Watsonia Publishing Page 115 Managing Contacts



Microsoft Outlook 2010 - Level 2

SETTING CONTACT ACTIVITY OPTIONS

Contacts lets you automatically record the spent on the telephone with a client. Once you
encounters you have with your contacts. For have specified what should be recorded, you don’t
example, you may want to keep a record of need to take any further action — journal entries,
emails you send to someone or record the time recording the activity, will be automatically created.

Try This Yourself:

G | i
enera E] Change the settings for Notes and the Journal.

o Continue using the Mail
% T Pprevious file with this Calendar Notes options
(D .
EXEICISE... Contacts E‘ Default color: el -

Click on Contacts under fesks

Default size: D Medium
My Contacts to use the

4

ek

default data file’s contact Search [ gomte ] [11pt. cori B
||St Show date and time that the Mote was last modified
Mobile
) . . language Journal options
2 Click on the File tab, click o _ _
on [Options], then click Advanced E Reras and other Marsuh e proguns ot voed.
on Notes and Journals Customize Ribban
tO see their Options Quick Access Toolbar
3 Click on [Journal Add-Ins
Options] under Contacts Trust Center
and Notes to open the —
Journal Options dialog

box

4 Tick E-mail Message and e
(3]

Task request

M

This identifies that these Journal
are the activities that you E Automatically record these items: For these contacts:
always want to record for ] Exvai i« | [ Amanda Bennett ~
| Meeting cancellation I| Angel Harrington
the selected contact/s... [ Mecting request E ] Anihony OBen i
) [C| Meeting response IC| Augustine Millson
5 Tick a contact to select [T Task request * | |[E] chantelle Poiret -
whose activities you want
to I'eCOI'd Also record files from: Double-dicking a journal entry:
. . [~ Microsaft Excel @ Opens the journal entry
Tick Microsoft Word [T Microsaft Office Access )
[[] Microsoft PowerPoint © Oper?s the item referred to by
Because this is an [E] Microsoft Word Bl
exercise, we won't save [ Autoarchive Joumal Entries... |
these settings...
. [ oc ][ ceneel ]
7 Click on [Cancel] and

then on [Cancel] to close
the dialog boxes without
saving the settings

For Your Reference... Handy to Know...
To set contact activity options: e You can only set contact activity options with
1. Select File > Options > Notes and your Personal Folders contacts listing —
Journals after all, you are trying to keep track of

encounters with your contacts, not those in a
. ] fictional data file or those who everyone

Set the desired options associates with (Mailbox and global lists).

4. Click on [OK] and on [OK]

2. Click on [Journal Options]

w
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MANUALLY RECORDING CONTACT ENCOUNTERS

You can manually enter encounters that you

have with your contacts. For example, you may

wish to record the fact that you have rung a

contact and note the issues that you discussed.

The nice thing about Outlook Contacts is that you
can also specify the type of encounter you had.
Types such as phone call, conversation,
meeting, letter, and the like can be recorded.

Try This Yourself:

Continue using the
previous file with this
exercise...

Same
File

S -d9 v e v|s

Journal Entry
o & X G

Save & Forward Delete
Close

Untitled - Journal Entry = 3

> @

=

Insert Format Text Review

o BB @8 Q
% A
Address Check
Book Mames

Start  Pause | Categorize Private
Timer Timer v

Zoom

Actions Timer Tags | Mames | Zoom |

Click on Contacts —
Watsonia_16 under My
Contacts

Entry type: | Phone call

Start time:

subject: || |

|v Company: | |

« | Duration: 0 minutes

4

[Thu 2/09/2010 -] (203 M

Click on New Items
then select More ltems >
Journal Entry to open a
Journal Entry window

[\

Type Tender
Documentation in
Subject

(Y

[ e ]

Click on Address Book

[w@| in the Names group,

select Contacts in

S Ed9 v e |-

Tender Documentation - Journal Entry = et

=

Watsonia_16 under Look
in, then double-click on
Harry Jones

Click on the drop arrow [ =]
for Entry type and select

JournaIEntryl Insert
o 9 X G

Save & Forward Delete
Close

Format Text

N a®my ]

Start Pause Categorize Private | Address Check
Timer Timer 4 Eook Mames

> @

Review

Zoom

Actions Timer Tags Mames Zoom |

Letter

Click on the drop arrow [~]
for Start time and select

Subject:

Entry type: | Letter

Start time:

|Tender Documentation |

|v Company: | |

[wed 10972010 +| [203 M

yesterday’s date

Click in the large white
box and type Detailed
letter sent outlining how
to prepare tender
documentation

Click on Save & Close

Detailed letter sent outlining how to prepare tender documentationl

to return to the Contact

window

For Your Reference...

To manually record an encounter with a contact:
Click on New Items [&- and select More

1.
Items > Journal Entry

time and related text

Select the contact in Address Book ||
Nominate the Subject, Entry type, Start

Handy to Know...

You can create a new journal entry from an
open Contact window by clicking on More
in the Communicate group and
selecting Journal Entry.

When recording an encounter with a contact,
you can type as much information in the
white box as you like.
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RECORDING TIMED ENCOUNTERS

Outlook allows you to record encounters that you
have had with your contacts. Encounters can

cover a broad range of activities from phone calls
to writing letters. A nice feature here is the ability

to use a timer to automatically record the duration
of the encounter. This is particularly useful when
recording the length of time spent with a contact
either while writing a letter or talking on the phone.

. e EAEHd9 ™ e+ 9= Amanda Bennett - Journal Entry = = R
Try Thls Yourse” Journal Entry Insert Format Text Review (] 0
o , Continue using the B a X 9§ a2 e Q
% E preViOUS ﬂle Wlth thls Save & Forward Delete Start  Pause | Categorize Private | Address Check Zoom
wn exercise Close Timer Timer = Book Mames
Actions Timer Tags | MNames Zoom |
1 CIICk on New ltems Subject: “!\manda Bennett |
then select More Items > Entry type: |Phone call | - | Company: |Alpheius Global Enterprises |
Journal Entry toopena | || Ry =—— _ e —
. Starttime: | Thu 2/09/2010 - | [227m - | Duration: [0 minutes -
Journal Entry window =
i
2 Click on Start Timer [§|in (4]
the Timer group to start the
timer — we’ll let this run
while we enter some details
3 Type Tender
Documentation in Subject
. ]
4 Click on Address Book
in the Names group, select
Contacts in Watsonia_16 e BAH9 O+ %= Amanda Bennett - Journal Entry = B =
Under LOOk inv then Journal Entry Insert Format Text Review 2] 9
double-click on Harry . —
= e [ | TS Q
Jones hp =4 X i % Ed g
Save & Forward Delete Start Pause | Categorize Private | Address Check Zoom
C“Ck in the |arge Wh|te bOX Close Timer Timer < Book MNames
5 and type Spoke abOUt Actions Timer Tags | MNames Zoom |
Natural Reserve tender. Subject: |Amanda Bennett |

Advised we should send

Entry type: | Fhone call

|' Company: |AIpheiusGIobaIEnterprises |

three copies — no
shortcuts with costs and
prices.

6 Click on Pause Timer [&/ in
the Timer group to stop the
timer

Starttime: | Thu 2/09/2010 -] [227Pm

- | Duration: 2 minutes =

&
Spoke about Natural Reserve tender. Advised we should send three copies — no E
shortcuts with costs and prices.l

Notice that the Duration
has been recorded...

7 Click on Save & Close

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

To time an encounter with a contact: e Being able to record the length of time spent

1. Click on New Items ‘v and select More with a contact is particularly useful if you
ltems > Journal Entry charge clients for your time spent working for

2. Click on Start Timer |G/ in the Timer group them by an hourly rate.
3. When finished click on Pause Timer [&]
4. Complete the fields as desired
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REVIEWING CONTACT ENCOUNTERS

If you have either set up Outlook to automatically in the Journal. You can view the journal entries in
record encounters with specific contacts or you a timeline or list, and using Instant Search, you
have manually recorded encounters by creating can quickly narrow down the list to display only the
journal entries, you can review these encounters desired entries.
Mail
Try This Yourself: a -
ﬁ Calendar
o , Continue using the (85 contaas
£ previous file with this ] rasks
2 exercise...
EJ Notes

If the [Journal] button is ) rouer st
not visible in the
Navigation pane, click on (2] shortauts
Configure buttons E| and
select Add or Remove

Buttons > Journal

ek

The Configure buttons []is | |[searchouna cti-e 2
located in the bottom right [ || Entry Type | Subject |start ¥ | buration Contact Categories ||
q q @ Phone call Tender Documentation Thu 2/02/2010 3... 2 minutes Harry Jones
corner Of the Na.V|ga.t|0n G@ Letter Tender Documentation ‘Wed 1,09/2010 ... 0 hours Harry Jones
pane...
2 Click on [Journal], then on
[No] if a tracking message

displays, to open the

Journal a

The two jOUI’I’la| entl’ies @l % 9 |5 Szl el | Journal - pdawson@alpheiusglof
that you Created Illn the IaSt -H@ Home Send / Receive Folder View Search
two exercises will appear...
[ Current Folder [ [} g 3 4
CI k E t L t q th E Ll;‘-IAII Subfolders D @ m + p %
3 ICK On n ry Istin € All Journal = Categorized Modified Start End Recent Search Close
Current V|eW ga”ery to Items A” Outlook Items - - Date~ Date~ Searches * Tools = | Search
a 5 Refi i Cl
see the details of the = : = Comon Properfies | 5%
a a Categories
journal entries
Company
4 Click in the Instant Contact
Search box, then click on End
More |4~| in the Refine Entry Type
group to see the common In Folder
properties that you can Mileage
use for a search Modified
5 Click on Close Search e
Sensitivity
Start
Subject
gk Add Form Field...
For Your Reference... Handy to Know...
To review encounters with contacts: e The Instant Search feature in the Journal
1. Click on [Journal] lets you find specific journal entries. For

instance, you can find all entries for a

2. Change the Current View as desired ; ;
; contact, subject, journal entry type, and
3. Use Instant Search to search for the desired more.

journal entries . .
J e Double-click on a journal entry to see all of

its details in the Journal window.
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NOTES:
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