Microsoft Outlook 2010 - What’s New!

A New Interface!

Microsoft Outlook 2010 has new features to help you organize your emails more effectively. The new
conversation feature enables you to organize email threads as conversations. Use the new ribbon for
better search, and customized quicksteps.
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Navigation Pane

Enables you to select different Outlook options. The top of the navigation pane shows your favorite
folders (if turned on), the center shows all of your available folders and the bottom area allows you to
choose between accessing your mail, calendar, contacts, etc.

Message list (Inbox)
Lists the e-mail messages you receive. You can re-arrange the view of your inbox according to your
preference.

To Do Bar
Helps you track upcoming appointments, meetings, and tasks. It’s like a one stop shop of what you have
going on for that day.

Reading Pane
Quick view of your messages. The reading pane shows your messages without actually opening it.

People Pane (Outlook Social Connector)
A new area in Outlook where you view and access information that the Outlook Social Connector. Any
social media information will be listed for the person sending the current message.
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The Ribbon

The Ribbon replaces the traditional menu bars and toolbars that were in previous versions of Outlook
and is made up of a series of tabs that group related commands together. Each component of Outlook
(email, calendar, contacts) has its own ribbon, with buttons and commands specific to that function.
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Quick Access Toolbar

The Quick Access Toolbar is located above the Ribbon, on the upper left hand corner of the screen. You
can also add (customize) additional icons to the Quick Access toolbar (QAT). The QAT allows you to
quickly get to the commands you use the most.

To customize:
Click the small downward arrow located to the right of the Quick Access Toolbar.
The Customize Quick access Toolbar menu will appear. Click a command to select

Quick Access Toolbar (QAT) — Default location above ribbon
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Backstage View

Backstage View replaces the traditional file menu — The backstage provides a “one-stop” shop with
managing your document. Many settings that are not directly related to creating or managing account
items and or printing are now located in the Backstage View. Click the File tab to access backstage

View \L

Home | Send/Receive  Folder  View
— . “ =Y
. . i) [% wlgnore x b ™ 3 [ Meeting | |23 Bannerand Ora... (5 To Manager
. ick the File ta A2 Clean Up - Ca Sl 5 FTeomEmal o Done
Mew  New Delete | Reply Reply Forward @ - - -
E-mail Items~ | &@Junk > Al Sl  Reply & Delete ‘iz Create New =
located on the New Detete Respond Quick Steps
<
. bb Search Inbox (Ctrl~E)
rl on 4 nmarbury@weenet.edu Arrange By: Date Newest on top
[} Inbox (1}
Al Drafts 4 Today
) Sent ltems {4 painter,Corinne 406 PM
> (5] Deleted Items (1) HI—- e Carbon Footprint Workshop on Thursday, December 2nd!
(4 Jenkins, Jayce 334 PM
& A t:
[ Banner Accounts FW: Banner Upgrade Information
(23 Banner and Orawebs Requests
. . . (=4 Marinkovski, Liz 11:18 AM
! Banner Reques [WCC Broadcast] Annual All Faculty and Staff Holiday Luncheon. .

(g Junk E-mail
~—

Info — Contains the print command, as well as print preview (Note: Print and Print Preview are now
combined. Once you click print the document is automatically previewed) along with other commands
and settings.
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Automatic Replies (Qut of Office)
‘_‘_J Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.
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Change Color Scheme

The default color scheme of Microsoft Office 2010 is silver. Two
additional color schemes are available - black and blue.

Qutlook Options S

[ Generat =
s g General options for

Mail

Calendar User Interface options

To change: St Togoar s
1. Click the File tab. - /

Color scneme:
Notes and Journal ‘

2. Click Options. \

Mahil
—

Blue | v

ScreenTip style: [

Silver
Black _gofff

3. Under User Interface options, in the Color scheme list, click Blue,

Silver, or Black Note: If you change the color scheme in Outlook the color will apply to all of

your other Microsoft Office 2010 programs.

3




Creating Signatures in 2010

To create electronic signatures to automatically attach to your email messages

1. Click on the File tab to access Backstage View
2. Click on the Options link St S — ~—— |
3. Click the Mail option | e —— o .
4. Click on the Signatures button = o
5. Click New and follow prompts to create your Cowe | ) =

signature. %EJ_ v 1w S | e @ 8
6. Click new messages so that your signature can go T S Toining & Sppon sl

out with every new email message. Tining Sheu

7. Click Replies/forwards if you want your signature
to be included when replying or forwarding an
email message.

See your Schedule When Accepting a Meeting

When you get a meeting invite, Outlook now

displays your schedule right in the inbox, so you X o4d g
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Respond to an Email with a Meeting Request

When you receive an email message, you can respond with a meeting requesting by clicking a button.

1. With the email message selected. 2. Click the Meeting button on the ribbon, QP o
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Quick Steps

To immediately organize and or file away your email messages as soon as you get them with one click.
Quick Steps enables you to automate multi-stepped tasks you use most often, such as moving an email
to a specific folder, sending an email to all of the members in your team, and or moving a message after
replying to it with a meeting request, with a single click of a button.

Outlook includes a few preset predefined Quick Step buttons to get you started. You can modify the
existing quick steps and or delete the ones that are not useful.
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Default Quick Steps in Cutlook 2010 include the following:

QUICK ACTION
STEP
Move to: Moves the zelected message to a mail folder you specify and marks the message as read.

To Manager  Forwards the message to your manager. If your organization uses Microsoft Exchange Server, your manager's name is detected in the
and inserted in the "To" box, or you can specify the recipient.

Team E-mail Forwards the message to others in your team. If your organization uses Microsoft Exchange Server, your team members names are detected in

the and ingerted in the "To" box.
Done Moves the message to a specified mail folder, marks the message complete, and then marks it as read.
Reply & Opens a reply to the selected message, and then deletes the original message.

Delete

Create New Create your own Quick Step to execute any sequence of commands, name it, and then apply an icon to help vou identify it

To configure or change existing Quick Steps, do the following:

1. While in Mail, on the Home tab, in the Quick Steps group, click the More  arrow at the side of
the Quick Steps box, and then click Manage Quick Steps.

2. Inthe Quick Step box, click the Quick Step that you want to change, and then click Edit.

Under Actions, change or add the actions that you want this Quick Step to do.

4. If you want to change the icon for a Quick Step, click an icon next to the Name box, click an icon,
and then click OK.

w

Create a Quick Step
1. In Mail, on the Home tab, in the Quick Steps group, in the Quick Steps gallery, click the Create
New Quick Step.
Click an action type from the list or click Custom.
In the Name box, type a name for the new Quick Step.
Click the icon button next to the Name box, click an icon, and then click OK.
Under Actions, choose an action that you want the Quick Step to do. Click Add Action for any
additional actions.
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Conversation View

Conversation View groups related messages together and
displays them under a single thread. Conversation view

makes it easy for you to categorize, remove, or clean up

messages in a thread.

Conversations provide a visual relationship between
messages, including any responses and related messages

from other folders.

When Conversations is turned on, messages that share the
same subject appear as Conversations that can be viewed

expanded or collapsed

4 Today
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1. Any Conversation that includes unread messages has a bold subject and the count of the unread
messages appears adjacent to the subject. 2. When you click the arrow = to ex
any unread message has a bold heading. 3. When a message gets two or more responses, the

Conversation can split into multiple related but separate Conversations. The latest message in each split
appears when you click on the Conversation.

Turn on Conversation View

1. Onthe View tab, in the Conversations group, select or clear
the Show as Conversations check box

2. Click All Folders or This folder

nd / Receive

pand the Conversation,

¥ Show as Conversations i

"'J Conversation Settings - ?

Co

There are several ways to organize a conversation after reading it:

Ignore — If an email conversation
is no longer relevant to you, and
instead of replying to others
telling them to stop including you,
you can prevent additional
responses from appearing in your
inbox by clicking the ignore button
on the ribbon.

The ignore command moves the
whole conversation and any future
messages about that conversation to
the deleted items folder.

Clean up Conversation — The Clean Up button moves older, redundant
messages in the conversation to the Deleted Items folder but keeps the

How... (8] Situation regarding Michigan’s economy and po...
Herrera,Ramon; Peter Stanchev
Roebuck, Dennis - Faculty <djroebuc@delta.edu>; Gardi..
Herrera,Ramon; Anderson,Mark
Seymour Wolfson
Howard, Nancy
Durant,Steven
Fitzpatrick, David
Barbara Kline
Garcia,Anne
Stevens,Ronald
Hall,Sharon P.
Randall Pruim
Jill Castro
Terrance Campbell
Jim Huggins
Patrick Bailey
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most recent message. Instead of reading each message, cleanup will
keep only the most recent message that includes the entire conversation

and delete everything else.

nversations

Tue 3/22/... 660 ...
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Create Calendar Groups

The Group Calendar is an effective way to organize a project and or team by keeping track of everyone’s
schedules or use it to quickly see the combined calendars of people you frequently work with at a
glance. You can also add a conference rooms to your calendar group.
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Create New Calendar Group
Create a new calendar group in the
Navigation Pane,

Save as New Calendar Group

Saves the currently displayed calendars as a
new calendar group in the Navigation Pane.

Show Manager's Team Calendars

To create a Calendar Group:

There are several ways to create a calendar group. One way is to:

1.

then click Create New Calendar Group.

Type a name for the new calendar group, and then click OK.
Under Address Book, choose the Address Book or Contact list from which you want to pick

members of your group and or conference room.
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Testing
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Jenkins, Joyce
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Team: Tam, Kim
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In Calendar view, on the Home tab, in the Manage Calendars group, click Calendar Groups, and

Browse for names or type them in the Search box, click the name that you want and then click

Group Members. Repeat this step for each calendar that you want to include in the group, and
then click OK.

To Delete a calendar group

Once created the calendar group will show up in the Navigation Pane.

In the Navigation Pane, right-click the calendar group that

you want to delete, and then click Delete Group.
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Schedule View

Quickly see multiple calendars in a horizontal view.
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Change the background color of the Calendar

Change the background color

1.

2. Click the color that you want.

On the View tab, in the Color group, click Color

To change the default background color for all calendars:

1.
Click Options
Click Calendar

2
3
4

Click the File tab

the Use this color on all calendars check box

Add Holidays to the Outlook Calendar

Outlook can automatically add holidays to your

Outlook calendar, and you can choose the country or

countries from which to add holidays

Click Options

PN e

Holidays.

your choice

Click the File tab

Click Calendar.
Under Calendar options, click Add

Click ok to Close the Calendar options

and Outlook options dialog box

Outiook Options

Under Display Options, click Default calendar color, click the color you want, and then select

5| Change the settings for calendars, meetings, and time zone:
"
Work tme
D) Work ours
2 suntime s00am [=]
Entine soom (=]
Worweet: ] Sun [§] Mon 7] Tue ] Wea [ u @ Fe [ sat

Fist goy ot week: [Mondey ]
Fistweek ofyer. [strts on i1 []

Calendat options.

2 tenaiwe 7]

Free/Busy Options...

Select the country or countries of

Display

& )

7] When sending meeting requests outside of your organization, use the
iCalendar format
Show bellicon on the calendar for appointments and Meetings with reminders
options

Defaut galendar color: | @, »

Usg this color on al calendars
Date Nawigator font:




Add week numbers to the Calendar

Week numbers (1-52) can be added and they will be displayed in Month view in the Date Navigator

pane.

Find a Cc

Home Send / Receive

Mew Mew Mew Today
Appointment Meeting = tems =
New | GoT
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BE 123 = o 12

4 D My Calendars
|:| Calendar

4 |:| My Calendars

With week numbers

Without week numbers

To Add Week Numbers

To turn on or off the week numbers, do the following:
1. Click the File tab
2. Click Calendar

3. Under Display options, select or clear the Show week numbers in the month view and in the
Date Navigator check box

Cutlook Options (] x|
General First week of year: | Starts onJan1l : -
Mail Calendar options

B 9 oetaut seminders: (15 mintes 5]

L=

Contacts ﬁ Allpw attendees to propose new times for meetings
Tasks Use this response when proposing a new meeting time: | 2 Tentative n L
Notes and Journal Add holidays to the Calendar: | Add Holidays...

Sestch Change the permissions for viewing Free/Busy information: | Free/Busy Options..

[T] Enable an alternate calendar

Mabile

[Engiisn | [sreqorian |
Language ‘When sending meeting requests outside of your organization, use the iCalendar format
Advanced [T] Show bell icon on the calendar for appointments and meetings with reminders
Customize Ribbon Display options [
Quick Access Toolbar \;—_3 Default calendar color: E
Add-Ins [ Usg this color on all calendars
Trust Center Date Navigator font:

l Eont... ] |B pt. Segoe Ul ‘
7]

o

< Show week pumbers in the month view and in the Date Navigator > L

Automatically switch from vertical layout to schedule view when the
o calendar folders

number of displayed calendars is greater than or equal to:

Automatically switch from schedule view to vertical layout when the
number of displayed calendars is fewer than or equal to:

calendar folder(s)

Time zones

P —

Time zone: |[UTC-05:00] Eastern Time (US & Canada)




Insert Screen Shot or Screen Clippings

Outlook provides an option to insert screen captures into an email message by selecting Screenshot
from the Insert tab. After selecting the screenshot button, snapshots of your open windows are
displayed. You can then click on an image to insert the entire window into your email message (or you
can click Screen Clipping, by dragging the mouse to select the screen area that you want to clip and it
will be automatically pasted into your email message.

To Insert a Screen Clipping into your Email Message:

1. From the mail tab, Click the New Email Button
2. Click the Insert Tab on the ribbon (Then click in the body of the message)

3. Click the Screenshot button

4. Alist of available windows will populate to insert an entire window and or a screen clipping

()

Note: The screenshot DEYE 2% |- Untitled - Message (HTV
OptiOI’\ iS nOt available File Message Pens Options Format Text Review

(grayed out) until you - i
click in the body of the @ =t B \Z | WO

E-mail Iems ~

Attach Outlook Business Calendar Slgnature Table Picture Clip Shapes SmartArt Chart J5creenshof]
message_ File Item Card Art
Include Tables Tllustrations
Inactive >

To,.. |

Cc...
Send

Subject:

' NG T [T —— - . Untitled - Message (HTML)

File Message Pens Insert Options Format Text Review
@qﬁﬂ@”[—]u 1 2 | |*

Attach Qutlook Business Calendar Slgnature Table Picture Clip Shapes Smart&rt Chart JScreenshot

H File Item Card - i Art i
ACt'Ve Tncude Tables Tlustrations ;

Te... |

| = . ||
Note: Once you click in = [
the body of your
message, she screenshot
button will become

active.

% Hyperlink = 4 AS Drop Ca
; I%

A Bookmark
Text Quick WordArt " .
Box~ Parts™ §d Object

@s+ Screen Clipping
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5. Select a window ( | selected the first window)
6. The picture will automatically populate into the body of the email message ( you may have to

resize picture)

To insert a screen clipping ( follow steps 1-3)
7. Click screen clipping

Note: If you have multiple windows open, select the
window you want to clip before clicking screen clipping.

8. The dialog box will minimize, an opaque (frosted) window will appear. When the pointer
becomes a cross, click and drag your mouse around the area you want to capture.

EEIl™ B AN

Untitled - Message (HTML)

=,
! 4
B

PLOEREY

i
{

(770

& Hyperlink A AS Drop Ca
A& Bookmark @Date&
Text Quick WordArt E i
| Box~ Parts~ - 'ge Object
Fs

E screen Clipping I‘

Message Pens Insert Options Format Text Review o 0
2l Cut i [ s 3 — ¥ Follow Up ~ (®)
¢ RO Sl =R =R ‘33n@ g 0 z P <
153 Copy ¥ High Importance
Paste I U|l-A=E=E= Address Check | Attach Attach Signature Zoom
b J Format Painter = —=waEe Book Names | File Hem~ v § LowImportance
Clipboard ) Basic Text } Names ‘ Include Tags x| Zoom ’
|| To.. | [Heb |
E— —
= e | J
Send L 3
| Subject: |Screenshot of what your inbox should look like after changesl ‘
" ’ ! ix)
Here is a screen shot of what your inbox should look like.... P
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RE: Incident #11460 - You| Helpdesk
submission has been addicsscd

Size | Categories | %
Altiris Helpdesk <noreply@yvccnetedi -

Sent: Wed 3/30/2011 4:39 PM
7o Help Desk

Incident Create¢d

A Helpdesk ticket has beg:n created for
you:

Details

Incident #: 11460

herenB n - Cannot
upload documents to
Web Xtender
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