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General Emall

e Be Aware — Any email you send at work
IS subject to open records act.

e Assume anything you put in email might
end up in the newspaper. (Some
iInformation would be blacked out.)

e If It Is appropriate, work-related content,
don’t worry about it.




Topics to Cover

e View e Rules

e Folders e Signhature
e Calendar e Searching
e Tasks e Q&A

e Contacts




GOAL — An Empty Inbox!

e ONE TOUCH EMAIL

e You wouldn’t open letters and put them
back in your mailbox, would you?

e OK — Maybe you would, but let’s try
anyway.




e The default view Is
usually Outlook Bar

e | prefer to have the
folder list showing
Instead

e You can have both —
It IS a matter of
preference
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View — Folder List

e Displaying the folder list gives the drag
and drop functionality | will use today




Easy Messages

e |If you can, delete a message after you
read it

e |f you reply, you can also delete the
message because you have a copy
(including your reply) in your Sent ltems

e If you can’t delete I, file it in a folder




Folders

e Think folders just like
you use to organize
your files.

e Naming
Names are for you
Don't
overcomplicate
things
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Folders — Creating them Is easy

e Click the small drop-down arrow beside

E{:I ﬂew@

New
e Click on Folder
e Type a name for your folder
e Click on the location
e Click OK
e For instance....




Folders
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Folders inside of Folders
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Folders

e If the message Is informational, put it In
an appropriate folder

e Drag and drop messages
e File them right away




Folders — Drag and Drop
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Calendar

e |f you message requires a meeting or
something similar, drag it straight to your
Calendar.

e That will create an appointment

e Set the appropriate information (time,
day, location, reminder...)

e Then Delete the message
e For instance...
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e |If you message reqguires you to take
some action, drag It straight to your
Tasks

e That will create a new task

e Set the appropriate information (time,
day, location, reminder...)

e Then Delete the message
e For instance...
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Contacts

e If you need the contact information from
the person who sent you a message,
drag the message into Contacts

e Fill in all of the information you have
e For instance...




Contacts
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® You can create rules to handle
messages

e You have many options, but one of the

basic ones Is to move a message from a
person

e Assume we want all mail from Joel (who
| jJust added to contacts) to be moved to
the Training Course folder

e | will use the Rules Wizard under Tools
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e There i1Is much more to rules than | can
show today

e Experiment with them

e Just read each step carefully and
remember you can delete any rule that
doesn’t work!




Sighature

e You can easlily add a “Signature” to the
bottom of each emall message

e Make sure it is something you want on
EVERY message you send
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Searching

e Outlook will search all messages for key
words

e This iIs particularly nice because you can
search the body of the message, not just
the subject

e |f the Look for: box is not showing, click
the Find button




Searching
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Thank You!

e Thanks for coming!

e | hope everyone learned something
today.
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