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Description of task Exercise reference(s)

Outlook 2002: Core 3D effect

Select the object and click the 3-D Style button [

Task Reference List

o

on the Drawing toolbar. Choose a style.

Summary of recommended procedure

Appointment, delete
Select appointment, click Delete [X].

Appointment, new
Display Calendar, click New [,

Appointment, open

Double-click appointment in Appointments
Calendar.

Appointment, print
Open appointment, choose File, Print.

Appointment, recurring
Open or create appointment, click Recurrence.

Appointment, save

In Appointment form, click Save and Close
button.

Attachment, open

Click message attachment icon in open
message.

AutoCorrect, add to list

Choose Tools, AutoCorrect Options from Mes-
sage form menu.

AutoPreview, display
Choose View, AutoPreview from menu.

Calendar, change colors
Choose Tools, Options, click Preferences tab,
click Calendar Options, click down arrow next
to Background color.

Calendar, change font
Display Calendar folder, choose View, Current
View, Customize Current View, click Other
Settings.

Calendar, conditional formats, assign 6-7
Choose View, Current View, Customize Current
View, click Automatic Formatting, click Add, key
name of rule, click Condition.

Calendar, conditional formats, delete 6-7
Choose View, Current View, Customize Current
View, click Automatic Formatting, select rule to
delete, click Delete.

Calendar, print 2-10
Choose File, Print.
Categories, assign appointment 6-8

Display Calendar folder, right-click appoint-
ment, choose Categories from shortcut menu.

Categories, assign message m
Display Inbox, right-click message, choose Cat-

egories from shortcut menu.

Categories, Master Category List, delete category m

Choose Edit, Categories, click Master Category
List, select category, click Delete.

Categories, Master Category List, reset

Choose Edit, Categories, click Master Category
List, click Reset.

Contact, add e-mail sender 7-1

Position pointer over address after Fromin either
open message or preview pane and right-click.

Contact, create letter from 7-1

Select contact, choose Actions, New Letter to
Contact.

Contact, link to activity 75
Right-click contact in contact list, choose Link,
Items from shortcut menu, select folder con-
taining activity, select activity.

Contact, new

Display Contacts, click New [F=]te.

Contact, print

Display Contacts, select contact, choose File,
Print.

Contact, save
In Contact form, click Save and Close button.

Contact, track activities
Open contact, click Activities tab.

Contacts, categorize

Open contact, click Categories, choose
category.

Contacts, delete
Select contact, click Delete [X].
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Contacts, edit Event, open

Double-click contact in contact list. Display date of event, double-click event

banner.

28
Event, print m

Contacts, link
Open contact, click Contacts, select contact,

click Apply. Display day(s) containing the event, choose File,
Contacts, print Print.
Select contact, choose File, Print. Event, save

BE B 6

In Event form, click Save and Close button.
Contacts, sort by category

Display Contacts folder, choose View, Current Folder List, close

View, By Category Click folder list Close button [X].
Contacts, sort by field m Folder List, open

Display Contacts folder, choose View, Current Choose View, Folder List.

View, Customize Current View, click Sort. Folder, create

Select field in Sort items by text box. Choose Edit, Move to Folder, click New.

Contacts, view Folder, delete

Display Contacts folder, press first letter of con- Display folder list, select folder, click Delete [%].
tact’s last name.

Folder, rename

Display folder list, select folder, press [F2], key
new folder name.

Delete, item
Select item to delete, click Delete [X].

Deleted items, locate

B E

Journal, display items

Display Deleted Items folder, click Icon head- Display folder list and select Journal folder.
ing, use vertical scroll bar.

Journal, manually record an activity
Display Journal folder, click New [13], specify

Deleted items, retrieve

Display Deleted Items folder, select deleted subject and entry type, click Save and Close.
item, choose Edit, Move to Folder, select folder ] [ orint i
from folder list. i

Display Journal folder, click plus sign for Entry
type, select item, choose File, Print.

Distribution list, add members

Open distribution list, click Select Members,
select name.

Journal, turn off automatic journaling 7-6

Choose Tools, Options, click Journal Options,
deselect all activities and contacts.

Distribution list, create
Choose Actions, New Distribution List.

B E

Journal, turn on automatic journaling 7-6
Distribution list, print Choose Tools, Options, click Journal Options,
Select distribution list on contact liSt, choose select activities and contacts to record.

File, Print.

Meeting, accept m

Display Inbox folder, open meeting invitation,
click Accept button.

Meeting, add attendees m

Display Calendar folder, open meeting, choose
Open new Message form, click To, select distri- Actions, Add or Remove Attendees.

bution list name. Meeting, create from contact

Right-click contact, choose New Meeting
Request to Contact.

Distribution list, remove members

Open distribution list, select name, click
Remove.

Distribution list, use

Event, new
Choose Actions, New All Day Event.

B
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Meeting, decline

Display Inbox folder, open meeting invitation,
click Decline button.

Meeting, plan
Display Calendar folder, choose Actions, Plan a
Meeting from menu, click Add Others, choose
Add from Address Book, select names from
contact list.

Meeting, remove attendees

Display Calendar folder, open meeting, choose
Actions, Add or Remove Attendees, select
attendees to remove, click OK, click Save and
Close button.

Meeting, send updates

Display Calendar folder, open meeting, add
or remove meeting attendees, click Save and
Close button.

Meeting, tentatively accept

Display Inbox folder, open meeting invitation,
click Tentative button.

Message, attach file

In Message form, click Insert File [] select
desired file.

Message, close
In Message form, click Close [X].

Message, format text

In Message form, click down arrow next to
Message format box, select desired message
format.

Message, format, change

In Message form, click down arrow next to
Message format, select message format.

Message, forward

Select message, click Forward button, key
recipient, key any additional text, send
message.

Message, move to new folder 73

Select message in Inbox, drag to shortcut icon
in Outlook Bar.

Message, new
Display Inbox, click New button [Fls].

Message, open
Display Inbox, double-click message.
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Message, print
Select message, choose File, Print.

Message, receive
Display Inbox, click Send/Receive button.

Message, reply
Display Inbox, select message, click Reply
button, key text, click Send button.

Message, send
In Message form, click Send button.

Message, template, create

Change message editor to Outlook, compose
message, choose File, Save A, specify file type
as Outlook Template (*.oft).

BEE BEE

Message, template, use

Choose Tools, Forms, Choose Form, specify
User Templates in File System in Look In text
box, select template.

Messages, archive

Choose File, Archive, specify date in Archive
items older than text box.

Messages, change delivery options

Click Options button on Message form toolbar,
set delivery options.

Messages, clear filter

Choose View, Current View, Customize Current
View, click Filter, click Clear Filter.

Messages, delete
Select message(s), click Delete [X].

Messages, filter

Choose View, Current View, Customize Current
View, click Filter.

Messages, find

Click Find button, key text to search, click Find
Now.

Messages, flag received e-mail

A

Open received message, click Message Flag .

Messages, flag sent e-mail
Open Message form, click Message Flag [¥].

Messages, restore deleted
Choose Edit, Undo Deletion.

Messages, save in alternate format
Open message, choose File, Save As, specify
file type.




Outlook 2002: Core

Messages, set importance

Click Importance: High [!] or Importance:
Low .

Messages, set sensitivity

Click Options button on Message form toolbar,
set Sensitivity.

Messages, sort

Click Organize , click Using Views, click
Customize Current View, click Sort.

Messages, spell check
Click Spelling and Grammar button [¥].

Note, insert as message attachment

Click down arrow next to Insert File [#], click
Iltem, select Notes folder, select note.

Bl E

Notes, assign fo contact

Display Notes folder, right-click note, choose
Forward.

Notes, categorize 5-17
Right-click note, choose Categories.

Notes, change color

Display Notes folder, right-click note, choose
Color from shortcut menu.

Notes, change default color
Choose Tools, Options, click Preferences tab,
click Note Options, click down arrow next to
Color.

Notes, change default font

Choose Tools, Options, click Preferences tab,
click Note Options, click Font.

Notes, change view

Display Notes folder, choose View, Current
View.

Notes, create
Display Notes folder, click New [w|.

Notes, display preview pane

Display Notes folder, choose View, Preview
Pane.

Notes, edit

Display Notes folder, double-click note.

Notes, link to contact

Open note, click note icon, choose Contacts
from drop-down menu.

Task Reference List

Notes, print
Display Notes folder, choose Print, File.

Office File, create 7-12

Choose File, New, Office Document, select
desired Office program.

Office resource, book
Display Calendar folder, choose Actions, Plan
a Meeting, click Add Others, select Add from
Address Book, select resource from contact
list.

Outlook Bar, display
Choose View, Outlook Bar.

Outlook, exit
Click Close button [X] on Outlook title bar.

Outlook, start

Click Start button [#start], choose Programs,
click Outlook.

Preview pane, display
Choose View, Preview Pane from menu.

Signature, create

Choose Tools, Options, click Mail Format tab,
click Signatures.

Signature, delete 4-7
Choose Tools, Options, click Mail Format

tab, click Signatures, select signature, click
Remove.

Signature, discontinue 4-7

Choose Tools, Options, click Mail Format tab,
select <None> in Signature for new messages.

Signature, edit
Choose Tools, Options, click Mail Format tab,
click Signatures, click Edit.

Task list, change fields

Display Task folder, choose View, Current View,
Customize Current View, click Fields.

Task list, change view

Display Tasks folder, choose View, Current
View.

Task list, display preview pane
Display Tasks folder, choose View, Preview
Pane.

Task list, organize
Display Tasks folder, click Organize [%i.
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Task list, print
Display Tasks folder, choose Print, File.

Task list, sort

:i:

Display Tasks folder, click column heading of
field to sort.

Task, accept 5-7

Display Inbox folder, open task request, click
Accept button.

Task, assign existing
Display Tasks folder, open task, click Assign
Task button.

Task, assign new

Display Tasks folder, click down arrow next to
New [ZI#], choose Task Request.

Task, categorize
Right-click task, choose Categories.

:i:

Task, create

Display Tasks folder, key task in Click here to
add a new Task box.

Task, create from a Calendar appointment 7-10

Select appointment, drag left move handle to
TaskPad.

Task, create from a contact 7-8

Select contact, drag to Tasks [\ in Outlook
Bar.

Task, decline

Display Inbox folder, open task request, click
Decline button.

Task Reference List

Task, delegate

Display Inbox folder, open task request, click
Assign Task button.

Task, delete
Select task in task list and click Delete [X].

Task, link with contact

Create new task or open existing task, click
Contact, select contact.

Task, open
Double-click task in task list.

Task, print
Select task, choose File, Print.

Task, recurring

Open new or existing task, click Recurrence
button.

Task, set status
Open task, set Status option on Task form.

Task, update
Open task, change Status option.

Tasks, change color

Choose Tools, Options, click Preferences tab,
click Task Options, change color for task type.

Tasks, change font

Display task list, choose View, Current View,
Customize Current View, click Automatic For-
matting, select task type, click Font.




