Carroll County Public Schools

Staff Development

Creating Rules for Folders in the Cabinet

1.

2.

10.

11.

Create a new folder in the cabinet to receive the
mail messages.

Right mouse click on the cabinet folder in the
Navigation Pane.

Drag to select New Folder and a new window
will appear.

Type in the needed name for this folder. The
cabinet is in alphabetical order.

Managing Outlook 2007
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select Create Rule. T
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In the Do the Following section check the Move the Item to —

folder and click on the Select Folder button to
navigate to the correct folder location. In this
example the folder name is Donn Hicks.
Click OK and you can apply this to that email
now and it will send it to the correct folder
Now each time mail comes to my Inbox from
Donn it will go to his folder and will remain
there for 90 days.
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Using Search Folders

1.

N

10.

[~ Inbex - Microsoft Qutlook

Eile | Edit View Go Tools

ns  Help

Go to File and drag to New and then select Search ,
Folder. lg s
Select one of the predefined search folders. Do
In this example | have selected the predefine search | E———
folder for mail from specific people. o
Click on the Choose button and select the person B st ’
from the Global Address book. MP is my sample. oo o
Click OK.

Look in the Navigation Pane and at the bottom of the T

list you will find Search Folders.

Click the plus sign to expand the folder and
you will find the search folder you have
created.

This will contain email sent from that
person as well as email you have sent them.
This folder will remain there until you
delete it from the list.

To do that right mouse click and drag to
select Delete.
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Creating and Using Folders on the U Drive

Dealing with attachments on email messages...

1.

2.

3.

Open your U drive on the network via My
Compulter.

To create a new folder go to File and drag to
New and select Folder.

A new untitled folder will appear on the U
drive, type in its name and then click off in the
white.

Use this folder to hold important Word, PDF,
Excel documents indefinitely.
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Junk Mail & Blocking Senders

1. Right mouse click on the

offending email.
2.

a.
Senders list
b.
Senders List

Senders List
e.

needed.

Drag to select Junk Email there [
you will find five possibilities..
Add Sender to Blocked

Add Sender to Safe

Add Sender’s Domain
Add Recipient to Safe

Junk Email Option
Make the correct selection
knowing that it can be undone if

To Undo click on the Junk Email
Option and a window will open
allowing you access to the Safe
Senders and Blocked Senders list
to make the needed changes.

i Forward | 5 W | L Send/Regeive

+ [ | [ Search address books

- @

5= &V

3 Inbox

Save 20% on all Dell Qutlet Home Laptops and De:

[Search Inbox

FRaR

Arranged By: Date

QOldest on top |

|2 Last Week

(= Hicks, Donn
RE: Elluminate Moderators

N
[71|2 Today

Fri10/3

- Dell Qutlet Home
Save 20% on all Dell Outlet Ho

Dell Outlet Home [dell@outlethome.usa.dell.com]
Sent: Tue 10/12/2010 L:21 PM
Holechek, Terence

1:21 PM

home

m

Open

@ Print

i Reply

(8 Replyto All

% Forward
Follow Up
Categorize

Mark as Unread

[

Find All
LCreate Rule...
Junk E-mail

Delete

X

Move to Folder...

& &

Message Options.

Extra coupon savi

Dell Outlet H

Save 20% c
Dell Outlet

Laptops and Dt

Add Sender to Blocked Senders List
Add Sender to Safe Senders List
Add Sender's Domain (@example.com) to Safe Senders List
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Coloring Incoming Email Messages

1. Click on the email from the sender you are wanted to color.
2. Goto Tools and drag to select Organize.

3. Select Using Colors.
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4. Pick the color needed for the sender and click Apply.
5. It will indicate you are done and all emails from that sender will now be that color.



Flagging Messages

1. Flagging a message will allow you create to do items  prs s ¢ FEA S B
that appear in the To Do Pane. Right Mouse click on [ e - Afreesitefor
the blank flag at the end of the message and a drop - Ty P
down menu will appear. —

2. You can select when the due date for the task is by Bt s oo
selecting the appropriate flag. ) | S

3. Select Custom to get a calendar to be more specific. N

4. Once it is selected the flag at the end of the message v
will be colored and it will be added to the tasks at the M
bottom of the To Do Pane. ==

5. The flag color reflects when it is due.

Archiving Beyond the 90 Day Rule

**** Archive only what you need.

GroupWise
1. If you archived in GroupWise it is

Open Dutlook Data File

w

best that you connect to that archive
because it should be currently
housed on your U drive.

Go up to File and drag to select
Open.

Drag to Outlook Data File.

The window to the right appears;
click the My Document button on
the left.

Find the Outlook icon that has your
username and double click there.
This will then place your archive in
the Navigation Pane on the left side
near the bottom.
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NOTE: It will be labeled GroupWise Archive, but it will work in Outlook as well.



Setting Up an Archive in Outlook

1.

2.

Go up to File and drag to select Archive and this
window will open.

Select the second radio button and Inbox should be
selected

In Archive File we need to set the location to the U
drive. Click Browse.

Click My Documents and you should see your U
drive.

It defaults to archivel, but you may rename it here
using your username so it can be easily located.
Click OK and it will then place your archive in the
Navigation Pane on the left side near the bottom.

Using Your Archive

1.

Archive Items Manually
2.

3.

i Archive

" archive all folders according to their Autodrchive sektings

this Folder and all subfolders:

2l

= \E‘-ﬁ Mailbox - Holechek, Terence
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[ Checklist
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3 Deleted Iterns (4)
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L7 Drafts
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=
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Archive file:

|U: ‘archivel.pst

o ]

Caniel |

=

Archive items older than: IWed 6/30/2010 j

™ Include items with "Do not Autodrchive” checked

Erowse. .. |

Make sure to turn off auto archive. To do this
go to Tools>Options>Other Tab>Auto Archive

Microsoft Outlook
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Favorite Folders
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Arranged By: Date
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manually archive only what you need.

Click on the + sign in front of the archive and it
will open showing the folders contained within.
If you need additional folders right mouse click
on the main archive folder and drag to select
New Folder and name it accordingly.

To use the archive manually simply click and
drag the message into the archive and release

Mail Folders
2] All Mail Items
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3
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Afree site for animated clipart

<

and it will be taken from its original location

and placed into that archive folder. %
It is now on your U drive and not subject to the |, ...
90 day rule of deletion. i

You need to maintain this like you do with your

bl Ca(d -

Frilds

12:15 PM

v

2

inbox meaning delete any old and unwanted

Trems

W] @ @ 10 W 4

» & Pandora Radio - Listen ...

[~ Inbox - Microsoft Dutl... ] Elementa

emails. This does count towards your U drive
space.




Automatic Formatting and the Calendar
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1. You can use color to keep your calendar e HE

Rules For Ehis wiew:

easy to read. v Holiday Break & |
2. In this example all holidays are colored Q;DHW
red and this is done automatically by ] Stlt Devslopent Tea Meetng ﬂ'
- arkin = {[u] nos
setting up the rule. You do not need to 7 Frefessiondl Day vove s |
. Dby Week
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. . . Properties of selected rule
Formatting and that window will appear. _
. R Mame: IIEP Meeting
4. Click on Add on the right and a new o H
olor: iw

untitled will appear in the Name line.
Name it accordingly and in this sample | Condtion... |

have typed IEP Meeting and selected
green as the color. ok | cancel

Click on the Condition button.

o

6. The Filter window now appears and in the | 2 x]
Search for the words field type those Appontmerts and Meetings | ore Chalces | advanced |
words you will filter or sort for...in this Seerch for the word(s); [P
sample I have typed IEP.

7. Click OK twice and the rule is set, now __ orgeniz=dey., | |
when you get an appointment with IEP in _Hiondees, ||
the subject line it will be green on your Tiges [rone =] e ]
calendar.

In: Isubject field only

QK I Cancel Clear all |




Creating Distribution Lists

In GroupWise they were simply called Groups, in Outlook they are called Distribution
Lists.

1. Click on the Navigation Button ty) : o

-
— Distribution List Insert Format Text

called Contacts. b s (B0 51 & TH EYa Y
2. Go to File drag to New and then to G e e P % ™ G i

Distribution List, the window to the o [

right will appear.
3. In the Name field type the name of Select Email from
the list Members here.

4. Click on Select Members and the
Global Address List opens.

5. Search for the people you want to
include. Double click on their name Use Add New for people
and do this for each person needed. outside of the CCPS system.

6. Click OK. The name and email
addresses will appear in the window.

7. Finished? Click on Save and Close.

**** Remember you need to train your Outlook account to recognize this new
distribution list. You need to send one email for this to happen. There is an email button
on the window above to do just that.

Editing an Existing Distribution List S an :

-
/| DistributionList | Insert  FormatText

] A s [ B I 4l & & S | 2y [l j1 W BC
*kk*k Never CIICk On the Delete X unless itg;\ ;wm Members| Notes r%\?}n:u l_l;i: Rerjove L:;;je Eﬂai\ Megg (a‘e%aljnze F\:JE\ Pﬁe Spelling

you want to get rid of the entire

distribution list.

1. To remove a name from the list click on
the name once to highlight it and then Remove
go to Remove and click.

2. To add new click on Select Members
and search as stated in the above
section.

3. Save and Close once you are done.




Helpful Hints Page...

1. To help keep my Inbox organized I have created many

folders in the cabinet in the Navigation Pane. | know they | =@ 5 Somee s @
will be gone in 90 days, but once | am done with an ][5 inbox r
email I click and drag into the appropriate folder to get it [ = —>2-0
out of my Inbox. If | need to look back to that email | I Y !
have 90 days to do so, but keeping my Inbox to a AT
minimal number of emails helps keep me organized and S ==
above water. o M

2. Use the Arrange by filter in the Inbox to help find things e
quickly. It defaults to date and you can change it to
oldest/newest on top, or search in many other ways. o
Click on the Arrange By bar at the top of the Inbox the
get the drop down menu. e

3. Did you know that you can click and drag a mail

message to your calendar? If | have an email that needs to be an appointment | simply

click and drag that message to the calendar button on the lower left and let go. The

original message is still in the Inbox but an appointment window will open with the

message contained. Easy to do and very helpful.

Need to mest - Appointment

etc.

Start time: [Wed 10/13/2010

x| [zooen -
=| [230em =l

Endtime: [Wed 10/13/2010

&2 show As: | Wl Busy RS ‘Q EIEl (4] Private
L= { High Importance
uling | & Reminder 15minutes - Recumence Time Categorize Spelling
Zones - 4§ LowImportance -
Options % || Proofing
Cantlicts with anather appointment on your Calendar,
Subject:  [Need to meet S t d t t - |
Loaatian: | € up ae, ““e, |

From:
Sent:

Holechek, Terence
Wednesday, October 13, 2010 1:44 PM

To: Holechek, Terence

Subject: Need to meet

I am having trouble with my ActivPanel and need you help. Could we meet next week? | have planning for 9:50-10:50 each
day.

Thanks,

Me

—

Original Message
is contained.

In Shared Folder: G| Calendar

Terry Holechek
Staff Development
Carroll County Public Schools

Created: October 2010
Updated: April 5, 2011



