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Tips & Tricks
for Microsoft Office Outlook 2010

This handout is simply an outline to be used as a guide in class. Microsoft Outlook 2010 offers many ways to

accomplish different tasks. The steps below identify at least one way to accomplish a task in Microsoft Outlook
2010.

Add a Favorite
Easily access a folder by showing it as a favorite. In the Mail view, right-click the folder and click Show In
Favorites.

* Ll Projects
- Registra -
L) RS5 Fee| [ MNew Folder..

Open in Mew Window

R LJ Rename Folder

L& Tech Cei

_ .. |44 CopyFolder

[ Training .
i3 Move Folder
Lg4 Delete Folder
~§ Mark All as Rgad
%23 Clean Up Eolder

W Delete All

@haw in Favorites )

Process Marked Headers

’fﬁ' Properties...

The folder is added to the Favorites folder which is shown at the top of the folder list in the Mail view.

Drag & Drop

Drag and drop a message from a folder to your calendar e Calendar iy the folder list. For example, place an
item from one of the MSU newsgroups on to your calendar quickly by dragging it from the newsgroup folder on
to your calendar. This creates a new appointment for your calendar.
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NEW! Quick Steps

The first time you click on a pre-built Quick Step, other than Reply & Delete, a prompt will display, enabling
you to customize it to fit your work style. On the Home tab, in the Quick Steps gallery, click the Create New
command to create a new Quick Step.

5 Fall 2010 = To Manager -

24 Team E-mail & Done

; Reply & Delete & Create Mew -
Cuick Steps

Sorting
To quickly and easily sort by a specific field, click on that field name. To sort in descending order, click the
field again. To sort by multiple fields, hold the Shift key on the keyboard while clicking on each field.

Search Inbox (Cirl+E) 2
' [O [0 From To Cc Subject Received Size =
Field Chooser @
Choose a Field
1. In the Inbox, right-click on one of the fields (From, To, Subject) and click Frequently-used fields [=]
Field Chooser. Auto Forwarded -

2. Click and drag any of the fields from the Field Chooser box onto the bar next || categories
to an existing field. Remove fields from the bar by dragging the field to the Contacts

Field Chooser box. = =
NOTE: Choosing All Mail Fields from the drop down list shows you a full Created
list of e-mail fields. Do Not AutoArchive
Due Date
Who are you sending to? (villw; mit wall; leh jo; helpdesk;) Flag Completed Date
No need to enter the full address or complete name of the recipient for your e- Flag Status
mail message or meeting request. If they are in the global address list or your Fallow Up Flag
contacts, simply type part of their name in To:, Cc:, or Bee: and press tab to T
move to the next box. You can also use the keyboard shortcut Alt-K or click the — il
Check Names button on the toolbar to resolve the address. - o~

Moving People Around (Dragging Addresses Between To, Gc, and Bcc)
When composing or replying to an e-mail message in Outlook, you can easily rearrange the names of the people
receiving the message by dragging their names between the To, Cc, and Bcc address fields.

Link Up (Entering hyperlinks into an e-mail message)
Create a hyperlink in an e-mail message by typing the link and pressing the space bar or the Enter key.
You can also add a link by following the steps below.

Enter text and select the text. Q

Click the Insert tab. =

Click the Hyperlink button in the Links group. Hyeerlink

In the Insert Hyperlink box, enter the link in the Address box that you want the browser to open when the
link is clicked.

5. Click the OK button.

b=

NOTE: CTRL + K is the keyboard shortcut to open the Insert Hyperlink dialog box.
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L2 oS

E-mail Address

Insert Hyperlink
Link to: Text to display: [M3U
Look in: | My Documents E|
Existing File ar
Web Page . Fragments - Bookmark. ..
Current My Data Sources il
Folder i
Flace in This @ My Pictures
Document Browsed , My Received Files B
Pages My Videos
ﬂ My Web Sites
Create New Recent , DneMote Motebooks
Document Files | Dutlook Files
| Snaglt e
Address: http: ffmnsu.edu |Z|

Saving a File Attachment
In the Preview Pane of the message, click on the attachment and drag and drop it into a folder on your
computer, such as My Documents.

Saving Multiple Attachments Simultaneously
1. Click the File tab and click Save Attachments.

T

Save As

Wy save Attachments

Info

.

2. When the Save All Attachments dialog box opens, click OK.

-

Save All Attachments

e

Attachments:
inviteFINAL . pdf
rsvpFIMAL. pdf
insert_083010.pdf
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3. Select the folder where you want to save all of the files and click the OK button.

0| Save All Attachments — Iﬁ
@u'| | « Documents » My Documents » 7 |“‘?|| Search My Documents 3
Organize New folder 5| - (7]
0 | Fragments
Bl Desktop = My Data Sources
__,.g_LlI:lrarles @ My Music
j Documents @ My Pictures |
| My Documents . My Received Files
. Public Documents @ My Videos
gl] leffries, Shannon L M)r Web Sites
rJ7 Music | OneMote Motebooks
E=| Pictures , Outlook Files
B videos Snaglt
A Jeffries, Shannon L | Visual Studio 2005
1% Computer -
Folder name: My Docurments
Tools = [ oK ] l Cancel

RESEND - Sending the same message to the same recipients again =] Actions |
1. From the Sent Items folder, open the sent message.
2. Inthe Move group, click the Actions button.

3. Click Resend This Message... A new message is created and can be il Recall This Message...

altered before sending. 53 Resend This Message

Edit Message

UNSEND - Recall a message that you’ve sent View in Browser
1. Open the sent message you want recalled. =]  Other Actions .
2. Inthe Move group, click the Actions button and click Recall This —

Message.

3. To recall the message, click Delete unread copies of this message. To replace the message with another
message, click Delete unread copies and replace with a new message. To be notified about the success of
the recall or failure for each recipient, select the Tell me if recall succeeds or fails for each recipient check
box.

4. Click the OK button and then type a new message.

Recall This Message &J

Some recipients may have already read this message.

Message recall can delete or replace copies of this message in redpient Inboxes,
if they have not yet read this message.

Are you sure you want to:

(@ Delete unread copies of this message
() Delete unread copies and replace with & new message

Tell me if recall succeeds or fails for each redpient

[ OK, ] [ Cancel
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Forwarding an Outlook Contact or Contact Group
Send contacts to other people by clicking the contact or group you want to send. Click the Forward 5_@&

Contact button in the Share group on the Home tab in Contacts. Click As an Outlook Contact. Formard

Contact -
A new e-mail message is created with that contact or group included as an attachment. Enter the e-

mail address of the people you want to send the contact to and click the Send button. When the recipients
receive the message, all they have to do is to drag the attachment onto the Contacts folder and it will be added
to their contacts.

Mapping an address

1. In Contacts, open the contact whose address you want to locate.

2. Choose the address you want to find on a map — Business, Home, or Other.

3. To the right of the address, click the Map It button. A web browser will open and display a map of the

selected address.

Map It

Display Nonconsecutive Dates in Outlook Calendar

1. On the left side of the window in the Date Navigator (the small calendar that displays the current month),
click the first date you want to view.

2. While holding down the CTRL key, click any other dates you want to view. (To remove a date from the
display, click it again.) You can display up to 14 nonconsecutive days.

Using Plain English on a Date Field (AutoDate)
Type “next week” or “Christmas” in a date field and Outlook will format the date automatically for you. You
can also type in a firm date such as the following: 9-25 or 10/05/12

Moving Appointments
Drag and drop any appointment from a day on the weekly or daily calendar to a date on the date navigator
(monthly calendar on the left) to reschedule.

Over Quota?!

Faculty and staff members receive 1 GB and students receive 300 MB for their accounts.

1. At the bottom of the Outlook window, right click on the status bar.

2. Click the Quota Information command to turn on this feature. Your available quota will display in the
status bar on the bottom left side.

Customize Status Bar

Cjuota Information Off
v | Filter
v | Items in View 272
v | Header Items in View
v | Unread Items in View
v | Reminders 1
v | View Shortcuts
v | Zoom 1003
v | Zoom Slider
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AutoArchiving
AutoArchive automatically moves items from their original location in Outlook to an archive file folder.
AutoArchive is on by default and runs every 14 days.

Using AutoArchive
1. On the File tab click the Options command. Click the Advanced tab then click the AutoArchive Settings...

button.
Qutlook Opticns @Iﬂ—hj

pe

General , . ) -
_lm_r ?{ET{?&EUHOOK in this ERinbox
Mail :
[C] Empty Deleted ems folders when exiting Outlook
Calendar i
AutoArchive
Contacts )
= Reduce mailbox size by deleting or moving old _ -
Tasks J items to an archive data file, AutoArchive Settings... e
Mot dl |
otes and Journa Reminders
Search i
;.:E‘ Show reminders
Mobile 4 .
;Pljaljc'nrglrnlnder reminder.wav
Language
Export
l Advanced I po

. . I:} Export Outlook information to a file for use in other
Customize Ribban ﬁ programs.

Cuick Access Toolbar

RSS Feeds
Add-Ins |
j |:| Any RSS Feed item that is updated appears as new
Trust Center m [7] synchronize RSS Feeds to the Common Feed List [CFL) in Windows ]
’ QK l [ Cancel ]
b = e = - |

2. Inthe AutoArchive box, if you choose to keep this on, adjust the settings. If you choose to turn this off,
click the checkbox at the top. Click the OK button when finished.

Autolrchive ﬁ

[¥]Run Autodrchive everyi |14 |- days
Prompt before AutoArchive runs
During AutoArchive:
Delete expired items (e-mail folders only)
Archive or delete old items
Show archive folder in folder list
Default folder settings for archiving

Clean out items older than |6 =

(@ Move old items to:

C:\Usersyillwe, CAMPUS \Documents O

() Permanently delete old items

[ Apply these settings to all folders now ]

To spedfy different archive settings for any folder, right-dick
on the folder and choose Properties, then go to the
AutoArchive tab.

[ Ok, ] [ Cancel
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Out with the old (Archiving)
When archiving, the items in the folder are removed from the folder and placed in a .pst file that you specify.
1. On the File tab, click the Cleanup Tools button then click the Archive command.

!
="

Cleanup
Tools - —
Toeees 1419 GB
_ ! Mailbox Cleanup...
MManage mailbox size with
advanced tools,

% Empty Deleted Items Folder . . . .
@ s to help organize your incoming e-mail

P tly delete all it ] :
i:m:%eer:eédit;ﬁsafnlljgs fve updates when items are added, changed, o

i I_.lJ Archive...
J Fove old items to Archive
Folders in the folder list,

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted Items and
archiving.

2. In the archive dialog box, click the folder to be archived.

Click the drop box to specify a date for archiving. This will archive items OLDER than the date specified.

4. VERY IMPORTANT: Click the browse button to specify a location for the archived file and give the file
an appropriate name with a .pst extension.

5. Click the OK button.

[98)

[ Archive ﬁ1

(") Archive all folders according to their AutoArchive settings
@) Archive this folder and all subfolders:

13

4 1% shannonjeffries@mnsu.edu

2 |1 Inbox |(41) ‘
2% Drafts [22]
=7 Sent Items

. (&l Deleted Items [258]
[ Account - Frontier (1)
1‘@ Calendar
85 Contacts

[ |

[ Conversation History -
Archive items older than: | Wed 3/1/2010 IEI
Incude items with "Do not AutoArchive™ checked
Archive file:
M:\My_Private_Files\My Docs'ymail\disneycruise.p
[ oK ] [ Cancel ]

6. The archiving status will be displayed at the bottom of the screen in the status bar.

Archiving —
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Opening an Archived File

1.

Save As

Wy save Attachments

Send / Receive

Click the File tab, Open, Outlook Data File.

|w Home

Folder View

— €8 Open Calendar

(rrrTEErTY
(£ o
Info - g
Open 2 —H  Open Outlook Data File
[ Open an Outlook data file {.pst).
Print '—l

2. Locate the file. Once you find the file, click on it and click the OK button.

Open a calendar file in Outlook (.ics, wves).

| 0] Open Outlook Data File

S —

e8]

-,
@u'| . <« My_Private_Files » My Docs » mail

-_— -

- ‘ +y | | Search mail

I

Organize «

S MavDISKE (M:)

| My_Private_Files
. SRECYCLE.BIM

.. Fragments

. My Data Sources

W My Docs
./ SRECYCLE.BIM
. AutoRecowver

| Certification

Mew folder

Mame

5] bootcamp.pst

L@J dc.pst

Date modified

9/15/2010 4:51 PM
9/15/2010 4:51 PM

=~ 0 @

Type

Cutlook Data File
Cutlook Data File

|21 fall2008.pst

11/19/200911:19 ...

Cutlook Data File

H L@J surmnmer2008. pst

L@] windowsxp2004.pst

. Douglas Stewart Madiscn

| Downloads

. Fragments

11/19/200911:19 ...

8/2/2010 11:26 AM

Cutlook Data File
Cutlook Data File

v |l

m

| |

File name: fall2008.pst

Tools

- | Outlook Data File (*.pst) v

- Lok i |

Cancel ]

3. This will create a set of archive folders on the folder list on the computer you are working on.
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UNDELETE!!

Have you ever deleted mail from your Deleted Items folder and then wanted to retrieve it? In most cases, you
can with Outlook 2010.

1. In the Folder list, click the Deleted Items folder.

2. On the Folder tab in the Clean Up group, click the Recover Deleted Items button.

é_’*%

Yy
Recover

Deleted Items

3. Click the item you want to recover. To select multiple items, click the first item then hold down CTRL and
click additional items.

5/ Recover Deleted Items . - . [ = | (=] ﬂJ

I . o 1 E
B | %
Subject Celeted On From i+
| Committee Meeting 9/21/2010 9:51 AM L4
~=|How to Build Maobile Content 921/2010 11:50 AM  Mancy Munro
.= Back To School With LabStats 921/2010 11:50 AM  Computer Lab 5c

- KnowledgeStart Diversity & Indusi... 9212010 11:50 AM  info@knowledge
“~|How Do ¥YOU Convey Professionali... 9/21/2010 11:50 AM  Lisa

.~ Last Chance - Register Today: Un... 9/21/2010 11:50 AM  CGS Events i
-~ Last Chance to Register: Tipson ... 9/21/2010 11:50 AM  Brian Holland
-~ Leadership Webinars - LAST CHA...  3/21/2010 11;50 AM  Business.Solutior |}
o] Live Streaming Tomorrow - Free R... 9/21/2010 11;50 AM  Federal Compute
~~|RE: Fall - Mew Technology, Tips, a... /212010 3:05FM

| Register now for the #1 Security ... 9/21/2010 3:24FPM

~~|RE: SAVE THE DATE - Professional... 9/21/2010 3:29 PM

- Call for Papers 9/22/2010 3:20 AM Society for Appli
=] eFolio information 9222010 9:15 AM -
1| 1] [ 3

(=
4. Click the Recover Selected Items button. —

The items will be returned to your Deleted Items folder. Some items may no longer be recoverable because the
system has limited the amount of time to approximately two weeks that deleted items are stored on the server.

NEW! Outlook Social Connector

The People Pane for the Outlook Social Connector appears below the Reading Pane in the Inbox.

Add providers for your social networks:

1. Click the View tab, click the People Pane button then click Account Settings...

2. In the resulting dialog box, click the social network you want to be connected to
and enter the requested information.

|E|E

People
Pane =

3. Click the Connect button. v | Mormal
4. Click the Finish button once the service is connected. Minimized
5. Click the Close button on the last dialog box. off

Account Settings...
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F Y
Microsoft Dutlook — - [

Social Network Accounts
Connect Cutlook to your online sodal networks by selecting the networks below and logging in.
To connect to additional social networks dick the “View socdial network providers available online™
limk:.
h‘iew social network providers available online
i + [@LinkedIn @ X =
] Connected as: shannon.jeffries@mnsu.edu N
| < B MySpace > X !
1l ll
| Connected as: shannonjeffries@charter.net
| + & Windows Live Messenger > X
i Connected as: villws@mnsu.edu A
il | « EdFacebook > X
Connected as: villws@mnsu.edu
] . I
| My Site |
L]
URL Address: |
Uzer Name: | | i
I Password: | |
i Barnarmbar i naccunredl S
i ; . —
I Privacy Statement Connect
F B
Microsoft Qutlook — -— S5
Congratulations?
¥ou have successfully connected to the following social networks:
My Site
If you exchange e-mail with 8 member of these social networks, that person's updates appear in
Cutook.
. |
L I
| |
1l i
]
||
| |
L 1
i i
|
Close
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Help Me!

e Press F1 in Outlook
e http://www.microsoft.com/outlook
e MSU Help Desk
> 3" floor of Memorial Library
> 389-6654
» helpdesk@mnsu.edu to e-mail the Help Desk
» http://helpdesk.mnsu.edu to input your own call ticket

KEYBOARD SHORTCUTS

Inbox and Messaging

Press To
Ctrl+Shift+] Switch to Inbox
Ctrl+Shift+O Switch to Outbox
Alt+Enter Display message properties
Ctrl+A Mark All
Ctrl+Shift-B Open Address Book
Ctrl+C Copy selected text
Ctrl+D Delete selected message
Ctrl+E Opens People Search Dialog
Ctrl+F Forward selected message
Ctrl+Shift+F Open Message Search Dialog Box/Advanced Find
Ctrl+N Create new message
Ctrl+P Print selected messages
Ctrl+R Reply to the author of selected message
Ctrl+Shift+R Reply to author and all recipients of selected message
Ctrl+U Marks message as unread
Esc Close window
Press To create or open this item
Ctrl+Shift+A Appointment
Ctrl+Shift+C Contact
Ctrl+Shift+E Folder
Ctrl+Shift+J Journal entry
Ctrl+Shift+L Contact group
Ctrl+Shift+M Message
Ctrl+Shift+Q Meeting request
Ctrl+Shift+N Note
Ctrl+Shift+K Task
Ctrl+Shift+S Post in this folder

Page 11 of 12




Calendar

Press To
Day/Week/Month view

Alt+# (1-9) View from 1 through 9 days
Alt+0 (Zero) View 10 days
Alt+Hyphen Sign Switch to weeks
Alt+Equal Sign Switch to months
Left Arrow Go to the previous day
Right Arrow Go to the next day
Alt+Down Arrow Go to the same day in the next week
Alt+Up Arrow Go to the same day in the previous week

Day view
Home Moves to the beginning of your work day
End Moves to the end of your work day
Up Arrow Select the previous block of time
Down Arrow Select the next block of time
Page Up Moves the selected block of time up screen by screen
Page Down Moves the selected block of time down screen by screen

Shift+Up Arrow Or Down Arrow

Extend or reduce the selected time

Week or Month views

Home Go to the first day of the week

Page Up Go to the same day of the week in the previous 5 weeks

Page Down Go to the same day of the week in the next 5 weeks
Date Navigator

Alt+Home Go to the first day of the current week

Alt+End Go to the last day of the current week

Alt+Up Arrow Go to the same day in the previous week

Alt+Down Arrow Go to the same day in the next week

Alt+Page Up Go to the same day of the previous month

Alt+Page Down Go to the same day of the next month
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