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A New Interface!

Microsoft Outlook 2010 has new features to help you organize your emails more effectively. The r
conversation feature enables you to organize email threads as conversations. Use thibbuwwfor
better search, and customized quicksteps.
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NavigationPane

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

Message list (Inbox)
Lists the email messages you receive. You caamange the view of your inbox accordingytour
preference.
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Reading Pane
Quick view of your messages. The reading pane shows your messages adtiially opening it.

People PanéOutlook Social Connector)
A new area in Outlook where you view and access information that the Outlook Sooia¢ctor. 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 wepeevious versions of Outlook
and is madeup of a series of tabs that group related commands together. Each component of Out
(email, calendar, contacts) his own ribbon, withbuttons 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 scree
can also addcustomizerdditional icons to the Quick Access toolf@AT) The QAT allows you to
quickly get to the commands you use the most.

To customize:

dick the small downward arrowocated to the right of the Quick Access Toolbar.

The Customize QuigkcessToolbar menu will appeatlicka commandto select
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Backstage View

Backstage View replaces the traditional fle mgmuK S o6 O1 & ( | 3 S& LINBED A RISA |
managing your documenklany settings that are not directly related to creating or managing accou
items and or printing are now located in the Backstage Vi&dickthe Filetab to access backstage
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Info ¢ Contains theprint command, as well as print previgiote: Print and Print Preview are now
combined. Once you click print the document is automatically previealedy with othercommands
and settings
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gpl Modify settings for this account, and configure
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Clean up your Mailbox el
Manage Rules and Alerts

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.

Automatic
Replies
| Mailbox Cleanup
E)\} Manage the size of your mailbax by emptying Deleted items and
archiving,
Cleanup
Tools -
199 GBfree of 2 GB
o Rules and Alerts
a Use Rules and Alerts o help organize your incoming e-mail
- messages, and receive updates when items are added, changed, or
ManageRules | remove: d
& Alerts

Change Color Scheme

The default color scheme of Microsoft Office 2010 is silfevo
additional color schemes are availabl@lack and blue

Qutlook Options S

[l [ Generat
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£} General options for

Mail

Calendar User Interface options
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1. C|ICk the Flle tab Color scheme: | Blue |«
2. Click Options

3. Under User Interface options, in the Color scheme litick Blue,
Silver,or Black

Note: If you change the color scheme in Outlook the color will apply to a
your other Microsoft Office 2010 programs
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Creating Signatures in 2010
Tocreateelectronicsignatures toautomaticallyattach to your email messages

1. Click on the File talbo access Backstage View
2. Click on the Options link S
3. Click the Mail option S — e
4. Click on the Signatures button —
5. ClickNew and follow prompts to create your Com =) s
signature. [ LRI [ TR
6. Click new messages that your signature can go | me s s s
out with every new email message. i bt
7. Click Replies/forwardsf you want your signature
to be includel when replying or forwarding an

email message.

See your Schedule When Accepting a Meeting

When you get a meeting invite, Outlook now — g
displays your schedule right in ti@ox, soyou | == 0 % 4 4 o2
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Respond to an Email with a Meeting R equest

When you receive an email message, you can respond with a meeting requesting by clicking a bu
1. With the email message selected. dick the Meeting buttonon the ribbon,

and 3. Outlook creates a meeting with all theople listed in the messagd.he ;ﬁ ;f F;j},d
body of the email is automatically placed in tmeeting notes for you. -
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My calendar won't update the trng room?? Is it possible for me to
8- Contucts reserve the trng room on Monday, April 18® from 10 - 11 a.m.? | just

reslized this would conflict with the Monday sessions. if you're offering
o] v it that week. Actually, 1030 ~ 11:30 would work.. this way, you could
- still hold the other session from 9:30 - 10:30 and | could attend that as
well
| otter it

Let me know what vou think




