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Managing a
calendar

he Microsoft Outlook 2013 calendar simplifies the burden of keeping

and maintaining a schedule of meetings, appointments, events, and
tasks. At a glance, you can quickly see your agenda in daily, weekly, or
monthly views. With Outlook, you won't have any excuses for missing a
lunch date or forgetting a meeting.

You can use Outlook to keep track of recurring meetings or events so that
you don’t have to manually enter these items each time they take place.
For example, you might have a weekly staff meeting that takes place every
Friday from 9:00 to 10:00 A.M. Make it a recurring meeting, and Outlook
blocks out that day and time. Similarly, if your PTA meets every third
Tuesday of the month at 7:00 P.M., you can set Outlook to schedule that
meeting, as well.

Outlook includes an alert that displays a message prior to your calendar
meeting, appointment, or task so that you won’t forget it. For example,
you can set up Outlook to display a reminder of an upcoming meeting two
or three days before its occurrence. If you need to prepare a presentation,
document, or other item for the meeting, you give yourself ample time to
do so. You then can “snooze” the reminder so that it gets your attention
again later, but perhaps only three hours prior to the meeting.

In this section:

Viewing your calendar

Using the To-Do Bar

Adding appointments
Adding and modifying events
Adding meetings

Modifying meetings and tracking
responses

Inserting Outlook items, documents,
and Excel objects into calendar items

Attaching a file or document to a
calendar item

Sharing calendar information

Printing calendars
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Viewing your calendar

You can view your Outlook 2013 calendar in several different
formats. Day view is an hour-by-hour view of your daily sched-
ule, whereas Month view shows your schedule for the entire
month. The Date Navigator is a small calendar with which you

Use the calendar views and Date Navigator

1 At the bottom of the Folder pane, click the Calendar icon.
2 View the week’s meetings and appointments.

3 To display the current day in the current view, click Today.
(continued on next page)

@ TIP You can access the current, last three, and next three
months by clicking the month name in the Date Navigator. This
is handy if you want to jump back a few months or jump forward a
month or two.

TRY THIS! Click at the left side of a week in the Date Naviga-
tor to show that week’s items.

128

Viewing your calendar: Use the calendar views and Date Navigator

can navigate quickly to a specific day, week, or month. The
To-Do Bar consolidates all of the features of task list, Date Navi-
gator, and appointment list into one task pane.
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Use the calendar views and Date
Navigator (continued)
6 Click Month to see a month'’s schedule.

7 The displayed date range is highlighted in the Date Navigator.

130 Viewing your calendar: Use the calendar views and Date Navigator
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Using the To-Do Bar

The To-Do Bar lets you view other information in the Calendar
view as well as calendar items. In addition to showing a small
calendar, you can use to choose a day to view (in place of the

Use the To-Do Bar
1 On the ribbon, click the View tab.

In the Layouts group, click To-Do Bar and then, in the drop-down
list that appears, choose Calendar

Any items for the current day appear in the To-Do Bar.

4 Again, in the Layouts group, click To-Do Bar and then, in the drop-
down list that appears, choose People.

(continued on next page)

TIP Choose the Minimized option from the To-Do Bar
submenu to make the To-Do Bar automatically hide at the edge
of the Outlook window.

)
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Folder pane, for example). You can also view contacts that you
have added to your Favorites as well as upcoming tasks.

1
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Use the To-Do Bar (continued) 7 6

. . |
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Adding appointments

An appointment in Outlook 2013 is an activity you enter for a to occur. As mentioned earlier, Outlook also lets you set a
specific time that, unlike a meeting, doesn't typically involve reminder that flashes on your screen and plays a sound to alert
other people or resources. When you schedule an appointment,  you to the appointment. To learn how to set a reminder, see
you block out a day, a time, and a location for that appointment  page 164.

Add an appointment with the menu 2 1
I

1 Select a block of time for the appointment.

BE O Calendar - chili@ pilspinTays777.anmicrosoft.com - Micrasoft Outlook T @ -0
HOME  SEND/RECEVE  FOLDIR  VIEW

El E: [.jz m E E El Ea B2 week E @ [ Share Calendar [search People

2 Maonth =Y 3 Publish Online « 773 Address Book
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2 On the Home tab, in the New group, click New Appointment.
(continued on next page)
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@ TIP Keep your appointment subjects as short as possible so

that they're easy to read in the Calendar view.
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Add an appointment with the menu (ontinued) 7 3 4 5

. |
3 Type a SUb‘JGCt. H 0 4 ¢ Dentist - Appointment 7T H - O %
4 Type the location of the appointment. APPOINTMENT  |INSERT|  FORMAT TEXT  REVIEW
. . . ] 2] App 1 [ ] >
5 Adjust the date and times, if needed. o X & Sche g Abistant E@ ﬁ & (O Q
. Save & Delete o B ? Lync Meeting Invite ~ Options  Tags  Zaoom
6 Add notes if you want. Close N Meeting ~ Notes  Aftendees  ~ -
. Actions Show Lync Me... Meetin.. Attendees Zoom -
7 Click the Save & Close button. .
Subject ‘Dent\st |
Location Dr. Patel's Office - |
Start time Maon 12/10/2012 |12:00 P - | [] All day event
End time ‘ Mon 12/10/2012 ] |1:oo PM - |

@ TRY THIS! If you'd like to add extended information about an

appointment, click in the text area at the bottom of the
Appointment window. Type a longer description here, such as direc-
tions to the appointment location, important information about the
appointment, and so on.

134 Adding appointments: Add an appointment with the menu
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Add an appointment right on the calendar RS - J %
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5 Click the Save & Close button. e | |
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@ TIP If you use Outlook with a Microsoft Exchange Server

Dunny sy

account, others can easily see your free/busy time. They will

siffttime | Mon 12702012 m) [z00m -] A day et

" . . enflume [ Mon 12102012 B [scomm - o
know when you're busy and can schedule meetings with you based on e Eos 4
8- g a e heck on how his project
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Other Calendars 5

@ TRY THIS! To categorize the appointment, right-click the

appointment, point to Categorize, and then, on the submenu
that appears, click a category. 3 5
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Adding and modifying events

In Outlook 2013, an event is an activity that runs for 24 hours
or longer. An example of an event is a weeklong conference or
seminar that you attend. Events display as banners at the top of
the day and run from midnight to midnight, so they don't take

Add the event
1 On the Home tab, in the Arrange group, click Work Week.
2 On the calendar, select one or more days.

3 Type the subject for the event.

@ TIP To add an all-day event to a day other than the current

day, display the week or month, right-click the day, and then, on
the shortcut menu that appears, click New All Day Event.

@ TRY THIS! You can add more information about an event to

the text area at the bottom of the Event window.
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up blocks of time on the calendar. This display method leaves
room in your calendar for you to show appointments or meet-
ings that you might schedule during event days.
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Modify an event

Double-click the event to open it.
Change details of the event as needed.
Choose a free/busy option.

Click Save & Close.
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The selected days now show as Out Of Office (purple).

S o CALENDAR TOOLS  Calendar - chill @TailspinToysTTT.onmicresoft.com - Microsoft v, 7 @ — O X%
HOME SEND / RECEIVE FOLDER VIEW APPOINTMENT
X 3 @’ .’Q.' Bswowas Oree -] % M Frimte
pegd Fl _)u i i 5% . v . My importance
n Delete Forware eetin mvite |Recunrence  Categarize
- . Mot | Attons | ¥ Fieminder: |None T & Lowimportance
Adtions Meeling Notes Altendees ptiens Tags ~
<
4 ‘Nowember 2012 I3
4% Dec10-14 MewVodo Y - B TS0 [ Catenor e (@) P
SU MO TU WE TH FR SA
2 29 30 3 1 2 3 MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
e L 10 11 12 13 14
Bovoownen
£ Vel
R R R
EHS O+ ¢ s Vacation - Event 7T M- 0% &
IVENT  INSIRT  FORMATTEXT  REVIEW
(] Appointment

2 X=a

19 Scheduling Assistant

B o

:,:,! Z[Oree B Reconence

F
O free

rQ

4

|
2

Save B Delete (3 . Lync  Meeting  Invite \Zones  THO5 Zoom
Close . Meeting  Notes  Amtendees B Working Bsewhere -

Adtions Showe Lync Mee... Meeting... Attendees oo~

B Tentate
acatio
sufea n B o
Lefption W Outof Office £
sfieme fruransooe m 2ooam | [y ry—
enfume Jriznaaon B z00am

] 6 = CALENDARTOOLS ~ Calendar Microscft Ow.. T - o x
HOME SEND / RECEIVE FOLDER VIEW APPOINTMENT
3 0B & Bows momwo - O [ i
Con D ot Mg e e el Gt | L
T e Oy Dec10-14 Newtorme < S e Goen ]
mmwno1s worosy ruesoy weonEsDar humsoay s
RTERET .
Bvnuwsen 0 L ke 1 L
. . = . i
TIP You might already have events entered in your Calendar o = o
folder without even knowing it. When you create a new contact G iasers |
|| o
in the Contacts folder and include a birthday or anniversary for the JEREREERA T |
contact, Outlook schedules that date as an event in the calendar. SoSne s
Lotlb Ly ev (b et U | F7ts i Hll
4ty Calendars, 1
i i?s-'s?;’lw
SEE ALSO For information about setting up contacts, see e catencars 3
“Working with contacts” on page 41. L i
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Adding meetings

A meeting is an activity (often a physical meeting or confer-
ence call) that involves other people and sometimes resources.
A resource can be a conference room, VCR, slide projector,
telephones, laptop computer, or other equipment. Usually, a
meeting involves you and at least two other people (but can

Create a meeting

1 At the bottom of the Folder pane, click the Calendar icon to open
the Calendar folder.

2 Select a date.
Select a block of time for the meeting.

4 On the Home tab, in the New group, click New Meeting.
(continued on next page)

@ TIP You can use the Scheduling Assistant to help you find a
time that is open for all invitees, and you can also identify
available resources. To switch to the Scheduling Assistant view, on the
Meeting tab, in the Show group, click Scheduling Assistant. Plus, as a
follow-up, you can use the Tracking button on the Meeting tab to see
which attendees have responded to your meeting request.

certainly be just you and one other person). Outlook sends a
meeting invitation to every person you designate, and they
can accept or reject the request or propose a new time for
the meeting.

4 3
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Create a meeting (ontinued
5 Click To.

6 In the Select Attendees And Resources dialog box, choose the
attendees and resources from the Address Book, or type the
addresses manually.

7 If the invitee must attend, click Required.

8 If the invitee isn't required to attend, click Optional.

9 Click OK when you are done.

10 In the Subject box, type a description of the meeting.

11 Add notes, directions, or comments for the meeting as needed.

12 Choose a room, or type the location of the meeting in the
Location box.

13 Click Send.

A CAUTION Make sure that your attendee list has correct email
addresses. If you attempt to send the meeting request to

someone not in one of your address books, Outlook informs you that
the person can't be validated.

@ TIP When you type your meeting subject, keep it short but
descriptive. “Team Meeting” might not be enough if people are

members of multiple teams. Use something specific like “Development
Team Meeting” for your description.

6 —
& Cindy White

7/

LY e -
—

8
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| Name Title
& Adam Carter

& Ben Martens

& Chris Hill

Business Phone Location Depal

& Florian Voss
Ghandi Building B
& Gurinder Singh
& Jeff Ford
& Jeff Hay
Jeff Price
& Jim Boyce
Karen Berg
Katie Jordan

2188672155

Chris Sells; Eric Gruber; Jeff Price; Karen Berg: Katie Jordan

| |
4 Optional -> | |
| |

| Resources ->

g [ om

5 10 12

5+ ¥ = Q1 Planning Meeting - Mesting ? @ - 0O X
TING ~ INSERT ~ FORMBTTEXT  REVIEW
1= i EE]
= Appolntment tﬁ @ ﬁ}:g E T ]ORecur. nce | O\
§S scheduling Assistant % @Timegones
Delete 03 nc  Meetng  Cancel m. [smintes | Pusreer kg ags  oom
Meeting Notes  Invitation €] -
Adions Show ynf{Mee.. Meeting..  Attendees Opfons 5 Zoom A
0 vou haven't fent this meeting invitation yey Rbom Finder =X
Tou. Chris Selle; I Eric Grdber; ' Jeff Price; 7/ Karen Berqg; '/ Katie Jordan
M December2012 b
subject Q1 Planming Meeling ol Mo Tuwe ™ Frosa
Location -] | rooms.. ] ’; 3‘7 ’5 }; 37 ;
Starttime | Tue 12/11/2012 [10:00 At <] [ &t day event ; :g :; :; ;3 ;l 12;
Endtime | Tue 12/11/2012 [1100a - 2f 2425 26 27 28 29

E! HETH RN R

Plase be prepared to discuss your strategies for cu\

: Good DFEW .Ponl

tnpose an available room:

Mone

13

I
11
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Modifying meetings and tracking responses

After you create a meeting in Outlook 2013, you can add or
remove attendees, add notes and attachments, change it to an
online meeting, and make other changes. You can make these

Edit a meeting

1 Open an existing meeting.

2 Change attendees, subject, and location for the meeting, as
needed.

3 Add notes or attach documents if needed.

Click Send Update to send an updated meeting invitation.

@ TIP You can reschedule a meeting simply by dragging it to a
new location on the calendar. Regardless of the method you use

to move the meeting, Outlook can automatically send an update to all
attendees that includes a notice of the new day and time.

140 Modifying meetings and tracking responses: Edit a meeting

same types of changes with a new meeting invitation before
you save it. You can also track which invitees have responded to
your meeting invitation to find out who will attend.

1
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Track attendee responses 3 1 2
|

1 Open an existing meeting request. Then, on the Meeting tab, in the g0 o« - ar e Xl T 2 d) 7l
Show group, click Scheduling Assistant. MEETING | INSERT | FORMATTEXT  REVIEW
- [ Apgpintment Y ) EB o [r
2 View attendees’ free/busy times and adjust meeting day and time E*;ﬂ ; [ Schfuing Assistare EE M@:g ol o | oo Tome ZO‘
Meeting * i Tracking - Meeting Notes  Attendees- &1 = -
aS needed Adions Show Lync Meeting Meeting Notes Attendees Zoom A
. . . . . 1 .
Again, on the Meeting tab, in the Show group, click Tracking. Esend o 1o - Tuesday, December 14, 2012 Room Finder ~ %
3:00 4:00 800 AM  9:00 10:00 11:00 12:00 PM

4 Uecempber 2012 B

View response status for each attendee.

Su Mo Tu We Th Fr Sa
25 26 @& 28 29 30 |
345 6 7 8
10 11 12 13 14 15
16 17 18 19 20 21 22
23 2425 26 27 28 28
N2 3 405

View online status.

S U A W

On the ribbon, on the Meeting tab, click Appointment to return to o
the Appointment page, and then click Send Update. [Jeooa [Jrair WllFosr

Chaoose an available room:
None

T

[AdaAttendees... || 0BHONS 7| gptpime  [Twetzmieorz [ [ooam -

Add Rooms... Endtime  [Tuet/maoiz [ [1100AM -

MEusy [Z Tentative [l Out of Office [ Working Elsewhere [N Mo Information [T Qutside of working hours

PR - .
6 4

BEHSO|v = U1 Planning Meeting - Mesting 7@ - 0O x
MEETING ~ [INSERT ~ FORMATTEXT  REVIEW
E!q = [EE Appointment @ m ) == 23 ™ Q
X F2 Scheduling Assistant » € g
Cancel @ . Lync Mesting Contact Ogtions Tags  scom
Meeting t5 Iracking ~ Meeting Notes Attendess~ £ 7 M -
Actions Show Lync Meeting Meeting Notes Attendees Zoom ~
The Tolluwing respunses Lu Whis meeling have been received:

Attendance |Response
JREERRETOaRL2Ey Hons
Required Attendee None
Required Attendec Accepted
Requirea Attenaee none
Required Attendes Hone
Required Attendee HNone

@ SEE ALSO For information about the Address Book and adding
new contacts, see “Working with contacts” on page 41.

lick here to add a name

@ TIP Outlook provides the Scheduling Assistant to help you set
up meetings with other people in your organization. The
Scheduling Assistant lets you see other people’s schedules if they have
mailboxes in the same Exchange Server environment.

5
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Inserting an Outlook item into a calendar item

In Outlook 2013, you can insert objects, files, and Outlook items  example, if you are having a meeting to discuss a project with
into your calendar items. The capability to insert Outlook items an outside partner, you can insert the partner's contact(s) into
means that you can insert contacts, email messages, and other the meeting invitation so that other attendees will have them.
Outlook items into an appointment, meeting, or event item. For

Add an Outlook item 2 1
. . . . . | |
1 With an appointment, meeting, or event open, on the ribbon, click gk o 4,| . o e L T 7 2] ZAlA
the Insert tab. MEETING  INSERT = FORMATTEXT  REVIEW
By 2~ A B B Hypedink [ETetBox~ 2 DropCap Tl Equation ~
2 In the Include group, click Outlook Item. A[ﬂj . = E‘ @ & W1 " Bookmark [ Quick Paris~ 3 DatedTime € Symbol -
ttach Otlnok Tahle  Pictures Online Shapes -
File  ltem - Pictures ~ @” 4 WordArt~ [ Object £= Horizontal Line

(continued on next page)

Include Tables Ilustrations Links Text Symbols -~

@ Attendee responses: 1 accepted, 0 tentatively accepted, 0 declined. Room Einder ™%

_ To.. | |7 ChosSels; | Eric Gruber;  Jeff Price; | Karen Berg; | Katie Jorden |
=1 4 December201z b
eng | SubiEct |Q1 Planning Meeting | Su Mo Tu We Th Fr Sa
e | ogation | [ rooes. || HoMa o om
Start time |Tue|sz2mz |10:wAM ,| [] Al day event 9 10 11 12 1314 15
16 17 18 19 20 21 22
End time |Tue|sz2mz |1‘!:DGAM v| 23 2425 26 27 28 29
30304 2 3 45
Please be prepared to discuss your strategies tor Q1. [[]Good [[]Far [l Poor
Choose an available room:
None
Chris Hill Notems D H H N .

@ TIP Outlook uses an item-specific icon to indicate the type of

Outlook item that you can insert, such as a note icon for a note
item or calendar icon for a calendar item.
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Add an Outlook item (continued)

3 Inthe Insert Item dialog box, select the Outlook folder in which the
item is stored.

4 Select the Outlook item thatyou want to insert from the Items list.

5 Click OK.

6 The selected item now appears in the comment field.

7 Click the Meeting, Appointment, or Event tab and then click Save &

Close (for an appointment or event) or Send Update (for a meeting).

TRY THIS! To insert the text contained in a contact rather
than the contact address card itself, in the Insert Item dialog
box, select the Text Only option.

©)
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Look in:
[Na] P - 1
4 3 chill@failspin oys777.onmicrosoft.com A oK
[ Inblox (3)
7 Drafts [3] __Cam:el
] Sert ltems Insert as
5 Defeted Hems (3) O Text only
Endar @ Attachment
4 [55] Contacts | Osnorteut
[Z5] lune Chntacts
ltems:
Oi|@ |FILED AS ¢ | JoB TITLE | company [~
Abercrombie, Kjm CFO Contoso
Abrus, Luka
[l Ackerman, Filar
Akers, Kim Wingtip Toys
Arts, Ties
Bermejo, Antonio
5 O+ v s Q1 Planning Mesting - Mesting ? B - O %
MEETING | INSERT = FORMATTEXT  REVIEW
iy 2- % ’_—\ @ OB SHpelink ElTetBor  “DopCap- T Equation -
- o 5 O 11 " Bookmark [E QuickParts~ B3 Date & Time {2 Symbol -
ook Table Pictures Online Shapes ~
tthm . Pictures ~ @i+ 4 wordart- [T Object 4= Horizontal Line
de Tables INustrations Links Text Symbols ~
responses: 1 accepted, 0 tentatively aceepted, 0 declined. Room Finder - X
| To.. | || ChrsSele; | EricGruber; | JeffPrice; | KarenBerg; | Katie Jordan
4 December2012 b

Subject |q1 Planning Meeting

- Rooms...

- | [] ANl day event

Location [

5‘ ‘10:DOAM
5‘ ‘11‘DDAM -

starttime  [Tue 127112012

Enatime  [Tue 12112012

e prepared to discuss your strategies for Q1.

Please

Pilar Ackeriman

Chris Hill Noftems

anR -

SU MO lu We In Fr %3
25 26 @ 28 29 30 A1
2 345 6 7 8
9 10 11 12 13
16 17 18 19 20
23 2425 26 27
30 3100 2 3 4

[ ]Good []Fair [ Poor

Choose an available room:

5
22
29

5

Mone
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Attaching a file or document to a calendar item

In many situations, you might want to attach a document attach a project plan, financials from Microsoft Excel, or
or other type of file to an Outlook 2013 calendar item. For a report.
example, if you are meeting to discuss a project, you might

Attach a file 2 1

1 1
1 With an appointment, meeting, or event open, on the ribbon, click H SO0 "I= 1 Plapiga Moy Bk ? B S
MEETING INSERT FORMAT TEXT REVIEW
the Insert tab. g 2- % r‘I:I @ @ B & Hypelink [ElTedBox- 25DiopCap~ 7L Equation -
2 In the Include group, click the Attach File button e Outook 4 Tabe pcures e spapeg U1 Eokr B qukpeen Momestine @ameer
9 p: : File ltem . Dictures  + T A WordArt- [ Object £= Horizontal Line
. . . . Include Tables llustrations Links Text Symbals PN
3 In the Insert File dialog box, select a file location.
 Attendee responses: 1accepted, O tentatively accepted, 0 declined. Room Finder X%
4 Select the file that you want to insert. [ [[ o | [cmschs Socanbe Haitoes ek | e 2
5 Click Insert. 3 4

(continued on next page)

+ ﬁ v Libraries » Documents » Search Documents p-l

Organize » MNeg folder H= E @

S -
[ Microsoft Outlopk MName Date modified Type

|\ Outlook Files 11/4/20121:28PM  File folde
7 Favorites ! Snagit 9/21/20123:11PM  File folde
B Desktop D Mew Text Document.bet 9/24/201211:24 AM  Text Doc
j Downloads Q1 Projects and Goals.doox 11/11/2012 1:57 PM Microsoft]
‘] Recent places Site visit agenda.docx 9/24/20129:43AM  Microsoft
I test.oxps 11/4/2012 1:15 PM

[ Libraries
@ Documents
J Music
|k=| Pictures
' Videos

o Homearoun n

File name: | Q1 Projects and Goals.docx v ‘ |AII Files (**}

Tools ~ | Insert |v| | Cancel
1

@ TIP To delete a file, item, or object from a calendar item,

select the item and press Delete.
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Attach a file (continued) 7
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6 The added file appears in the comment field. RPN el Tl e 7 2] A
. . . . MEETING INSERT FORMAT TEXT REVIEW
7 Click the Meeting, Appointment, or Event tab and then click Save & : : . :
. . [ﬂj @u' 2- @ F @ r<>f) T S rypetine  ElTedBux-  ASDiopCapr  TT Eyualion -
Close (or, for a meeting, click Send Update). - = M1 P Bovkmak | B QuickParts- BB Datc&Time | € Symbol -
Attach Outlook Table Pictures Online Shapes i T .
Fild  Item - Pictures -~ @+~ 4 worgart- I object 4= Horizontal Line
Indude Tables INustrations Links Text Symbols ~
O Jtendee resp 1 accepted, 0 ively accepted, 0 declined. Room Finder ~ %
= To... 1" Chris Sells; " Eric Gruber; | Jeff Price; " Karen Berg; | Katie Jordan o Decemberzonz ¥ A
seng | Subeet ‘m Planning Mesting | Su Mo Tuwe Th B Sa
Usiste | ocon | T weems. | G L T Tu
Start time ‘Tunztnp_mz |1(xl]l)AM +| [ AN day event l,s W\g 1; 1\; ; ; ;
End time ‘Tu! 12/11/2012 |11:DDAM - 23 24 25 26 27 28 29

]

Pilar Ackerman Q1 Projects and
Goals.docx

Please be prepared to discuss your strategies for Q1.

IFdwre wre

3030z 5 a5

[]Good []Fair [ Foor
Choose an available room:

None
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Inserting the contents of a document into a calendar item

Sometimes, you'll want to insert the contents of a document calendar item makes it possible for you and others to view those
into an Outlook 2013 meeting or other calendar item, rather contents without opening the attached source document.
than attach the item to it. Inserting the contents into the

Insert contents of a document 1 3
. . . . . |
1 With an appointment, meeting, or event open, on the ribbon, click Tgo o+ o O [TS R WIS r o) A
the Insert tab. MEETING OCCURRENCE | INSERT ~ FORMATTEXT ~ REVIEW
fpr 55~ rf) T B Hyperlink [ TedtBox-  “ DipCan U Equation ~
2 Click in the notes area of the item. U == E‘ a8 [ W1 1 Bockmart 2 QuickParts- T Do & Time 2 Symbsl-
Attach Outlook Table Pictures Online Shapes - 7
File  ltem - Pictures ~ @47 4 wordart  [Topject i= Horizontal Line
3 Back on the ribbon, in the Text group, click ObJect. Include Tables Hlustrations Links Text Symbols ~
(continued on next page) | @ fin ey e D e Room Finder %
Ben Martens; Eric Gruber; JeffFord; I Jeff Hay; Masato Kawal; | Karen Berg; 4 Decemberzoiz »
E Shond Su Mo Tu We Th Fr Sa
Send Subject |wuxly)(arlMutmq 25 (26 |27 126 23|30 1
Update 23 45 6 7 8
Location |Ghand\ " Rooms... 9 10 11 12 13 14 15
e 16 17 18 19 20 21 22
Start time |Mnn 12/10/2012 E ‘kmm v| || Al day event 23 24 25 26 27 28 29
Endtime | Mon 12/10/2012 @ [11:00 am - oare
[]Gooa []Fair [ Poor
Choosc an available room:
Hone
Ghandi
CheisHill Noeers D B - .

@ TIP Because you can add objects from a file, you can also
embed a portion of a spreadsheet or other type of document in
the appointment item for reference. For example, if you are discussing

a project issue list in a meeting, you might embed the issue list from an
Excel spreadsheet in the meeting request so that the participants can
review it before the meeting.
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Insert contents of a document (oninued) 4 g

4 In the Object dialog box, click the Create From File tab.

5 Click Browse.

Create New | Create from File|

6 In the Browse dialog box, locate and select the object that you want File pame:
to add | Baetiect]
Click Insert.
[7] Link to file
In the Object dialog box, click OK. . [l Dispiay as con
(continued on next page) . Inserts the contents of the file into your
Bh document so that you can edit it later using
the application which created the source

file,

1 » Libraries » Documents » v & Search Documents -]
Organize Mew folder = - m @
A
Ea Microsoft Qutlook Name Date modified Type
|/ Custom Office Tenjplates 1171172012 345 PM File folder
¢ Favorites |/ Outlook Files 11/4/2012 1:28 PM File folder
B Desktop L Snagit 9/21/2012 311 PM  File folde
|8 Downloads FY¥13 Projects.xlsx 11/11/2012 5:45 PM  Microsoft)
5 Recent places D Mew Text Document.txt 9/24/201211:24 AM  Text Doc
Q1 Projects and Goals.docx 1/11/2012 1:57 PM - Microsoft]
(4 Libraries Site visit agenda,docx 9/24/2012 %45 AM  Microsof]
Docurments 1 test.oxps 11/4/2012 1:13PM - OXPS File|
J Music
[&] Pictures
B videos
#& Homearoun 24 i e
File name: | FY13 Projects.xdsx v| |anFiles () v|

Tools = Ii u Cancel i
7
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Insert contents of a document (oninued) 10 9

9 Verify that the added object appears in the comment field. |H 9|0+ v - Weekly Stsff Mesting - Mesting Occurrence TE - 00X

MEETING OCCURRENCE INSERT FORMAT TEXT REVIEW
10 Click Save & Close (or Send Update). bz | B- B S Hypeiick  ElTotBor-  A=DropCap- 7L Equation -
for Send Update 2 E @R o

> Bookmark Quick Parts - 2 Date & Ti € Symbal~
Uutlool lable  Pictures Unline Shapes ” > Bookmark. | (€] Quick Pa o Date & Time -
Ae 4 WordAt~ 7] Object #= Horizontal Line

Item - Pictures - @+
Indude Tables llustrations Links Text Symbols A

0 dfcurs eved Monday effective 10/29/2012 from 5:00 AM to 11:00 AM : -x
endes refponses: 0 accepted, D tentatively accepted, 1 declined. Room Finder
_é [EI Ben Martens; || Eric Gruber; | JeffFord; | Jeff Hay; | Masato Kawai; | Karen Berg; ‘ 4 Decemberz012 b
E ghand. Su Mo Tu We Th Fr Sa
send | subjeat |W!zk\y§laﬂMeEling ‘ 25| (261 (27 281 1560 501 1
Update 2345678

Lofation |Gr|ann| - HRooms... 9 10 11 12 13 14 15

16 17 18 19 20 21 22

stfttime  [Mon 12102012 200 AM -] [ Al day event 23 24 25 26 27 28 29
3031234 5
Enftime  [Mon 12102012 11:00 AM B
[]Good [T]Fair Poer
a1l Q2 a3 Chouse an available rovm:
Prujecl P1 P2 P3 Pa P> PG 4 i Wene
51 Ghandi
Hairy Bear
Monster Craze
4] ]
e e

@ TIP To create a new object, such as an Excel worksheet, in the

Insert Object dialog box, select Create New. When you click OK
to insert the object, you then create the new object in that object’s
native application (such as Excel).
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Inserting an Excel object into a calendar item

You can insert a blank Excel object into a calendar item. This
makes it possible for you to edit spreadsheet data within the
calendar item itself. This capability is useful when you want to

Insert a blank Excel object

1 With an appointment, meeting, or event open, on the ribbon, click
the Insert tab.

2 Click in the notes area of the item.

3 Back on the ribbon, in the Text group, click Object.
(continued on next page)

@ TIP Outlook adds a reminder to each meeting you create. The
default is 15 minutes, but you can either change the default or
change the reminder for a specific meeting. To change the reminder for
one meeting, On the ribbon, on the Meeting Occurrence tab, click the

Reminder drop-down list. To set the default reminder time, on the
ribbon, click the File tab to display the Backstage view. Click the
Options tab and then, in the Outlook Options dialog box, choose
Calendar. In the Default Reminders drop-down list, select the desired
reminder time.

7: MANAGING A CALENDAR

be able to enter values and calculate data that doesn't exist yet
in an Excel file.

1 3
| |

BEEHS O+ &= I Weekly Staff Meeting - Meeting Occurrence 7 @ - O %
MEETING OCCURRENCE ~ INSERT ~ FORMATTEXT ~ REVIEW
gy 2~ e ink [ TextBox= 2=DopCa T Equation ~
A8 p Cap q
- il > Bookmark [E QuickParts~ 3 Dfte & Time ) Symbol -
Attach Outlook Tahle Dnrhm-c Online Qhappc .
File  Item . Pictures - 4 WordArt~ [~ Object 4= Horizontal Line
Include Tables Ilustrations Links Text Symbols ~
@ Occurs every Monday effective 10/29/2012 from 3:00 AM to 11:00 AM : - %
Attendee responses: 0 accepted, 0 tentatively accepted, 1 declined. Room Finder
Ben Martens; ' Eric Gruber; [l Jeff Ford; ™ Jeff Hay; I Masato Kawai; "/ Karen Berg; | 4 December2012 b
3 Tou.
=1 - Shandl SuMo Tu We Th Fr Sa
Send | Subject Weekly Staff Meeting | 25| 261 |27 1281 |29 I56] 1
Update 2 3 45 6 7 8

Location Ghandi 9 10 11 12 13 14 15

-] | Rooms.

v| [] All day event

16 17 18 19 20 21 22
23 24 25 26 27 28 29
20/ 571 N 120 IS0 0 s

[[]Good [[]Far [l Poor

Choose an available room:

Stattime  [Mon 121102012 |#00am

Endtime  |[Mon12/10/2012 [11:00 am -]

None
Ghandi

Chris Hill Noftems

] | R — v
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Insert a blank Excel object (ontinued

4 In the Object dialog box, click Microsoft Excel Worksheet on the
Create New tab.

Click OK.
6 Add values and formulas as needed in the Excel object.

On the ribbon, on the home tab, use editing tools to modify or
format the Excel data.

8 Click the Formulas tab to access additional Excel commands
and features.

9 Click in a blank area of the notes field to stop editing the
Excel object.

10 Click Send Update to send the meeting item with the embedded
Excel object.

TIP Reminders display even if the Calendar item is overdue.
For example, if an event was set for Saturday and you didn‘t

J

turn on your computer that day, the next time you start Windows the
reminder for that event appears. You can dismiss the reminder at that
point.

150

4

— T —

Create New ‘ Create from |

e |

Object type:

Bitmap Image

Microsoft Equation 3.0
Microsoft Excel 97-2003 Wo
Microsoft Excel Binary Workd

ksheet
heet

Microsoft Excel Chart

Microsoft Excel Ma{m-Enaied Warksheet

Micrasoft Graph Chart

v

Result

Inserts a new Microsoft Excel Worksheet

B,
Em object into your document.

D Display as icon

10
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H ®- - =
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
o X General  -| ES Conditional Formatting - | = Insert = &, - A7
. _'J Ba- B I U~ A x =E-|$-% * [EFromatasTable- F¥Delete - [T~ -
aste ol
~ - DA == - WA [27 Cell Styles~ & Format- & -
Clipboard Font 5 signment 5| Number & Styles Cells Editing
| Al M Ed
O Occurs every Monday effective 10/29/2012 from 9:00 AM to 11:00 AM
Attendee responses: 0 accepted, 0 tentatively accepted, 1 declined.
= To.. | |7 BenMartens; I Eric Gruber; [ Jeff Ford; I JeffHay; Karen Berg; | Ghandi
- supject |w:=my Slaff Meeling
UPEt | Location  [Ghandi -] | Rooms..
Start time |Mnmz.f10fzmz @ %00 AM -‘ [] Al day event
Endtime [Mon 12/10/2012 @ 11:00 AM -]
A B C D E F G - ;
| N &
Z
L -
ChrigHill No ftems. ﬂ H H H ~
| |
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Sharing calendar information

With Outlook 2013, you can share Calendar information with user of any Internet-connected mail program. You should use
others. You can forward a Calendar item by email to other iCalendar when you schedule meetings with people who don't
Outlook users, or you can forward an iCalendar item to any use Outlook.
Forward a calendar item 1 2
1 Open an existing meeting item. On the Meeting Series tab, in the =K I Weekly Staff Meeting - Mesting Series T @ - 0 x
Actions group, click the drop-down arrow on the Forward button. NSERT  FORMATTEXT  REVIEW
™ =) Appointment ) CJ EE >
2 Choose Forward. (R = B9 Scheduling sistent E@ @ € = of [ Q
Cancel [ % i Lync Meeting Contact Options  Tags  Zoom
. . Meeting = -+ Trackina_~ Meeting Notes  Attendees- £17  ~ -
3 Add one or more recipients in the To box. adia 3 Forward lymc Mieeting Meeting Notes  Attendees Zoom ~
@ Forward as iCalendar
4 C“Ck Send. ﬂAtter.___._P_.__._____,_.___._wtatwe\yacceptedjdechned.
H © & + & s P Weekly Staff Meeting - Recurring Meeting ?EH - O %
RECURRING MEETING ISERT OPTIONS FORMAT TEXT REVIEW

X : = 0 AttachFile ™ Follow Up -
B B I U : B & 07 Attach ltem = ! High Importance

Mames Zoom
- [ signature~ ¥ Low Importance

Basic Text F] Include Tags o Zoom -~

! To.. | | imBoyce

Subject FW: Weekly Staff Meeting

Send Location  Ghandi

‘When Occurs every Monday effective 10/29/2012 from 9:00 AM to 11:00 AM
From Chris Hill

————— Original Appointment--—

From: Chris Hill

Sent: Sunday, October 28, 2012 2:33 PM

To: Chris Hill; Ben Martens; Eric Gruber; Jeff Ford; leff Hay; Masato Kawai; Karen Berg

Subject: Weekly staff Meeting

When: Occurs every Monday effective 10/25/2012 from %:00 AM to 11:00 AM (UTC-08:00) Pacific
Time {US & Canada).

Where: Ghandi -

@ TIP If you forward a calendar item that has an attachment,

that attachment is forwarded along with the calendar item.
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Forward an item as an iCalendar item 1 2

1 Open an existing meeting item. On the Meeting Series tab, in the I PR P vl O L B 2 ) T
Actions group, click the drop-down arrow on the Forward button. EETING SERIEF | INSERT  FORMATTEXT  REVIEW
H - [=] Appoirfment Y ] = »
2 Choose Forward As iCalendar. x =] oo (L2 L2 e 5 o Q
Cancel 5% E?S‘hm g Assistant Lync Meeting Contact ‘Iﬂ; Options Tags  Zoom
H . . Weeting B :x Trackings ~ Meeting Motes Attendees & 7 M M
3 The iCalendar attachment appears in the Attached field. a6y Forward o meetg| woeting mates|  pioamtee oo .
4 Add one or more recipients in the To box ﬂAﬁEr,EE,.;‘,,,F‘:Tfria,sl,cjl,ei‘iir,,,1tatwe\ya((epted,1 declined.
p . 11 instances of this recurring appointment conflict with other appeintments on your Calendar.
5 Add notes as desired. = To.. | |1 BenMartens; I Eric Gruber; I JeffFord; I JeffHay; | Masato Kawai; | Karen Berg;  Ghandi;  Jm Bovee |
. seng | SUEiet ‘Weekly Staff Meeting ‘
6 Click Send. Yedte | ocation | Ghandi -] | Rooms..

Recurrence  Occurs every Monday effective 10/29/2012 from 9:00 AM to 11:00 AM

6

ElH © & 1t 4 5 FW: Weekly Staff Meeting - Message (
MESSAGE | INSERT ~ OPTIONS  FORMAT TEXT

=y X 11 Aoa gzl D AdachFilg
P BB B I U -5 &% 07 Attach Iter
Pase R Names
- ¥ A === % - ¥ signature
Clipbpard Basic Text Include

T | Jim Bovcee; | 5
=1
Ce. |
Send

Subject | FW: Weekly Staff Meeting

attached | ] weekly Staff Meetingics (3 KB) s s 3

@ TIP iCalendar is for communicating with people who don’t use
Outlook. If you want to forward a calendar item to someone

Jim Qoyce Noltems

who uses Outlook, on the Actions menu, click the Forward command,
or, in the Actions group on the meeting form's ribbon, click Forward. 4
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Printing calendars

You can print your Outlook 2013 appointment calendar,
such as your daily or weekly appointments, meetings, and

Print your appointment calendar

1 Open the Calendar folder, click the File tab to display the Backstage
view, and then click the Print tab.

In the Printer section, choose a printer.
In the Settings section, choose a calendar style.
Preview the results.

Click Print.

vui A W N

TIP You can print your calendars in Daily, Weekly, Monthly,
Tri-fold, Calendar Detail, and Memo Style. Try printing your
calendar in each one of these styles and then pick your favorite one.
@ TRY THIS! Print your appointment calendar at the beginning
of each week so that you can keep track of all your upcoming
events, appointments, and meetings. As schedules change, such as a

)

meeting being delayed or canceled, make these changes on the hard
copy as well as in Outlook. If too many changes occur, you might need
to print a fresh calendar.

7: MANAGING A CALENDAR

events, or you can print an individual calendar item such as a
meeting item.

Calendar - <hill@TaitspinToysT7T.onmicrasoft.com - Microsoft Outlook

Account Information

/) chill@taispintoysTT7.onmicrosol fLeom
LA Microsoft bxchange
4 Add Account *
L | Account and Social Network Settings
‘1} Change settings for this account or set up more
Account cannections.
1 Settings. = Access this account on the web.
hitps//by2prl3.outisok.com...777.onmicrosott.com/
= Connect to social networks.
Change
Automatic Replies (Out of Office)
« Use automatic replies to notify others that you are out of office, on vacation, or

5 2 3 4
|

[Calendar - <hil@®TailspinToysT77.onmicrosoft.com - Microsgit Outlook 7T - 0%

Pript

= :em be printed anf then

= click int December 9, 2012 -

gt Dacember 15, 2012
Printer
w- ;I:;:.WKN‘S cument Wiite -
[ Print Options
Settings

B oo A - e E—

E Weekly Agenda Style

m Weekly Calendar Style M el

m Monthly Style

Tri-fold Style

b Calendar Detsie Style _ | | 1 |

a1 Jorr v =]
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Print a calendar item
1 Open the calendar item that you want to print.

2 Click the File tab to display the Backstage view.

TIP

)

154 Printing calendars: Print a calendar item

(continued on next page)

If you want to print to a printer other than the default
one, click the Printer drop-down list and select the printer.

1
|
|

Q1 Planning Meeting - Meeting

MEETING | INSERT ~ FORMATTEXT  REVIEW
APPninlment Ex\ E} Q 2 o > Q
2i
9 Scheduling Assistant & €
L . Lyne Meeting Contact Options Tags  Zoom
£5 Tracking - Meeting Notes  Attendees= &7~ -
Show Lync Meeting Meeting Notes.  Attendees Zoom ~
) Attendee responses: 1 accepted, 0 tentatively accepted, 0 declined. Room Finder * %
- To.. | |/ chiis Sels; I Eric Gruber; I JeffPrice; I Karen Berg; | Katie Jordan
=1 4 December2012 b
eng | SuPiEct |0J Flanning Meeting Su Mo Tu We Th Fr Sa
Update 251 26 Bl 28 29 30 [
Location | <] | rooms.. 2 34567 8
Start time |Tue‘\2/'11,‘2012 |‘HJ:DGAM v‘ [ All day event Gl 10 BEM 12 oS RIS A1
16 17 18 19 20 21 22
End time |Tuewzf11;zmz |11:00AM v‘ 23 24 25 26 27 28 29
303 Mz 3 4[5

Please be prepared to discuss your strategies for Q1.

™
B
Pilar Ackerman Q1 Projects and
Goals.docx

Oone -

Chris Hill Na rems

[|ceod []Fair [ Poer

Choose an available room:

None




7: MANAGING A CALENDAR

Print a calendar item (ontinuea) 6 3 5
3 Click the Print tab and then, in the Printer section, choose a printer. ]
1 Planning Meeting - Meeting 7 - 0O %
1 4 choose other print options such as printing attachments in addition @
to the meeting item. nfo Print
5 Preview the results. 1 Spedfy how you want the
. . é‘ iternfto be printed and
6 C||Ck Prlnt. Save As therfclick Print.
Prin
Save Attachments '
Print Printer
T @ RM;:;(;SO&XPS Documenth._v
[, Print Options |

Office Account

Settinfs

Options
Memo Style

a1 Jof1 » BB

@ TIP Attachments within an item will not print automatically,

but you can use the Print Options button on the Print page to
print the attachments.
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Index

A

Account Settings button, File tab
cached Exchange mode, 16, 230
Mobile Notifications, 178, 182, 184
Outlook data files, 228, 237
Social Network Accounts, 92

Add Account button, File tab, 27, 29

Address Book
adding contacts in, 105
closing, 40
Contacts folder included in, 40
multiple address books in, 38
opening, 38
searching, 39
selecting contact group members

from, 41-42
selecting email recipients from, 36
sending email from, 40
viewing contacts in, 105

Address Book button, Home tab, 38

Advanced Find dialog box, 111-112

alerts. See also reminders
for Calendar, sent to mobile

phone, 182-183

for email, sent to mobile phone, 184-185

for SharePoint calendars, 189
anniversaries for contacts, events for, 137
appointments

adding, 133-135

attaching files to, 144-145

Excel objects in, 149-150

forwarding to others, 151-152

inserting file contents into, 146-148

inserting other items into, 142-143
printing all, 153

printing a specific appointment, 154-155

Archive Folders, 222
archives. See also backups
archiving items, 222-223, 243
AutoArchive options for, 241-242
backing up, 242
recovering items from, 243
Attach File button, Insert tab, 102, 144, 172
attachments
to Calendar items, 144-145
to email
adding, 58-59
included in forwarded emails, 77
not included in replies, 76
opening, 74
saving, 75
to tasks, 172-173
audio
for Lync online meetings, 202
voice calls
starting from IM, 207
starting from People Hub, 208-209
AutoArchive feature
options for, setting, 241-242
running, 222-223
AutoDiscover, setting up email account
using, 27-28

Backstage view, from File tab
Account Settings button
cached Exchange mode, 16, 230
Mobile Notifications, 178, 182, 184
Outlook data files, 228, 237
Social Network Accounts, 92
Add Account button, 27, 29
Cleanup Tools button, 222
Exit button, 22
Open & Export button, 232, 235
Options button
AutoArchive, 241
default email format, 249
holidays, 251
workweek, 250
backups
of archives, 242
of PST files, 237-238
restoring archives, 243
restoring PST files, 239-240
birthdays for contacts, events for, 137
Business Card view, for contacts
mapping contacts using, 113
viewing contacts using, 104, 109

C

cached Exchange mode, 16-17, 230-231
Calendar folder
alerts, sent to mobile phone, 182-183
appointments in
adding, 133-135
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inserting other items into, 142-143
Date Navigator for, 128-130
events in
adding, 136
anniversaries as, 137
birthdays as, 137
inserting other items into, 142-143
modifying, 137
Excel objects in, 149-150
filesin
adding as an attachment, 144-145
adding contents of, 146-148
deleting, 144
forwarding items in, 151-152
holidays for, setting, 251-252
meetings in
adding, 138-139
inserting other items into, 142-143
modifying, 140
reminders for, 149
rescheduling, 140
Scheduling Assistant for, 138, 141
tracking responses to, 141
online meetings in
attendees, options for, 203-204
audio options for, 202
creating, 200-201
joining, 202
printing all items in, 153
printing a specific item in, 154-155
SharePoint calendars in
connecting to Outlook, 188-189
modifying, 190-191
Today option for, 128
To-Do Bar with, 131-132

views of
Day view, 129
in Inbox, 12

Month view, 130

266 First Index Level One

Weather bar in, 15
work hours for, setting, 250
workweek days, setting, 250-251
Card view, for contacts
adding more fields to, 120-122
mapping contacts using, 113
viewing contacts using, 104, 109
categories
adding, 117, 214-215
assigning to an item, 212
for contacts, 117
deleting, 214, 217
editing, 117
multiple, assigning to an item, 212-213
renaming, 216
for tasks, 163
Categorize button, Home tab, 212, 213, 216
Categorized Mail search folder, 219
Cc line, Message window, 36
cell phone. See mobile phone
Change View button, View tab, 32
Cleanup Tools button, File tab, 222
clicking method, selecting, 5
Close button, 22
contact groups
creating, 41-42, 105
sending email to, 43
sharing, 41
Contacts folder. See also People Hub
adding contacts
with contact form, 98-99
from email, 97
from social networking
accounts, 95-96
anniversaries for contacts, events for, 137
birthdays for contacts, events for, 137
categories in, 117
editing contacts, 44
emailing contacts, 123-124

favorite contacts, in To-Do Bar, 131-132
files in contacts
adding, 102-103
opening, 103
removing, 102
folders in, user-defined, 115-116
included in Address Book, 40
inserting contacts into Calendar, 142-143
items in contacts, 100-101
mapping contacts, 113-114
phoning contacts, 125
presence of contacts for IMs, 205, 207
searching contacts, 109-112
sending IMs to contacts, 125-126
SharePoint contacts in
adding contacts to, 194-195
connecting to Outlook, 192-193
copying Outlook contacts to, 195
social networks for contacts
activities, viewing, 107-108
connecting to, 13-14
status, viewing, 106
views of
in Address Book, 105
Business Card view, 104, 109, 113
Card view, 13-14, 32, 104, 109, 113,
120-122
choosing, 104
filtering, 118-120
List view, 104
People view, 104, 109
Phone view, 32, 104

D

data files
archiving items to, 243
backing up, 237-238
creating, 228-229



on Exchange Server, 227, 230-231 E
exporting items to, 235-236
importing items from, 232-234

IM, sending from, 205-206
Inbox view for, 20

ellipsis (...) button, folder pane, 24 inserting into Calendar, 142-143

email accounts

moving to another computer, 228, 234 - . . junk email

. associating signatures with, 52 . . I
opening, 228 retrieving email from each separately. 67 adding sender to junk mail filter, 79-80
restoring from backup, 239-240 9 P y filtering, 78

types of, 227
Date Navigator, 128-130
Day view, for calendar, 129
Deleted Items folder, 70, 224
emptying, 225
moving items out of, 224
size of, checking, 223
viewing, 224
delivery receipts, for email, 246-247
distribution groups. See contact groups
document libraries, SharePoint, 196-197
documents and files
adding to Shortcuts page, 258
in Calendar
adding as attachments, 144-145
adding contents of, 146-148
deleting, 144
in Contacts
adding, 102-103
opening, 103
removing, 102
saving email attachments to, 75
saving email to, 71-72
in Tasks
adding as attachments, 172-173
adding as hyperlinks, 170, 172
viruses in, checking for, 75
domain, blocking email from, 80
Drafts folder, 23, 62
moving email to Outbox folder, 64
viewing email in, 63-64

setting up
with AutoDiscover, 27-28
manually, 29-30
email messages. See also Inbox folder
alerts, sent to mobile phone, 184-185
Calendar preview with, 12
contacts from, adding, 97
copying text in, 46
creating, 21
Deleted Items folder, 224
emptying, 225
moving items out of, 224
size of, checking, 223
viewing, 224
deleting, 8-9, 70
delivery receipts for, 246-247
drafts of
moving to Outbox folder, 64
viewing, 63-64
editing, 44-46
file attachments to
adding to an email, 58-59
included in forwarded emails, 77
not included in replies, 76
opening, 74
saving, 75
flags for, setting, 8-9, 88-89
formatting, 37, 47-49, 248-249
forwarding, 10-11, 77
forwarding Calendar items in, 151-152
HTML in, adding, 47, 248, 249
HTML stationery for, 54-55
hyperlinks in, entering, 48

removing sender from junk mail
filter, 80
marking as read or unread, 8-9
moving text in, 46
Office themes for, 54
Outbox folder, 220
pictures, inserting in, 56-58
preview of, 25, 69
printing, 73
priority (importance) of, setting, 246
reading, 68-69
read receipts for, 246-247
receiving
automatically, 66
manually, 61, 67
recovering deleted email, 70
reminders for, setting, 88
replying to, 10-11, 76
rich text formatting in, 47
rules for organizing
creating, 81-87
running manually, 83
saving to a file, 71-72
sending
automatically, 53, 60
to contacts, 123-124
manually, 60-61
sent, viewing, 62
signatures for, 50-53
status of, icons for, 9
status report for tasks, sending, 168-169
writing, 36-37, 40
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events
adding, 136
anniversaries as, 137
attaching files to, 144-145
birthdays as, 137
Excel objects in, 149-150
forwarding to others, 151-152
inserting file contents into, 146-148
inserting other items into, 142-143
modifying, 137
printing all, 153
printing a specific event, 154-155
Excel objects, in Calendar, 149-150
Exchange Server
appointments viewed by others, 135
cached Exchange mode with, 16-17,
230-231
calendar alerts using, 182-183
configuring mobile phone with, 178-181
email notifications using, 184-185
GAL (Global Address List) for, sharing, 192
location of Outlook data with, 227
version requirements for, 179
Exit button, File tab, 22
exporting
items, 235-236
ribbon customizations, 259

F

Facebook. See social networking accounts
file attachments
to Calendar items, 144-145
to email
adding, 58-59
included in forwarded emails, 77
not included in replies, 76
opening, 74
saving, 75
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to tasks, 172-173
file formats
for email, 72
for Outlook data files, 227
files and documents
adding to Shortcuts page, 258
in Calendar
adding as attachments, 144-145
adding contents of, 146-148
deleting, 144
in Contacts
adding, 102-103
opening, 103
removing, 102
document libraries, SharePoint, 196-197
saving email attachments to, 75
saving email to, 71-72
in Tasks
adding as attachments, 172-173
adding as hyperlinks, 170, 172
viruses in, checking for, 75
File tab
Account Settings button, 92, 178, 228, 237
cached Exchange mode, 16
Add Account button, 27, 29
Cleanup Tools button, 222
Exit button, 22
Open & Export button, 232, 235
Options button, 33, 50, 52, 241
default email format, 249
holidays, 251
workweek, 250
filtering
junk email, 78-80
views, 118-120
flags for email, 8-9, 88-89
folder pane, 23-24
collapsing or hiding, 20
customizing view of, 255

ellipsis (...) button, 24
Mail button, 23
moving folders on, 255
People button, 95, 98
Shortcuts page, adding, 256-258
showing or hiding, 253-254
Tasks button, 158, 160
folders
adding to Shortcuts page, 258
Archive Folders, 222
archiving items in, 222-223
Calendar folder. See Calendar folder
Contacts folder. See Contacts folder
creating, 220, 229
Deleted Items folder, 70, 224
emptying, 225
moving items out of, 224
size of, checking, 223
viewing, 224
deleting items in, 224
Drafts folder, 23, 62
moving email to Outbox folder, 64
viewing email in, 63-64
Inbox folder, 23, 68, 220
Calendar preview in, 12
deleting email from, 70
new messages in, 68
number of messages in, 67
opening, 23
recovering deleted email, 70
sorting messages in, 68
unread messages in, 67
list of, viewing, 24
moving email to automatically, 82
moving items between, 220-221
Notes folder, 8
Outbox folder, 220
manually sending email from, 61
moving email from Drafts folder to, 64



search folders, 218-219
Sent Items folder, 62
Tasks folder. See Tasks folder
types of, 23
user-defined
for contacts, 115-116
Folder tab, New Folder button, 115, 220
Format Text tab, 248
formatting
email message, 37, 47-49, 248-249
IM (Instant Message), 205
Forward button, Home tab, 77

G
Global Address List (GAL), 192

H

Help, accessing, 34

holidays, setting, 251-252

Home tab
Address Book button, 38
Categorize button, 212, 213, 216
Forward button, 77
Junk button, 78, 79, 80
New Appointment button, 133
New Email button, 36, 43
New Items button, 41, 162
New Lync Meeting button, 200
New Meeting button, 138
New Task button, 162
Reply button, 76
Rules button, 81, 83
Work Week button, 136

HTML
including in email, 47, 248, 249
saving email as, 72

HTML stationery, 54-55
hyperlinks
including in email, 48
inserting in tasks, 170, 172

iCalendar items, forwarding, 152
images, inserting in email, 249
IM (Instant Message)
font for, setting, 205
inviting more people to, 206
presence of contacts for, 205, 207
sending from email message, 205-206
sending from People Hub, 207
sending to contacts, 125-126
voice calls from, 207
importance (priority), of email, 246
importing items, 232-234
Inbox folder, 23, 68, 220. See also email
messages
Calendar preview in, 12
deleting email from, 70
new messages in, 68
number of messages in, 67
opening, 23
recovering deleted email, 70
sorting messages in, 68
unread messages in, 67
Inbox view, 20
Insert tab
Attach File button, 102, 144, 172
Outlook Item button, 100, 142
Picture button, 249
Instant Message. See IM
Internet domain, blocking email from, 80
items. See also specific types of items
archiving, 222-223, 243
categories for

adding, 214-215
assigning to an item, 212
deleting, 214, 217
multiple, assigning to an item, 212-213
renaming, 216
creating, 21
deleting, 224
exporting, 235-236
importing, 232-234
inserting in Calendar, 142-143
inserting in Contacts, 100-101
inserting in Tasks, 170-171
moving between folders, 220-221
recovering from archives, 243
types of, 25
viewing contents of
in item window, 21, 26
in reading pane, 25

J

Join Lync Meeting button, Meeting tab, 202
Journal feature, 8
Junk button, Home tab, 78, 79, 80
junk email
adding sender to junk mail filter, 79-80
filtering, 78
removing sender from junk mail filter, 80

K

keyboard shortcuts
closing programs, 22
copying and pasting text, 46
undo most recent action, 221

L

LinkedIn. See social networking accounts
links. See hyperlinks
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List view, for contacts, 104
Lync
IM (Instant Message)
presence of contacts for, 205, 207
starting from email, 205-206
starting from People Hub, 207
voice calls from, 207
online meetings
attendees, options for, 203-204
audio options for, 202
creating, 200-201
joining, 202
switching other meetings to, 200
video calls, starting, 209-210
voice calls, starting, 208-209

M

Mailbox Cleanup tool, 222-223
Mail button
folder pane, 23
Options dialog box, 50, 52
main window. See Outlook program window
mapping contacts, 113-114
Meeting Options button, Meeting tab, 203
meetings
adding, 138-139
attaching files to, 144-145
Excel objects in, 149-150
forwarding to others, 151-152
inserting file contents into, 146-148
inserting other items into, 142-143
modifying, 140
online meetings
attendees, options for, 203-204
audio options for, 202
creating, 200-201
joining, 202
printing all, 153
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printing a specific meeting, 154-155
reminders for, 149
rescheduling, 140
Scheduling Assistant for, 138, 141
switching to online meeting, 200
tracking responses to, 141
Meeting tab
Join Lync Meeting button, 202
Meeting Options button, 203
Message Preview, 25
Message Preview button, View tab, 25
messages. See email messages
Message window, 36-37
Microsoft Exchange Server
appointments viewed by others, 135
cached Exchange mode with, 16-17,
230-231
calendar alerts using, 182-183
configuring mobile phone with, 178-181
email notifications using, 184-185
GAL (Global Address List) for, sharing, 192
location of Outlook data with, 227
version requirements for, 179
Microsoft Lync
IM (Instant Message)
presence of contacts for, 205, 207
starting from email, 205-206
starting from People Hub, 207
voice calls from, 207
online meetings, 200-204
attendees, options for, 203-204
audio options for, 202
creating, 200-201
joining, 202
switching other meetings to, 200
video calls, starting, 209-210
voice calls, starting, 208-209
mobile alerts, 184-185
mobile phone

calendar alerts sent to, 182-183
configuring with Exchange
Server, 178-181
email notifications sent to, 184-185
Month view, for calendar, 130
mouse clicking method, selecting, 5
.msg file extension, 72

N

Navigation Pane, 20
New Appointment button, Home tab, 133
New Email button, Home tab, 21, 36, 43
new features in Outlook 2013, 8-18
cached Exchange mode, 16-17
Calendar preview in Inbox, 12
contacts, viewing in People pane, 13-14
email messages
editing in reading pane, 10-11
flagging, marking, or deleting, 8-9
Weather bar, 15
New Folder button, Folder tab, 115, 220
New Items button, Home tab, 21, 162
New Lync Meeting button, Home tab, 200
New Meeting button, Home tab, 138
New Task button, Home tab, 162
Notes folder, 8
notifications. See alerts; reminders

(0

Office themes, 54
offline cache for Exchange, 16-17
Offline Help, 34
offline use of Outlook, 227
Online Help, 34
online meetings
attendees, options for, 203-204
audio options for, 202
creating, 200-201



joining, 202
switching other meetings to, 200

Open & Export button, File tab, 232, 235
Options button, File tab, 241

default email format, 249
holidays, 251
workweek, 250

Options dialog box

default view, setting, 33

exporting ribbon customizations, 259

group order in tabs, changing, 260

Mail button, 50, 52

sending messages immediately,
disabling, 60

weather display, 15

OST files, 227
Outbox folder, 220

manually sending email from, 61
moving email from Drafts folder to, 64

Outlook

data files for
archiving items to, 243
backing up, 237-238
creating, 228-229
on Exchange Server, 227, 230-231
exporting items to, 235-236
importing items from, 232-234
moving to another computer, 228, 234
opening, 228
PST files, 228-229
restoring from backup, 239-240
types of, 227

deprecated features, 8

exiting, 22

Help for, accessing, 34

new features, 8-18
cached Exchange mode, 16-17
Calendar preview in Inbox, 12
contacts, viewing in People

pane, 13-14
email messages, flagging or
marking, 8-9
email messages, in reading
pane, 10-11
Weather bar, 15
offline use of, 227
Quick Access toolbar
adding commands to, 263-264
moving below the ribbon, 264
ribbon
adding tabs to, 260-262
exporting customizations of, 259
moving groups in, 260
moving Quick Access toolbar
below, 264
turning tabs on or off, 259-260
starting, 22
Outlook Item button, Insert tab, 100, 142
Outlook program window, 20
Quick Access toolbar in, 20
ribbon in, 20
tabsin, 20
views in. See views
Outlook Today view, 23, 31

P

People button, folder pane, 95, 98
People Hub. See also Contacts folder
contacts, viewing, 13-14
email, sending, 123-124
Favorites, preview of, 12
IM, sending, 207

social networking accounts, using, 13-14

video calls, starting, 209-210
voice calls, starting, 208-209
People view, for contacts, 104, 109

percent completion of tasks, 162, 163, 167

phone calls. See mobile phone; voice calls
Phone view, for contacts, 32, 104
Picture button, Insert tab, 249
pictures, inserting in email, 56-58, 249
Plain Text formatting, 248
printing
appointments, 153, 154-155
email, 73
events, 153, 154-155
meetings, 153, 154-155
priority (importance), of email, 246
privacy of tasks, 163
program window. See Outlook program
window
Quick Access toolbar in
adding commands to, 263-264
moving below the ribbon, 264
ribbon in
adding tabs to, 260-262
exporting customizations of, 259
moving groups in, 260
moving Quick Access toolbar
below, 264
turning tabs on or off, 259-260
PST files
archiving items to, 243
backing up, 237-238
creating, 228-229
exporting items to, 235-236
importing items from, 232-234
moving to another computer, 228
opening, 228
restoring from backup, 239-240

Q

Question Mark button, 34

Quick Access toolbar, 20
adding commands to, 263-264
moving below the ribbon, 264
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R

reading pane, 25

editing email in, 10-11

newest or oldest message in, choosing, 68
opening or closing, 69

reading email in, 68-69

Reading Pane button, View tab, 25
read receipts, for email, 246-247
recurring tasks, 164-166
reminders. See also alerts

for email, 88

for meetings, 149

for meetings, sending to mobile
phone, 183

for tasks, 159, 163

Reply button, Home tab, 76
restoring PST files, 239-240
ribbon in Outlook program window, 20

adding tabs to, 260-262

exporting customizations of, 259
moving groups in, 260

moving Quick Access toolbar below, 264
turning tabs on or off, 259-260

rich text formatting

HTML stationery for, 54-55
including in email, 47, 248

Rules button, Home tab, 81, 83
rules for email

S

creating, 81-87
running manually, 83

Scheduling Assistant, 138, 141
search folders, 218-219
searching

Address Book, 39
contacts, 109-112

Select Names dialog box, 36
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Send/Receive tab
Send/Receive All Folders button, 67
Send/Receive Groups button, 66
Sent Items folder, viewing email in, 62
SharePoint. See social networking accounts
calendars in
connecting to Outlook, 188-189
modifying in Outlook, 190-191
contacts in
adding contacts in Outlook, 194-195
connecting to Outlook, 192-193
document libraries in,
connecting, 196-197
SharePoint sites, adding to Shortcuts
page, 258
SharePoint Workspace, 197
shortcut keys. See keyboard shortcuts
Shortcuts page, in folder pane, 256-258
signatures for email, 50-53
associating with email account, 52
creating, 50-51
including in a new email, 53
including in replies or forwarded
emails, 52
Simple List view, for tasks, 160
Social Network Accounts, Account
Settings, 92
social networking accounts
adding contacts from, 95-96
adding to Outlook, 92-94
viewing contacts from, 96
activities, 107-108
network feeds and status, 106
spam. See junk email
stationery, HTML. See HTML stationery
status of tasks, 162, 163
status report for tasks, 168-169
Subject line, Message window, 36, 37

T

tabs, in Outlook program window, 20
Tasks button, folder pane, 158, 160
Tasks folder
accepting assigned tasks, 176
adding tasks, 162-163
assigning tasks to others, 174-175
category of tasks, 163
creating tasks, 158
deleting tasks, 168
inserting files into
as attachments, 172-173
as hyperlinks, 170, 172
inserting Outlook items into, 170-171
marking tasks as complete, 160, 167
Message Preview for, 25
modifying tasks, 159
percent completion of tasks, 162, 163, 167
privacy of tasks, 163
recurring tasks, 164-166
rejecting assigned tasks, 176
reminders for tasks, 159, 163
status of tasks, 162, 163
status report for tasks, sending, 168-169
tracking tasks assigned to others, 175
viewing tasks, 158-159
in Simple List view, 160
in Today view, 161
in To-Do Bar, 131-132, 161
themes. See Office themes
Today option, for calendar, 128
Today view, for tasks, 161
To-Do Bar, 131-132, 161
To-Do Bar button, View tab, 161
To line, Message window, 36
touchscreen, using, 5



U
Unread Mail search folder, 219

Vv

version 2013 of Outlook, new features, 8-18
cached Exchange mode, 16-17
Calendar preview in Inbox, 12
contacts, viewing in People pane, 13-14
email messages

editing in reading pane, 10-11
flagging, marking, or deleting, 8-9
Weather bar, 15

video calls, starting, 209-210

views
Business Card view, for contacts, 104, 109,

113

Card view, for contacts, 32, 104, 109, 113

adding more fields to, 120-122
changing, 32
custom, creating, 120-122
Day view, for calendar, 129
default view, setting, 33
filtering, 118-120
Inbox view, for email, 20
List view, for contacts, 104
Month view, for calendar, 130
Outlook Today view, 23, 31
People view, for contacts, 104, 109
Phone view, for contacts, 32, 104
Simple List view, for tasks, 160
Today view, for tasks, 161

View Settings button, View tab, 118

View tab
Change View button, 32
Message Preview button, 25
Reading Pane button, 25
To-Do Bar button, 161
View Settings button, 118

viruses in email attachments, checking for, 75
voice calls
for Lync online meetings, 202
starting from IM, 207
starting from People Hub, 125-126,
208-209

W

Weather bar, 15
websites
links to, in email, 48
in Shortcuts page, 258
windows
item windows, 21, 26
Message window, 36-37
Outlook program window
Quick Access toolbar in, 263-264
ribbon in, 259-262
work hours, setting, 250
Work Week button, Home tab, 136
workweek days, setting, 250-251
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