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OUTLOOK ADVANCED

= Plan & Objectives

Set up an account
Display Management

Filing Management

* ¥ ¥ ¥
* ¥ % ¥

Working with and creating
templates

Calendar Sharing

Contact Management

RSS FEED

Rules and Log Management

= Set up an account

When you open Outlook for the first time, you'll need to set up your account. Usually, the

technician does this.

When it's a GMAIL or Yahoo or Outlook account, the internet will be of great help, type

"Gmail Setup in Outlook" and follow the steps.

Inbound and outbound servers should be there. | must admit that in general, we call either

Sympatico or Videotron for this kind of information because of the passwords.

Email configuration does not necessarily mean "Import with Calendar".

We will see a little later in the document, how to import (for example) a GMAIL calendar, the
appointments will register in GMAIL and will be updated in Outlook.

*

Click File, click Account Settings, and then click Account Settings...

Account Information

@ Info a etudiant3@formation-bureautique.ca

Microsoft Exchange
Open & Export
-+ Add Account

Save As Account Settings
¢op Change settings for this account or set up more
Account connections.
Settings v = Access this account on the web.

batoalloutlaalatiealflsom/ ation-bureautique.ca/

Print Account Settings... S or Androeid,

p , Add and remove accounts or change
" existing connection settings.

©

Channe




CELB

*

Click on New...

Account Settings

Email Accounts
You can add or remove an account. You can select an account and change its settings,

Email  Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

l o New... Ik" ¥ Change.. @ st faut X Remove * #
Name Type
(] etudiant3@formation-bureautique.ca Microsoft Exchange (send from this account by defauit)
etudiant?7@formation-bureautique.ca Microsoft Exchange

Enter the Email address

Email address

‘ etudiant5@formation-bureautique.ca

When the address is part of the same organization, you can choose:

iCi

If it's a different email address, click on Advanced Options and check the box
Let me set up my account manually
Advanced options -~

|| Let me set up my account manually

Click on Connect

Choose from the following options:

Configuration avancée

g & K| G

Microsoft 365 Outlook.com Exchange Google

pOP E)(changer 2013
ou version

antérieure

IMAP

What is POP and IMAP?

*

*

IMAP allows you to store messages on the server and access them on all your devices
whenever you want.

The POP protocol allows you to delete messages and attachments from the server once
you have received them on your device.
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What's the difference between Outlook and Exchange?

*  While the two apps work together, Microsoft Exchange provides the background for a
centralized system for your emails, messages, calendars, and tasks, while Outlook is a
desktop email client that stays in sync with the Exchange server.

= Customize the layout

Add, remove, or move a column

*  Onthe View tab, in the Current View group, click View Settings.

Advanced View Settings: Compact

Description
. [ Columns ] Importance; Reminder; Icon; Attachment; From; Subject; Re...
Group By.. Conversation (ascending)
Sort. Received (descending)
Filter Off
Other Settings. Fonts and other Table View settings
Conditional Formatting.. User defined fonts on each message
Format Columns... Specify the display formats for each field
RQeset Current View oK Cancel

%  Click Columns

%  Orclick "Add Columns" in the Arrangement group

Tl Reverse Sort

i=1 Add Columns

+— BExpand/Collapse ~




FORMATIO
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«ow Columns

| Maximum number of lines in compact mode: E b
Select available columns from:
Frequently-used fields v

Available columns:

Auto Forwarded l Add >
Cc

Contacts
Conversation
Created

Do Not AutoArchive
Due Date

Flag Completed Date
Follow Up Flag

IMAP Status
Message

<~ Remove

New Column...

/| Show these columns in this order\

Mention
\ Flag Status /

Importance "
Reminder

lcon

Attachment

From

Subject

Received

Size

Categories

*  Add missing columns as needed

Focused Other

00

From

[

oject

Received -

Size |Categories hention

*  Enlarge or shrink your column width as well

Other settings to change the font of lines and columns

Description

Advanced View Settings: Compact

Columns... | Icon; From; Subject: Re...
Group By... Conversation (ascending) Other ngs
Sort... Received (descending) © e gs and
Filter... off
] Row Font... 8 pt. Segoe Ul
Other Settings... Fonts and other Table View settings
Grid Lines and Group Headings
Conditional Formatting..  User defined fonts on each message
Grid line style: Solid
Format Columns... the formats for each field
olumns. Specfy the display fo for e Mes e
\umm View oK Cancel Font... 8 pt. Segoe U

A\

Automatic column sizir
Allow in-cell editing

Show “new item" row

+ @ show items in Groups

%  Click Column or Row Font and increase the font size

Etudiant Sept 10 minutes reception p...ven. 20... 46...

Message bien requ a 11hs5

De : Etudiant Trois <etudiant3@formation-bureautique.ca>

Envoyé : 3 novembre 2023 11:56

Etudiant Sept

10 minutes reception prévu pour 11h33

Message bien recu a 11h55
De : Etudiant Trois <etudiant3@formation-bureautique.ca>
Envoyé : 3 novembre 2023 11:56

ven. 2023-11-0... 46 KB
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Change Message Preview
By default, in the preview of a message, we only see the first line of the email.

It is possible to display up to 3 lines of your email.

" Etudiant Trois  RE: ami
Qui, je veux bien.
De ; Etudiant Un <etudiant @formation-bureautique.ca=
Envoyé : 30 octobre 2023 1313

Etudiant Trois  Lire oui ou non

*  Click the View tab, Arrangement group, Message Preview

*  Check the number of rows you want.

= @o

Message [@o
Preview v ‘unCa

off
1Lline

2 Lines

v 3Lines
e —

= Conditional formatting

Display certain messages with conditions in color
1. Click View Settings, located on the View tab

2. Click Conditional Formatting

Advanced View Settings: Compact X
Description
Columns.. Importance; Reminder; icon; Attachment; From; Subject; Re...
Group By... Conversation (ascending)
Sort... Received (descending)
Filter... off
Other Settings. Fonts and other Table View settings
Conditional Formatting..  User defined fonts on each message
Format Columns.. Spectfy the display formats for each field
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3. Click Add
B unread messages a Add
B unread group headers Police X
Submitted but not sent
Delete
Expired email Police : Style : Taille §
Overdue email = —I l—mg;er [ o
B Messages in other folders Move Up Normal Smaller
8 site Mailbox document pending uploac Segoe Ul Emoji Italique Normal Annuler
Murielle Cooptel Segoe Ul Historic Semi-gras h
Murielle Cooptel v Segoe Ul Symbol | | ttatigue semi-gras I
. Segoe Ul Variable
Properties of selected rule SHOWCARD GOTHIC Italique gras
Mame: Murielle Cooptel Effets Apargu
[ souligné AthVyZZ
Couleur
CoaCgS Il Rouge v Script :
Occidental
oK Cancel

Type a name for the rule.

Click Font.

Change the color, size, and font of your choice
Click OK.

Click Condition.

L ® N o U ok

In Condition, enter the name of the contact " From..." »
Filter =

Messages More Choices Advanced

Search for the word(s): e

In: subject field only

From... Muriglle Richard

Sent To...
ijhere | am: the only persan on the To line
Time: none ~ || Anytime
Murielle Richard
MEFC
| I
_— - o =" _J| ROUGE <end>

10. Click OK
There are several conditional formatting options that
can be created:

= With words =Email read or unread
= By importance = Attachments

The important thing is to get your attention
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= Conversation mode

Conversation mode will be used to group messages in a conversation, messages that share
the same subject and are grouped together in the message list.

Click Expand or collapse located to the left of the conversation header.

BHelp |

Etudiant Sept File Home Send/ Receive Folder View
3-or 4 hours, | wll pay you a lunch. ¥ —_—
ET

193 | can. _-_u'h:u. miany 'or:‘_ Ancl Change View Reset
From: Etudiant Sept <etudiant?@form . .
Sent: 5 novembre 2023 08:53 View ~ Settings View
Etudiant Sept

Good Morming E3, | need you tomaor
ET <end=» |

% Conversation Settings v

Current WView hessages

*  Messages are sorted with the most recent

above. The new message received will be Microsoft Outlook x>

at the top of the message list.
Do not show messages arranged by

%  Onthe View tab, select or clear the Show = ) conversations in:
as conversations check box

. . This fold | &l mailb cancel
*  Choose This Folder or All Mailboxes |~$l marhoxes nee

!

Conversation Settings to change the options as needed.

Show Messages from Other Folders

Use this option to view messages in the conversation that have been moved to other folders,
as well as messages that you have sent that are

stored in your Sent Items folder. File  Home Send/Receive Folder View Help Search

. (% {é} @ Show as Conversations E Da
Show Senders Above the Subject Crange View Reset | (e | Messoe 88

View v Settings View = onversation Settings J | Drevipw « |08 Ca
This option displays the names of the senders current View Show Messages from Other Folders
at the top of the conversation rather than the ¥ Show Senders Above the Subject
Subject Of the conve rsation_ v etudiant3 @formation-k Always Expand Selected Conversation
> Boite de réception Use Classic Indented View

Always Expand Selected Conversations

This option applies only to the selected conversation. The conversation selected when you
select this check box will always appear expanded.

Use Classic Indented View

Classic Indented View displays messages in the indented conversation based on their position
in the conversation.
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= Quick Steps

*  Quick steps apply multiple actions to e-mail messages at the same

time.
*  This allows you to quickly manage your mailbox. _‘f_;
*  For example, if you frequently move messages to a specific folder, you Quick
can use a quick step to move messages with a single click. Steps v

*  Or, if you're forwarding messages to your manager or colleagues, a
quick one-click step can make it easier.

Quick Steps [a

*  Onthe Home tab, click Quick Steps to use one of your actions, to manage
your existing actions, or to create new ones.

Here's an example:

*  Click "Create New"
*  Give a name (Example, Billing)

%  Action: "REPLY"

Name:

e) Reply

Add actions below that will be performed when this quick step is dicked on.

Text:

Good Moring

Show Options &
Add Cc  Add Bec (—) Invoice ]
Subject: Invoice
—
flag: No Flag ” 5 Reply
Importance: Mo Change - 'L Irn|:u:|r'ran1‘

* ok ¥ ¥

We have received your invoice. l
We will pay you in 15 days.

|| Automatically send after 1 minute delay.

Add Action

Shortcut key:  Choose a shortcut »

Tooltip text: his text will show up when the mouse hovers over the quick step

Finish

Cancel

=2 To Manager

B Réponse autom...
+" Done

‘:_j Feply & Delete

Y% Create New

New Quick Step

/% Manage Quick Steps...

>

"Show Options"
Complete "Subject — Importance — Text"

Click "Finish"

To edit or delete a 'Quick Step, click 'Manage Quick Steps'

10
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Now, check your "Quick Steps"

*  You received an invoice by email
*  Click in your message

*  Click on "Quick Actions" and choose "Invoice"

- . . . Respond
This little "Quick Steps" exercise looks a bit

. . 2 New Message
like an email template

> Forward

€ Reply
% Reply All
@ Reply With Meeting

87 forward message as an attachment

(Appolntment \
You can also schedule [R New Meeting
meet‘ings E Create an appointment with attachment
E Create an appointment with text of message y

= Manage the archiving of your emails

*  Outlook has already created a default archive folder for you, to have access to it, you go
through the AutoArchive Settings. You go to the File tab, then Options, and click on
Advanced and AutoArchive Settings.

Policy AutoArchive  Folder Folder
Settings Permissions Properties

Properties

*  To access AutoArchive (option 1 above), click the File tab, then Options/ Advanced. Then,

choose your archiving options and validate with Ok at each open box.

Advanced ‘ AutoArchive

Customize Ribbon
FlEl Reduce mailbox size by deleting or moving old items to an archive data file. AutoArchive Settings...

Quick Access Toolbar

*  You determine the number of days

* Do you want to permanently delete old messages?

11
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*  If yes, after how many months for Clean out older than XX?

also Run AutoArchive every XX days
Autolrchive *

ERun AutoArchive every |14 : days ]

Prompt before AutoArchive runs
During AutoArchive:
B oelete expired items (email folders only)
unrchiwe or delete old items
u Show archive folder in folder list
Default folder settings for archivin
I I Clean out items olderthan 6 3 Months l

O Move old items to:

CAUsers\murie\OneDrive\Documents' Browse...

( :_'Permanenlly delete old items
Apply these settings to all folders now
To specify different archive settings for any folder,

right-click on the folder and choose Properties, then go to
the AutoArchive tab,

oK Cancel

*  If you want to archive an email before the chosen time in automatic, or if you opt for
manual archiving of your emails at any time, then a simple right-click on the email to
then click on the Archive button (see image) or the same button from the Home tab and
the Delete group

E > Eléments supprimés 5

Archive Archive ]

*  This email will be in the Archive folder in the Folder Pane

= Research Folders

A search folder is a virtual folder that displays all mail items that meet specific search criteria.
For example, the Unread Mail search folder allows you to see all unread mail in a folder, even
if they are in different folders within your mailbox.

Search folders allow us to avoid always carrying out a search with the same criteria.
*  Right-click on Search Folder and click on New Search Folder
*  Select a search folder template or create a custom search folder

*  Name your research folder

Custom Search Folder *

j Name: Complaint|

Select "Criteria” to specify what items this Search
Folder contains.

Criteria..

Mail from these folders will be included in this Search Folder:

etudiant3 @formation-bureautique.ca Browse..

oK Cancel

%  Click on Choose to fill in the search criteria

12
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*  Confirm.

*  Your search folder now appears in your navigation pane under Search Folders.

~ Search Folders

Complaint

Exercise with a specific word

*  Right click
Searchl[

| | =110 1
Eﬂ Mew Search Folder...

*  Choose Mail with Specific Words

*  In Choose, enter the word "Complaint", and then press OK

MNew Search Folder x Mew Search Falder e
Select a Search Folder: Select a Search Folder:
I Mail from specific people Mail from speafic people

1 Mail sent directly to me Mail sent directly to me

K Mail sent to public groups Mail sent to public groups
Organizing Mail

Organizing Mail
Categorized mail Categorized mail
Large mail Large mail
©Old mail 0Old mail

Mail with attachments
Mail with specific words
Custom

Create a custom Search Folder tnn_e_a_ ‘?".“."'.".5.“?'.“‘. Fold!r =

Customize Search Folder: Customize Search Folder:

Show messages that contain these words: To specify criteria, dick Choose.
Choose Choose...

Search mail in; etudiant3@formation-bureautique.ca -

‘. OK Cancel | oK Cancel

*  All emails with the word "Complaint"” will go to this folder (including incoming and
outgoing messages).

*  Deleting the email in the search folder will not delete the original message from the
"Inbox" or "Sent Items".

*  If you choose "Create a custom Search Folder", you will have more options for your

"Folder", click on "Criteria... "

Search Folder Criteria X
cessages More Chaices  Advanced
‘: Categories... v
I hat are:
Custom Search Folder x @ Oy items that are read
[_] Only items with: one or more attachments
g Name: Complaint] (C) whose importance is: | normal
Select “Criteria” to specify what items this Search [ Only items which: are flagged by me
Folder contains. )
Mail from these folders will be included in this Search Folder: Size (kilobytes)
doesn't matt
etudiant3@formation-bureautique.ca Browse... oesnt matter
| OK Cancel oK Cancel Clear All

Example: Word "Complaint" but if the message is "Read"

13
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- Attach a file or Outlook item

Attach a file

On the Insert tab, click the Attach File button when you create a message or meeting
invitation and select your file.

If the file you're looking for isn't in the list of recent files, you can
browse the files on your PC by clicking Browse on PC as well as the
files stored on SharePoint and OneDrive by clicking

Browse web locations.
If your file is stored on OneDrive or SharePoint, you will be able to

choose Attach as a copy of your document or share a link (for
example, this will allow you to co-edit this document synchronously

or asynchronously with the recipient)

|E @: Browse Web Locations
B Browse This PC...

Attach Outlook items
Why use this method?

File  Message

Attach Qutlook
File ~ ltem

If you forward a message to someone else as proof of receipt, be careful because you can
modify a message at any time. So, this method would be the best because you will send the

entire message, the attachments follow the email.

*

*

*

On the Insert tab, click Outlook Item

=
Outlook
ltem

Select the item you want to share

Insert tem

Lookin
~ B etudiant3 @formation-bureautique.ca

% Calendries

=] Boite de réception (1

IR0E0LRo

H

Cance

<

— M

Qg
®

Confirm by clicking OK

14
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- Delay delivery

Sometimes the "Do not deliver before" option is more than necessary so that your work and
especially your time management is at its maximum efficiency.

When you need to direct an email to a mass of people without blocking bandwidth, or you
need to send messages before you take time off work and other reasons, Microsoft Outlook
offers you the "Delay Delivery" option that allows you to prepare everything for sending and
determine the date and time to send.

Warning: With a server taking over, your Outlook doesn't need to be
opened, but without a server, remember to leave your Outlook open and
your computer in sleep mode so that the send can be executed.

*  Click New Email, click the Options tab
*  Orclick the dialog box launcher in the Tracking group or the "Delay Delivery " button in

the More Options group

File  Message Insert Options FormatText Review Help

v N (= o
Aa H Colors b || Request a Delivery Receipt
Eak 1]

Themes Fonts : Bee Use Voting — .
|| Request a Read Receipt
~ @ Effects v Buttons ~
Themes Show Fields Tracking More Options &

Delivery options

G@ E] Have replies sent to Select Mames...
[:] Do not deliver before | MNone ~ | |00:00 ~
J Expires after Naone v | |00:00 W

Save copy of sent message

*  Check the "Do not deliver before" box and determine your options.

Note that you will always be able to disable this option from the
message placed in the Outbox.

15
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- Recall a message sent in error

It could be that accidentally you may be directing an email to the wrong recipient or that you
have sent a message with an error that needs to be corrected.

In this case, you will have to act quickly to recall your message, either to send it to the right
recipient, or to correct it and resend it by following these steps:

*  Inthe Sent Items folder, open the email you want to recall

*  From the Message tab, in the Move group, pull down the Actions
button and click Recall this message

*  Inthe dialog box that appears, choose the appropriate option. If it's the 2nd option, your
message will open in send mode so you can make your corrections before sending it

again
Recall This Message X
09 - =
No recipients have reported reading this message.
Move u Assign OB Categorizg

A | F‘El ~ | Policy ~ I:tl Follow Up Message recall can delete or replace copies of this message in recipient
Inboxes, if they have not yet read this message.

Mg Edit Message

Are you sure you want to

E Recall Ihis Message... © Delste unread copies of this message
£3

- ) It i
Resend This Message... [_J) Delete unread copies and replace with a new message

- R TeH me if recall succeeds or fails for each recipient
Wiew in Browser

F‘g Other Actions > Cancel

Office365Reports@microsoft.com

Message Recall Report for message: "Mise en forme conditi... 14:21
Your message recall request

You tried to recall the message described

below. Click this link to view the recall results in

Echec de la tentative de rappel du message : Mise en forme... 14:22

*  You are aware that our computers are always open, so it is almost impossible to recall a
message.

*  However, "Edit Message" and/ or "Resend This Message" is still very interesting, in case
you forget to include a file or add text.

F'o Resend This Message...]

View in Browser

F‘g Other Actions >

16
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= Create a message using a template (form).

Create your own message templates if you often send similar emails.
*  From a new message form, type the subject of the message.
*  Type your text in the body of the message.

*  From the File tab, click Save-As.

File name: | INVOICE oft

Save as type: Qutlook Template (*.oft)

*  InType, click Outlook Template.

| Untitled. msg ~ |

Outlook Message Format - Unicode (*.msg) ~ | |

Text Only (*txt)
Outlook Template (*.oft)

Outlook Message Format (*.msg)

QOutlook Message Format - Unicode (*.msg)
HTML (* htrm;* html)

MHT files (*.mht)

*  Click Save.

Create a message using a template:

%  Click Home, click New Items

File Home Send/Receive Folder View Help Atta
S Repl
==
B2 - Delete Archive é)RepIy All [ S
& —> Forward
Choose Form P
NC = E-mail Message Respond
V=) Chat Look In: | User Templates in File System Browse...
wetudial Al Unread Personal Forms Library
B appointment — CiAUsers{Outlook Folders i
PBoted o\ b tandard Templates
2 Meeting e
Brouillo MURIELLE.FORMATIO| | |#SSENCHUserTemplates in file System
2R Grou Files ABSENCEBoite de réception
Elément up S0 FACTURAMathieu Demers
Size: 3 M
e fa= PAIEMENT EN ATTENTE
Elément Contact Voila <end>
Archive Task
> Historig . i MURIELLE.FORMATIO!
E-mail Message Using > test mai
Abonn| o
- More Items >] [% Postin This Folder
oL
Boite d' @ Teams Meeting RQ Contact Group
> Search Folders [?z Task Reguest
Display name: | ABSEMCE Open
~ Groups = Internet Fax ¥
-
You have not joined any groups... Choose Form.. | File name: ABSENCE.oft Cancel
F‘g Outlook Data File b Advanced= >
%  In Other Items, click Choose Form /

*  Inthe Form window, click User[TempIates in File System l
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= Create a Pool in an Email

*  Inanew e-mail message, on the Insert tab, Poll or in Message tab, click All Apps and

then "Poll"

File Message

Attach Outlook| Poll
File~  Item

Insert Options

Format T¢

e oV

usiness Calendar Signature

2|

Card ~

Include

w

Viva
Insights

G
My'

Templates

*  Enter your question then answer choices

*  Check at the bottom of the survey if multiple responses are allowed

*  Click Add to Email and you're done!

Polls x
134/330 Polls Polls
DRream destination Responder will see this poll in email
Japan Quick Poll Poll card added
Your email address will be sent with your response. |
Ital
v Dream destination ¥
Mexico O Japan
-
O ltaly
+ Add option O Mexico
Don't worry about seeing just a link in the
email. Recipients will be able to vote directly in
@ Multiple answers
*  Enter the people concerned

*  Make sure you have this window in the email send

Dream destination (View/vote in browser)

*  When the recipient receives their message

*  He or she will select an answer and click "VOTE"

1. Dream destination
@ Japan
) Haly

=
() Mexico

IErmez e e Rr e formateur2@formation-bureautique.ca ]

*  The person will also be asked to enter their email address
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Visualize the results

| LEYT
%  Return to your sentitem m= Microsoft

. - . " Connexion
%  Click on "View/Vote in browser

etudiant3@formation-bureautique.cq

Afficher les résultats

Vous n'avez pas encore de compte ? Créez-en un !

You might be invited to insert your Email address

*  Click on "Create My Own Form" at the bottom of
the page

(© Récents B Mes formulaires

Very interesting...

Dream destination

oo
3 réponses

*  Click in your newly created form

*  Click on "Answers" to view the result

*  Visualize your result.

Dream destination

3 00:21 Actif

Réponses Durée moyenne de remplissage Etat

Afficher les résultats B8 Ouvrir dans Excel

1. Dream destination

Plus de détails

@ Japan 2 [ElVexico: 0 (0%)
@ ay 1
® Meico 0

*  The report can even be sent to Excel
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= Send to OneNote

OneNote is more interesting than the Notes you insert in Outlook.

Also, this is important information that you want to keep on your computer

*  Scheduled or unscheduled appointment

What can we send to OneNote? ALL T —
% Email v| | <
|D Shortcuts

*  Contact

Why send to OneNote?

. OneNote
|

*  More Styles
*  More formatting: color, font size, etc.

*  Share notes with co-workers.

Here's an example.

*  Take an email, right mouse click or Home tab, "Move" group, click "Send to OneNote"

I':_J;I Move ~
% Rules ~

ﬂ Send to OneNote

B Move to Other
ﬂ Send to OneNote

5 Move B Always Move to Other

*  Click Quick Notes

Select Location in OneNote *

Pick a section or a page in which to put the e-mail:

searn by et n ,O.

Recent picks
(Nasfelle @ Murielie Richard)
(Murielle @ Murielle Richard ...

PLAINTE (Murielle @ Murielle Richard =...

%  Here is the result with a contact

(% Add Page F . .
Murielle Richard

RE: étudiants cette semaine... 9 novembre 2023 17:07

PLAINTE

OUTLOOK PARTAGE CALE

Contact Murielle Richard

Word AVANCE SALLE 1

Picture
FORMATION EXCEL _‘.
Murielle GMail ”

plainte Business Addess | 400 Boul. St-Martin
Laval

E-mail muriellerichard@cooptel.gc.ca

Test lien vers OneNote

Cedeaux de Nosl Home Address | 2605 route des Sept-Chites

COURRIEL Ste-Emélig-de-L'Energie
Link to Outlook item

Destination

FORMATION OUTLOOK Notes

20



CELB

*  Result with a message
Poll:Dream destination

9 novembre 2023 17:08

Subledt | Poll:Dream destination

Erom Etudiant Trois

To Etudiant Sept; Formateur Deux; 'Murielle Richard'
cc Etudiant Trois
Sent 9 novembre 2023 15:45

Dream destination (View/vote in browser)Hello!

Please vote your best destination by click in the Link at the bottom.

= The Calendar

Create calendars and calendar groups

*  In addition to the default Microsoft Outlook calendar, you can create other calendars.
For example, you can create a calendar for your personal appointments or for another
company.

*  From the ribbon, click Add Calendar, and then click Create New Blank Calendar.
*  Name your calendar and then click on Ok.

*  If you right-click on your My Calendars group in the navigation pane, you'll have the
option to create calendar groups in case you have a lot of calendars to manage.

A New Gr
Create New Folder
Add Share | H Browse
Calendar | Calendar ~ Name:
- Persanal Chlendar ]
@ From Address Book...
@ D From Room List... Folder contains:
| Calendar items
Add Share @& From Intemnet..
Calendrier
Calendar v Calendar v Select where to place the folder:
Create New Blank Calendar... j jres - etudiantz@form...
| | v [ etudiants@formation-bureauti
e Calendars € Open Shared Calendar... | » £ calendrier [] Personal Calendar

= Share Calendar

*  From Calendar, click on the Home tab, Manage Calendars group and then Share Calendar

*  Select the calendar you want to share

[ ] A New Grou Searc
+ [B] Hwem e

Add S ’If Browse Groups

Calendar v |Calendar ~

Manage -

@for bur q

Get Started
Calendrier
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*  Click Add to access the address book and contacts and choose the people you want to
share your calendar with.

Calendrier Properties X [PE[miSE'lDI"IS \

General AutoArchive Permissions Synchronization F z :
() Can view when I'm busy

Currently sharing with:

Name Permission Level '::.' Can view titles and locations
My Organization Can view titles and locations -
Etudiant Quatre  Can edit i_JCan view all detals

ﬂ Can edit

\ | Delegate /

Add... Remove

*  Choose the level of permission you grant it (Can view when I’'m busy, can view titles and
locations, can view all details)

*  Inour case, Student 4 will receive an email, mentioning the sharing of the calendar, he
will have the option to open the calendar.

[ EUpC':n:LJI:rdJ' ]
ven. 202 ]

Vous étes invité a partager ce calendrier
To Etudiant Quatre
ﬂft.ulmm Trois ([etudiant3@formation-bureautique.ca) has invited you to view their Caléndar. Click the Open button abowe,

m——  Etudiant Trois - Calendar
= Micosoft Bxchange Calendar

J'aimerais partager mon calendrier avec vous

= Open a shared calendar

If the shared calendar isn't listed, here's how to do it...

*  From the Calendar tab, click Add Calendar

*  Select Open Shared Calendar

[] Shai
h6:00
Al Delete Group

K h7:00

g ? New Calendar Group e
4+ Add Calendar > U_E From Address Book.. Open a Shared Calendar *

1 From Room List... El

~  Move Up & From Intemet... *
~  Move Dgwn b Open Shared Calendar... Cancel

*  Enter the name of the person who shared the calendar with you or click Name to view
the contacts and address book.

*  Validate with ok
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*  Your colleague's calendar now appears in the Shared calendars group in the navigation

pane
4 novembre 2023 L3
[ — » 5-11 novembre 2023 Saint-Hyacinthe, Canada - <2 [00% | g5 Tomenow i WIS | Search Etudisnt Trois - Calendrier A
29 30 31 12 3 4
12 13 14 15 16 17 18 DIM. LUN. MAR. MER. JEU. VEN. SAM. - - —re— MER. JEU. VEN. SAM.
PDedd & & e & 5 6 7 8 9 10 1 5 6 7 8 9 10 1
26 27 28 29 30 1 2

3 45 6 7 8 9

4[m] My Calendars DEntiste
Municip:
Calendrier ?

QUTLOO

[ Anniversaires

[] Other Calendars

4[] Shared Calendars
Etudiant Trois

* Do atest with your colleague

*  Allow a small delay before the new appointment appears.

= Import sample calendars from a Google calendar

When importing an internet calendar such as Google's to your Outlook calendar item, choose
the "ical" version so that it can update automatically.

*  Loginto your GMAIL account or open your Calendar Paramétres de mes agend.:,s]

*  Click in Settings

Q ® [E] Semaine ~

Parameétres

® Murielle Richard ~

Paramétres de
0 Google Agenda
Autorisations d'accés aux
événements

Partager avec des
personnes ou des groupes
spécifiques

Notifications relatives a un
% Inthe left column, click your Calendars to expand it evenement

Notifications des

*  Then in My Calendar Settings, click Embed Calendar fovfﬁzzfms Toutela

*  In Customize, look for the Secret Address in iCal format, Autres notifications

*  Then click the Copy to Clipboard button. Confirm the warning

|[ Intégrer l'agenda ]
message with Ok.

Adresse secréte au format iCal

= S{a
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*  In Outlook, select File/Account Settings and then select Account Settings.
" Account Settings
% Change settings for this account]

Account ®  Get the Outlook app for iO
Settings ¥

Account Settings...

7oy Add and remove accounts or change
existing connection settings.

*  Onthe Internet Calendars tab, click New and paste the link from the previously copied
Google Calendar, and then confirm the insertion.

Account Settings *

Internet Calendars
You can add or remove an Internet Calendar, You can select a calendar and change its settings.

Email Data Files RSS Feeds SharePoint Lists Published Calendars Address Books

o Mew.. “F Change.. X Remove

Internat Calendar Size Last Updated on

Murielle GMAIL 1.00 KB 2023-11-09 15:49
Mew Internet Calendar Subscripticn *

Enter the location of the Internet Calendar you want to add to Outlool

Example: webcal//www.example.com/calendars/Calendar.ics

Add Cancel |
i

*  Rename your calendar in Outlook as needed.

*  When you start Outlook, there is an update to your Google Calendar and download
changes. Regular updates to open Outlook also allow changes to be downloaded.

Even if Outlook is open, the update is not always immediate.
So be patient.
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= Delegation

Designate someone as your delegate

Just as an assistant can help you manage the paper mail you receive, another person, called
a delegate, can receive, and respond to email messages and meeting requests on your behalf.
You can also grant your delegate additional permissions that allow them to read, create, or
modify items in your Microsoft Exchange Server mailbox.

*

*
*
*

*

Click the File tab
Click Account Settings, and then click Delegate Access
Click Add

Type the name of the person you want to designate as a
delegate or search for it. Click Add and then click Ok.

In the Permissions Granted to Delegates dialog box,
accept the default permissions settings, or select custom
access levels for Exchange folders.

To send a message notifying the delegate of changes to
their permissions, select the Automatically send a
message to delegate check box to summarize those
permissions.

Optionally, you can select the Delegate can see my
private items checkbox.

Click OK.

Now you've delegated emails and calendar to Student4

elegates

Account Settings
% Change settings for this accour
Account connections,
Settings ¥ ®  Access this account on thej
: Llnislonk attioancr
Account Settings...

Q;__ Add and remove accounts or change
17
existing connection settings

Account Name and Sync Settings
/5% Update basic account settings such as
~ account name and folder sync settings.

Q Delegate Access
(O™ Give others permission to receive
items and respond on your behalf.

Download Address Book...

@ Download a copy of the Global
¥ Address Book.

Manage Mobile Notifications
DE] Set up SMS and Mobile Notifications

Change Profile

'E‘/« Restart Microsoft Outlook and choose
a different profile

{o}j Manage Profiles
y;: Add and remove profiles or change
existing profile settings.

g Delegates can send items on your behalf, including creating and

responding to meeting requests. If you want to grant folder permissions Delegate Permissions: Etl.ldian{ uatre I
without giving send-on-behalf-of permissions, close this dialog box, =g B Q
right-click the folder, click Change Sharing Permissions, and then change
the options on the Permissions tab. b delegate hasthe following germizons
tudiant Quats s = E
Add.- | Calendar Editor (can read, create, and modify items)

<F

! Delegate receives copies of meeting-related messages sent to me

© My delegates only, but send a copy of meeting requests and
responses to me (recommended)

(_) My delegates only ENRES $eone

(_) My delegates and me —

oK Cancel

Tasks Editor (can read, create, and modify items) -
_4‘ Inbox Editor (can read, create, and modify items)
Deliver meeting requests addressed to me and responses to meeting
requests where | am the organizer to: .
Py Contacts MNaone

|| automatically send a message to delegate summarizing these permissions

| Delegate can see my private items

Cancel

There is still one step to be taken by the delegate, c.ad. Student4
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Delegate's final action to manage emails
*  From the File menu

*  Open & Export, click in Other User's Folder

© Open
{nY Info Open Calendar
E E Open a calendar file in Qutlook (ics, .ves))
Open & Export Open
Calendar
Gareles Open Outlook Data File

Open an Outlook data file (.pst).
Save Attachments

Open Outlook
Data File
Print
Import/Export
¢ P P ] )
e 4 Impaort or export files and settings.
Import/Export

Other User's Folder
E QQ Open a folder shared by another user.

Other User's
Folder

*  Click on Name, then choose the person who authorizes you to manage their emails

Open Other User's Folder x
Mame... Etudiant Troi
Folder type: Inbox v
( oK . Cancel
*  Click OK

*  Verify by sending an email, Student 4 will receive the Email and will be able to answer
also, student 3 will receive a copy.

Good Morning E 7,

Etudiant3 is not available today.
She will answer you ASAP

Have a nice day!

Etudiant4 in replacement for the day

rFrom: ftudiant Sept <etudiant7@formation-bureautique.ca> )
Sent: 10 novembre 2023 10:39
To: Ftudiant Trois <etudiant3@formation-bureautique.ca>
\Subject: HELP ON EXCEL )
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To remove permissions
*  Click the File tab

*  Click Account Settings, and then click Delegate Access

%  Click Delete

Account Settings Delegates X
% Change settings for this accour
Account connections. Delegates can send items on your behalf, including creating and
Settings ® Access this account on the responding to meeting requests. If you want to grant folder permissions
T —— without giving send-on-behalf-of permissions, close this dialog box,
Account Settings... right-click the folder, click Change Sharing Permissions, and then change
5y Add and remove accounts or change the options on the Permissions tab.
existing connection settings. m—m ] Add..

p Account Name and Sync Settings
O,

{} Update basic account settings such as Remove

account name and folder sync settings.

Permissions...
Q Delegate Access
,Q Give others permission to receive

X Properties...
items and respond on your behalf.

= |mport your contacts from EXCEL

In the Outlook basics course, we learned how to export contacts, or incoming and outgoing
messages, as well as the calendar.

Exercise with importing contacts that are located in Excel
*  Open Outlook, click File, "Open & Export",
%  Click on "Import/Export".

*  Inthe Import and Export Wizard, select Import from another program or file

e

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file

Export to a file

Import a VCARD file (.vcf)

Import an iCalendar (.ics) or vCalendar file (.vcs)

nport from another program or file
Import RSS Feeds from an OPML file
Import RSS Feeds from the Common Feed List

Description

Import data from other files, such as Outlook
data files (.PST) and text files.

%  Click Next
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*  Choose Comma-Separated Values, click Next
Impaort a File
Select file type to import from:
Comma Separated Values
Outlook Data File {.pst)
| -
*

Go to the location where you saved the file and open it "Test with me by opening:

@ Email_contact.csv

Import a File

File to import:

k:\Users\mune\oneDrwe\Bureau\OUTl Browse ...

Options

() Replace duplicates with items imported
© allow duplicates to be created

() Do not import duplicate items

*

You will have to choose one of the three options, click on Next
Click the Contacts folder, click Next

Import a File

*

Select destination folder:

{3 srouillons
= calendrier

{2 Anniversaires l
=& Contacts

. {06967759-274D-40B2-A3EB-D7FIE"

() {ASE2BC46-B3A0-4243-B315-60D99
[E8] Contacts from EXCEL

L3 GAl Cantacte

In Import "containing the file name", click on "Map Custom Fields..." »
'rmporta File

The following actions will be performed:

Yl import “Email_contact.csv” into folder: Contacts

Map Custom Fields ...

Change Destination ...

This may take a few minutes and cannot be canceled.

< Back Finish ] Cancel
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*  Inthe last part, you need to match the fields

Map Custom Fields
Drag the values from the source file on the left, and drop them on the appropriate destination
field on the right. Drag the tem from the right to the left to remove it from the field mapping.
From: To:
Camma Separated Values Microsoft Office Outlook
Email_contact.csv Contacts from EXCEL
Value Field Mapped from
MNom ame
Prenom = Title
Adresse irst Mame Prenom
ville Middle Name
Province Mom
Code_postal
Telephone Company i
Courriel —
< Previous Next > Clear Map Default Map
oK Cancel

Open the small + on the right
Drag Nom (room left) to right to "Last Name"

Example for "Prenom", located on the left, send it to the right to match "First name"

* Kk ¥k ¥

Another example: If in Excel you wrote "Company" instead of "Corporation"”, you drag
the "Company to Corporation" field, to combine these two fields.

When all the fields are grouped together, click OK
Click Finish

Here is the result

v My Contacts
Antoine, Robert Archambault, Anna Berger, Juliette

Robert Antoine Anna Archambault

Contacts - etudiant3@formation-burea.

Juliette Berger

Contacts - etudiant7@formation-burea...

- formateur2@formation-bure 4) 325-9567 Work
Contacts

a.archambault®hotmail.com

m
Contacts from EXCEL D
2525 Acres 56 rue Decelles 4371 Marquette
E Dorval Quebec H4L 4)1 Montreal Quebec HET 4U7 Montreal Quebec H3C 5T6
F
G
H
Bibeau, Francine Bibeau, Sylvie Bibok Joelle
Francine Bibeau Sylvie Bibeau Joelle Bibok
K [ 214) 88 S Work 9
fit s.bibeau@hotmail.cor j.bit

3185 Lebrun
Montreal Quebec D4J TSR

4eme Avenue
Rosemont Quebec D4R 577

3456 Rue De Champlain
Lasalle Quebec H6T 3D5
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= Create arule

You create a rule to move messages to a folder, but also to delete certain unwanted
messages, to block messages with specific words in order to delete them permanently.

El?l Move ~
f'é Rules ~

ﬂ Send to OneMNote

B Maowe

Create a simple rule to move in a folder

*  This first solution is quick, just click on one of the contact's messages, with the right click
button, then on Rules. In the Move group of the Home tab and choose the option
"Always move messages from: ".and choose the destination folder. Here, you can't

include any particular specifications.
P LE OO =4

% Rules ~ l
Accinn lnread) me |
[ Always Move Messages From: Etudiant Quatr
=

= Create Rule..

“h Manage Rules & Alerts..

*  The second solution gives you a few additional options. Similarly, click on one of the
contact's messages, click Rules in the Move group on the Home tab, and choose the
Create Rule...,

Create Rule x Rules and Alerts X
When | get email with all of the selected conditions Choose a folder: o )
: E‘L—% Calendriers Internet oK i
. From Etudiant Sept v (38 etudiant3@formation-bureautique.ca
[ subject contains  HELP ON EXCEL &) Calendrier Cancel
_ v [ Boite de réception
[Isentte  me enly [] Etudiant 7 bl
) [5& preuve de réception
Do the following
% Brouillons
(] Display in the New item Alert window Eléments envoyés
v @ Eléments supprimés (4)
[Jplay a selected sound: Windows Notify Ema|  » L Browse... 3 Chents
A Etudiant7 (5)
B Move the item to folder: | Etudiant 7 Select Folder... [:8 important
3 Importation contacts
[ 1 . oA Isabelle Lévesque
| oK Cancel Advanced Options...

*  Edit or delete the rules

Click Rules in the Move group on the Home tab, choose the Manage Rules & Alerts
option

= O ==

Accinn lnread! me

% Rules ~ l

Always Move Messages From: Etudiant Quatre

EE] Create Rule...

{':I:!. Manage Rules & Alerts...
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*  Manage rules and alerts will also be found in File

B Rules and Alerts

Manage Rules
& Alerts

.Q. Use Rules and Alerts to help organize your incoming email messages, and receive
updates when items are added, changed, or removed.

Rules and Alerts

Email Rules Manage Alerts

Apply changes to this folder: inbox [etudiant3@f

{9 New Rule... Change Rule~ B3 Copy.. X Delete ~ Bun Rules Now.. Options

Rule (applied in the order shi  Copy Rule Adians -
Erudiant Sept ]
Rapport ]

Rule description (dlick an underlined value to edit:
Apply this rule after the message arrives
rom Etudiant Sept
move it o the Etudiant 7 folder
and stop processing more rules

(DEnable rules on all messages downloaded from RSS Feeds.

(o ) o

Create a more complex rule

You can also fully customize your rule step by step. It's longer, but above all more precise.
Click Rules in the Move group on the Home tab, choose the Manage Rules & Alerts...
Complete the 6 dialog boxes that appear during the validations (next button). Of course, you
don't have to complete everything if it doesn't meet your expectations. You can skip a step
with the NEXT button. In your last step after naming your rule, you can enable it on messages

that have already been received or not.

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
Move messages from to a folder
E] Move messages with specific words in the subject to a folder
E] Move messages sent to a public group to a folder
P Flag messages from someone for follow-up
E] Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
E}" Display mail from someone in the New item Alert Window
G')) Play a sound when | get messages from someone

Send an alert to my mobile device when | get messages from someone
Start from a blank rule
= Apply rule on messages | receive
B Apply rule on messages | send

Step 2: Edit the rule description (click an underhined value)
Apply this rule after the message arrives
from people or public group
move it to the specified folder
and stop processing more rules

Example: Move mail from my manager to my High Importance folder

Cancel Back [ Next > | Finish

Rules Wizard X

Rules Wizard

Which condition(s) do you want to check?
Step 1: Select condition(s)
[ ] with specific words in the subject

[] through the specified account

[] sent only to me

[ ] where my name is in the To bax

[] marked as impartance

] marked as sensitivity

[] flagged for action

[7] where my name is in the Cc box

[ ] where my name is in the To or Ce bax

|:| where my name 15 not in the To box

[ ] sent te people or public group

[] with specific words in the body

[ ] with specific words in the subject or body

[] with specific words in the message header

[] with specific words in the recipient's address

|| with specific words in the sender's address

["] assigned to category category

Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives
from people or
move it to the specified folder
and stop processing more rules

Cancel « Back

MNext > Finish
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Rules Wizard

Are there any exceptions?
Step 1: Select exception(s) (if necessary)

Rules Wizard

Finish rule setup.

L]

lexcept if from people or public group ]

[ ] except if the subject contains specific words

[] except through the specified account

["] except if sent only to me

|| except where my name is in the To box

[] except if it is marked as importance

[7] except if it is marked as sensitivity

[] except it is flagged for action

[] except where my name is in the Cc box

[ ] except if my name is in the To or Cc box

[] except where my name is not in the To box

[C] except if sent to people or public group

[] except if the body contains specific words

[] except if the subject or body contains specific words
[ ] except if the message header contains specific words
[] except with specific words in the recipient's address

[ 7] except with specific words in the sender’s address
[] except ff assigned to category category

Step 2: Edit the rule description (click an underfined value)
Apply this rule after the message arrives
with Viagra in the subject or body
permanently delete it
and stop processing more rules

Cancel Finish

< Back Next >

Step 1: Specify a name for this rule

Viagra

Step 2: Setup rule options
[_) Run this rule now on messages already in "Etudiant 7°
& Turn on this rule

| Create this rule on all accounts

Step 3: Review rule description (click an underlined value to edit)

Apply this rule after the message arrives
with{yiagra'in the subject or body
permanently delete it

and stop processing more rules

Cancel « Back Mext »

It is possible that 2 rules conflict.

In this case, it is always the highest rule in the list that takes
precedence over the following ones.
Consider changing the order of your rules with the arrows.

= Journal Management

The Journal is used to store either a conversation, a phone call, it can also be a letter received

or sent, well, it is something you want to

Create a "Journal" entry

*  Click on "More Apps"

oo
oo

remember.
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*  To activate the Journal, click on "Folders"

A
< ||B]| BB |2
< Tasks Folders MNotes Shortcuts

*  The "Journal" will be displayed in the "Folder Pane"

> [A] Contacts

3 [] Historique des conversations
[ Abonnements RSS

[ Radio-Canada | Fil - Arts -... 11

[] Radio-Canada | Sports - S... 10

G Courrier indésirable
3 [J Notes

[y Boite d'envoi

] Deleted Items

—
®
Journal
Entry

*  Click on "Journal Entry" located in Home OR CTRL+N

*  Type the subject, entry type, date, time, etc.

File  Journal Entry Insert Format Text

Save & Forward Delete Start
Close Timer

Actions Timer

Subject Conversation with Peter

£ W &G HS

Categorize Private = Address Check Zoom

Review

8 B &£ Q

Book Names

Tags Names Zoom

Entry type Phone call

Note

Start time e el

Remote session
Task

Task request
Task response

Subject Conversation with Peter

Entry type [Phone call

¥ | company

= [1zs

Start time wven. 2023-11-10

¥ | Duration [Emminules

*  Save & Close

Edit a "Journal" entry
*  Move to the item in the tim

eline layout on its creation date

*  Right-click on the item and choose the "Open Journal Entry" command

*  Make changes

Delete a "Journal" entry
*  Move to the item in the tim

eline layout on its creation date

*  Right-click on the item and choose the "Delete" command
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= RSS FEED

Definition

Subscribing to a site's RSS feed is like asking them to send us new content as it is published.
That way, we don't have to develop the reflex to visit our favorite sites every day.

You are automatically informed of all the updates of the sites to which you are subscribed to
the RSS feed!

In short, it's a way to have, in one place, all the news that interests us.

(Example of a source: https://francoischarron.com/sur-le-web/trucs-conseils/quest-ce-
que-les-flux-rss-et-comment-les-utiliser/K5yqzuX1TO/)

Subscribe to an RSS Feed in Outlook

*  Make sure you have access to your feeds by making sure if checked and if not, by
checking the "any RSS feed item..." »

*  Open the list of Outlook folders (Click on the Other Applications buttons at the top left,
then Folders)

oo Folders v[id Abonnements RSS

*  Right-click on the RSS Subscription folder, then click on Add RSS Feed
||

w Abonnement

D Open in New Window
Radio-Cang

Radio-Cana [ New Folder..

Courrier indd &Y Add a New RSS Feed..

*  This window will appear
New RSS Feed x

Enter the location of the RSS Feed you want to add to Outlook:
I

Example: http://www.example.com/feed/main.xml

Cancel

*  Find your site and the feed to subscribe to, e.g.: Radio Canada
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CELB

Open a web page, type Radio Canada RSS

.z CBC

M
https:/fwww.cbc.ca » rss

CBC.ca - RSS Feeds®@

CBC Podcasts provide you with the best of our popular national Radio & TV programs, regional
magazines, exclusive musical talent and special podcast-only ...

Click on this link

We will have a few choices: "Sports news" or "General news" or "Regional news"

Choose Arts, "Copy Link" located to the right

Arts & Entertainment o https/fwww cbe.calwebfeedirss/rss-arts

Paste the URL of the RSS feed into the Outlook dialog box that opens.
New RSS Feed X

Enter the location of the RSS Feed you want to add to Outlook
https://www.cbc.ca/webfeed/rss/rss-arts]

Example; http://www.example.com/feed/main.xml

Add Cancel

If a warning message appears to protect you. It's up to you to validate your subscription.
You can rename it as needed

Click OK

= A TIME-SAVING PRACTICE ON OUTLOOK

Drag and Drop

*

*

For a more efficient organization on Outlook, here are the best practices to adopt:

Use the "Drag and drop" button to turn any Outlook item into another (email into an
appointment, a task or a contact, an appointment into a task...)

You need to drag one item (example a task) to another (example a Calendar) in your
navigation pane on the left side of your screen.

However, dragging and dropping with the left side of the mouse has a few drawbacks to
consider:

A Duplicating the element
A Attachments disappear...

To overcome these problems, use the "Drag and Drop" with the right side of the mouse.

In this case, you get a choice of options that will allow you to determine exactly which
option you are interested in.
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CELB

Example 1 with an email

*  Grab an email and we want to schedule an appointment

*  Onthe email, right mouse button and drag to the calendar
%  Choose With Attachment
*

Here is the result

Copy Here as Appointment with Text

Copy Here as Appointment with Shortcut

[ Copy Here as Appointment with Attachment ]

Move Here as Appointment with Attachment
Copy Here as Meeting Request

Cancel

*  If you take the option: Copy here as meeting request
Here's the result:

E From
- Title HELP ON EXCEL

Required Etudiant Sept

‘ Optional

Start time ven. 2023-11-10 [£) 1330 v Oailday [ @ Time zones

End time ven. 2023-11-10 (1| 1400 ¥| &3 Make Recurring

Location

From: Etudiant Sept

Sent: 10 novembre 2023 10:39

To: Ftudiant Trois <etudiant3@formation-bureautique.ca>
Subject: HELP ON EXCEL

Example 2 with multiple contacts received by email to be forwarded

*  If you have received several contacts to put in your list and we don't want to do this one
by one, here's how to do it:

*  Select All Attachments (CTRL+A)

*  With the mouse, (not with the right mouse button), drag i
the contacts to your “Contacts Button" ~/
R =

*  Go see, they're all here...
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