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OUTLOOK

= The Qutlook environment

Outlook organizes your emails, calendars, contacts, tasks, and to-do lists; all from a single
location. This organization starts with your email account. From there, you can start using
emails, convert them into tasks or appointments, and save information about the people
you communicate with regularly, so you never have to remember an email address or
phone number.

This software alone allows a real unified management in real time, of all your activities.

Microsoft Outlook allows you to work efficiently and quickly. In addition, Outlook Web
App, and synchronization with smartphones (iPhone, BlackBerry) allows for more active
tracking and invaluable time savings anytime, anywhere.

= Set up your account.

Your first action is to set up your Outlook account. After that, you will be able to start to
receive and send emails, use the calendar, create contacts, and use Outlook tasks.

The configuration is automatic if you are using an earlier version of Outlook on the same
computer. If not, automatic account configuration runs the first time Outlook starts and
guides you through the process.

You are asked to provide your name, email address and a password. This is usually
enough, but if automatic configuration fails, Outlook asks for some additional
information, such as the name of your email server. If you do not have this information,
your email provider can provide it to you.

Account Information

u etudiant3@formation-bureautique.ca
Microsoft Exchange

—|— Add Account

/O Account Settings
&

Change settings for this account or set up more
Account connections.
Settings v

®  Get the Outlook app for 10S or Android. \

If you want to add another email account later, when you're ready, select File, Add
Account to start automatic account setup.
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= Navigation pane

What is the Navigation Pane?

The Navigation Pane appears on the left side of the Outlook window and allows you to
switch between different areas of Outlook, such as Mail, Calendar, Contacts, Tasks, and
Notes. Additionally, when you work in a view, the Navigation Pane displays the folders in
that view.

When you click a folder in the Navigation Pane, that folder becomes the current folder,
and you can work with the items in it. For example, in Mail, click the Inbox folder to view
new email messages. This becomes the folder pane.

Change the display of the navigation pane.

You can control which buttons (or icons) appear in the Quick Access Bar and the order in
which they appear.

Navigation Options...

N otes ( Display in this order

Mail Move U

People Move Down
/ 1 Folders e

Falders
Soarcrh bnldarc ‘

= a8 [2] Shorteuts

~ Click on the three small dots, then choose "Navigation options".

~ If necessary, disable "Compact Navigation" to get this display

Mail Calendar People Tasks Notes Folders |-

In the Navigation Options dialog box, do the following:

[—
|
~ To change the number of buttons or icons that appear on the bar,
increase, or decrease the default setting (4) for the maximum number of
visible items. 8

& Todisplay icons instead of names, select the Compact navigation check
box.

=~ Torearrange how buttons or icons appear, select an item in the Display
in this order box, and then select Move Up or Move Down. Click OK.

If you don't like the changes, you made or want to
start over from the beginning, select Reset.

A little advice
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= Views - Organize the preview of your Outlook.

Folder Pane

To change the views as needed, click on the View tab, Layout group.

_ = N
‘T: =l =TT eading To-Do
L= I-I_-I—-E——r — o) Pane ~  Bar ¥

Use Tighter Folder Reading To-Do ¥ Normal
Spacing Pane~ Pane~ Bar~ Minimized
Layout Off

Favorites

Options...

The folder pane is your browser through emails, sent items, drafts, deleted, and your
folders.

It should always be in "Normal", if you collapse it, click on "Pin the folder pane", or go
back to "Folder pane" to return to "Normal".

=~ Check the option that best suits your needs. This one is on the left of your
screen

Resize the folder pane.

~ Point to the right border of the navigation pane.
When the pointer changes to an arrow, drag the
border to the right or left.

Reading Pane in
Reading| To-Do
» You have the choice to display emails: either right or || " | Bar~
bottom or off " [ gight
[E Bottom
[ off
Options...
Q
To-Do Bar o || "o
+  Calendar
=~ This display is on the right side of your screen
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Favorites pane

The Favorites feature can be turned off if you are not using it and want more space in the
Folder pane. Favorites, located at the top of the Folder pane, contains shortcuts to folders
that you use frequently.

You can’t add or removed a folder in "Favorites". There is also no effect on the folders in
the master folder list.

& In Mail, click View, Folder Pane, Favorites.

. 1= ‘ —
=~ Ifyou turn Favorites off and turn them back on, the V= i
H Use Tighter | Folder | Reading To-Do
same folders are displayed. Sacing. [Pane.v| Pane~ Bar
< ¥ Normal
v Favorites Minimized
\ off
Boite de réception 2 |
ravaorites
Eléments envoyés
Options...
Brouillons

- Mail

New features and improvements allow you to be more efficient if you know where to find
them. Fortunately, thanks to Outlook's advanced Ribbon, discovering additional
commands is extremely easy. You no longer waste time looking for them.

Want to make your life easier when you set up new or existing contacts, print messages,
or clean up your mailbox? The new Office is here to help. You can now manage your
account, customize your Outlook interface, and run printouts much more easily, all from
one place.

Save time viewing, creating, and managing your email messages.

Think about how many messages you receive each week compared to five years ago.
We've redesigned Outlook to reflect this evolution so you can control the large volumes
of information that come to you every day.

~ Easily manage large volumes of email. All it takes is a few clicks to group or
classify emails. With the new management and display tools, you can
summarize dozens of messages to a few relevant items and focus on other
tasks, without getting cluttered.

& Send the right information to the right people and be reactive in your
responses. MailTips?! alerts you immediately to potential distribution issues

T MailTips requires Microsoft Exchange Server 2016 to be installed and must be enabled by an Exchange administrator.
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and Quick Actions reduces repetitive tasks, which usually require multiple
commands, to a single click.

The Email section allows you to communicate with people inside and outside your
organization. You can add an email signature and attachments to your emails.

- Create an Email message.

=& From any email folder (for example, your inbox), select New Email.

= &
New | New
Email | Items ~

New

=~ Keyboard shortcut: Press Ctrl + Shift + M.

=& When you have finish writing your message, select Send.

Send an Email.

File Message Insert |Options

] n Colors

Themes Fonts
M Effects ~

Themes

Format Text Review Developer He

8] .
| Request a Delivery Receipt
1]

Use Voting ] Request a Read Receipt
Buttons v

Tracking

E’ ‘ From v etudiant3@formation-bureautique.ca

Send To

zl

Cc

Bcc

»~ "To" field represents the recipient of the email

~ Field "Cc" Means "Carbon copy", an email is sent to two recipients. An email
addressed to a person, but a copy sent as proof to a linked person.

& The field "Bcc" means "Blind Carbon Copy". This is the correct field to use
when you want to send a "hidden copy". The addresses of the recipients

registered in "Bcc" do not appear in the email received by the other
recipients.
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An acknowledgment of receipt

This confirms that your email has been delivered to the recipient's inbox, but not that the
recipient has seen or read it.

Format Text Review Developer Hel

8]
] Request a Delivery Receipt
%]

Use Voting [ Request a Read Receipt

Buttons ¥
Tracking (%1
postmaster@formation-bureautique.ca =~
To murielle.formation@bell.net
details.brt - = Untitled attachment 00008.txt -
454 bytes 20KB

Votre message a été remis aux destinataires suivants :

Etudiant Trois (etudiant3@formation-bureautique.ca

Objet : E-Mail

Read receipts.

However, the recipient of the message may refuse to send read receipts. In other cases,
read receipts will not be send, especially if the recipient's mail program does not support
them. There is no way to force a recipient to send a read receipt.

& From the File menu, select Options, Mail.

~ Under Tracking, select the check box Delivery receipt confirming the message
was delivered to the recipient’s email server or Read receipt confirming the
recipient viewed the mail.

Tracking

|g: Delivery and read receipts help provide confirmation that messages were successfully received. Not all emai
./, servers and applications support sending receipts.

For all messages sent, request:
[[) Delivery receipt confirming the message was delivered to the recipient's email server

[] Read receipt confirming the recipient viewed the message

For any message received that includes a read receipt request:

® A ways send a read receipt

(O Never send a read receipt

Ask each time whether to send a read receipt

[~] Automatically process meeting requests and responses to meeting requests and polls
] Automatica y update original sent item with receipt information
[J Update tracking information, and then delete responses that don't contain comments

[) After updating tracking information, move receipt to: ﬂ Eléments supprimeés
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We recommend tracking only important messages, not all messages.

In a new email message, on the Options tab, "Tracking group", select the check box
Request a Delivery Receipt or Request a Read receipt. Or enable both options.

Follow the delivery receipts.

If your messages are important and you want to keep
them. Create a folder in your inbox that you can call:
"Important” or "Proof of receipt" and move your message
(Delivery Receipts) to the folder.

(See example of a delivery receipt below)

Your message
To: Etudiant Trois
Subject: test mail
Sent: Tuesday, July 5, 2022 11:23:27 AM (UTC-05:00) Eastern Time (US & Canada)

was read on Tuesday, July 5, 2022 11:23:40 AM (UTC-05:00) Eastern Time (US & Canada).

Mark messages as read or unread

Format Text

10

Review Developer He

(] Request a Delivery Receipt

Use Votin
Buttons v

g[I:I Request a Read Receipt ]

Tracking [

Even if a message has been opened, you may want to mark it as unread to get your
attention. You could also use the option of a flag to better manage your emails. (See

Follow up)

= Click in Home, Tags group, check Unread.
OR

Click the File tab
Click Options

Click Advanced

=
CE
Unread/|Categorize Fol <~ peply
Read v Uy
% Reply All
Tags
—> Forward
Or right click in = Mark as Read

your message

Under Outlook Panes, click Reading Pane

L T D T T

To enable this feature, select the box Mark items as read when viewed in the

Reading Pane, and then enter a number in the box Wait X seconds before

marking item as read.
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Number of rows to view in a message

In general, in the preview of a message we only see the first line of the email, so here's
what to do to get a little more.

= Click on the View tab, Arrangement group, Message Preview

« Check the number of rows you want.

SO B s O search SIS

File Home Send/Receive Folder View He £ Coming Soon Try it now (@ on

vetudiant3@formation-bure.
Boe

Subject: test mail

1140 Your message
To: Etudiant Trois

Sent: Tuesday, July 5, 2022 11:23:27 AM (UTC-05:00) Eastern Time (US & Canada)

(o
124 ] was read on Tuesday, July 5, 2022 11.:23.40 AM (UTC-05.00) Eastern Time (US & Canada).

Bofte de réception 1

Mail Calendar People Tasks Notes Folders -
s o & - '
e

HoroCcadaafoeseR ATe PN O

Reply to or forward a message.

1. On the ribbon or in the reading pane, select Reply, Reply All, or Forward.

=RER SRR N R ANRI € Reply =
dd.An <€) Reply All
2. IntheTo, Cc, or Bcc box, do one of the following: —> Forward
« Toadd a recipient, click in the appropriate box, Respond

insert ";" and enter the recipient's name.

=~ Todelete a recipient, click in the appropriate box, select the recipient's name,
and then tap Delete.

= You can delete part of the original message to keep some privacy especially
when you are forwarding a message.

= Reply: To reply only to the sender
Reply All: for all recipients.

«» Forward: All attachments are automatically included when you forward the
message
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Suggested Replies

Something new with Outlook: when you receive an email message that you want to
answer with a short reply. Outlook suggests three responses that you can use to easily

reply. Suggested replies are computer-generated and use natural language to provide
response options.

Exemple

Start your reply all with: ‘ Confirmed! ‘ ‘ Confirmed, thank you. ‘ ‘ Confirmed, thanks!

= Spelling and grammar

You can set your program to automatically correct misspelled words that are similar to
words in the main dictionary that the spelling checker uses.

1. Click File, and then click Options
2. Click Mail

3. Click in "Spelling and Autocorrect..."

> > >
Mail
Calendar Compose messages
People rn/) Change the editing settings for messages. Editor Options...
Tasks Compose messages in this format: | HTML v
Search
abc [ al heck lling bef dii i
Language L] Always check spelling before sending | Spelling and Autocorrect...
N - lgnore original message text in reply or forward

4. Make sure you have the checkmark in the two boxes near the bottom of
the "When correcting spelling in Outlook" window

When correcting spelling in Qutlook

Check spelling as you type
Mark grammar errors as you type

Frequently confused words

5. Thenclick "AutoCorrect Options..."

AutoCorrect options

Specify how Outlook corrects and formats text as you type. | AutoCorrect Options...
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6. If you make the same mistake over and over again when typing text
Example: You type "MASION" instead of "MAISON"

7. In « Remplace » box, type Masion and « With » type Maison, then click on
« Add »

Replace text as you type
[BEP|ECE: With: Plain text Formatted text]

Masion Maison|

maintenence maintenance
makeing making
managment management
mantain maintain I
marraige marriage
may of been may have been
may of had may have had
Add Delete

Automatically use suggestions from the spelling checker

oK Cancel

= Text Format

Editing the text is done in the "Format Text" tab, "Font" and "Paragraph" group

File Message |Insert Options FormatText Review Developer Help

<
| N
<
4

=

ik AaHML| e A A Aae A
[&  AaPlainText )

Paste
v & AgRichText

Clipboard 5 Format Font

B I U & x ¥ £+ A~

-
1

il

Paragraph

il

The "Insert" tab is not to be neglected

»~ Toinsert an attachment, "Include" Group also to insert a signature

File  Message Insert Options Fo

B | &

tlook Business Calendar| Signature
tem  Card v e

Include

"
—

o insert a picture, Shapes, Icons, etc. from group "lllustrations"

MNP E QO 2l b

Pictures Shapes Icons el SmartArt Chart Screenshot
e e Models v e

Nlustrations
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= Group "Text" and "Symbols".

A 4 A= Drop Cap ~ _l_[ Q i_;

Text Quick WordArt @ Date & Time Equation Symbol Horizontal
Box~ Paris~ v Ej Object h v Line

Text Symbols

Reproduce formatting.

= From the Home tab, you can apply formatting to selected text and basic
formatting to graphics, such as borders and fills.

Select the text that has the formatting you want to copy.

If you want to copy the formatting of the text, select a portion of a paragraph.
If you want to copy the text and paragraph formatting, select an entire
paragraph, including the paragraph marker.

= Click the Format Text tab in the Clipboard group, click Reproduce Formatting.

=& The pointer changes to a brush. Ay

= Click the items where you want the formatting to be applied. - D

= Double-click the Format painter button if you want to change the Pafte g
formatting of multiple selections in your document. Clipboard

~ Select the text or graphic you want to format.

~ To stop formatting, press ESC.

= Find a synonym

After you enter a term, you can search for a synonym to replace an occurrence. Word
will help you with the thesaurus.

~ Select the term for which you are looking for a synonym.
Click the Review tab.
Click Thesaurus in the Editor group.

A pane on the right side of your screen will open and offer you several terms.

b T T "R ™

From the synonymes, click the right arrow and click the Insert command.
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=~ The selected term has been replaced with the synonym of your choice.

File  Message Insert Options Format Text Review Developer He

v FEBEIm A L O g

Spelling and Editor fhesaurus | Word Read Check Search Language
Grammar v~ Count Aloud Accessibility ~
Editor Speech Accessibility Insights Language
OR
=& Right-click on the word you are looking for a synonym
I
Synonyms > contented
A Read Aloud relaxed
@ Link > happy
rtable.
easy
Calibri vij12 v A
i . calm
B I U £ -
- Thesaurus...

& Word will suggest several terms to you

~ Select the term of your choice

= Statistics

As in Word, you want to know how many words, paragraphs we have in the email, here

is how to do it? "Review" tab, "Editor" group "Word Count"

File  Message |Insert Options Format Text Review Developer Help

E:/bc ﬁ A}) I:'% /@ Word Count ? X

Read Check Search

Spelling and Editor Thesaurug Statistics:
Grammar ¥ Aloud Accessibility
) . . Pages 1
Editor Speech Accessibility Insights
Words 36
Characters (no spaces) 160
Characters (with spaces) 189
Paragraphs 7
Lines 13

Include textboxes, footnotes and endnotes
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= |nsert attachment(s)

Attach files without searching for them.

Need to attach an image or document? Outlook saves you time by keeping a list of your
recently used files. Click the Attach File button when you create a message or meeting
invitation and select the file you want to attach.

To participate in an existing group, start by searching for its name. On the Home tab of
the Outlook application window, enter a keyword or phrase in the Search for people box,
and then click to select the group you want to participate in.

Add an attachment to an email message.

To share a file, you can attach it to your message. You can also attach other Outlook items,
such as messages, contacts, or tasks.

=~ Create a new message or select an existing message, and then select Reply,
Reply All, or Forward.

& Inthe message window, select Message, Attach File.

Message Insert Options Format Te

=" = 4

utlook Poll  Business Calendar Signature
Item Card ~ v

Include

»~ Files used and / or saved recently will be in the list, this new option in Outlook
will allow us to insert a file faster instead of using: Browse and search for the
file to insert.

Open or save an email attachment.

You can open an attachment from the reading pane or from an open message. After
opening and viewing an attachment, you can save it. If a message contains multiple
attachments, you can save them as a group or individually.

Open an attachment.

Depending on the version of Outlook you are using, there may be several options available
to open an attachment.

-~ Double-click the attachment.

Save an attachment.
=~ Select the attachment in the reading pane or the open message.

« Onthe Attachments tab, in the Actions group, select Save As. You can also
right-click the attachment, and then select Save As.
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«~ If you have multiple attachments, click Save All Attachments.

File Home Send/Receive Folder View Developer Help Attachments

= X (2 k| @ BB &

Open Quick Remove Save Save All Upload Select Copy Show
Print Attachment As  Attachments v All Message
Actions Save to Computer Save to Cloud Selection Message

Delete an attachment.

=~ To keep a message but you want to delete the attachment because it is too
large a file (Example: "PDF"), tap Remove attachment.

=~ You keep the message, but the attachment is no longer in the message.

File Home Send /Receive Folder Vi

Open Quick
Print A

Save Save All
As  Attachments

Save to Computer

- Message Management

It is important to organize all our messages. Sometimes, to facilitate the work, it is
necessary to modify the display to identify certain messages.

That's why the Organize option will come in handy.

Organize and sort your messages.

Organizing means that we want to put in ascending or descending order our messages,
we want to classify our messages, either by Date, From, To, Attachments, etc.

The Show in Groups option is also a way to better view your messages.

You will find Organize from the View tab, Arrangement group.

BE Categories Fh Flag Status F] Flag: Start Date
F] Flag: Due Date I Size EI Subject
—— s B, A ;
= Type Attachments Account
@ Date ] Erom £Q To |
» + Importance
Message @O ) |:t| |:|:|
Preview ~ 08 Categories Flag Status Flag: Start Date | ¢ v Show in Groups
@ View Settings...
Arrangement
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- Folders Management

You can create folders in Outlook to organize your messages in your own way. For all

messages from a particular contact, make sure that their messages automatically enter
that folder.

Create a folder.

& Click in the Inbox

File Home Send / Receive Folder

New |New Search
Folder Folder

New

E, m P % Copy Folde

=
.2

Actions

« Click Folder from the Folder tab, Group » "New"

Give your folder a name. example: Name of the folder "Important" to drop
your important messages that you do not want to delete and keep, but not in

your inbox

Create Mew Folder

ame:

| Murielle Formation

Rules and Alerts

o v

Choose a folder:

Folder contains:

hail and Post ltems

Select where to place the folder:

X

~ a etudiant3@formation-bureautique.ca
“1 > &) calendrier
~ [~] Boite de réception (1)

v a etudiant3 @formation-bureautique.ca
> @ Calendrier
[ Boite de réception (1)
E% Erouillons
] Eléments envoyés
]E Eléments supprimés (1)
D Archive
> [B] contacts
> E Historique des conversations

EL#E Abonnements RSS

@ Journal

D Murielle Formation
B [% Brouillons
[ ] Eléments envoyés
]E Eléments supprimés (1]
D Archive
> E_') Contacts
> D Historique des conversations
Abonnements RSS
% Journal
% Courrier indésirable

[ Notes
Cancel [ D—,‘ Boite d'envoi

QK

Cancel

Mew..

~ Drag your messages to this folder
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Create a rule for a folder.
You can move all messages from a specific person to a folder.

= The first method would be to create the folder in advance as we just did in the
previous step, we will see the second method in the next step.

= Click in one of the messages where you want to deposit all your emails from
the same contact.

~ Today L[ Copy

-
: : ' murielle.f(
MURIELLE FORMATIONGBELL NEY "5 Quick Prit o | m ——
Files € Reply 11:46 | N
Size: 3 MB B “ﬁ Ecran Outlook
Voila <end> %) Reply All ] 2 MB
—> Forward

MURIELLE.FORMATION®BELL.NE1 Voila

) Mark as Read 11:24

S KB =
This is & test Murielle <end> Mark as Unread
[=]=]
v Yesterday oa Categorize e
. - Follow U >
Microsoft Viva M F
Votre e-mail de synthése F‘g Assign Policy > lun. 4:06
Size: 265 KB )
Privé pour vous <https://go.microsoft.com/fu =2 Find Related > | Etudiant Trois,
Dé les tend: de vos i de de vos habitudes

de travail au cours des quatre derniéres semai ‘}} Quick Steps

~ Two Weeks Ago 60 Set Quick Actions
. . [ Move ~
b Etudiant Cing; Etudiant Six % Rules > Always Move Messages From: murielle.formation@bell.ngt
= = Rules v
test 2 = e —

Size: 73 KB ] send to OneNote
u Send to OneNote {'h Manage Rules & Alerts...

Move

Either right click, or Home tab, Group » "Move ", click in Rules
Click Always move messages from... (Email address)

Make sure you are in the inbox

T e

It is still time to create the new folder
Click "New"

Rules and Alerts 3 Create New Folder x

ame:
Choose a folder: | Murielle Formation
v a etudiant3@formation-bureautique.ca oK
> @ calendrier Folder contains:

E Boite de réception (1) Cancel Mail and Past ltems ~ | E
F‘% Brouillons Select where to place the folder:
D Eléments envoyés New... ~ 38 etudiant3@formation-bureautique.ca
]E[ Eléments supprimés (1) > &3 calendrier
D Archive [57) Boite de réception (1)
> E‘—) Contacts % zrgr:lillft:sanvﬂyés
> D Histarique des conversations IE Eléments supprimés (1)
E_' Abonnements RSS [ archive
I%Joumal > E‘_)(tmtarts
% Courrier indésirable > E Historique des conversations
Abonnements RSS
D Notes % Journal

E_| Boite d'envoi
B Taches cnce | |

«~ Click OK
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CHANGE or delete a rule about a folder
= Click in Manage rules and alerts

=~ Clickin the rule you want to edit

File Home Send/Receive Folder View Developer Help

o] . 1] -
:+ % &S @ E (_) Reply E %] I’J Etudiant 5 D Move . F‘E e EE Categorize ¥
v & M=
New  New B2 Detete Archive © Reply Al B - Share to ;TU Manager ‘ml Assion_Unread/ m . ..
Email fems~ G« > Forward Teams Team Emall v Always Move Messages From: murielle formation@bell.net
e St
New Delete Respond Teams Quick Steps Create Rule..
¢ Al Unread {':C\. Manage Rules & Alerts...
Rules and Alerts X
Email Rules mManage Alerts
Apply changes to this folder: | Inbox [ i armation-bur ique.ca, murielle.formati bell.net
s=7New Rule.. Change Rule~ EE Copy.. xge\eq w Run Rules Now.. Options
Rule (applied in the order shown) Actions
murielle.formation@bell.net Etl eﬂ—
\_ viagra (client-only) w&

Apply this rule after the message arrives
frem murielle formation@bell net

move it to the Murielle Formation folder
\ ey i |

C]Enable rules on all messages downloaded from RSS Feeds

oK Cancel Apply

& Orclick Delete

= Create a sighature.

Create custom signatures at the bottom of your messages. Signatures can include text,

images, your electronic business card, a logo, or even an image of your handwritten
signature.

1 In a new message, select Signature, "Signatures" from

the Include group. [@J @) @

2 On the Email Signature tab, select New. ’i‘;t:ih LTk Signft“"
3 Type a name, and then select OK.

Inclucle

4 Under Choose default signature, do the following:

~ Inthe Email account list, select the email account to which you want to
associate the signature.
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want to automatically

=~ Inthe New messages list, select the signature that you
add to all new email messages. If you ignore this option, the default value is
(none).

»~ Inthe Replies/Forwards list, select the signature to add automatically (auto-
signature) when you reply to or forward messages. Otherwise, accept the
default option, (none).

=& Under Edit signature, type signature

Choose your Font, text size and logo image as needed.

Then select OK

[

Bignatures and Stationery

E-mail Signature  Personal Stationery

E-mail account: | pyriellerichard@cooptel.qc.ca
Select signature to edit

Murielle

Delete

Rename

Edit signature

Automatic

Monotype Corsiva

I u

[E5] Business Card ||| o] &
J

Murielle Training

Save Get signature templates

7
Choose default signature
New messages: | purielle

Replies/forwards: |(ne:

Cancel

You can have multiple signatures.

Add a signature.

You can create a signature from File, Options, Mail, and then Signatures.

Outlook Options.
General . .
Change the settings for messages you create and receive.
Calendar Compose messages
Groups Change the editing settings for messages
People Compose messages in this format: | HTML ~ ~
Tasks (Z) Show text predictions while typing ®
Search B
abc [ Always check spelling before sending
Language —
(] Ignore original message text in reply or forward
Accessibility
Advanced
Create or modify signatures for messages.
Customize Ribbon

Spelling and Autocorrect.

? X

Editor Options.

» Inanew message, click Signature, and then select the

Page |21
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= Spam management

You can also create rules to automatically delete certain unwanted messages based on
keywords, subject lines, or the sender of the email, for example.

You can also quickly block a sender by right-clicking on your email.

Abonnements RSS

Courrier indésirable

T

Fﬂ Move to Other % Block Sender

Fﬂ Always Move to Other Mever Block Sender

IF@ lgnore Mever Block Sender’'s Domain (@example.com)
% Junk > Mever Block this Group or Mailing List

m[ Delete |

= Archive... % Junk E-mail Options...

~ Hover your cursor over Junk Email
« Click Block Sender

You can manage approved and blocked senders via Junk Email Options, click on "Junk
Email Options"

Junk Email Options|- etudiant3@formation-bureautique.ca X

Options Safe Senders  Safe Recipients Blocked Senders |nternational

Email from addresses or domain names on your Blocked Senders List
will always be treated as junk email.

idenis.kareqeva@gmail.com Add...

Edit...

Remove

Import from File...

Export to File..
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- Create a simple template.

The "My Templates" add-in allows you to create templates that you can then add to your
messages.

You can include text and images in your templates. However, it is a good idea to save your
images to a location that you control, such as OneDrive for Business, because if you link
to an image on the internet, it may be unexpectedly deleted, and the image link will be
broken in add-in.

Templates

3

View

My Templates

Create a new message, click on "View Templates " group "My Templates"

Use an existing template by clicking on it or create your own template by

clicking

@ Template |

Click Save. You can now use your template

You can also create another template by clicking on "+ Template"

My Templates

Invoice

®

Good Morning,
Please find enclosed your invoice.
For work done last month.

Cordially

Cancel

-~ Type your message, click "Save"

Invoice

Good Morning,

Please find enclosed your invoice.
For work done last month.

Cordially

Etudiant3 Murielle

1

You can edit or delete a template at any time by clicking on the button at the

top right of the window.
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= Search tools

Searching for a specific item can seem like a daunting task, especially when you don't
really have time to go through all the folders and read every message in it. Fortunately,
Outlook allows you to easily filter your data and find what you're looking for at the right
time.

& Restrict your search with a few clicks: add additional criteria to limit your
results, and include only items with attachments, over a certain period of time
sent or items addressed to yourself or another recipient, etc.

=& Quickly refine the scope of your search. Change the scope to expand the
search to include subfolders, all email items, or all Outlook items.

=~ Manage your search options from the results. Change the scope and search
options, or quickly go back to a previous search.

Find an item.
1 Inthe Folder pane, click the folder to search for.
2 Inthe Instant search box, type your search text.

File  Home Receive  Folder View Help Search

E}\)\ El @ 1 EE Q SentTo~ P Flagged [ @ | @ [ Current Folder @

I important All Current 5 subfolders Include
. —+ More ~ Mailboxes| Mailbox [ All Qutlook ltems | Deleted Items,

Pt X

Recent  Search Close
Searches ~ Tools ~ Search

Refine cope QOptions Close

3 By default, the search goes to "All mailboxes".
It's up to you to edit immediately or in the "Scope" group.
5 Type "Hello" or a name (Example: Murielle) and "Enter" button

| Al Mailboxes v [EESSEELITIEI v X ‘
[ /o
12:02
Murielle Richard Brouilons o
514-377-4670 <end>
- . In Folder: Brouillons ] . .
murielle formation@bel, . o rouilons | murielle.formation@bell.net
Files 146 FICHIER EXCEL
Voila <end> -
ol cenc Boite de réception Bonjour Manon, Voici le fichier complet. Bon
FORMATION-CAD <fin>
murielle.formation@bell.net 1]
Files 1145
Volla <end- Eléments envoyés murielle.formation@bell.net
Traduction
Etudiant Trois Bonjour Paméla, Voici le fichier pour Lyne et |
Absence 1140 Bonne journée! Murielle Richard Pour FORMA
Good morning Murielle, | will be in Montreal tomorrow all day. Please, verify i | have a Boite de réception
message from Chloé about the last invoice. If yes, please return it (PDF file in my folder
Vear 2022" Thanks! Etudiant 3 v Lundi
Etudiant Trois Josée L.
Absence 11:40 Excel-formation
Good morning Murielle, | will be in Montreal tomorrow all day. Please, verify if | have a Eléments envoyés Bonjour Murielle, Merci pour la formation. J
message from Chloé about the last invoice. If yes, please return it (PDF file in my folder - S :
year 2022 Thanks! Etudiant 3 Envoyé a partir de Courrier <https://go.micro:
Windows <fin>

6 Items containing the text you typed appear with the text you were looking for
highlighted.
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7 Torefine the search, choose more options.
Example: Has Attachments OR Flagged OR From

File Home Send /Receive Folder View Help Search

%E P\ SentTo ~

| Important
ategorized :
e Unread
Attachments - -+ More v

Refine

8 To expand the search to include all folders, click All Mailboxes or All Outlook
Items.

Qlegm= W o

All Current E Subfolders Include Recent  Search Close
Mailboxes| Mailbox % All Outlook ltems Deleted Items ~ Searches ¥ Tools ~ Search

Scope Results Options Close

9 For more specific searches, use Search Tools, located in the Search tab, Options
group

eloper Help Search
lagged @ @ [ current Folder m p ﬁﬁ
mportant All Current ) susfolders Include Recent  Search Close
More v Mailboxes| Mailbox f‘g All Outlook ltems Deleted ltems = Searches ¥ Tools v Search
Scope Results Options
%5 Advanced Find - a X
Look Messages ~ In:  Murielle Formation Browse...
Messages More Choices Advanced
Search for the word(s): Stop
In: | subject field only MNew Search
From...
Sent To...
C]Whera | am: the only person on the To line (_\
T Aytime

~ Search in "Subject field and message body"
& Searchin"Time"

10 Close the search when you have finished.
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- People

People is the name given to the people, and companies, who make up your professional
and personal contacts. The person you add as a contact is entirely discretionary and the
only restrictions that may apply to what you can or cannot add are the limits that you or
your company impose. Your company, for example, may have rules about matching
certain external email addresses.

Create a contact.

A contact can be a simple name followed by an email address, or you can include detailed
information such as a mailing address, phone numbers, a photo, and a birthday. Your
contacts appear under the People option in the Quick Access Bar.

Mail Calendar [People| Tasks Notes Folders -

= InPeople, select New Contact.

MNew
Contact

R &
New MNew Contact New
roup Group ltems ~

New

~ Keyboard shortcut: Press Ctrl + Shift + C.
OR
From a received message, click the message
Click on the email address received

Right-click Add to Outlook Contacts

File Home Send / Receive Folder View Help 4 Coming 5§
(R | B [ B 515 ] Guews  Cvenenimen: - 1o wmoer Mg & " M A) | xb
New New | TRCRanUp™ oo Archive | Reply Reply " 2 Mo - B ream v Move Rules Sendto | Unread/ {
Email hemsv | 0 All [ More €3 Rapl New v - ~  OneNote  Read Claude Lamoureux <claud..
New Delete Respond Quick steps [ wove
All - Unread by Date v T . //pror 7
muriellesichard3@bel net TR: https://proprig f
“ Yastarday -
~ Boite de réception 3 AR
e [ ] Cla <claude|@tech-net-
v Chioe Chloé Bessette oy
 EVALUATIONS ENVOYES (N, e e I sam prachuine - s ks M — 0 copy
FACTURES (RECENT)
Sainte.paf .
o [ -o- BERAS
Customer Support U]
Staples Payment Receipt un. &01
EW select
)
BsA
jeu
Jean Le:
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~ Enter all information, name, email, telephone, etc.

~ Do not forget to Save and close
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File__ Contact Insert FormatText Review Help
i, CONtACt
o f s ll [(E2 OED 88 5 g omQ
I B= /3 Q-ch,t ™ ] b 3 Bz A <))
Save & Pelete Save & Forward Sendto  [General CMUMCAtS  Email Meeting More  Address Check — Business Picture  Categorize Follow Private  Immersive  Zoom
Close Newv ~  OneNote [ A Fields - Book Names — Card - Up~ Reader
Actions Show Communicate Names Options Tags Immersive Zoom
| Full Name... | ‘:c‘s“de Lamoureux ‘ Claude Lamoureux
Company ‘:Te:h'Ne( Entretiens Tech-Net Entretiens
Job ttle [ ) dlaude.|@tech-net-entretiens.ca
File as Lamoureuy, Claude| v
Internet Lamoureuy, Claude’
Claude Lamoureux .
| B email. | | |Tech-Net ntretiens J
Lamoureuy, Claude (Tech-Nat Entretiens) 3
Display as [Tech-Net Entretiens (Lamoureux Claude) ‘ Notes
Web page address \ \
IM address ( )
Phone numbers
[usiness.. [ ] [ )
[rome.. [~ | )
| Business Fax.. | ¥ | \ \
[ Mobite. v [ )
Addresses
[Business.. | = | [
[ This is the
mailing address
| Business... hd |
[ This is the Business
mailing addi .
Home
Other
Addresses
[ Home... - | 2605 route Des Sept-Chites
Sainte-Emélie-De-L'Energie
This is the
mailing address
Check Address X Claude Lamoureux
Tech-Met Entretiens
Address details
- claude.|@tech-net-entretiens.ca
Street 2605 route Des Sept-Chiites
2605 route Des Sept-Chites
Sainte-Emélie-De-L'Energie
City | Sainte-Emélie-De-L'Energie |
State/Province || |
ZIP/Postal code | |
Country/Region | V|
8 show this again when address is incomplete or unclear
Cancel
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Modify a contact.

=~ Open the contact

=~ Add a photo if necessary

= Double click on the card if you wish to change color or font and style.

5, ETUDIANT

Bt

ETUDIANT 5

etudiants @formation-bureautiqu.

Claude Lamoureux

sl // Claude Lamoureux

i S\ — Tech-Net Enretiens
M N

4 “~
Fyd

Etudiante 6 juin

Etudiante 6 juin
Group

Formation, Murielle

Murielle Formation
FORMATION-CAD

L ’ Formatrice

V.4

' (514) 377-2670Mobile
murielle formation@bell.net

2605 route des Sept-Chites
sainte-Emélie-De-L'Energie

Forward a contact.

1 Select one or more contacts to transfer.

2 From the People tab, share group.

a5

Forward

Al

Share

Contact ¥ | Contacts  Contacts

E'} As a Business Card

—>  As an Qutlook Contact

2

Open Shared

3 Click Forward Contact

4  Type the recipient's address.

5 Orright-click: Forward contact
The person who receives your message will only have to double-click on the

contact

Formation, Murielle

. 28 l" Formatrice
=)

= Open

@ copy

B3 Quick

Six, Etudiant:

EJ' Move

]E Delete

Murielle Formation
FORMATION-CAD

(514) 277-ARTN Mo hila

* G

EE Categorize >

F] Follow Up >

zll.net
“hites
ergie

Print

bureautiqu...

bureautigu...

>

6 Apply changes as needed and clickz on save and close

See the different kinds of
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Contact Group - Distribution List

A contact group also called a "Distribution List" to send an email to several people

without having to add each name each time you want to send them an email.

Create distribution lists (or contact groups)

L=

MNew

1 Inthe Name box, type the name of the new contact group.

2 Click the Add Members button to add members from any entry in your address

book or contact.

3 Click Save and Close to save the new contact group.

File  Contact Group

EpEnm as

Save & [Delete Forward
Close |Group Group >

Insert Format Text

Members| Motes

Members

e %Q o3

Remove Update
Member Now

embers

Actions Show
Mame kiroup Formation

R
\>/
D Name «

A= ETUDIANT 5 (etudiant3@formation-bureautique.ca)
A= Etudiant Six (etudianté@formation-bureautique.ca)
A= Etudiant Trois (etudiant3@formation-bureautique.ca)
A= Murielle Richard (]

4 The name of the distribution list (Contact Group) || cien:
is displayed in bold relative to the other entries in
the Contacts folder. The group » View is also
easier to spot among regular contacts.

Clients
Group
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Add - Remove member — delete group.

File Contact Group Insert Format Text Review

S [R5 ()2

Close | Group |Group ~ Members | Member

Actions Show Members

Save &| Delete |[Forward = |Members| Motes Add Remove |Update

5 Toadd a member or remove a member.
6 Just open the contact group and click add or remove member.

7 You can also Delete the group from the contacts.

- Calendar

Appointments and meetings are important aspects of your personal and professional life.
Your calendar is the ideal tool to manage these two types of items. Outlook also allows

you to set reminders and categories for scheduled events.

Create a calendar appointment.

Mail | Calendar | People Tasks Notes Folders -

In Outlook, appointments are not to be confused with meetings. Appointments are
activities for which you schedule time in your calendar. They do not imply invitations from
others, or reservations of resources, such as a conference room or equipment.

~ Ina Calendar folder, select New Appointment. You can also right-click a time

block in the calendar grid and select New Appointment.

e Send/ Rece

N ﬁ
[ oR

New New New
Appointment |Meeting ltems ~

\,

=~ Keyboard shortcut: Press Ctrl + Shift + A.
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~ Tape the "Title"
& Choose the date and time Start — End

& Location if need

File  Appointment Scheduling Assistant Insert Format Text Review Help

@ $ m pt &= Show As: | [ Busy v O %E

Delete S Teams Send to Invite . Recurrence | Categorize

Reminder: 15 minut
Meeting OneNote | Attendees Q erminder minutes -

Undo Actions Teams Meeting  OneNote Attendees Options
Save &
Clase Start time mar. 2022-08-02 = 1700 v [OAlday [ @& Time zones
End time mar. 2022-08-02 (=1 1730 ¥ | {3 Make Recurring

Location

-~ Categorize
Save & Close

-~ See how to move - copy an appointment

Configure a recurring event.

You can configure events. Events can have a specific start and end time or be marked as
full-day events.

Create an event.

« Inyour calendar, select the day on which you want your event to occur or
select New Appointment.

& Enter the name of the event, choose the start time and end time of the event,
enter the location, and set a reminder time.

Categorize it as needed
Click Make Recurring

In the Appointment Recurrence window, determine whether the occurrence
will be Daily or Weekly or Monthly or Annual

~ Check the day(s) of the week

107

Recurrence
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T — =T e T T TS T T —T Py

Appointment Recurrence X

(Appointment time

Start: 09:00 ~
End: 12:00 o
\Duration: 3 hours o
Recurrence pattern
O Daily Recur every |1 week(s) on:
OWeeka Ddimanche C]Iundi mardl' Dmercredi
r:':l e DJ-EUdl- Dvendredi Dsamed[
(O Yearly
[Range of recurrence
Start: | mar. 2022-08-16 ~  (OEnd by: mar. 2022-08-23 w
Oec&nd after: |7 occurrences
\_ (U No end date

Cancel Remove Recurrence

=~ In Recurrence range, check or type the dates Start — End or End after X
occurrences or No end date.

Formation

VIA Open Recurring ltem X

| This is one appointment in a series.
= What do you want to open?

1y
[ OJust this one

,JThe entire series

L3,

Cancel

=& To mofify all occurrences or only one
=~ Double-click in the instance to open it.

& Check in Just this one or The entire series.
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Schedule a meeting

In Outlook, a meeting includes other people and can include resources, such as
conference rooms. You'll have answers to your meeting requests in your inbox.

File Home Send / Recei

New
Appointmenj Meeting jtems v

MNew

~ Ina Calendar folder, select New Meeting.
Keyboard shortcut: Press Ctrl + Shift + Q.

= Ifyou completed the appointment and forgot to click New Meeting, you can
click Invite from the Participants group

File  Appointment Scheduling Assistant Insert Format Text Review Help

P ile & | R

Delete S . Teams Send to Invite
Meeting OneNote | Attendees

&= show As: [ Busy - O EE @ Private

| Hi
. Recurrence  Categorize * High Importance

Q Reminder: 15 minutes
J, Low Importance

Undo Actions Teams Meeting ~ OneMote Attendees Options Tags

Title Formation

Accept or decline an invitation

When you invite participants to a meeting or meeting, the recipient will receive the
message with the option: Accept or Decline or Propose New Time.

~/ Accept v (? Tentative v X Decline v

Edit the Response before Sending
Send the Response Now

Do Not Send a Response

- . il ——

By accepting or refusing, he or she may Edit the Response before Sending, Send the
Response Now or Do Not Send a Response.

The advantages of doing so is that the invitation is automatically found in the guest
calendar.

Page |33



FORMATION

CEAD

Follow-up of invitations

When you invite multiple participants to a meeting, it's important to be able to manage
who accepted or declined the invitation.

=~ From your calendar, open your invitation

= Clickin the "Tracking"_tab

File Meeting  Scheduling AssistanTY Tracking |Insert Format Text Review Help

The following responses to this meeting have been received:

Name Attendance Response
f! Etudiant Trois Meeting Organizer MNaone \
Murielle Formation Required Attendee MNaone
Etudiant Cing Required Attendee Accepted
\_ M Etudiant Six Required Attendee Accepted

=& The follow-up window displays participants' responses.

- Set a reminder.

For a visual reminder and if necessary, audible reminder of the actions to be carried out
with a message, choose the option of follow ups.

F:' Follow Up ~

Reminders appear in an alert window to prevent you from missing an important
deadline. You can set or delete reminders for virtually any item in Outlook, including
emails, appointments, contacts, and tasks.

1 Reminder(s) — X

[] Votre e-mail de synthése
16:00 3 aolt 2022

A votre e-mail de synthése

Dismiss

Click Snooze to be reminded in:

5 minutes ¥ | | Snooze Dismiss All
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For appointments or meetings

& Open an appointment or meeting, and then in the Reminder list box, specify
how long before the appointment or meeting the reminder should appear.

EShDWAﬂ: I:lEusnj,ur v O

ecurrence

7

,[:l Reminder. 15 minutes

\

Options

& Todisable a reminder, select: "None".

For email, contacts, and tasks

You can quickly mark emails as task items by using reminders. Thus, the message appears
in the tasks list and in the Tasks folder, but a reminder is not automatically added. Right-
click in the message list to add a reminder. Or, if the message is open, select "Tracking",
"Add Reminder".

Today
Tomorrow
This Week

Next Week

No Date

Custom X

Custom...
Flagging creates a to-do item that reminds you to follow up. After you
follow up, you can mark the to-do item complete.

Add Reminder...

Flag to Follow up|

=T B Br- - Bl

Mark Complete
Start date | 3 aolt 2022

Clear Flag

Due date |3 aolt 2022

Set Quick Click...

Reminder

3 aolt 2022 15:.00 w
Clear Flag Cancel

@ Set Quick Actions...
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= Sort by color categories

As with reminders, categories will be useful for messages, calendar, contacts, and tasks.

Use Outlook Color Categories on your items, for grouping, tracking, for a
fast visual organization, and therefore more efficient, of your projects. HE
O&E

Be careful, however, to think carefully about your different categories,
because all your Outlook items use the same color categories. They must
therefore correspond as much to an email, a meeting, a contact, a note, or

a task.

Categorize

W

Outlook also allows you to set a Quick Click category by default to assign a message (or
other item with a List view) your main category in the blink of an eye.

Here's an example:

~& Inthe calendar, open an appointment, Click in the Appointment tab, in the

Tags group.

=~ Click in Categorize and click in one of the categories

Add, rename, or delete a category.
=~ Click All Categories.

=~ You can create up to 25 categories using different
colors.

& Youcan delete them, rename them, and change the

colors.

Color Categories X
To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.

MName Shortcut key New...
DD Annulation Rename
D Appel téléphanique

. Delete

D. Entrainement

D. Formation Color:

(O fourniceer
DD Intéressant Shortcut Key:
D. Perso (None) ~
D. Rapport ———
D. Référence

D. Souper

D% [9] Private \

Fategorize High Importang

~

Low Importanc

epnonique

E—'B All Categories...
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- Export contact list

It is recommended to save a copy of the contacts. You can save to a ".pst" file of your
contacts to possibly drop them into a new computer. You can export using the option:
Comma-separated values. This option would allow you to export to EXCEL.

We will perform the export by a file (.pst)

Export contacts, messages, calendar, notes

You can export your contacts or incoming and outgoing messages, calendar, and notes.
The procedure to follow is the same method for all. We will demonstrate with the
contacts.

»~ Click "Import/Export".

© Open

{n} Info
= Open Calendar
| Open a calendar file in Outlook (ics, .vcs).
Open

Calendar

Save As

Open Qutlock Data File
g "

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

Open Outlook

Print Data File
« Import/Export
> Import or export files and settings.
Import/Export

» Inthe Import and Export Wizard, select Export to a File

~ Choose Export to a file and then click Next

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPMIL file

Lot 2 W ARD file (a-f)
T

Impart an iCalendar (ics) or vCalendar file (.ves)
Impart from another program or file

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Export Qutlock information to a file for use in
other programs.

< Back l Cancel
——J
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»~ Click Outlook Data File (.pst)

Export to a File

Create a file of type:

Comma Separated Values

—
< Back Next = Cancel

~ Make sure you're in Contacts
Don't forget to checkmark in Include subfolders as needed

~ In Export the contents of the selected folder, choose the location and name of
the file to be backed up.

= - = -

Export Outlook Data File X

Select the folder to export from:

v H etudiant3@formation-bureautique.ca

> 533, Calendrier

> [ Boite de réception
E% Brouillons
[ Eléments envoyés
IE Eléments supprimés (3) |
D Archive i

> (8 contacts

> D Historique des conversations

Iﬁ Abonnements RSS

—_lnurnal |

[Hlnclude subfolders ] Filter... A

< Back et = Cancel
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= Check as needed in Options regarding Duplicates

Export Outlook Data File X

Save exported file as:

| k:\Users\murie\OneDrive\Bureau\BackL Browse...

Qntinn

b~

o Replace duplicates with items exported
OAIIOW duplicate items to be created
ODO not export duplicate items

< Back Cancel

~ Select Finish to start the export process.

« You can add a password, which is optional.

You can export your incoming and outgoing messages,
calendar, and notes using the same method

= |mport your contacts.

Open the FILE (. pst) grouping your contacts.

BackUpiGontact
AUGUSTHI/ApST

=~ Open Outlook, click File, "Open and Export",
~ Click "Import/Export".
& Inthe Import and Export Wizard, select Open Outlook Data File
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= Open Calendar
Open & Export | ﬁ Open a calendar file in Outlook (ics, .vcs).
Open

Calendar

Save As

~ .
( = Open Outlook Data File
Save Attachments D Open an Qutlock data file (.pst).
Open Outlook
Print Data File
\_ W,

=~ Navigate to the location where you saved the .pst and open it.

=~ Make sure your contacts appear in Outlook

- Tasks

Create a task.

Many users keep to-do lists, either on paper, in a spreadsheet, or on both paper and
electronic media. In Outlook, you can merge multiple lists into one, receive reminders,

and track tasks.

Mail Calendar People |lasks | Notes Folders

1. Open Outlook. On the Home tab, select group New, and then select New
Items. Or New Task from Task in Navigation.

2. Select Task, fill out the task form, and then select Save and Close.
~ Keyboard shortcut: Press Ctrl + Shift + K.

= When the task is complete, right click, Mark Complete.

1 Add Reminder...

~/ Mark Complete
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Assign a task.
You are too overwhelmed or have other obligations, delegate some of your tasks by
assigning them to your colleagues or employees.

1. Select in the quick access bar or Tasks on the navigation bar.

2. Do one of the following:

-~ Select ::.on the ribbon or press Ctrl + Shift + K to create a task.
OR
~ Open an existing task.
3. Select Assign Task.
4. Inthe Task form, do the following:
& Inthe To box, enter a name or email address.

= Add an Object, select a Start Date and Due Date, and set the Status and
Priority as needed.

=~ Select or clear the default selection of check boxes Keep an updated copy of
the task in my task list and send me a status report when the task is complete.

=~ If necessary, type a message in the content block under the check boxes.

File Task Insert Format Text Review
= — as — f‘l q DD |:D EI A
Gl m E% m = A m[= L
Save & Delete Forward Send to Task | Details Recurrence = Categorize Follow
Close OneNote v Up v l{ I
Actions Show Recurrence Tags
@ Due in 10 days.
Subject Report June
Start date lun. 2022-07-11 E Status Mot Started hd
1 - - o 0 A
Due date lun. 2022-07-18 EJ Priority Normal | % Complete |0% =
] Reminder None Reminder Time  Mone >+ | 4 Owner Etudiant Tro
@ Due in 10 days.
Vs
% From w etudiant3@formation-bureautique.ca
Send To Murielle Formation;

« If you want the task to repeat, select Recurrence on the ribbon, select the
options that you want in the Task Recurrence dialog box, and then click OK.

-~ Select Send.
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Accept or decline an assigned task.

When a task is created and assigned to you, it appears in your Inbox.

& Accept ¥ Decline

=~ Inthe reading pane, select Accept or Decline.

OR

Open the task, select Accept or Decline from the ribbon, and whichever option

you choose, select Edit Reply Before Sending or Send Reply Now, and then

click OK.

"

Notice that accepted tasks appear in your Outlook task list.

If you open a task, you can reply, reply to all, or forward to the person who assigned the
task to you, as appropriate. You can also include a comment in the message block.

If you are starting the task and wish to notify your manager that it is in progress but not

completed:

=& Open the task, check the percentage already done and Send report
File  Task Insert FormatText Review Help
Ul MiEie e (5 L] B8 Mo S
[El = >< < Reply All \/ R > — |
Save & Delete Send to Task |Details = Decline Mark  Assign|Send Status | Categorize Follow -
Close OneMote — Forward Complete Task Report hd Up ~ \L
Actions Show Respond Manage Taek Tag
@ Due in 10 days.
Last update sent on 2022-07-08 15:05.
Subject Report June
Start date lun. 2022-07-11 EJ Status In Progress -
Due date lun. 2022-07-18 E Priority Normal + | o compiete 150% :
[] Reminder None Reminder Time  None v | 4 Owner Etudiant Cing
= When you have finished the work, put 100% in % Completed

~ Youcan eveninsert a file into the message to be sent.

=& This will appear as Completed to the person who assigned you this task.

Page |42



FORMATION

CEAD

View a task.

1. Open Outlook, and then on the Quick Access Toolbar, select .

2. In your Task List or My Tasks, double-click an item to display the full form.

v My Tasks
To-Do List

Téches - etudiant3@formation-burea...

<

1
Taches - etudiants@formation-bureautig...

Taches - etudiante@formation-bureautig...

O ‘|Objet |Date de fin + |Catégories |i3’
Click here to add a new Task

[R © Reportlune lun.2022.07.18 v

& O Report June lun. 2022-07-18 fa

3. Email will be received also with confirmation "Task Completed"

Ty

Date: Today linq

Size: 63 KB

Subject: Report June
Priority: Normal

Task Completed: Report June

-

[k
3
Produitxlsx

Finish |

A LITTLE ADVICE

————— Original Task-—--
Subject: Report June
Priority: Normal

Start date: Jun. 2022-07-11
Due date: Jun. 2022-07-18

Status: Completed
% Complete: 100%
Date completed: ven, 2022-07-08

If you assign a recurring task, a copy of that task remains in your task
list but is never updated. If you select the Send me a status report
when this task is complete check box, you receive a status report for

each completed occurrence of the task.

Outlook allows you to track the progress of a task assigned to a single
person. If you want multiple people to work on a task, divide the task
into subtasks or assign the task individually. For example, to track a
report to be written by three authors, create three separate tasks, and
then assign each individual task to the appropriate author.
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= Print an email, contact, or calendar item or a note.

In Outlook, you can print individual items (such as email, contacts, or calendar items) or
larger views (such as calendars, address books, or email folder content lists).

1. Select an Outlook item or folder that you want to print.

2. Select File, Print.

C Print

ﬁ Info
Specify how you want the

3 E] item to be printed and
fpm & Bt then click Print.

1. Choose printer.

Printer 2 2. Change printing options
== AnyDesk Printer 1 as needed.
Print -a Ready
-]

3. Send to print
Settings —_

Tableau 2

= To Do

To Do is a cloud-based task management application.

\ 4

This allows us to manage tasks from a smartphone, tablet, and computer.

Understanding Display in To Do?
=~ Tasks are ranked better, they are grouped together

=~ Tasks can be organized by lists. You can easily manage tasks by
project.
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Flag

in "My Day"

= LG

- My Day

1¥ Important 1

Planned 2

& Assigned to me 3

F  Flagged email

() Tasks

+  New list P
Normal Task

»~ Toget"Normal Task", click in "More APPS"

& Then choose "Tasks"

A message that has been flagged can also be located

In "To Do", an item can be marked as "Scheduled" and
also marked as "Important"

We can change the important or due date at any time
or delete with the right mouse button

9" Add to My Day
%7 Mark as important

© Mark as completed

G Due today
o

Due tomorrow

7 Remove due date

oy Delete task

||‘Z| Fle Home Send/Receive Folder Viey
=~
E (A @ L[) || Show as Conversations|
a
- e
A ] [J ZI
foa
v Tasks Folders Notes Shortcuts
.
o @ @ @ Y
o
Word Excel PowerPo..  OneNote
Options Add Apps

Arrange by: Flag: Due Date
e a new task
~ F: Today
.l'.pps-l garage pour Pneus
Appel Garage Pneus
Appel Héléne

v B Mext Week

T EEF

Appel Pierre
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The whole thing is a matter of clearer display, here is an example:

"

Click on "Tasks"

Observe: "Plan a meeting before Nov 18 "

<
My Tasks

To-Do List
Tiches - etudiantz@formation-bureauti...
Taches - etudiant7@fermation-bureauti...

Taches - formateur2@formation-bureau...

Click here to add a new Task

[ Appel Garage Preus

[ appel garage pour Pneus

[ Appel Heéléne

v l [] Plan a meeting before MNov 18

L] Appel Pierre

ven, 2023-11-10

ven, 2023-11-10

lun. 2023-11-13

mer. 2023-11-15

mar, 2023-11-21

/

Task in To Do

g

My Day

o

Important

Planned

Jo

Assigned to me

Flagged email

2 MR

Tasks

+  Newlist

() Tasks -

|ndd a task

o @

Plan a meeting before Nov 18
o My Day « Today + ) Today

O

Appel Garage Pneus
B Overdue, Fri, November 10 « £} Fri, November 10

Appel garage pour Pneus
B Overdue, Fri, November 10 + £ Thu, November

Appel Hélene

- My Day « @ Today + L Thu, November 9

Appel Pierre

E Due Tue, November 21 + L) Mon, November 20

Now look at the number of "Flagged Email " that you have

In my computer, the answer is "1 flag "

F  Flagged email

1

Please go back to your Email, and mark an Email with a flag for today

Etudiant Sept
help

FORMATION-CAD <end:>

S

Go backto "ToDo "

Look at the answer:

Hello E3 Are you available tomorrow.
minutes Let me know if around 10h is OK form you Student 7

need you in Excel for 30-45

F  Flagged email

B
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= Fle Hep
& = 4 (A Tasks - 0
a
" S My Day
1d ste
|" € Important
B @ Planned : Added to My Day
& pssignediome L 800 AM
B Flagged ema
& )
(R Tasks 5
B ﬁ(.: *
New list r)
fopaP e ) Picka
\ Add f

Notes are the electronic equivalent of adhesive papers that you stick all over your screen
or desk. Use the notes to write down your questions, ideas, reminders, and anything else
you could write down on paper. You can leave the notes open on the screen while you
work. This is handy when you use notes to save information that you would need later,
such as instructions or text that you would like to reuse in other items or documents.

Mail Calendar People Tasks [Notes] Folders

Create a note.

» In Notes, on the Home tab of the group New, click New Note.

L7

MNew
MNote |

~ Type the text of the note. The note is saved automatically.

~ Toclose, click the icon in the upper-left corner of the window or the X on

the Dl right

z

Very nice home

2605 route Sept-Chites
Sainte—E’meIie—DefL‘E’nergiel
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=~ Keyboard shortcut: Press Ctrl + Shift + N.

=~ Resize as needed (Lower right corner)

-~ Categorize it as needed

- Voting buttons

Use voting buttons to create or respond to polls.

Your buttons are a great way to survey people, especially large groups of people. A
Microsoft Exchange Server account is required to send and respond to voting buttons.

In some of your emails for quick and professional surveys.

1. Create a new message.

2. Tap "Options" Group » "Tracking" "Use voting buttons"

File  Message Insert Options Format Text Review Help
v iy = I oo |
I I colors & gﬁ% [ Request a Delivery Receipt
Themes Fonts ~ Bec Use Voting .
] Request a Read Receipt
M @ Effects v Buttons v
Themes Show Fields Approve:Reject (%1
Yes;No
N
}}' From v etudiant3@fq Yes:Na:Maybe
Send To Murielle Form Custom... ate Six;

3. People will receive you email and will "Approve" or "Reject"

Meeting
Microsoft Outlook X
Etudiant Trois

) ) | You have chosen to respond: Approve.
"‘!\ To murielle.formation@bell.net; Etudiant Cing; Etudiant Six e

B O send the response now
@This message includes voting buttons. Click Jaudek

E@ Vote: Approve (O Edit the response before sending
Suggested Meetings
ot Dot
Vote: Reject Cancel
ek T 1 e L b Rloa 1 frons Coolich Tean

You will receive confirmation of "Approve" or "Reject"” from them
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Track and print survey results.

When you create and send a survey to others, it can be helpful to track and print the

results. You can either quickly copy the voting results to a blank Word document or copy
them to Excel to compile the data.

1. Inthe Sent Items folder, open the email message that you sent that contains the

survey.

File  Message Help

v B
s m E €5 Reply @ &7 Message Y Ewudiant 5 E\I;, 2 F:'
Q- Delete Archive € Reply All . |Q/ Tracking | —2 To Manager Move N ] Tags
© —> Forward U Team Email = B v

Delete Respond Show Quick Steps [ Move

@ This message was sent on 2022-08-03 12:10.
Reply Totals: Approve 2; Reject 0

Recipient Response
murielle formation@bell.net
Etudiant Cing

Approve: 2022-08-03 12112
Etudiant Six

Approve: 2022-08-03 12:12

2. Click Tracking of the Message Tab Group » "Show".
3. Select your answers and copy or CTRL+ C

4. Open EXCEL or WORD and paste or CTRL +V

A B

1 | Etudiant Cing Approve: 2022-08-03 12:12
The Track button does not

appear until a vote has been
returned.

2 |Etudiant Six Approve: 2022-08-03 12:12

5. You can now analyze your data.
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- Absence Manager

There are two methods available to send automatic out-of-office replies. The method to
use depends on the type of email account you have.

Click File, and then select the image for your version of Outlook.

Set up an automatic reply.

1. Select File, Automatic Replies.

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on vacation, or
not available to respond to email messages.

I

Automatic
Replies

2. Inthe Automatic Replies dialog box, select Send Automatic Replies.

3. Set a date range for your automatic replies.

Automatic Replies - etudiant3@formation-bureautique.ca X

Do not send automatic replies

pbeno automatic repnes
COnly send during this time range:
Start time: | lun, 2022-08-15 w 08:00 ~

End time: | ven. 2022-08-19 v he:00 v

\_

mutomatically reply once for each sender with the following messages:

4. In the Inside My Organization tab

~ Type the answer you want to send to your colleagues when you are away from
the office.

5. Onthe Outside My Organization tab (Enabled)
= Click the Outside My Organization tab (Enabled)

& Type a different message than the one located in Inside my organization

Automatic Replies - etudiant3@formation-bureautique.ca X

() Do not send automatic replies
°Send automatic replies
Only send during this time range:
Start time: | mar. 2023-11-14 18:00 v

Endtime: |mer. 2023-11-15 18:00 “

Automatically reply once for each sender with the following messages:

a‘a Inside Ny Organizatiun] b Outside My Organization (On) ]

Segoe Ul ~|8 ~
font Ju A = i= & =
6. Click OK
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Often the message of absence is different from the
one addressed to the people who work within your
organization than the one who work outside your
organization.

Create a rule (Out of Office)
You can create one or more rules. Example:

Your messages come from a particular person; the message must be sent to another
person.

1. Inthe Automatic Replies window, click Rules, located in the left corner at the
bottom of the window.

Rules...
Edit Rule X
2_ "From_“ » Type the name Of the When a message arrives that meets the following conditions: oK
person from Whom the message From... murie\Ie.fcrmation@.bell.net —
comes Sent To... Ram2|
’ \_ [ sent directly to me  [_] Copied (Cc) to me Advanced..
3. "Sentto...". Type the name of the Subject: Invoice Chieck homes
person you want to send the Mess2ge body
message to.
4. You can create other rules, example:
-~ Aler‘t W|th Perform these actions: [Jpo not process subsequent rules
- Delete I () alert with Action...
x Delete
& Move to - "Folder " 4—) 22 @ mMove to Important
B3 C]Copy to Folder...
- Copy to W& [ JForward To..
-~ Forwa r-d Method: Standard
L2 DRepIyw\th Template...
» C]Custom

Turn off automatic out-of-office responses.

When Outlook is configured to send automatic
replies, a message appears under the ribbon with this
information. Check Do not send automatic reply to
turn off automatic out-of-office responses.
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ODO not send automatic replies
() send automatic replies
Cnly send during this time range:
lun. 2022-08-15 ~

uuuuu

ven. 2022-08-19 hd




