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Outlook Power User Tips & Tricks
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Keyboard shortcuts

e  Ctrl+N: New E-mail

e Ctrl+R: Reply

e Alt+R: Reply All

e Alt+W: Forward email
e Alt+S: Send email

®  You can also switch between Mail, Calendar, Contacts and other items by pressing the following:
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Automatically organize incoming email into folders

1. Click Rules > Always Move Messages From: Sender

Read

Always Move Messages From:

Always Maove Messages To:
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Lﬁ Manage Rules & Alerts...
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2. Select the Inbox folder where you want the sender’s emails to go automatically

3. Click OK
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Send emails to multiple people more easily using distribution lists

Frist, you can create a new distribution list clicking Ctrl+Shift+L
Click New Email

Press the To button

Highlight the distribution list from your address book
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5. Click Bcc button and the addresses of the distribution list will be added. Note: Bcc button will send copies to the
addresses inside the list but recipients will be hidden from all other addresses

6. Then in To button you can write your e-mail address or another significant e-mail address in your company, as you
wish

7. Click OK

8. Continue editing your email and press Send when you are done

Speed up by archiving your old emails

Click on Inbox folder under Mail Folders with the right mouse button
Select New Folder from the menu that appears

Type the desired folder name

Click OK

Drag and drop individual or groups of emails onto the newly created folder

vk wn e



( SSBG) IT Solutions

Ph: (8621) 5404-3999 Fax: (8621) 5404-7759
Email: Sales] @SSBG.com.cn www.SSBG.com.cn

Coordinate with people in different countries by creating 2 Calendar time zones

1. On File Tab go to Options

2. Go to Calendar, scroll down to Time Zones and just select the option Show a second time zone

Uispiay
General
Mail E__ﬁ'a Default calendar color:
[C] Use this color on all calendars
Drate Mavigator font:
Contacts [ Font... ] |8 pt. Segoe Ul
Tasks Show Click to Add prompts in calendar

Motes and Journal

I:l Show week numbers in the month view and in the Date Mavigator
I:| When in Schedule View, show free appointments

Search

Mobile

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Automatically switch from vertical layout to schedule view when the '5

number of displayed calendars is greater than or equal to:
Automatically switch from schedule view to vertical layout when the 1

number of displayed calendars is fewer than or equal to:

Time zones

Label:

Time zone: | (UTC=08:00) Beijing, C!ongqing, Hong Kong, Urumagi E]

%| calendarfolders

+| calendar folder(s)

Show a second time zone
Label:

Time zane: '.[UTC-12 :00) International Date Line West E[

Swap Time Zones

Scheduling assistant

Show calendar details in ScreenTip
== I:l Show calendar details in the scheduling grid

Resource scheduling

A resource that you manage, such as a conference room, can automatically accept
or decline meeting requests, You must grant users permission to view and edit the
calendar of the resource,

Resource Scheduling...

m

[ ok

] |

Cancel

]
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Save time by creating a pre-written template for commonly written emails

1. Click the New Email button and write the e-mail body you want to save as a template
2. Write in Subject the name for the template
3. Click File > Save As and Choose the option Outlook Template. The template is already saved
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4. When you wish to use the templates, go to Home tab > New Items > More Items > Choose Form

Home S5end / Receive

Folder

_2 E _‘% Bl Meeting

Reply Reply Forward ?‘e Mare =
All

View

Respond

@ @ 7 Ignore x
! %5 Clean Up ~
New | Mew Delete
E-mail |ftems ~ &Junk'
ME 54 E-mail Message
4 Favd m Appointment
E E Meeting
= @3 Contact
@ & Task
4 bay S:] Text Message [SM5)
DE E-mail Message Using ¥
E More [tems 3

Sent ftems
@ Deleted Items

[ g Junk E-mail 1]
@ Cutbox

[ RsS Feeds

ﬁﬁ Search Folders

FPost in This Folder
Contact Group
Task Reguest
Journal Entry
MNote

Internet Fax

Choose Form..,

Choose InfoPath Form...

GOl Sl mE B

Qutlook Data File...
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5. Click on User Templates in File System

~
Choose Form

Lock In: |Standard Forms Lib.rar\-I

E: Browse. ..

Standard Forms Library
AppointmiPersonal Forms Library
Contact |Outlook Folders

DistributiqStandard Templates

Journal Eft

Meeting RS2
Message

MNote

Post

Standard Default
Task

Task Request

Display name: | Appointment

File narne:

6. Choose the template and click Open

Choose Ferm

Look In: | User Templates in File System

C:\UsersYaura.bayona‘\AppDataRoaming Microsoft Templates\*.oft

5] Coowes )

Display name: | Example

File name: Example .oft




