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Module 6: Keeping a Journal and Utilising Notes

Module 6: Utilising Notes
Objectives:
At the completion of this lesson you will be able to: 
· Working with Notes

Topics
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Working with Notes
Outlook’s Notes folder lets you write simple “sticky notes” to record information. You can edit existing notes and delete them when you no longer need them. 
If you have notes related to an appointment, contact or task, you should record this information in the text boxes provided in Calendar, Contacts or Tasks, not in Notes.
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Figure 1: The Notes Screen


Table 6‑1 describes the functions of the Notes Ribbon buttons.
	Button
	Name
	Function

	
 
	New Note
	Opens a New Note so you can create a new memo. The drop-down arrow gives you access to the New windows for the other Outlook features.

	
 
	Forward and
Move
	Forward a Note as an email, and moves a Note to another folder.

	
 
	Delete
	Deletes a Note
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Table 6‑1: The Notes Ribbon Buttons

You can change how your Notes are viewed using the Current View drop-down list, shown in Figure 2 below.
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[bookmark: _Ref345924284]Figure 2: Notes Current View Selector.


Table 6‑2 below lists the built-in views and describes their function
	Name
	Function

	Icons
	Displays an icon and the full text of each note.

	Notes List
	Lists each note and lets you sort by subject, date created, and category.

	Last Seven Days
	Lists the notes created in the last seven days.

	By Category
	Groups notes by category.

	By Colour
	Groups notes by colour.

	Outlook Data Files
	By Data Files
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Table 6‑2: The Notes Current View Filters
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When you click the New Note button, you will see a blank, untitled note with the current date and time in the footer. When you finish writing a note, as shown in Figure 3, simply close the note and your changes are saved. There is no save button.
The note will take its title from the first line of text contained within the note.
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[bookmark: _Ref345924427]Figure 3: A Note




To write a note:

1.	In the Notes folder, click the New Note button.
2.	On the note, type your text.
3.	Click anywhere outside the note to leave the note open.
or
3.	Click the Close button to close the note.




In the following exercise, you will write notes.

		1.
	Open the Notes folder
	Your notes appear.

		2.
	On the Ribbon, click the New Note button
	An untitled note appears.

		3.
	On the note, type Pick up clothes from dry cleaner.
	

		4.
	Click outside the note
	The note stays open and appears in the information viewer and on the taskbar.

		5.
	From the Home tab, choose New Note
	An untitled note appears.

		6.
	On the note, type Ask Charlotte to attend the interview tomorrow.
	

		7.
	Click the Close button
	The note is closed and appears in the information viewer.

		8.
	On the taskbar, click the dry cleaner note 
	The note becomes active.

		9.
	Close the note
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Opening and Editing a Note
A note must be open to edit it. You use the same editing techniques that you use in Word or in your e-mail.


To open a note:

1.	Double-click the note.

To edit a note:

1.	If necessary, open the note.
2.	Make the changes.
3.	If desired, close the note.



In the following exercise, you will open and edit a note.

		1.
	Double-click the note that says, Ask Charlotte to attend the interview tomorrow.
	The note opens.

		2.
	Between the word Charlotte and the word to type today
	The word is inserted.

		3.
	Close the note
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Organising Notes
Besides sorting and viewing your notes just as you do other Outlook data, you can colour code your notes and you can change the icon size to read your notes better.
Colour Coding a Note
When you colour code your notes by subject, category, project, or other criteria, you can quickly identify related notes when you are looking at the notes in Icon view. You change the colour of a note when the note is open.


To colour code a note:

1.	Open the Notes Folder.
2.	Right click the note icon.
3.	From the drop-down menu, choose Categorise.
4.	From the submenu, choose a colour.
5.	If desired, close the note.





In the following exercise, you will colour code a note.

		1.
	Select the Ask Charlotte today to attend the interview tomorrow note
	

		2.
	Right click the note icon
	A drop-down menu appears.

		3.
	Choose Categorise
	A submenu appears.

		4.
	Choose red
	The colour of the note changes to red.

		5.
	Close the note
	

		6.
	Change the Current View to By Colour
	The notes are grouped by colour.

		7.
	Expand the red notes
	The Ask Charlotte today to attend the interview tomorrow note appears.

		8.
	Collapse the notes, and then change the Current View back to Icons
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Changing Icon Size
You can change the size of the note icons in Outlook using the three buttons on the View tab of the Ribbon, as shown in Figure 4 below.
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Figure 4: The Arrangement Buttons
The Large Icon view is the default view. When you click the Large Icon button, the notes are arranged left to right, top to bottom in the information viewer, with the text below each icon.
When you click the Small Icon button, the icons are arranged horizontally with the text to the right of each icon. Clicking the List button gives you small icons arranged in a vertical list with the text to the right of each icon.
The Small Icons and List views will display all of the title of a Note, whereas the Large Icons view only shows the first two lines unless you select (click once) the note, in which case the full title is displayed.




To change icon size:

1. On the ribbon, click an Icon button.




In the following exercise, you will change icon size.

		1.
	On the ribbon, click the Small Icons button
	The icons become small and display the text to the right of the icons.

		2.
	On the ribbon, click the List button
	The icons appear in a vertical list with the text to the right of the icons.

		3.
	On the ribbon, click the Large Icons button
	The icons become large and display horizontally with the text below the icons. 
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	1.	Write a note to invite your sister to visit for the Balloon Fiesta. Change the text to include her family. 
	2.	Make all the personal notes blue and the business notes pink.
	3.	Change the Current View to By Colour. Expand the Notes list so you can see all notes.
	4.	Change the Current View to Icons. Change to small icons.
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