Appendix A; Additional Features in Outlook 2010
Objectives:
At the completion of this lesson you will be able to: 
· Consider new Outlook 2010 features. 

Topics
[bookmark: _GoBack]Word as E-Mail Editor	2
Autosuggest	3
Outlook Colour Categories	4
Send/Receive Groups	7
Editing and Adding Mail Accounts	8
Views in Outlook 2010	10
Miscellaneous Features in Outlook 2010	10
 

[bookmark: _Toc290647709][bookmark: _Toc290647753][bookmark: _Toc346633582]
Word as E-Mail Editor
In earlier versions of Outlook you could select Word as an e-mail editor. Outlook 2010 now has many of the word editing features and commands built in to make it a comprehensive email editor. However more feature and commands are available if you install Microsoft Word 2010 as well as Outlook 2010 (see table 1-1).

	Feature
	Without Word 2010 installed
	With Word 2010 installed

	Message thread shading in open messages and the Reading Pane
	Yes
	Yes

	Panning through messages on Tablet PCs
	Yes
	Yes

	Search results highlighting for Instant Search
	Yes
	Yes

	New and improved fonts
	Yes
	Yes

	Smart tag recognition
	Yes
	Yes

	New Save as options
	Yes
	Yes

	Quick Styles gallery
	Yes
	Yes

	Themes
	No
	Yes

	Automatic formatting of bulleted and numbered lists
	No
	Yes

	Automatic formatting of tables
	No
	Yes

	Proofing tools like the dictionary and thesaurus.
	No
	Yes

	SmartArt graphics drawing, charting, and diagramming tools
	No
	Yes

	Captions
	No
	Yes

	Equation Builder
	No
	Yes

	WordArt
	No
	Yes



Table 1-1 – Outlook feature guide – with and without Word installed
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Autosuggest
Outlook 2010 will Autosuggest addresses as you type in recipient names, drawing from a list of the recipients you send messages to most often. 
Microsoft Outlook 2010 now remembers and stores the e-mail addresses you type in the From, To, Cc, and Bcc boxes. When you begin entering a previously typed e-mail address, Outlook automatically recognises it and offers to complete the text for you, as shown in Figure 1 below. To accept a suggestion, all you have to do is press the ENTER key.

[image: ]
[bookmark: _Ref346003975]Figure 1 The AutoSuggest prompt
For e-mail addresses with the same first three characters, Outlook provides all applicable suggestions in a drop-down box. In Figure 1-2 you might want to press the DOWN ARROW key to select the e-mail address you want, and then press ENTER. If stored addresses exceed seven, a scroll bar will appear. To delete stored e-mail addresses from the drop-down box, simply use the arrow keys to select the e-mail address you want to delete, and then press DELETE. 




To turn off automatic completion of e-mail addresses 
1.	On the File menu, click Options.
2.	Click Mail. 
3.	Under Send messages, clear the Use Auto-Complete List to Suggest names when typing in the To, Cc, and Bcc fields check box. 
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Outlook Colour Categories
Introduction to Colour Categories
Outlook 2010 includes a Colour Categories feature. You can now colour code calendar events either manually or with an automatic formatting rule. Figure 2 shows the Colour Categories picker menu. 
[image: ]
[bookmark: _Ref346004043]Figure 2: The Colour Category Picker
Please note that the category labels can be modified, so instead of “Blue Category”, the category could be called “Sales Meeting” or some other label that is more meaningful to the user.


To use Colour Labels:

1. Select the item to Categorise.
2. From the Appointment tab, choose Categorise.
3. Select a colour.


Editing Colour Labels
The All Categories option on the Categorize menu lets you change the text associated with each colour category, in fact you can change the colour as well. For example, in Figure 3 the yellow category has been renamed to "Sales". 
[image: ]
[bookmark: _Ref346004614]Figure 3: The Edit Calendar Labels dialog box


To Edit Colour Labels:

1. Select Categorise.
2. Select All Categories from the Colour Label Colour menu.
3. In the Edit Calendar Labels dialog box click next to a Colour you want to edit the name of.
4. Type in the value box your new label.
5. Click OK



Tips for using the Colour labels: 
· If you use the Edit Labels feature to change the text for a label, be sure to keep a list of the original label text and the new text. You'll need the original text if you want to filter or group by the Label field. 
· Outlook 2010 now calls the automatic formatting feature Conditional Formatting and extends it to the Day/Week/Month view using the Colour labels. Right-click anywhere in a day/week/month view calendar, click on View Settings and choose Conditional Formatting. For example, you can use conditional formatting to create a rule that looks for every appointment where the subject contains "birthday" and set those appointments to use purple. 
· To apply labels in bulk to existing appointment items without using conditional formatting, create a new table view and set it to group by the Label property. You can then drag items from the Label: None group to the group whose label you want to apply to those items. Remember that table views use the built-in label names and ignore the names you may have customised, so keep that list of your customisations handy.  
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Send/Receive Groups
In Outlook, mail accounts are organised into groups. If you only have one mail account then these settings are not really relevant. For users with multiple accounts in one Outlook profile, it may be beneficial to be able to configure different send/receive behaviour for different accounts. For example, one account may be accessed via a dial up connection and you want that account to be checked for new messages less frequently. When you edit the properties of these groups, you can specify how often Outlook checks for new messages across all accounts.
Occasionally you should check the Send/Receive group settings to make sure your accounts are organised the way you want. Use Send/Receive | Send/Receive Groups | Define Send/Receive Groups. In particular, if you use Exchange Server with an offline folders file, you can configure which folders are available offline and whether Outlook synchronizes when you exit. 
[image: Send-Receive copy]
Figure 4: The Send/Receive Groups dialog box
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Using the account management interface, a user can connect Outlook to a combination of accounts from these types of servers:  
· POP or IMAP  
· HTTP (so far for Hotmail and MSN only) 
· Exchange Server  
· Other servers supported via MAPI transports  
Outlook 2010 also overhauls the concept of synchronizing with an Exchange Server, introducing Send/Receive groups that apply not just to Exchange accounts, but to all mail accounts. Users will be able to build account groups that download headers only, headers + message bodies, or entire messages including attachments from any combination of accounts. Filtering will apply not just to Exchange accounts, but also to other mail accounts. All send/receive operations will support progress dialogs.   
Managing Accounts
In Outlook 2010, you manage mail accounts, add or delete address books, and change the default delivery location with the File | Account Settings wizard. To add, remove, compact or add passwords to Personal Folders files, use File | Account Settings | Data Files. 
To change the settings formerly found in Tools | Services | Addressing, such as the name resolution order, choose File | Account Settings | Email. To change the sort order for the Outlook Address Book, choose File | Account Settings | Address Books, select the Outlook Address Book, and then click Change. 


[image: AccountSetting copy]
Figure 5: The Accounts Settings Screen


To make changes or edit an existing E-Mail account:

1. Select File, Account Settings.
2. In the Account Settings dialog box (Figure 1-6) make sure E-Mail tab is selected.
3. Click an account name in the E-Mail accounts dialog box (Figure 1-6.
4. Click the Change button.
5. Make the required changes.
6. Click Next.
7. Click Finish.
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Views in Outlook 2010
To show birthdays for a particular month
1. Go to the Calendar Folder.  
2. Select View |Current View |Annual Events to change to the Annual Events view. 
3. Create a filter View | Current View | Change View | Manage Views to search for the word "Birthday" in the Subject field.  
4. In the Filter dialog box, switch to the Advanced tab. 
5. Choose the appropriate option.
6. Click OK, and you'll see a list of all of the birthdays in your calendar during that month. 
Tip: To display weekday names in a Calendar weekly view
Outlook depends on the "long" date format set for all Windows programs. Use Control Panel | Regional Settings | Date to change the long date format so that it includes the name of the day of the week.
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The Attachment Preview Feature 
Outlook 2010 includes an Attachment preview feature that allows you to preview an attachment before you open it. This can be quite useful especially if you have a lot of attachments to one email and are looking for a specific one. Figure 6 shows the attachment preview feature.
[image: office-2010-logo]
[bookmark: _Ref346005423]Figure 6: Attachment Preview Feature




To use the attachment preview:

1. Select an email message with an attachment.
2. Single click on the attachment icon to preview the attachment
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