Beyond Beginning Outlook
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· Folders


Creating new folders



How do I create them? Inbox, Right Click, New Folder

Where? Inbox, Personal, Sent Box



Personal folders vs. Online inbox



What does the "+" mean?



System Administrator messages



How do I stop getting those?



Correctly deleting email messages
· Filtering Email messages


Rules Wizard Tools, Rules Wizard, New

· Creating Distribution lists


Adding to your personal address book

Adding an internet address 

Address book, Personal address book, New entry, Internet address



Creating a personal distribution list

Address book, Personal address book, New entry, Personal distribution list, Name of distribution list, Add/remove members, Double click from Floyd list, personal list, or just type in the email address on the right-hand side, OK, OK
· Creating a Signature, Background or Font



Tools, Options, Mail Format, Format HTML, Signature picker 

· "Find"
Find an email message that you have received or sent from, to, or specific person or subject From either Inbox or Sent box, Find,  Key  person or subject, Find Now

· Calendar Basics


Appointments, tasks

· Archiving Mail

See handout
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