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Introductions

• Your name

• Your firm

• Your experience with Outlook on a 1 to 5 scale 
1: What’s that?! 

2: I know how to send and write e-mails but what’s the other stuff?

3: I can hold my own and hope to learn something new.

4: I get by just fine and figured why not, it’s free.

5: I should be teaching this course!
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Exercise Overview

• Customize e-mail messages,

• Create folders,

• Find messages,

• File information, 

• Flag e-mail messages, and

• Transfer messages to Calendar, Tasks, and Notes

You enjoy shopping and subscribe to your favorite stores 
for sales promotions. To help prevent your Outlook Inbox 

from driving you batty, you’ve decided to learn how to:
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Customizing Your E-mail: 

Utilizing the Tools

• Advanced Toolbar

• Custom Signatures

• Out of Office Assistant
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Customizing Your E-mail: 

Advanced Toolbar

Allows you to access functions 

without navigating through the 

menu bar

1. Select Customize from the 

Tools drop down menu

2. Select the Toolbars tab

3. Check the Advanced field

☝ Go to View on the Menu Bar, 

select Toolbars, and then 

Advanced
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Customizing Your E-mail: 

Custom Signature

1. Select Options from the Tools 

drop down menu

2. Select the Mail Format tab

3. Click the Signatures button to 

manage or create your 

signatures

4. Select from your list of 

signatures for drafting e-mails

Adds a personal touch to your e-

mails
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Customizing Your E-mail: 

Custom Signature

5. Edit, delete, or create new 

signatures from this window.

☝ Use existing signatures as 

templates when you select 

the New button.

☝ You can change signatures 

within an e-mail draft.
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Customizing Your E-mail: 

Out of Office Assistant

1. Select Out of Office 

Assistant from the Tools

drop down menu.

2. Tap the appropriate button.

3. Scribe your AutoReply 

message to senders.

☝ Remember to turn off the 

Out of Office Assistance

when you return.

Alert senders of your 

unavailability.
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Getting Organized

• Create folders

• Find messages

• File information

• Flag e-mail messages
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Creating Folders in 

Folder List

• Use the mouse key or menu 
bar

• Window appears for typing 
folder name and selecting its 
location

☝ To modify folder after 
creating, just select folder and 
click right mouse button for 
options:

Move

Copy

Delete

Rename

Move to Favorites Folder

New Folder using mouse key
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Creating Folders in 

Folder List

New Folder from menu bar Prompt for folder name 
and location
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Finding Information: 

Performing Search

Enter search word(s)
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Finding Information: 

Group by Box

Click on Group Box icon
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Finding Information: 

Sort by From (Sender)

Click on From column header
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File Information: 

Create Rule

1. Select e-mail.

2. Using the right mouse button to select Create Rule from drop 

down menu

☝ Go to Tools on the menu bar and select Organize to

Move messages

Use color codes

Change folder views

Tells Outlook how to sort your incoming e-mail messages 

into folders.
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File Information: 

Create Rule
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File Information: 

Create Rule
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File Information: 

Move Button

1. Select message(s)

2. Click right mouse button.

3. Select Move to Folder from 

drop down menu.

4. Indicate location for the 

message(s).

☝ Remember you can go to Edit

in the menu mar to select 

Move to Folder and Undo 

Move.

Allows you to move messages via 

the mouse button drop down 

menu.
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Flagging Messages

• Outlook allows you to flag e-mail messages so 

you can

– Prioritize

– Schedule

– Track follow-up actions

– Set-up reminders for yourself
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Flagging Messages

1. Select one or more messages

2. From the Menu Bar select 
Actions and then Follow Up to 
select your flag

3. OR Use the right mouse button 
to select Follow Up from the 
drop down menu

☝ Within your Mail dashboard 
you can see a listing of all your 
flagged e-mails by selecting 
For Follow Up within the 
Favorite Folder

Note: When selecting only one 
message you will see the Add 
Reminder button after Flag 
Complete in the menu
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Transferring Messages into 

Calendar, Tasks, & Notes

Use the Drag and Drop technique

1. Highlight message.

2. Drag message to icon for Calendar, Task or 

Note in the Folder List.

3. Notice that e-mail message is embedded in 

the body of the  window.

4. Modify window fields as you see fit.
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Questions & Answers
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Appendix: 

Selecting Messages

Different techniques for selecting Outlook messages:

• Select all the messages in a folder
– Depress Ctrl+A

– OR go to Edit in Menu Bar to click on Select All

• Select messages in series
– Identify messages that are one after the other

– Select the first message

– Depress Shift key while simultaneously clicking on the last message in your 

range

• Select messages in random order
– Identify messages that may not be in series

– Select the first message

– Depress the Ctrl while simultaneously clicking messages
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Appendix: 

Voting through E-mail

1. In the message, click Options. 

2. Select the Use voting buttons check box, and then click the 
voting button names you want to use in the box. To create your 
own voting button names, delete the default button names, and 
then type any text you want. Separate the button names with 
semicolons.

3. Under Delivery options, select the Save sent message to
check box. To select a folder other than the Sent Items folder, 
click Browse. 

4. Click Close, and then click Send. 

Note: This feature requires you to be using a Microsoft Exchange 
Server e-mail account.
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Appendix: 

Voting through E-mail

5. Review tracking results and voting responses 

6. Open the original message you are tracking. This message is 

usually located in the Sent Items folder. 

7. Click the Tracking tab. 
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Appendix: Using Help

Don’t be afraid to use Help to get your 

question answered or to learn a new 

feature!

Type a question for help


