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>
accenture Introductions

 YOUr name
e Your firm

* Your experience with Outlook on a 1 to 5 scale
— 1: What's that?!
— 2: 1 know how to send and write e-mails but what’s the other stuff?
— 3: | can hold my own and hope to learn something new.
— 4: | get by just fine and figured why not, it's free.
— 5: 1 should be teaching this course!
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>
accenture Exercise Overview

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:

Customize e-mail messages,

Create folders,

Find messages,

File information,

Flag e-mail messages, and

Transfer messages to Calendar, Tasks, and Notes
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Customizing Your E-mail:
accenture Utilizing the Tools

» Advanced Toolbar

) ! Ble Edit View Go [Tools | Actions Help
® CUStom Slgnatures Elﬁamew - | [ b o I Send/Receive ’

e Out of Office Assistant Find b

G| Address Book... Ctrl4Shift+B

‘i’é Organize

Rules and Alerts. ..

COut of Office Assistant...

Mailboyx Cleanup. ..
Empty Deleted Items” Folder

+ofl Recover Deleted Items. ..

Forms 3

Macro 3

E-mail Accounts...
Customize. ..

Options...
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Customizing Your E-mail:
accenture Advanced Toolbar

Allows you to access functions — JEEZEE

without navigating through the (Toolbars || Commands | Optons |
menu bar Tookgrs
. [v] Advanced —
1. Select Customize from the Genueer
Tools drop down menu

. Select the Toolbars tab

2
3. Check the Advanced field
d Go to View on the Menu Bar,

select Toolbars, and then
Advanced

: Eat | @Back @ | A [F (& | 9 | ) | Messages
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Customizing Your E-mail:
accenture Custom Signature

Adds a personal touch to your e-
mails

1.

Select Options from the Tools
drop down menu

Select the Mail Format tab

Click the Signatures button to
manage or create your
signatures

Select from your list of
signatures for drafting e-mails

Copyright © 2008 Accenture All Rights Reserved.

Other || Delegates I MeetingPlace |

Preferences | Mail Setup | Mail Format | Speling | Security |

Message format
j Choose a format for outgoing mail and change advanced settings.

Lj Compose in this message format: | |

[] Use Microsoft Office Word 2003 to edit e-mai messages
[J use Microsoft Office Word 2003 to read Rich Text e-mail messages

[ Internet Format... ] [International Options... ]

Stationery and Fonts

f Use stationery to change your default font and style, change colors,
%+ and add backgrounds to your messages.

Use this stationery by default: | <Mone = A |
[ Fonts... ] [ Stationery Picker... ]
Signatures
X
& Select signatures for account: |Microsoft Exchange Server w |
Signature for new messages: |ﬁ:urma| A |
Signature for replies and forwards: |ﬁ:.rma| |ﬂ|

[ Signatures... ]

L OK ] [ Cancel Apply




Customizing Your E-mail:
accenture Custom Signature

5. Edit, delete, or create new

signatures from this window. __Ofer | Ddeptes 1 _MeetnoPre _
Create Signature
# Use existing signatures as Sgraure
@ﬁ:urmal i Edit...
templates when you select Do ieto
the New button.
# You can change signatures
within an e-mail draft. I

YOUR CONTACT NUMEER

YOUR CONTACT NUMBER

YOUR EMAIL ADDRESS

YOUR INSTANT MESSAGE ADDRESS

L OK, ]I_ Cancel ]

[ (04 ][ Cancel ] Apply
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Customizing Your E-mail:
accenture Out of Office Assistant

Alert senders of your

. o Out of Office Assistant
u naval |ab| | Ity ()1 am currently In the Office
. (¥ I am currently Qut of the Office
1 . SeleCt O u t Of Offl C e AutoReply only once to each sender with the following text:
AS S I Stan t fro m th e TO 0 I S _Irins;;;r:eﬂ: cuz;tﬂ_lu::f the office with limited access to email, T will return

drop down menu.

Tap the ap p ro p rl ate b utto n ] These rules will be applied to incoming messages while you are out of the office:

Status Conditions Actions
Scribe your AutoReply
message 1o sen ders.
EditRule... | | Delete Rule Show rules for all profiles

d Remember to turn off the
Out of Office Assistance
when you return.

[ Ok ] [ Cancel
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* Create folders

* FiInd messages

* File information

 Flag e-mail messages
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Creating Folders in
accenture Folder List

. ILDJse the mouse key or menu New Folder using mouse key
ar
All Mail Folders
e \Window appears for typmg = €6} Mailbox - Smith, Sheronda
{a] Deleted Items {58)
folder name and selecting its £3 Drafts [1]
location = [ofreses
5 E Qpen
@ To mod Ify folder after E cpenntien indon
. . 5 Send Link to This Folder
creating, just select folder and == D
click right mouse button for ol e
options: a1
C16% Copy "Inbox™...
- MOVG E-BEJ 38l Delete "Inbox”
— Copy % qa Rerame Inbox”...
. Delete E;h:‘ Mew Folder. ..
£ Arch Remave from Favorite Folders
o Rename ﬁ s Mark All as Read
- MOVG tO FaVOFItES FOIder Process All Marked Headers
— Process Marked Headers
Sharing...
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Creating Folders in
accenture Folder List

New Folder from menu bar Prompt for folder name

and location

{| Eile i Edit View Go Tools Actions
== = — = bee Create New Folder
| Nep ¥ || (2| Mail Message Ctrl+N
I Open b | %) Postin This Folder  Ctrl+Shift+5 L=
: MNEW ROLES |
Close Al Items =i Folder... Ctrl+5hift+E |
I Save As... Ll| SearchFolder...  Cirl+Shift+P Folder contains:
Save Attachments 2 I Mavigation Pane Shortout. .. |Mail and Post [tems w |
Eolder v || Appointment Ctrl+Shift-+A Select where to place the folder:
Data File Management... E Meeting Reguest  Cirl+5hift+Q = (Eé} Mailbax - Smith, Sheronda ~
i Import and Export. .. 83| Contact Ctrl+Sshift+C ﬁ Calendar (1)
Send To Blustaath Distribution List  Cirl+Shift+L 8 Contacts
end To Blustoo v |E Distribution Lis i S Deleted Ttems (53) |
Set this contact as my Bluetooth Default | Task Ctrl-+5hift -+ L7 Drafts [1] 1
Archive... Task Request Ctrl+5hift+U [ Inbox ()
- Journal -
Page Setup b Journal Entry Ctrl+shift+ Ea Jurk E-mail
Print Preview k]| Note Ctrl+hift+ | otes
- o (= Outhox
Print... Cirl4p @ Internet Fax Ctrl+5hift+X = Sent Ttems v
Cached Exchange Mode 3 Choose Form...
L Ok, ] [ Cancel
Wark Offline Cutlook Data E"E. 13
Exit
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Finding Information:
accenture Performing Search

SUNSHINE - Microsoft Outlook .
i Fle Edit View Go Tools Actons Help Voting email -

= : Il Forward | ysendRecesive - ||Ep Find [ | & Type 2 contact to find |- | (@) | @Back @) | A 29 @MESSEQES =N 3
e —— =

[ Inbox (3) ) & |y E |Received  © |size 7

3 unread tail (12 nter search word(s)

E For Follow Up [4] (= Spiegel F5%6 Mow & Pay Nothing Until October! Tue 6/10,/2008 1:06 AM 1. ¥
ﬁa sent Items 5 Spiegel \. _/50%: on Summer's Best Dresses! Sun 682008 1:05 AM L. %
(=1 Spiegel sdsmith @gmx.net Shop New Low Prices & Just-Added Styles at our Biggest Shoe & Accessory Sale! Sat 6/7/2008 9:07 AM 1. ¥

All Mail Folders.

2t Mailbox - Smith, Sheronda
&5 Archive Folders
3 £ SUNSHINE
& Deleted Items (13)
@ Drafts
[ Inbox (21)
Junk E-mail
@ Qutbox
[ sent Items
E Search Folders

97 Items

€2 Munes SHIN i - % D:\Documents and S... 3 a (A : ip Art Download - ...
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Finding Information:
accenture Group by Box

S ||Lﬂ Type & contact to find = @ ! (=L @_ ick @ | 3

N @Massages

Yoting email

IS EY

Favorite Folders

[ Inbox (%)
[ unread Mail (13)
[ For Follow Up [4]

SUNSHINE

|Ta

+ Search In» SUNSHINE

Find Mow Clear

Click on Group Box icon

Subject

|Received T

Options » =

sdsmith@gmx.net
sdsmith@gmx.net

CThirect - Review: Kingdom of Comfort
CTDirect: Bible Translation Debate in Jamaica

Mon 8/18/2008 4:09 PM
Thu 8/14/2008 1:06 PM

[ sent Ttems
All Mail Folders (=) From: Barnes & Moble (7 items)
99’ Mailbox - Smith, Sheronda (= sdsmith@gmx.net Limited Time Offer -- Two Free Gifts Sat 8/16/2008 5:23 AM 4. %
&9 Archive Folders (3 sdsmith@gmex.net 15% Off Coupan Inside Thu 8/7/2008 1:45PM 3., ¥
El ﬁ SUNSHINE [=  sdsmith@gmx.net Mew 1. K. Rowling Book Availzble for Pre-Crder Fri 8/1/2008 2:41 AM 12... %
% g;:::ed Ttems {13) = sdsmith@gmx.net This Week -- Coupons, 4 Days Until Breaking Dawn, Mew B&M Recommends Pick, Mare Tue 7/29/2008 2:24 PM 7. ¥
B Tnbox (21) (= sdsmith@gmx.net This Week -- Reader Favorites, Paperback Sale, Breaking Dawn Parties, More Tue 7/15/2008 2:13 PM 42.. ¥
Junk E-mail (= sdsmith@gmx.net 15% Off Coupon Inside Fri 7/11/2003 1:35 AM 4. % |=
@ Qutbox f=  sdsmith@gmx.net This Week -- Coupons, Mora Raberts, Stephenie Meyer, Clearance Sale, More Tue 7/3/2008 2:05FM 38 v
[ sent Items
E Search Folders = From: Carol's Daughter (8 items) L
i=  sdsmith@gmx.net They sold out on HSN, but we have them here! See details...... Maon 8/11,/2008 8:34 PM 17... ¥
(= sdsmith@gmx.net Shop the faves that sold out on HSM! Sun 8/3/2008 1:13PM 18... ¥
[=  sdsmith@gmx.net Refresh your summer beauty from head-to-toe! Wed 7/30/2008 12:28 PM 15... %
= sdsmith@gmx.net Final Chance to Win a Trip to Jamaica! Thu 7242008 9:37 PM L. %
(= sdsmith@gmx.net Vote for Almond Cookie Sea Salt Scrub! | Complimentary Shipping Offer! Wed 7/23/2008 1:00 PM 15... %
(= sdsmith@gmx.net Mew Summer Faves for Sunny Days! | Free Shipping Thu 7f17f2008 3:17 PM 4., %
f=  sdsmith@gmx.net Limited Edition Mew Summer Fragrances! Spritz a Fresh Scent! Tue 7/15/2008 1:33 PM 4., ¥
[=  sdsmith@gmx.net Carol's Daughter is comming to & Macy's Store near your, Mon 7/14/2008 7:32 FM 4. 7
= From: Cherry Moon Farms (5 items)
(= Sheronda Sheronda, Celebrate Summertime with 50% More Fruit FREE! Mon 8/11/2008 5:58 AM 3. %
(=3  Sheronda Sheronda, Introducing Sweet Deals on Summer Fruit! Mon 8/4/2008 5:35 AM =T
f=  Sheronda Sheronda, Friday i Your Last Chance to Send Lapin Cherrigs! Wed 7,/30/2008 5:07 AM 12... %
= Sheronda Sheronda, Friday is Your Last Chance to Send Lapin Cherries! Mon 7/28/2008 5:34 AM 0. %
[=1  Sheronda Hurry, Sheronda! Last Chance to Send Bing Cherries is Friday! Wed 7/16/2008 5:13 AM 12... ¥
(= From: Christianity Today Daily Mewsletter (17 items)

97 Items
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Finding Information:
accenture Sort by From (Sender)

Ele Edit View Go Tools Actions Help Yoting email -
New - | =§ (33 X | -uReply -8 Reply to All (3 Forward | HSend/Receive ~ || Find | | [E Type s contactto find - | (@) ! P0G | @ Back @) [ [ (& 9 |3 [ Messages DIP= RS !

Favorite Folders

[ Inbox (%)
[ unread Mail (13)
[ For Follow Up [4]
[ sent Ttems

All Mail Folders

2t Mailbox - Smith, Sheronda
&5 Archive Folders
3 £ SUNSHINE
& Deleted Items (13)
@ Drafts
[ Inbox (21)
Junk E-mail
@ Qutbox
[ sent Items
E Search Folders

+ Search In» SUNSHINE Find Mow Clear

Options » = |

@@.-

DDDDDDDDRDDDDDDDDRDDDDDDDD DD DD

I3
Aerosoles Offers
Aerosoles Offers
Aerosoles Offers
Asrosoles Offers
Aerosoles Offers
Aerosoles Offers
Acrosoles Offers
Ann Taylor

Ann Taylor

Ann Taylor

Ann Taylor LOFT
Ann Taylor LOFT
Ann Taylor LOFT
Bare Escentuals
Bare Escentuals
Bare Escentuals
Bare Escentuals
Bare Escentuals
Bare Escentuals
Barnes & MNoble
Barnes & Noble
Barnes & Moble
Barnes & Moble
Barnes & MNoble
Barnes & Noble
Barnes & Noble
Carol's Daughter
Carol's Daughter
Carol's Daughter
Carol's Daughter
Carol's Daughter

|subject

Get sporty and save

newest casuals - 20% off

Click on From column header

sdsmith@gmx.net End-of-Season Clearance - get great summer sandals

4Days Only: Buy One Sale Item, Get One 50% OFF

Up to 40% OFF Summer Tops ends Wednesday!

Up to 70% OFF + an Exclusive Online Offer!

Online Only This Weekend: Buy One Sale Item, Get One 50% OFF!
ALL SALE ITEMS: Buy One Get One 50% OFF!

2 Days Only: 515 OFF Pants, Denim & Capri

Mew, deliciously decadent, 100%: Matural Lipcolors

sdsmith @gmx. net
sdsmith@gmx.net
sdsmith@gmx.net
sdsmith@gmx.net
sdsmith@gmx.net
sdsmith @gmx. net
SHEROQNDA SMITH
SHERONDA SMITH
SHEROMNDA SMITH
SHERQNDA SMITH
SHERONDA SMITH
SHEROQNDA SMITH
sdsmith@gmx.net

A collection to buzz about

Mew fall collection at Bare Escentuals

Party with the girls and bareMinerals

Coming Soon: Bare Escentuals a3t Mall of Georgia

Big Lips. Big Lashes. Bigger Flirt,

Limited Time Offer -- Two Free Gifts

15% Off Coupon Inside

Mew 1. K. Rowling Book Available for Pre-Order

This Week -- Coupans, 4 Days Until Breaking Dawn, Mew BAMN Recommends Pick, Mare
This Week -- Reader Favarites, Paperback Sale, Sreaking Dawn Parties, More
15% Off Coupon Inside

This Week - Coupons, Mora Roberts, Stephenie Meyer, Clearance Sale, More
They sold out on HSM, but we have them here! See details......

Shop the faves that sold out on HSN!

Refresh your summer beauty from head-to-tos!

sdsmith @gmx. net
sdsmith@gmx.net
sdsmith@gmx. net
sdsmith@gmx.net
sdsmith@gmx.net
sdsmith @gmx. net
sdsmith@gmx.net
sdsmith@gmx.net
sdsmith@gmx.net
sdsmith@gmx.net Final Chance to Win a Trip to Jamaica!

sdsmith @gmx. net Vote for Almond Cookie Sea Salt Scrub! | Complimentary Shipping Offer!

|Received
Sat 8/16/2008 8:10 AM
Thu 8/14/2008 3:07 M
Sat §/9/2008 8:07 AM
Thu 8/7/2008 12:07FM
S5t 8/2/2003 8:17 AM
Sat 7/12/2008 8:12 AM
Tue 7/8/2008 12:33PM
Fri 7/25/2008 7:06 AM
Tue 7/15/2008 5:08 AM
Thu 7/10/2008 5:56 FM
Fri 7/25/2008 2:34PM
Tue 7/22/2008 7:22 AM
Tue 7/15/2008 7:36 AM
Mon 8/11/2008 5:48 PM
Tue 8/5/2008 8:14BM
Fri 8/1/2008 1:02PM
Fri 7/25/2008 5:34 AM
Wed 7/23/2008 10053 PM
Fri 7/11/2008 2:09 PM
S5t 8/16/2008 5:28 AM
Thu 8/7/2008 1:45FM
Fri 8/1/2008 2:41 AM
Tue 7/23/2008 2:24FM
Tue 7/15/2008 2:13PM
Fri 7/11/2008 1:35 AM
Tue 7/8/2008 2:05 M
Mon 8/11/2008 8:34FM
Sun 3/3/2008 1:13PM
Wed 7/30/2008 12:28 PM
Thu 7/24/2008 2:37PM
Wed F/23/2008 1:00 PM

|size 7

i A N i i e e

i) e e e i e e e e e e e e e e e e e e e e e e e e e e e e e e
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File Information:
accenture Create Rule

Tells Outlook how to sort your incoming e-mail messages
Into folders.

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

Copyright © 2008 Accenture All Rights Reserved. 16



File Information:

accenture Create Rule

SUNSHINE - Microsoft Outlook

! Fle Edit Vew Go Tools Actions Help Yoting email -
i qdlew ~ | uReply (@Reply to Al | 5t SendReceive ~ Bi‘éﬁl@ﬁaﬁ ©) | 8 [H[Q ] = [ (8] ] Messages =N
————————____——————————————_—_bé_—a — — — L
_ ‘ Look for: = Search In = SUNSHINE Find Mow Clear Cptions = X |
Favorite Folders
Elnbox )] Lt From ¢ To |5ubject |Received |5..|'§? -
3 unread Mail (13) : =T
E‘i For Follow Up [4] [=y Aerosoles ... sdsmith@amx.... Getsporty and save Sat &/16/2008 8:1... 1.. %
@ Sent Ttems (=i Aeroscles ... sdsmith@gmx.... Season’s newest casuals - 20% off Thu 8/14/2008 3., 1. % =
All Mail Folders =4  Aerosoles ... sdsmith@gmx.... Subj: Endless style, classy looks + shop our summe,.. Sat 8,’9;"2008 F:07... 1.,
. ] oo Bdemith@gmx.... A spedal offer on our popular style o . L
@ e ) e e
g I‘:al:ljax Fslglﬂ-" Sheronda i (=3  Aerosoles ... sdsmith@agmx.... 5Days Left, Fall Pre Sale - 20% off ou = 3:17... 1. F
rchive Folders = -
= .@ SMSHINE F (=i Aeroscles... sdsmith@gmx.... Summer Clearance - hot summer sanda | Print Bail.. 1. %
15 Deleted Ttems (13) {4 Aerosoles... sdsmith@gmyx.... End-of-Season Clearance - get great s 5! Reply 12n.. 1. %
@ Drafts (=1  AnnTaylor  sdsmith@gmx.... 4Days Only: Buy One Sale Ttem, Get @ Reply to Al 7l L%
E Inbox (21) b = AnnTaylor  sdsmith@gmx.... Up to 40% OFF Summer Tops ends We a - q 35, 1. %
orwar
= AnnTaylor  sdsmith@gmx.... Up to 70% OFF + an Exclusive Online [ — . N TR T
(=1  AnnTaylor ... sdsmith@gmx.... Online Only This Weekend: Buy One Sa Follow Up L ST T T =
f=y AnnTaylor ... sdsmith@gmx.... ALL SALE TTEMS: Buy One Get One 509 =4 Mark as Unread 87, 1. %
f=i  AnnTaylor ... sdsmith@gmx.... 2Days Only: §15 OFF Pants, Denim & Categories. .. g5, 1. %
[=y Bare Escen... SHEROMDA SM... Mew, deliciously decadent, 100% MNatu T 36, 2%
i 3
{=§ Bare Escen... SHEROMDA SM... A collection to buzz about — &l L.%F
(= BareEscen... SHEROMDA SM.., Mew fall collection at Bare Escentuals ||ﬁ Create Rule... 102 ... 2., %
[=y Bare Escen... SHEROMDA SM... Party' with the girls and bareMinerals Jurk E-mail P53, 1,
E—— w
=1 = LT B Irs 8 ¥ [ = e, L Fa X QEIEtE 4 4
97 [tems
LE Move to Folder...
|::_f'i Options...

Copyright © 2008 Accenture All Rights Reserved. 17



File Information:

>
accenture Create Rule

Create Rule

When I get e-mail with all of the selected conditions

From Aerosales Offers

[ ]subject contains |.ﬁ. special offer on our popular style |

[ ]sent to |sdsmiﬂ1@gmx.net w |

Do the following

[ ] Display in the Mew Item Alert window {:__ Rules and Alerts
rei

' A 1l i ] W
[IPlay a selected sound: |'|..|'|ndnl.r'.s XP Nntﬁr.l.r-.| E] E] Choose a falder:
[V]Move e-mail to folder: | SHOPPING | | selectFolder... | B £ SUNSHINE
ﬁ Calendar

E L OK
[ OK ] [ Cancel ] [.ﬂ.dvanced Opﬁnns...] L 5] Contacts
L]

[

{a) Deleted Items [13)
@ Drafts Mew, .,
[ Inbox (21)
8 ournal
] Ea Junk E-mail
O || Motes
[ Outhox
[#] lo| PocketMirror
@ Sent Items

[ §SHOPPING j

&) Tasks

=]

| | -

3
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File Information:
accenture Move Button

Allows you to move messages via
the mouse button drop down
menu.

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.

Copyright © 2008 Accenture All Rights Reserved.
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Aerosoles Offers
Aerosoles Offers
Aerosoles Offers
Aerosoles Dffers
Aerosoles Offers

Aerosoles Offers

Ann Taylor
ann Taylor
Ann Taylor
Ann Taylor LOFT
Ann Taylor LOFT

§ W

Open Items
Print...

Eorward Items

Follow Lip
Categories...
Mark as Read

Mark as Unread

Delete

i (X L

Move to Folder...
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P
accenture Flagging Messages

 Outlook allows you to flag e-mail messages so
you can

— Prioritize

— Schedule

— Track follow-up actions

— Set-up reminders for yourself

Copyright © 2008 Accenture All Rights Reserved. 20



From the Menu Bar select
Actions and then Follow Up to

select your flag

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

Copyright © 2008 Accenture All Rights Reserved.
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P
accenture Flagging Messages

Select one or more messages

Aerosoles ...
Aerosoles ...
Aerosoles ...
Aerosoles ...

Aerosoles ...

Aerosoles ...

B B B B

Open Items
Print...

Forward Items

(=8

%] %] %] ¢ ] ] ]

[=8

L7000 T O O

Follow Up ¥ PRedFlag
Cateqaories... % | BlueFlag
Mark a5 Read % | Yellow Flag
Mark as Unread ¥ | Green Flag
Delets ¥ | Orange Flag
Move to Folder,.. ¥ | Purple Flag
«" | Flag Comglete
Clear Flag

Set Default Flag »




Transferring Messages into
accenture Calendar, Tasks, & Notes

Use the Drag and Drop technigque
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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Appendix:
accenture 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 Al

» Select messages in series
— ldentify 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

— ldentify messages that may not be in series
— Select the first message
— Depress the Ctrl while simultaneously clicking messages
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Appendix:
accenture Voting through E-mail

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

1. Inthe message, click Options.

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.
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Appendix:
accenture 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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>
accenture Appendix: Using Help

Don’t be afraid to use Help to get your  Search Results
guestion answered or to learn a new resits fomoffce e B
feature! © i votng utons

SUNSHINE - Microsoft Outlook @ Review tracking results and
voting responses

! Fle Edit View Go Tools Actions Help Yoting email

Pdnew - | S B3 X | CaReply SEReply to Al (23 Forward | [ Send/Receive - | BpFind 5 | [

i 2 afi—

Type a question for help

I@l Copy voting results to Excel

@ High Impact eMail Holiday:
! Fle Edit View Go Tools Actions | Help Send holiday marketing

- emails
El'_gahlew - | =§ ,_E X |QREF‘I‘J" @p_ (@) Microsoft Office Qutiook Help  F1 Office I

D

@ PowerPlugs: Emoticons: Add
a personal touch to your

Favorite Folders Microsoft Office Online 2
[ Inbox (2) Contact Us Office Marketplace > E-ma
(3 unread Mail (13) Chedk for Updates
3l For Follow Up [4] _
@ Sent [tems Detect and Repair. .. S I
: Activate Product. ..
All Mail Falders FHatE rTaaE |I'~'1icru:usu:u1"t Office Online

Customer Eeedback Options. .. |1a'|:-ﬁng J— |

@ Can't find it?

About Microsoft Office Qutlook
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