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<> Creating a Contact List

You add contacts to Outlook by filling in a form with details about each contact, such as their
name; address; company details; telephone and fax numbers, and e-mail address. A contact
list has the advantage of being integrated with the other parts of Outlook and Microsoft
Office allowing you, for example, to address a mail message, or to merge contact information
into a Word form letter.

By adding your contacts to one or more categories you can easily keep track of related items
without storing them all in the same folder. A category is a key word or phrase that describes
the items you'll assign to it. For example, you may have a category called Comsys Project to
which you add the contacts who are part of the project team. You can also add other items,
such as mail messages and tasks to specific categories. A list of predefined categories is
supplied with Outlook, however, you can add your own categories to this list.

To Create a Contact List
1. Menu: Select the File, New, Contact menu option.

B Click on the |E=lsw ~ | New Contact button shown on the toolbar.

Note: If the current folder in the Outlook bar is not the Contact folder, this button
will not be displayed on the toolbar. Instead, a button relating to the type of item
that can be created in the current folder will be. In this case, click the drop-down
arrow to the right of the New... button and choose Contact.

[CTRL] N when the Contacts folder is selected. /..

EE Untitled - Contact E=]

JEiIe Edit WView Insert Format Tools Actions Help
Jniaveandcluse|§[[ﬂ|?®@- > -
General | Detals | Activiies | Certficates | AllFields |

g Full Mame... ||| @Business EI
Job kitle: I Home lz“

Campany;: I Eusiness Fax lz"

File as: I j Maobile lz“

= g S m

% Web page address: I
[T This is the mailing address ‘

=

=
Contacks, ., | I Cakeqgories... | I Private Il
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<> Creating a Contact List

../ To Create a Contact List

2. Complete the General property sheet, typing the information you want to store for the
contact. Where more than 1 entry can be stored, a drop-down arrow appears to the left of
the field. For example, you can record up to 3 addresses for each contact: Business,
Home and Other.

@ Address... |

Business

Business
Huormne
Other

[T This is the mailing address

Enter an address by choosing the address type from the drop-down list for Address then
typing the relevant details.

3. To add further details, click the Details tab and enter the information.

Dietails

Departrent:

Managet's name: I

Prafession:

|

Office: I Agsistant's name: I
|
|

Mickname; Birthday: INone ﬂ
Spouse’s name: I Anniversary INone j

Online MetMesting settings

Directaory server: |

E-mail alias: I Call Mow

Internet Free-Busy

@ Address: I

4. Click the Save and Close button or, if you want to add another contact, click the Save
and New button. Alternatively, to create a new contact from the same company, choose
the Contact, New Contact from Same Company menu option.

The information from the Contacts folder can be displayed in a number of ways in the
Information viewer. Initially the default view is address cards. An example is shown
below:

£199 Old Wharf Road
: Draftsburgh

i Middleshire

{Business: 01521 42152

EBusiness Fawx: 01521 42153

EE-maiI: jferry@acme.co.uk
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== Exercise 3-1

In this exercise, you'll add two new contacts to your contacts list.

1. Follow the instructions below to add the first new contact.

— Display the contents of your Contacts folder in the Information viewer then choose
the File, New, Contact command.

A blank Contact form is displayed.

EE Untitled - Contact !EI E

File Edit Yiew Insert Format Tools Actions Help |
uﬁaveandclose|§@|v®@' X|4'V'@|
General I Dietails I Journal I Certificates I &l Fields I

g Full Mame. .. | I @ Business lz“
Job kitle: | Haome ]E‘ |
Compary: I Business Fax lz“
File as: I j MMobile lz“
@ Address... | E-mail lz”
Business lzl
Weh page address: I
[ This is the mailing address \
=
| -
Cakegories. .. | I Private [l

— Type Mr Jack Cunningham into the Full Name text box.

— To see how Outlook has split this name, click the Full Name button.

Check Full Hame EE

- Mame details
Title: I - lLI
FEirst: |Jack
Middle: |
Last: |Cunningham
Suffis: lﬁ

[V Show this again when name is incomplete or unclear
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=v Exercise 3-1

— Add a Middle name of Kevin then click OK to close the dialogue box and return to
the Contact window.

Notice that Jack's middle name has been added to the Full Name text box:

General
Full Mame... | IMr Jack Kevin Cunningham

— Enter the following information for Jack by typing it into the appropriate text boxes:

Job Title: Assistant Buyer
Company:  Pollock Clothing Co.

— To file Jack under his company name, click on the File As drop-down arrow and
choose the following option:

General I Details I Journal I Certificates I all Fie

g Full Name. .. “Mr Jack Kevin Cunningham

Job title: IAssistant Buyer
Company! IPUIIock Clathing Ca.
File as:

——|Cunningham, Jack Kevin
Mr Jack Kevin Cunningham

= Pollock Clathing Co,
Business ‘zl Cunningham, Jack kevin (Pollock
Pollock Clothing Co. {C Jnnirgh.am.,

™ This is the maiing address

— Type the following Business address into the Address text box, using the [ENTER]
key to move to a new line when necessary:

90 Pollock Place
Draftsburgh
Middleshire

— Ensure that the This is the mailing address check box is activated then click in the
Business box in the Phone group of text boxes.
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=v Exercise 3-1

As you move from the Address text box, you'll be asked to confirm that the way
Outlook has split the address is correct:

Check Address
Address details I
QK
Street: 90 Pollock Place
Ciky: IDraFtsburgh

State /Province: IMiddIeshire

ZIP§Postal code: I

Counkry: IUnited Kingdom j

[w| Show this again when address is incomplete o unclear

— Click OK.
— Enter a Business phone number of 01521 42215.
— Click the Save and Close button.

Outlook will ask you to confirm the phone details:

Phone details
oK |
[Business: +44 (01521} 42215 |

Country/Region: | Myl

Cityarea code: |01521

Local number |42215

[V show this again when phone number is incomplete or unclear

— Check the phone number you've entered then click OK to confirm it.

The new contact's address card is displayed:

 Pollock Clothing Co.
f Cunningham, Jack Kevin
190 Pollock Place
: Draftsburgh

| Middleshire
{Business: +44 (01521) 42215
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=w  Exercise 3-1
2. Follow the instructions below to add another new contact.

— Click the | E=luew -
below.

New Contact button then complete the Contact window as shown

EB K.aren Hillard - Contact ==l 3

File Edit Yiew Insert Format Tools Actions Help |
[l save and Close |§ m | v P s X|4 - @|

General l Details I Journal I Certificates I all Fields I

g Fullbame. .. | [1rs Karen Hilard @ Business |7 Fras to152ny azs17
Jaob title: IMateriaIs Manager Home lz“
Company; IDryburgh Carpets Business Fax E l-_l—44 (01521) 45952
File as: IHiIIard, Karen j TMobile lz“
Address... | 457 Marth Dryburgh Strest % E-rnail lz”
Uprnoor %
Business E Middleshire
Weh page address: I
¥ This is the mailing address
[~
| =
Cakegories, .. | I Private -

— From the Address drop-down list, choose Other then add the following address:

Unit 15

Draftsburgh Industrial Estate
Draftsburgh

Middleshire

— Press [TAB] to move from the Address text box and click OK to confirm the address
details.

— Click in the E-mail text box and type khillar@dryburgh.co.uk then press [TAB].

As this address is in a recognised format, Outlook underlines it.
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== Exercise 3-1

— Click the Categories button.

The Categories dialogue box is displayed.

Itemis) belong to these categories:
Lcldl |G sE |

fvailable categories:

Business P
Competition

Favorites

Gifts

Goals{Objectives

Holiday

Holiday Cards

Haot Contacts

Ideas
International
Key Cuskaormner
Miscellaneous

Personal
Phone Calls j

QK Il Cancel | | Master Categoty Lisk, ., |

— Activate the Suppliers check box, using the scroll bar to bring it into view in the list
box.

— Click OK to return to the Contact window.

— Click the Details tab then complete this sheet as shown below.

Details |

Department: IMateriaIs Managet's name: Inlistair Franklin
Office: I Assistant's name: IJim Green
Profession: |

Mickname: | Birthday: [5un o7j0e/98 =l
Spouse's name: I Anniversary ! INone j

Cnline MetMeeting settings

Directory server: I

E-mail alias: | Call how

Use the date navigator to choose this
date, or simply type it.
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— Save and close this contact.
Karen's address card is shown below.

)
{ 457 Morth Dryburgh Street

Exercise 3-1

{ Upmnoor

{ Middleshire

EBusiness: +44 (015211 42517
EEusiness Fax:  +44 (01521) 45952
E-mail; khillar@dryburgh, co.ulk,
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<> Viewing Contacts

Although your contacts are shown as address cards by default, you can change your view of
this information. There are a number of views to choose from, and you'll find these on the
View menu:

JEiIe Edit | iew Favorites Tools Actions Help

Curren 4 |7 Address Cards
Detailed address Cards
5o To 3 )
[ Phone List
|T Qutloak Bar By Category
Folder List By Comparny
By Lacation

=] .
Preview Pans By Follow-up Flag

Toobars v Customize Current Yiew. .,

|T Skatus Bar Define Wiews. ..

Detailed Address Cards have the same format as address cards but show more information:

Hillard, Karen
Full Mame: Mrs K.aren Hillard
Job Title: Materials Manager
Compary': Dwwburgh Carpets
Department:  Materials
Business: 457 Morth Dryburgh St
Uproar
Middleshire
Other: Unit 15
Dwaftsburgh Industrial £
Dwaftsburgh
Middleshire
Business: +44 (01521) 42517
Business Fao:  +44 (01521) 45952
E-mail: khillar@dryburgh, co,uk.
Categories: Suppliers

Note: The precise amount of information that's shown will vary from contact to contact
depending on which fields were recorded for the contact.

The Phone List option lists your contacts in a table format:

Contacts _ i
O | @ Full Mame  # Company File As Business F;I
Click here ko add a new Co...
Mr Jack Kevin Cunningham | Pollock Clothing Co, Pollock Clothing Co., Cunningham, Jack Kevin | 01521 42
I | Mrs Karen Hillard Dryburgh Carpets Hillard, karen 01521 42!
I Ms June Ferry PhD ACME wall Builders Led | Ferry, June 01521 42

Other available views can be used to group together contacts with the same Company,
Location or flag status (none, flagged or complete).
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<> Viewing Contacts

Organising Contacts by Category

The View, Current View, By Category menu option allows you to group your contacts
under headings representing the categories you assigned them to. Each contact will appear
once in each category to which it has been assigned.

The illustration below shows an example of this view:

& Contacts - Microsoft Dutlook i [m] B4

JEiIe Edit Miew Favorites Tools Actions Help ‘

JNBW" §|%X‘? @' %’Fi_nd %Organig&|@ E3: = @v
Contacts , =
[1/@|% | Full Mame | Company |File as ¢ I;l

Click here to add a new ...

Qutlook Today (I Cakegories ¢ (none) (1 item)
| Categories : Business (23 items)

®
Peter Sweeney Juriar ple Swieeney, Peter
| Categories @ Ideas (2 items)
Calendar *#| Categories @ Key Cuskomer (8 items)
= #| Categories : Personal (53 items)
‘ﬁ‘ #| Categories : Suppliers (3 items)
Contacts
) u
My Shortouts _I
w
Other Shortcuks || 4 | | _;l

G5 Items

Each heading can be double clicked to hide or show the contacts in that category.
Alternatively, you can click the + button to display the contacts in that category, or the

- button to hide them. In the illustration above, the contacts in the Hot Contacts category are
display while contacts in all other categories are hidden.
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<> Editing Contacts

If you need to change, add or remove information for a contact, you can do so in a variety of
ways.

The quickest way is to change the information in the Information viewer. If you can see the
contact, simply click in the field to be modified and make the required changes. If the
contact isn't shown in the Information viewer, use the scroll bars to bring it into view before
editing as described above.

Note: If you're using one of the address card views and you have a large contacts list, you
can use the buttons shown down the right side of the Information viewer to move through
your list:

Contacts ,
.......................................... Pollock Clothing Co.
Full Mame: Mrs Karen Hill... Cunningham, Jack Kevin
Job Title! Matetials Man,., | | Ful Mame: Mr Jack Kevin...
Comparyy: Dryburgh Ca... Job Title: Assistant Buyer
Department:  Materials Company: Pollock Clakhi, .
Business: 457 Marth DrybL Business: 90 Pollock Place
Upmioor Draftsburgh
Middleshire Middleshire
Other: Unit 15 Business: +44 (015217 ...

Draftsburgh Indi
Draftsburgh
Middleshire

EERE PR RERE

Business: +44 (01521) ...
Business Fax:  +44 (01521} ...
E-mail: khillard@dryb...
Categories: Suppliers
K7 o by

Use these buttons to navigate your
contact list.

If the field you want to add, change or remove isn't shown in the Information viewer, you can
double click on a contact to display their Contact window where you can make the required
changes then save them.

Tip: If you find that you can't make changes in the Information viewer, it may be that in-cell
editing has been switched off. Select the View, Current View, Customise Current View
command the click the Other Settings button and activate the Allow In-cell Editing check
box. Click OK twice to return to the Information viewer where you should now be able to
make the changes you require.
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<> Adding Other Information

If you want to record information such as birthdays, anniversaries, or family details about a
contact, you can do so using the All Fields property sheet in the Contact window. This sheet
contains a drop-down list that allows you to display the fields you require. If you want to see
all the fields available for a contact, choose All Contact fields from this list:

&l Fields I
Seleck from: All Contact Fields
Mame alue -
Account
Address Selected 457 Morth Dryburgh Street, Upmoor, Middleshire
Address Selectar Business
Anniversary Maone
Azsistant's Mame Jim Green
Agzgistant's Phone
Attachment Ve
Billing Infarmation
Birthday 07 Jure 1938
Business Addiess 457 Morth Dryburgh Street, Upmoor, Middleshire
Business Address City Uprnoar
Busineszs Address Country United Kingdom
Business Address PO Box LI
Tew, . | | Properties I | B[

You can then complete the fields you require.

Note: When you add a date such as a birthday or an anniversary, it is added to your calendar
as an event. The calendar and events are discussed later in this workbook.

& Deleting Contacts

To delete contacts from your Contacts folder, highlight those to be deleted and then press
[DELETE] on your keyboard or right click a highlighted contact and choose Delete from the
shortcut menu.

The deleted entries will not be permanently deleted at this stage; they are placed in the
Deleted Items folder and can be retrieved from there until the Deleted Items folder is
emptied. To retrieve a contact, drag it from the Deleted Items folder to the Contacts folder.
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@Sorting Contacts

When contacts are displayed in one of the table layouts, for example, Phone List or By
Category, you can sort them in ascending order of any of the columns by clicking the
column heading. To sort them in descending order of a column, click the column heading
again.

When viewing your contacts using one of the other views, for example, Address Cards or
Detailed Address Cards, you must use the View, Current View, Customise Current View
menu option. You can also use this option to sort any view in order of more than one
column.

To Sort Contacts By Customizing the View

1. In the Contacts folder display the view you want to sort.

2. Select the View, Current View, Customize Current View menu option.
The View Summary dialogue box will be displayed.

3. Click Sort.

2lx

— ot items by
{* Ascending ILI
{~ Descending Cancel |

—Then by Clear al |

I(ﬂDﬂE) j ¥ Ascending

" Descending

= Then by

I(nDnE) j | Ascending
{* Descending

= Then by

I(nnne) j f* fscending

" Descending

Select available Fields From:
IFrequentIy-used fields j

4. Select the field(s) you want to use to sort the contacts from the drop-down lists.

For example, if you want to sort your contacts so that they are shown in order of company
and then, if more than one contact comes from the same company, in order of last name,
select Company from the first drop-down list and Last Name from the second.

5. Select the ascending or Descending option button for each sort field you have chosen.

6. Click OK.

Your contacts will be shown in this order until you change the sort order or select another
view.
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== Exercise 3-2

1. Select the View, Current View, Detailed Address Cards command.

Your contacts are now shown with more information. As your contact list may contain
contacts other than those created during the previous exercise, the information shown in
the illustration below may differ from that shown in your Information viewer.

Hil - Pal %2

Contacts .
Full Mame: Mrs Karen Hill...
Job Title: Materials Man. ..
Compary; Dryburgh Car...
Department:  Materials
Business: 457 Marth Drybe
Upmoar
Middleshire
Cther: Unit 15
Draftsburgh Indi
Draftsburgh
Middleshire
Business: +44 (01521) ...
Business Fax:  +44 (01521) ...
E-mail: khillard@dryb. ..
Categories: Suppliers
Kl

123
Pollock Clothing Co.

Cunningham, Jack Kevin

Full Marme: Mr Jack Kevin...
Job Title: Assiskant Buyer
Conpany: Pollock. Clothi. ..
Business: 90 Pollock. Place
Draftsburgh
Middleshire
Busingss: +44 (01521) ...

AHEERRERRRERERERER

2. Jack Cunningham has now been promoted to the position of Buyer so his job title has to
be changed. Click in the Job Title field and delete the word Assistant.

Full Mame: Mr Jack Kevin...
1Iob Title: Assistant|Buyer |
Company: Pollock Clothi, .
Business: 90 Pollock Place
Draftsburgh
Middleshire
Business: +44 (015210 ...

Click here and make the required
changes.

If you can't change this field, choose the View, Current View, Customise Current View
command and click the Other Settings button. Activate the Allow In-cell Editing check
box then return to the Information viewer and make the required changes.
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3. Select the View, Current View, Phone List command.

You may receive the following prompt.

Save View Settings [1X]

“t'ou have changed the view settings of the view, "'Detailed Address Cards".
Before you switch to a different view, do you want to:

0 Save the curent view settings a5 a new visw,

0 Update the view "Detailed Address Cards" with the curent view settings.

QK I | Cancel

If you do, ensure that the Discard... radio button is selected then click OK.

Your contacts are now listed in a table format:

Contacts | @

[ | @] Full Mame Company File iz # Business Phone Busi;l
Click here ko add anew <.,

| *urelcome ko Conkacks!*

| 0 |Mrs Karen Hillard Drvburgh Carpets  |Hillard, Karen 01521 42517 015

| 1r Jack Kevin Cunningham | Pollock Clathing Co. | Pollock Clathing Ca., Cunningham. .. |01521 42215

Again, remember that your list may include other contacts.
4. Next choose the View, Current View, By Company command.

Any contacts from the same company are grouped together and shown with bar showing
the name of the company and how many contacts are in the group.

Contacts . @
D|Q|V|Full MName |J0b Title |C0mpany ! |File As / u

_Click here to add a new ...

=l company : Dryburgh Carpets (1 item)

| Ql |Mrs k.aren Hillard |Materials Ma... |Dryburgh Carpets |Hi||ard, Karen |
=| Company : Pollock Clathing Co. (1 iter)
Mr Jack Kewvin Cunningham  |Buyer Pollack Clothing Co. |Pollock Clathing Co., Cunningham. ..
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5. If you are working with others, add a new entry in the contact list for one of your
colleagues.

If you are working alone, enter and save your own details.

6. Follow the instructions below to add some personal information for Karen Hillard.

— Ensure that the Address Cards view is shown then double click on Karen Hillard's
entry in the contact list to open the Contact form.

— Click the All Fields tab then choose All Contact fields from the Select from drop-

down list.
&l Fields |

Select From: All Contact fields

Mame ‘alue -

Account

Address Selected 457 Morth Diyburgh Street, Upmoor, Middleshire

Address Selectar Business

Anniversary Mone

Assistant's Mame Jim Green

Azzigtant's Phone

Attachment e

Billing Infarmiation

Birthday 07 June 19398

Business Address 457 Morth Diyburgh Street, Upmoor, Middleshire

Buziness Address City Upmoar

Business Address Country Urited Kingdaom

Buziness Address PO Box ;I
| Tew,.. . | | Properties | | [elete |

— Review the information shown here. This is the information you entered when you
created Karen's entry.

— Using the scroll bar, bring the Car Phone field into view then enter the number 0411
521646.

— Save and close Karen's entry.

You can now see the Car phone field that you've just added in the Address Cards
view.

7. Add a contact entry for one of your friends.
8. Right click the contact you just added and choose Delete from the shortcut menu.

This contact is not permanently removed from the system: it has been placed in the
Deleted Items folder and can be retrieved until the Deleted Items folder is emptied.

9. Select the View, Current View, By Category menu option to group the contacts under
headings representing the categories you've used.

10. Use the + and — buttons on the heading bars to hide and display the contacts in each
category.
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<> Communicating with Your Contacts

If contacts in your contact list have e-mail addresses, you can either use the address books as
described in section 2 when composing a message, or you can initiate a mail message from
the Contacts folder. To do this, you can simply drag a contact onto the Inbox folder icon in
the Outlook bar...

Drag from here...

Outlook Shortcuts | Contacts . Gre - Pal @|
@ Greene, Kevin Hillard, Karen [ Pollock Clothing Co.
Full Mame: Kevin Greens Full Mame: Mrs Karen Hil... Cunningham, Jack Kevin =]
Outlook Today | 3ok Title: Office Assistant | {Job Tide: Materials Man... | | FullMame:  Mr Jack Kevin... =]
Company: ACME Wine L. Company! Dryburgh Car.., Job Title: Buyer
Business: &5 High Street Departrent:  Materials Comparty: Pallock Clathi. .. EI
Uprnaor Business: 457 Maorth Drybi | Business: 90 Pollock. Place
Middleshire Upmoor Craftsburgh
Business: +44 (015517 ... Middleshire Middleshire
E-mail: kareen@acmm. .. Other: Unit 15 Business: +44 (015217 ...
Draftsburgh Ind EI
Calenda Draftsbu_rgh
Middleshire
== Business: +44 (01521} ..,
&) Car: 0411 521646
Business Fax:  +44 (015213 ... EI
Contact E-mail: khillard@dryb, ..
Cakegories: Supplisrs

=
El
ty Shortcts
Other Shortguts | 4| | _,I
...and drop here.
...to display a blank message addressed to that contact:
To,.. | [ Khillard@drburgh. co.uk Contact's e-mail address
Ce... I [
Subijeck: I

Alternatively, select the contact in the contact list then click the New Message to
Contact button shown on the toolbar.
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== Exercise 3-3

1. Ensure that you can see the Contacts folder in the Outlook bar.

2. If necessary, use the scroll bar or buttons to bring the contact you added at step S in
exercise 3-2 into view.

3. Click on the contact in the Information viewer then drag it onto the Inbox icon and release
the mouse button.

Outlook Shortcuts | Contacts . Gre - Pal @|
@ Greene, Kevin Hillard, Karen [ Pollock Clothing Co. -
Full Marne: Kewin Greene Full Marne: Mrs Karen Hill.. Cunningham, Jack Kevin =]
Outlook Today | 3ok Title: Office Assistant | {Job Tide: Materials Man... | | FullMame:  Mr Jack Kevin... =]
Camparry: ACME Wine L., | Compary: Dryburgh Car,., | Job Tike: Buyer
Business: 65 High Strest Depattment:  Materials Comparry: Pollock Clathi. . |

Uprnaor Business: 457 Maorth Drybi | Business: 90 Pollock. Place
Middleshire Uprnoor Draftsburgh
Business: +dd (01551) ... Middleshire Middleshire

E-rnailt kgreen@acm. .. Other: Unit 15 Business: +44 (01521} ...
Draftsburgh Ind EI

D aftsburgh W
Calendar Middleshire
== Business: +44 (01521} ..,
&) Car: 0411 521646
Business Fax:  +44 (015213 ... EI
Contacts E-mail: khillard@dryb, ..
Cakegories: Supplisrs

=
My Shortcuts “
Other Shorteuts | 4| | _,I

When you release the mouse button, a message addressed to the selected contact is
displayed.

4. Complete this message then send it.

5. Select the File, New, Mail Message command to create another new message.
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6. Click the To button to display your address book.

7. From the Show Names from the drop-down list, select Contacts, shown under Outlook
Address Book.

Show Mames fram the: IEontacts j

Type Marne ar Select from List:
tessage Fecipients

K.aren Hillard [Buziness Fax) e d

Kewvin Greene [E-mail) LI

Ce > =l

[

Bec > | =]

KN _'ILI [ -

| New. || Popeties | | Find.. || Sendgions.. |

| ook | | cancal | | Hep |

8. Add the same contact as last time to the Message Recipients list then click OK to return
to the message then complete and send the message.
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=7 Sending Contact Information via E-mail

When you want to share a contact with another user, you can send the contact's details via
e-mail.

To Send Contact Information via E-mail

1. Select the contacts whose information you want to send.

To select contacts that appear together in the current view, click the first and then, holding
down [SHIFT] click the last.

To select contacts that do not appear together in the current view, click the first and then,
holding down [CTRL], click on each of the others.

Select the Actions, Forward menu option. Alternatively, right click a selected contact
and choose Forward from the shortcut menu.

Note: This option will read Forward Items if more than one contact is selected.

A new message is created with each of the selected contacts shown as an attachment.

B Untitled - Message (HTML) -0l x|
JEiIe Edit Wiew Insert Format Tools Actions Help

J§§end|n§|.¥: | [} |§\(

Jnrial - | 10 -

!
AlB 1

Subject: I
=
=
o— a— E—
Karen Colier Bernie Murphy Andrew

3. Complete the message and then send it.
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=v Exercise 3-4

In this exercise you'll send information about 2 of your contacts to another e-mail user.
1. Add contact information for 2 of your friends.

2. Click the first of the contacts you added and then, holding down [CTRL] on your
keyboard, click the second.

3. Right click one of the selected contacts and choose Forward Items from the shortcut
menu.

A message containing the contacts as attachments is displayed. Remember that, as you
added your own friends as contacts, the names next to the attachments will differ from
those shown below.

% Untitled - Message (HTML) - 101 x|

JEiIe Edit Wiew Insert Format Tools Actions Help

|2 @ &[5 B0 @S !t ¥ v |Eomm.[E
J.ﬁ.rial -|1n -i‘n:g‘

I
1
Il
|

.

|
Bl
1]
¥

Subject: I

& — & —

Bernie Murphy Andrew

4. If you are working by yourself, add your e-mail address to the To box. If you are working
in a group, address the message to one of the other users.
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<> Printing Contact Information

If you want a paper copy of some or all of your contacts, you can choose from a variety of
formats. For example, you can print your contacts in the style of a telephone directory or as
they appear in the Address Cards view.

To Print Contact Information
1. If you want to print only some of your contacts, select them in the Information viewer.
2. Select the File, Print command or press [CTRL] P.

The Print dialogue box will be displayed.

Print H
r~ Printer
Mame: IHP LaserJet 4 j Properties |
Status:  Ide
Type: HP LazerJet 4
where:  LPTL: [ Print ta file
Comment:
—Print style —Copies
=] |=T=] - | . -
%E EE Srmall Baaklet Style _I Page Setup... Mumber of pages: [All
=l =] Define Styles., Murnber of copies: Iﬂ j
Sl ISk
= . LI [ Collate copies
rPrink range @
& 4l ikems
0 Only selected items

oK || Cancel || Prewiew I

3. Complete this dialogue box:
e Printer: If necessary, choose the required printer from the Name drop-down list.
e Print style: Choose a style for the printed information from the Print style list box.
o Copies
Number of pages: Select Odd, Even or All from this drop-down list.
Number of copies: Enter the number of copies of each contact to be printed.

Collate: When printing more than one copy, activate this check box to print of the
first copy of the selected items before printing the second and so on.

e Print range: Choose to print All items or Only selected items.

4. Click OK to print your contact list.
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== EXxercise 3-5

1. Select the File, Print command.

Print H

—Prinker
Mame:  [HP Laserlet 4 =] | Properties |
Status:  Idle
Type: HP Laserlet 4
Where;  LPTL: [ Prink to file
Carmmenk:

—Print skyle — Copies

Small Booklet Style :I Page Setup... | Mumber of pages: |l -
Define Stvles.. Mumber of copies: I ﬂ

[T Callate copies

—Print range Iﬂ
* allitems

0 Only selected items

Medium Booklet Style

Ok || Cancel || Preyiew |

2. Select the Phone Directory Style from the Print style list then click the Preview button.

If you are asked about double-sided printing, choose Yes to see a preview of your contact
list. Remember that if you have additional contacts, your preview will include these
contacts too.

2 Print Preview M=l E
“@ Q}| &L & B0 Page Setup... |§Erint... |gose |k'?|
-
GFEENE, KEWIM wovvvies v s e srvrs e e Bus +44 (01551}
215214
Hillard, Kaen .o e BUS +44 (01521) 42517
ar 0411 521646

Bus Fax  +44 (01521) 48952

Pallack dething Co.
Cunningham, Jack Kewin .o Bus +44 (01521) 42215

=
4| | »

|1 Page

. Click the Close button in the Preview window.
. Using the File, Print command, preview the Small Booklet Style.

. In the Preview window, click the Print button to return to the Print dialogue box.

AN W B~ W

. Click OK to produce a paper copy of your contact list in the selected style.
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@ Questions and Answers

1. Which menu command would you use to create a new contact?

2. When creating a contact, which check box would you activate to hide the contact details
from other users who have access to your Contacts folder?

3. Which menu shows you the available views for your contact list?

4. Which of the available views displays your contacts in a table format?

5. Describe how you would add fields that aren't shown in the current view.

6. What would happen if you dragged a contact from your Information viewer and dropped it
on the Inbox folder in the Outlook bar?

7. How many different formats are there for printing your contacts list?
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