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LEAVE THE
TRAINING TO US.

- Comprehensive digital courses - Live training sessions
- Affordable membership plans - “Ask the Expert” sessions
- On-demand training videos - Customizable training plans

Affinity Insight offers insightful training programs created by legal professionals for
legal professionals. Our digital courses and training membership plans give you
access to some of Affinity’s most dynamic law firm management and legal
technology trainers—not just for a day or a week, but all year long. Join live training
sessions with your peers or learn at your own pace with bite-sized, on-demand
training modules. Design a custom training plan for yourself or everyone in your firm.
Learn more at https://affinityinsight.com
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MEET OUR TEAM OF OUTLOOK EXPERTS

Meet our team of Outlook experts who have co-authored this manual.

i

BARRON HENLEY

Most people wouldn't relish the idea of spending a day in a conference
room, teaching Microsoft Outlook. Barron is not most people. There are few
things Barron enjoys more than teaching all-day software training classes.

As an attorney, he understands how challenging it is to practice law
without the proper training on the technology tools. When Barron isn't
training people on Word or helping transition organizations transition
from WordPerfect, he focuses on automating documents and teaching
CLE classes for attorneys across North America.

PAUL UNGER

While most people understand the day-to-day struggle of keeping up with
email, Paul knows how to tackle the problem better than anyone. Paul's
passion is coaching lawyers on managing time, distractions, tasks, emails,
and documents efficiently. As the author of Tame the Digital Chaos — A
Lawyer's Guide to Time, Task, Email and Distraction Management, Paul is
truly an expert on the topic.

Paul's expertise is well-founded from his time practicing law. When Paul
isn't coaching lawyers, he teaches CLE classes for attorneys across North
America.

DANIELLE DAVISROE

Passionate about remote learning, Danielle is the force behind Affinity's
membership training program, Affinity Insight. Danielle focuses on
creating easily accessible training materials and webinars tailored to meet
each organization's needs. From one-on-one training to organization-wide
training plans, Danielle has her clients covered.

When Danielle isn't providing remote training, she focuses on teaching
CLE via webinar and providing legal organizations with the advice they
need to run smoothly. With a background practicing law at a boutique
firm, Danielle understands the challenges that legal professionals face
every day.
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MANAGING EMAILIN A

LEGAL ENVIRONMENT

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

This manual would be remiss not discuss why legal professionals need to be more efficient in
using Outlook in the first place.

The Email Problem

Email Overload

Studies indicate that lawyers receive around 120 and send roughly 40 emails per day.! Without
guestion, email is one of the most important technological communication advancements of the
past 100 years. It has fundamentally changed the way we communicate with clients and do
business. Major corporations and law firms are run via email communication instead of face-to-
face communication.

For lawyers, emails present a wide array of issues that most of the business world and ordinary
consumers will never face. In this seminar, we will discuss these issues and teach you how best
to deal with them.

These issues or problems range from ethical considerations to email overload and time-
management. While there is no perfect solution, there are many methods to effectively handle
email.

The first step to any problem is to understand the problems that exist. We must get our arms
around all the email issues that face lawyers. The second step is to isolate each problem and
tackle each problem, without forgetting how that might affect other email problems. For
instance, controlling spam email may prevent you from getting an important email from a client
if your spam filter inadvertently catches an email from a client. In other words, when you solve
one problem, it may open up a different can or worms.

Torrent of Interruptions

In an eight (8) hour workday, if we receive 100 emails, that equates to receiving one email every
4.8 minutes. Sound familiar? It should, because that is the world most of us live in. Combine that
with instant messages, phone calls and what | call email curiosity interruptions, that equates to
one interruption every 2-3 minutes! What can you do to minimize the distraction?

Take the following quick survey:

! See https://www.templafy.com/blog/how-many-emails-are-sent-every-day-top-email-statistics-your-business-

needs-to-know/
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1. Interruption Survey:

e Average number of emails you get per day:

e Average number of Instant messages per day:

e Average number of phone calls you get each day:

e Average number of curiosity email or internet breaks each day:

e Total Interruptions Per Day

2. Other Questions to Ask Yourself:

¢ How many times do you look at your email each day?

¢ What percentage of interruptions really need immediate attention? __
e Hastechnology simplified your life? O Yes O No

e Does technology control your day? O Yes O No

Email Storage
What do we do with all of this email? There are several problems related to this:
¢ How should you archive old email?
e How do you deal with attachments and keep from losing them?
e How do you search for old conversations quickly and efficiently?

¢ Howdoyou keep your email but not run out of server space? Why does the IT person keep
telling you that you have too much email in your inbox and you're clogging up the server?

Too Much Legitimate Email to Deal with Effectively

Many people simply receive more email than they can read and keep up with. How do you sort,
store and track all of this email?

No Expectation of Privacy

The old saying goes: You should never send an email that would embarrass you were it to appear
on the front page of tomorrow's paper. Is there anything you can do to create an expectation of
privacy?

Spam Getting Through

There are lots of ways to avoid SPAM, and yet it still manages to get into our mailboxes. What can
you do about it?

Are You Using Outlook Effectively?

Probably not. Although millions of people use Outlook, most do not use all of its functionality to
their advantage. In this seminar, we'll give you some great tips for making better use of Outlook.

MICROSOFT OUTLOOK FOR LECAL PROFESSIONALS PAGE 2
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Email Storage Problems

Disorganization

Many legal users have hundreds or thousands of unrelated messages in their inboxes. This is
equivalent to taking all of the paper out of your files and throwing it on the floor of the file room.
The point is, if it's not organized, then it's mostly useless.

Storage Space Limitations

You may have been scolded by your IT folks about this. If you're using Microsoft Exchange on your
server, then it can get overloaded with the quantity of emails and attachments you keep in your
inbox and Outlook folder structures. If you don't have Exchange, then all of those emails (and
contacts, and appointments and tasks) are stored in a PST file on your hard drive or the server.
The bigger that database, the slower your computer will run. Of course, the database can also
over-run your storage capacity.

No One Else Can See Your Email but You

In most cases, if you have an important client communication in Outlook, no one else in your
office can see it. In many cases, lawyers want to share this information, but don't know how to do
it.

Difficulties Searching

Many people complain that it's nearly impossible to efficiently search old emails for a particular
conversation. What can you do to make this task easier?

Dealing With the Overload

Deal with Email at Set Times

The first problem that we want to deal with is the reduction of interruptions so one can be more
focused and productive. After all, how on earth can anyone get anything done with an
interruption every 2-3 minutes?

Ask yourself the following question: 10 years ago, would you have let someone walk in your office
every 2-3 minutes offering to sell you a sexual enhancement product... or asking you for a favor?

Of course, you wouldn't! So, why do you let it happen now with your email? Why do you drop
everything that you are doing to read and/or respond to that email that just arrived?! You have
invested thousands of dollars in this wonderful technology that is supposed to make you more
efficient, but instead it has created an interruption hotline going straight to your brain.

Some time management experts suggest checking email 2 times a day. While this may sound
like a good plan, it is probably unrealistic. When email was just becoming popular, there wasn't
an expectation of that email would be dealt with immediately, so 2 times per day was probably
okay. However, in today's age that has changed to some degree. Entire companies communicate
via email ... it's a way of life and the way everyone communicates. Checking email twice a day isn't
enough. | think 3-5 times a day is more realistic ... more satisfying to senders ... and just as
important, will make it easier for you to prevent your inbox from growing out of control.

A good way to handle this is deal with email at the same time every day. For example, you could
follow this schedule and limit yourself to 10-15 minutes.

MICROSOFT OUTLOOK FOR LECAL PROFESSIONALS PAGE 3
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Upon arrival at the office: 8:00 am
Mid-morning: 10:30 am

After lunch:12:30 pm

Afternoon: 3:30 pm

End of day: 5:00 pm

Turn Off Outlook's Notifications About Email

You see that little envelope in the bottom, right corner of your screen and you can almost hear it
saying, "read me!" The constant notifications of new email are one of the primary distractions for
most people. So, turn them off! It's amazing how more focused you can be when your computer
isn't announcing incoming email every few minutes (or seconds). File » Options (left side)  Mail
(left side) # clear all of the boxes under Message Arrival.

o 0N W

Message arrival

Fd When new messages arrive:

Play a sound
Briefly change the mouse pointer
Show an envelope icon in the taskbar

Display a Desktop Alert

FIGURE 1-1

Treat Email Inbox like you U.S. Mailbox — Keep it Empty!

Would you ever keep your U.S. Mailbox in this condition? Of course, you wouldn't. So, don't let
your inbox get that way! However, for most people, maintaining email is the weakest link in their
system of organization primarily because of volume and frequency. They use it as a holding
bucket for undecided and unresolved tasks.

The key to mastering your inbox is to keep it empty — or under 20. You certainly don't need to
keep it at zero. In fact, if you tried, you would probably be wasting time, not saving time. Not to
mention, you will also be developing bad obsessive/compulsive habits. Every time an email
landed in your inbox, you would drop everything and try to deal with it. That would be horribly
inefficient.

The truth is that to process email efficiently, you must be able to see your emails in a single screen
(or close to it). It is very difficult and overwhelming to process emails and tasks when you are
staring at a screen with 500 emails.

So, what do you do with your U.S. mailbox? One of the best time management/organization tips
that | learned and implemented nearly ten years ago is this: Throw away your (U.S.) junk mail and
advertisements before you get into the house. Only bring mail into your house that you intend
to do something with!

MICROSOFT OUTLOOK FOR LECAL PROFESSIONALS PAGE 4
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Delete Whatever You Can Immediately!

Learn how to use the DELETE key. That could be the first thing that you do before you start
dealing with email ... just like not bringing junk mail and annoying advertising into your home.
Delete the following:

e All the email that gets past your SPAM filter.

e Interoffice SPAM that is irrelevant to you.

e Jokes from annoying friends and c-workers.

e Email from people you don't like (unless it's important, of course)

TIP: Sort email based on the From field (by hitting the From column header). You can often get
rid of tons of email sent from the same person. Remember that you can select a chunk of email
by single left clicking on the first email — holding the Shift-key down and single left click on the
last email.

If You Can Deal with It in Under 3 Minutes, Do It Now

The 3-minute rule is gold! Any email that can be responded to or dealt with (saved in a client file,
forwarded, deleted, etc.) within 3 minutes should be dealt with immediately — the first time you
lay eyes on it. This rule is based on the premise that the 2"@ time you have to deal with the email,
it will take you longer than 3 minutes navigate to it, open it, read it, comprehend it, re-familiarize
yourself with the topic and then handle it. So, why not just respond to it if you have the 32 minutes
to deal with it!

TIP: Don't forget that you may be able to deal with it more quickly by picking up the phone or
walking around the corner.

Remember, you are still supposed to be handling these emails only at scheduled/set times
during the day! This will be a difficult temptation to overcome - especially if you have email
notification turned on and see an email that you can dispose of quickly.

Finally, if it is an email that is going to take a while, you should dispose of it in under 3 minutes
by adding it to your task list (or calendar) and then saving it into the appropriate client/matter
file.

Delegate If Appropriate

If someone else should be handling the task or issue in the email, then hand it off appropriately.
Don't let someone else put “the monkey” back on you, in the words of The One Minute Manager
Meets the Monkey by Kenneth Blanchard. Do thisimmediately unlessit is going to take you more
than 3 minutes to delegate. You can make this easy to track by setting up the Delegated Email
rule described under Keep Track of Delegated Email on page 45 below.

Delay If Necessary

Already mentioned in the 3-minute rule above, if it is an email that is going to take a while, you
should simply dispose of it in under 3 minutes by adding it to your task list (or calendar) and then
saving it into the appropriate client/matter file.

e Do not use Outlook as your to-do list by leaving unresolved email in your inbox.

e |f you keep a paper-based task list, simply write it in and save the email in appropriate
place.

MICROSOFT OUTLOOK FOR LECAL PROFESSIONALS PAGE 5
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e |fyou use Outlook to manage your task list, simply drag it over to your Task button in the
Outlook navigator.
e |In some circumstances, it is okay to set up subfolders under your inbox. Clean them out
on a weekly basis.
e Ifyou schedule your tasks as appointments, add it to your calendar.
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OUTLOOK'S "FLUENT
USER" INTERFACE

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Outlook is Organized into Folders

All items in Outlook are stored in Folders. Clicking on the navigation buttons in the bottom left
Mail, Calendar, People, or Tasks changes the view to that folder.

Outlook 2013/16

To see all Outlook folders, click the three dots and choose Folders.

o
Fle  Mome Send/Receive Folder View Addins Help

MR O G0 P90 S0 @ O G [ ME O B W Tee e ) 5ot S
Shareto Create New

1 B Address Book
B Bromse Groups » Read | Tandate Gt Addto  Addto

New New TRCHNUDY oo schive | Reply Reply Fonward MY > Tipht Move Rules  Unread/ Categorize Follow
Email Memsv O junk v A [ More ~ Teams e - - Read - Up~ 7 Filter Email = Aloud ~ Add-ins | Todoist Todoist Inbox
New Delete Respond Teams Quick Steps 5 Move Tags Groups Find Speech | language  Add-ins Todolst v
SRy €y ChangeView~ (2 ©5 Ruler B3 Categorize~ =
= x
vFavorites Al Unread ByDate v T Cloud Recording - Affinity Insight Live Training Session: Excel Tips & Tricks is now available < December 2021 >
. SUMOTU WETH R SA
E{,ﬁgﬁlﬁ('m?:v;"";\mm, . TA ﬁx)nm <no-reply@zoom.us> €3 Reply % Reply All > Forward ) & - X ol
5 6 7 8 9 WM
oot Racrdng Aty i e T ok 38 ; o S w0 (i v

Hi Daniefle Daviskoe (she/her), % 27 23 0 AN

Your cloud recording is now available.

Topic: Affinity Insight Live Training Session: Excel Tips & Tricks
Date: Dec 14, 2021 12:47 PM Eastern Time (US and Canada) a—
> ddavisroe@affinityconsultin...
-—

>Insight

>Training Account

Thank you for choosing Zoom.

| —

| —

| —

| ——
m—_— ——

—

This email has been scanned for spam and viruses. Click here to report this email as spam,

& [ e
2B L g Monday =
This folder Is up to date.  Connected to: Microsoft Exchange n B -—% + 100%

FIGURE 2-1
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Outlook 2019/21/365

To see all of the Outlook folders, click on the More apps button and choose Folders.

< 9 = S search
| =] File Home  Send /Receive Folder View Developer Add-ins Help  Acrobat
7 = S lgnare m E N~ & ™M [ Meeting i
e [5Z Clean Up ~ o= ¢ Loaim ~
Mew  Mew o -lean Vp Delete Archive Reply Reply Forward H Shar
Rq Email ltems~ (3 jynk~ All £ Mare ~ Teal
Mew Delete Respond Tea
¢
) All Unread
v w Favorites
Inbox - ddavisroe@affinityconsultin... Beth Thompson
& Inbox - Insight Whaddya say? Can you hear me now?
Inbox - Training Account .
Bt Danielle DavisRoe
Inbaox - Group
RE: October Update
Read Later
Processed ; ;
Danielle DavisRoe
Demo Emails October Update
DD
Sent [tems Dashlane
New device added to Dashlane
FIGURE 2-2

Opening Folders in New Windows

To open a folder in a new window, right-click on the navigation button, and select Open in New
Window.
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Quick Access Toolbar

Use and modify the Quick Access Toolbar ("QAT") to store your most frequently used commands.

By default, the QAT is configured with a few commands.

CHAPTER 2

E oY s »~  Search
File Home Send/Receive Folder View Add-ins Help
i [#]
Eﬂ_ % TS Ignore m E @ @ E F=] Meeting E proce
Mew  Mew IE% Clean Up Delete Archive Reply Reply Forward EIM* Share to _>Trip|t
Email fems~ = 3 junk~ All £ Mare ~ Teams
Mew Delete Respond Teams
FIGURE 2-3

In 2019/21/365, the QAT is hidden by default. To show the QAT, right click on the ribbon and click

on Show Quick Access Toolbar.

0™ & search
File Home  Send /Receive Folder VWiew  Add-ins  Help
F| % 'F‘ISI Igncure ‘@' E | — | | o | A I*;J Edactinmen
‘|‘ Add to Quick Access Toolbar

Mew  Mew IE% Clean Up ~ Delete Archive

Email ltems~ (3 junk ~ Show Quick Access Toolbar

MNew Delete Custormize the Ribbon...
FIGURE 2-4

See page 18 for instructions on how to customize the QAT.

Tabs

The tabs are located at the top of the screen, immediately below the title bar. They change the

ribbon.

Rilbbon

The ribbons contain (almost) all of the commands that are used to work in Outlook. Each ribbon
contains a group of related commands and functions. While many of the tabs are the same
between email, calendar, and contacts, the ribbons are different.

MICROSOFT OUTLOOK FOR LECAL PROFESSIONALS
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Email Reading Pane

The Reading Pane shows emails in the main Outlook window without having to double-click on

the email to open it.

@ <9
| [ Fle Home Send/Receive Folder View Developer Add-dns Help Acrobat £ coming Soon | Try it now @D
TS Ignore [ Meeting ﬁ 0] s b [[m] A New Group Search People. ) b +
AT - s 2 EF By MEdl & B M o B adareiook A H OCKED
ew  New  TECENUPY b acchive  Reply Reply Foward 'O MY Shoreto L) Process Move Rules Sendto | Unread/ Categorize Follow Browse Groups Read  Trorslate  Get 30 Tiaining Training
& Email Kems~ Q0 junk~ Al B More ~ Teams || 7 Create New . ~ OneNote  Read 7 Fiter Email ~ Aloud - Add-ins ) &0
New Delete Respond Teams Quick steps I Move Tags Groups Find Speech | language | Add-ins Calendly v
<
o e Al Unread ByDate~ T Whaddya say? Can you hear me now?
. &
Inbox - ddavisroe @affinityconsuline. Beth Thompson o Beth Thompson <bthompson@affinityconsulting.com> & Reply | & ReplyAll | —> Forward | | i
& Inbox - Insight Whaddya say? Can you hear me now? 2/14/2022 To Danielle DavisRoe Mon 2/14/2022 1:22PM
Ibox - Training Account Aty Insont
B | ko -Group Danielle DavisRoe afm () Follow up. start by Fiday, March 25, 202 Due by Friday, Match 25, 2022
RE: October Update 10/14/2021 &
Read Later
Processed Darielle DavisRoe Sl
Bz I=5 QOctober Update 10/14/2021
oD
Sent tems Dashlane e M T
New device added to Dashlane 10/13/2021 A I n I t
> ddavisroe@affinityconsultin... -~
SurveyMonkey = A CONSULTING
ST Newsletter: October 2021 10/13/2021
=gl Hi Danielle,
Backtracks afe .
> Training Account See what's popular in the Technology Podcast Charts this week! 10/12/2021 Hello? Hello? Can you hear me now? Playing “telephone” is no way to communicate as a legal
professional. If you have ever felt like your message wasn't received the way you meant it or you
Zoom a aren't sure that you fully understand what others are trying to say, you should join us tomorrow.
The audio transcript of cloud recording - Word Styles 3 is now av... 10/12/2.
Affinity Director of Default Services & Strategic Consultant Erica Fujimoto will host a quick webinar to
There are more items in this folder on the server explore the best approaches to being heard and to listening well
lick here to view more on Microsoft Exchange You won't want to miss this one tomorrow (2/15/2022) at 1pm ET — register now!
Beth
Beth Thompson | Director of Client Engagement
Affinity Consulting Group | Direct: 540-224-1086 | Main: 877-676-5492
Email 1g.com | www. com
A Affini
A Inity
SRR, CONSULTING
v
tems: 25 This folder is up to date.  Connected to: Microsoft Exchange [ -—— 100%
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Convert One Type of Item to Another

For example, you can create a contact from an email by dragging the email onto the Contacts
button. You can drag emails or tasks to the Calendar button to make appointments. If you drag
emails onto buttons, it will leave the email where it was.

o o9
| = File Home  Send /Receive Folder View Dewveloper Add-ins Help  Acrobat
S Ignore Meetin =]
S & B [ B 55 5 B e ™ &
MNew  MNew IE5 Clean Up ~ Delete Archive Reply Reply Forward Loam - Share to ;Dprocess Move Rules
,Q,Q‘ i ftems O3 junk~ All £f More ~ Teams 7 Create New > v v
Me I Delete Respond Teams Quick 5teps ] Mov
\ <
) \ All " Unread ByDate ~ T
v wFavorites _
Inbox - ddavisroe@affinityconsultin... \ Beth Thompson & fa
2 Inbox - Insight Whaddya say? Can you hear me now? 2/14/2022
Inbox - Training Account
B Inbox - Group Danielle DavisRoe & fa
RE: October Update 10/14/2021
Read Later

FIGURE 2-6
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DEFAULT SETTING

CHANGES

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

General Settings

This setting is found under the File menu » Options » General. Uncheck Show Mini Toolbar if
you'd rather not the mini toolbar that popups when you select text.

Mail Settings
All of these settings are found under the File menu % Options » Mail.

Format

Under Compose messages in this format, select HTML.

Check Spelling Automatically

If you want Outlook to spellcheck your email before sending, under Compose Messages, check
Always check spelling...

General Compose messages [4]
Mail . ) - -
/[ Change the editing settings for messages. Editor Options...
Calend
Fenaar Compose messages in this format: | HTML &
Groups Show text predictionswhiletyping@
People
Tacks abc Always check spelling before sending Spelling and Autocorrect...
Ignere original message text in reply or forward
Search ||

FIGURE 3-1
Click on the Spelling and Autocorrect... button and uncheck Ignore Words in UPPERCASE.

Set Up Your Signature

Under Compose Messages, click on the Signatures... button to setup your email signatures. It is
recommended that you have an email signature automatically attached to every new message
and every reply/forward. However, the reply/forward signature doesn't need to be as detailed as
the one you use for new messages.

PAGE 12
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To create a new email signature:
1. Click on the New button to create a new email signature.
2. Type a name for the signature and click OK.

3. Inthe empty text box, create your email signature.

jnatures and Stationer, ? bt
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
Danielle E-mail account: | ggavisroe@affinityconsulting.com -
Reply
Mew messages: Danielle ~
Replies/forwards: | panielle ~
Delete New Save Rename

Edit signature

Calibri (Body) v~/ B I U Automatic v = = = |E|Business Card |L_||:| =N
~
v
Get signature templates

FIGURE 3-2
4. Click on the Save button.

To set your default email signatures for new messages and replies/forwards, select the desired
signature under Choose default signature.
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Affinity Consulting Group

514-340-3444 | £14-310-8B852 (direct dial)
ddavisroe@ affinityconsulting.com

affinityconsulting.com

A Affinity

Get signature templates

Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
E-mail account: ddavisroe@affinityconsulting.com ~
Reply Mew messages: Danielle “
Replies/forwards: |E Y
Delete Hew Save Rename
Edit signature
Calibri (Body) 11 | | B I U Automatic ~|||/= = = | [22]Business Card | l__‘;. ‘%
Danielle DavisRoe, Esq. | Senior Consultant A

1550 Old Henderson Road, Suite 5-150 | Columbus, OH 43220

TRAINING.

SIMPLIFIED. v

FIGURE 3-3

Default Fonts

CHAPTER 3

Under Compose Messages, click on the Stationery and Fonts... button. New messages,
replies/forwards, and plain text messages all have separate font settings. Click on the Font...

button to change the default font for

each message type.

Signatures and Stationery

E-mail Signature ~ Personal Stationery

Theme or stationery for new HTML e-mail message
Theme... Mo theme currently selected

Font: |Use theme's font

New mail messages

Font... !

Sample Text

Replying or forwarding messages

MICROSOFT OUTLOOK FOR LEGAL PROFESSIONALS

Font... ! Sample Text |
[ Mark my comments with: | Barron Henley
|:| Pick a new color when replying or forwarding
Composing and reading plain text messages
Font... | Sample Text |
FIGURE 3-4
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Stop Marking Emails as Read When Viewed in Reading Pane

By default, Outlook marks emails as read when they are viewed in the Reading Pane. To retain
the unread status until emails are double-clicked to open, under Outlook panes, click on the
Reading Pane button. Uncheck Mark items as read when viewed in the Reading Pane and
Mark item as read when selection changes. Then click OK.

Reading Pane et

Reading Pane options

|:| Mark items as read when viewed in the Reading Pane

Wait |5 seconds before marking itern as read

Mark item as read when selection changes
|:| Single key reading using space bar

Turn on automatic full-screen reading in portrait orientation

Dﬁlways preview messages

Cancel

FIGURE 3-5

Turn Off Message Notifications

As described above, you can turn off email notifications and we strongly recommend that you at
least try this. Under Message Arrival, uncheck all of the boxes.

Message arrival

Fﬂ When new messages arrive:
-‘-D-'- Play a sound

Briefly change the mouse pointer
Show an envelope icon in the taskbar

Display a Desktop Alert

FIGURE 3-6

Automatically Open Replies and Forwards in a New Window

Depending upon what version of Outlook you have, when you click on the Reply or Forward
button in the navigation pane, it may open the reply/forward in the reading pane rather than as
a separate window. While you can click on pop-out to move the reply/forward out of the reading
pane and into a new window, you can change your settings to do this automatically. Under
Replies and Forwards, check the box to Open replies and forwards in a new window.

Replies and forwards

0 11~ Open replies and forwards in a new window

[+|iClose original message window when replying or forwarding:

FIGURE 3-7
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Close Original Messages When Replying or Forwarding

When replying to or forwarding an email that was opened in its own window (by double-clicking
on the email), Outlook can automatically close the original email. Under Replies and forwards,
check the box to Close original message window when replying or forwarding.

Replies and forwards

+| Open replies and forwards in a new window
[{@

|| iClose original message window when replying or forwarding

FIGURE 3-8

Mark Messages as Read When Deleted

If you dislike having a bunch of email in your deleted items identified as unread, check the box
below under Other.

Other

o=| [+l Show Paste Options button when content is pasted into a message
=]
& +| Show Mext and Previous links in the message headers when reading messages
Don't automatically expand conversations when using the keyboard to change messages

After moving or deleting an open item: | return to the current folder =

+| Mark messages as read when deleted

FIGURE 3-9

Calendar Settings

All of these settings are found under the File menu » Options # Calendar.

Change Work Start and End Hours

If you work different hours or days than Outlook’s defaults, you can change them under Work
time.

Default Duration for Appointments and Meetings

When adding a new appointment on your calendar, Outlook defaults to a 30-minute duration.
You can change the default reminder time under Calendar options.

Calendar options

F— (] Add online meeting to all meetings @

Default duration for new appeointments and meetings: 30 minutes =

[[] Shorten appointments and meetings: -

FIGURE 3-10
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Default Reminder Timing

Outlook will add a 15-minute reminder to all calendar appointments by default. You can change
the default reminder time under Calendar options.

Calendar options

F—1 [T] Add online meeting to all n'uEEtings':I:I

- Default duration for new appeointments and meetings: 30 minutes ~
[] Shorten appointments and meetings: A
Lessthan one hour: 3 minutes =

Onehour orlonger. 10 minutes =

[v] Default reminders: | 15 minutes ~

FIGURE 3-11

Change Calendar Color

To change the default color of your calendar, select a new color under Display Options.

Display options

i:; Default calendar colon I G
=

Use thiz color on all calendars

FIGURE 3-12

Show Multiple Time Zones in Your Outlook Calendar

Under Time Zones, you can add one or two additional time zones to your calendar (which wiill
display side-by-side).

Time zones

@ Label: EDT

Time zone: | (UTC-05:00) Eastern Time (US & Canada) | G
+| Show a second time zone

Lakel: MOT

Timezone | (UTC-07:00) Mountain Time (US & Canada) -
+| Show a third time zone

Label: POT

Time zone: | (UTC-08:00) Pacific Time (U5 & Canada) -

Swap Time Zones

FIGURE 3-13

MICROSOFT OUTLOOK FOR LEGAL PROFESSIONALS
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People Settings

This setting is found under the File menu » Options # People. We recommend using the
settings below.

Names and filing

rQ: Default "Full Mame" order: G First (Middle) Last -
Default "File As" order: i Last, First -

+| Checkfor duplicates when saving new contacts

FIGURE 3-14

Advanced Settings

This setting is found under the File menu % Options » Advanced.

Change Your Reminder Sound and Avoid Missed Reminders

If you would prefer another sound as a reminder, you can make the change under Reminders.
Furthermore, many people have missed reminders in Outlook because they can hide behind
other applications. There's now a solution for that. Under Reminders, just check Show
reminders on top of other windows.

Reminders

Q +| Show reminders
~| Play reminder sound:  [reminder.wav Browse...

v| Show reminders on top of other windows

Autornatically dismiss reminders for past calendar events

FIGURE 3-15

Changes to the Quick Access Toolbar

You can add commands through the Quick Access Toolbar ("QAT") menu by clicking on the =
icon on the right edge of the toolbar, then choosing More Commands. The menu contains items
for the most common commands.

Select one of the common commands to add it to the toolbar. If your toolbar becomes too long
for the top of the screen, right-click the QAT, and select Show Below the Ribbon to have it
appear below the Ribbon. To add other commmands or to change the order of the icons on the
toolbar, select More Commandes... to bring up the customize options (you can also get to this
window from File menu # Options # Quick Access Toolbar).
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Outlook Options r X
Use these to control the order
General EE.] Customize the Quick Access Toolbar. of your toolbar buttons
Mail
Choose commands from:
Calendar | Popular Commands &
People Customize Quick Acce: ar (D
Tasks parator> - S Send/Receive All Fol
ount Settings ") Undeo
Search dress Book.. G Change View »
Language tomatic Replies,
ose All ltems
Ease of Access ollapse the Ribbon
Advanced Y Pelete

If you don't
seea
command
you want,
change the
command
set

mpty Deleted ltems
Find Contact

Forward

Manage Rules & Alerts...
Meeting

Mew Appointment

Mew Contact

Mew Email

MNew Task

Options

Print

Reply

Reply All

Save All Attachments...
Save As

Send/Receive All Folders

|

FeeERermowe=

Selecta command
and click ADD to

MICROSOFT OUTLOOK FOR LEGAL PROFESSIONALS

@j Touch/Mouse Mode put itin your 3
Unde . .
g toolbar .
Show Quick Access Toolbar bel ’i‘;
FIGURE 3-16
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CHAPTER 4
EMAIL: VIEWING AND

READING EMAIL

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Reading Emails

Double click on an email message, or single click the message with the reading pane open, to
read the email.

Emails with Attachments

Switch to viewing an attachment by left clicking on the attachment.

Brief

Danielle DavisRoe 3 Reply & Reply All —> Forward

Brief.dotx
‘ “Eﬂ 31 KB v

Please review the attached brief.

Thu 6/27/2019 11:38 AM

Danielle Dayi: Esa | Senior O

FIGURE 4-1
Switch back to the message by clicking on Back to message.

€ Back to message
Last changed:  Wednesday, May 13, 2009

Brief.dotx
31KB ¥

IN THE COURT OF APPEALS FOR FRANKLIN COUNTY, OHIO
TENTH APPELLATE DISTRICT
DENNIS RODMAN, EXECUTOR OF THE

ESTATE OF JANE DOE,
DECEASED

FIGURE 4-2

Conversations

To read emails as conversations, in the View tab, check the Show as Conversations box. This
groups email messages in a chain of emails and displays them as an expanding list.
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lgnore Button

**Warning** use this sparingly or not at all. Clicking this will automatically move all future
emails in a thread to the deleted items.

See More Email at Once

If you tend to have a lot of emails in your inbox, you may want to see as many emails on the
screen as possible. If an email slides off the bottom of the screen, it is easy to forget about it. The
changes below will maximize the number of emails you can see at once.

Reading Pane

If the Reading Pane is at the bottom of the screen, it takes up space that could otherwise show
more email. To turn it off or move it, click on the View ribbon % Reading Pane button » Off or
Right.

& <9 s P search

File Home  Send/Receive Folder View Add-ins Help

G 48 D O show s Conversations I £ paee & from Gimo EP— T4 Reverse Sort 'E O|E

.
~ 51 Add Columns
Change View Reset Show Focused | Message ) . ]

View Settngs View nbox Provion P fgstatus ™ Fiag startDste P Flag: Due Date 18 5ize =

Use Tighter Folder |Reading| To-Do ]
Spacing Pane~ |Pane~ | Barv

Current View Messages Focused Inbox Arrangement Layol T Right
< [ gottom

if [T o

Options...
Inbox - Insight

FIGURE 4-3

~Favorites

Inbox - ddavisroe@affinityconsulti...

Date Grouping

By default, Outlook groups your email by date received. The date bars that run across your screen
take up space that could be used to show more email.

All - Unread By Date~ T

~ Today

American Bar Association
Articles For You T:06 AM

w~  Two Weeks Ago

Debbie Foster <
F: Microsoft Excel Tips: How to Master Autofill Like a Pro 8/14/2020

FIGURE 4-4

To turn it off the date bars, click on the View ribbon # View Settings button ® Group By...
button » uncheck Automatically group according to arrangement.
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Message Preview

The message preview shows the first 1-3 lines of each email under the subject.

American Bar Association
Articles For You 706 Al
ABA content curated Tor you, Danielle

<http://click.em.americanbar.org/open.aspxffcb10-fecs16

FIGURE 4-5

Turning off the message preview allows you to see significantly more email on one screen. To
turn it off, click on the View ribbon » Message Preview button + Off.

Tighter Spacing (2021/19/365)

Using tighter spacing tightens up the spacing between emails, allowing you to see more emails
at once. View ribbon # Layout group + Use Tighter Spacing.

File Home  Send /Receive Folder View Add-ins Help

C R Sort T= S
s {Q}' Z) [ Show as Conversations @ = Bow ER From B BB Categories T Reverseso = O m

.
Change View  Reset ¥=1 Add Columns Use Tighter |Folder Reading To-Do
View > Settings View Spacing [Pane~ Pane~ Bar~

Show Focused  Message

fu Flag Status fe Flag: Start Date fu Flag: Due Date [l size -
Inbox Preview =

&

Current View Messages Focused Inbox Arrangement Layout

FIGURE 4-6

Compact Layout

If your email list is too narrow (either because your Outlook window is narrow or your Reading
Pane is fairly wide), Outlook switches to the compact layout by default. The compact layout
shows the sender in a larger font on the first line and the subject on the second line in a smaller
font.

American Bar Association 4 [ ]E
Articles For You 7206 A
I In Folder: Inbox - Group '| ]

~ Two Weeks Ago

Debbie Foster ©
W Microsoft Excel Tips: How to Master Autofill Like a Pro 8/14/2020

FIGURE 4-7
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Turning off compact layout maximizing the number of emails you can see on one screen by
moving the sender's name and the subject to the same line. To turn off compact layout, click on
the View Ribbon + View Settings button » Other Settings button » Uncheck Use compact
layout... » tick the radio button for Always use single-line layout » OK button.

Reading Pane
(® Right () Bottom () Off
Other Options

DUsecnmpactlaynutinwidthssmallerthan 125 | characters
@Always use single-line layout OAIways use compact layout

@ Show messages from all folders in expanded conversation groups
Show conversation groups using Classic Indented view

Cancel

FIGURE 4-8

Compact Your Navigation Options (2016)

Outlook 2016 can use words at the bottom left corner of the email screen for allowing users to
switch between functions in Outlook.

Mail Calendar People Tasks -

tems: 36  Unread: 11

FIGURE 4-9

These words take up space that could be used to show more email. If you'd like to change the

words to smaller icons, click on the El button adjacent to the big words # Navigation options
# check Compact Navigation » OK button. This will convert the big words to little buttons as
follows:

| oa.
FIGURE 4-10

Unpin the Ribbon (2013/16)

Unpinning the Ribbon hides it when you are using it, allowing you to see more email at once. To
unpin the ribbon, click on the A icon in the bottom right-hand corner of the ribbon.

IS Ignore o | B process m ] A New Group Search Pecple ) "y @, & Block
& & B a5 5E Bt | G | [ o )| e
I3 Clean Up v [r= Triplt 3 Browse Groups | [B] Address Book Decode URL:
New New Delete Archive | Reply Reply Forward Shareto |z T BRdes~ | Unred m g, up Read | Tanslate | Get | T
Email ftems~ | Alunk~ Al B~ | Teams reate New = Read 2 7 Filter Email~ | Aloud = Add-ins
New Delete Respond Teams Quick Steps ) Move Tags Groups Find Speech | Language | Add-ins | Reporter Add-in ~
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Inbox - ddavisroe@affinityconsulting.com - Outlook

File Home Send / Receive Folder View Help Kofax PDF

=1 New Email Search Current Mailbox 2 | Current Mailbox =

FIGURE 4-12

To pin the Ribbon open again (so that it stays open), click on the push pin icon.

Inbox - ddavisroe@affinityconsulting.com - Outlook

Send / Receive Folder View Help Kofax PDF

¥ 1 Unread/ Read | %2 New Group Search People 0+

= | rignore x D & (”\ & ip M 3 Triplt
=l 3 £ 5 Meeting rocess Me 3 Tipl .
SE | lean Up- e td 3 E7 Al - Cepiga ¥ Create New =7 | Wicategorize~ | /O Browse Groups | [EEiAddress Book .
New  Mew Delete Archive | Reply Reply Forward [ pjore - = | Move Rules ) Read 6
Email ftems~ | & lunk~ Al M - - > Folow Up - Y Fiter Email - | mjoug | Add-ing
New Delete Respond Quick Steps ] Move Tags Groups Find Speech | Add-ins =

Simplified Ribbon (2019/21/365)

Click on the arrow in the bottom right-hand corner of the ribbon to switch between the classic
and simplified ribbons.

& 29 - o X
Fle Wome Send/Recewe Foider View Addins Help Acrobat
My B B 55 ) Bwen g on ME [ MR oarch Pt A 52 o]
o tean Up ~ e 7 = “ - > = = B Address
New New = CECUOMUPY 0o srchive L Move Rules | Unresd/ Categorize Folow | H B pe | B AddessBook | Loy Get
Email temsv | 0 junke Read Up~ 7 Fier Email » - Add
It oelete nepond | Teams Quicesteps 5 o Tags Groups Fina Speech | Language  Ade

“Favorites

L PUITIONC <o "G KA WY vy WK o ORI, ACK,

FIGURE 4-14

Columns

Columns are useful for seeing information about your email at a glance (such as the sender's
name, the subject, and whether there is an attachment). Email can be quickly sorted based on
the columns and you can customize the columns to meet your needs.

Add or Remove Columns

To add or remove columns, click on the View Ribbon #» View Settings Button » Columns...
button.

To remove columns:
1. Click on the column to be removed on the right side.

2. Click on the < - Remove button.
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Show Columns

Available columns:

MdLocation
SoftDelete

Properties Delete

Maximum number of lines in compact mode; | 2
Select available columns from:

User-defined fields in Inbg| «

Add -=

Show these columns in this order:

Importance
Reminder

|[ < - Remove

lcon
Attachment

MNew Column...

From
Subject
Received
Size
Categories
IMention

Move Up Move Down

Cancel

To add columns:

FIGURE 4-15

1. Click on the column to be removed on the left side.

2. Click on the Add -> button.

Reorder Columns

Reorder columns by click on the View Ribbon # View Settings Button + Columns... button.
Use the Move Up and Move Down buttons on the left side.

Available columns:

MdLocation
SoftDelete

Properties Delete

Add -=

<- Remove

Mew Column...

Show these columns in this order

Importance
Reminder
lcon
Attachment
From
Subject
Received
Size

Mention

Move Up Move Down

| OK | I Cancel
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Sorting Email
Sort by Column

If you click on a column name, it will sort your email by that criterion. If you click the same column
name again, it will sort in reverse order.

Sort by Arrangement

You can also change how email is sorted by clicking the appropriate buttons in the Arrangement
group on the View Ribbon.

File Home  Send / Receive Folder View Add-ins Help

e  e—
I“% [@J)} Z) [ Show as Conversations @ E Date E‘Q From E‘Q To EE Categories Tl Reverse Sart

L,
=1 Add Columns

Change View  Reset ) ) I :

View~ Settings View FD Flag Status FD Flag: Start Date FD Flag: Due Date lal Size =1

¢

Show Focused Message

=
= Inbox Preview i

Current View Messages Focused Inbox Arrangement

FIGURE 4-17
Filtering Email
All/Unread (2019/21/365)

Click on Unread at the top of your list of emails to quickly filter your inbox for unread emails only.
Click on All to show all emails - whether read or unread.

All - Unread ByDate~ T

~ Today

Karen B. Scher
FW: You've been invited to 2020 AHA by Barron Henley 10:57 AM

Karen B. Scher

RE: You've been invited to 2020 AHA by Barron Henley 10:44 A
Karen B. Scher D)
FW: You've been invited to 2020 AHA by Barron Henley 10:42 A

American Bar Association
Articles For You T:06 AM

FIGURE 4-18

The All/Unread filters are unavailable if you are using the focused inbox. To turn off the focused
inbox, open your inbox by clicking on the inbox in your folder pane, then go to the View ribbon
and toggle off Show Focused Inbox. The button to toggle the focused inbox on and off only
appears when you are in your inbox - it does not appear if any other folder is open.

File Home  Send /Receive Folder View Add-ins Help

C =i R S
I‘% [{é} lo [ Show as Conversations @ @ Date i} Erom i) To EE Categories T»L everse Sort

"
Change View  Reset =1 Add Columns
View ~ Settings View

Show Focused Message

. FD Flag Status FD Flag: Start Date FD Flag: Due Date 5] ize =
Inbox Preview ~

2

Current View Messages Focused Inbox Arrangement

FIGURE 4-19
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Focused/Other (2019/21/365)

CHAPTER 4

The focused inbox filters email into two tabs: Focused and Other. Microsoft uses rules to
determine where to place emails. To turn on the focused inbox, click on the inbox in your folder
pane, then go to the View ribbon and toggle on Show Focused Inbox. The button to toggle the
focused inbox on and off only appears when you are in your inbox - it does not appear if any other

folder is open.

~
I\% f{é} ) [ Show as Canversations

Change View  Reset =1
View ~ Settings  View

Current View Messages

File Home  Send /Receive Folder View Add-ins Help

R~
Show Focused
Inbox

Focused Inbox

B e & from

Message
Preview ~

Eﬁln

Arrangement

oo
OO Categaries

FD Flag Status FD Flag: Start Date FD Flag: Due Date 5] ize

Tl, Reverse Sort

=1 Add Columns

FIGURE 4-20

Click on Focused and Other at the top of your inbox to flip between the two inboxes.

Focused  Other

FIGURE 4-21

You can move emails between the focused and other inboxes by right-clicking and selecting
Move to Focused or Move to Other.

I
i
AP
A

Copy

Cuick Print
Reply

Reply All
Forward

Mark as Unread
Categorize
Follow Up

Find Related
Guick Steps
Set Quick Actions...
Rules

Move

Move to Other

Always Move to Other
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You can change the rules to always send emails from a particular sender to either inbox. Right-
click on an email from that sender and select Always Move to Focused or Always Move to Other.

Conditional Formatting

Conditional formatting allows you to change the format of emails based upon certain conditions
(for example, if the email is from a certain person or group of people, you could have those emails
automatically turn red and bold the second they hit your inbox). The conditional formatting

settings are found by clicking the View Ribbon * View Settings button * Conditional
Formatting button.

Unread emails are blue and bold by default due to conditional formatting. To change how unread
emails appear:

1. View Ribbon # View Settings button + Conditional Formatting button.

2. Select Unread messages.
3. Click on the Font... button.
4. Select the desired font, styles, size, and effects.
5. Click OK.
> || Font X
Rules for this view: Font: Font style: Size:
|| Unread messages I Regular Mormal | oK |
I+ Unread group headers — =
b o e n ~| [Smate
» [ . Segoe Ul Emoji Italic Cancel
|| Expilled email Bi
] overbive email Segoe Ul Symbol Semibold ig
i " SHOTEWK BY Semibold Italic Bigger
|| Mesgages in other folders _
- . . Move Up SHOWCARD COTHIC Bold
|| Site Wailbox document pending up )
] Sitka Banner Bold Italic
p) Gma itla D v | [Black v
] acG Move Down Sitka Display ]
Propertis of selected rul Effects Sample
d messages [ strikeout
) AaBbYyZz
Color:
Condition... |-CUSK"'r1 ~ | Script:
|Westem v
oK Cancel

FIGURE 4-23

You can also create your own conditions, such as emails from a particular sender. Conditional
formatting can be used to draw attention to emails from important senders.

1. View Ribbon * View Settings button + Conditional Formatting button.
Click on the Add button.

Name the condition.

Click on the Font... button.

Select the desired font, styles, size, and effects.

Click OK.

Click on the Condition... button.

N o v h N
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8. On the Messages tab, enter the person's email address in the From box.

Filter X

Messages More Choices Advanced

Search for the word(s): ™
In: | subject field only e
From... punger@affinityconsulting.com|
Sent To...
[Jwhere 1 am: the only person on the To line
Time: none ~ | |Anytime

Cancel Clear all

FIGURE 4-24

Folders

Email folders allow you keep your email organized. Legal professionals often create folders for
clients or matters to keep related emails together.

Create Folders
To create a new subfolder under your Inbox:

1. Right-click on your Inbox and select New Folder.

Inbox
Jlj Open in New Window
Archive 1568

New Folder...
Inbox - Group =
MetDocs Group -
Copy Folder
Sent ltems B ~opy
1
FIGURE 4-25

2. Giveita name.

To create a folder nested under another folder, right-click the name of the parent folder and
select New Folder.
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Reorder Folders

To reorder the folders, drag and drop them in the folders pane.

4 Inbox

I Archive 1568

Demo Mails 3
Inbox -roup

MNetDodd Group

Smith v. Jones

Sent ltems

Drafts [21]

Managing Multiple Inboxes

FIGURE 4-26

CHAPTER 4

You might have multiple inboxes if you have access to someone else's inbox, have access to a
shared inbox, or have added additional email accounts (such as a personal email account) to

Outlook. Managing multiple inboxes can be a bit tricky but gets a lot easier with favorites.

Favorites appear at the top of your Folder Pane. If you don't see them, enable them under View
ribbon » Layout group ® Folder Pane » Favorites.

Adding each inbox to your favorites will make them easier to access and help you notice when

there are unread emails in them. Right-click on each inbox and select Add to Favorites.

~Insight

» Inbox
Drafts
Sent ltemn
Deleted It
Archive

» Conversa
Junk Ema

Cutbaox

» Archive

» Training

S 1 S P B o 1 L B

Open in New Window

MNew Folder...

™

opy Folder

Mark All as Read

Add to Favortes

FIGURE 4-27

You can add any other folders that you frequently access to your favorites as well for easy access.

MICROSOFT OUTLOOK FOR LECAL PROFESSIONALS

PAGE 30



A

XY
A—_—
Affinity CHAPTER 4

Right-Click Emails for All Possible Options

Right-click on an email to see a full range of options.

Zoom (@ Copy —
Cloud Recording - £ Tue 1:39 PM
B Quick Print b

€3 Reply

&y Reply Al

— Forward

&1 Mark as Unread

oo Categorize *
M Follow Up >
Find Related >
Quick Steps >
Set Quick Actions...

Rules >

ol @ %[

Move ?
Ignore
Junk >

Delete

[ = 2 &

Archive...

FIGURE 4-28

Add-In: Translate (2019/21/365)

Outlook 2019/21/365 can automatically translate emails.

To use Translate, on the Home ribbon, click on Translate.

e
5

Translate

i

Language

FIGURE 4-29
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EMAIL: SENDING EMAIL

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Types of Emails

New Messages

To start a new email message, on the Home ribbon » New group + New Email button (KS:
Ctrl + N).

A blank email will appear with your default signature (if one is set up). To setup your default
signature, see page 12.

Replies

There are two options when replying: Reply and Reply All. When replying to an email sent to you
(regardless of whether you were included on the to, cc, or bcc line), Outlook will send the reply to
only the sender of the email you are replying to. When replying all to an email sent to you, Outlook
will send the reply to the sender and everyone who receive the email you are replying to
(excluding anyone who was emailed using bcc).

If you reply to an email you sent someone else, the reply will go to you. However, if you use reply
all, the email will go to everyone on the original email and Outlook will not copy you on your reply.

If there was an attachment on the email you are replying to, Outlook will not include the
attachment on the reply. If you add new people to the email thread with a reply, they will not
have access to the attachments to any prior emails in the thread.

Forwards

Use forwards to send emails and their attachments to people who were not copied on the
original email. Forwards automatically include any attachments from the email being forwarded.

Recipient Fields

There are three recipient fields you can use when drafting an email: to, cc, and bcc. You can add
more than one recipient to each field.

To

Use this for the main recipient(s) of your email - those you expect reply to your email.

Cc

Use cc (carbon copy) for anyone who needs to be kept in the loop, but you aren't expecting to
reply to your email.
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Bcc

CHAPTER S

Use bcc (blind carbon copy) to copy anyone on the email without others knowing they were
copied on the email. If you don't see the bcc field, click on Options # Show Fields + Bcc button.

Edit The Auto-Complete List

Outlook stores a list of people you've emailed as an Auto-Complete list. When you start typing
someone's name in a recipient field, Outlook gives you a list of options to choose from. You can

remove people from that list by clicking on the X to the right of their name in the list.

From
>

Send To
Cc
Brc

Subject

00

ddavisrce@affinityconsulting.com

jef

leff Schoenberger
Jschoenberger@affinityconsulting.com

Jeff Krause
JKrause@affinityconsulting.com

Jeff Stouse

Jstouse@affinityconsulting.com

Changing Your Email Signature

FIGURE 5-1

Outlook automatically adds your default email signature default signature (if one is set up) to
new emails, replies, and forwards. To setup your default signature, see page 12. You can set up
additional email signatures and change email signatures as needed on an email-by-email basis.

Right-click on your signature and select the desired signature from the list.
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Danielle DavisRoe, Esq. | Sehinr Cancultant

Affinity Consulting Group ¥ Danielle

1550 0d Henderson Road, Suite 5 0
614-340-3444 | 614-310-8852 (dir Reply
ddavisroe@affinityconsulting.com
affinityconsulting.com

Y . TRAINING.
— ﬁ‘ff.'ﬂ'ify SIMPLIFIED.

Meed help with an issue? help@affinityconsulting.com

 flin[®)

Signatures...

FIGURE 5-2
If you don't have a signature in your email, click on the Insert ribbon % Include group +
Signature button to add a signature.

Email: Frequently Used Text
AutoText

AutoText provides an easy way to insert repetitive blocks of text into your emails quickly.
Accessing AutoText

When drafting an email message, AutoText is found at Insert ribbon » Text group # Quick
Parts button arrow » AutoText. Adding it to your Quick Access Toolbar makes it much faster to
access:

1. Click in the body of your email.
2. OntheInsert ribbon, in the Text group, click on Quick Parts.
3. Right-click on AutoText and select Add to Quick Access Toolbar.

File Home  Send / Receive Folder VWiew  Add-ins Help

~ [ IS Ignore @ 7 Bl Masting
—|— E E é_) Add to Quick Access Toolbar I

[EZ Clean Up ~ Delete Archive | Reg

Mew Mew

Ernail Items ~ %Junkv Hide Quick Access Toolbar I
New Delete Customize the Ribbon... b
E Collapse the Ribbon
v Favorites All - Unreac )
— Use Simplified Ribbon
Inboo - ddavisroe@affinityconsulti.. e oo
FIGURE 5-3
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If you add AutoText to your Quick Access Toolbar, you can create AutoText or use existing
AutoText from there.

Create AutoText Entries
1. Type the text you commonly re-use (or find it in an existing email).
Select (highlight) the text.

Click on the Insert ribbon # Text Group * Quick Parts button arrow # Auto Text # Save
Selection to AutoText Gallery.

4. Give the AutoText entry a name and click OK.

Create Mew Building Block ? x
Mame: IEin|

! —
Gallery: AutoText e
Category: General e
Description:
Save in: MarmalEmail. dotm e
Dptions: Insert content only e

FIGURE 5-4

Use AutoText Entries
There are two ways to do this:

e Click the Insert ribbon » Text Group # Quick Parts button arrow # Auto Text ® then
click the appropriate AutoText entry.

or

e Type afew letters of the name of the entry®hit F3 or Enter.

Add-In: My Templates (2019/21/365)

Use email templates to avoid having to re-write frequent emails. Some good use-cases include
new matter request forms, sending instructions to a client, directions to your office, etc. They
aren't super sophisticated, but they are very easy create and helpful!

Create Templates
To create an email template:
1. Create a blank new email.

2. Select View Templates from the Message ribbon.
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BN Untitled - Message (HTML) P search
File  Message Insert Options FormatText Review Help

a) . s . allow Up ~ ¥ @ AttachFiles~

Calibri YA A Ry E 8 mj @ D i Follow Up ﬁ' ﬂ, @

@ ﬁ ) M ! = o I High @ o ar Files ~ S [‘;
Encryption Paste B 1 u 2. A = Address Check  Attach Link Signature - MR ImPertance piey. Editer | Immersive Clean equest Files Calendly | View

Off ~ ~ < Format Paints - = T Book Names  Filer - ~ | Lowimportance cader en & Initiate Workflow Templates
Citrix Files = Undo Ciipboard 5 Basic Text ) Names Include Tags § veice | Sensitvity | Editor _Immers itic Fles Calendly Ty TermBIEes

3. Scroll to the bottom and select + Template.

GA. He I5s a member of the American Bar
Association, Columbus Bar Association, Ohia
State Bar Association, Ohio Association for
Justice, and New York State Bar Associatio| Scroll down
and specializes in document and case
management, paperless office strategies,
trial presentation and litigation technology,
and legal-specific software training and
professional development for law firms and
legal departments throughout the United

s, Canada and Australia. Mr. Unger has
ded trial presentation consultation for
400 cases. In his spare time, he likes to
ramand restore historic homes.

Create New
Template

(#) Template v

FIGURE 5-6

4. Name the template in the first field and paste your desired text in the second field and hit
Save.

Use Templates

To use/apply your email template, open a new email, select the View Templates button, and
simply left click on the desired template.

Email: Out of Office Replies

Outlook can automatically respond to any email messages you receive with an automatic reply.
Be warned that if you receive email from a listseryv, this may be a problem because every time
someone sends a post to the listserv, everyone on the listserv is going to get your out of office
message.

Manage Automatic Replies

To manage your automatic reply to anyone who contacts you while you are out of the office, go
to File menu # Info (left side) » Automatic Replies button.
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Automatic Replies - ddavisroe@affinityconsulting.com

() Do not send automatic replies
{®) send automatic replies
[ ] only send during this time range:
Fri 1/11/2019 . 1:00 PM |~

Sat 1/12/2019 52 1:00 PM 823
Automatically reply once for each sender with the following messages:
4 - - - . - -
&i Insicle My Organization Q Outside My Qrganization (On)

Segoe Ul ~ |7 ~

Il
il
i

B I U A:=:
|

Cancel

FIGURE 5-7

Turn On Automatic Replies

Click on the radio button next Send automatic replies to turn on automatic replies. By default,
automatic replies turn on immediately and you must manually turn them off. To set it and forget,
check the box to Only send during this time range. You can then select the start and end times.

Turn Off Automatic Replies

When automatic replies are turned on, Outlook will show a yellow bar across the top of your

email. To turn off the automatic replies, click on the Turn Off button.

@ AUTOMATIC REPLIES Automatic Replies are being sent for this account.

Turn off

FIGURE 5-8
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Attachments
To add an attachment, either click the attachment button or drag and drop the attachment into
the email.

Always save the attachment first before editing. Double clicking the attachment and opening it
from Outlook creates a temporary copy of the file. If you edit the file and just click “save” (as
opposed to “save as”), the changes will only be saved to the temporary file. You may or may not
be able to recover those changes later.

Polls (2019/21/365)

Polls can be used to quickly collect information from email recipients using simple Microsoft
Forms.

Creating Polls
To create a poll in an email message:
1. Onthe Insert ribbon, click on Poll.

2. In the Poll panel, add your question and options.

Poll X

115/330

w available to meet Friday afternoon?

Yes

Mo T

+ Add option

@ ) Multiple answers

Mext

FIGURE 5-9
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3. Click Next.
4. Click on Add to email.

Responding to Polls

The poll recipients can respond to the polls by click on an option and clicking on the Vote button.

|POH: Are you available to meet Friday afternoon?

Danielle DavisRoe €3 Reply & Reply Al —» Forward

To Danielle DavisRoe Tue 3/23/2021 417 PM

Cc Danielle DavisRoe

Quick Poll

Your email address will be sent with your response.

Are you available to meet Friday afternoon?
O Yes
O No

View Results

Powered by Microsoft Forms

FIGURE 5-10

Viewing Responses

Open the email with the poll and click on View results to see the responses.
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Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Rules automatically take actions when certain conditions are met. For example, rules can be used
to auto-file incoming email into specific folders. Rules are very powerful and can save you a lot of
time. However, because they happen automatically, you need to be careful about creating rules
that make it so you may miss incoming emails.

Rule Parts

Rules have 3 parts:

e Condition (Optional): Use conditions to determine when to the apply the rule. If no
conditions are set, the rule is applied to every incoming email. Conditions include things
like emails from particular senders, with particular subjects, sent only to you, and with
specific words in the email. If no conditions are set, the rule will be applied to every
incoming email.

e Actions: The action is what happens when the condition is met. Actions include things
like moving to a specified folder, categorizing the email, deleing the email, forwarding the
email, and flagging the email.

e Exceptions (Optional): Exceptions to the conditions prevent the rule from being applied
to certain emails. Exceptions include things like emails from particular senders, with
particular subjects, sent only to you, and with specific words in the email.

Rules Wizard

The Rules Wizard walks you through creating simple rules based on templates.
1.  Onthe Home ribbon, click on the Rules button and select Manage Rules & Alerts.
2. Click on the New Rule button.
3. Select the desired template and click on the Next > button.
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Rules Wizard >

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
EI Move messages from somecone to a folder

EJ'-I Move messages with specific words in the subject to a folder
E‘J:I Move messages sent to a public group to a folder
Fh Flag messages from someone for follow-up
E‘J:I Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
&7 Display mail from someone in the New ltem Alert Window
<|J:') Play a sound when | get messages from someone
D Send an alert to my mobile device when | get messages from someane
Start from a blank rule
&~ Apply rule on messages | receive
E’ Apply rule on messages | send

FIGURE 6-1
4, Under Step 1, check the boxes to add additional conditions, if any.

5. Words in blue are variables that you can change. Under Step 2, click on the variables to
change them.

Step 2i Edit the rule description [click an underlined value]

App i he message arrives
with specific words jn the body

Cancel < Back Mext = Finish

FIGURE 6-2
Click on the Next > button.
7. Under Step 1, check the box(es) next any additional action(s), if any.

Words in blue are variables that you can change. Under Step 2, click on the variables to
change them.

9. Click on the Next > button.
10. Under Step 1, check the box(es) next the desired exception(s), if any.

1. Words in blue are variables that you can change. Under Step 2, click on the variables to
change them.

12. Click on the Next > button.

13. Name the rule.
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14. Optionally, to apply the rule to all emails in your inbox, under Step 2, check the box for

Run this rule now on messages already in "inbox."
15. Click Finish.

Create Rules from Existing Emails

You can also create rules from existing emails. Doing so pre-populates many of the fields for you.

Simple Rules

The simplest rules to create use sender, subject, and/or recipient as the condition and move the
email into a specified folder or create an alert as the action.

1. Find an email that meets your conditions.
Right-click on the email and select Rules » Create Rule...

The Create Rule dialog will pre-populate with information from the email, including the
sender, the subject, and the recipients. Check the box next to the desired condition(s).

Check the box next the desired action(s).
5. Click OK.

When | get email with all of the selected conditions

[ ] From Paulo Villanueva

|:| Subject contains | Video Editing

|:| Sentto | Brian Bulagsak e
Do the following

|:| Display in the Mew [tem Alert window

|:| Play a selected sound: Windows Motify Em 3 | Browse...

|:| Move the item to folder: | ShareFile Select Folder...

oK Cancel Advanced Options...

FIGURE 6-3

More Complex Rules

You can create more complex rules from existing emails, you just need to use the advanced
options.

1. Find an email that meets your conditions.
Right-click on the email and select Rules » Create Rule...

Click on the Advanced Options... button.

INENEN

Under Step 1, check the box(es) next the desired condition(s).
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5. Words in blue are variables that you can change. Some of these variables will be pre-
populated from the email you selected. Under Step 2, click on the variables to change
them.

Step 2: Edit the rule description [click an underlined valueg]

App i he message arrives
with specific words jn the body

Cancel < Back Mext = Finish

FIGURE 6-4
Click on the Next > button.
7. Under Step 1, check the box(es) next the desired action(s).

Words in blue are variables that you can change. Some of these variables will be pre-
populated from the email you selected. Under Step 2, click on the variables to change
them.

9. Click on the Next > button.
10. Under Step 1, check the box(es) next the desired exception(s), if any.

1. Words in blue are variables that you can change. Some of these variables will be pre-
populated from the email you selected. Under Step 2, click on the variables to change
them.

12. Click on the Next > button.
13. Name the rule.

14. Optionally, to apply the rule to all emails in your inbox, under Step 2, check the box for
Run this rule now on messages already in "inbox."

15. Click Finish.
Example Rules
Delay Send Email by One Minute

Instructions to set up a rule to delay sending mail by one minute (in case you change your mind):
1.  Onthe Home ribbon, click on the Rules button and select Manage Rules & Alerts.
2. Click the New Rule button.

3. Select Apply rule on messages | send and click Next.
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Rules Wizard

Step 1: Select a template
Stay Organized

Stay Up to Date

Start from a template or from a blank rule

E.J, Move messages from someone to a folder

DJ' Move messages with specific words in the subject to a folder
E.J, Move messages sent to a public group to a folder

F] Flag messages from someone for follow-up

E.J, Move RSS items from a specific RSS Feed to a folder

B2 Display mail from someaone in the New Item Alert Window

(]1):1 Play a sound when | get messages from someane

D Send an alert to my mobile device when | get messages from someone
Start from a blank rule

™ Apply rule on messages | receive

P Apply rule on messages | send

FIGURE 6-5

CHAPTER 6

4. On the next screen ("which conditions do you want to check"), don't check anything (you
want this rule to apply to every email you send) and click the Next button at the bottom.
You'll see the following dialog (click Yes):

Microsoft Outlook

>

| This rule will be applied to every message you send. Is this correct?

Yes Mo

FIGURE 6-6

5. In the next screen, check defer delivery by a number of minutes, and then click the
hyperlink for a number of at the bottom of the screen and enter the number of minutes
you want to delay your email. Click OK.
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6. Click Next and add any exceptions (for people you don't want to delay email to).

What do you want to do with the message?
Step 1: Select action(s)

[] assign it to the categary category

[] move a copy to the specified folder

[] flag message for action in a number of days
[] clear message's categories

[] mark it as importance

[] stop processing more rules

[] mark it as sensitivity

[] notify me when it is read

[] notify me when it is delivered

Crtha maseana tn neonle A Sublic aron
)

|
defer delivery by a number of minutes

Deferred Delivery X
Defer delivery by |1 = minutes

Step 2: Edit the rule descriptio ck an underlined value)

Apply this rule after | sen

message
defer delivery by a numbé&f of minutes

FIGURE 6-7

CHAPTER 6

7. Click Next, name your rule "Delay" (or anything else you want to name it) and click Finish.

Keep Track of Delegated Email

Many people forward email to others to deal with but have a difficult time remembering what
they delegated for follow up purposes. Here's a rule that will help.

1.

On the Home ribbon, click on the Rules button and select Manage Rules & Alerts.

2. Click the New Rule button.

3. Select Apply rule on messages | receive and click Next.
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Rules Wizard >

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
E‘J:I Move messages from somecone to a folder
E—I Move messages with specific words in the subject to a folder
E‘J:I Move messages sent to a public group to a folder
Fh Flag messages from someone for follow-up
E‘J:I Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
&7 Display mail from someone in the New ltem Alert Window
(]J)) Play a sound when | get messages from someone
D Send an alert to my mobile device when | get messages from someane
Start from a blank rule
Apply rule on messages | receive |

Apply rule on messages | send

FIGURE 6-8

4. Under "Which conditions do you want to check?" check BOTH from people or public
group and where my name is in the CC box. At the bottom of the dialog, click the
hyperlink for people or public group and add your email address. We're basically creating
a rule that will look for emails from you and copied to you. Click Next.

lans | Grouns | Eincl | Sneech | &

wWizard Rule Address .

o

Which condition(s) do you want to check?

Search: (@ Mame only () More columns  Address Book
elect condition(s)

1 1 Go Offline Global Address List - ddavisroe@affi ~ Advanced Find

from people or public group
|| with specific words in the subject

[ ] through the specified account | Name Title Business Phane Location Department
[] sent only to me (J 20078-Affinity Consulting G... 866-203-9649 ~
[] where my name is in the To box ézw?s-nffinity&nsuting...
| marteg a5 Imporance R A_EARCHIVE@ACG2
[] marked as sensitiviy ABA TechShow 2017
[ | flagged for action Q
Pl Abacus Next

[/ where my name is in the Cc box Q
|| where my name is in the To or Cc box R\ Accelo Help
[] where my name is not in the To box (€5 Accelo Log
[] sent to people or public group ACG Administrator
[ with specific words in the bady RACG Demo
[] with specific words in the subject or bady {o\ACG Help
[] with specific words in the message header RACG Jobs
O w?th sgec?ﬁc words ?n the recipient's address RQACGA Accounting
[ with specific words in the sender's address QACGAF
[] assigned to category category R ax

! Bilncen Order v
Step 2: Edit the rule description (click an underlined va| | € >

Apply this rule after the message arrives
where my name is in the Cc box
and from people or public grou

ddavisroe@affinityconsulting.com|

FICURE 6-9

5. Under "What do you want to do with the message?" choose move it to the specified
folder. Make the specified folder your Delegated Mail folder. Click Next and add any
exceptions. Click Next, name it and click Finish.
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What do you want to do with the message?
tep 1: Select action(s)

move it to the specified folder

;gn T Hl— F=rat=
[] delete it

[] permanently delete it
[] move a copy to the specified folder
[] forward it to people or public group
[] forward it to people or public group as a
[] redirect it to peaple or public group
[] have server reply using a specific messag
[] reply using a specific template

[] flag message far follow up at this time
[] clear the Message Flag

[] clear message's categories
[] mark it as importance

[] print it

[] play 2 sound

[] mark it as read

R Pt ]
=T

Rules and Alerts

Choose a folder:

w E;g ddavisroe@affinityconsulting.com ~

v [ Inbox

] Archive (1571)
Delegated
D Demo Emails (3)
D Inbox - Group
D MetDocs Group
D Smith v. Jones

| QK |

Cancel

Mew...

Manage Rules
Turning Off Rules

Turn rules off by un-checking them in the Rules and Alerts dialog.

1.  Onthe Home ribbon, click on the Rules button and select Manage Rules & Alerts.

2. Uncheck the boxes next to any rules you want to turn off.

Reordering Rules

Rules are processed in the order in which they are listed in the Rules and Alerts dialog. The order

may make a difference if more than one rule applies to an incoming email.

1. Onthe Home ribbon, click on the Rules button and select Manage Rules & Alerts.

2. Usethe up and down arrows to reorder the rules.

MICROSOFT OUTLOOK FOR LEGAL PROFESSIONALS

[] stop processing more rules D Sent ltems
Drafts [21]

Step 2: Edit the rule description (cli Deleted ltems (545)

Apply this rule after the messa rrives D Archive

where my name is in the Cc 5‘3‘3 Calendar

and from Danielle Davi A= rontads >
move it to the specifiedolder —
] [_
FIGURE 6-10
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Email Rules  mManage &lerts

;7 Mew Rule... Change Rule - E]g Copy... ){gelete hd kun Rules Mow... Options

FIGURE 6-1

Stop Processing Rules

Sometimes, when a condition is met and a rule is applied, you want to stop processing other
rules. Stop processing rules is an action that can be added to any rule. See below for instructions

on how to edit any existing rules.
Editing Existing Rules
You can edit any existing rules through the Rules and Alerts dialog.
1.  Onthe Home ribbon, click on the Rules button and select Manage Rules & Alerts.

2. Click on Change Rule.
3. Select Edit Rule Settings...

Fules and Alerts

Email Rules  Manage Alerts

.9 Mew Rule.. Change Rule~ ER Copy.. < Delete * A
Rule (applied | Edit Rule Settings... |
noreply @sf-n Renarme Rule
L]
FIGURE 6-12
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EMAIL: QUICK STEPS

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Quick steps are used to automate repetitive steps. Unlike rules, they are not automatically
applied. You must click on a button or use a shortcut key to invoke the quick step. Because they
are not automatically applied, there are no conditions or exceptions to set up. Quick steps can be
used for things such as moving email to a folder, deleting email, marking it as read, flagging it,
categorizing it, creating appointments, or replying/forwarding.

Creating Quick Steps

1. Onthe Home ribbon, in the Quick Steps group, click on Create New.

File Home  Send /Receive Folder View Developer Add-ins  Help

I_V_l.l_ % 'F@ lgnore m E QIZI @ E @ Meeting 0 E‘L-I Process Me E‘l’-‘ Process and Flag

- - | .
New  New TR Clean Up Delete Archive Reply Reply Forward E M Shareto o S ~ Triplt
Email Items ~ % Junk ~ All E‘D More ~ Teams 3; Create New ~
MNew Delete Respond Teams Quick Steps I
FIGURE 7-1

Name your quick step.

Choose an Action and complete any necessary fields for that action.
Click on the Add Action button to add any additional actions.

Click Finish.

(I NEREEN

Example Quick Step: Forward Emails

If you frequently forward emails to the same person or group of people, setting up a quick step
can reduce the number of clicks it takes to forward emails in the future.

1. Onthe Home ribbon, in the Quick Steps group, click on Create New.

File Home  Send /Receive Folder View Developer Add-ins Help

I_V_ll % 'F-@ lgnore m E élzl @ 8 @ Meeting %% E‘L-I Process Me E‘L—I Process and Flag

- - | i
New  New % Clean Up Delete Archive Reply Reply Forward b Shareto [T Bppcise - Triplt
Email Items~ 0 junk~ All &5 Mare ~ Teams 7 Create New -
MNew Delete Respond Teams Quick Steps I

FIGURE 7-2
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Name your quick step.
Under Choose an Action, select Forward.
In the To field, enter the emails address(es) of the recipients.

Click on Show Options.

CHAPTER 7

Edit Cuick Step

Mame:
Forward

~

Add actions below that will be performed when this guick step is clicked an.

— Forward

To.. john@doe.com

b

5

]

I Show Options I

FIGURE 7-3

6. Add cc or bcc addresses, change the subject, set a flag, or mark the importance, if desired.
7. Add default text to the body of your email (if desired) with the Text field.

10.

.

12.

Importance: Ma Change et

To.. john@doe.com
Hide Qptions
Add Cc Add Becc
Subject: FW: <subject=
Elag: Mo Flag W

.y
oy

%)

Text: Flease handle this.

] Autclmat'rcar-l'y send after 1 minute delay.

FIGURE 7-4

To automatically send the email, check the box to Automatically send after 1 minute
delay. If you do not check this box, the forward will open. You will have the opportunity to
change the email recipients or text, but you must click send to forward the email.

To move the forwarded email out of your inbox and into another folder, click on the Add

Action button.

Under Choose an Action, select Move to a Folder.
Under Choose Folder, select the desired folder.
Click Finish.
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Using Quick Steps
After the quick steps are set up:
1. Select the email(s) you want to apply the quick steps to.

2. On the Home ribbon, in the Quick Steps group, click on the name of the quick step.

Assigning Keyboard Shortcuts

You can assign keyboard shortcuts for up to 9 quick steps:

1. Onthe Home ribbon, in the Quick Steps group, click on the ™ button, and select Manage
Quick Steps.

2. Select the quick step and click Edit.
Under Shortcut key, select a shortcut key.

Edit Quick Step 7 x

Mame:

\l/ Process Me

Edit the actions the quick step performs.

Actions

El:ll"dnvetnfnlder W ]E
] Processed w
=] Mark as read v | il

Add Action

Cptional

—  — = |
Shortcut key:  |[EIESS ISER "

en the mouse hovers over the quick step.

Save Cancel

FIGURE 7-5
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Managing Quick Steps

To manage your quick steps, on the Home ribbon, in the Quick Steps group, click on the
button, and select Manage Quick Steps. From the Manage Quick Steps dialog you can edit quick

steps, duplicate them, delete them, reorder them, or create new quick steps.
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EMAIL: STORAGE AND

INBOX CLEAN UP

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Mailbox Cleanup

Mailbox Cleanup helps you manage the size of your email by find emails of a certain age or size,
autoarchiving email, emptying your deleted items folder, and deleting conflicts. Access it by
clicking File menu ¥ Info tab (left side) » Tools ® Mailbox Cleanup... button.

= Mailbox Settings
fg Manage the size of your mailbox by emptying
Tools -
B 901 G0 fraa nf Q0 GB
I_vl Mailbox Cleanup...
@? Manage mailbox size with S
advanced tools.

2 help organize your ing|

FIGURE 8-1

Removing Redundant Messages

An email conversation is also known as a thread. Many people have multiple emails in their
Outlook folders which are earlier pieces of the same thread. The last email in time contains the
entirety of the conversation so the older ones aren't needed. Clean can remove the redundant

messages from your inbox for you. Any email with a unigue attachment will be retained in your
inbox. Your sent items will not be affected.

1.  Onthe Home ribbon, click the Clean Up button in the Delete group.
[E2 Clean Up - h'” — 1

s AL | -

'F"x Clean Up Conversation
Clean Up Folder

Clean Up Folder & Subfolders

FIGURE 8-2
2. Click one of the following:

e Clean Up Conversation: The current Conversation is reviewed, and redundant
messages are deleted.
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¢ Clean Up Folder: All Conversations in the selected folder are reviewed, and redundant
messages are deleted.

e Clean Up Folder & Subfolders: All Conversations in the selected folder and any folder
that it contains are reviewed, and redundant messages are deleted.

Archive Old Outlook Email

Outlook users end up with an enormous accumulation of email in their Sent Mail and Deleted
Mail folders. Furthermore, some mail is sorted into subfolders and forgotten about. All of this will
start to bog down servers and PCs as those databases of emails get larger and larger. Thankfully,
Outlook has an excellent way to dealing with this problem - AutoArchive. In a nutshell,
AutoArchive will allow you to a) permanently delete expired items, b) delete, or ¢) archive old
items to an archive file (archived database). Conveniently, the first time AutoArchive runs, it
creates the archive database for you. It is stored on the C:\ by default so you'll either want to move
it to a server folder or back it up directly from your C:\. Once it has established itself, you'll see the
Archive folder in your Outlook Folder List. There are two sets of AutoArchive settings: global
settings and per-folder settings.

Turning AutoArchive On or Off

1. Click the File » Options » Advanced » AutoArchive Settings... button.

Outlook Options ? X

General

@ Options for working with Outlook.
Mail

Calendar Outlook panes

Groups El Customize Qutlook panes.
Navigation...
People Reading Pane...

Tasks
Qutlook start and exit

Search

Language @ Start Outlook in this folder: |[EInbox

Empty Deleted Items folders when exiting Cutlook

Ease of Access

AutoArchive

Customize Ribben FlE Reduce mailbox size by deleting or moving old items to an archive data file. | Autohrchive Settings... |

Ouick Access Toolbar

FIGURE 8-3

2. At the top of the following dialog, you'll see Run AutoArchive every __ days. If that box is
not checked, it will not run. As you can see from the following screen shot, you have many
options for this:
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AutoArchive X

Run Autohrchive every |7 * days
Prompt before AutoArchive runs
During AutoArchive:
[ ]Delete expired items (email folders only)
[] Archive or delete old items
Show archive folder in folder list
Default folder settings for archiving
Clean out items older than | & : Months
(@ Move old items to:

ChUsers\ddavi,OneDrive\Documentsy Browse...
() Permanently delete old items

Apply these settings to all folders now

To specify different archive settings for any folder,
right-click on the folder and choose Properties, then go to

the AutoArchive tab.

FIGURE 8-4

Controlling the Archive Settings of a Specific Folder

You can control what any folder does in Outlook by following these steps: Right-click the folder
+ Properties » AutoArchive tab » Make your changes and click OK.

Saving Email Messages Outside of Outlook

When an email message is in your Outlook inbox, it is just a record in a database and not a
discreet document like a Word file. That fact is a big part of the problem associated with
organizing and storing them. Email related to a particular matter is stored in one place; and word
processor files related to that matter are stored somewhere else. However, you can create
documents out of those emails and those documents can be stored with every other document
related to a particular matter or issue.

Saving Email as a Document

The classic problem that law firms have if they do not own a document management system is
saving and finding matter-specific email. Why? Because people (1) keep them in their individual
inboxes, or (2) save them in subfolders within their own inbox (which no one else has access to),
or (3) delete the email altogether. Email is valuable correspondence that in most circumstances
should be saved. However, in a law firm or legal department, it should not be saved within one's
own individual inbox.

As it turns out, you can save email much like you save a Microsoft Word document clicking the
File » Save As. We recommend that you save as Outlook Message Format - Unicode (*.msg)
and this is the default file type.

The significant benefit of .msg files is that they also capture any attachments. If you open an MSG
file years later and the original email had a Word file and a PDF file attached to it, they will still be
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there in their native form. Of course, best practice is to separately save all attachments into the
public folders where others in your office can find them and not leave them only attached to
email.

You can also save email as Text Only although you'll lose any formatting that was in the email
and you'll lose the attachments (if any). Saving as an MSGC file will retain the original formatting,
look, and feel of the email, while also keeping the attachments.

Saving Email by Dragging into a File Explorer Folder

You can clean out your inbox or subfolders under your inbox by cascading the windows and
simply dragging and dropping all of them into the desired folder. This will COPY the emails over
into that folder, saving them automatically as MSG (native Outlook Message Format) files, which
preserves the metadata and all attachments.

4 i <
~ Name dSugrites Search Demo Emails
3 Quick access Inbox
Training Al Unread
m Desktop Archive 1571 _
‘,ﬂ Clean Restart
2 Document Departmer Inbox - Group Hilton Honors
Affinity Internal NetDocs Group Your March Hilton Honors Statement

o Danielle ‘--—-S-_--—--

& Word Start Up Deleted ltems 645 Danielle DavisRoe

& Answer Files Drafts [21] ' Your Test File

¢ 2018 Awesome Sauce ActionStep Heads Up A

wvery
2 Management Consulti i
DEDEES & Create Wherever You Go

22 Succession Planning v

FIGURE 8-5

Saving Email with Document Management Programs (DMS)

While document management programs (NetDocuments, Worldox, iManage, etc.) were
originally thought of as only word processing document repositories, that is no longer true. They
can now hold just about any type of computer file (word processor, PDF, TIF, email, JPG, etc.).

NetDocuments Example

Using NetDocuments as an example, you can move email into the document management
system by dragging and dropping (see below). Once profiled and saved, the emails are stored
within the client/matter structure and easily searchable and accessible by anyone who uses the
document management system (NetDocuments, in this case). It's also important to note that
you can save them one-at-a-time or large quantities of them all at once.

SEnToT Ups UPQate - 3722719 3722720719
-~ . .
/) punger@afflnltyconsultlng.com REALLY great meeting guys. That was 23 minutes well spent.
4 Inbox Russell Duncan P
. . N 3/21/2019
4 ! Clients Projects Drag and Drop to Outlook
folder mapped to a matter [1at to my notes.
a - AAA Corp - (nd) in NetDocuments
o Gborgeserons
a - ACC - Association of Corporate... « Personal Invitation 3/21/2019
m NetBPocuments A Dear Paul, | trust this email finds you well. | would like to
FIGURE 8-6
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Saving Email Using a Case/Practice Management Program

This would include programs like Actionstep, Cosmolex, Centerbase, Clio, PracticeMaster, etc. If
you have a case management program with Outlook integration, you can streamline the saving
of email by saving them directly into the matter within the case management program. You can
also auto-associate emails by setting up rules within the practice management program based

on the sender.

Saving

Email as PDF Files

If you have a PDF program which integrates with Outlook, the PDF program will install a few
buttons and an additional menu in Microsoft Outlook that make saving email as PDF files easier,

faster and better. For those who wish

they had a good way to archive and store emails and

attachments, this integration can be a lifesaver.

On some levels, saving emails as PDF

files is better than saving as MSG files. That's because

Acrobat is an open standard (Adobe released their patent rights to the file format in 2008). As

such, you can feel pretty confident that

you'll be able to open PDF files in 20 years. Further, if you

use an integrated PDF program as described above, it will also capture the attachments just like

MSG files do.
File Home  Send / Receive
ol |
y il ¥
Selected | Selected

Messages ~ | Folders ~

Y Create Mew PDF...

Append to Existing PDF...

Change Conversion

Add-ins

[T
I.I_a’“
[+ 18

Setup Automatic
Archival

Folder  View Help  Acrobat

-
—
-5

Settings

FIGURE 8-7

PDF Programs Which Integrate with Outlook

Adobe Acrobat

Acrobat - Creating PDFs from Individual Emails or Entire Folders: Simply select

individual emails (Ctrl + left click) or select entire folders; then click the Adobe PDF ribbon

» Selected Messages ¥ Create

New PDF. This will create a single PDF which contains all

of the emails you've selected and all of the attachments thereto.

Acrobat - Adding Subsequent Emails to Existing PDFs: If you receive additional emails

which need to be added to an existing PDF archive, simply choose Selected Messages
Append to Existing Adobe PDF.

Acrobat - Automatic Archival: Using the Setup Automatic Archival button, you an also

setup folders to automatically archive themselves. This would be particularly useful if you
have setup Outlook rules to automatically sort your email into specific folders and then
use Acrobat to automatically archive it.
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File Home  Send / Receive Folder View  Add-ins Help  Acrobat
= =i
ﬂf .'_,1?. -'E Lj?:
Selected  Selected Change Conversion || Setup Automatic
Messages ~ Folders ~ Settings Archival
Caonvert Preferences Archive
FIGURE 8-8

Saving PDFs Without Acrobat

Other PDF programs that cost a lot less than Acrobat offer similar functionality to that described
above with Outlook. For example, all of the following are fantastic:

¢ Kofax Power PDF Advanced: Matches features of Acrobat Professional. Windows only.
o Kofax Power PDF Standard: Matches features of Acrobat Standard. Windows only.

e Foxit PDF Editor Pro: Very strong feature match with Acrobat Pro. Windows only.

e Foxit PDF Editor: Strong match with Acrobat Standard. Windows only.

e Nitro Productivity Suite: Nitro Pro (included with the suite, but which cannot be
purchased separately) matches the features of Acrobat Professional. Windows only.

If you have Outlook and one of the foregoing programs but don’t see any special buttons in
Outlook, there are several possible causes.

e Incompatibility: The first possibility is that your versions of each program aren't
compatible. For example, if you have Outlook 2019 and Acrobat 10, you're not going to get
the integration because Acrobat 10 isn't compatible with Outlook 2019. Instead, you need
to upgrade to Acrobat DC which is compatible with Outlook 2019.

¢ Installation Order: The second possible cause is the order of installation. For example,
assume you have Outlook 365 and Acrobat DC. Those two versions are compatible for the
integration to work. However, if you installed Acrobat first and then Outlook, you're not
going to see the buttons. When you install Acrobat, it needs to find Outlook already on
your computer in order to install its integration. In this case, you might need to re-install
Acrobat so it can find your Outlook installation and add the integration.

e Add-In Disabled: Outlook add-ins get disabled sometimes. To re-enable them, go to File
+ Options » Add-Ins® Go... and check the box to re-enable the add-in.

Email Storage Tips
Store Email with Other Related Files

Store the email in the same location as other electronic files related to any particular matter. Any
system that requires you to save email separately from other electronic files related to a matter
is inadequate.

Delete or Archive Email Once Stored

After an email is stored into a folder or a document management system, delete or archive it.
Keep Outlook as clean as possible.

MICROSOFT OUTLOOK FOR LECAL PROFESSIONALS PAGE 58



A

Alq
e
Affinity CHAPTER 8

Always Separately Save Attached Documents

Outlook is NOT a document management system and should not be used as a document
repository. Documents attached to Outlook emails are actually stored in a temporary folder
structure that is incredibly convoluted and is normally hidden. For example, the attachment to
an email | just opened is stored in my hard drive under this folder:

C\Users\barron\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\
OOTOASES

For the record, that's 8 folders deep and the structure from \Temporary Internet Files down is not
even visible in Windows Explorer. The point is, it is incredibly easy to lose attached documents
that aren't saved separately (unless you have a document management system that saves
attachments at the same time the email itself is saved).

Stop Printing Email

If you've saved email digitally, then they're easily searchable and printing them to throw in paper
files only makes your paper files fatter, harder to manage and harder to search.

Benefits of Storing Email Outside of Outlook
No Worry About Email Storage Limitations

If you offload the email in your Outlook folder structure and save them as separate files or in other
programs, then you can get them out of Outlook. As such, the IT folks will stop complaining that
you're overloading the Exchange server and your computer will operate faster.

Everyone Else Can Find Them Too

Once saved as separate files, others in your office will be able to find these important client
communications. You're on your way to building a complete digital file.

Searchable Like All Other Documents

If you're saving into a document management system, then the content of all email stored
therein is searchable. If the email is stored as separate files (PDFs, MSGC files), then there are free
or very inexpensive search programs that can help you find any of them by the words contained
inside them.

Saving Attachments to Email

Open the email, right click the attachment, and choose Save As. To save all attachments once,
choose Save All Attachments.
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EMAIL: DEALING WITH

SPAM

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

If unwanted emails are flooding your email, you can use Outlook's junk email settings to send
emails to your junk email folder.

Junk Mail Options

You'll find the junk mail options on the Home ribbon % Delete group # Junk button % Junk
Email Options.

Junk Email Options - ddavisroe@affinityconsulting.com X

Options  Safe Senders Safe Recipients Blocked Senders  International

r d‘ Outlook can move messages that appear to be junk email into a special
Junk Email folder.

Choose the level of junk email protection you want:

(@ Mo Automatic Filtering. Mail from blocked senders is still moved to
the Junk Email folder.

{_JLow: Move the most obvious junk email to the Junk Email folder.

() High: Mast junk email is caught, but some regular mail may be
caught as well. Check your Junk Email folder often.

() Safe Lists Only: Only mail from people or domains on your Safe
Senders List or Safe Recipients List will be delivered to your Inbox.

[ ]Permanently delete suspected junk email instead of moving it to the
Junk Email folder

warn me about suspicious domain names in email addresses.
(recommended)

FIGURE 9-1

Select No Automatic Filtering if you do not want Outlook to automatically filter suspected spam
into your junk email folder. Use this you use another service to quarantine spam for you.

If you select Safe Lists Only, Outlook will send all email to your junk email folder unless the sender
has been added to your safe senders or recipients list.

Low or High will use Al to determine which emails are likely spam and filter them into the junk
email folder accordingly.
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Checking the box to permanently delete suspected junk email will skip your junk email folder. If
any legitimate email is suspected of being spam, you will not be able to retrieve it.

Block Senders

The easiest way to do this is to right-click on an email from a sender you want to block in the
future. Right-click the email, choose Junk # Block Sender. You can also block all emails from
someone at the sender's domain.

Safe Senders

To add someone to your safe senders list, right-click on an email from them, and choose Junk »
Never Block Sender. You can also add the sender's domain to your safe senders list, ensuring
you never miss an email from someone at that domain.

Managing Blocked and Safe Sender Lists

Open your junk email options: Home ribbon # Delete group # Junk button % Junk Email
Options.

Open the Safe Senders tab to see a list of safe email addresses and domains. To remove one, click
on it and click on the Remove button.

Open the Blocked Senders tab to see a list of blocked email addresses and domains. To remove
one, click on it and click on the Remove button.
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CALENDAR

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Configuring the Calendar View

Almost everything in the calendar view can be turned on or off from the controls on the View tab.

The diagram below shows the controls for the various panels.

P Search

File  Home Send/Receve  Folder View  Add-ins  Help  Grammarly  Acrobat  Meeting Series

C = Time Scale ~ =
G &YIDOEEE B S & E
Change View Resct | | Day | Work Week Month Schedule — Color | Use Tighter Folder Reading To-Do | Reminders Openin New Close
View ~ Settings View Week View | - Spagj

Current View

Apri 2021

45 s 9w
n“u oS 6 T
s 2002 22 on
%27 W BN

May 2021
SUMO TU WE TH FR S

AR TR S S W T
9101 12U
BT w2
BunHT BB
0123 e s

(8] My Calendars

£ Attty Insight

~[] Al Affinity
(1 Adsm Ringe

[ Alex Palzewicz

g m
g pm
a m
g m
g m
etrad G M
Smith . White - Witness . [3 o
Dratt Compisint @ P
v M Tosay
> N
o M
m
o p
o
o M
oM
S P
e. P
m
- - S m
oM
o
o R
o N
o M
PR

1) Alison Wendell
‘Show tasks on: Due Date Due Date Reminder Time In Folder vis
Quick Question Wes 020 Wed4/152020 None L
g Thu 4162020 020 None L]
(= Thu4/162020 Thu4/16/2020  None L]
o nd our dientst - and . Thu 4162020 Thu416:2020  None ]
Ths folder 1 up to date.  Connected 10 Microsoft Exchangs

To see tasks underneath the calendar, activate the “Daily Task List” on the View tab.

Creating Appointments and Meetings

An appointment is an event on your calendar. A meeting is an appointment that others are
invited to. Create either fromm the Home ribbon using the New Appointment or New Meeting
buttons. Alternatively, you can click on the start time on your calendar and press Ctrl + Shift + A.
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Converting an Appointment to a Meeting

You can make an appointment a meeting by clicking on the Invite Attendees button on the
Appointment ribbon.

File Appointment  Scheduling Assistant  Insert  Format Text  Review  Help
e m Calendar $ Qi_ ESHDWAS' I:' BLIS}" M G
|_| \ —
Delete 5 Forward Tear_ns Irvite I:_L Reminder: 15 minutes .. Recurrence
Meeting Attendees
Undo Adtions Teams Meeting  Attendees Options

FIGURE 10-2

All-Day Appointments

You can schedule an all-day appointment by checking the All day box.

File Appointment  Scheduling Assistant  Insert  Format Text  Review  Help
Ty m . . 5" B
Calendar * p Show As: Bus -
. = 4+ = 1 Busy D Og
Delete % Forward Teams Invite g Reminder 15 minutes . Recurrence  Catego
Meeting Attendees -
Undo Actions Teams Meeting | Attendees Options
Title
Save &
Close Start time Tue 12/14/2021 E 4:00 PM - 7 A day ] @ Time zones
End time Tue 12/14/2021 E 4:30 PM w| 4% Make Recurring
Location
FIGURE 10-3

All day appointments show up at the top of the calendar. If others have access to your calendar,
it can be easy for them to miss all day appointments. Therefore, many people schedule all day
events from 8 am to 5 pm to make them hard to miss.
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FIGURE 10-4

Making Appointment Private

Right click on calendar and select “Private.” No one you share your calendar with will be able to
see the details of the appointment. Outlook will continue to show the time of the appointment
as busy.

Adding Attachments to Appointments

You can add attachments to appointments by dragging and dropping files into the Notes field
or using the Attach File button on the Insert ribbon.

Duplicating an Appointment

Hold down the control key and drag the appointment to a different date or use Ctrl + C to copy
the appointment and Ctrl + V to paste it. You will need to then send any meeting invitations on
a duplicated appointment.: open the meeting and click on the Send button.

Recurring Appointments

Recurring appointments are denoted by a = symbol.

FIGURE 10-5

To make an appointment a recurring appointment, click on the Recurrence button on the
Appointment ribbon.
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File Appointment  Scheduling Assistant  Insert  Format Text  Review  Help

m Calendar * pi Eﬂhuwhs: I:'BLIS}" e G

Delete 5 Forward ~ Tear_ns [nvite l:_l. Reminder: 15 minutes | Recurrence
Meeting Attendees

Undao Adtions Teams Meeting  Attendees Options

FIGURE 10-6

Recurrence Pattern

Daily recurrence is used for appointments that occur every day, every weekday, or a specific
number of days apart.

Weekly recurrence is used for appointments that recur on the same day(s) of the week every
week or a specific number of weeks apart.

Monthly recurrence is used for appointments that occur on the same day each month, whether
that is the 14t day or the first Friday every month or a specific number of months apart.

Yearly recurrence is used for appointments that occur on the same day each year, whether that
is the 14t day of September or the first Friday or May every year or a specific number of years
apart.

Range of Recurrence

The recurrence can continue indefinitely or can end after a specific numlber of occurrences or on
a certain date.

Changing Recurring Appointments

When opening a recurring appointment, Outlook will ask whether you want to open just this
appointment or the entire series. Open just this appointment to make any changes specific that
one occasion. Open the entire series to makes changes to all appointments.

Appointments that differ from the series are denoted with slash through the recurrence symbol.

FIGURE 10-7

If you later edit the times or days of the series, any changes you made to specific appointments
will be overwritten by the new recurrence.

Scheduling Meetings

Scheduling meetings can be challenging when everyone has a busy schedule. Luckily, Outlook
has some tricks you can use to make finding time to meet easier.

Scheduling Assistant

For those whose calendarsyou are able to see (see page 70), you can use the Scheduling Assistant
to see their availability when scheduling meetings.
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1. Onthe Home ribbon, in the New group, click on New Meeting.

2. Click on the Scheduling Assistant tab.

CHAPTER10

3. Click on Add required attendee or Add optional attendee to add someone's availability.

o™} Untitled - Appointment £ search

File Appointment Format Text

o R A& H

Scheduling Assistant  Insert

Refresh  AutoPick Add Add Options
Availability ~ Attendees Rooms ~
Scheduling Attendees Options
Start time Tue 12/14/2021 =
End time Tue 12/14/2021 i
1FM 2PM 3PM 4 FM 8 AM
All Attendees

~ Required Attendee

Review  Help

4:00 PM

430 PM

- [ an day O @ Time zones

w| 4 Make Recurring

Tuesday, December 14, 2021

10 AM 11 AM 12 PM 1FM 2PM

|Z Danielle DavisRoe

IPhiII Out|

IWUrd Trai|

IMicII Fich

IAffilIJoh||

I Affinity c:l TM‘rI 1pm Excell Affn}L Trid|

Add required attendee |

~ Optional Attendee

I Add optional attendee I

]

3FM

*

FIGURE 10-8

Add-In: FindTime

FindTime is an Outlook add-in that makes it easier to schedule meetings with people outside of

your organization.

Installing FindTime

Start by installing it from the app store:
1. Onthe Home ribbon, click on Get Add-Ins.
2. Search for FindTime.
3. Click on the Add button.

Using FindTime

To use FindTime when drafting an email:
1. Add required attendees to the To field.
Add optional attendees to the Cc field.

INSNEEEN

the individual's name.
e Green: Available

e Red: Unavailable
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On the Message ribbon, click on New Meeting Poll.

In the FindTime pane, availability will be shown by color. Hover over the silhouette to see
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Gray: Unknown (people outside your organization or whose calendar you do not have

permissions to see)

Underlined: Required Attendee

5. Click on times to offer them as possible meeting times for the attendees.

FindTime X

6. Click Next.

B> From v ddavisroe@affinityconsulting.com
Send T Select times for your poll
Duration
Cc
30 minutes v~/ Work hours
Bcc
(UTC-05:00) Eastern Time (US & Canada) v
Subject
E‘li LA = sl £ ER. February 2021 >
31 01 02 03 04 05 06 >
—
Danielle DavisRoe, Esq. | Senior Consultant Thursday February 4
Affinity Consulting Group
1550 Old Henderson Road, Suite 5150 | Columbus, OH 43220 Sort by Availability | Time @
614-340-3444 | 614-310-8352 (direct dial)
ddavisroe@affinityconsulting com . &
affinityconsulting.com s3oam {00 fo [@
A Affinity L w
SRR, CONSULTING
Other times
nnnnnn Aanma N e

7. Change the settings as desired and click on Add to email.

Attendees will receive a link with the proposed meeting times. They will be prompted to select

their name from the list of attendees and can get specify which times work for them.

Invitation to meet
(© 30 minutes duration
©  Nolocation provided

g 2 options provided

®  (UTC-05:00) Eastern Time (US & Canada)
Show availability
Organizer
BB FindTime poll
Danielle DavisRoe
Choose times you prefer or are available How others voted Required Attendees
Thursday, Febi 04, 2021 Danielle DavisR... N
ursday. February anielie Davis j You (Danielle DavisRoe)
8:30 AM QO Prefer | v Yes X No v |- Add required attendee
9:00 AM QO Prefer  Yes % No v Optional Attendees
|- Add optional attendee
{- Propose another time
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Rooms

If your organization uses Outlook to schedule conference rooms or other locations, you can add
that room directly to your calendar appointment or use the Room Finder to locate an available
room.

Scheduling a Room
To schedule a room to an appointment or meeting:
1. Click on the Location button.
2. Double-click on the name of the room.
3. Click OK.

Checking Room Availability
To check what rooms are available for an appointment or meeting:
1. On the Scheduling Assistant ribbon, click on Add Rooms.
Double-click on the names of the rooms.
Click OK.

On the Room Finder pane, see which rooms are available at which times.

INNINEEN
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B8 Untitled - Meeting

File Meeting

Scheduling Assistant  Insert

£ search

Format Text ~ Review Help

< R A& U &

Refresh  AutoPick Add Add | Room Options
Availability ~ Attendees Rooms |Finder ~
Scheduling Attendees Options
B’ Start time Tue 12/14/2021 [=]|| 400PM [ Alday
Send End time Tue 12/14/2021 E 430 PM w| 4% Make Recurr
Tuesday, December 14, 2021
1FM 2PM 3PM 4 FM 8 AM 3 AM 10 AM 11 AP

~ Required Attendee
Danielle DavisRoe
Add required attends
~ Optional Attendee
Add optional attend:
~ Resource (Room or...
Affinity Marketing

Add resource

IPhiII Out| IWord Trai| IMicII Pich IAffinityC
< 3 »

B Busy B Tentative B Out of Office F¥ Working Elsewhere [N Mo Information [T Outside of working hou

Room Finder

Building Clear filters

Select a building

Capacity Floor
Any ” Any :
Features

No features available

Suggested conference rooms

Azure Epona

@ Available 2100
Azure NetDocuments
© Available 2100
Azure Worldox

© Available 2100
PMProjects

© Available 250
Centerbase Demao Server
@ Available 2100
CricnDemoServer

@ Available 2100
Zola Deme Server

@ Available 2100

ActionStep Demo Server

FIGURE 10-11

Viewing Your Calendar

Arrange Options

You can easily switch between a single day view, your work week, the full week, and a month use

the arrange buttons found on the Home and View ribbons.

GoTo

The Home ribbon's Go To options allow you to quickly navigate to the current day or see the next
7 days.

Viewing Non-Contiguous Days Side-By-Side

To view non-contiguous days side-by-side:

Go to your Outlook calendar and click on the Day button.

2. Left click on the first day you want to see.
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3. Now hold down on the Ctrl key and left click the rest of the days.
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Move an Appointment by Dragging It

If an appointment gets moved, the easiest way to make the change on your calendar is by
dragging it to the new day. When you're in the calendar in Outlook, the “Folder Pane” on the left
side of the screen can be re-sized to show you multiple months. An appointment from the right
side of your screen can be dragged to any day you see on the left.

T 2 3 4 5 6

8 9 10 11 12 13

15 1719 20

22 23 24 %5 26 27
29 30

October 2013

SU MO TU WE TH FR

1.2 3 4

§ 7 8 9 10 11

7
14
2
28

SA
5
12

16 17 19

13 mEl*

20 21 22 23 24 25
27 28 29 30 31

November 2013

SU MO TU WE TH FR
1

3 4 5 6 T &
10 11 12 13 14 15
17 18 19 20 21 22
24 25 26 27 28 29
1 2 3 4 5 &

u My Calendars

26

l Breakfast meeting ||

FIGURE 10-12

If you want to copy the appointment rather than move it, follow the steps above, but hold down

on the Ctrl key at the same time.

Reminders

Outlook allows you to add one pop up reminder to each appointment. If you need additional
reminders, you'll need to create separate appointments to remind you. Alternatively, you can set
the reminder for the first time you want reminded and then snooze the reminder when it pops

up.

Sharing Calendars
Opening a Shared Calendar

Click Open Calendar on the Home tab and then Open Shared Calendar or File®»Open+®Other
User's Folder.

Sharing Your Calendar

Click Share Calendar on the Home tab to send an invitation.

Giving Elevated Permissions

Click Calendar Permissions on the Home tab, click the user, then set the permissions and click

OK.
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Creating Calendar Groups

Select Calendar Groups on the Home tab and Create new calendar group. Add calendars or
rearrange calendars by dragging and dropping from another group.
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Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Creating New Contacts

On the Home ribbon, click on New Contact, drag and drop email on People button, or right-click
on email address and select add to contacts.

People View

Outlook defaults to the “new” People view by default. To change back to an older view, just click
a different view in the Current View box on the Home ribbon. The new people view has a
streamlined interface and a streamlined editing dialog box for contacts. The people view also
tries to aggregate contacts: if the same person is in Outlook twice, the people pane will recognize
the same name, link the contact cards, and present them as one card.

Contact Groups

If you routinely send email to a group of people, you can create a distribution list or contact group
which will make it much easier. To create one, go to your Contacts in Outlook » New Contact
Group button (Home ribbon) » name the group and add the appropriate email addresses.

Quick Contact Search

For the Quick Contact Search, just hit the F11 key and type in a first or last name.
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Default Outlook to Your Contacts Address Book

CHAPTERT

When you click the TO button in a new Outlook email, if you have Microsoft Exchange, it defaults
to Global Address List which is your internal contact list. This forces you to switch to "Contacts"
from the drop-down list every time in order to search your Outlook contacts for an email address.
Click Mail in Outlook # on the Home ribbon, click the Address Book button # Tools menu »

Options » under When opening the address book... choose Contacts.

Addressing

When sending e-mail, check address lists in this order:

O' Start with Global Address List

() Start with contact folders

() Custom

Global Address List
Contacts

Add... Remove Properties

When opening the address book, show this address list first:
Contacts W

FIGURE 11-1
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Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Configuring the Tasks View

Almost everything in the tasks view can be turned on or off from the controls on the View tab.
The diagram below shows the controls for the various panels.

P search &

¢ View  Addins  Help  Grammary  Acrobat

1L Reverse sart
1 Add Colurnns

covies P susone [ ouebne

B type | jmportance 2}

G BPEDEED

(]
B ® mwEERE®

B2 @ & B -

Fiter appied Updating Inbox.  Connected to: Microsaft Exchange | (T8 Bl

FIGURE 12-1

Tasks vs To-Do List

Atask is a separate item in a task folder. One or multiple task folders can be created (for example
a task folder could be created for an individual project). The To-Do List aggregates all of the
flagged items (emails) and all of the tasks from all of the folders into one list. Think of the To-Do
List as a “master task list.”

® W R E®R R RR R RT R RRRBDW

+

§

Creating Tasks

Click New Task on the Home ribbon or drag and drop email to Task button or screen.
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Setting Task Reminder

Check the Reminder box below the task end date and set a reminder date and time.

Hiding Completed Tasks

To hide completed tasks, click View Settings on the task View ribbon, then Filter, then
Advanced, and add Complete equals No to the list.

Assigning Tasks

Open the task, click Assign Task, enter an email address, and click send. The Assignee now
becomes the owner of the task and is the only one that can make changes to it. The Assignee
can also send status reports back to the Assignor. There is a built-in view under Change View to
view assigned tasks in a folder.

Flags

Flagging an email will make the email appear in the To-Do list, but that is not the same as
creating a task. A flagged email will disappear off the To-Do list if the email is deleted. However,
a task created from an email (via drag and drop) creates a separate task item, independent of the
email. An independent task item will stay on the task list even if the original email is deleted.

Flags are a great way to alert you to follow up on an important email, especially if your plan is to
delay action with the email for a day or so. Simply right click on the desired email and select
Follow Up and then select the desired follow-up flag.

f‘\‘c"CI)l VL Ve ur_!uau W T T. 1T T TV
. Follow Up 4 Fj Today
Brittany Pa... Annual Conf
= Find Related v | Tomorrow
Brittany Pa...Annual Conf Quick Steps » |8 This Week
Hilton Hono... Danielle, intrc i Rules v | B Next Week
. . T \ No Date
Hilton Hon... Claim your [ B Move | =
. . . 'F"@ Ignore F:' Custom...
Hilton Hono... Danielle, Poin _
@ Junk 3 Q Add Reminder..
Hilton Hono... Claim unlimit: [l Delete ~ Mark Complete
Hilton Hono... Danielle, you &= Archive..
Hilton Hono... We see you h <" Conyert to Adobe PDF P
. =% Append to Adobe PDF
Brittany Parr... Annual Conference: satura... sat 37372018 8:57 AM

FIGURE 12-2
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You can set a custom date as well. Outlook will notify alert you on the date and time specified.

Custom X

Flagging creates a to-do item that reminds you to follow up. After you
follow up, you can mark the to-do item complete.

Y Flag to Follow L.|p| e

Start date  Friday, January 11, 2019
Due date  Friday, January 11, 2019 w
[ |Reminder
Friday, January 11, 2019 b 4:00 PM g iz
Clear Flag Cancel
FIGURE 12-3
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MICROSOFT TO DO

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Microsoft To Do is the online and app interface for Outlook tasks. Use To Do in tandem with
Outlook tasks or without ever using tasks in Outlook. You can access it by logging into office.com,
using the Windows app, or downloading the app to your mobile devices. To Do is available within

Outlook for 365 users, by clicking on the navigation button.

Interface

To Do is organized into smart lists and lists, available from the navigation pane on the left-hand
side.

,O
¢

Doe v. Smith

% My Day +  Add a task

% Impartant

) Planned

~ 1ef3 . BO 03,2020 « @ AMinity Insight

2, Assigned to you

O Flagged emai

 Draft Complaint
' BOverdue, d, December 2, 2020

Completed

= Doe v. Smith 3
., Bfoor men cient egaraimg Rl the compart
+ Newlist [0 @

FIGURE 13-1

To collapse the navigation pane to just icons, click on the < button at the top of the pane.

- My Day

37 Important

Planned Fi

FIGURE 13-2
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Task Details
To open the task pane to view details about a task, click on the name of the task.

_ -

Doe v. Smith

% My Day

% Important

[ Planned

2 Assigned to you

R Flagged email

R Tasks 10

FIGURE 13-3

Sync Between Outlook and To Do

Tasks automatically sync between Outlook and To Do. Tasks added in Outlook will automatically
appear in To Do and vice versa. However, not all of the fields and options sync between the two.
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The task name, due date, reminder, details, attachments, recurrence, categories,
priority/importance, and folder/list sync between Outlook and To Do.
< Request Discovery - Task () Request Discovery *
File Task Insert Format Text Review Help Acrobat Q  Tell me what you want to do
% My Day > = ™ mE g Q RFP X
[E.']'_‘| I =3 E% v @2 @ o os M | Q
1 rtant Save & Delete Forward | | Task Details Mark  Assign Send Status | Recurrence | Categorize Follow = * Zoom .
mportan \ oy Complete Task  Report ? Up~ O Interrogatories *
E Planned Adtions Show Manage Task Recurrence Tags Zoom ~ O Admissions %
maffinity Insight
Q Assigned to you -
Next step
F Flagged email Subject
fnr Tasks
Start date Status In Progress -
— ) Due date Thu 12/3/2020 Priarity High | % Complete |25% :
= Doe v. Smith Remind me at 8:30 AM
[¥] Reminder Fri 3/26/2021 ol der Time | 2:30 AM - | a Owner Danielle DavisRoe 4 Fri, M 26

New list
R AR AR

E“

Acrobat -
Request the typical documents.

In Folder’ Doev. Smith

Exercise - Adobs

CHAPTER 13

What Syncs

Overdue, Thu, December 3, 2020

&l

Repeat

Bri...

<7 | Affinity Insight | Pick a categary

3 Exercise - Adobe Acrobat - Brief.pdf
37.8KB PDF
I Add file

-..‘Requesl the typical documents.<< Exercise - Adobe

Acrobat - Brief pdf >>

Updated Yesterday
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FIGURE 13-4
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sync with Outlook.

What Doesn't Sync

Outlook's start date, status, and percent complete do not sync with To Do. To Do's steps do not

Request Discovery - Task

Exercise - Adobe
Acrobat - Bri...
Request the typical documents.

In Folder Doe v. Smith

File Task Insert Format Text Review Help Acrobat Q Tell me what you want to do
FI SR v 33O M mEaQ
& 4 4| v [k | O cm ,
Y Important Save & Delete Forward = Task  Details Mark  Assign Send Status | Recurrence | Categorize Follow = | Zoom
Close Complete Task  Report ~ Up~
Planned Adtions Show Manage Task Recurrence Tags Zoom
|| Affinity Insignt
.Q. Assigned to you
M Flagged email Subject Request Discovery
Y Tasks
Start date Mon 11/30/2020 [ Status In Progress -
T T
L ) Due date Thu 12/3/2020 1| Ppriority High <] % complete | 25% =]
= Doe v. Smith =
F Newlist [¥] Reminder Fri 3/26/2021 [‘j Reminder Time | 8:30 AM - | & Qwner Danielle DavisRoe
ew lIs
R SR B R R R S S B SR SRR S BRI - SRR R R SRR

N

CHAPTER 13

Request Discovery *
RFP X
Interrogatories X

O Admissions ®
Next step

%+ Add to My Day
Q Remind me at 8:30 AM
Fri, March 26

Overdue, Thu, December 3, 2020

E2 Repeat

<J | Affinity Insight X | Pick a category

Exercise - Adobe Acrobat - Brief.pdf
57.8KB PDF

i Add file

Request the typical documents << Exercise - Adobe
Acrabat - Brief pdf >>

Updated Vesterday

FIGURE 13-5
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Right-clicking on a task pulls up a menu that lets you add the task to my day, mark it as
important, mark it as complete, set the due date to today or tomorrow, create a new list from the

task, move the task, copy the task, or delete the task.

Review Will
1t My Day "
#  Remowve from My Day
() Draft will ¥ Mark as important

(«) Mark as completed

f5] Due today
Due tomorrow
Create new list from this task
<X Move task to..
[ Copy task to...
] Delete task
FIGURE 13-6

If nothing happens when you right-click, enable the right-click menu.
the upper-right corner and open your settings.

:

Flagged email -

W Flagged messagss from the last 30 days, plus anything you flag from now on, will show up as tasks here. Leam mors

Flagged today

Chambliss HotDoes Request -

Click on the gear icon in

Contact preferences

Update contact preferences >

FIGURE 13-7

MICROSOFT OUTLOOK FOR LEGAL PROFESSIONALS

PAGE 81



A

Affinity

Under General, toggle on Show right-click menus.

CHAPTER 13

Settings

General

Confirm before deleting

@ o

Add new tasks on top

@ o

Move starred tasks to top

@ o

Play completion sound

@ o

Show right-click menus

@ o

FIGURE 13-8

Smart Lists

If you're unable to all of the smart lists listed below, click on the gear
corner and open your settings.

?

Flagged email -

W Flagged messages from the last 30 days. plus anything you flag from now on, will show up as tasks here. Leam more

Flagged today

Chambliss HotDocs Request - URGENT

ams Foliow Up

icon in the upper-right

Language and time zone
Change your language >

Password

Change your password

Cantact preferences.

Update contact preferences >

FIGURE 13-9

Toggle on the smart lists you want to see and toggle off Auto-hide empty smart lists, if you want
to see each list regardless of whether anything is in it (allowing you to drag-and-drop tasks to

many of the smart lists).
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Smart lists

Important

Completed

@ o

Assigned to you

@ o

Auto-hide empty smart lists
@ ) off

FIGURE 13-10
My Day

My Day resets every day. Start your day by selecting which tasks you want to focus on and adding
them to My Day to help you focus on today's priorities. Unfinished tasks remain on the task list,
they just disappear from My Day at the beginning of the following day.

To add tasks to My Day, either drag and drop the task onto My Day in the navigation pane or click
on Add to My Day in the task detail pane. You can also right-click on a task and select Add to My
Day.

Mark as completed

< Doe v. Smith - T, Sort AR Share () Check in With Client ¥r
- My Day 1 —+  Add atask + Add step
¥ Important . o~ 2 O Draft Complaint * )

# My Day - EJQverdue, Wed, December 2, 2020 - Add to My Day
[ Planned ~ ‘ :

@ Check in With Client
R Assigned to you £ Overdue, Mon, November 30, 2020 5 " .
£ Remind me

[ Flagged email O Request Discovery *

1of3 - BiOverdue, Thy, December 3, 2020 - 2 [ - © Affinity Insight 5 Overdue Mon November 30, 2020

FIGURE 13-11
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My Day can be sorted by importance, due date, alphabetically, or creation date by clicking on

Sort.

Important

Tasks marked as high priority in Outlook show up under Important in the To Do navigation pane
(as well as under Tasks and a list, if applicable). To add a task to the Important list in To Do, either
drag and drop the task onto Important in the navigation pane or right-click on the task and

select Mark as important. You can also click on the star to the right of the task.

i oo

< Doe v. Smith - Tl sort A Share
0 My Day 1 —~+  Add atask
37 Important ‘ 2 0 Draft Complaint *
‘ 2 My Day - B Owverdue, Wed, December 2, 2020
Planned —~ gy ~ !
_ aCheck in With Client
Q Assigned to you B Overdue, Mon, November 30, 2020 & ) -~
- Add to My Day
fo Flagged email O Request Discovery +*
1of3 - BlOverdue, Thy, December 3,2020 - Q2 |s% Mark as important
(ar Tasks 10
~ Completed ) Mark as completed
FIGURE 13-12
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Planned

Tasks with deadline appear under Planned organized by deadline. Overdue tasks appear at the
top under Earlier. Tasks due today show up under Today, tasks due to tomorrow show up under
Tomorrow, tasks due in the next week (other than ones due today or tomorrow) are under a date
range, and everything due father out shows up under Later.

< Planned -
o My Day 1 +  Add a task due today
3% Important 2 .
Earlier
T Planned 7
. ¢y Draft Wil
~  Assigned to you ' Tasks - B Overdue, Mon, March 22
FU Flagged email
& Today
@ Tasks 10
y Open up a new business formation matter for John Doe
" Tasks - BDueToday « & @
= Doev. Smith 3
™y Request Discovery *
L New list [0 =~ Doev.Smith - 10f3 - BlDueToday - @ @ -« M Filesattached - @ Affinity Insight
Tomorrow
¢y Check in With Client
~~ Doev.Smith - £ Due Tomormrow &
Fri, Mar 26 to Tue, Mar 30
¢~y Draft Complaint *
" Doew. Smith - # MyDay - B Due Mon, March 29
™ Send John Doe client intake form
*~ Tasks - B DueMon, March 29
Later
¢~y Draft POA for John Doe
~ Tacks - B Due Wed, May 12
= | A &

All of your tasks created in Outlook or To Do, tasks assigned to you Microsoft Planner or through
a shared list in To Do, and flagged emails show up under All, organized by type and list.

Completed

Tasks marked as complete show up under Completed, organized by type and list.

Assigned to You

Tasks that are assigned to you in Planner or in a shared task list in To Do, appear in the Assigned
to You smart list. Tasks delegated to you in Outlook do not show up here - those show up under
Tasks (see below).
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Flagged Email

Emails flagged in Outlook show up under Flagged email. Flagged emails can be sorted by
importance, due date, added to my day, alphabetically, or creation date by clicking on Sort.

Tasks

All Outlook and To Do tasks other than those assigned to by planner or in a shared list, appear
under Tasks. can be sorted by importance, due date, added to my day, alphabetically, or creation
date by clicking on Sort.

Lists

Lists allow you to categorize tasks by matter, type of task (ex: business development, active
matters, and personal), or team (for shared lists). Tasks on lists also appear in smart lists (as
described above).

Creating New Lists

To create a new list, click on + New List at the bottom of the navigation pane, type the name of
the list, and hit the enter key on your keyboard.
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©F My Day 2

3¢ Important 2

Planned 15

CO Al 27

@ Completed

o] Assigned to you 7

M Flagged email -

{fnt Tasks 11

i= Doe v. Smith 4

i= Broker Estate Plan g/ 2
Green Divnrcel [

FIGURE 13-14

Sync with Outlook Task Folders

Lists that you create in To Do automatically appear as folders in your Outlook tasks. Folders you
create in Outlook tasks automatically appear as lists in To Do.

Shared Lists
Sharing Lists

Lists can be shared with others in your organization, allowing tasks to be delegated through To
Do. To share a list:

1. Open the list by clicking on it in the navigation pane.
2. Click on Share.
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= O X
& Green Divorce - To Do X  + Q

& C & to-do.office.com/tasks/I-2e6gkgkpiaj * BB YL N 0 H

2
< Green Divorce - 11 Sort

% My Day +  Add a task
3% Important 3

Bl Planned 28

Co Al 40

@ Completed

Q Assigned to you 7

o Flagged email 17

@ Tasks 11

= Doe v. Smith 4

i= BrokerEstate Plan R 2

Green Divorce

FIGURE 13-15
3. Click on Create invitation link.

4. Share the link by inviting people via email or copying the link.

Share list X
List members
9 Danielle DavisRoe Owner
L

https.//to-do.microsoft.com/tasks/sharing?Invit

Amyone in your organization with this link can join and

edit this list

Manage access

FIGURE 13-16
5. Those who click on the link will be granted access to the shared list.

Once a list is shared, anyone in your organization with the link can join the list.

MICROSOFT OUTLOOK FOR LEGAL PROFESSIONALS PAGE 88



,
il \
—_—
Affinity CHAPTER13

Remove List Members

To prevent remove members from the list:

1. Open the list by clicking on it in the navigation pane.

2. Click on the sharing button.

< Broker Estate Plan - 1 Sert
0 My Day 4+ Add atask
3% Important 3
() Review Wil LI
—
[E] Planned 28
oo Al s O Drefwil [ I
(\:f) Completed
Q Assigned to you 7
[l Flagged email 17
i Tasks 1
= Doe v. Smith 4
i= Broker Estate Plan oA 2

3. Click on the x next to the name of the member to be removed.

Share list X
List members
ﬁ' Danielle DavisRoe Owner
—
9 Jeff Schoenberger X
FIGURE 13-18
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Prevent New List Members

To prevent additional people from becoming members of a list:

1. Open the list by clicking on it in the navigation pane.

2. Click on the sharing button.

< Broker Estate Plan - 1 Sert
0 My Day + Addatask
3% Important 3
¥ () Review Wil LI
-
[E] Planned 28
oo Al 0 (O Draftwil (<
(¥) Completed
9 Assigned to you 7
[l Flagged email 17
i Tasks 1
= Doe v. Smith 4
#= Broker Estate Plan o 2

3. Click on Manage access.

Share list x
List members
ﬂ Danielle DavisRoe Owner

e

o Jeff Schoenberger X

https://to-do.microsoft.com/tasks/sharing?Invit

Anyone in your organization with this link can join and

edrt this list

hanage access

FIGURE 13-20
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4. Toggle on Limit access to current members.

4 Manage access pd

Limit access to current members @ Off

Turn on this toggle to prevent new people from
Joining the list.

FIGURE 13-21
5. Click Limit access.
Stop Sharing
To stop sharing a list altogether:

1. Open the list by clicking on it in the navigation pane.

2. Click on the sharing button.

Broker Estate Plan - 1L sort

% My Day 4 Addatask
3¢ Important 3

P O Review Will N

-

Planned 28
o Al a0 (O Draftwil (s
@ Completed
2 Assigned to you 7
e Flagged email 17
ar Tasks 11
i= Doe v. Smith 4
= Broker Estate Plan (A 2
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3. Click on Manage access.

Share list x

List members

9 Danielle DavisRoe Owner
g

o Jeff Schoenberger X

https://to-do.microsoft.com/tasks/sharing?Invit

Anyone in your organization with this link can join and

edrt this list

hanage access

FIGURE 13-23
4. Click on Stop sharing.
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CATEGORIES

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Categories you to color code or tag an appointment, email, contact, or task with a named
category which has a color assigned to it. These are particularly helpful with appointments;
assigning a category to an appointment turns the entire appointment the color of the category.
You can also sort by category which can be useful with email.

Create Categories

Let's say you want to create a category called Billed which you will assign to each appointment
on your calendar AFTER it is billed. Just follow these steps:

1. Right-click an appointment you have billed.

2. Choose Categorize + All Categories.

Quick Print
Invite Attendees
Forward

Private
Show As 4
Categorize 4

EEEILDPF L D&

Delete

EEETEEN

Clear All Categories

Client Call

Coding

Follow Up

Holding for Coding
Meeting Participant
Out of Office
Reminder Only
Webinar

[T
oo

All Categories...

Set Quick Click..

FIGURE 14-1

3. Click the New... button and create a category as follows:
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4. Click OK » OK.

Add New Category

Mame: |Billed

Color: Shortcut Key: | (None)

S

FIGURE 14-2

Apply Categories

CHAPTER 14

Right-click on an item. Under categorize, select the desired category. You can apply more than
one category. If more than one category is applied to an appointment, the additional colors will

be shown as small boxes.

FIGURE 14-3
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SEARCHING

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Quick Search

In Outlook 2013/16 At the top of each mail folder, you'll see a box like the one below:

Search Current Mailbox £ | current Mailbox ~

FIGURE 15-1
In 2019/21/365, you'll see a search bar at the top of the application.

5 search

FIGURE 15-2

This will search for words you type in the email address or body of any email contained in that
folder.

The Search contextual tab will also appear, providing additional options.
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Advanced Search Capability

Advanced search gives you a tremendous number of options for searching through Outlook. Hit

Ctrl + Shift + F.
= Advanced Find - O *
Look Messages s~ | In: |Inbox Browse...
Messages More Choices Advanced
Search for the word(s): hd Stop
In: | subject field only h Mew Search
From...
Sent To...
[ ]where | am: the only person on the To line (_\
Time: none ~ | | Anytime
FIGURE 15-3

Search Folders for Repetitive Searches

Use search folders to reuse the same search over and over.

Creating Search Folders
To create a search folder:
1. On the Folder ribbon, click on the New Search Folder button.
Under Custom, select Create a custom Search Folder.
Click on the Choose... button.

Name the Search Folder.

oA W

Click on the Criteria... button to set up the search.
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Using Search Folders

Search folders appear in the Folder Pane, on the left-hand side. Click on the folder name to
repeat the search.

v ddavisroe@affinityconsul...

> Inbox
Sent [tems
Drafts [4]
» Deleted Items 67
Archive 3

» Conwversation History
Junk Email [15]
Outbox
CQuick Step Settings
R5S Subscriptions

b Search Folders

Missed Calls

Missed Conversations
Text Messages

Vioice Mail

FIGURE 15-4

Editing Search Folders
To edit a search folder:
1. Inthe Folder Pane, right-click on the name of the folder.

2. Click on Customize This Search Folder...

R55 Subscriptions I s Customize This Search Folder... |

Unwanted Properties...
> Worldox

Es Convert "Inbox Sent” to Adobe PDF

w Search Folders
& Append "Inbox Sent" to Adcbe PDE
Inbox & Sent

FIGURE 15-5
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TRAINING TO US.

- Comprehensive digital courses - Live training sessions
- Affordable membership plans - “Ask the Expert” sessions
- On-demand training videos - Customizable training plans

Affinity Insight offers insightful training programs created by legal professionals for
legal professionals. Our digital courses and training membership plans give you
access to some of Affinity’s most dynamic law firm management and legal
technology trainers—not just for a day or a week, but all year long. Join live training
sessions with your peers or learn at your own pace with bite-sized, on-demand
training modules. Design a custom training plan for yourself or everyone in your firm.
Learn more at https://affinityinsight.com
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