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Microsoft Outlook 2007
Tips and Tricks

Calendaring
1. Get the Big Picture with the To-Do Bar

See your calendar in conjunction with tickler reminders and to dos by using the “To-Do Bar.” If the
To-Do Bar is minimized (displayed vertically on the right side of your screen), click it once to bring it
to Normal view (oriented horizontally). If the To-Do Bar is not visible, click the View menu at the top
of the screen and choose To-Do Bar. Select “Normal” to see your To-Do Bar displayed horizontally.

2. Block Out Time on Your Calendar to Get Tasks Done

Create the task. Click on Calendar in the Navigation Pane. In the Daily and Weekly calendar views,
tasks appear at the bottom of the page. You can also make tasks visible by using the Normal view
setting in the To-Do Bar (See instructions above.) Select and drag the task to the desired date/time
on your calendar. (The task remains on the task list and is duplicated on the calendar as an
“appointment,” allowing you to use the allotted time to accomplish the task.) NOTE: Selecting is
done by left-clicking the task ONCE, holding the left mouse button down, and dragging the task to
the calendar.

3. Easily View Multiple Calendars

If you have shared calendar capability, or like to create multiple calendars for yourself (work
commitments, personal commitments, calendars for specific cases), it’s very easy to overlay your
calendars or see them side-by-side. In the Navigation Pane, locate the calendars you wish to view.
Left-click once in the check boxes next to the calendars you wish to see. Here is a sample side-by-
side view of two calendars:
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Here is a sample view of four calendars:
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To see multiple calendars in overlay mode, select the calendars you wish to view, click on the View
menu, and choose View in Overlay Mode.

4. Three Ways to Share Calendars in Outlook 2007

1. Microsoft Exchange Server
Requires a Microsoft Exchange Server account, specialized software, etc. Visit
http://www.microsoft.com/exchange/default.mspx for more information.

2. Internet Calendars
You can publish your calendar to the Internet and control who can access your calendar online.
A Microsoft Exchange Account is not required. Online calendars are searchable. (See Free
Resources from Microsoft for Outlook 2007 in this handout for more information.)

3. Calendar Snapshots
E-mail your calendar to another person in an e-mail message. The calendar appears in the body
of the message. NOTE: If the recipient is another Outlook 2007 user, they can choose to open
your e-mail as an Outlook calendar and display your Calendar Snapshot side-by-side next to their
Calendar. Recipients of Calendar Snapshots do not receive changes or updates unless you send
them a new Calendar Snapshot. (See detailed directions, next page.)



http://www.microsoft.com/exchange/default.mspx
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Sending a Calendar Snapshot (E-mailing Your Calendar to Someone)

10.

In Calendar, in the Navigation Pane, click Send Calendar via E-mail.

In the To box, enter the name of the person to whom you want to send the subscription
information.

From the Calendar list, choose the calendar to send. By default, your default Calendar is
selected. This is the Outlook calendar that is used to display your free/busy information
to others and where meeting requests are accepted.

From the Date Range list, choose the amount of calendar data to include in your e-mail
message, or click Specify dates to enter a custom date range. |TIP| If you choose a
large date range or click Whole calendar, you might create a large e-mail message.

In the Detail list, choose the amount of detail to show the recipients. By default, the
Availability only option is selected. None of the options include your items that are
marked private — unless you change the privacy option in Advanced options.

Optionally, you can restrict the information that is included in the e-mail message to
your working hours by selecting the Only show time within my working hours check
box. To change your working hours, click Set working hours.

Optionally, click Show to see the following Advanced options:

= Include details of items marked private This option requires Detail to be set to
Limited Details or Full Details. The existence of private items will be included,
but no further information will be shared.

* Include attachments within calendar items This option requires Detail to be set
to Full Details. All attachments on calendar items, such as spreadsheets, are
included.

NOTE | This might increase the size of the e-mail message significantly.

= E-mail Layout You can click Daily schedule or List of events to include your

schedule or alist of events.

Optionally, you can request permissions to view the recipient's default calendar. To do
so, select the Request permission to view recipient's Calendar check box.

NOTE | If you want access to an additional calendar that the recipient has created, for
example, a personal calendar, you must send an e-mail message asking for permissions
to that particular calendar. This option requests access only to the recipient's default
calendar.

Click Send.
Review the confirmation dialog box, and then, if it is correct, click OK.

If your calendar contains no items, a dialog box appears to provide you the option to
cancel the e-mail message.
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Selecting Options for E-Mailing Your Calendar:

Send a Calendar via E-mail

.ai Specify the calendar information yvou want ko include, Choose a

- calendar
Calendar: Calendar hd
Calendar
Date Range: |0 trer's Calendar /

Secretary's Calendar

Smith v, Smith
Detail: Availability only
Time will be shown as "Free," "Busy," "Tentative,"
or "Out of Office”
[ 5have time within my working hours anly Set working hours

(0] 4 ][ Cancel ]

Send a Calendar via E-mail

.J; Specify the calendar information you want ko include,

Calendar: Partrer's Calendar v
Date Rande: | Today [ |

Today < Choose a date

CMOrroe

. Mext 7 days

Detail: Mext 30 days

‘whole calendar

Specify dates. .. fendar
Advanced:

[o]'4 ] [ Cancel ]
Send a Calendar via E-mail Choose the amount of
detail you want to provide
.Jj Specify the calendar information you want ko include.,

Calendar: Partrer's Calendar v
Date Range: | spacify dates. .. v

Start: | Tue 11/20/2007 v | End: Tue 11jz0f2007 v
Detail: | e | Full details -

Includes the availability and Full details of calendar
items
Click Show >> to see additional

options (Make available details of
Advanced: < items marked private, include
attachments, and choose type of

o || ganeel | layout for your message.)
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What a Calendar Snapshot looks like in an e-mail message:
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“ Tue, Nov 20
Before 8:00 AM  Free

O 8:00 AM— 9:00 AM  Free
. 9:00 AM — 10:30 AM  Betty Client - initial consultation
O 10:30 AM - 5:00 PM  Free
| After 5:00 PM  Free

o
Tuesday, November 20, 2007
'S Time 9:00 AM - 10:30 AM

Subject Betty Client - initial consultation
Reminder 15 minutes

Show Time As Busy |z|
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Inviting Attendees to Appointments
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To invite someone to an appointment, simply open the appointment and click the “Invite

Attendees” icon:
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= g
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Start time: | Tue 11/20/2007 9:00 AM [+| DDA day event
Endtime: | Tue 11/20/2007 1030AM [ v

5|

»

In Folder: ﬁ Fartner's Calendar

An e-mail message opens. Click in the To... box and enter the e-mail address of the person you

wish to invite, then click Send:
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6. Create a Recurring Appointment (Applies to Tasks also)

Create a new appointment (From the File pull-down menu, choose: File, New, Appointment. From
the Navigation Pane, click on Calendar, navigate to the date, and double-click in the desired time
slot. Or click on Calendar in the Navigation Pane, and type the keyboard shortcut, <ctrl>N.) To
make the appointment recurring, click the Recurrence button: \

(D) = 2 - % | 5 Prepare Bills - Appointment - B X
Appointment Insert Format Text L7
" i {g& | .:_\_E) = . 4% Recurrence (5} ?
X Q Time Zones ¥
Save &  Invite Appointment| Scheduling 215 minutes - Spelling
Close Attendees bg — Dm Categorize ~ & -
Actions Show Options I || Proofing
Subject: Prepare Eills
Location: v
Start time: | Mon 10/22/2007 v 2:00 AM v 1 Al day event
End time: | Mon 10/22/2007 [~]| [11:00 AM [v]
Cal
F.
-
In Folder: :ﬁ Secretary's Calendar
Choose a recurrence pattern:
Appointment Recurrence ﬁ
Appaintment time Daily recurrences can be
Start: | 9:00AM v limited to weekdays.
End: 11:00 &M Mo ] Weekly, Monthly or Yearly
Duration: |2 hours v recurrences can be set to

recur at any interval
desired, such as: every 3
weeks, every 2 months,
every 4 years (vs. once a

Recurrence pattern
® Daily | @Every 1 | dayis) <
O iveekly () Every weelday

O Honthly week, once a month or

O tearly once ayear). The

Range of recurrence recurrence may have No

Start: |Mon 10/22/2007 v (&) Mz end date / end date, End after a
(JEnd after; | 10 oCCUrrences specified number of
Oendby:  |Wed 10/31/2007 ] occurrences, or End by a

specific time.

CK ]l Cancel ]
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7. Use Color Coding (Applies in all of Outlook)

To color code appointments (or other items in Outlook), use the Categorize button:

Do) |d 90+ 9 s Betty Client - Appointment - 0 X
W ) —
| Appointment | Insert Format Text @
l i_ m o] | Appointment B W susy £% Recurrence  (5) % | Categorize button
¥ X scheduling @ TimeZones ¢ _
Save &  Inwvite 315 minutes - 1. ) elling
Close Attendees a = om Categorize ~ -
Actions Show Options 5 || Proofing
Subject: | Betty Client |
Location: | [ill
Start time: | Tue 11/20/2007 [w] |2:00 am [w] CJan day event
Endtime: | Tue 11/20/2007 [v] [11:00 Am [+]
i
.

In Folder: m Partner's Calendar

Apply as many categories as you wish:

0o) |H 9 ® e % s Betty Client - Appointment - O
) —
| Appointment | Insert Format Text

X

- % m ﬁ;ﬁ«ppmmmeﬂt = W Busy . A% Recurrence (3 %
&‘ =
4

® =¥ Scheduling @ TimeZones
Save &  Invite 415 minutes -l Spelling
Close Attendees a E E Categorize - IS -
Actions Show Options 5 || Proofing

Initial Consultation _[ AOP: Personal Injury ! .

Subject | Betty Client N

Location: |
Start time: | Tue 11/20/2007 [v] [2:00 am [v] CIan day event
End time: | Tue 11/20/2007 [v] [1030am  [v]

» [

B

In Folder: m Partner's Calendar

AN

Use color-coded categories

to signify that Betty Client’s

appointment is:

e Aninitial consultation

e John Attorney is the
responsible lawyer

e The type of case is
Personal Injury
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To create a color category:

. ., (mOd
1. Onthe toolbar, click Categorize 5&,

2. Click All Categories.

Reply to All [} Forward ED V LA j Send/Rer

Messages Clear All Categories

Create Categary Search Folder...
| Inbox

Blue Categary
Business
Arranged By: Date Haliday
karris Project
Py Crange Category
Personal

Red Category
Simpson Project
Yellow Category

Purple Cateqary

000800008 k&

All Categories...

Set Quick Click...

3. Click New.
The Add New Category dialog box opens. Add New Category

4. Inthe Name box, type a name for the new Mame: |Simpson Praject |

color category. Colar: % | Shortcut Kew: |CTRLHFZ W

5. Click the arrow next to Color, click the color | ok | [ T ]
that you want, and then click OK.

Choosing a shortcut key is optional.

NOTE | If you want to create a color category without a color assigned to it, click None in the
color palette. Then the category will apply a name (and a shortcut key if you choose) to items,
and you can sort and group the items according to the category. The items also will be available
in the appropriate Category Search Folder.
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Why Use Categories:

e Color categories enable you to quickly scan and locate related items.

e Color categories are prominently displayed in Table Views (or in open items).
e Calendars (tasks, contacts, and e-mails) can easily be sorted by category/color coding.

Here is a view of “Partner’s Calendar” by Category, grouping together all like appointments and

calendar dates:

Select “By Category” in the “Current View” pull-down list
or click the By Category button in the Navigation Pane.

[~ Partner's Calendar - Microsoft Outlook

§E|'Ie Edit View Go Tools Actions Help

23 @ @ A FH (A 9 FF oo =k :L-¥°

%New w @ ﬁ' x E m Search address books A4 |@ i

- 8 X
Type & question for help -

» || Z Partner's Calendar [search All Calendar ltems

0Og Subject Location  Start End Recurrence Pattern

Categories | -

Click here to add a new Appointm...

= i Categories: Initial Consultation (1 item)

]
E 'ﬁ Betty Client Tue 11/20/2007 8:... Tue 11/20/2007 10... @ Initial Consultation
o
g = Q Categories: Office Meetings (2 items)
"E T4 Monthly Staff Meeting Tue 11/13/2007 &:... Tue11/13/2007 &... the second Tuesday of every 1 month .. [I] Office Meetings
_E) ﬁ Monthly Partnership Meeting Wed11/21/2007 1... Wed 11/21/2007 1... the third Wednesday of every 1 month... Q Office Meetings
=
2" = C] Categories: Trials (1 item) ,
ﬁ Jones v, Smith Trial Mon 11/26/2007 1... Wed 11/25/2007 1... / C] Trials
/ -
4 Items /
Calendar items are grouped by their color-coded categories: /
e |Initial Consultations
o Office Meetings (staff and partnership meetings)
e Trials
To see only one category of calendar items, use the Instant Search feature. Navigate to the
calendar you wish to search and locate the Instant Search box:
[ Partner's Calendar - Microsoft Outlook - B X

EE”E Edit Wiew Go Tools Actions Help

@- @Em @ ] E u ] E Day/wesk Month -

Type a question for help -

7
Instant Search Box wew v | (50 BB K Togey [ Seorn e bovs ~ (@) E
e
» Day’ ek Month
0| ©® Octoberm [Search Al Calendar tems R
g 12 Friday -
e
S 1
%
.E‘ GEIH < 2 1
>
[
=2 o =
T Tasks: 0 Active tasks, 0 Completed tasks A v
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Click on the double chevrons to expand the query builder:

[ Partner's Calendar - Micrasoft Outlook - B Xx
Eile Edit wiew Go Tools Actions Help Type a question for help -
R -, =
@‘ @ﬁack @ Ea Lté l.: q ﬁ Dayweak/Manth - _
: ]
Eﬁmew v @ﬁ' x @ Today {8 search address books = |6 —
] [E3] @g
» Day ‘ Week | Manth ‘
2 | (£ (2 October 12, 2007 [Search All Celendaritems ERIE
[
o 12 Friday -
£
o
= -
L]
nol I 3
>
]
= o =
" Tasks: 0 Active tasks, 0 Completed tasks rw
0 Items

Click here to expand

/ query builder

With the query builder expanded (see view below), click in the Categories box and choose the

calendar item you wish to isolate:

¥

/

i~ Partner's Calendar - Microsoft Outlook

- B X
: File Edit View Go Tools Actions Help Type a question for help =
s — —
SICECTFEILE . G
= KA
;ﬁﬂew v @ ﬁ' x @ TodAy ig Search address books  w |Q| _
: 7
» Day Week hMaonth
g L"':_'JJ Li) October 12: ZO}Y§ ‘Ee:— ch All Calendar Items I v| =
1]
o - - -
E Location | ,/ | Body |
= Categories - K . Subject A | |
(1]
2 | 2 Add Criteria ¥ |AOP: Domestic Relations
g AQP: Perscenal Injury 5
=2 Current Client Friday 1
I< Former Client E
e Initial Consultation -
- lohn Attorney | -
Tasks: 0 Actif Office Meetings A -
Susan Lawyer
0 tems TICKLER REVIEW
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By choosing the category “Trials,” we can see all the upcoming trial dates for a given partner, sorted

by start date:

= 0 X
Twpe a question for help -

- 5?":&]-5
©

i~ Partner B's Calendar - Microsoft Outlook

§E|'Ie Edit View Go Actions

@' @Eack \ci)) Ea E El ) ﬁ all Appointrients
e ~ i @& X B8

Tools Help

i ! Search address books -

]
» || = Partner B's Calendar earch All Calendar Ite P~z
Q 0a Subject Start End Categories <
c
[1-]
o |-l Recurrence: {none} (4 items)
g m Smith v, Smith Mon 11/5/2007 5:00 AM Thu 11/5/2007 5:30 AM C]C] Susan Lawyer, Trials
= m Adams v, Doe Thu 11/15/2007 8:00 &M Fri 11/16/2007 §:30 &M ) Susan Lawyer, Trials
[1-]
=] m Jones v, Tyler Trial hMon 11/26/2007 5:00 AM Wed 11/28/2007 8:30 AM C]D Susan Lawyer, Trials
g m Colbert v, Stewart Wed 12/12/2007 3:00 AM Fri 12/14/2007 3:30 AM [:][j Susan Lawyer, Trials
=
-
4 Items

To see all Trials in the office, verify that “Search all Calendar Items” is highlighted in the Instant
Search Box. If not, go to the Navigation Pane, highlight All Calendar Items, then click in the Instant
Search Box, expand the query builder and search for Trials.

Here is a view of upcoming Trial dates for both lawyers in the office, sorted by start date:

= :
& All Calendar Items - Microsoft Outlook - O X
File Edit View Go Tools Actions Help Type a question for help -
I A Y = — " L il
@‘ @ﬁack .;:)] [3 Lé i‘ i ) ﬁ Outlook Data Files - |$—|i _
: -
ﬁuew v @ Iﬁ' >< @ i ! Search address books - IQI —
: -]
» || 21 All Calendar Items (Search Results) |category:="Trials" [x]7] =
Locaticn v | | Body = | | Categories ¥ |Trials | v |
Subject - | |
g H Add Criteria ¥
[
o (W] Subject start End Categories In Folder -
£
.g 2 Outlook Data File: Personal Folders
]
-E’ [F Recurrence: {none) (6 items)
2‘ m Colbert v, Stewart ‘Wed 12/12,/2007 8:00 AM Fri 12/14/2007 8:30 AM [DJ) Susan Lawyer, Trials Partner B's Calendar
m Jones v, Tyler Trial Mon 11/26,/2007 3:00 AM ‘Wed 11/25/2007 5:30 AM (D) Susan Lawyer, Trials Partner B's Calendar
m Adams v, Doe Thu 11/15/2007 8:00 AM Fri 11/16/2007 830 AM [JJ) Susan Lawyer, Trials Partner B's Calendar
m smith v, Smith Mon 11/5/2007 8:00 AM Thu 11/8/2007 &30 AM C]C] Susan Lawyer, Trials Partner B's Calendar
m Curly v. Moe ‘Wed 10/31,/2007 9:00 AM Fri 11/2/2007 2:00 AM QC] John Attorney, Trials Partner A's Calendar
ﬁ Best v, Second Best Mon 10/22/2007 10:00 AM Thu 10/25/2007 10:00 AM QC] John Attorney, Trials Partner A's Calendar
-
-
6 ltems

In this example, colors are assigned for each lawyer and for the calendar item Trials.
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Docketing
1. Docket Deadline Dates Using the Calendar

To docket statutes of limitation, tort claim notices, and similar deadlines in the Calendar, mark the
item as an “all day event.” \

fa | # J 5 JohnJonesY. Samuel Smith - SOL E...E.. - 0O X
Event Insert Format Text L7

H\ a8 =@ =3 Appointment] | g [ _ A Recurrence (%) ,&
=% =} Scheduling @ TimeZones ¥

Save 8 Invite

2 18 h - Spelling
o B8 categorize - -

Actions Show Options =

Close Attendees tap ~

Proofing

Subject: Nohn Jones v. Samuel Smith - SOL Expires 1,708

Location:

Start time: l\\‘ 1/7/2008 ~ | All day event

End time: | Moy 1/7/2008 |

b 7

\

\

Consider assigning colors to deadlines such as a statute of limitation, so they stand out prominently
on the calendar. (See using and creating color categories, above.) Remember you can also view
calendar items By Category to see all color categorized items, such as statutes, tort claim notices,

etc. Navigate to your calendar and choose “By Category” in the pull-down menu of the current view
box.

Use the recurrence feature to give yourself multiple reminders of key deadlines. In this example,
the SOL reminder recurs monthly on the first Tuesday of the month beginning on 8/7/07 (six months
before the running of the statute) and ending on 1/7/08, the date the statute expires:

Appointment Recurrence
Appointment time
Skart: 12:00 AM |
End: 12:00 &M v
Duration: | 1 day v

Recurrence pattern

O Daily Opay |7 of every |1 manthis)
(O weekly — —
(&) The |Ffirst s ||| Tuesday | of every |1 monthis)

(%) Monthly = =

(O early

F.ange of recurrence

Start: | Tue B(7(2007 (v | Omgenddate
(End after: |10 OCCUrrences
(DEndby:  |Mon 1/7{2008 v

o4 l ’ Cancel ]

(See prior section for directions on how to make calendar or task items recurring.)
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Consider using other calendaring features to make the deadline stand out, such as marking the item
high in importance, and setting a reminder in addition to making the item recurring:

- ) ™ e ¥ |5 ith - ' = 4
i _3; ®] John Jones v. Samuel Smith - SOL Expi... R-= .. Mark the item as

' Recurring Event Insert Format Text @ / hlgh in importance.

| :i m ;:' = E B Busy . A% Recurrence| (5

= ) . s s
X _ : @ Time Zones | : Set a reminder. Clickin

Save &  Invite Appointment|Scheduling || 13 4 days . Spelling A

Close Attendees Egp ~ 2 Categorize - § - the reminder bOX,

SEHE Sl A fionfing choose a time, and set
| 3 instances of this recurring appointment conflict with other appointments on your Calendar. T\ an alarm sound. Note:
SOL You can access your
Subject:  |lohn Janes v. Samuel Smith - SOL Expires 1,7/08] Reminders at any time
Location: [v] when you are in your
Recurrence:  Occurs the first Tuesday of every 1 month effective 8/7,2007 until 1/7/2008. Calendar or Task List by
& clicking on the View
=

menu and choosing
Reminders Window.
The keyboard shortcut is
Alt Vi.

Docketing Deadlines Using Tasks

Deadlines can also be docketed using tasks. To create a new task (or any new item in Outlook), see
the instructions below under Outlook Tidbits, “Creating New Entries.” Note that you can Assign the
Task to someone else (done via e-mail), Send a Status Report (done via e-mail), make the task
recurring, color-categorize it, set a Follow-Up date and add a Reminder (click on the Follow Up flag).

Assign  Send Status Make task Categorize Choose a Follow Up date
Task Report Recurring by Color and Set a Reminder

|| I \ /
= » ¥ s Draft Jones Complaint |} Task = B X
Task Inzert Format Text 'Q)
_

X A 2 By Z B v & v

"

\e5)

L

Save & Delete Task | Details Assign Send Status  Mark ™ || Recurrence Skip Categorize Follow Private || Spelling
Close Task Report Complete | Eap Oceurrence = Up ~ =
Actions Show Manage Task Options Procfing

Overdue by 3 days.
Starts every Monday effective 10/15/2007 until 12/17,/2007.

Subject: braftJones Complaint
Start date: Mon 10/15/2007 Status; | Not Started [~]
Due date: Mon 10/15/2007 Priority: |Normal  [s] 9% Complete: (0% %]

Using the Follow Up flag to set follow up dates and reminders will prevent you from missing
important deadlines.
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File Tickling

Outlook can easily be used to tickle client files for review every 30 days. Simply follow the steps
described below in Outlook Tidbits to create a new task and make it recur every 30 days. Here are some
tips when using Outlook for file tickling:

e To make the task recur every 30 days, choose the Monthly option.

e When setting the recurrence pattern, it is best to have the task recur on the 1%, 2", 3" or 4™
Monday, Tuesday, Wednesday, Thursday, or Friday of the month. (As opposed to a specific date,
such as the 18™, which may fall on a weekend.)

\ Task Recurrence

Obay |15 of every |1 month(s)

(®)iThe | | third % ||| Thursday w | of every |1 monthis)

O weekly

Tonkhl
On ¥ () Regenerate new task |1 monthis) after each task is completed
) vearly
Range of recurrence
Stark: | Thu 10/18/2007 w|  (©Ngenddate
(JEnd after: |10 OCCUFFENCES
OEndby: | Thu?/17/2008 v
I [o]4 l [ Cancel ]

e Do notsetan “end” date for the task. The goal is to create a monthly tickler reminder that will
remain on your task list indefinitely. You can delete the task permanently as part of your file closing
procedure.

e Inthe subject line of the task, enter the name of the file to be reviewed.

e Remember that you can use the Follow Up flag to set follow ups and reminders. You can also assign
tickle reviews to someone else by using the “Assign Task” button. The person to whom you
delegate the task can then send you status reports by opening the task and clicking on “Send Status
Report.” For an example of what these buttons look like, see the example under “2. Docket
Deadlines Using Tasks,” above.

* You can view tasks “By Person Responsible.” In the Navigation Pane, below Current View, click once
next to “By Person Responsible.” If you do not see this option under Current View, click once on the
double chevrons next to the words Current View to expand the list

e Use the notes field (the big blank area at the bottom of the task) to enter any notes or other
information you want to retain in conjunction with your monthly tickle reminder.

e Besides a monthly tickle date, which all your files should have to prevent them from falling through
the cracks, you can also use Outlook Tasks to track specific to-dos on client files. The notes field has
a tremendous capacity. Previous versions of Outlook could store 65,000 characters in the notes
field of each contact, task, or calendar item. In a recent experiment, this author successfully copied
and pasted in over 100,000 characters from a Word document into an Outlook notes field. (Don’t
count on being able to push these limits, but don’t be shy either about copying and pasting in
information from Word or WordPerfect into the Outlook notes field.)

e Manage your tickler system through your To-Do Bar (see description at the beginning of this
handout) or by using your Tasks list.



Conflict Management (The Basics)
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Sole practitioners or small firms can track conflicts in Outlook 2007 using the Contacts feature of this
program. Here is a sample contact card used to track conflict information:

=R * ¥ = Betty Client - Contact - A x
H) _
=2 Contact Insert Format Text @

“ i?. lgh Save & New - |8 General| %4 Certificates ,s"j = \{\} SE| Q;; 2 = Yv = lv
&Y Send - EY Details B Al Fields = ] “ = 9]
=i

Save . E-mail Meeting Call Business Picture Categorize Follow Spelling

Close 2% Delete 83 Activities - et o S Up- B -
Actions Show Communicate Options Proofing

[ AOP: Personal Injury |[ahn Attorney |[ current Client
ety cuem e
EQmPatT @ (503) 222-1111Work
Job title: b (503) 3334444 Home

— bettyc@aol.com
File as: Client, Be ~
e as t Betty — 101 5W High Street

Internet Anywhere, OR 97035
@Emi () lmososicn
Display as: Betty Client (bettyc@aol.com) Oeres
Web page address: =
IM address: Conflict Mames =

ABC Corporation (adverse party) L

Ehopcinimbers Sue Smith (adverse party)

E] 503) 222-1111 All Farm {insurer for ABC Corporation)
Roy Jones (lay witness)
E] 503| 3334444 Dr. Samantha Taylor (client's treating physician)
[Business For.. J[-] Case Humber
CET—

Addresses File Opened =

Crrr— R

Anywhere, OR 97035 !
[] This is the mailing
address Description
Client was injured in a multi-car accident at the intersection of
SW Main and Nowhere Streets in downtown Anywhere, Oregon
Date of Injury: 7-1-07. Client sustained neck and back injuries
and has been off work since the accident occurred. Client was
not on the job atthe time of the accident. 'R
In Folder. (&2 Client -

Each client or client matter should be set up as a separate contact card with conflict names entered
in the Notes field of the contact form. Include all information recommended in the PLF practice aid,
Conflict of Interest Systems — Procedures. This practice aid is available on the PLF Web site at

www.osbplf.org. Click on Practice Aids and Forms, then choose the category, “Conflicts of Interest.”

The Notes field and other fields on the contact card can then be searched for names which may

1. Creating Contact/Conflict Card Entries
pose a conflict.
2. Basic Conflict Searching

To search for conflicts in Outlook 2007, locate the contact folder where your client contacts are
stored. In the Search Contacts box, type the name or other information you are searching for.
If a match is found, Outlook will automatically display the card(s) which match the search term.

nt - Microsoft Outlook

Fle Edt Yiew Go Jools Acions Help

8 @u« @ (A E A 9 GG @) rerece
S~ RN X OG-8 @ z

« | ad Client

@

Contacts

) A Contact Items
84 Contacts

Chent, Betty
Betty Client

8 Client

View

: \ Search Contacts box


http://www.osbplf.org/
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Open each matching card and determine if a conflict exists. Document the results of your conflict

search in the client file. Contact cards can be printed in a Memo Style for filing — choose File, Page
Setup, Memo Style. To preview before printing, click the Print Preview button. If you prefer to
print search results in a list format, see step 4 below.

More Information

For more details on setting up a conflict system using Outlook contact cards, see Instructions For
Setting Up a Conflict System In Outlook 2007, which appears later in this handout.

Exporting Data from Outlook to Case Management (or Other Software)

If you invest in case management software such as Time Matters, ProLaw, Abacus, Amicus, or
others, you can easily export your contact/conflict cards from Outlook into your new database.
Outlook offers a File Import/Export Wizard to guide you through the steps. Click on File, and choose
Import and Export... When the wizard opens, choose “Export to a file” under the heading “Choose
an action to perform.” Click Next> and follow the on-screen steps. You will need to know the
proper format for importing data into your new program. Most likely you will choose from Comma
Separated Values (Windows) or Tab Separated Values (DOS), but check the instructions for your new
case management software. NOTE: Exporting data from a folder in Outlook does not delete that
data. When you are migrating to new software, it is generally advisable to retain the data in your
old program for whatever period of time it takes to satisfy yourself that the information you
exported came over cleanly and completely.



E-mail Management
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1. Use Folders to Manage and Organize E-Mail

Create separate folders for each matter/client and save sent and received items to the assigned
folder for easy access. To create a new folder for mail, navigate to the Mail tab on the Navigation
Pane, click File, New » and choose Folder... Give the folder a name (client’s name or name of

matter). Verify that your Inbox is highlighted and you are creating Mail and Post Items:

Create New Folder

2

Mame:

James Smith

Folder contains:

|Mail and Post Itemns

Seleck where to place the Folder:

= 25 parsonal Folders

EH calendar

|85 Cantacts
&) Deleted Items
L2 Drafts
[ nbaox
5 10umnal
L@ Jurk E-mail
| Notes

[T e

(]

[ o

] [ Cancel ]

You should now have a folder called “James Smith” under the Inbox in your Navigation Pane:

{ Fle Edit view Go

&& @Eack ?) Messages

Tools

Actions  Help

i~ Inbox - Microsoft Outlook

¥ | Save Attachments ~

Type a question for help -

_ﬂw—

@

'-|. - 5 Send/Receive w | Search address books -

Mail « |[|[2) Inbox / «
Favorite Folders « | 0 v| 5/ 4
ez b Arranged By: Date 9
[= Sentlt
:J Entitems There are no items to showh this OU
4 Outbox view, =3
7 Drafts H
& Deleted Items
Mail Folders =
2] All Mail Items -
=] %5 Personal Folders
&) Deleted rems v
L7 Drafts 4
= [ Inbox E_
[ James Smith ':
—] Mail -3
e Q=R N R
0 Items Send/Receive Complete &5~
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Once a folder is established, you can set up rules to direct your sent and received e-mails to
specified folders. For instructions on using rules to manage your e-mail, click on Help and search
for: “manage messages by using rules,” and click on the first result:

Manage messages by using rules

H Show All

This article explains what rules are and how you can use rules to stay
organized and current with the activity in your Inbox

In this article

“+ How rules help you manage messages
< (Create a rule from a template

+ Create a rule from scratch

< Create a rule from a message

+ Run a rule periodically but not all the time
“ Server-based rules and client-only rules
= Delivery receipts, voling responses, and out-of-office notices

~ Meeting requests, task requests, and documents

++ Distribution lists

“+ Forwarding messages outside your organization [v]

All Outlook || @ Connected to Office Online

@ Outlook Help = A X
— ~ /7 =
CICPIAT: .
manage messages by using rules - p Search w

Outlook Home > Rules and alerts > Rules s

Use the links in this help topic to learn
how to create and manage e-mail
rules.

To copy all e-mail from client James Smith to his folder, set up a rule “Received from James Smith”

with these settings:

Rules Wizard

X

‘What do you want ko do with the message?
Step 1: Select actionis)

[] mowe it to the specified Folder

[] assign it to the cateqory cakegary
[] delete it

[ permanently delete it

A

move a copy ko the specified Folder
[] Farward it ko people or distribution list
[] Farward it ko people or distribution list as an attachment
[] reply using a specific template

[] Flag message For Follow up at this time
[ tlear the Message Flag

[ tlear message's cateqories

[ mark it as importance

[ prink it

[ plary a sound

[ start application

[ mark it as read

[ run a scripk

[7] stop processing mare rules

Step 2: Edit the rule description {click an underlined
Apply this rule aft
From H

and on this machine only

move a copy ko the James Smith Folder

er the message arrives

Cancel ]’ < Back ” Mext = ][

Firish
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To copy all e-mail sent to James Smith to Rules Wizard
his folder, set up a rule “Sent to James _

L . ‘what do you want to do with the message?
Smith” with these settings: Step 1: Select actioni(s)

‘move a copy ko the specified Folder i -
[] move it ko the specified Folder |
[] assign it ko the cateqory categary

[] delete it

[ permanently delete it

[] Forward it to people or distribution list

[] Forward it to people or distribution list as an attachment

[ reply using a specific kemplate

[] flag message For Fallow up at this time

[] clear the Message Flag

[] clear message's categories

[ mark it as importance

[ prirt it

[ play a sound

[] start application

[ mark it as read

[ run a script

[] stop processing more rules dl

Step 2: Edit the rule description {click an underlined valus)

Apply this rule after the message arrives

sent to James Smith {jassmithi@rerizon. netl
and on this machine only

move a copy ko the James Smith Folder

[ Cancel ][ < Back ” [ext = ][ Fimish

2. Properly Store Client E-Mail as Part of the Client’s File

Client E-mail should be preserved as part of the client’s file. Once e-mail is organized into client or
matter folders in Outlook, it is simple to save all the e-mails in the client’s folder to a text file (.txt)
accessible by Notepad, WordPad, Word or WordPerfect.

Navigate to the folder where the client e-mails are stored, click Edit, Select All or use the keyboard
shortcut Ctrl A. With the messages highlighted, click on File and choose Save As... Give the string of
client e-mail messages a meaningful file name, such as James Smith E-mail Messages and store the
text (.txt) file with the client’s other electronic documents. NOTE: This procedure does NOT
capture attachments.

To save attachments, select e-mails individually and choose File, Save Attachments. Or use the Save
Attachments button if you have added it to your toolbar. (See Outlook Tidbits below to learn how
to add buttons to your toolbars.) You may also capture an e-mail message and any attached files by
saving the e-mail as an Outlook Message File. Click on File, Save As... and under “Save File as Type,”
choose Outlook Message Format (*.msg).

Outlook does permit you to archive e-mails and other Outlook items into a Personal Folder File
(.pst). Unfortunately, the only way to retrieve and view archived e-mails (or other items) is to
import them back into Outlook.

Preserve electronic documents according to PLF guidelines for storing files. See the PLF practice aid,
File Retention and Destruction, available on the PLF Web site at www.osbplf.org. Click on Practice


http://www.osbplf.org/
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Aids and Forms and follow the link to File Management. For more suggestions on properly

archiving client e-mail, see the practice aid, Managing Client E-mail. Once at the PLF Web site, click
on Practice Aids and Forms and follow the link to Technology.

Easily Create Tasks from E-Mails

Open the e-mail message, click on the Follow Up flag and choose a Follow Up date or set a reminder.
The e-mail will now appear as a task on your To-Do Bar. For more information, see the Outlook
2007 Product Guide referenced in “Free Resources from Microsoft for Outlook 2007,” which follows
this handout. You can also “drag” an e-mail to tasks by highlighting or selecting it, and moving it to
the Tasks area of the Navigation Pane while holding your left mouse button down. The subject line
of the e-mail becomes the subject line of the task. The e-mail message appears in notes. (Dragging
an e-mail to tasks does not capture attached files.)

Previewing Attachments, RSS Feeds and More!

Outlook is rich with features. Check out “Free Resources from Microsoft for Outlook 2007” which
follows this handout.
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Outlook Tidbits
1. Creating New Entries (E-mails, Calendar items, Tasks, Contacts, Notes)

To create any new items — e-mail message, calendar entry, task, contact, or note: Click on File, New
in your Standard Toolbar and point to the item you wish to create. The keyboard shortcut to access
this menu is Alt F, W. You can also click on the New ¥ button on your toolbar. Alternatively, you
can create a new item by navigating to the appropriate area, such as Mail, Calendar, Contacts, Tasks
or Notes through the Navigation Pane. Once there, use the Windows shortcut Ctrl N. For example,
click on Calendar in the Navigation Pane, type Ctrl N, and a new blank appointment slip appears.
Another option is to navigate to the appropriate location and double-click in a blank area. For
example, click on Tasks in the Navigation Pane, scroll to a blank area of your Tasks list, and double-
click. A new blank task appears. Calendar entries can be created by navigating to a date on the
Calendar and double-clicking in the appropriate time slot.

File, New New w button

rcrosoft Qutlook

(v Sus awyer's Calendar -

iEiIe Edit Wiew Go Tools~"Actions

Eh:.:rﬁll @EECk _j L_!‘ Jj ‘i - E Day Aeek Month -

Help Type a question for help

w

™ X

-

"

e - B X

EH Today iﬂ Search address books hd I@ =

Calendar « Day Week MWonth {(*) Show workweek () §
4 October 2007 3
SMTWTEFS (&) [ QOctober 15 - 19, 2007
1 2 3 4 5 &
7 & 910 11 12 13 ,Ov‘r:-
14 15 16 17[15 19 20 “Mon |16 Tue 17 Wed |18 Thu |19 Fri [
2122 23 24 35 26 27 i< | | | | 3l
2 29 30 31 S —— B
Tasks: 0 Active tasks, 0 Completed tasks =l -
0 Items Send/Receive Complete g -

2. Changing the View

If you don’t like the look of things, click on View in your Standard toolbar and choose Current View.
Make a new selection. The keyboard shortcut to bring up this menu choice is Alt V, V. You can
permanently change the Current View by choosing Customize Current View... or Define Views,
depending on what you want to accomplish.
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3. Help! My Navigation Pane Disappeared

Click on View, Navigation Pane® and Select Normal. This selection will also work if your Navigation
Pane is minimized. Otherwise, click on the double chevrons >> at the top of the minimized
Navigation Pane to expand it back to Normal:

(v Susan Lawyer'sCale.. = B X
Click on the double chevrons >> to ble Edit yiew go Jools Actions
expand a minimized Navigation Pane. Help
This is a good trick to know any where Day Avesk Manth - >
in Microsoft Office, as double i
chevrons >> are a universal indication .'ﬁ' }; e fe ,@/J i
that a menu or navigation feature has e
been minimized. o Day Week Month
(&) (#) October 15, 2...
LRk
15 Monday
Tk [ 31

4. Managing Addresses and Using the OAB (Outlook Address Book)

For assistance with this feature, click on Help and search for “address book.” Scroll down the results
list and choose “Manage Addresses in Outlook 2007.”

Outlook automatically “remembers” everyone you e-mail. Retaining an unwanted e-mail address
can be frustrating. If you attempt to e-mail someone and enter the wrong address, Outlook
remembers the bad address. There may also be occasions when you e-mail someone, have no need
to contact them in the future, and wish to remove the e-mail address because it is a close match to a
client or other important contact and you don’t want to mistakenly e-mail the wrong person.
Understandably, then, a very common question is: “How do | get rid of an e-mail address that | no
longer want in Outlook?” Here’s how to do it. Bring up the help entry, “Manage Addresses in
Outlook 2007,” and choose |, Removing addresses.
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@ Outlook Help = 0 X
. S~ -
PP X )
- i X -. v
—» | address book - p Search w
Outhook Home = E-mail = Address book rY

Manage Addresses in Outlook 2007

By Jim Boyce

Jim Boyce is a highly-regarded expert on operating systems and productivity software who's
written or contributed to more than 50 books. A former contributing editor for Windows
Magazine, Jim writes for several technical publications and Web sites. The newest book Jim
coauthored is Microsoft® Office Outlook® 2007 Inside Out.

To learn moare about this book, visit Microsoft Learning.
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5. Customizing Toolbars, Toolbar Buttons, Icons, Fonts, and Menu Lists using Tools, Customize...

Displaying and Adding New Toolbars
Under the Toolbars tab, turn toolbars on or off by placing a checkmark in the box next to the
toolbar. To create a new toolbar, click New...

Adding New Buttons (Commands) to a Toolbar (Try Save Attachmentsh)

To add new buttons to a toolbar, click on Commands. Scroll through the Categories on your left to
find the commands on your right that you wish to add. For example, choose File under Categories.
On the Commands side scroll down, locate Save Attachments P and left click once to highlight it.
Hold the left mouse button down and drag this button to a toolbar until it “docks.” (If you are not
familiar with this maneuver, search in Help under “customize toolbars” for complete directions.)
You can now automatically save attachments from an e-mail without opening it first, or speed up
the process when you are viewing an e-mail.
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Options: Icons, Fonts, and Menus, Oh My!

To list fonts and change the size of icons, click on the Options tab. This is also where you can turn
on shortcut keys, screen tips, and display full menus:

Customize .

Toolbars | Commands thlons

Personalized Menus and Toolbars

Always show full menus

[ Reset menu and toolbar usage data

Other

Large icons
List Font names in their Font
Show ScreenTips on toolbars
Show shorteut keys in ScreenTips

Menu animations: |(System default) |

Close

6. Customizing Anything Else in Outlook: Click on Tools, Options...
Settings here control items such as:
e Color coding for overdue tasks (click on Task Options... under the Preferences tab.)

e Automatic reminders for tasks with due dates (click on Task Options... under the Preferences tab
and put a check mark in the box, “Set reminders for tasks with due dates” to make reminders

automatic.

e How your calendar is displayed; default Options
reminders. Click on Calendar Options... Preferences | Mai Setup | Mail Format | Speling || Other
under the Preferences tab. Toset a default ]

. > - Change the appearance of messages and the way they are handled.
reminder for calendar items, put a check =] [ aukemal. ] [ Emel Options.. |
mark in the box, Default reminder: and Calendar

. . Cuskomize the appearance of the Calendar.
choose the time. Click OK. il o el
Tasks
. =3 Change the appearance of basks,
Set an automatic default / e 5:00 am =
rem|nder for Calendar ItemS. Contacts and Motes
8 Change default settings for contacts, journal, and notes.
— Contack Options. .. Journal Options. .. Mote Options...
ol J [ J J
Search

p Change the settings For indexing and search,

Search Options. ..

Mobile
E" Change the settings For mobile notification and messaging.
—bJ" [ Motifications. .. ] [ Mobile Options. .. ]

[ oK ] [ Cancel ] l Apply ]
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e Tools, Options... is also the place to control how contacts are listed (click on Contact Options
under the Preferences tab); the color, font, and font size of Notes (click on Note Options... under
the Preferences tab); and mobile settings, processing of e-mail, etc.

e See the Other tab for AutoArchive settings, customizing options for the Outlook Panes, using
Outlook as the default program for e-mail, contacts, and calendaring, and controlling whether
your Deleted Items Folder is emptied upon exiting.

NOTE: DO NOT USE YOUR “DELETED ITEMS” FOLDER AS A FILING SYSTEM FOR E-MAILS.
PROPERLY STORE THEM AS DESCRIBED ABOVE!!!

e To create an e-mail signature, click on the Mail Format tab and choose Signatures...

e To change how Outlook handles unsent messages and sent messages, click on E-mail Options...
under the Preferences tab.

e To change how e-mails are tracked (verifying the date/time a message was received and other
settings), click on E-mail Options... then choose Tracking Options...

e To control how often Outlook automatically saves unsent messages, default settings for
importance and sensitivity of sent messages, automatic name checking when addressing e-
mails, and e-mail notification (what to do when a new item arrives in your Inbox): click on
E-mail Options... and Advanced E-mail Options...

And That’s Not All

There is so much more to Outlook. We haven’t even scratched the surface. Use the resource sheets
provided with this handout, don’t hesitate to use Help to search for topics of interest, and go online
to learn more.
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