Before you begin

If a yellow security bar appears at the top of the
screen in PowerPoint, click Enable Editing.

o Protected View  This file... Click for more details. | Enable Editing |
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Microsoft” Outlook” 2010 Training

Save time with templates
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Course contents

- Overview: The advantages of templates
» Lesson: Includes 2 instructional movies

» Quick Reference Card
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Overview:

[If you constantly recreate an email
message, appointment, or task, you can
save time by using templates in
Outlook 2010. This course explains how
to create and share templates for email,
calendar items, tasks, and contacts.




Course goals

» Create, save, and use an emall template

» Download and customize a readymade email
template

« Save appointments or meetings, tasks, and
contacts as templates

» Share templates with others
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Create and use templates (4:41)

Inbox - ewilcox@contoso.com - Microsoft Outlook

Send / Receive Folder View Live Meeting Service <] 0
3 u__z"lj 7y Ignore x \ ) ?uil‘deetmq 23 work % To Manager {3 Move - i~dUnread/Read Find a Contact
J = %2 Clean Up ~ b v _é - (33 Team E-mail « Done [ Rules ~ B4 Categorize - | (4} Address Book
New  New Delete | Reply Re Forward o
E-mail Ttems~ & Junk~ = ;‘-?IW B More = | 3 Reply & Delete o Create New = | Ponenote | W FollowUp = | 7 Filter E-mail =
New Delete Respond gu-{l. Steps u | e Tags Find
<
Search Inbox (Ctri-E) P o]
4 cwilcox@contoso.com 1y @] From Subject Received *  Size Categories v~ 5
L Inbox z
[27) Drafts ] 4 Date: Last Month ﬁ
[ sent Rtems —4 Harry Miller Prices for off-the-shelf Mukilteo com... Tue 4/19/2011 ... 13 KB =
(3] Deleted Items . Harry Miller New specs on Mukilteo frame project Tue 4/19/2011 ... 12 KB g'
— (=4 @ Gwyneth Williams Cas... Sharingdfiation Gwynetiimiliams... Fri4/8/20111.. 39KB *
e ok E-nall (=4 @ Gwyneth Williams Cas... ShlIRG invitation: Gwyneth Willlafils,, Thu 4/7/2011 ... 39KB o B
L=} Outbox = I
3P | 3
.L_‘ S 4 Date: Older f
LE) RSS Feeds - -
L=4 Harry Miller RE: Mukilte® Wed3/30/201... 20 KB
L Search Folders i i
b P2 Work —4 Harry Miller RE: Mukilted Wed330/201... 20 KB r
v =N Harry Miller RE: Mukiltes Wed 380/201... 17 KB iy
=N Harry Miller RE: Mukiltes Wed 350,/201... 17KB §-
—J Gwyneth Williali§ Cas... Inside OfficEORlnE Biag - BESFéed  Mon 18129/20... 15KB :
i (@ Harry Miller Discussing [ SBaH fier options  Mon 1004,/201... 28 KB &
i-ga @ Harry Miller Discussing B S8ibon fiber options  Mond074/201... 28 KB 7
: * @l Bruce Keever RE: Video far Feview. Fri 897/2010 ... 8 MB
=g ﬁ Gwyneth Williams Ca%,, Figures for Annual Meeting Fpi¥716/2010 ... 13KB 8
—J Bruce Keever Agenda for Friday's meeting Mon 10/19/20... 13KB €
.~ Michael Affronti B&lare 1forget ... Mon 10/19/20... 14 KB -
g Gwyneth Williams Cas.. RE: 3 alEmsarriving Mon 10/19/20... 42 KB 2
4 Melissa MacBeth Geing on vacation Mon 10/19/20... 11 KB -
2
) e Gwyneth Williams Cas... RE: How many to Litware? Mon 10/19/20... 23 KB g
Cg Gwyneth Williams Cas... RE:3 interns arriving Mon 10/19/20... 39KB
!3 Calendar il Bruce Keever Qops! should have included this Mon 10/19/20... 22KB
- =] ¥ Williams Cas... Spring Confe - '__'
H Contacts —4 Melissa MacBeth Do we need a meeting? Mon 10/19/20... 9 KB

ahd nextwe’lldlook atthow totusestemplates withscalendar
items; contactssand tasks, and how to share templates.

Point to the bottom of the video to see the video controls. Drag or point
along the progress bar to move forward or go back.




Use templates with calendars, tasks, and contacts (4:41)

New Mew
Appointment Meeting |

New

4 May 201

1 2 3 4
8§ 910 111
15 16 17 18 1
2223 4 25 N
23 30 31

- [l My Calendars
] Team: Calin Wilca
\"| Other Calendars
7] Shared Calendars
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:g H ) ™ & = Latest Frame Review - Meeting e = 52
| File | Meeting Insert Format Text Review
x ﬂ: S |2 appointment| &‘j @ ':"; %] s v
. %~ [ scheduling Assistant =74
Delete Copyto My Online Live Meeting | Cancel -, | Options Tags
Calendar ..j Meeting Service Invitation 4d™ - -
Adtions | Show IOnIme Meetlr:gl :foniarenclr!g s Lmz_nuge; | | | Zoom

@ Invitations have not been sent for this meeting.

From = ewilcox@contoso.com
=1 To... Joshua Barnhil; @ Jonathan Foster; @ Melissa MacBeth
Send
Subject: Latest Frame Review
Location: Hallway outside my office
Start time: | Fri 5/27/2011 - 230 PM - | [0 Anl day evillia
End time: | Fri 5/27/2011

- | [3:30 P,
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Only one frame to review. Bring yollil thinking caps and marking pens.
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Create a New Contact, enter all the common information,

And firially) theQuicls Reference=Card fists the steps/that
yvou'veseenthere,zand you can print it if you need to.

4_-—'_'_—_.-._
_-—-—-_._._.__7

=

&

ontact

QO dacao

Address Book

~

el Appalntm ent,

2

o




Quick Reference Card 1

You create a template when

*  You constantly recreate or customize a message,
appointment, task, or other Outlook item.

*  You repeatedly enter the same data, such as multiple
contacts for a single organization.

You don't need templates for things that you set to recur
automatically, such as a weekly meeting or that pesky
reminder to clean out your Inbox every Tuesday morning.
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Quick Reference Card 2

Create a template

1. Create a new email message, meeting, task, or other item that you
want to save as a template.

2. In that new item, add any information.

3. When done, click the File tab in that open item, and then click Save
As.

4. Open the Save as Type list and select Outlook Template.
5. Enter a name for the template and click Save.

6. Your template is now ready to use.

Y




Quick Reference Card 3

Use a template

1. You follow these steps when you're working in mail, your calendar,
your contacts, and so on.

2. On the Home tab, in the New group, click New Items, point to
More Items, and then click Choose Form.

3. Open the Look In list and select User Templates in File System.
You must select User Templates in File System or you won't see
your template.

4. Click the template you want to use and click Open.

5. Fill in the missing information, such as dates, and then send the
message or invitation, save the new contact or task, and so on.
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Quick Reference Card 4

Share a template

1.

r

On the Home tab, in the New group, click New Items, point to More Items,
and then click Choose Form.

Open the Look In list and select User Templates in File System. You must
select User Templates in File System. If you don't, you won't see your
template.

Click the template you want to share and click Open.
In the open template, click the File tab, and then click Save As.

Open the Save As Type list and select Outlook Template. Do this step now, or
Outlook will save the template to your local drive.

Navigate to your network location, such as a mapped network drive, and in the
File name box, enter a name for your template, and then click Save.

Send an email to your coworkers about the new template.




Quick Reference Card 5

The online version of this Quick Reference Card provides
more information. To see that version, go to
http://office.microsoft.com/en-us/outlook-help/quick-
reference-card-RZ102644316.aspx?section=5&mode=print
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