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Learning Objectives

B After studying this chapter, you will be able to:

> Explore the People views
» Work with contacts
» Use contact groups

> Use the People pane

"%
LABYRINTH

2 LEARNING™



Managing People

B Contacts list
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Managing People

B People toolbar

> Use it to chat, call, schedule a meeting, or send an

email
ﬂ
Search People 2
FAVORITES
Frasier Heron _—~People toolbar actions
Lucy Richards )
Sadie JaV
Sadie James
stephensinatra@yahoo.c... [ @ ] v
\Open the People Card
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Working with Contacts

B Store contact information in Outlook

> More than just name and email address!

Mary McKay - Contact

Contact Insert Format Text Review Muance POF 2 Tell me what you want to do

@x%@% EIF‘DDetans ’—?:.IFE?? Eﬂé‘:@@-g ==|

>

2 Certificates

Save & Delete Save & Forward OneMote General ) Email Meeting More  Address Check Business Picture Categorize Follow Private  Zoom
Close New~ - [ Al Fields - Book Mames  Card - - Up~
Actions Show Communicate Mames Options Tags Zoom -~
Full Name... Mary McKay Mary McKay
From Shelter to Home

Company From Shelter to Home Bookkeeper

Job title Bookkeeper

File as McKay, Mary -
Internet

EZ: Email... w | |Mary.McKay@mai.com

Display as Mary McKay [Mary.McKay @mail.com} Motes

Web page address

IM address

Phane numbers

Business... - 503] 555-7856
Home... -
Business Fax... hd
Mabile... -

Addresses

Business... - 0
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Working with Contacts

B Create a new contact by adding the sender of an
Incoming message to your contacts

> Right-click and choose Add to Outlook Contacts
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Working with Contacts

m People Cards

» Can be accessed from a variety of places in Outlook

> Edit contact information here.

Sad|e JameS ...............
Edit the contact’s

CONTACT MOTES

Calendar View Source

Schedule a rnEEting Cutlook (Contacts)

Send Email
drsadigjames@acl.com

Work
(503) 353-8733

D
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Working with Contacts

B Sort and rearrange contacts

> Click any column head to sort the list in ascending
order; click again to sort in descending order

» Click and drag to move columns
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Working with Contacts

B Send messages using the Contacts list

> Email button on the People toolbar (People view)

Stephen Sinatra

Executive Assistant, From ShE|W

/

®

> Email button in the Communicate group (other views)
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Working with Contact Groups

B Contact groups let you efficiently send numerous
messages to the same group of people

> Home > New > New Contact Group
> Give a unique name to the list
> Add members
B Send a message to a group
» Choose the contact group from the Contacts list, or
> Type the contact group name in the address box
0
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Working with Contact Groups

B Revise a contact group

Contact Group Insert Format Text Rewvie

Delete entire T . &% Members u_,,ﬁ.dd Members = Delete indiViduaI
22X 3 S

group [ Notes a~ Remove Member/ members
Save & Delete Forward -
Close Group Group~ [8%] Update Now
Actions Show Members

B Sending a contact group to someone else

Search Contacts [Ctrl<E] J -
123 =1 e
i Budget Team \ cend
Bee...
cd
of Frasier Heron ject
gh Attached Budget Team
i Sadie James

Click and drag a contact group (or contact) to an email \
message to send it as an attachment. V
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Staying Connected with People

m People pane

> Keep track of social media updates, emails, files, and
meetings for your contacts

; Bl
Ann Hitchcock %
E Wisit to Silver Creek Oaks 818/2016 1030 AM
ALL E Budget Meeting 8/16/2016 5:00 AM
MAIL [E7] Bark for Life 8/15/2016 12:00 PM
ATTACHMENTS | 24 Please Review the Minutes 7 hours ago
MEETINGS EJJMeeting_Minutes_.luly‘lE.dr.:ur.::{[33 KE]
£21 | shared "01-D3-Features.docc” with you in OneDrive 4/20/2016 4:26 PM
@ 01-D3-Features 4/6/2016 4:05 PM

EJJDLDE-Features.dcln{ (11 KEJ

] EFW-IM -Features 11/20/2015 1225 PM
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