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Learning Objectives

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

> Use the People views
> Work with contacts

» Use contact groups
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Managing People in Outlook

B Contacts list

o 5 B

People Business C... Card Phone

Current View

List =

Five default views

B Peek =
Search People pel
FAVORITES
Frasier Heron
Lucy Richards
Sadie James
Stephen Sinatra
3

Take a “peek”
at your favorite
contacts.

You can also
peek at your
calendar and
tasks.
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Managing People in Outlook (cont.)

B People toolbar

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

email.
0
Search People L
FAVORITES
Frasier Heron _~ People toolbar actions
Lucy Richards .
Sadie JEV
Sadie James
stephen.sinatra@yahoo.c.. [ @ ] v
~~ Open the People Card
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Contacts

B You can store contact information in Outlook.

> You can save more than just a name and email address!

Mary McKay - Contact

Contact Insert Format Text Review Nuance PDF Q Tell me what you want to do

I7 . [ Details 0 Tl s [3A N
o X gy d 0B 5 aEp s A/ W P

2 Certificates

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

Company From Shelter to Home Bookkeeper

Job title Bookkeeper

File as McKay, Mary -
Internet

EE Email... w | |Mary.McKay@mail.com

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

Web page address

IM address

Phone numbers

Business.., - 503) 555-7356
Home... -
Business Fax... A
Mabile... -
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Contacts (cont.)

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

> Right-click and choose Add to Outlook Contacts.

&
LABYRINTH

6 LEARNING™



Contacts (cont.)

B Contact Cards

> These are snapshots of all information for a person.

> Click the drop-down arrow to access one. | ( v

> Edit contact information here:

- X

Mary McKay
Click the ellipses
-
] to edit the contact.
] ees

Contact p

mary.mckay023@gmail.com
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Contacts (cont.)

m You can sort and rearrange contacts.

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

> You can change the order in which the columns appear.
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Contacts (cont.)

B You can send messages using the Contacts list.

» Click the Email button on the People toolbar (People view).

Stephen Sinatra

Executive Assistant, From Shel’ier}bm

/

®

» Click the Emall button in the
vViews).

Communicate group (other
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Contact Groups

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

» Choose Home—->New->New Contact Group.
> Give a unigue name to the list.

> Add the members.

B You can send a message to a group.
» Choose the contact group from the Contacts list.
or

> Type the contact group name in the address box. \/}
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Contact Groups (cont.)

B Revise a contact group

Contact Group Insert Format Text Rewviey

Delete entire ~ s

Save & Delete Forward
Close Group Group~

Actions

2% Members u.,. Add Members -

[ Notes

Show

= Remove Member/
lé_flg Update Mow

Members

S

Delete individual
members

B Sending a contact group to someone else

Search Contacts (Ctrl=E) 4 -
123 -:Ijl
Budget Team ce-
ah Send
\ Bec...
cd
of Frasier Heron ject
gh Attached Budget Team
j Sadie James
Click and drag a contact group (or contact) to an email 4\
message to send it as an attachment. \I
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