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Chartered AccountantSpecialnterest Group

Outlook

0 CustomiseFavourite Folders (2 Minutes)
0  Turning an email into an Appointment(3Minutes)
0  Setting up Email Rules (5 Minutes)

Word

U Format Painter (2 Minutes)

U Managing Paragraph€lO Minutes)

0 ManagingTables (10 Minutes)

0 Imbedding Excel into \Wrd - best method (3 Minutes)

Excel (15 Minutes)

U  Vlookup and Pivot tables Functionalityonly (5 Minutes)
U Range(Array)Intersections (5 Minutes)
U ODBG Importing data from data bases (5 Minutes)
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Microsoft Office

Outlook:

CustomiseFavourite Folders

Customise Rapurite folders by dragging and
droppingmailfolders from Mail Folderto Favourite

Folders

Result;
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Mail Folders

Customise Navigation Pane Buttons:

Hover mouse above separator line and drag down. This will
minimise view. Other icons will be visible in bottom bar.
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Turn an Email into a\ppointment:

Drag the email onto the calendar navigation button
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mark.ewins@xtra.co.nz

mark.ewins@xtra.co.nz
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Microsoft Office
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calendar. This will include the email together with 12 e R [l e S
File Item Cardr - Art
attachments g ruiders Include Tables Tiustrations
) 2] Al Mail Iten
o s e R S o P
. . 3 _Ecorj| Location:
Normal calendar rules will be applied and you can ~read - :
oA time: | Fri 19/06/2009 =] [1130am [=] [Ean day event
. . . . # 3] Deletfy | ; =
invite attendees enter laation, resources etc: & oo ratmel 4 wnezmon | 1200
(2 Draftd
LL-':*‘::;‘ i3 4se§
=y Ind ] 8 910 11 12 13 14 i
G| Fom: 2 230 H2 5 1% lallendor Incola.wallendorf@roostmi
= = = = 3 MySof Sent: e e day, 3 June 2009 11:45 a.m.
."E::\\.' = o oty T S ous| | | To: S ins'
M Ciad - [ Precal Subje @ ary of Premiums
Appointment | Insert Format Text Develope @ [ Rss A =
= 3 salesli| | Hi Mark
i u i, % |5 catendar ﬁ*l =0 i [ Sally
b e : == i ‘Slj
Save & | Invite 5 |Appointment| Scheduling 4 [ sent L
Bl || Close |Attendees by Forward ~ 2 Tracl Ins Schedule
| Actions Show @ 3z Fild MDE.xs
A
Subject: RE: Summary of Premiums
e g
Location: | : File Edit View Go Tools Actions Help
E Start time: | Fri 19/06/2003 [=] [1130am. I [HiNew - | X g8 | Today | [@ Sear @
Endtime:  Fri 19/06/2009 [=] 1200 p.m. Chalanidi « Day | Week | Month
‘ L] June 2009 b Y (=2 _
Mo TuWe Th Fr 5a 5u 6 -) 15 19 June 2009

—_———
RNy . Calendar ', MarkEwins

Save the appointment to your outlook calendar. L & e |
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Setting up EMail Rules:

Business this week: 30th May - 5th June 2009 - Message (HT|

It is possible to set up rulee

Message Developer
mail messages that perform R X LSS D | e B ¥ Rt
automated act|ons on them Ie Reply ?;;;Iﬁ Fnr\ctard De\ety(:]a‘:e Acct};c::sr‘ slz\:gl:r | Mot Junk Catsgonze FEILIjnvw ﬂ:::us & S:::‘
Re.:.pand A,;'A.ct\ons L Junk E-mail e O;?tions 'T-. : Find
when a routine message comes ind = © = » &, 5 -
every day or week it can be sent . et e
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to a Specrnc folder and an action | sueie: Business this week: 30th May - 5th June 2009 -

Create Rule prctl i R

can be performed on it.

When T get e-mail with all of the selected conditions

[¥] From The Economist

[] Subject contains | Business this week: 30th May - 5th June 2009

The best place to set this up is &
. [ |Sentto  meonly
from within the email. NEWS SUMMARIES Do the following

[ Display in the New Ttem Alert window

. [7]Play a selected sound: | Windows Notify.wav B E]
1) Click on @ate rule. P! | EMove tetem ol |_Feanomit

VISIT ECONOMIST.COM Highlights from this week's @ p 1.: and Alerts —
oy . The bankruptcy of General Motors | EE
2) Within the create rule dialogue ey

PR Russia | Barack Obama addresses My | C00se a folder:

Thursday June 4th 2009 Subscrif

E

1

FINANCE & ECONOMICS | [ Sommedity prices and mining me

box. Tick the Economist or one Of|| sceceaoimooe  [foheme | The Fedsexit strateay 12

the other options together with the parameter.

Ok

3) You can get it to perform actions. In this case we want to send it to a particular folder which we
can do from the selecbider list.

www.ite.co.nz ©Information Technology Enablement (Pty) Limited Page3




Microsoft Office

4) Click Ok to close the create rule dialogue box

Success

5) You will be prompted with the following choic&licking e Thecnonst 3 hesee e
OK CompleteS the Setup. WhiCh Wl” run from the neXt Run this rule now on messages already in the current folder
ocurrance.

Other Notes aboutOutlook Rulesand Alerts

1) Rules can be accesses from within the mail
folders. le Inbox.
Right click on the mail message
Select create rule
The Create Rule dialogue box will open

2) For more options in setting up rules click
on Tools, Rules and Alerts.

3) This will open the Rulemnd
Alert dialogue box. Click on
New Rule.

4) The Rules Wizard will open
which should be self
explanatory.

Note: ] (@&}u pe]vP 8Z ~Kus }( K((] ee]e3 v8 ClH V * 35 u% ~ pud} &1EA E
conditions. You do this usinge RulesWi E "8 E3 (E}u
ovl EGpo _ 1 ~Z | AZv Dsee P+ EE]A _
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