Introduction

Many people use Microsoft Outlook as their primary email program. Yet, some are unaware of all the features that this software holds – not taking an advantage of the full :power” of the Outlook. Below are some useful tips on improving your MS Outlook experience. 
Assigning task to a contact
Generally Outlook tasks are very useful for keeping track of “things to do” over time. 

Sometimes, however, you may like to assign a task to certain person – one of our employees, for instance, notifying him/her by email  - and also keeping track of the task progress.

Generally there are 2 ways to assign task to one of your contact persons:

1. Pick the contact and assign a task

2. Create a task and the assign it to a contact

We will overview both ways:

1.1 You can pick one of your contacts from the contacts list and right-clikc on it with the mouse – several options will be provided:
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1.2 Now pick (left-click) on “New Task for Contact”. 

1.3 You will be presented with a task window:
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1.4 Enter your task name – note that the chosen person is present in the bottom of the window. However, the task will not be assigned until you assign and send it to the selected contact. To do that – click on the “Assign Task” button. The window will become as follows:
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1.5 Now, if the contact address is not present in the “To…” field – enter it (alternatively, you can click and find the address in your contact folder).

1.6 Then, set the task options (due date, status etc.) – and decide whether you want to keep the task in your task list and whether you want to be informed on task completion.
1.7 Press “Send” – and the message will be delivered to your contact with task details.

2. Another way to assign a task to contact is to create a task and then assign it to certain person.

2.1 If you want to assign the existing task to a contact – go to your task list and right-click on the task to be assigned:
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2.2 No you will get to the same screen as in 1.5. Follow the steps 1.5-1.7 to assign the task to a contact.

Add birthday to Contact details. 
Adding birthday to contact details is pretty simple task. You need to follow the next procedure:

Open your contact details by double clicking on contact person:
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Click on “Details” tab:
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Enter birthday date – as well as other details you want to keep track of.
Creating Calendar entry (appointment) from email/task 

Sometimes you may want to create a meeting – or just a calendar reminder – relative to one of your tasks or emails. 
This option is not widely known, but nevertheless is it possible – and pretty simple to achieve. All you need to do is just drag the relevant email/task to a calendar:
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A calendar entry window will open – with all the relevant data already entered.

You can turn the calendar entry into a meeting by clicking “Invite attendees” and entering email addresses.
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Sorting and moving emails
Although the default folder for your incoming email is the “Inbox” folder, many times you will want to separate your messages according to the sender, subject etc. This will keep you email organized and easier to find and access. To do so, the following steps are required:

1. Creating folder and subfolders in your Outlook navigation pane.

2. Sorting email in your inbox folder

3. Moving emails to specified folders

Here is the overview of all the 3 procedures:

1.1 To create new subfolder, select the “parent folder” (for instance – “Inbox”) and right-click on it. Select “New Folder…” from the presented options
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1.2  You will be presented with a window to name your folder and confirm it’s “placement” – the “parent” folder will be selected:
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To creat ea folder in the high level – choose the “Mailbox” as the parent folder.

By the way, you can also reach this window by Entering the Main Menu-> File -> Folders - > New Folder
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2. To recognize emails that you want to move to another folder it is advisable to use mail sorting. To do that – you can just click on the relevant field and the email will be sorted in the descending order. Click again – and the order will reverse to ascending. 
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The most useful sorts are by name (when you want to find a specific mail) , received date (to keep track of your latest emails) and size (to identify large email that might be wasting your Mailbox space – it is usually limited).
3. To move an email to specific folder you can just drag-and drop it there:
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Alternatively, you can select a message and right-click on it and choose “move to folder” option:
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In the window that will open – just choose the folder you want to move the email to.

Directing mail into relevant folders as they arrive – Outlook Rules
Directing emails in relevant folders and subfolders is a very convenient step to organize your emails. However, Outlook provides even more advanced tool – redirecting emails to relevant folders as they arrive. To do that you have to “set a rule”.

Here are the steps:

1. Select the Inbox Folder

2. Go to Main Menu -> Tools -> Rules and Alerts. A window will open:
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3. Click “New Rule…” Another window will open, with certain predefined “Rule types”:
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4. If you wish to move the emails from certain address to a specific folder – choose the first option and press “Next >”
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5. Now, define additional conditions (e.g. “Sent Only to me”, “Specific date range”), the addresses from which the email was sent and folder to direct the email to and press “Next >” again. Another window will open, asking you to choose the action you would like to perform
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6. Select your actions, and press “Next >” again. Notice that you can still change the rule itself. A window will open asking you about exceptions to the rule – for instance if you have selected a distribution list, you might want to exclude someone…
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7. In the final step you would be asked to name your rule. You can also decide if you want to check the folder for emails that comply with the rule – and apply the desired action. Press “Finish” – and you are done!
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8. You will be taken back to the Rules window – with you new rule in the list.

To deactivate the rule – uncheck the checkbox next to it. You can also change and delete the rule afterwards.
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Summary

Remember, Microsoft Outlook has more useful features – it is advisable to explore by reading more articles across the web!

