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MANAGING YOUR INBOX: TIPS AND TRICKS



Agenda 1deas

Template emails — creating and recalling

Conditional Formatting — visual organization of inbox

Using Categories — organize inbox with categories and sort function
Diverting emails — remove unneeded/low priority emails for main inbox
Contact Lists — create your own

No reply all — Ignore reply all responses and delete.

Drag and drop email to calendar

Questions

Polling options




Template Emails

Create an email message template

Use email templates to send messages that include information that infrequently changes from message to
message. Compose and save a message as a template, and then reuse it when you want it. New information
can be added before the template is sent as an email message.

1. On the Home tab, in the New group, click New E-mail.

Keyboard shortcut  To create an email message, press CTRL+SHIFT+M.

In the message body, enter the content that you want.

1. In the message window, click the File tab.

2. Click Save As.

3. Inthe Save As dialog boy, in the Save as type list, click Outlook Template.

4. In the File name box, type a name for your template, and then click Sawve.

By default templates are saved in the following location:

c\users\username\appdata\roaming\microsoft\templates

Send an email message based on a
template

Use email templates to send messages that include information that doesn't change from message to
message. You can compose a message and save it as a template, then reuse it anytime you want it, adding
new information if needed. These instructions assume you've already created and saved a message template.
For instructions on creating a message template, see Create an email message template.

These instructions assume you've already created a message template. To create an email message template,
see Create an email message template.

To use an email message template, use the following steps:

1. Select New Items > More Items > Choose Form.

2. Inthe Choose Form dialog boy, in Look In, click User Templates in File System.

3. The default templates folder is opened. The folder location (in Windows 7 and later operating systems) is
c\users\username\appdata\roaming\microsoft\templates. If your template is saved in a different
folder, click Browse, and then select the template.

4. Select the template, and then click Open.

5. Make any additions or revisions to the recipients in the Teo, Cc¢, or Bee boxes and any changes to the
subject and message body.

Note: Changes made aren't saved to the template. If you use the Save command, this creates a draft of
your message, but won't update the template. To update the template, follow the steps for saving a new
template in Create an email message template.

6. Click Send.




Conditional Formatting

Conditional formatting in classic Outlook for Windows allows you to
automatically change incoming message colors and fonts based on sender,
subject, or recipients. Conditional formatting in classic Outlook for Windows is
a way to make the incoming messages that meet defined conditions stand out
In the message list by using color, fonts, and styles. You specify conditions that
an incoming message should meet, such as a sender’'s name or email address,
and then conditional formatting is applied only to those messages.

For example, a conditional rule can specify that all messages sent from your
manager appear in red text in the message list. If you want to make further
changes to the body of your email messages, change the default font or text
color for email messages.




Conditional Formatting, continued

1. In Outlook for Windows, click View.

2. In the Current View group, click View Settings.

S ) |G ™
Change "v"iewh Reset
View ~ Settings| View

Current View




Conditional Formatting, continued

3. In the Advanced View Settings dialog box, click Conditional Formatting.

-~

Description

Group By...

Qther Settings...

: _Fo_rmtm:ms

Reset Current View

Advanced View Settings: Preview

Conditional Formatting. .

7_ Importance, Reminder, Icon, Flag Status, Attachment, Fro...

None

Received (descendng)

Off
| Fonts and other Table View settings
+ || User defined fonts on each message

| spefy the display formats for each field

oK Cancel

ot S|

A set of default rules appears. This
includes the Unread messages rule.
This rule makes unread messages
appear bold in the message list. In
addition, any conditional formatting
rules that you created in

the Organize pane with an earlier
version of Outlook appear.




Conditional Formatting, continued

4. Do any of the following:
m To delete a rule, click the rule, and then click Delete.
= To temporarily turn off a rule, clear the check box for that rule.
= To change the criteria for a rule, click the rule, and then click Condition.
= To change the text formatting, click the rule, and then click Font.

= To add a new conditional formatting rule, click Add, in the Name box, type a name, click Font
to specify the formatting, and then click Condition to specify the criteria for this rule.




Conditional Formatting, continued

Make all messages from John Kane appear in red
1. Click Add.

. Enter a name for the rule.
Click Font.

Under Color, click Red.
Click OK.

Click Condition.

Note: The name must exactly match the full name that appears on messages that you receive.

In the From box, type John Kane.

© N o v~ W N

In the Filter, Conditional Formatting, and Advanced

View Settings dialog boxes, click OK.




Conditional Formatting, continued

Make all messages that contain the word Contoso in the
subject appear green

1. Click Add. 6. Click Condition.

2. Enter a name for the rule. 7. In the Search for the word(s) box, type Contoso.
3. Click Font. 8. In the Filter, Conditional Formatting,

4. Under Color, click Green. and Advanced View Settings dialog boxes,

5. Click OK. click OK.




Conditional Formatting, continued
Make all messages that contain the word holiday in the
subject or message body appear blue

1. Click Add. 6. Click Condition.

2. Enter a name for the rule. 7. In the Search for the word(s) box, type

3. Click Font. holiday.

4. Under Color, click Blue. 8. In the Filter, Conditional Formatting,

5. Click OK. and Advanced View Settings dialog boxes,
click OK.




Using Categories

Categories are another way to organize your inbox. It's the system that | use, and | find it very helpful in how | manage my inbox and track items

that are outstanding.

On the Message tab, find the
Categorize button, scroll down to All
Categories

Filg Message Hplp Nuance PDF  Acrobat

=

Meeti
wwee [ 5] 57 &) 5F Evee
p Junk ~ Delete Archive Reply Reply Forward EIMV
© Al B2 More «

Delete Respond

=

Assign

EO |:|:| S Find
||
Categorize| Follo| [ Related ¥
v Up [ Select~

Clear All Categories

I BMW Fallow Up

[ CLE Requests

[ Contracts and Related Items

[ Credit Card and Related
Finance Signature Pending

[ Library Requests

B MCLE

I Meeting Planning

B Melissa
Misc

I MyGideon

[ Poll Notifications

B Supervisory

TC / Racial Equity

EE All Categories...

A
Read
Aloud

Once in All Categories, you can change the name and
color selection from the default color names.

Color Categories

To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.

Shortcut key

[ ] Bmw Foliow up
(] BupGET
D. CLE Requests

DD Contracts and Related ltems
DD Credit Card and Related
D Finance Signature Pending

DD Library Requests
[ ]/ mcLe

D. Meeting Planning
DD Melissa

[_] Misc

MNew...
Rename

Delete

Color:
Shortcut Key:

(None) A

Cancel




Using Categories continued

To sort by Categories, go to the top of your email and select Categories (2x). The first will group all the Categories at the bottom of your email and
the second will move them to the top in descending order. This will keep any email that you need to track at the top of your inbox.

Al Unread By Date v T
S O i@ |From Subject Size [Categories Mention Received ™ b
v Today Sort by: Categories |
Micole Lawal Internal Transfer Postings - Supervising Administrative Assistant Ill - PDD Fall River and Investigator - PDD Malden 60 ... Tue 4/9/2024 3:43..
All Unread By Categories ~ T
i 3 @ [From Subject Size] | Categories ™ Mention Received b
~ l Supply Orders: 1 item(s)
6) Maudelcia Tuitt date stamps 36. I Supply Orders Tue 3/12/2024 3:1...
~ D Supervisory: 12 item(s)
6) Kristen Munichiello RE: request while | am out 67 . I:l Supervisory Thu 4/4/2024 1:55...
- Kristen Munichiello Regarding Req #007 Amended 2 53 . |:| BMW Follow Up Fri 9/22/2023 1:28...

~ l AA Operational Update: 1 item(s)
Melissa Dineen Doodle Poll for A4 Operational Update 69 ... I A4 Operational ... Tue 4/2/2024 10:3...

w  (none): 15249 itemn(s)

Micole Lawal Internal Transfer Postings - Supervising Administrative Assistant IIl - PDD Fall River and Investigator - PDD Malden 60 ... Tue 4/9/2024 3:43...




Diverting Emails

We all get email that we don’t have to respond to, but we are sent as FYI mail. For example, | am the main admin on EventBrite and get a copy of

every email that is sent from them. | don’t need them in my inbox, so | divert them to their own folder reducing the clutter in my inbox. I'm sure
everyone can identify email that falls into that category.

For demonstration purposes | used Robert McGovern’s Covid update emails (which | do read and find totally necessary and not email clutter at all!)

Highlight the email 14520 o SBET R
Committee for Public Coungel ., Racia! Equiy Speaker Series 2021 Thu 412011 810 AN
Rabet McGovemn COVID-19 Daily Repart Thu4/1/201 802 AN

On the HOME tab menu bar, select RULES, and then CREATE RULE

% end/ Receive Folder View Add-ins
= e B b

Inbox - bmulvey-welsh@publiccounsel.net - Outlook

Q Tell me what you want to do...

€} To Manager ¥ [1 >

=] 2 2 (3 EMecting | MP 3 o Manag 1 &

" ‘I; Tlentpr ¥ 0 € (I' . ')d B TeamEmal ¥ Done " R||:| 0')N i i I L] S

lew ew elete = = orward [g] - > o ules OneNote nreat ategorize Follow
e e~ | 8 Junk * i EMote~  |© Reply B0elete ¥ Create New o T U~ Y FitefEmai-

New Delete Respond Quick Steps 5 Abways Move Messages From: Robert McGovern | Fid

4Favorites * Al Unread Abway sages To: Robert McGovern

Inbox V&[0 |FROM SUBJECT = CreateRule..

Sent ltems Committee for Public Counsel S... Racial Equity Speaker Series 202° .l:' Manage Rules & Aleks...

Drafts Robert McGovern COVID-19 Daily Report

Amy Karp Refund for Jessie Tobert




Diverting Emails continued

A dialog box will open to create the parameters for the rule. You have several options from which to choose. In this instance, since | want to have all
the Covid-19 Daily Reports in one folder, | will select SUBJECT CONTAINS and | want to move it to its own folder; | will select MOVE THE ITEM TO
FOLDER. Outlook allows you to select the folder using SELECT FOLDER. If the folder doesn't exist, you can create it at this step. Make sure to scroll
to the top so that INBOX is selected, or your folder will be created as a subfolder under whichever is selected.

Create Rule b4 Rules and Alerts >
‘When | get e-mail with all of the selected conditions Choose a folder:
|:|From Robert McGovern Eat

ch Reports Y | QK | C)K
[] subject contains | COVID-19 Daily Report Birthdays Sé‘]é‘C[’ to advaﬂce
Csentto  Robert McGovem v Bonnie Cancel t]H‘Ollg]] the cz’za]og boxes
) Concur
Do the following
Doodle Poll Mew...

|:| Display in the New [tem Alert window Employment Law Training All
[ rlay a selected sound: Windows Motify Em| | »| & Browse... EventErite
[ Move the item to folder: | Group 10 Select Folder... Feedback Surveys

FreeConference Create Mew Folder > |
- Gifts Mame:
oK Cancel Advanced Options...
Group 10 (5} COVID-19 Daily Reports| Once you press SELECT
Hotel Reservations Folder contans . .

- HR oo coe e FOLDER, this dialog box opens
reate Rule X L= b ]] d
When | get e-mail with all of the selected conditions SEIEi:hErE to place the folder: &emenz 6[ to SC[O to top an

oy bmulvey-welsh@publiccounsel.net g g

(1 From Robert McGovem | £3 bmuvey-wetinep highlight INBOX before you
Subject contains  COVID-19 Daily Report 7 Drafts
[sentto |Robert McGovern < Type the = Sent ftems select NE W)

=/ Deleted Items
Do the following FOLDER Archive
DDisplayinthE Mew Item Alert window F(-" Calendar

name [E5] Contacts

[] Piay a selected sound: ‘Windows Motify Em » L ] Browse... Conversation History
[7] Move the item to folder: | Group IO | E} Journal -

L Junk Email 111

oK Cancel Advanced Options... Cancel




Diverting Emails continue

Create Mew Folder

Mame:

Folder contains:

Mail and Post tems e

Select where to place the folder:

Rules and Alerts >

Choose a folder:

Concur

Croodle Poll

Employment Law Training All Superviso
EventErite

Feedback Surveys

FreeConference

Gifts

Group IO (5]

Hotel Reservations

HR R4

< >

W E” bmulvey-welsh@publiccounsel.net  » 0K

W Inbox (1)
AL | Hiring Process Cancel
AL Training Survey
Appellate Panel/Trail Panel/Tr Mew...
Batch Reports
Birthdays
Bonnie
Concur
COVID-19 Daily Reports
Doodle Poll
Employment Law Training All
EventBrite

Type the folder NAME. You will not need to make
any other options in this dialog box.

When you select OK, a dialog box will show the new
folder and the location in your folder menu.




Diverting Emails continued

At this point, Outlook will appear to be going backwards through the dialog boxes. This is normal. You will need to select OK in each of the dialog boxes that will

open.

Create Rule

When | get e-mail with all of the selected conditions
[ ]From Robert McGovern

Subject contains | COVID-19 Daily Report

D Sentto | Robert McGovern

Do the following

D Display in the New [tem Alert window

DF‘Ia].ra selected sound: Windows Motify Em

Move the item to folder: | COVID-19 Daily Rep

OK Cancel

LB | Browse...

Select Folder...

Advanced Options...

When | get e-mail with all of the seledted conditions

E [ S |

Success
The rule "COVID-19 Daily Report” has been created.

|:| Run this rule now on messages already in the current folder

[7] Move the item to folder. | COVID-19 DailyRep| | Select Folder..,

oK Cancel Advanced Options...

Select OK

Dialog box showing rule has been created.




iverting Emails continued

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

I [ P R |

Success
The rule "COVID-19 Daily Report” has been created.

Run this rule now on messages already in the current folder

[Z]Move the item to folder. | COVID-19 DailyRep| | Select Falder..

0K Cancel Advanced Options...

1 K11 =

1 1 M

hen | net s.mail with all of the seleded ronditinns

Microsoft Cutlook

—-F"/- ./""I/
Running rule 'COVID-1% Daily Report’
In‘Inbox’

I Cancel

T 1T

Check the box if you want Outlook to find all the emails
like the one you are creating in the rule and put them all

in the correct folder.

Outlook moving all the emails to the selected folder.




Diverting Emails continued

Al Unread Search COVID-19 Dally Reports (Ctrl+E)
125D | FrOM SUBJECT RECEVED ¥ SIZE CATEGORIE
4 Date: Today
Raobert McGovern COVID-19 Daily Report Thu 4/1/2021 8:02 AM 51KB
4 Date: Yesterday
Raobert McGovern COVID-19 Daily Repart 55KB
4 Date: Tuesday
Raobert McGovern COVID-19 Daily Repart Tue 3/30/20218:06 AM 51KB
4 Date: Monday
Raobert McGovern COVID-19 Daily Repart Mon 3/28/2021 8:.078M 56KB
4 Date: Last Week
Raobert McGovern COVID-19 Daily Repart STKB
Raobert McGovern COVID-19 Daily Repart 5/2021 81T AM 51KB
Raobert McGovern COVID-19 Daily Repart fed 3/24/2021 7:59 AM 54KB
Raobert McGovern COVID-19 Daily Repart Tue 3/23/2021 8:03 AM 55KB
Raobert McGovern COVID-19 Daily Repart Mon 3/22/20217:58 AM 53KB
4 Date: Two Weeks Ago
Raobert McGovern COVID-19 Daily Repart Fri 3/19/2021 7:57 AM 54KB
Robert McGavern COVID-19 Daily Rep/rt Thu 3/18/2021 &:02 AM 54KB
Robert McGavern COVID-19 Daily Rfport Wed 3/17/2021 8:16 AM S0 KB
Raobert McGovern COVID-19 Daily Rewgrt Tue 3/16/2021 8:05 AM 59KB
Raobert McGovern COVID-19 Datfy Report Mon 3/15/2021 8:08 AM 53KB
4 Date: Three Weeks Ago
Robert McGavern COVID-N-DailyRs Fri 3/12/2021 811 AM G0 KB
Raobert McGovern COVID-19 Daily Report Thu 3/11/2021 &:02 AM 56KB
Raobert McGovern COVID-19 Daily Repo Wed 3/10/2021 7.56 AM STKB
Raobert McGovern COVID-19 Daily Repart Tue 3/9/2021 8:00 AM STKB
Robert McGavern COVID-19 Daily Report Mon 3/8/2021 8:06 AM 53KB
4 Date: Last Month
Robert McGavern COVID-19 Daily Report Fri 3/5/2021 8:05 AM 56 KB
Raobert McGovern COVID-19 Daily Repart Thu 3/4/20217:53 AM 56KB
Raobert McGovern COVID-19 Daily Repart Wed 3/3/2021 8:08 AM 56 KB




Contact Lists

From Outlook, select the Contact icon.

|

o

] File Home Send / Receive Folder
|8 ozl & | [ E
- p\ E
MNew | New Contact | New Delete Em
Contaci Group ltems v
RQ‘ MNew Delete

Contacts - bmulvey-welsh@publiccounsel.net

E ¥ Untitled - Contact Group

File  Contact Group Insert FormatText Review Nuance PDF

2@ as [R|F 8 M5 BREA Q
& A8 + 2 0o
Save & Delete Forward |Members| Notes Add Email Meeting Categorize Follow Private Zoom
Close Group Group - Members ~ v Up v

Actions & Sht;w Members Communicate Tags Zoom Immersive
Name |
D Name & Email

we didn't find anything to show here.

From the HOME menu, select New Contact
- Group.

An empty group box will open.




Contact Lists continued

E ") <~ Untitled - Contact Group
File  Contact Group Insert Format Text Review
P oss [BL 8
& A5 R +
Save & Delete Forward = |Members| Notes Add
Close Group Group > Members v
Actions Show em)|

MName

D Name &

Enter a name for the group.

o v

File  Contact Group Insert

W oas | R

Save & Delete Forward = |Members
Close Group Group ¥
Actions Show

MName

D Mame &

Training Admins

Training Admins - Contact Grf

Format Text

Review

L7

MNotes

Q

Add
Members v

LGl

=mbd

At Text

Review Nuance PDF

Add
Members ¥

Dﬁ From Outlook Contacts
Dﬁ From Address Book

QF Mew E-mail Contact

weomarriind an

We didn’

Select Add Members. From the menu, select from Address
Book. From pulldown, select Global Address list

Belect Members: Global Address List

Search: @ All columns

() Name only

=

Address Book:

Global Address List - brmulvey-welsh@public| ~

Adv]

bmulvey-welsh@publiccounsel.net

| Mame Title

Contacts

*YAD Attorneys
*YAD GROUP

| Offline Global Address List
- Global Address List
All Address Lists

Depar]




Contact Lists

continued

In the Search bar, start
typing the name you'd
like to add.

Select the name you'd
like to add from the list.

Keep adding names until
your list is complete

Search: © Al colurfns () Name only
= x
| Name Title

*YAD Attorneys

*¥AD GROUP
+CAFL_Attorneys
221400 Hours
£,2017 Training Registration
£, 2018 Training Program App...
o2 2022summerinterns
22221 Main St. Brockton
R 278Amotions@publiccou...
5 2migua@amail.com

Make sure you click the
Members button to add
the name to your list.

Search: o All columns Y Mame only Select Members: Search Results - Global Address List
. Search: @ All columns () Name only Address Book:
jac > %
levi = ¥ |Search Results - Global Address List V|
| Name Title ‘ Name Title Business Phone Location

O Ami Jackson

0 carey Jacobson
O Daron Jacobs

£ Haylie Jacobson
O Jack Weydt

£ Jacob Hayward
2 Jacob Maddox
£ Jacob Steinmann
O Jacqueline Baker
O Jacqueline Dutton

Investigator

Sr Web Applica
Appeals Attorn
Director of Apg
Trial Attorney
Trial Attorney
Trial Attorney

Attorney In Cha

Q Aaron Levin

£2 Elizabeth Levitan Staff Counsel | 617-516-3812
617-910-5817
508-815-5305

617-910-5729

Admin Assistant IIl
Trial Attorney
Appeals Attorney

Q Marcy Levington
Q patrick Levin

Raxbury - 7 Palme...
Boston - 75 Feder...
Hyannis - 973 lyan...
Boston - 75 Feder...

Here is what the list will look like. From

here, you can add/delete emails by
selecting the appropriate button.

& B9

& I /3

Save & Delete Forward
Close Group Group v

O Jacqueline Stimpsan
() Jacque Bk
QO Jacguelyn O'Brien

Managing Dire

£ Jacquelyn Oppler
2 Jacqulyn Kantack

Social Services
Intern

Actions

Members Jacquelyn Diaz; Kristen Munichiello; Levi Phillips

File  Contact Group Insert

~ Training Admins - Contact Group

Format Text

Review Nuance PDF

2 2 om MmO
LI A A AI2E B
Members| Notes Add  Remove Update | Email Meeting ~Categorize Follow Private
Members v Member Now v Upv
show i c Tags

Q

Zoom

Zoom

Immersive

A= Jacquelyn Diaz

Members

Jacquelyn Diaz

A= Kristen Munichiello
AZ Levi Phillips

Email

jdiaz@publiccounsel.net
kmunichiello@publiccounseLnet
Iphilips@publiccounsel.net




Contact Lists continue

To recall your list, simply type the name of your group in the TO field of your email.

% ‘ From w

Send ‘ To
‘ Cc
‘ Bce

Subject

bmulvey-welsh@publiccounsel.net

H Training Admins;

Send

| From

To

Cc

Bcc

Subject

bmulvey-welsh@publiccounsel.net

® Jacauelyn Diaz; ' Kristen Munichiello; @ Levi Phillips




[gnoring “Reply All” on emails you

recelve

If your inbox is cluttered with conversations or email threads you don't need to be part of,
use Ignore to delete the emails. And any future emails on the subject will automatically be

deleted.
1. Select the conversation or an email in the thread.

2. Select the arrow by Delete > Ignore.

3. If prompted, confirm by selecting Ignore Conversation.

Note: The Ignore Conversation command in step 3
appears in the Ignore Conversation dialog box. This
dialog box doesn’t appear if you previously selected the
Don't show this message again check box.




Email to Outlook Event

Do you get emails that have action item dates that you don’t want to forget? You can easily create
Outlook events/meetings by dragging and dropping to your calendar.

~ (none): 15249 item(s)

Nicole Lawal Internal Transfer Postings - Supervising Administrative Assistant IIl - PDD Fall River and Investigator - PDD Malden 60 ... Tue 4/9/2024 3:43...

@ 8

|E| Select the email you want to use and LNty
drag it to the calendar icon in your =
Outlook. :

eeeeeee

@
a %B

Internal Transfer Postings - Supervising Administrative Assistant Il - PDD Fall River and Investigator - PDD Malden

Tue 4/9/2024. [ 430em v CAlday [J@ Timezones

Tue 4/9/2024 1| sooem ~| O Make Recurring

) Change the start and end time to the
dates/times you want and hit Save &
v Close. It will update to your outlook

C a | e n d a r. The followinglinks are to be used by CPCS personnel only:

are internally posting the following roles for one week to allow for transfer applications only. If you are interested in transferring into these roles, you must apply on or before 4/16/2024,

We

oo Supervising Administrative Assistant lll - PDD Fall River
ao
yees-pi el.icims.com/jobs/2577/supery pdd-fall-river/job
hared Folder £ Calendar




Delay Sending Email

In a new email window, select Options then Delay Delivery

o] < Untitled - Message (HTML) £ Search

File Message  Inse Options Fgrmat Text Review Help Nuance PDF  Acrobat

a v (—] o

E Colors I: ﬁ [_] Request a Delivery Receipt E ] @Q Q) ‘

Themes Fonts Bec Encrypt =~ Use Voting — N Save §ent Delay irect Peil
[ Request a Read Receipt ) .
~ D Effects ¥ 4 Buttons ¥ Item Jo ¥ Delivery Replies To
Themes Show Fields  Encrypt Tracking [ More Cptions ~

> ‘ From v | bmulvey-welsh@publiccounsel.net
Send To | |
e |
‘ Bec |
Subject

Select the properties for the delay under
Delivery options. Remember to change
the time as it defaults to the end of the

day!

Properties

Settings Security

Importance  Mormal v & Change security settings for this message.

Sensitivity ~ MNormal ™ Security Settings...

C] Do not AutoArchive this item
Voting and Tracking options

2=|, [Juse voting buttons

4 g
C] Request a delivery receipt for this message
C] Request a read receiet for this message

Delivery options
G@ [JHave replies sent to
Do not deliver before | 4/18/2024 hd 5:00 PM
[ Expires after MNone ~ | [12:00 AWM

Save copy of sent message

Select Names...

Contacts...

Categories w Mone

Close




Polling

To use the polling option in MS Office, you need to access your office 365 account online. Once
you do that, select your calendar. Under New Event, select Event.

New event - Calendar - bmulvey-welsh@publiccounsel.net

st Outlook

Event Scheduling Assistant

& = Home View Help < feensecprens = @y - B |n the New Event window, you will put in
Day +[ @1 Bl e o your attendees. It will not let you
| & [ schedule a poll without attendees listed.
0g OB Mai oy T R Note, you cannot use a created list at
ﬁ Event F S this time.
e ®  4/10/2024 TT00AM Vo i auy TN
= @ Bookable time i 4/10/2024 1130AM v © Don't repeat ™
| ! ° ’ v t j2 13 ©  Search for a room or location [ ] i Teams meeting .
14 15 16 17 18 19 20 10 AM Select Scheduhng po||
B | Adda Event Scheduling Assistant
[a 21 22 23 24 25 26 27 — g
58 29 30 1 5 3 4 1AM o= Response options > Busy ¥ {5 15 minutes before {J Categorize ~ () Private i Scheduling poll
e b = © 2 &

5 6 7 8 9 10 M1




Polling

Cia Scheduling poll | Make changes in the Scheduling poll window for duration and date.

[ View all your polls

Time zone

UTC0500) Easten Time U5 & Ca._ Sort by defaults to Availability but you'll want to change it to Time, so it
Duratin shows all the times for the day and not just when someone is available.
‘03:00 v Meeting hours (.:)
Date @ <E>
4107202 & Sort by | Availability You have to add all the
dates/times from this screen! You

Sort by | Availability Availability . .

. 05:( just keep changing the date at

| - Time the top of the screen and
. S selecting times for each date.
NE-2N DAA

o
&

06:00 PM ce?

&

06:30 PM <o’

&

07:00 PM o2




Polling

% X
. €1 Scheduling poll

€ Scheduling po . . gp

scheduling pell . At the bottom of the Scheduling o
= poll pop-out, it will show how S
=Y many times have been selected. 00 A s
o v Once you are satisfied, select v
01:00 PM G2 v Next Location
0130 P &2 v Please enter a location.
02:00 PM &1 S v DTeamsmeeting

Once you select Next, a summary

[¢)
02:30 PM <ol col > Manage poll settings

screen will show up. You can go

[

@ o0300PM St &1 v
o back to fix items or select Create
oo Poll.
04:00 PM col col V¥
04:30 PM St 1 v
2 v - Attendees will be notified via email.

2 times selected m & Back Create poll




AA Operational Update
° / Barbara Mulvey-Welsh
' ﬂ To @ Barbara Mulvey-Welsh
Poll Notifications
@ If there are problems with how this message is displayed, click here to view it in a web browser.

Hi,

Your poll has a new vote from ecollins@publiccounsel.net

You will be notified via email once someone responds to the poll. 5 Scheduling poll

The email will show the poll name in the subject line, who AR Operational Update

responded, and what their responses are. @ (UTC-05:00) Eastern Time (US &
Canada)

1N
(L) 3hours

You can select View poll from any response email, and it will take £ 2votes of 13

yOU tO the pO”. m View all your polls

Wednesday, May 22
10:00 AM

Wrrefer 0 @Yes:2 @No: 0

Barbara Mulvey-Welsh Required @ Yes

ecollins@publiccounsel.netRequired ° Yes

Thursday, May 23
10:00 AM

Wrrefer: 0 @Yes:2 €@No: 0




Polling

You can send a reminder to participants that have not yet
responded by selecting Send reminder.

NEW DATES/TIMES AA Operational Update

@® 3 hours duration

@ No location provided

8 options provided You can add additional dates/times if needed by scrolling to the
®  (UTC-05:00) Eastern Time (US & Canada) bottom Of the pO” and Selecting:

- Propose another time




Polling

You can add/remove participants 39(“ Mulvey-Welsh)
by using the list on the right side Required Attendees
of the screen and selecting Add 4 Melissa Dineen
required attendee. 2 Holly smith

/7 Bob Vient

¢ Delfina Hite

/Al Peters

¢’ Stan Jones

¢ Lorraine Altmeyer
¢’ China Duval

¢ Eric Collins

¢’ Danielle Wong
¢ Gina Annunziata

¢’ Gisel Pimentel

f Add required attendee




Polling

Once a date/time is agreed upon, you can schedule the meeting by selecting the
Schedule meeting option next to the date/time.

Wednesday, June 12, 2024 Al Peters Bob Vie... China D... Danielle... Delfina ... Eric Coll... Gina An... Gisel Pi.. Holly S... Lorrain... Melissa... Stan Jo...

10:00 AM QO Pprefer X No X X X v X v v X v v ? ? Schedule meeting [
Tentative No votes 6 votes 5 votes

1:00 PM QO Prefer X No X X v v v v X v v v ? 7 Schedule meeting [

Tentative No votes 8 votes 3 votes




(Questions
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