Nonprofit Technology Collaboration

Contact Groups in Microsoft Outlook 2010

What are Contact Groups?

A contact group is a collection of contacts in your email. It provides an easy way to send e-mail
messages to a group of people. For example, if you frequently send messages to the marketing team,
you can create a contact group — called “Marketing Team” — that contains the e-mail addresses of
everyone on that team. A message sent to this contact group goes to all recipients listed in the contact
group. You can include contact groups in email messages, task requests, meeting requests, and even in
other contact groups.

Note: Prior to Outlook 2010, contact groups are referred to as Distribution List in 2007.

Create the Contact Group

1. On the Outlook home page, click the Contacts Button, located in the left pane. Right-Click the
white space and click New Contact Group.
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2. Inthe name box enter a meaningful name for your group. Press the Enter key on your
keyboard. This will cause the title at the top of your window to change to the name you have
just entered. I.E. “Marketing Team”.
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There are no items to show in this view.

Your contact group is now created; you can begin to add email contacts to your contact group.
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Add Contacts to Your Contact Group

Once your contact group has been saved in the contacts folder you can begin adding email contacts to
your contact group. In this section and in the following, we demonstrate the use of adding members
from the address book, manually entering new contacts, and copying contacts from an email message.

Adding Contacts from Address Book
1. Ensure the contact group that you wish to add contacts to is open. (By double clicking the
contact group from the Contacts tab.)
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2. Click the Add Members button to add members from your Address Book. Then, click From
Address Book from the drop-down menu.
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There are no items to show in this view.
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3. Click on the contact you wish to add to your contact group, then click the Members button on
the bottom left of the screen. This will add the selected contact to the text box next to the
Members button. Add as many contacts as you wish by repeating the selection process just
described. Alternatively, you can use the search box to find a specific contact. Click OK when

finished.
F k!
Select Members: Global Address List M
Search: @ Mameonly () More columns  Address Book
Go Global Address List - indsay_smith3@baylor.e « Advanced Find
| Mame Title Business Phone Location |
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& Abdallah, Alex Student-Journalism
§ Abdallzh, Ali Student-Mo major
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§ Abderrahman, Adam Masters Student-Business A...
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A

4. Once you have clicked OK, your Contact group should now show your newly added contacts. An
example appears below.

5. Once you have added all email contacts to your Contact group, click the Save & Close icon at top
left of your screen.

-
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==| Abdallah, Ali Ali_Abdallah @baylor.edu
=] Abdel-Rahman, Shereen 5 Shereen_Abdel-Rahman@baylor.edu
==l Abdullah, Sarah K Sarah_Abdullah@baylor.edu
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6. To open your Contact group, click the Contacts tab on the left side of your home page. You will
see your Contact group in the white space to the right. To return back to your mailbox, select
the Mail tab.
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Adding Contacts Manually

1. Ensure the contact group that you wish to add contacts to is open. By double clicking the
contact group from the Contacts tab.

2. Click the Add Members button to add members manually. Then, click New E-mail Contact from
the drop-down menu.
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Fill in the display name with what you want to appear as the contact name. Type the contact’s
email address into the E-mail address text box. Leave the E-mail type and Internet format
options on their automatic settings, and make sure the Add to Contacts box is checked. Click

OK.
s -,
Add New Member S5
Display name: Joe Smith
E-mail address: | | Joe_Smith@testemail.com
st [
Internet format: | Let Outlook decide the best sending format E‘
Add to Contacts
[ OK ] [ Cancel ]
k.

Click Save & Close when finished. This will add your new contact to the contact group. Repeat
the previous steps for each additional contact you want to manually add to the group.
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Adding Contacts from an Email Message

1.

Open the email message that you wish to copy a contact from (this can be a sent or received

message). With your mouse, hover over the name(s) in the From or To box that you wish to
copy to your Contact group. Hovering over the desired contact(s) will cause it to turn blue.
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2. Right click on the contact(s) you are currently hovering over and select Copy from the dropdown
menu. Then, you can close the email.

Note: Hovering over a contact will display a contact box to appear showing additional
information, and allowing you to do additional actions if desired. You can ignore this for the
purpose of copying the contact.
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3. Onthe Outlook 2010 home page, click the Contacts button located in the left pane. Open your
desired contact group by double clicking it.
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Once you have double clicked on your contact group, click the Add Members button, on the

Contact Group tab, in the Members group. Select Address Book.

)/ Name =
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At the bottom of the Select Members dialog box, in the Members box, right-click and then

Paste your contact(s) into the members text box. Click OK when done.
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The member’s e-mail address will be included when you copy and paste from the original e-mail

message.

6. The contact is now added to your contact group.
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Deleting a Contact from a Contact Group
1. On the Outlook 2010 home page, click the Contacts Button located in the left pane. Double click

the contact group you want to edit.
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2. Click the contact you want to delete, and then click Remove Member under the Contacts tab.
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Deleting an Entire Contact Group
1. On the Outlook 2010 home page, click the Contacts Button located in the left pane.

2. Highlight the contact group you want to delete by clicking it once.
.gl 'i1 7 |+ Contacts - Lindsay_Smith3@baylor.edu - Micro
Home Send /Receive Folder View
= e [ =] = p 53
85 @ B X B EE [ = 83 &

Mew Mew Contact Mew Delete
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Group

Joe_smith@hgbet.sbc

3. Click the Delete button, located at the top under the Home tab.
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Note: You can also delete your Contact group by right clicking it and selecting Delete.
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Sharing a Contact Group

You can share a contact group with others by including it in an email message. The recipient(s) can then

save it to their Contacts. There are two methods for generating the email with your contact group
attached — both methods are described next.

Method One for Sharing a Contact Group

1. Highlight the contact or contact group you want to share by clicking it once. Click the Share
Contacts button.
0| & I Contacts - Lindsay_Smith3@baylor.edu - Microsoft Outlook
File l Home Send / Receive Folder View
- B B, LB = = 33 N9 ey s | &8s
& @ B X e | )| 83 & | 0& N 45| &
New New Contact New | Delete | E-mail Meeting More | | Business C... Card Phone List —| Move Mail OneNote Forward | Share JOpen Shared
Contact Group Items ~ b T > Merge Contact *JContacts] Contacts
New Delete Communicate Current View Actions Share
=My Eoniacs ) Search Co )
85| Contacts
|85 Suggested Contacts Marketing Team
Marketing Team
Group
2.

This action will cause a new email message to appear. Enter in the desired email addresses you
want to share your contact group with. Press Send when finished.

To... IJDe_smnh @bldis.net I

Subject: Sharing invitation: Smith, Lindsay - Contacts
Send

D Request permission to view recipient's Contacts folder

Allow recipient to view your Contacts folder

=| Smith, Lindsay - Contacts
Microsoft Exchange Contacts
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Method Two for Sharing a Contact Group
1.
2.

Create a new email.
and click the Contacts button to open the contact group window.

group will appear in the Attachment text box of your email.

With that email still open, go to the main Outlook 2010 window. Go to the navigation pane

Drag the contact group that you want to share into the new email message body. Your Contact

-
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8| Contacts = =
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g
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1 p
m
g
g
3
g
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- =]
8
=g =) 1@
All folders are up to date. _[ii] Connected to Microsoft Exchange | [ 88 0 100% (U () | *

2o 3 =]e«

o]

4.

(8 ) ]

Enter the recipients you want to share the contact group with, then press Send.

-
HED® + %= Untitled - Message (HTML)
qﬁ? Message Insert Options Format Text Review
B 4 cut R — -
j d Cu Pl AT AT | E i ﬁa'/ Eﬁﬂ @ g @ |2r
N =3 Copy
Paste . I u|®- A = = = Address Check | Attach Attach Signature
- # Format Painter - Book MNames File Item~™ -
Clipboard P Basic Text MNames Include
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ey
— Ce... |
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Scheduling Meetings and Conference Rooms
in Outlook 2010

Overview of Scheduling Meetings in Outlook 2010

A meeting is an appointment in which you invite people or reserve resources for conference rooms,
conference phones, projectors, and many other things. You can create and send meeting requests and
reserve resources for face-to-face meetings or for online meetings. When you create a meeting, you
identify the people to invite and the resources to reserve and you pick a meeting time. Responses to
your meeting invitation appear in you Inbox. You can also add people to an existing meeting or

reschedule a meeting.

There are two types of ways to schedule a meeting; first, when you have predetermined the time you
want to set the meeting time, and second, when the predetermined time has not been scheduled and

you need to search for available meeting times.

Scheduling a Meeting for a Predetermined Time
1. Under the Home tab, click the New Items button, then select Meeting from the drop down list.

File Home Send / Receive Folde
—

3 | = | Thignore y
it =

f Clean Up ~
New | New Delete Reply

E-mail [ftems +|| & Junk ~
&d E-mail Message
}E Appointment

3 Meeting

Search

Arrang

8 Contact

& Task 4T

B Text Message (SMS) =
E-mail Message Using » K
Maore Items ’ o :
[= SentTtems B G
& Deleted Items (5] R
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Next, we will identify the meeting specifics.

a)

b)

In the To box, select the email(s) by clicking To or entering them manually. In the Subject
box, type a description of the meeting.

In the Location box, type the location of the meeting or, if meeting rooms have been
defined in advance to Outlook, click Rooms to choose from rooms available for automatic
scheduling by using Microsoft Exchange (See the Conference Room Scheduling section).

c) Inthe Start time and End time lists, select the start and end date(s) and time for the
meeting. If this is an “all day” event, select the All day event check box.
d) Type any information about the meeting that you want to share with the recipient(s) in the
white space below the meeting logistics information.
r:ﬁ H 9 0 |+ Meeting for Group - Meeting
ile Meeating Insert Format Text Review
ﬂCalendar = 'Z,_'\{\.l = [ Address Book q [
- N Show As: [l Busy 4 & $
x (- Forward = rrfl == 8, Check Names = o Q
Delete Appointment|Scheduling Cancel i i 1 i » Recurrence Time | Room |
] Onenote Assistant | Invitation 4 Response Options ~ & miEee L3 winutes Zones | Finder
Actions Show Attendees Options
@ Invitations have not been sent for this meeting.
To.. bobhlbrk@ent.net; space@aglobal.net
= Subject: Meeting for Group
Send
Location: Room 315
Start time: Wed 10,/31/2012 - |3:00 PM - |:| All day event
End time: Wed 10,/31/2012 | |3:30 PM -
: : . e
Brainstorm ideas to increase market share. M

3. You can also attach files related to your meeting to the meeting invitation. Go to insert tab,
click on attach file, find the files you want to attach and click insert. Click send to send the

meeting invitation to the recipients you indicated.

ile ] Meeting Insert Format Text Review

ij= B 4 EEBED®2

Last Updated

Attach JOutlook Business Signature = Table Picture Clip Shapes SmartArt
File Item Card ~ £ = Art =
Include Tables lllustrations
Invitations have not been sent for this meeting.
To... bobhlbrk@ent.net; space @dlobal.net
7
£ Subject: Meeting for Group
Send
Location: Room 315
Start time: Wed 10,/31/2012 + | |3:00 PM B EY
End time: Wed 10/31/2012 ~ | |3:30 PM =
320-HWset2-In,

Brainstorm ideas to increase market share.
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4. When you click on Calendar the meeting now appears on your Calendar and will appear on the
recipient’s calendar when they accept the meeting invitation.

4 » October 31,2012 Search Calendar (Ctri=E]
31 Wednesday
2 pm | Meeting for Group: Room 315; Smith, Lindsay Meeting for Group; Room 315; Smith, Lindsay @
400
500
500
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Scheduling a Meeting and Finding the Best Time
1. Under the Home tab, click the New Items button, then select Meeting from the drop down list.

File Home

i |
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2. Next, we will identify the meeting specifics.
a) Inthe To box, select the email(s) by clicking To or entering them manually. In the Subject

box, type a description of the meeting.

b) Inthe Location box, type the location of the meeting or, if meeting rooms have been

defined in advance to Outlook, click Rooms to choose from rooms available for automatic
scheduling by using Microsoft Exchange (See the Conference Room Scheduling section).
c) Note that Outlook will provide a default start date and time for the meeting; however in the

next steps we will determine the actual start dates and times.

File Meeting

Insert Format Text Review

T 1
x ._ZCalendar ﬁ __\-J = (G} Address Book EShowAs: Wy . N 'Q | [
c.\; Forward = | | | 9,/ Check Names v
Delete |Appointment | Scheduling Cancel & Reminder: 15 minutes - Recurrence Time |Room || ¢
[ onenote Assistant | Invitation <4 Respanse Options = Zones |Finder |
Actions Show Attendees Options
@ Invitations have not been sent for this meeting.
To.. Smith, Lindsa
. =
= Subject: Meeting
send
Location: |Room 300 = I Rooms... |
Start time: [ |Wed 11/14/2012 ~| |5:30 PM - D All day event
End time: Wed 11/14,/2012 - | |6:00 PM -

Meet to discuss deliverables.
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3. On the Meeting tab, in the Show group, click Scheduling Assistant. The Scheduling Assistant
helps to find the best time for your meeting. Click Add Attendees and then select the address
book of choice.

x [3 catendar ﬁ
Jazzs

Format Text Review

ﬁ_—_-l ﬁ ﬁ @ Q B showas: W Busy * O @ &

(5} Forward ~

Delete Appointment |Scheduling||  Cancel Address Check Response | @ Reminder 15minutes - Recurrence Time |Room
[N onetote Assistant || Invitation Book Mames Options~ Zones |Finder
Actions Show Attendees Options

£=1 Send 2 |100%] ~

Ed,| | All Attendees

Add Attendees... | Options -

Add Rooms...

Wednesday, October 31, 20
4:00 5:00 6:00 7:00 800 9:00 10:00 11:00 12:00 1:00 2:00

4 I

Starttime: |Wed1031/2012 | -|[1200aM |-

Endtime; |Wed1031/2012 - | [1230AM -

4. Select each name you want to invite to the meeting and click Required, Optional, or Resources.
Required and Optional attendees appear in the TO box in the meeting tab, and Resources

appear in the Location box. Click OK when you are done selecting all of your attendees.

r B
Select Attendees and Resources: Global Address List ﬂ

Search: @ Mame only

() More columns  Address Book

Go Global Address List - lindsay_smith3@baylor.e « Advanced Find

Title Business Phone Location |

&, A&S PF Group
& A_M_Martinez
=1 A_S_Grants
(=3 AA MAP-Works
& Aaroe, Abbey

§ Aaron, Clary

& Aaron, Madeleine

Student-Mursing
Doctoral Student-Education. ..
Student-Speech Communica. ..

4|.

m | +

Optional ->

Resources -

Sanchez, Mancy G. ; Gina Dockstader; Green, Gina C.

| oK I Cancel
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5. The free/busy grid shows the availability of attendees. A green vertical line represents the start
of the meeting. A red vertical line represents the end of the meeting. Blue horizontal bars
indicate when attendees are busy. Purple horizontal bars indicate when attendees are out of

the office.

The Suggested Times pane locates the best time for your meeting, which is defined as the time
when most attendees are available. It will also show who has a scheduling conflict. The pane is
located in the Room Finder section at the bottom right of the screen. The best meeting time
appears at the top of the pane. To select any of the suggested times, click the time suggestion

in the pane. You can also manually pick a time on the free/busy grid.
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(] Oneote Assistant || Invitation i Respense Options ~ Zones |Finder - 3 nkin
Actions Show Attendees Options Tags Zoom Ink
Room Finder X
=1 5end 100%| - | Wednesday, November 14, 2012 Thursday P
a:00 9:00 10:00 11:00 12:00 1:00 2:00 3:00 4:00 8:00 4 MNovember, 2012 » r
B, ANl Attendees F—] [ — [} Su Mo Tu We Th Fr Sa
€2 Smith, Lindsay o =
& Green, Gina C. [ 4 5 6 s 9 10
& Sanchez, Mancy G. e N il 11" FiA = T 15 el 17
| dB8 19 /20 1 |22 | 23 5 :
25 26 27 28 29 30 3
Good Fair Poor
Choose an available room:
Mone —
4 L[] 4
Add Attendees... COptions Start fime: 'Wed 11/14/2012 = 11:0ﬁ AM = suggested times:
: =
Add Rooms... End time: | Wed 11/14/2012 - | (230 PM - 9:00 AM - 12:30 PM =
3 - § 2 conflicts: Green, Gi...
M Busy I Tentative W Outof Office [N NoInformation Outside of working hours 9:30 AM - 1:00 PM "
2 conflicts: Green, Gi..,
s . "
o See more about: Smith, Lindsay. 10:00 AM- 130 PM & N

6. If you want to make the meeting occur on a regular basis, on the Meeting tab, in the Options
group, click Recurrence, select the recurrence pattern, and then click OK. When you add a

recurrence pattern to a meeting request, the Meeting tab changes to Recurring Meeting.

==

Appointment Recurrence

Appointment tine
Start: 11:00PM

=]
o [1200m
[

Recurrence pattern

© Daly Rearevery [1 | weekis)on:
[ Monday

[ Friday

@ weekly [ Sunday V] Wednesday

[ Thursday

[ Tuesday
7 Monthly [lsaturday

© Yearly

Range of recurrence
Stert: |Wed 10/10/2012  [~] © Noend date

©endafter: (10 | ocurrences

Endby:  [Wed 12012 []

I oK I Cancel Remove Recurrence
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7.
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Nonprofit Technology Collaboration

Within the Meeting tab, click Appointment located in the Show group
meeting invitation to the recipients you indicated.

File Meeting Insert Format Text Review
j:l Calendar ﬁ l:_’L) " [E} Address Book
Lﬁ Forward ~ . - 8, Check Names
Delete Appointmentfccheduling Cancel o 2
8] oneiote Assistant | Invitation < Response Options =
Actions owr Attendees
@ Invitations have not been sent for this meeting.

To... :Sanchaz( Mancy G.; Green, Gina C.; gina dockstecker atnr,com
= L ® axl
= Subject: Meeting

Send 2 —
Location: Room
Starttime: | Wed 11/7/2012 -] (430 AM -| [ anda
End time: Wed 11/7/2012 - | | 5:00 AM ~

Meet to collaborate ideas.

. Click send to send the

When you click on Calendar, the meeting now appears on your calendar and will appear on the

recipient’s calendar when they accept the meeting invitation.

Microsoft Outlook

o] & = wdar. Tools Calendar - Lindsay_Smith3@baylor.edu -
File Home Send / Receive Folder View Meeting
] N4 % r| A ] (&) Private
n{ i £ : -y
4 _$ |N Lq}.m é |2 & show As: [l Busy = |
Open Cancel Forward OneNote Add or Remove Contact Tracking g Reminder None ~ Recurrence | Categorize
Meeting - Attendees  Attendees ~ b2
Actions Attendees Options Tags

¥ HighImpartance

J LowImportance

4 October 2012 »

Sunday

SuMo TuWe Th Fr Sa 4« » Qctober 07, 2012
1 2 3 4 5 6
@y 8B 9 10 11 12 13 i
14 15 16 17 18 19 20
21 22 23 2425 %7 4am
28 29 30 31
| Meeting; Room 405; Smith, Lindsay
500
4[V] My Calendars
Calendar —
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Nonprofit Technology Collaboration

Conference Room Scheduling

Overview of Conference Room Scheduling in Outlook
You can reserve conference rooms as you are scheduling meetings. In order to reserve these

conference rooms they must have been set up in advance by your system administrator.

How to Schedule a Conference Room for a Meeting
1. Schedule your meeting as indicated in the previous sections. Before sending the meeting

Last Updated 11/4/2012

invitation, click the Rooms button to select the room desired for your meeting.

T | Meeting Insert Format Text Review
x G catendar @ ) @ ggﬁ @J B show As: | Buy 0D @ W @ Frivste (& é
i3 Forward - et 9 = ¥ High Importance
Delete Appointment|Scheduling  Cancel Address Check Response @ Reminder 15 minutes - Recurrence Time |Room | Categorize Zoom | Start
@D"ENOH Assistant | Invitation Book Names Options~ ones | Finder - 4§ LowImportance Inking
Actions Show Attendees Options Tags Zoom | Ink
@ Invitations have not been sent for this meeting
To.. | [smith, Jil; Jones, Karen ‘
=1 Subject: | Meeting |
Send
Loaation: | [-] [Rooms.. |}

- | [4:30 am - | [0 AN day event

- | [5:00 am -

Start time: | Sun 10/7/2012

[ sun 107772012

End time:

i _ =
Discuss profit margins. |
F
Click to highlight your desired conference room from the list, and then click the Rooms
button to select that conference room. Click OK.
Search: @ Name only ( More columns  Address Book
uits | Go | AlRooms - v  AdvancedFind
| Name Location Business Phone Capadity Desariy
& UITS-MLK-Room-315 12 Rodl »
&l UITS-Room-104C 5 Roal
al UITS-Room-112A 16 Roal
® UITS-Room-116 40 Roo
il UITS-Room-122 12 Roal
i UITS-Room-128 a Roal
& UITS-Room-3038 12 Roal
i UITS-Room-320 20 Rool
il UITS TrainingLab-130 16 Roal
& UITS-Traininglab-1308 36 Rool
i UITS-TraningLab-Speech-411 20 Rool
[ UITS-WNCRoomtst2 Rool
& UsA-Room-A213 UsA A213 Roal
al UsB-Room-106B USB 1068 Roal
] UsB-Room-115 Rool_|
i USBRoom-20. UsB 202¢ Rool _
PN - o=
Rooms -> | |UITS-Room-116
=1
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3. Click Send to send the meeting invitation including the reserved room.

TN | Meeting Insert Format Text

x 3] catendar @

Nonprofit Technology Collaboration

Review

@ ﬂ @J B showas [ Busy _ O @

&

i Forward ~ \
Delete Appointment|Scheduling | Cancel Address Check Response | X Reminder 15 minutes - Recurrence Time Zoom | Start
@D"ENOH Assistant | Invitation Book MNames Options~ Inking
Actions Show Atendees Options Zoom | Ink
@ Invitations have not been sent for this meeting.
To.. | [smith, Jil; Jones, Karen
Subject: | Meeting
ILa:ation: |ums-Room-116] )| = e
Starttime: [ sun 10/7/2012 - | [a30 M ~| [ Al day event
Endtime:  [sun10/7/2012 - | [s:00 am -

Discuss profit margins.
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