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A DEFINITION

“Outlook Is an information manager, which means that
Outlook doesn’t just help you deal with your computer, it
also helps you deal with people.”

Bill Dyszel, Microsoft Outlook 2000 for Windows for Dummies.
NY, NY: Hungry Minds, Inc., 1999.
ISBN 0-7645-0471-1



SELECTED FEATURES

e Email

o Address Book

e Appointments

o Tasks

e Journal

o Electronic Sticky Notes
e Mail Merge to Word
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APPOINTMENTS—CONTINUED
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APPOINTMENTS—CONTINUED
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APPOINTMENTS—CONTINUED
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APPOINTMENTS—CONTINUED
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MAIL MERGE TO WORD

Creating Labels from Contacts
Overview

o Select “Contacts” from the Outlook Shortcuts
o Select “Mail Merge” from the “Tools” Menu
Iltem

o Select Desired Choices from the Mail Merge
Dialog Box

e Click OK



MAIL MERGE TO WORD

Creating Labels from Contacts

Select “Contacts” from the Outlook Shortcuts

Qutlook Shortcuts m




MAIL MERGE TO WORD

Creating Labels from Contacts

Select “Mail Merge” from the Tools Menu

vorites | Tools Actions Help Adobe PDF
> | ¥ Address Book...  Ctrl+Shift+B




MAIL MERGE TO WORD

Creating Labels from Contacts

Select Desired Options from the Dialog Box

Can filter contacts
within Outlook

Mail Merge Conlacls =
Contacts Fields to merge
(& All contacts in current view (& Al contact fields
i~ Only selected contacts (" Contact fields in current view

Select Document
type (in this case,
Mailing Labels)

21 x]

To filter contacts or change the contact fields in the current view, go to the "View™ menu and

click "Customize Currant View™ an the "Current View" menu.

Document file
(@ Mew document

(" Existing document: Browse...

Contact data file
To save this contact data for future use or reference, specify a file name.

[ Permenentfile: |

Merge options
Document type: Merge to:

|Form Latters ;I Irlew Document ;I

Cancel

Can filter contact
\‘ fields within Outlook




MAIL MERGE TO WORD

Creating Labels from Contacts

When you click OK, Microsoft Word opens and this
message Is displayed:
x|

i Outlook has created a MailMerge document and prepared your contact data for you. In order to complete the setup for
Mailing Labels you have to press the "Setup” button in section 1 of the MailMerge helper dialog.




MAIL MERGE TO WORD

Creating Labels from Contacts

From this point on, it’s all Microsoft Word. Click on OK
and you get:




MAIL MERGE TO WORD

Creating Labels from Contacts

Click on “Setup” and you get:

21|

Printer information
(" Dot matrix
® Laser and ink jet Tray: IDefauIt tray ( Automatically SEL'

Label information

Label products: Imery standard Ll

Product number:

Label information

8166-18CB - File Folder Ll .
8167 - Return Address Type: File Folder
8196 - Diskette Height: 0.67"
8250 - Label , "
8253 - Lahel — Width: 3.44
- Return Address Page size: Letter (8 Y2 x 11 in)

Details... New Label... Delete | oK I Cancel




MAIL MERGE TO WORD

Creating Labels from Contacts

Select the label type/size you want and click on OK:

Label Options ilil
Printer information

(" Dot matrix
® Laser and ink jet Tray: IDefauIt tray ( Automatically SEL'

Label information

Label products: Imery standard Ll

Product number:

Label information

8166-18CB - File Folder Ll .
8167 - Return Address Type: File Folder
8196 - Diskette Height: 0.67"
8250 - Label , "
8253 - Lahel — Width: 3.44
- Return Address Page size: Letter (8 Y2 x 11 in)

Details... New Label... Delete | oK I Cancel




MAIL MERGE TO WORD

Creating Labels from Contacts
Here is a suggested sequence to finish the process:

* Once the label type/size is selected, the “Mail
Merge Helper” dialog box is displayed

 Closeit

e From the Word “Tools” Menu item, select Malil
Merge Wizard

e The Malil merge Wizard opens in the Word Task
Pane at Step 3



MAIL MERGE TO WORD

Creating Labels from Contacts

Here is a suggested sequence to finish the process
(continued):

o Under “Select Recipients,” choose “Select from
Outlook contacts”

e At this point, you can edit your list, if desired
(“Edit recipient list”)

e From here follow the “Wizard’s” steps to complete
the merge.



SUMMARY

e Outlook has lots of features, and is therefore a
relatively expensive application (stand-alone versions—
that is, not part of Microsoft Office—are advertised on the
web from $50 to $130, depending on version). You need
to decide what features are important to you before
spending your money.

 Don’t get carried away and enter a large guantity of
appointments—especially if you attach reminders to each
of them. Those reminders will become a significant
annoyance.



SUMMARY

 If you also have Microsoft Word (any you most likely
do if you have Outlook 2000 or later), the mail merge
feature may be helpful—provided, of course, that you use
the Outlook Contacts feature.

* When you use Outlook (or any PIM) instead of that $5
appointment book (if they still exist) from the local office
supply store, remember to BACKUP BACKUP
BACKUP your data.
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