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Course Objective:

By the end of this lesson students should be
able to:

* Add color to identify email messages in
Microsoft Outlook 2013.




Have you ever missed an important email
from the boss and wished there was a way to
get alerted when you get them?

Well there is!

In the next few slides we will show you how
to set up rules to change the color of emails
as they come into your Inbox so you can
instantly tell who they are from based on

color.
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s First, click on the view menu
tab at the top of your Outlook

v

FILE HOME SEND / RECEIVE FOLDER VIEW In bOX'

c_) g, ET Show as Conversations - .H Then C||Ck on the “V|eW
Change View , viessage 53 To Settings” button in the Current

View - Settings Vi L

View group.
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Inbox All  Unread By Date
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Deleted Items
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Drafts [7]
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Advanced View Setting

Description

Columns,.,
Group By..,
Sort...
Filter...

Other Settings...

Conditional Formatting...

Format Columns...

Reset Current View

Importance, Reminder,
None

Sent (descending)

Off

F \:\ts an” " i Table View settings

| A\
<. Nefined fonts on each message

Specify the display formats for each field

oK Cancel

Icon, Flag Status, Attachment To,...

* The "AdvancedView
Settings Sent to”
dialog box will then
open

* Then click the

. “Conditional
Formatting...”
button




* The “Conditional
Conditional Formatting [ e Formatting” dialog box will
Rule“sforthls view: » Open

Unread group headers .

Submitted but not sent Y/ o C||Ck the Add bUtton
Expired e-mail

Overdue e-mail

Messages in other folders

Site Mailbox document pending uploa

Properties of selected rule

11 pt. Segoe Ul
Conditional Formatting

Rules for this view:

e
| Cancel

v| Unread messages
v| Unread group headers
Submitted but not sent
Expired e-mail
Overdue e-mail
Messages in other folders
Site Mailbox document pending uploa

Untitled
Properties of selected rule
The "Name:"” box becomes | Name: Untitied
un-greyed out and you can Font.. | |11pt. Segoe Ul
type in the name you want P

Cancel




* Make sure that you uncheck all
the "Rules for this view:",
except your new name
otherwise your color change
will apply to all instead of to
just your new rule. Also make
sure that your new rule is
highlighted in blue as shown,
otherwise click on it.

* Then click on the “Font...” v
button to change the font,
color size.

Conditional Formatting

| Rules for this view:
Submitted but not sent
Expired e-mail
Overdue e-mail
Messages in other folders
Site Mailbox document pending uploa :
Phil
Greg
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Properties of selected rule
Name: Untitled
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Condition...
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Delete
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* The Font dialog box will —

-

open and you can change Font stye sze
[ Regular Normal oK

the Font, Color, Font Style : 7| e

' Segoe UI Symbol Italic i
and Size to make your new SHOWCARD GOTH! | Semibold  : -~
rule more apparent when Small Fants Bold

. . Snap ITC Bold Italic v

you receive an email from = i
this person (Note: Don‘t use strikeout
the color red otherwise you St
wont be able to distinguish e et

messages that have been
flagged as important.)

Font

Font: Font style Size:

Times New Roman Regular Normal

Teen 2 Smaller

Tempus Sans ITC Bg | Once you have made your
Terninal Bold Bigger . .

Bold Italic selections click the OK

Trebuchet MS

=y i button to return to the

strkeout — Conditional Formatting

Underline

dialog box.
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* Now your new rule shows
the name and what font,

| color and size you have

Conditional Formatting : , Selected_

Rules for this view:

Submitted but not sent f * Click on the button
Expired e-mail i- N “Condition..."

Overdue e.-mail Delete .
Messages in other folders I ;

Site Mailbox document pending uploa = - ’ ° YOU may get a wa rning bOX
Phil Bona

Greg i like the one shown below .
V| Lavonna fove Dc

' If you do ensure only your

new rule/name is checked
——— 7 and select “Yes”
‘ Font... [ AFE afingion
———— e T

Properties of selected rule

Name: Lavonna

Condition... \

Mucrosoft Outiook

! Tou have not created & condtion for the rule "Greg®, All Rems wi Anatted with the selected font. Are you sure this is what



* Ensure your new
onditional Formatting S rule/name is
Rules for this view: — ——— \ h Ig h | |g htEd

Unread messages

Unread group headers
Submitted but not sent
Expired e-mail

Overdue e-mail

Messages in other folders

ESite Mailbox document pending uploa: ) 2 - ‘ () Th e n Cl IC k th e
Properties of selected rule | “CO n d |t|0 n . e a "
Il‘-'lame: ,‘ Greg . bUtton
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Filter

Messages | More Choices | Advanced |

Search for the word(s): |

n:  subject field only

‘

:

From...

Sent To...

WhereIam:

* A "Filter” dialog box will
open

* You can now use any of the
criteria is this box to recolor
your email

“ For our purposes we will
click on the “From...” button
(which indicates email sent
from a specific person)




Select Names: Global Address List

Search: @ Name only More columr: Address Book
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[_ Sent To -> ‘

Title

Psychological Clinician I
Correctional Security Officer
Correctional Security Officer
Probation and Parole Officer
Correctional Security Officer
Correctional Security Officer
Correctional Security Manager
Fleet Specialist

Correctional Security Officer

Secretary Il
Deputy Warden
Probation and Parole Officer

Business Phone

(405) 254-3200

(580) 480-3700
(405) 964-1609

(405} 425-2500

Location

Joseph Harp (
John Lilley CC
Clara Waters (
Tulsa District ¢
Wm. S. Key CC
James Crabtre
Dick Conner C
Dick Conner C
JEHCC

AARP Program
OSR

MBCC

Tulsa District ¢

Avccounting
»

* The Global Address List
select names dialog box will
open

* Type in the person’s name in
the search box or scroll
through the list to select the
individual




Select Names: Global Address List

Search: @ Name only More columns  Address Book

Greg Global Address List - scott.magoon@doc.o « Advanced Find

Name

Greg Breslin

Title
Deputy Warden

Business Phone

(918) 683-8365

Location

Eddie Warrior »

Greg Brooks
Greg Foreman

Compliance Review Specialist
Correctional Security Officer

Auditing & Cc
MNortheast Okl

* Highlight the
person’s name
and then click the
“From_>" button
to select.”

* Then select the
“"OK"” buttonto
finish.
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¢ From -> 1 Greq Thomas

! Sent To -= }

Psychological Clinician

CTU Correctional Security Officer

Unit Manager
Correctional Teacher I
Case Manager

Mental Health Unit
Unit Manager

Correctional Security OfficerI

Administrator

Correctional Security Officer
Correctional Security Manager

{(580) 3456-7301
(918) 421-3399
(580} 480-3700

{580} 480-3700

(405) 964-3020
(405) 527-5676

(405) 379-7296

Mack Alford C
Jackie Branno
OSR
Bill Johnson C
OSR
Mabel Bassett
LARC
Bill Johnson C

Private Prisons

Earl Davis CW1

Jess Dunn CC
P




Filter

Messages | More Choices | Advanced

Search for the word(s):

: | subject field only

‘ From... Greg Thomas

Cosention g

v|Where I am: 7\ the only person on the To line

erson onthe To |

people {

M Cancel H Clear All \

* The individual's name you
selected will appearin the
From field

* Check the “Where | am:”
\ checkbox

* Select the drop down menu
\arrow to see the choices.

* Highlight one of the choices to
select

* Then select the OK button to
finish




* The Filter dialog disappears
, and takes you back to the
Corviitional Formatting Conditional Formatting dialog

Rules for this view: bOX.
Unread messages o | [ Add.

Unread group headers

Submitted but not sent § | i (¢ If you want to add more people
Expired e-mail J

Overdue e-mail 4 than fO”OW the pI’EVIOUS StepS
Messages in other folders , = .
. otherwise...

Properties of selected rule

O

’* Go back and recheck the other
items in the Rules for this view:

Name: Greg

| Font.. 1 11 pt. Timas Naw Roman

[ condition.. | \e Select OK button to finish

L Cancel |




* The items that match
HOME SEND / RECEIVE FOLDER
your new rule should

{‘:’ I= | —~e

e’ W as C vers : S | = D). Wte ron . . .
S & e | &5 | now be visible in your
Change View Message |58 To U Categ
View~ Settings Vi Preview ~ z |nbOX

Arranger

* Ifyou can't see any
changes you need to:

S

. ead
Compact

FROM SUBJECT

e e Click onthe “VIEW”

GovlLoop Let's Not Sugarcoat Things -- G{

Apply Current View to Other Mail Folderss,

menu tab at the top of
4 scott.magoon@doc.ok.gov S your Outlook Inbox.

Mind Tools e for Being a Better Leader
Inbox : = Panp

L R | ©  Click on the "Change
Drafts [7] .
Sent Items SRR oS, V|eW” bUtton

Mind Tools 6 Steps to the Workplace o.
Deleted Items Rz k PR p SRSt p R

o SR &, Change the view of your
Junk E-mail 4 Date: Last Week . inbOX from CompaCt tO

Ul Phil Gilstran
Outbox [l] Phil Gilstrap

S e e Preview




* If you are still not seeing
your new colors after

Conditional Formatting cha nging yourVieW than go

back to the Conditional

| Formatting dialog box and

Submitted but not sent | p— ensure that everything 15

Expired e-mail \ '

Overdue e-mail ' CheCked

Messages in other folders

Site Mailbox document pending uploa

Properties of selected rule

11 pt. Segoe Ul




Conclusion:

This simple technique should enable you to
highlight important information or task
emails from the individuals you need to
respond to quickly.

You can use this technique in a number of
different ways so do not be afraid to have
some fun and experiment!




