Microsoft Outlook 2010 - Level 2

CHAPTER 4 WORK'NG W|TH V|EWS

: : INFocus

Outlook lets you display items in its various folders using several
predefined views or you can create your own custom views.

With the help of additional features such as sorting, filtering, being
able to add and remove columns from a view, and the like, you can
apply a view to ensure that you display only the items you want to
see and that they display exactly as you want to see them.

In this session you will:

v"learn how to change the current view

learn how to arrange messages within the current view
learn how to sort messages within the current view
learn how to work with columns in the currrent view
learn how to format columns in the current view

learn how to create a custom view

learn how to add a filter to a custom view

learn how to delete a custom view.
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CHANGING THE CURRENT VIEW

Outlook provides a number of ways of organising Compact, Single and Preview. These views let
and displaying messages in folders — these are you see your messages listed in a specific layout
known as views. There are three predefined and with different amounts of content.

views which can be accessed via the View tab —

. 9 OE9 1+
Try ThIS Yourself m Home Send / Receive Faolder View
c Before starting this exercise @ C% ) | O snowas convesatons @
°2 MUST he fil Change| View Reset ersati ini =)
o T yOU Open the file i 9' = w 3 Conversation Settings To
© ™ Watsonia_06.pst ="
L o I =
So =
1 Click on Inbox to see all EompEly  Single Preview
messages in this folder Manage Views... m s
Save Current View As a New View...
1 1 - Month
2 C!ICk on the VIeW t_ab' then Apply Current View to Other Mail Folders... ry‘J):nes """"" “
_cllck on Change_V|ew B >0 Searen Folders = AmandaBennett T
in the Current View group
tO dlsplay the Change !‘ﬁlDl@‘Frum |Subjer:t |REcEivEd = |5iZE ‘Categuries |\7 |E‘
VIeW ga”ery 4 Date: Last Month
. . @ Harry Jones  RE: Thames Thu 22/07/201... 10KB
Click on Preview ] AmandaBe.. Thames update Thu 22/07/201... 9KE  [] Blue Categ...
i i Re_ce_ivmg your last email reminded me tnatII haven't given you the latest update with Thames. I'll still need 3.5 weeks for =
The Readlng pane Wl” be \:rrr:tal:gaafiezn\gseksfnrtestmg‘AndthenImaII set for Amazon!
8 =] Harry Jones FW: Introducing the new phase: Amazon Thu 22/07/201... 15KB
Closed and a Short Snlppet I'Lyooku'wg forward to gettingg myteethpinto the new project. We'll make it 10,30, I've booked meeting room 1 on my flaar.
From: Amanda Bennett
Of eaCh unread message ) Sent: Thursday, 22 July 2010 2:46 PM |
H E Harry Jones  FW: Introducing the new phase: Amazon Thu 22/07/201... 15KB
WI” appear' o E Amanda Be... RE: Introducing the new phase: Amazon Thu 22/07/201... 13KB
8 Amanda Be... RE: Introducing the new phase: Amazon Thu 22/07/201... 13KB
4 Repeat Steps 2 and 3 to E @ Peter Dawson Attaching Items Thu 22/07/201... 1 MB
Change the view to S|ng|e [=] @ Peter Daws... Parking Thu 22/07/201... 1 MB
E h ” Y::Lrlr?n:yﬁnd the attached files of interest for the proposed carpark.
egards
. ac .mess_age wi appear = Amandgaﬂe... RE: Social Club Fri 16/07/2010 ... 21 KB -
In a sin Ie I|ne but the Itried there — thev're booked out all of December, What about a bbo at the [ocal park? A
g
Reading pane will open. e
This is the ideal view when
you receive many 1| 25| 01 | F...| subject R [s]c. [7 [] Harry Jones
messages a day oo 4 Dote Last Month Sent: Thu 22/07/2010 2:56 PM
Repeat steps 2 and 3 to L o [
5 p p = A Thamesupda_le T. .0 B 4 weeks would do it for me. B
revert to the default g H.. AW Introdudin... T L
. 3 H... FW: Introdudin., T 1
Compact view & AnREItOOUANG - T 1 ;:.rtr:“T:eutresrdla)\?,W;;?uly 2010 2:55 PM
B A.. RE: Introducing .. T, 1 To: Harry Jones
Here the Sender and 07 Aangkens T | Subjoct: Thames
. . @ P... Parking T.. L
SUbJeCE VVIIII appear OII;]] g A.. RE:Sodial Club  Fr.. 2, Harry
Separa e lines In eac H... New Products P... Fr.. 1,
i £ H.Flect Managem... Fr.. 1. How much time do you need to finalise your component in Thames?
M= and the Readlng B A. Marketing bud... Fr.. 8. Amanda needs 5.5 weeks.
pane will be open. The Ga o RE New produc., Fr.. 1
. Q @ A.. FW: New produ... Fr.. 3. peter
People pane will also be G5 A RENew produc.. Fr.. 1. 1
open beneath the Reading - A
o
For Your Reference... Handy to Know...
To change the current message view: e You can change the settings used by the
1. Click on the folder you wish to view default views. To do this, click on Change
3 . 3 View [&-| and select Manage Views. Click
2. Click on Change View on the View tab : ; :
_g ) on the View and click on [Modify]. You can
3. Select the desired view revert to the default settings for a predefined

view by changing the view to the desired
view and clicking on Reset View [©.
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ARRANGING MESSAGES WITHIN A VIEW

You can use the tools in the Arrangement group messages grouped by who you’ve received them
to organise your Mail folders. An arrangement is from, subject, importance and more. You can also
a predefined grouping and sorting order for the arrange them by conversations although this option
current view. For example, you can arrange your is found in its own group on the View tab.
0 !|Q|D|@‘Frum Subject Received ™ |Size ‘Categunes |\7 |Z|
Try ThIS Yourself 4 Date: Last Month
8 Harry Jones RE: Thames Thu 22/07,2010... 10 KB
a a <] AmandaB.. Thames update Thu 22/07/201... 9KB  [] Blue Categ...
g o) Contlnue USIng the ,ﬂ Harry Jones FW:Introduc!'ngthenewphase:Amazon Thu 22/07/201... 15KB
_ prev|ous f||e Wlth thls B Harry Jones  FW: Introducing the new phase: Amazon Thu 22/07,2010... 15 KB
((/)5 L . B Amanda Be... RE: Introducing the new phase: Amazon Thu 22/07,/2010... 13 KB
eXEI’Clse B Amanda Be... RE: Introducing the new phase: Amazon Thu 22/07,/2010... 13 KB
B 0 Peter Daws... Attaching Items Thu 22/07,/2010... 1 MB
=] O Peter Daws... Parking Thu 22/07/201... 1 MB
1 Ensure the CompaCt ] AmandaB.. RE: Social Club Fri 16/07/2010 ... 21 KB
view is apphed to the £a Hamylones New Products Presentation Fri 16/07/2010 ... 10 KB
Q Harry Jones  Fleet Management Expenses Fri 16/07/2010 ... 10KB
|nb0Xl then Close the Q Amanda Be... Marketing budget Fri 16/07/2010 ... SKB
Reading pane if itis S Hamylones RE: New product ideas Fri 16/07/2010 ... 11 KB
Q 0 Amanda Be... FW: Mew product ideas Fri 16/07/2010 ... 31 KB
Open B Amanda Be... RE: Mew product ideas Fri 16/07/2010 ... 12 KB
A [
2 Click on the More
button |~ | for e
0| % ) |= Inbox - Watsonia_06 - Microso
Arrangement on the (0]
VieW tab tO dISplay the m Home Send / Receive Faolder View
12 predefined VieW @ (% ® Show as Conversations E Date % From |:| N
=
arrangements Erhaﬂge Svtite'w Ere_“t = Conversation Settings @ To = Categories ;.
iew = Settings View
Currently, the Current View | Conversations k4 Flag: Start Date A d Flag: Due Date
messages are [ pdawson@alpheiusglobal.c0|..< Iﬁ Size Subject Il
arranged by Date... I Public Folders - pd 1@alphe B —
. g y ) 4 \Watsonia_06 !|-Q| D|@|me % Type @ Attachments |
3 Click on Su bJECt 1> f§) Deleted Items 4 Date: Last Mo Account H Importance el
i 3 Inbox [4) (-4 HarryJ i -
N0t|Ce hOW the S f}.‘i ———— = Amand Show in Groups
messages are 3 Sent Items i Hamy) (G View Settings... bn
arranged and grouped (2 Hary s s e g e
alphabetically (A — 2)
by SUbjeCt. . e 1| 2| 01 )@ From Subject  * Received |size |categories ks |Z|
Q Harry Jones RE: Mew product ideas Fri 16/07/2010 ... 11 KB
Repeat Steps 2and 3 % 0 Amanda Be.., FW: New product ideas Fri 16,/07/2010 ... 31 KB
4 B Amanda Be... RE: Mew product ideas Fri16/07/2010 ... 12 KB
to try out some of the
Other arrangements 4 Sybject: New Products Presentation (L item)
Q Harry Jones  New Products Presentation Fri16/07/2010 ... 10 KB
Click on Date in Cubtect: Paring (11
4 Subject: Parking (1 item, 1 unread)
5 Arrangem ent to revert [=] @ Peter Daws... Parking Thu 22/07/201.. 1MB B
to the default 4 Subject: Social Club (1 ftem, 1 unread)
arrangement again 2] AmandaB.. RE: Social Club Fri 16/07/2010 ... 21 KB
4 Sybject: Thames (1 item) 1
Q Harry Jones RE: Thames Thu 22/07/2010... 10 KB
4 Subject: Thames update (1 item, 1 unread)
<] AmandaB.. Thames update Thu 22/07/201... 9KB  [] Blue Categ... |:|
For Your Reference... Handy to Know...
To change the arrangement of the current view: e To arrange the view into groups, make sure
1. Click on the folder you wish to view Show in Groups is ticked in Arrangement.
2. Click on the View tab e You can group messages by conversations

(all messages with the same Subject even if
they’re stored in different mail folders) by
ticking Show as Conversations in the
Conversations group on the View tab.

3. Click on the desired view in Arrangement
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SORTING MESSAGES WITHIN A VIEW

You can sort the messages within a view using column heading in the view to sort the messages
several methods. After selecting the desired by that column — when you click on the same
Arrangement option, you can click on Reverse column heading again you will reverse the sort
Order W as necessary. You can also click on a order.
!‘J_’ll Dl@lme Subject Received = ‘SWZE |Categuries |\7 ‘Z‘
Try ThIS Yourself 4 Date: Last Month
L’—g Amanda Be... RE: New product ideas Fri16/07/2010 .. 12KB
. . Q@Amaﬂda Be... FW: New product ideas Fri16/07/2010 ... 31 KB
Contlnue USIng the Q Harry Jones  RE: New product ideas Fri16/07/2010 ... 11 KB
o pI'EViOUS file with this 4 AmandaBe.. Marketing budget Fri16/07/2010 .. & KB
s . Q Harry Jones  Fleet Management Expenses Fri 16/07/2010 ... 10KB
I:') eXEI’Clse Q Harry Jones  New Products Presentation Fri 16/07/2010 ... 10KB
. . [ AmandaB.. RE: Social Club Fri 16/07/2010 ... 21 KB
£ Currently, the listis sorted 3 @ peter Daws... Parang Thu 220077201 1 M8
n by date with the newest [ @ Peter Daws... Attaching Items Thu 22/07/2010... 1 MB
B Amanda Be... RE: Introducing the new phase: Amazon Thu 22/07/2010... 13 KB
message at the tOp o B Amanda Be... RE: Introducing the new phase: Amazon Thu 22/07/2010... 13KE
4 Harry Jones FW:Introducing the new phase: Amazon Thu 22/07/201.. 15KB
. T B Harry Jones  FW: Introducing the new phase: Amazon Thu 22/07/2010... 15KE
1 CIICk on Reverse So rt M <1 AmandaB.. Thamesupdate Thu 22/07/201... 9KB  [] Blue Categ...
|n the Arrangement group |4 Hamylones RE:Thames Thu 22/07/2010... 10 KB :
to sort the messages with =
the oldest message at the G
top
e 1 24| [ |@| From | Subject

2 Hover over the From
column heading

Sort by: From h

q ) Mew product ideas
The tOOltlp Sort by From Q Wl Amanda Be... FW: Mew product ideas

will appear... % Harrylones  RE: New product ideas

3 C||Ck on the From heading Q Amanda Be... Marketing budget
to sort the messages by B[ Bejron
From in an ascending
order —that is, from A to Z

Amanda

- |SubJect ‘RE{EI\I’EH ‘SWZE |Catagor|es |‘? ‘E‘

4 From: Amanda Bennett (7 items, 2 unread)

<1 AmandaB.. Thamesupdate Thu 22/07/201... KB  [] Blue Categ...
. . B Amanda Be... RE: Introducing the new phase: Amazon Thu 22/07/2010... 13 KB
4 C|ICk on the From hea.d'ng B Amanda Be... RE: Introducing the new phase: Amazon Thu 22/07/2010... 13KB
A - 8 8 <1 AmandaB.. RE: Sodal Club Fri 16/07/2010... 21 KB
agaln thls tlme the . Q Amanda Be... Marketing budget Fri16/07/2010 ... BKB L
messages will be sorted in (5 0 Amanda Be... FW: New product ideas Fri 16/07/2010 ... 31 KB b
a descendlng Ol’der B Amanda Be... RE: New product ideas Fri16/07/2010 ... 12KB
. 4  From: Harry Jones (6 items, 1 unread)
5 Use either method to sort [ Farry Jones RE: Thames Thu 33707/3016.., 10 K8
1 =1 Harry Jones FW: Introducing the new phase: Amazon Thu 22/07/201... 15KB
the messages as des'rEd B Harry Jones  FW: Introducing the new phase: Amazon Thu 22/07/2010... 15KE
. . Q Harry Jones  Mew Products Presentation Fri 16/07/2010 ... 10KB |
6 CI'Ck on Date In Q Harry Jones  Fleet Management Expenses Fri 16/07/2010 ... 10 KB
Arrangem ent to revert to Q Harry Jones  RE: New product ideas Fri16/07/2010 .. 11KB
the default arrangement &
again e
Alternatively, you could
have clicked on the
Received heading to sort
the list in descending order
For Your Reference... Handy to Know...
To sort messages within a view: e Text-based columns, such as From, will be
1. Click on the desired column heading sorted in an ascending order (A to Z) when
2. Click on the same heading again to reverse you first click on their heading. The reverse is
the order true for number-based columns — for
or example, Size will be sorted from largest to
1. Click on the desired option in Arrangement smallest and Received will be sorted from

2. Click on Reverse Sort [t} as necessary B
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WORKING WITH COLUMNS IN A VIEW

Each predefined view is made up of a number of
columns that form a table of information about
the messages in the selected folder. The
columns comprising the views are not ‘set in

concrete’. For example, you can change the order
in which they appear, you can remove unwanted
columns from the view, and you can even add
additional columns as desired.

+
Try This Yourself: t|x[ 3o From ls%
4 Date: Last Month

-4 Harrylones RE:Thanes

Continue using the

(0]
[} g . 5 g
£ < previous file with this &I Amanda.._Tnamej update
N q
exercise... !l'ﬂ'lDl@lme |Recaived 4 |Subje:t ‘Size |Catagor\es |V |Z|
1 Drag the Received column 4 Date: Last Month
3 A J HarryJones Thu 23/07/2010.. RE: Thames 10 KB
headlng to the left untll tWO =1 AmandaB.. Thu22/07/201.. Thames update 9KB [ Blue Categ...
red arrows appear to the yﬂ Harry Jones Thu 22/07/201... PW:Introducing the new phase: Amazon 15 KB
Ieft Of Su bJeCt and then S Harry Jones  Thu 22/07/2010... FW: Introducing the new phase: Amazon 15 KB
# Amanda Be... Thu 22/07/2010... RE: Introducing the new phase: Amazon 13 KB
releaSe the mouse button a Amanda Be... Thu 22/07/2010... RE: Introducing the new phase: Amazon 13 KB
E (] Peter Daws... Thu 22/07,/2010... Attaching Items 1MB
to relocate the COIumn [ 0 Peter Daws... Thu 22/07/201... Parking 1MB
2 Repeat Step 1 to drag o |Rece\vad - ‘Size |Catagor\es |‘? |Z|
Received to its original Receif
position to the left of the WA JT—
Size column Thu 22/03/201.. 9KE [] Blue Categ...
Thu 22/03/201... 15 KB
You can remove columns... Thu?m\’ 2010... 15 KB
3 Drag Rece|ved down Of'f !|'E§'|D|@|me Subject |S\ze Categories |‘? |Z|
the column heading area (& | . pate Last Monts
black cross will appear in 4 HaryTones T RE Thames LLG
. 4 AmandaBen.. Thames update 9 KB [ Blue Category
the headlng bOX) and then = Harry Jones FW: Introducing the new phase: Amazon 15KB
release the mouse button — 8 Harry Jones FW: Introducing the new phase: Amazon 15KB
. . B Amanda Ben... RE: Introducing the new phase: Amazon 13 KB
the COIL’lmn and ItS data WI” E—g Amanda Ben... RE: Introducing the new phase: Amazon 13 KB
d|sappear & ] Peter Dawson  Attaching tems 1 MB
=] 1) Peter Dawson Parking 1MB
Let’s add it again...

Maximum number of lines in compact mode:

Select available columns from:

Click on Add Columns
in the Arrangement group

to open the Show
Columns dialog box

Click on Received under
Available columns, click
on [Add], then drag
Received up and drop it
between Subject and Size

Click on [OK] to add the
column

Frequently-used fields |z|

Available columns:

Show these columns in this order:

Flag Completed Date -
Follow Up Flag

IMAP Status

Message

Originator Delivery Requeste
Read

Redipient Name

RSS Feed =
Sensitivity

Sent

Start Date

Task Subject
T

- -

Add -

([From

Importance -
Reminder

Icon

Attachment

Subi'ect

Size
Categories
Flag Status

|

For Your Reference...

To move columns in the current view:
1. Drag the column heading to the desired

position

To remove columns from the current view:
1. Drag the column heading down and off the

column heading area

Handy to Know...
e You can also remove a column from the

current message view by right-clicking on the

column heading and selecting Remove This
Column.
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FORMATTING COLUMNS IN A VIEW

The Mail folders views are made up of columns
of data. You can change the format and width of
these columns to suit your needs. For instance,
to save screen space you might change the

format that is used to display dates in Received, or
you might change the width of From to best fit
which alters the column width to neatly fit the
largest entry in the column.

[ [

e '|Q| D|@|From Subject ||Recei\red i
- . T
Try This Yourself: + Dt Last Mot -
. . |4 Harrylones RE: Thames Thu 22/07/2010
o Continue using the -] AmandaBe.. Thames update Thu 22/07/2010.
% E previous f| |e W|th th|s yﬂ Harry Jones  FW: Introduc?ng the new phase: Amazon Thu 22/07/2010.
W eXerCise... B Harry Jones  FW: Introducing the new phase: Amazon Thu 22/07,/2010
'|0| (] |LEI| From Subject Received Size
1 Ensure that the Outlook
window is maximised 4 Date: Last Month
. @ Harry Jones  RE: Thames Thu 22/07/2010 2:56... 10 K
2 HOVer over the rlght-hand 1 Amanda Be.. Thames update Thu 22/07/2010 2:5... 9 KE
ve rtical COlUmn marker for =1 Harry Jones FW: Introducing the new phase: Amazon Thu 22/07/2010 2:4... 15K
SU bject Until the cursor B Harry Jones  FW: Introducing the new phase: Amazon Thu 22/07/2010 2:43... 15 K
2ppgards asa d‘-OI-L:bIe_ e '|0| D|@|From Subject Received 7 Size
eadeda arrow
. 4 Date: Last Month
3 CIICk on and drag the @ Harry Jones  RE: Thames Thu 22/07/2010 2:56 PM 10 KB
column marker to the left to [ Amanda Be.. Thames update Thu 22/07/2010 252 PM 9 KB
reduce the W|dth Of the yﬂ Harry Jones  FW: Introducing the new phase: Amazon Thu 22/07/2010 2:48 PM 15 KB
g ﬂ Harry Jones FW: Introducing the new phase: Amazon Thu 22/07/2010 2:453 PM 15 KB
Subject column
4 Double-click on the right- Formt Columns T =
hand column marker for Format: [Bimap with popup it B
q ormat: wi
Subject to change the
3 Label: | Importance |
column to best fit
5 Repeat Step 4 to Change Width: (@) Specific width: | 2.00 characters
From to best fit Bestiit
6 Click on View Settings Alignment: Left (@ Center Right
to_ open thg Adve_mced o o
View Settings dialog box,
then click on [Format 1| 75| O @] From Subject |Received ™ |size | categaries
Columns] to open the
Format COIUmnS dlalog : g& lar:r::::\:s RE: Thames 2207/2010 10KB
bOX <] Amanda Bennett Thames update 22/07/2010 9 KB [ Blue Category
[ Harry Jones FW: Introducing the new phase: Amazon 22/07/2010  15KB
8 A A Lﬂ Harry Jones FWi: Introducing the new phase: Amazon 22/07/2010 15 K8
7 CIICk on the ReCEIved fleld' B Amanr:da Bennett RE: Introducinggthe new pphase:Amazon 22/07/2010 13 KB
Cllck on the drop arrOW E B Amanda Bennett RE: Introducing the new phase: Amazon  22/07/2010 13 KB
Lﬂ @) Peter Dawson Attaching ltems 22/07/2010 1 MB
for Format and select [l @ Peter Dawson  Parking 22/07/2010 1MB
H =i Amanda Bennett RE: Social Club 16/07/2010 21 KB
d d/m m/year’ CIICk On BeSt Q Harry Jones Mew Products Presentation 16/07/2010 10 KB
fit for Width, and then click 4 Hamylonss  Flest Management Expenses 16/07/2010 10 KB
g Amanda Bennett Marketing budget 16/07/2010 B KB
on [OK] twice to reformat B e ko o e .
H @ Amanda Bennett FW: New product ideas 16/07/2010 31KB
Recel Ved g Amanda Bennett RE: New ppmdurt ideas 16/07/2010 12 KB

[

For Your Reference...

To alter the width of a column using the mouse:

Handy to Know...

e You can customise all features of a specific
1. Drag the column marker as desired view from the one location. To do this, click
To format a column: on Change View [©-| and select Manage
. ] . _ . Views to open the Manage All Views dialog

1. Click on View Settings |G| and click on box. Here you can select the view and then

[Format Columns] you can set a filter, alter the fonts, reset the
2. Click on the field and alter the options defaults for the view, plus much more.
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CREATING A CusTOM VIEW

Although Outlook provides only three predefined view. Creating a view based on an existing one can
views, you can create your own custom views. save time as you may only need to make a few
You can create a new view either from scratch or minor changes to the original settings.

by basing it on the closest matching predefined

Try Th |S YO u rself Views for folder "Inbox™:
View Mame Can Be Used On View Type || = [ New. .. ]
. . . <Current view settings > All Mail and Post folders Table
ﬁontl_rt]rl]'l ?hl.'ISI n g the preVIOUS Compact All Mail and Post folders Table Copy...
e wi IS exercise... Single Al Mail and Post folders | Table
Preview All Mail and Post folders Table
1 Click on Change View [©-~
and select Manage Views —
to open the Manage All
Views dialog box —
Description
2 C“Ck on CO m p act u nder Fields: Importance, Reminder, Icon, Attachment, From, Subject, Receive
V| ew N am e, and then Cl |Ck Group By: Arrangement Label {descending)
on [CO py] to _Open the Sort: Received (descending)
Copy View dialog box cer ot
3 Type Amazon in Name of o o e o
g a g Only show views create r this er
new view, click on This
folder, visible only to me (Lo [ ety view | [ Close

and then click on [OK] to
open the Advanced View e (Comyvien sl

Settings: Amazon dialog

Name of new view:

box Copy of Compact
. Can be used on
4 CI|Ck on [COIUmnS] to Open @) This folder, visible to everyone
the Sh ow CO | umns d|alog () This folder, visible only to me
bOX All Mzil and Post folders

5 Click on Importance under

Show fields in this order, B e
ress |ct \I and click on o
Reminder and Size t S e ]
select the fields
requently-used fields |z|
- Available columns: Show these columns in this order:
6 fc?"lfak OUII[Retf“OVG] —_thtehse R - | (> ] [roeiane ;
ields will not appear in the © teminder
new V|eW Ennir;ssaﬁnn f‘-\ttachment
Creates - From
i i Do Not AutoArchive = | |Subject
7 Click on [OK] twice and D et edDace Recelved
then click on [Apply \_/iew] Folon Up Flg Caregores
tO apply the CUStom view gﬁ;z::‘?;r Delivery Requeste
At the moment, nothing Recaived Representng Nam: ™ -
much will happen until we
apply a filter

For Your Reference... Handy to Know...

To create a new view based on an existing view: e You cannot rename a predefined view, even
1. Select Change View [+ > Manage Views if you have customised it. Instead, copy the
2. Select the view and then click on [Copy] predefined view, give the copied view a new

’ ) ) Py name, and then change the settings.
3. Name the view and then click on [OK] . . .
] . ) ¢ New views appear in the Change View
4. Customise the view as desired gallery.
5. Click on [OK] twice then on [Apply View]
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ADDING A FILTER TO A CusTOM VIEW

Filtering is different to sorting. When you sort view. Applying a filter to a view lets you see only
items, you rearrange the items that currently the information you require. You can specify a filter
appear in the view. When you filter items, you when you create or modify a custom view, or you
selectively choose which items will appear in the can add a filter to a predefined view.

ﬁ
©

Try This Yourself: Messages | More Cheices | Advanced [ 5QL_|
Continue using the searh for theverd): | =]
2 o previous file with this i [sbtect fed ol =]
S exercise, or open the file L Fome ] | |
Watsonia_06.pst... [ sentTom] | |
[Fwhere Tam: [the only person on the Ta line =1

1 Click on Change View

©-| and select Manage Time: [none [i] [anytime -1
Views to open the

Manage All Views dialog

bOX l oK I [ Cancel ] [ Clear Al ]
2 Click on Amazon under
V|eW Name’ and then Dl@‘From Subject |Recei\red b |Categories
click on [Modlfy]_ to open 4 Date: Lact Month
the Advan Ced V| ew ] Amanda Bennett Thames update 22/07/2010 [ Blue Category
H - H = Harry Jones FW: Introducing the new phase: Amazon 22/07/2010
Settlngs Amazon dlalog @ Harry Jones FW: Introducing the new phase: Amazon 22/07/2010
bOX @ Amanda Bennett RE: Introducing the new phase: Amazon 22/07/2010
8 Amanda Bennett RE: Introducing the new phase: Amazon 22/07,2010

3 Click on [Filter] to open
the Filter dialog box, then
ensure the Messages tab
is open

4 Type amazon in Search
for the word(s) and
select subject field and

message body in In e

5 Click on [OK] twice and
then on [Apply View] to
apply the Amazon view

filter

For Your Reference... Handy to Know...
To add a filter to a view: e When a View filter is applied to a selected
1. Select Change View [@+| > Manage Views folder, the words Filter applied will appear at

Select the view and then click on [Modify] Bl S Gl AL SV T

Click on [Filter]
Specify the desired filter criteria
Click on [OK] twice then on [Apply View]

ok
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DELETING A CuUsTOM VIEW

When you create a custom view it is deleting unwanted views to ensure that the
automatically added to the Change View gallery Change View gallery doesn’t become cluttered
just like the predefined views. If you create with unnecessary views.

custom views regularly, you should consider

. G @F9 =
Try ThIS Yourself Home Send / Receive Folder View
Continue USing the @ @ ﬁ ) Show as Conversations 5 Date
£ o previous file with this Change| View Resct | @ Conversation Settings = || @ To
§ I exercise, or open the file = Rg— '
(%) Y p L =l
Watsonia_06.pst... ﬂ =
Amazon Compact Single Preview
1 Click on Change View Manage Views... su
‘@v to d|Sp|ay the Ch ange Save Current View As a New View.., n
View ga”ery Apply Current View to Other Mail Folders.., P
Notice that the A -3 Search Folders |ﬂ Harry Jones FW
otice thal e Amazon
custom view is currently e
appIIEd to the Inbox. views for folder "Inbox™
s View Name Can Be Used On View Type | » Mew. ..
Lets app/y the defau,t <Current view settings> All Mail and Post folders Table [ = ]
view so that you can Amazon This folder (private) Table [ copy. |
i Compact All Mail and Post folders Table
deIEte the CUStom W b Single All Mail and Post folders Table
2 CI|Ck on Com paCt.tO Preview All Mail and Post folders Table
ﬁ]pp:y tt)he default view to F—
€ INDOoX
3 Click on Change View Description
‘@v and Se'ect Man age Fields: Importance, Reminder, Icon, Attachment, From, Subject, Receive
Views to open the Group By: Arrangement Label (descending)
Manage All Views dlalog Sort: Received (descending)
box Filter: off
4 Click on Amazon under T o e o
. . nly show vVIEWS rea r s er
View Name and then click !
on [Delete] (Lo [ appiyvien | [ Cose ]
A message will appear
asking you to confirm your
intentions...
] & Are you sure you want to delete the view "Amazon™?
5 Click on [Yes] to delete
the custom view and then (s J [Lw ]
click on [Close] to return
to the Inbox
For Your Reference... Handy to Know...
To delete a custom view: e If you accidentally delete a custom view, you
1. Select Change View > Manage Views cannot undo the deletion. Instead, you will

. Click on the desired custom view Intese £ MEISL) Wit wLEry g

2
3. Click on [Delete]
4. Click on [Yes] and then on [Close]
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