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Storing Customer Email Addresses -
The First Step

F® Andrea Kalli - Contact

: File Edit ‘ew Insert Format Tools  Ackions  Help

 llsaveandcClose gy | 3 @ | ¥ 7 50 S| e - o - =1 | ] 2R3 !
| e -l Al B U | = ::;__z__!

General I Dk ails || Ackivities || ertificates || all Fields |

Follow up by Wednesday, January 31, 2007 S:30 &M,

[Full Marme. . ] |.ﬁ.n|:|rea kalli -mail. .. |akal|i@'-.-'irtualassist.net | (E3]

Job tikle: | i : |.ﬂ.n|:|rea kalli Wirtual Trainer and .I|

Companty: andrea Kalli Virtual Trainer and Assistan web page address: |http:lflfwwwlvirtualaggigt.net |

File as: Andrea kalli Wirtual Trainer and Assis IM address; | |

Fhone numbers

[Business...  |[]|(z031 555-7777

=) Outlook can store up

[Business Far. <] to three emaill

(ol = addresses fqr your

— contacts. This is the
hidden key to tracking

Buisi P.D, box que i
| Business ]E] contact relations.

This is the mailing
address

[Hnme”.




Views — Ways to see contact data

Contacts - Microsoft Outlook

Eil= Edit Wign a0 Tools Ackions Help MyEmailTemplates 7] ©Office Document % My Documenks

2 @pew ~ | S 23 X | v B4 S - |1BoFind || G Tvpe acontactbo find = | G | Bl Bl Bl B @.ﬁ!
: 2% | (@) Back "?J||_!]_JE| & | = | B sgy By Company &- ’:1_%,'5%4}!

| Look For: = Search In = Conktacks Wl Move Clear Options = =

my contacts 2. Another place to _ 1. Using views will

=] Conktan T
& e CANGE yoUr Views. e TH= allow you to pull

CCLrTEnt wiew InfOI“matIOI’] Out

Company: Slameda Clothing (4 iktems)

Company: Andrea kalli Virkual Trainer and Assiskant, LLC (1 ikem)
Company: Andrea Ealligzz Yirkual Trainer and Assiskant, LLC (1 ikem)

Company: Big Skw Computers (3 ikems
{*E} Bvw Company

{:} B+ Locakion

() By Follow-up Flag
) Reminder Lisk

Company: Disneyland (4 ikems)

m ¥ Dr. Randy Jones 111 Disnevland Disnevland, Jones, Rar
Donald Cuck Disneyland Duck, Donald
Sally Jones Disnevland Jones, Sally

Mickew Mouse Disnewvland Mouse, Mickew
Company: Microsoft (1 ikem) \

Compan

3. Viewing by Company allows you to see all contacts
you have that work for the same company.

Open Shared Contacts, .,

_uskomize Current YWiew, .,

BE G | EEEE

15 Ikems




Contacts - Microsoft Outlook

: File Edit View Go Tools Actions Help  MyEmailTemplates ] ©Office Document & My Documents

P Mew v | =4 A2 x| = 5 .| C:!'-}Fi-nd | G Tvpe acontacttofind = | @) | Ijk |1 EL B 2 .ﬁ!
P Bal | (@ Back 59 | (K =N |% ith »JI By Follow-up Flag - 15 ﬁ ai!

Contacts Look For: = Search In = Contacks Find Mow Opkions «
My Contacks . . .
¥ Contacts 1. Using views will

5 Contacts % |Follows Up F... Full Mame
5 Impartaz406 b8 _aHOW you to pull
iInformation out.

urrent Wi

() Address Cards

() Detailed Address Cards
() Phone List

'l:} By Category

{:} Bw Company
Y B | oeabinn | Flag Status: Unflagged (11 items)

= Flag Status: Followup Flag (4 items)

W Follow up Andrea Kall Andrea Kalli Yirka, ..  Andrea Kalli Yirtual Traine
@ ¥ Follow up a,.. Dr. Randy Jones III Disneyland Disnevyland, Jones, Randy

¥ Follow up Joe Srnikh Big Sky Computers  Smith, Joe

¥ Faollow up Tim Thompsan Alameda Clathing  Thompson, Tim

{(*) By Follow-up Flag
) Reminder List

3. Viewing by Flag Status allows you
Open Shared Contacts. .. to see all contacts you have set a

Cuskamize Current View, .. .
2. Another place to follow up flag for. Similar to a tickler
system.

change your views.
= E L'E| ﬁ o WL = v

15 Ikems




Categories — Keywords for
identification

EE Andrea Kalli - Contact
i File Edik Wig Inserk Formak Tool= Actions Help

! | Save and Close E%”.;j m | = {}J_;-]@v|ﬂ-*‘?*.iﬂ

i [werdana -] |10 -] A | B 5 1 i =

General Details | Activiies BUECLLIg1:

Sl st Sl Themis) belong bo these categories:

[F._.u MSRER ] |Andrea Kol |Holiday Cards Add ko Lisk : | akalli@virtualassist. net | [Lﬂ]

Jab kitle: |.ﬂ.ru:|rea kalli wirtual Trainer and .ﬂ.fl
Compant: Available cateqgories: - |hl;tp:,I',I'www.virl:l_l.alassist.net |

Filz as: Andrea kal

~
Birthdayw i | |
Board of Direckors
Business
Clienk
Competition

Confirmedspeakers 2. Use one or more

Cow3

Database cleanup project dEfaUIt Categones or

Fawvorites

Gardening add your own custom

Gardenvendor

[Eiusiness. oo ]E] Gifts ! CategOl'leS .

This is the mailing ] 4 ] [ Cancel ] [ Master Category Lisk. .. | I
address

Phone numbers

[ Business. .. |[~]|cz0s1 s855-
[ome =)
[Business Fax... ]E] |
[Mnbile... ]E]l

Addresses

—_—

1. Access Outlook Categories here

[ Conkacks. .. ] |Flan-:|':.-' Jones 11T Cakegories. .. |H-:|Ii|:|a';.-' Cards Private [ ]




Contacts - Microsoft Outlook

File Edit Mew Go Tools Actions Help MyEmailTemplates ] Office Document %MEDDcuments
8] Mew - | = h :?(| v 5_| '|f¢}Flnd||L.|J Twpe a contact ko find 'ltﬂ“:kllmaj o j!
P20 | @Back &) | (A H (& | | B & By Categary

Contacts Look For: = Search In = Contacts in N Options * X

Mw Contacts Contacts
G| Contacts [ @ % | Full Mame Campanty 1. Using views will

51 2406
S Impor allow you to pull
Current View | information out.

B Categories: (none) (8 ikems)
() Address Cards : = . N ,

() Detailed Address Cards +| Categories: Business (2 itemns)

() Phone List =l Cateqgaries: Holiday Cards (2 items)

(%) By Category i W Andreakall andrea Kalli Wirka, ., akali@virtualassist, net
By Company 8= @ ¥ Cr. Randy Jones III akalli@comcast, nek

O By Location +| Categories: International {1 item

) By Follow-up Flag

) Reminder List

+| Categories: My Mew Categary (1 ite

* Cateqgories: Susan's Contacts (5 ikems)

i2pen Shared Conkacts, .

Customize Current Yiew. .. 3. Viewing by Category allows you to
2. Another place to see all contacts grouped by categories.
change your views. If you utilize Categories, this view will

= i [CENE/ NN R allow you to do so many things with

16 Ikems your contacts.




2 Contacts - Microsoft Outlook E|E|E|

P File J| Edit | Y Go Tools Actions  Hélp  MyEmailTemplates ] Office Document &2 My Documents
HN = Ctrl+2 B Find | @} Type acontacttofind = | (@) | Bl Bl By By B2 =y !
Pl | aull Cut Clrk+X . | | By Category =Rz !
|53 Copy Chr|HiC
& | Conl + Search In~ Contacts Find Mow Clear Options = X
‘ | &b Office Clipboard. ..
5 ._’ﬁ., Paste Chrl+Y
1 S

CDmpE.nl..l F_rn=il Fll F.Y

1. To give multiple
Currell X Delete Chrl+D contacts a category of

8 it : )
Move bo Folder...  Chri+-Shift+Y Tl S Holiday Cards, simply

1|.E| _ |_|||_| s

Copy ko Faolder. .. i Duck - select them first. -E

® | Cateqgaries. .. = Andrea Kaligzz V... | akalli@virtualassist, net

§= | Select Al Chrl+-A

cjonesi@test, com
3 'l:} By Company ] @

{:} Bv Location
() By Fallow-up Flag
() Reminder List

““““ Disneyland sjonesi@test, com

2. And go up to the Project ABC

Edit menu, Categorles. jsmithi@ermail. com
4 Then select Holiday jsmithi@ermail. corm
open Shared Contacts.. Cards from your 5

i_uskomize Current Yiew, Category |iSt. ikems)

5 - ¥ Andrea Kali Andrea Kalli Virka, .. akalli@virtualassist, net

= ¥ Dr, Randy Jones II1 akalli@comcask, net
=g E 1'E ﬁ _.J o v ks i

16 Items




Contacts - Microsoft Outlook

: Fle Edt Wew Go Tools Actions Help  MyEmailTemplates ] ©Office Document &2 My Docurments
P Mew v | =4 A2 x| = v|“E:'gFi_nd||l_.,|J Type a contact to find ~--|.g;||jk|l|l|1i| E'ﬁ!
P Sab | (@ Back 50 | (K =N | % £ o | | By Category - | B2 ﬁ g !

Contacts Lok Far: = Search In = Contacts Find Mow Cl=ar Options = X

Mw Contacts Enntacts E!

G| Contacts (/G |%  Full Mame Comparty
=] Imporkaz406

urrent Wi

() Address Cards
() Detailed Address Cards
() Phone List

E} By Category
) By Company ; W andrea Kall fndrea Kalli Yirka, ., akali@virtualassist, ne

8= ¥ Tim Thompson jsmikhi@ernail, com

8= Tim Thompsan jsmithi@ernail . com

+| Categories: Business (2 itemns)

= Zategories: Haoliday Cards (5 ikems)

() Bw Location ; Pamela Colovos pamcolovos@sboglobs,
3 By Follaw-up Flag ; Donald Duck, jsmikhi@ernail, com

) Reminder List = I '® Dr. Randy Jones II1 akalli@comcast. net
andrea kalligzz Areea kallis=? Y. .. akalli@wvirtualassist. nel
Open Shared Contacts... *| Categaries: International {1 ikem) Here you Can see the

Zustamize Current Yiew, .,
+| Cateqgaories: My Mew Cateqgary (1 item) records now _have
been placed in the

grouping of Holiday
Cards.

*| Categaories: Susan's Cantacts (5 ikems)
=} E 'E| il o v

16 Ikems




Actions Menu - The best way to

start stuff

F= Andrea Kalli - Contact

I Fle Edit Wiew Format
! ol save and Close gy | 4 Il | v s
| e -lA B

Inserk Tools

General Details activities iZertificak

[ Full Marme. .. andrea Ealli

Job tikle:

Compansy:

andrea Ealli Wirtual Trail

File as: Andrea Kalli Yirtual Trai

Phone numbers

[ Business, ..

]E] {303} S55-7777

[H-:lme. 0o ]E]
[ EBusiness Fax... ]E]
[Mnbile. oo ]E]

]E] P.2. box guee

This is the mailing
address

Addresses

[ Business. ..

actions

Mews “onktack Zkrl+-m
Mews Conktack From Same Company
Mews Diskribukion Lisk Zkrl4+Shift+L

Mews Inskant Message

Mews Letker to Conktack

Mew Message bo Conkack

Mews Meesting Request Eo Conkack
Mew Appointrent with Conkack
Mews Task For Conkack

Mlews Journal Entry For Zonkack

Link.

Call Conkack

Zall Using MetMeeting

Follows Up... Ckrl+Shift+13
Display Map of Address

Explore Web Page Zkrl4+-Shifk+

Add Pickure

Forward as wiZard

Faorweard —krl+F

Conkacks, .. ] FRandy Jones 11T

[ Categaries. .. ]

Holidaw Cards

The best place to start
relating

correspondence and
other items to a

contact is by using the
Actions menu in each
contact record. Notice
all the things you can
associate with a

contact from this

menu. When started
from here, these items
are automatically

linked to the contact
record.

Privakte |:|




B Discuss training needs - Appointment

: File Edit ‘ew Insert Format Tools  Actions Help

i gll Save and Close | =4 (Il | A ¥Recwrrence... | T Invite Attendees | ¥ 0 | X | @ ~ 9 - | @ !
E'-.-'er-:lana '-r|1|:| "|&|BIE| ‘E _5!

Appointment | Scheduling

Subject: Discuss kraining nesds

Location: Label: [[ ] mone

Skark time: wied 1/31/2007 1:30PM » | [ ]all dav event

End time: wed 1)31/2007 11:00 PM

Reminder: 15 minukes afiz| Show time as: | Il Busy

Talk about user =kill levels and how many sessions they want to have.

7

Caklook 2003
on-exchange.doc ..

You'll see this when selecting to create a new Appointment item for a
contact. Notice that it is automatically linked to the contact record via the
Contacts field.

CZonkacts. .. | andrea kalli I Zakeqgaories... Private [ ]




Ei Send out brochure - Task
File Edit Wiew Insert Formak Tools  Actions  Help
el saveand Close | . 4 L |l | A ¥Recurrence... | o2 Assign Task | = w6 | K | e -

| -l AIB T U|E = = - &

Task | Dtk ails

Subjeck: Send out brochure

Cue dake: Tue 13072007 Status: |Mok Started

Stark date: Mone Priority:  |Mormal % | % Complete:

[+]|Reminder: | Tue 1)30/2007 w500 AN W |--.,,EI£ CWANEr | Andrea Kal

Make sure we hawve the correct mailing address first,
W—l|

good_betkter besk,
doc (131 KB)

You'll see this when selecting to create a new Task item for a contact. Notice
that it is automatically linked to the contact record via the Contacts field.

Contacts. .. | Andrea Kall ICategu:uriEE... | Private [ ]




& Didn't pet the delivery - Journal Entry

Edit Wiew Insert  Faormat  Tools  Actions  Help

t | Save and Close | = | Ao |y 8| X
' A5 -JAlB Z u|==

Subject: Custorner didn't gek the delivery

Enkry bvpe: Phaone call w | Company: | &ndrea Kalli Yirbual Trainer and &:

Skark kirme: Wed 1/10/2007 | idd PM

Cwrakion: 0 rinukes

1-10-07 We had the address wrong. Resent today,

1. Journal Items are so very flexible and can accommodate tracking of a
variety of information for your contact. For example, see how we use a
journal item to document an issue that arose and how it was handled.

You'll see this when selecting to create a new Journal item for a contact.
Notice that it is automatically linked to the contact record via the Contacts field.

[ Contacks, ., | Andrea Kall |Cal:eg|:|ries... | Holiday Cards Private [ |




& Project ABC - Journal Entry
: Fle Edit “iew Insert Format  Tools  Actions  Help

EﬂiaveandCIDSE|-j| £ 3 8 [0 | [GE wal X ' : !

: Yerdana w0 <|A|B I U| Eg_: _=!

Subject: Project ABC  <Quumm— 1 This example shows

how a simple project
could be tracked by
g.cc Using a journal |tem

Enkry bvpe: Conversation Jdrea Kalli Yirkual Trainer and &:

Skark kirme: Man 1)1)2007

= | W= - = ﬁ
Cwrakion: 0 rinukes W

1-1-07 Called contractors to get bids on the project.

1-5-07 Received all bids and set meeting with Pam to discuss,

1-8-07 Decided on Company 123 for the project and set start date for the
work .|

2. Linked to the contact record.

w4

Conkacts.,. |  Andrea Kalli Categories. .. | Holiday Cards Private [ |




' [B Joe Smith - ContactFolderForm

! File  Edit  iew Insert  Format  Tools

e Save and Close Igh | 4 1

-
b

(General Dietails Arkivities Certificats

g Full Mame. .. ‘JDE Smith

Job Title:

Company: ABC Company

File &s: ABC Cornpany {Smith, Jog

& 2. And using Link,
— Items. This refers to
Busir Outlook items.

]

Actions

i 8= Mew Contact

1| | et's say you have

an email that is not
from or to this contact,

Mew Contact from ¢ but instead simply

| Mew Distribution Lis

related to this contact
in some way. You can

Mew Instark Messa link an email to the

W] hew Letter to Cont ysing the Actions

5 1

% [ew Meeting Fequest to Contact

Mew Appointrment with Conkack

= Mew Message to Co

contact record by |

menu.

| This is the mailing addre

S0 Mew Task for Contact
Mews Journal Entry For Contack insbs. com
Link g Items. . !
Call Conkack b File. .

it Call Using NetMeeting




Look. in:

= €4t personal Folders A
] Calendar
8= Conkacts
'E‘ Deleted Items (27)
A 1. It automatically 2. You'll locate and
__| Inbox (202) defaults to your Inbox select the email you
od Journal want to associate with
e :::k E-mail [121] this contact record. v
Theme: Click OK.
¥ [/ From Subject Received Uit
—| Date: Today
| Google .. Google Alert - collaboration Wed 1/10,/200...
| Google.. Google Alert - outlook 2007 Wed 1/10/200...
| sallyony... [coloradova] Re: Tax Prep software g which to you rec... Wed 1,/10,/200...
#® PennyH... RE: Our podcatcher Wed 1/10/2007 5.,
] R%9S Her... [coloradova] RSS Herald: January 2007 Edition is Ready Wed 1/10,/200...
] Lalita A... RE: Regarding your podcast, Like Mobody's Business....g... Wed 1,/10,/200... hd

]|

Cancel || Apply




® Andrea Kalli - Contact
: Fil=  Edit

! gl Save and Close g | =3

Tools Help

\BOXE

View Insert  Format Ackions

v | -

_|J§._.|!

\ | B T U | =

all Fields

izeneral Details I Ackivities I Zertificates

Show: | E-mail W |

* [ % @ From Subject

g Google Al..

Penny Hav..,

Google Alert - collaboration

»

RE: Our podcatcher
Lalita Amos... RE: Regarding wour podca
RE: nevermind

RE: bad stock

Delivery Motificatior

Skacy Tharn..,
Stacy Tho...
1 Mailer-Da...
Family Fri...
Cheryl Call...
Stacy Tho...

—— email is now
Family Friendly Pod«

RE: bad stock
Stacy Tho... RE: bad stock
Alan Shrat... lan Shrater has ser the contact.

| E E EE EE E DD

Like Mobody's B, ..

Now you can see the

associated with this
FW: I¥AA ¥irtual Sur contact record and is
available for viewing
on the Activities tab of

Received

Wed 1/10/2...
Wed 1/10/20.,.
wed 1/10/20..,
Wed 1/10/20..,
w4 /10/2...
1/10/2...
1 10,2...
1 10/2...
1/10/2...
1/10/2...
1 10,2...

In Folder

Deleted Ite...
Inbo
Deleted Ikems
Inbo

Inbox
Deleted Ite...
Inbox
Inbox
Inbox
Inbox

Inbox




Contacts Link field in Outlook
items

= Andrea Kalli - Contact

Eil= Edit WiE Inserk Forrak Tool= ackions Help

dnesday, January 31, 2007 &30 oM.

[ Full Mame. .. | bindrea Kalli E-rmail. .. [ - ] | akalli@'-.-irtualassist.nel [ﬂ__ﬂ]

Job kitle: | Display as: |.ﬂ.n|:|rea Kalli Wirtual Trainer |

Companty |.|:'.I‘|E|I"EE| Ealli wirtual Trainer an-:l weh page address: |hl:l:l:l:.l'.l'www.'-u-'irl:l_lalassisl:.nfl

File: as: |.ﬂ.nc|rea Kalli Wirkual Trainer |- | Ir] address: | |

Fhone numbers

| Business. .. |[ =] |tz051 s55-7777

|
[Home. .. J[(=]! |
|
|

[Business Fax... ]["-"] |

[MDbiIE:... ][T]l

addresses

| Business. .. || =] |P.-©. box qwe |
[ This is the maiing Another thing you can do with the Contacts field
) IS to associate contacts with other contacts.

FI |
[ Zonkacks. .. ] |Ranc|':.-' Jones IIT Categories. .. ] |Hn:ulin:|a';.-' Zards | Private [ |




Qutlook training - Appointment

: File Edt Mew Insett Format  Tools  Actions  Help

HSave and Close | =4 Il | #_¥Recurrence.., | ﬁlnwte Attendees | ? 3 | X | & ~ ¥ - | (@ !

- @

it

lverdara -0 -LALB L II=

e Slide ! O Record & @ = @ !

Appointment I Scheduling |

1. What if you have an ot ®

Select Contacts

Subject: | Cutlook training |
Location: | “ | Label: ||:| Mone v|
Starttime; | Fri4/6/2007 v| |mooam v Al day event

Endtime: | Fri4/6{2007 v| [12:00PM

Tvpe a question for help [+ =
Slide Layout
€10 A
Apply slide layout:

Text Layouks

17 . . . Look in:
eX|st|ngdap pointment = & pasoirter 5
item and you wantto =0 || p—= — :
: y_ . 2. You'll be taken to
18| associate it with a {e] Deleted Items (2
: 2 brafts your default Contact i
contact. Just click on gﬂ;;ﬂhwl (202) folder
e | the Contacts link g Junk e-mail [121] ' 3
button. Items
LAy 1ok Til-ﬁ l"nmrﬂ'\

——Y

[ Conkacts, ., ] |

1
i [ Cateqgories. .. ] |

Andrea Kalli Wirkual Trainer

and Assistant, LLC, Kall...

|85 I Disneyland, Jones, Randy

A

Disneyland

Andrea Kalli Wirkual Trai. ..

(>

[

4= Duck, Donald

21 89  Duck, Donald 3. Select one or more contacts
G Jones, Sally 0 .
[ from the list and click OK. .

+ |click 10 add nates Lo | cance | [ appy | :
.sg =
Drawv.| Antoshapes N\ W (IO A Al ¢2 8] & | 0 - g A-== 7 d Ij!
Slide 16 of 21 Lavers 7

aarma

/4 stant

& B r R 0:6pm



: File Edit ‘ew Insert Format Tools  Actions Help
i gll Save and Close | =4 (Il | A ¥Recwrrence... | T Invite Attendees | ¥ 0 | X | @ ~ 9 - | @ !
: -l A B F UO|E = = = &

Appointment | Scheduling

Subject: Cwaklook kraining

Location: Label:

Skark time: Fri 4/6/2007 200 AM w | [ ]all day event
End time: Fri 462007 12:00 PP w

Reminder: 15 minukes wbiz] Show Eime as:

You can see the appointment item is now linked to the contact.
You'll also be able to see this on the contact’s Activities tab.

; Zonkacks, .. andrea kalli | Zakeqgaories... | Private [ ]




Activities Tab — What's in there
anyway?

= Andrea Kalli - Contact

! File Edik Wign Inserk Formak Tools Sckions Help

I mllsaveandClose gl | =8 Il | ¥ e B0 S~ | e » - =1
| Al B I O | :

General Dekails Ackivities erkifi-=F=- all Fiald-

1. Click the Activities tab on
any contact record.

Showva: &l Ikems

[1 Subjeck In Folder

'l' =] updal:E to Pamela 3.0 Inbox
Hi &ndre

N IZIE--:EruI:u-r 13, 2006 Skype officially launc h-—--:l I'h-- e Skwpe 3.0 version and on the same dav vee released
Famela 3.0 wahich has |:u-'l-'rl zpecifically desir o 3.0, Pamela 3.0 uses 5 c omplete new andio

= "‘EF:' 2. The Activities tab automatically Iooks for

i related items in all of your default folders. You _ _
AL illivircualTrafherandassistagitBusi

1 Telesce €N also customize the Activities tab settings Journal

Mot o lookK | |n other Outlook folders as well.
] share. —ee oo Inbox

Hi andrea,
Do wou ofFer SharePoint hosting wourself? I'm thinking if I'm going o sek somethingjup, it might as
through wou as someone I find googling "Sharepoink Hosking™! Righk?

<4 Send out brochure

Ml 1




F® Andrea Kalli - Contact

: File Edit Mew Insert Format  Tools  Acktions  Help

! | Save and Close g | = | ¥ . B -_"v|:ﬂ-v¢v_'l_‘|§|__la

-] |l A | B I U | i

zeneral Dekails Ackivities Certificates all Fields

Show: | All tems Click the Show

Il Items s dropdown to see
i_ontacks e

e e specmc_types of

[ | sub|Journal related items. In Folder
Maokes

| Tiny Upcoming Tasks!Appointments Inbox

Hi &ndrea,
on December 13, 2006 Skype afficially launched the new Skype 3.0 version and on the same day we released
Pamela 3.0 which has been specifically designed For Skype 3.0, Pamela 3.0 uses a complete new audio

] The Latest from FeedBulletin for: akalli Inbox

FeedBulletin For: akall

S TR
ALL CLEAR: FeedMedic Alert Far htkp: [ Feeds. Feedburner, comfandreakallivirtual Trainer andéssistankBusi

4] TelescopeSales Journal
Mokes about this file that T just linked, a;sldka;lsd  <end =
| sharePoint Hosting? Inbox

Hi andrea,
Do wou offer SharePoint hosting wourself? I'm thinking if I'm going to set something up, it might as well go
through wou as someone I find googling "Sharepoint Hosking"! Right?

] 5end out brochure Tasks




F® Andrea Kalli - Contact

: File Edit Mew Insert Format  Tools  Acktions  Help

Eﬂiaveandclnseﬁ%Lj 0L Y 0 8 @*|4*‘? _|_‘|§|_]!
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Showy: IUpu:u:uming Tasks{Appointments & 1. Show Upcoming Tasks and Appointments

[ % [#]| Subject Start Date End

f' In Folder: Tasks (4 items) s ) | . see the related items grouped

7 Send ot br.. by the item type. This is Task items.
[} RE: What Ti... rr =) Lsuun e (RTTHT N [

[ Get new cat.,.. Thu &/24 /2006 Mone Mone
[ ouklook Pra, .. Tue §/22/2006 Mane Maone

3. This is Calendar items.
Cwklook krai,.. MNone Mone Fri ¢/6/2007 9:00 AM  Fri 462007 12:00 PM

Discuss krai,,. MNone Mone Wed 1/31/2007 10:... Wed 1/31/2007 11:...
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Show: | E-mai You can also see only
¢ [ % From Subject the emall items, both  ived

| @ Mailer-Dae... Delivery Notification €Malil you received 1/10/200...
andrea Kali  Mesting notes and email you sent. 171072007 ... Sent Trems

Penny Havne,.. RE: Our podcatcher Wed 1)/10/2007 ...
Stacy Thomp... RE: nevermind Wed 1/10/2007 ...
Stacy Thom... RE: bad stock Wed 1,/10,/200...
Family Frie... Family Friendly Podcast Directory - Mew Po... Wed 1/10/200...
Cheryl Calli... FYY: I¥AA Yirtual Sunamit Training and Pres... Wed 1,/10/200...
Stacy Thom... RE: bad stock Wed 1,/10,/200...
Stacy Thom... RE: bad stock Wed 1,/10,/200...
Alan Shrater Alan Shrater has sent you an Evite Invitation Wed 1,/10,/200...
Synergration QuickBooks Credit Card Processing YWed 1/10/200...
YWomen's H... Re: BAD POSTIMGS in my FORUM YWed 1/10/200...
Diane Corri... Re: BAD POSTINGS in my FORUM Wed 1,/10,/200...
Rima McDo... Re: BAD POSTINGS in my FORUM Wed 1,/10,/200...
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Mail Merging Techniques

Contacts - Microsoft Outlook
Eil= Edit Wign 30 Tools Ackions Help MyEmailTemplates | ©Office Document % My Documenks

i @new - | S 23 XK | v 8 S - |[BoFind || G Type a contact ko find - g | By By B B e .ﬁ!
P 20 | @ Back @) [ (A [H (& 9 | &Y 5 o e ] By Category 3 EEEY
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= Search Im = Contac Find Mow Clear Options =

airaders 1. USING Categories is an easy way _

= 23t rers 1O Identify contacts you want to S Ea——
a E: perform a mail merge on.

@ Deleted Items _ategories: Business (2 items)

|.£| Crafks

[ Inbox {300

éﬂ Jaurnal _ategories: International {1 item)

L@ Junk E-rail

. | Mates

= Outbox [1] Categories: Prospects (4 items)

2. Locate and select ) -

the Contacts In a lyy =1F :da Clathing ismith@ern il com
Fol A/ i ] ompukers | jsmikhi@ern sil.com
o specmc_: Category.

Categories: Holiday Cards (S ikems)

_ategories: My MNew Caktegory (1 ikem)

Disneyland sjones@te: £.com
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e A DO & =

15 Ikems




Contacts - Microsoft Outlook
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5 Calendar Forms »

4 = Contacks

Macro [ 2

fE_"L Deleted Items . Business (2 items)
L#| Drafts q: Mail Merge. ..
L] Inbox (30) ﬁﬁ;
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L Outbox [1] Prospects (4 items)
4 __1_| Sent Ikems opkions. .. ¥ Mouse Disneyland sjonesi@tes
| < Tasks —
Project ABC
H L) Search Folders e
. E Alameda Clothing ismithi@ema
Folder 1. Select the contacts. ' i Big Sky Computers | jsmithi@enms

Daka File Management. .. +| Caktegories: Susan's Conkacks (S ikems)




Mail Merge Contacts

iZonkacks Fields ko merge

All conkacks in current wigw (%) all conkact Fields

(%) Only selected contacts 1. Choose Only : °k Fields in current wigw

Ta Filker contacts or change the Selected contacts. iew, go ko the "Wiew" menu and click.
“"Customize Current View" on the “Current Wiew” menu,

Docurnent: File 2. Choose an Existing

document or select to
(*) Mew document
create a new one.

() Existing docurmnent:

| Browse, .,

Conkack data File

To sawe this conkack data for Fukure use or reference, specify a file name.

|| Permanent File: [ Browse, ,,

Merge options

Document bvpe: Merge ko:

Form Letters W ||| Mew Document L

3. Use this dropdown to select letters, labels, etc. Ok

| I iZancel
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-
=
Mliclkey Diowuse
i Dizneylatud
- 457 First Street, Aurora, 0 20013
i "W e wrould like to invite ywou to our quattetly open house. B
” 1. Once you have followed the mail merge
- process in Word, you'll be able to see what the
: letters will look like.
: v
_ +
. @
o 2
= @ |E|= B £ |

Fage 1 Sec 1 171 Ak 1,7 Ln &  Col 57 Ll




Sent ltems - Microsoft Outlook

: Fle Edt Wiew Go Tools  Actions

P adNew - | ) Y X | Reply

Help

4 Reply ta Al

MyEmailTemplates

Foryard | —j Send/Receive ~ |

] ©Office Document &2 My Docurments

20 Find | | [

1 | @Back ) | (A1)
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aB GoToMeeking - | iy Meet Now {I—} Schedule Meeking ! @Ea';.fment Request Wizard | Mlew - ! SpamBayves *

Folder List

Loak, Far:

= Segarch In~ Sent Ikems

Find Mow Clear

Options = X

all Folders

= #5t personal Folders
| Calendar
4 =] Contacks

=l Today

Sent ltems =
F.

arranged By: Date

Mewest on Lop

‘a) Deleted Items (1)
L.#| Drafts
L] Inbox (30}

4 1ournal

L Junk E-mail

-~ ‘jsmithi@email. com'
Dpen House Invitation

4 'jsmith@ernail. cam'
Dpen House Invitation

] 'sjones@kest,com'
Open House Invitakion

11:08 PM

11:08 PM

11:08 PM

L~ Sent Items

+ LY Search Folders
1. To see the results,

Fo .

54 100K In your Sent ltems

memm fOlder.

—JEE . | [ E||

i~ 'cca_akali@botmail, com'
Meeting notes

10250 PM

Open House Invitation
Andrea Kalli [akalli@corr

jsmithi@email, com'

Tim Thompson
Alameda Clothing
124 Main Street,
Demnver, CO 80022

We would like to wrvite

2. Each contact receives their own
email which has their individual
email address in the To field. No

need to BCC.
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= Mickey Mouse - Contact

: File Edit Mew Insert Format  Tools  Acktions  Help

: e Save and Close ﬁ;}”.j | ¥ BT S|
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zeneral Dekails | Ackivities ‘CEI’tiFiEEtES all Fields

Shoy: 1. The Activities tab shows you how each contact that you
performed a mail merge on has an individual letter record
associated to it. This is how you use mail merge to create a
[0 | Subject bulk letter to a large number of contacts, but have the

~1 Open House Invikation  individual item linked to each appropriate contact record.

Mickey Mouse
Dizneyland
457 First Street, Aurora, CO 80013




Presenter information

—
B Andrea Kalli Virtual Trainer and Assistant, LLC. www.virtualassist.net,
akalli@virtualassist.net

®  We provide productivity training, support, and brainstorming sessions for
SharePoint Services users and for Microsoft Outlook 2007 users (with or
without Exchange server). These are offered for groups of up to 10 and for one-
on-one sessions. We also provide online support services for all versions of
Outlook (Windows version) where we will be accessing your desktop...all this at
the comfort of your own desk.

You + Us + GoToMeeting Web session = A Great Hands-on Training
Experience!

"Our primary goal is to show businesses how they can better utilize the
technology they most likely already have in place, and greatly increase
their return on investment (ROI). There's nothing quite as satisfying as

showing someone how to apply productivity concepts to processes they
deal with everyday. It's like you just gave them a gift." - Andrea


http://www.virtualassist.net/
mailto:akalli@virtualassist.net

