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Storing Customer Email Addresses –
The First Step

Outlook can store up 

to three email 

addresses for your 

contacts. This is the 

hidden key to tracking 

contact relations.



Views – Ways to see contact data

3. Viewing by Company allows you to see all contacts 

you have that work for the same company.

2. Another place to 

change your views.
1. Using views will 

allow you to pull 

information out.



3. Viewing by Flag Status allows you 

to see all contacts you have set a 

follow up flag for. Similar to a tickler 

system.
2. Another place to 

change your views.

1. Using views will 

allow you to pull 

information out.



Categories – Keywords for 
identification

1. Access Outlook Categories here

2. Use one or more 

default Categories or 

add your own custom 

Categories.



3. Viewing by Category allows you to 

see all contacts grouped by categories. 

If you utilize Categories, this view will 

allow you to do so many things with 

your contacts.

2. Another place to 

change your views.

1. Using views will 

allow you to pull 

information out.



2. And go up to the 

Edit menu, Categories. 

Then select Holiday 

Cards from your 

category list.

1. To give multiple 

contacts a category of 

Holiday Cards, simply 

select them first.



Here you can see the 

records now have 

been placed in the 

grouping of Holiday 

Cards.



Actions Menu – The best way to 
start stuff

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.



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.



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.



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.

Text hereYou’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.



2. Linked to the contact record.

1. This example shows 

how a simple project 

could be tracked by 

using a journal item.



2. And using Link, 

Items. This refers to 

Outlook items.

1. Let’s say you have 

an email that is not 

from or to this contact, 

but instead simply 

related to this contact 

in some way. You can 

link an email to the 

contact record by 

using the Actions 

menu.



2. You’ll locate and 

select the email you 

want to associate with 

this contact record. 

Click OK.

1. It automatically 

defaults to your Inbox



Now you can see the 

email is now 

associated with this 

contact record and is 

available for viewing 

on the Activities tab of 

the contact.



Contacts Link field in Outlook 
items

Another thing you can do with the Contacts field 

is to associate contacts with other contacts.



3. Select one or more contacts 

from the list and click OK.

1. What if you have an 

existing appointment 

item and you want to 

associate it with a 

contact. Just click on 

the Contacts link 

button.

2. You’ll be taken to 

your default Contact 

folder.



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. 



Activities Tab – What’s in there 
anyway?

2. The Activities tab automatically looks for 

related items in all of your default folders. You 

can also customize the Activities tab settings 

to look in other Outlook folders as well.

1. Click the Activities tab on 

any contact record.



Click the Show 

dropdown to see 

specific types of 

related items.



3. This is Calendar items.

2. I can see the related items grouped 

by the item type. This is Task items.

1. Show Upcoming Tasks and Appointments



You can also see only 

the email items, both 

email you received 

and email you sent.



Mail Merging Techniques

2. Locate and select 

the contacts in a 

specific Category.

1. Using Categories is an easy way 

to identify contacts you want to 

perform a mail merge on.



1. Select the contacts.

2. Use the Tools 

menu, Mail Merge.



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

2. Choose an Existing 

document or select to 

create a new one.

1. Choose Only 

Selected contacts.



1. Once you have followed the mail merge 

process in Word, you’ll be able to see what the 

letters will look like. 

2. To email the letters to your contacts you will use the

Email button on the Mail Merge toolbar.



1. To see the results, 

look in your Sent Items 

folder.

2. Each contact receives their own 

email which has their individual 

email address in the To field. No 

need to BCC.



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 

bulk letter to a large number of contacts, but have the 

individual item linked to each appropriate contact record.
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