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Apart from making the sending and receiving of e-mail messages possible, e-mail software such as Gmail and Outlook have a calendar, contacts, tasks and archive features to help a person to be organized. The different options available depend on what is offered by the system in use.
[image: ]These tasks can be managed from the Home tab in Outlook.

Click the New Items command in the New group to display the different tasks that you can perform:
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Create a new e-mail message.
Set a new appointment that will be displayed in your calendar.
Send a new meeting request to someone via e-mail.
Add a contact to your contact list.
Add a task to the to-do list.





Calendar
The calendar is used to set reminders about events, birthdays or appointments and even to synch with your mobile phone allowing access to your schedule wherever you are. The calendars can be shared amongst groups. Reminders can be sent to all people attending an event or a meeting.
[image: ]Click on the Calendar facility:

	Add a new appointment to the calendar.
	Allows you to view your schedule for one day or for the next week.
	Arrange the calendar to view your schedule for different periods of time.
	Create a new blank calendar or open an existing calendar.
	Allows you to share your schedule with others, e.g. via email messages.
	Opens your contact list to search for a specific person’s contact details.



Activity
Open Outlook and do the following:
· Add a reminder for your mom’s birthday to the calendar.
· Send a meeting request to one of your friends.
· Complete your schedule for tomorrow, using the calendar and send you schedule to a friend.
· View your calendar for the next week.


Tasks
The tasks option allows a user to add tasks to a To-Do-List to keep you on track. These tasks can be ordered according to importance and can be emailed or printed depending on the application. Once the tasks have been assigned to a date, a person can keep track of what’s due next by sorting according to the due date.
Click on the Task facility: 
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	Add a new task to the list, including due date, priority, etc.
	Delete a selected task.
	Respond to a selected task.
	Mark tasks as completed or remove completed tasks from the list.
	Mark to indicate when it needs attention or must be completed.
	Change how you want to view the ‘to-do’ list.
	Move a task to another folder or list or to your notebook.
	Categorise as task, e.g. mark as important or private.



Activity
Open Outlook and do the following:
· Add all your test and exams for the year to your ‘to-do’ list and mark as important.
· Mark the tests or exams that have passed as complete.
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Contact list
All e-mail applications have an address book or contacts list. This is a feature where you store the e-mail addresses of people to whom you might want to send an e-mail message. It can be configured to automatically add an e-mail address to the list or you can add them manually or import them from another application or e-mail system. Some packages allow you to add information such as physical, postal addresses and telephone contact numbers.
When preparing an e-mail message you can choose addresses from your contacts list or address book or you can type in the address. 
Contacts can be organised into groups (distribution lists) so that you are able to send the same message to many people without having to add all the individual addresses. Contacts can also be imported from other applications.
Click on the People facility:
[bookmark: _GoBack][image: ]
	Add contact information for a new person or add people to create a new contact group.
	Delete a person form your contact list.
	Send a meeting request to a person or to people in a contact group.
	View the contact list or selected contact in different formats or to display different contact details.
	Create a form letter or email to be sent to all your contacts or to a specific group.
	Send contact information to someone using email as an attachment or business card.



Activity
Open Outlook and do the following:
· Add a person and his/her contact details to your contact list.
· Create a contact group that contains your closest friends and send a meeting request for a party to the group.
· Send the contact details of one of your contacts to a friend, using a business card.
· Use the mail merge facility and send an e-mail invitation to a party to all your friends
[bookmark: _Toc339206983]

Archive  
Archiving lets you tidy up your inbox by moving messages from your inbox into an archiving folder without deleting it. It's similar to moving something into a filing cabinet for safekeeping, rather than placing it in the [image: ]trash can.

Click Cleanup Tools on the File tab.
[image: ]Select the Archive command.
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Select the folder to be archived and the archive options such as the date.
[image: ]Items to be archived are moved to an Outlook.pst file on the hard disk. This reduces the size of your Outlook Data File.
You can access archived items by opening an Outlook data file:
File tab, Open and Export

Activity
Create a new folder. Move a few email messages to the folder, then archive this folder.
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