Taking Charge of your Inbox

Top Tips Managing Email, Calendar & Contacts

Swirl
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What Smartphone do you have?

s

*2zBlackBerry




What Tablet do you have?




 What is an Emall client?
 Contacts

 Create your own acronyms
« Signatures




Terminology




What 1s an Emaill Client?

An application that allows you
to send, receive and organize e-malil.



http://www.webopedia.com/TERM/E/e_mail.html

What Is an Email Client?
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What 1s an Emaill Client?




Types of Emaill

y Aol Mail.

: > Windows Live~ ‘
\4 . ' = ),

YaHOO! MaIL

ﬁnono |

@G | Mail







» Configuring contacts
* Mapping
* Never add Birthdays &

Anniversaries manually to your
calendar
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Gmall Contacts
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Contacts Mapping




Birthday & Anniversary

Do | smell

birthday
cake?
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Birthday & Anniversary




Word Substitution

New Message




Creating your Own Acronyms

OUtIOOk 2010 Home Send / Receive Folder View Add-Ins Norton
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E-mail Items~ All
New New Group Delete Respond

@ Home Send / Receive Folder View Add-Ins Morton

Save As i
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& Add Account
Open
Print _ Account Settings
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Help g additional connections,

;“Et:”””t Access this account on the web.
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Automatic Replies (Out of Office)

ﬁ‘j Use automatic replies to notify others that you are cut of office, on

wvacation, or not available to respond to e-mail messages.
Automatic



Creating your Own Acronyms

Outlook Options

N — T

T

General . .
Q Change the settings for messages you create and receive,
]
Calendar Compose messages
-
Contacts ﬂ’j Change the editing settings for messages.
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Search
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3. Click Mail
4, Click Spelling and Autocorrect

-F' fi I ABC . .
&'La' Specify how Outlock corrects and formats the contents of your e-mails.
L

Advanced

AutoCorrect options

Specify how Cutlook carrects and formats text as you type. AutoCorrect Options... ]

5. Click Proofing.
6. Click AutoCorrect Options

Editor Options...

Spelling and Autocorrect.., ]




Creating your Own Acronyms
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Automatically use suggestions from the spelling checker

Carc




Creating your Own Acronyms
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Signatures
;}ﬁ, Create and edit signatures for outgoing messages, replies and forwards.
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—'j Editor Options. .. I




Creating your Own Acronyms

5. Click on “Proofing”

Editor Cptions | ? 2 |
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e li%a' Specify how Outlook corrects and formats the contents of your e-mails.
L
(| -proofing ||
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When correcting spelling in Microsoft Office programs

6. Click on “AutoCorrect Options”




Creating your Own Acronyms

Actions
AutoFormat As You Type

| AutoFormat |
AutoCorrect Math AutoCarrect |

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as yvou type
With:

Replace: @ Plain text Formatted text

ty Thank you.|

tvhat that -
tyhe the

udnerstand understand

understnad understand —
undert he under the L4
|nitedStates |nited States -

Automatically use suggestions from the spelling checker

Carc




Creating your Own Acronyms
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Outlook 2003
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™ always check spelling before sending
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Creating your Own Acronyms

Actions
AutoFormat As You Type

| AutoFormat |
AutoCorrect Math AutoCarrect |

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as yvou type
With:

Replace: @ Plain text Formatted text

ty Thank you.|

tvhat that -
tyhe the

udnerstand understand

understnad understand —
undert he under the L4
|nitedStates |nited States -

Automatically use suggestions from the spelling checker

Carc




Creating your Own Acronyms
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Word Substitution

IPad/IPhone

1. Settings

2. General

3. Keyboard

4. Add New Shortcut



Word Substitution

BlackBerry (Older)

1. Home Screen
2. Options
3. Autotext or Word Substitution



Word Substitution

BlackBerry 10

1. Settings

2. Language and Input
3. Prediction and Correct
4. Word Substitution



Word Substitution

Android Apps

1. SwiftKey
2. GO Keyboard



https://play.google.com/store/apps/details?id=com.touchtype.swiftkey
https://play.google.com/store/apps/details?id=com.jb.gokeyboard&feature=search_result#?t=W251bGwsMSwxLDEsImNvbS5qYi5nb2tleWJvYXJkIl0.

Signatures

Simplifying life and business..................

Want to attend my Free Top 5 iPad / iPhone Tips Webinar? http://bit.ly/DTWebinarEP

Darci LaRocque | Smartphone, Tablet and Microsoft Training and Consulting nght Click on
Swirl Solutions™ and Darci Talks

1.888.587.9062 ext O

Signature
area to create

SCHEDULE A MEETING
Schedule a time to meet

SOCIAL MEDIA HELP
Newsletter | Twitter | YouTube Channel | Facebook | Linkedln

My CURRENT favourite Crazy Photo App: Click Here



“‘Sent from my “1Phone, iPad,
BlackBerry”on the Telus, Rogers,
Bell, Fido, efc....”



How to Add a Signhature

CONO O B WDN PP

. Go to the BlackBerry Hub
. Swipe Right

. Menu

. More Menu

. Settings

. Email Accounts.

. Tap an email account

. Auto Signature On



IPhone / IPad
. Settings icon
. Mall, Contacts, Calendars

1
2
3.
4. Add signhature for each email account

Scroll down to Signature



Android

N O O s Wb

Open your Email App

Click Menu

Click More

Tap Settings

Choose “General Settings”
Check “Use Signature” to On.

Tap Signature and enter the signature you
desire for that particular account.




Backing up

I’M NOT STUPID,
oF CoOURSE I'YE GoT A
DISASTER RECOVERY PLAN!
UNFORTUNATELY IT was
oN MY HARD DRIVE
WHEN 1T CRASHED.

© D.Fletcher for CloudTweaks.com




Free Tips

" to our newsletter

S —

Apple Tips: Newsletter & Facebook
General Tech Tips: Newsletter | Facebook | Twitter | YouTube | LinkedlIn



http://darcitalks.us2.list-manage.com/subscribe?u=a881e50920e5e94e3b2f0cb24&id=04f9a5d9e8
http://bit.ly/DTFBSig
http://swirlsolutions.com/newsletters
https://www.facebook.com/SwirlSolutions
http://bit.ly/DTTwitterSig
http://bit.ly/ytsig
http://linkd.in/1lFebCF

Swirl Solutions



http://darcitalks.com/ard/
http://darcitalks.com/ard/
http://www.darcitalks.com/ard

Thank you!

LIFE WAS

MUCH EASIER

WHEN Apple
AND BLACKBERRY

WERE JUST

FRUITS

Corning — A day made of glass



http://www.youtube.com/watch?v=9qmwdbhsbVs

