
Taking Charge of your Inbox
Top Tips Managing Email, Calendar & Contacts



What Smartphone do you have?



What Tablet do you have?

Playbook iPad



Email

• What is an Email client?

• Contacts

• Create your own acronyms

• Signatures



Terminology



What is an Email Client?

An application that allows you 

to send, receive and organize e-mail. 

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


What is an Email Client?

Outlook

Mac Mail

Windows Live Mail

Outlook 

Express



What is an Email Client?



Types of Email



PIM



Contacts

• Configuring contacts

• Mapping

• Never add Birthdays & 

Anniversaries manually to your 

calendar



Contacts

THE RULE



Contacts



Contacts  - Mapping



Contacts - Mapping

2007

2003
2010



Gmail Contacts



Contacts Mapping

Birthdays!



Birthday & Anniversary



Contacts - Birthdays

2003
2007

2010



Birthday & Anniversary

Birthdays!



Word Substitution



Creating your Own Acronyms

Outlook 2010

1. Click the File tab.

2. Click Options.



Creating your Own Acronyms

3. Click Mail

4. Click Spelling and Autocorrect

5. Click Proofing.

6. Click AutoCorrect Options



Creating your Own Acronyms



Outlook 2007
1. Click on “Tools”

2. Click on “Options” 

3. Click on “Mail Format Tab”

4. Click on “Editor Options”

Creating your Own Acronyms



5. Click on “Proofing”

6. Click on “AutoCorrect Options”

Creating your Own Acronyms



Creating your Own Acronyms



Outlook 2003

1. Click 'Tools' 

2. Select 'Options'.

3. Click the 'Spelling' tab.

4. Underneath 'Edit custom dictionary’

5. Click the button 'Edit'.

Creating your Own Acronyms



Creating your Own Acronyms



Creating your Own Acronyms



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

Right Click on 

Signature 

area to create 

more……



Signature

“Sent from my “iPhone, iPad, 

BlackBerry” on  the Telus, Rogers, 

Bell, Fido, etc….”



How to Add a Signature

1. Go to  the BlackBerry Hub

2. Swipe Right 

3. Menu 

4. More Menu

5. Settings

6. Email Accounts.

7. Tap an email account

8. Auto Signature On



Signatures

iPhone / iPad

1. Settings icon

2. Mail, Contacts, Calendars

3. Scroll down to Signature

4. Add signature for each email account



Signature

Android

1. Open your Email App

2. Click Menu

3. Click More

4. Tap Settings

5. Choose “General Settings”

6. Check “Use Signature” to On.

7. Tap Signature and enter the signature you 

desire for that particular account.



Backing up



Free Tips

Apple Tips: Newsletter & Facebook

General Tech Tips: Newsletter | Facebook |  Twitter | YouTube | LinkedIn

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

www.darcitalks.com/ard

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


Thank you!

Corning – A day made of glass

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

