OUTLOOK 2010

Instructional Steps

Automatically Color Code Appointments by Key Words

1. Click on “Calendar”
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2. Click on “View”
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3. Click on “View Settings”
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4. Click on “Conditional Formatting”
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Description

| Columns. .. | start, End

| Group By...

| Sort...

( Filter... Off

[ Other Settings... Fonts and other Day/Week/Month View settings

[ Conditional Formatting... | User defined colors for appointments

| Format Columns...

[ Reset Current View
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5. Click “Add”.
a. Name the rule.

6.

b. Apply a color
c. Click “Condition...”

| Rules for this view:

Tom's Doctor

Properties of selected rule

Name: |Ton'|'s Doctor

Color:

Condition. ..

Enter a key word or phrase.
a. Choose “Subject field only”

b. Click OK

Appointments and Mestings | More Choices | Advanced

Search for the word(s): |-

In: |subject field only




7. Click “OK”

Move Up

| Maove Down |

Properties of selected rule

MName: |Ton'|'s Doctor

Color: | B

Condition...

8. Click “OK” again.

Description

[ Columns. .. Start, End

| Group By...

| Sort...

[ Filter... Off

’ Other Settings... Fonts and other Day/Week/Month View settings

[ Conditional Formatting... | User defined colors for appointments

| Format Columns...

| Reset Current View

9. Enter a test appointment using the keyword.

10 i Michael's Doctor




