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U

sing Outlook Categories

Overview

Categories are a very useful way of grouping related Outlook items together.

They may be assigned to any Outlook item, including e-mail, calendar entries,
contacts and tasks, (most people however tend to use them just to keep tabs on their
e-mail).

Outlook comes with several colour-coded categories already setup and these offer a
quick and easy way of managing related e-mails. In addition though, you can setup
your own custom categories. You can also assign more than one category to an item.

Custom categories can refer to anything that's relevant to your job — such as project,
department, sales region, product range, cost centre etc.

Once created and assigned you can then quickly search and group items by category.

Using Standard Categories

Assigning a Category to Malil

0 000e b

To assign a standard category to an e-mail...
¢ Open your inbox and take a look at the mail items in it
e You will see a small white square to the right of each

L-] Inbox ¥
Arranged By: Date Mewest on tap

=] Yesterday

—i [Seminar Success Secrets] Communicating the Real Value of Your Seminar..

1 ILM Thu 18:12

NB : this square is the key to using categories.

¢ Right Click the square to see a list of available categories...

Create Category Search Folder..,
Elue Category

Green Category

Crange Category

Red Category

Yellow Category

Purple Categary

All Categories...

Set Quick Click...
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e Next Click on the desired category to use it, (for example you could select the
Blue category to remind you that a reply is expected)

e Continue until you have categorised everything you want to

e The example below shows the Blue category assigned to the first two inbox

items...
L] Inbox | P~|x
Arranged By: Date Mewest on top |

= Yesterday

(=1 [Seminar Success Secrets] Communicating the Real Value of Your Seminar .. D
21 KB

= ILM Thu 16:12 o
15 KE

Removing Categories from Malil
Category selection is a ‘toggle’ so to clear an individual category...

e Right Click on the category square and select the colour category again
Or...
To clear all categories...

e Right Click the category square and select ‘Clear all Categories’

Searching by Category
Once you have assigned categories it's easy to find everything that uses them.

Take a look at the bottom of the left-hand folder list and you will notice an area entitled
‘Search Folders’.

These can be used to search for just about anything in Outlook. For now though we
will use the ‘Categorized Mail’ folder.

= L& Search Folders
L& Categorized Mail
L& For Follow Up
LEO Large Mail

¢ Click on the ‘Categorized Mail’ folder to see all mail that has been assigned a

category
LA Categorized Mail | R
Arranged By: Date Mewest on top |
(= Tuesday
= East Bristol Partnership Tue 11:37 [:]
EBP March Calendar [z
(= Last Weel
= WD GOLD sun1232 @
[?7 Probable Spam] Welcome to WD GOLD
=1 Garmin Mon 02103
Subscription Expired
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NB

New Search Folder

Select a Search Folder:

Mail flagged for follow up
Mail either unread or flagged for follow up
Important mail
Mail from People and Lists
Mail from and to specific people
Mail from specific people
Mail sent directly to me
Mail sent to distribution lists
Organizing Mail

i Categorized mail
Large mail

Customize Search Folder:
Show mail with these cateqgories:

Any Category

Search mail in: | Personal Folders

If the Categorized Mail search folder has been deleted you
can re-create it by Right Clicking on the Category Square
and selecting ‘Create Category Search Folder’

21X

b

[ oK ] [ Cancel

]

Select OK to finish.

In the dialog the ‘Categorized Mail’ option is pre-selected.

Sorting and Grouping by Category

To sort and group by category...

¢ Right Click at the top of the mail list where it says ‘Arrange by : xxx’

e A pop-up menu will now appear offering a selection of possible groupings

Date
Conversation
From
To

v  (Categories
Flag: Start Date
Flag: Due Date
Faolder

e Select the ‘Categories’ option in this case

NB : it’'s worth experimenting with the other options later as
they can also help to group related items together,
(particularly ‘From’ and ‘Conversation’).
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Your list of categorised e-mail will now be sorted and grouped by colour...

P Categorized Mail [ P -|=
Arranged By: Categaries Aontop |

= @ Blue Category

{11 WD GOLD Sun1232
[?7 Probable Spam] Welcome to WD GOLD
i Garmin Mon 02/03
Subscr Expired D

= @ Green categary

| helpme@warehouse.co.uk 19/12/2008 D

" Vehicle Licensing Online 17/12/2008 D

& @ Red Category
"~ East Bristol Partnership Tue 11:37 D
arch Calendar o

1 Westend Entertainment 30/12/2008 D

i customer.servi 30/12/2008 ]

To see a condensed list with just category headings...
e Right Click on any category colour heading

You will see another pop-up menu offering a range of options, as below...

Collapse All Groups
Expand All Groups

Open ltems

& Print..
Fallow Up 3
Categorjze 3

Mark as Read
Mark as Unread
Delete

Move to Folder...

e X |_I_¢o L

¢ In this case select ‘Collapse All Groups’
The list should now be collapsed and much easier to manage...

L9 Categorized Mail | P~lx
Arranged By: Categaries A ontop

+ ] Blue Category

@ @ Green category

H @ Red Category

NB : individual headings may be collapsed and expanded
again by Clicking on the small + or — next to each heading.

Using Custom Categories

Standard categories are very useful but you may find yourself wanting extra ones
which you can assign a custom name to.

Fortunately this is easy to do.
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e Right Click on any category square (white or coloured) and select ‘All
Categories’

¢ You will now see the ‘Color Categories’ dialog box as shown below...

Color Categories

To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.

Mame Shortcut key
[ () Blae Category!
][] Green Category

][] range Category Delete
[C1(@) Purple Categary -

Rename

=
1]
=

Caolar:

[1(Q) Red Category
O] Yellow Categary
Shortout Key:

Ok [ Cancel

From here you can rename existing categories, delete old ones, assign shortcut keys
and create new categories.

Creating a New Category

e From the above dialog box select the ‘New...” button...

Add New Category

Mame: |P'r|:|jectThun|:|ErI:uaII| |

I Ok, l[ Cancel ]

¢ Inthe ‘Add New Category’ dialog specify a name for the new category, a colour
and shortcut key (optional)

e Select OK when done

Searching by Custom Category

All of the search techniques mentioned above will work with custom categories as
well.

However the really useful thing about them is the ability to create a custom search
folder.

¢ |dentify an e-mail that has a custom category assigned to it

e Right Click on its category square to see the usual pop-up ...
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Clear All Categories

Create "Project Thunderball™ Search Folder
BElue Category

Green Category

Orange Category

Project Thunderball

Red Category

Yellow Category

Purple Category

fUeLO06e .

All Categories...

Set Quick Click..,

e You will notice that an new option is available to ‘Create xxx Search Folder’

e Select this option and a new search folder will automatically be created...

=l L& Search Falders
L& Categorized Mail
L& For Faollow Up
L& large Mail
L& Older Than 2 Years
L& Project Thunderball

e Just Click the new search folder to find all mail items with that category
assigned

NB : this can take a few moments initially, depending on the
size of your mailbox!

Assigning Categories to Other Items

Whilst assigning categories to e-mail is the most common use for them you can also
assign them to other Outlook items, such as calendar entries, contacts and tasks.

¢ Open the item you wish to associate a category to, (for example, Double Click
an appointment in the Calendar)

e On the Ribbon select the Categorize button and the familiar drop-down will
appear which works exactly as above...

=] (1) Private
—IE f High Importanc
Categorize

= J LowImportance

Elue Categaory
Green Category
Orange Category
Project Thunderball
Red Category
Yellow Category
Purple Category

f0eCooe

All Categories...
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As we have seen there is a default Search Folder that will list all categorized e-mail
and also the option to create a search folder for custom categories.

This works fine for e-mail but if you want to search for calendar items, contacts or
tasks by category you will need to use the Advanced Find function instead.

e Select the Tools menu and then Instant Search and Advanced Find

e From the Advanced Find dialog select the More Choices tab and then the

Categories button...
/

[ only items with:

[ whose impartance is:
[ only items which: i
[Match case k-k
Size (kilobytes)

| doesn't matter L

=5 Advanced Find = BTX
File Edit View /Tools

Look for: | Messages % | In: |Inbox
Messages | More/Choices | advanced
(Cotegores:.; | | |
Clanly items that are:

e You will now see the familiar list of available colour categories...

To select a Color Category, select its category check box. To edit a category, select the
category name, and then dick a command.

MName Shortcut key New. ..
m[e] | (o ]
[J(Z) Green Category Rename
[J[Z) Crange Category

Purple Categor
g D P sory Caolor:
113 Red Category
[T Yellow Category @ A/
Shiortcut Key:
{(Mong) L

[ 0K ][ Cancel ]

e Simply select an existing category and then OK

e Once done select the ‘Find Now’ button in the Advanced Find dialog to start the

search

NB : it’'s worth exploring some of the other features of
Advanced Search — they are very comprehensive!
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