Records
Outlook

Management Guidance

Tools for Email Management

This guidance provides some tools within Outlook that can be helpful for managing email records.

Tools for sending | contact Groups — timesaver when emailing the same group(s) of people — Page 2
emails
Links — sending links to items instead of attachments — Page 3
Save Sent Item To — automatically saving the sent email to a subfolder — Page 4
Rules — can be used to automatically file incoming email into subfolders — Page 5
Categorize — can be used to “tag” emails with, which can help with managing
them and/or filing — Page 6
Empty Deleted Items — either manually delete the deleted items or set a rule so
Tools for they automatically delete/empty — Page 7-8
managing emails
in Outlook Arrange by — sort emails by date, subject line, type of email, to/from, etc.; which
can help when moving to subfolders, filing to CM or identifying transitory emails —
Page 9
Show as Conversations — groups emails by conversation rather than traditional
arrangement — Page 10
Quick Steps — can be used to perform various functions (deleting, moving to
subfolder, tagging, etc.) with a quick click of one button — Page 11
Search Folders — can be used to create folders of search results — Page 12
Appointments — can be used to schedule dedicated time for filing — Page 13
Tools for filing to Tasks — can also be used to schedule dedicated time for filing or other actions —
Content p
age 14
Manager
Outlook Setting Change — is useful to avoid error messages when filing to Content
Manager — Page 15
For instruction on how to file to Content Manager, refer to Content Manager
(CM) Job Aids.
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Outlook Tools for Email Management

Contact Groups

This is a helpful timesaver if you frequently email the same group(s) of people.

PWNPR

Click Contacts Icon (bottom left corner)
Click New Contact Group

Name = enter a name for the group
Add Members = use to add people to the group

Then, when creating a new email, enter the group name rather than individually adding names.

_ ,O Search
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File Home Send / Recqjss
- R E File Contact Group Insert Format Text Review
Mew | Mew Contact|l Mew ————————
Contac Group tems ~ > m — Q I] p P Q f
o [gj] 35 |1 Q 4 | R o5 | T [
Save 8 Delete Forward | |Members| MNotes Add Remove Update Email Meeti
+My Contacts Close Group Group~ Members ~fMember MNow
Contacts - Ryan Wadleigh@kingc Actions Show Members Communicat]
Contacts - Management, Records [/ Name «
Skype for Business Contacts
= ﬂ
M Boone, Angela
Iltems: 59
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Links

It is good practice to send links to records (especially in SharePoint, Teams or OneDrive), rather than including them as

attachments.

1. Open a new email to send and click the Message tab and then Link
2. Click the down arrow to choose from recent items or click the Link button to paste in a url (including link to a

document in SharePoint or Teams)

Format Text Review Help Cont]

File Insert Options

fﬂ A | Calibri (Body) w11 e ATAT ,QQ Attach File ~
Up|srujE-2r == = oV

Paste . Address Check : £
v A EI=ZE= 5 Book Names | L& Signature >

Clipboard Ta Basic Text M Mames Include g
B" From Ryan.Wadleigh@kingcounty.gov
Send Ta

Untitled - Message (HTWV
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Save Sent Item To

This can be useful to move your sent email directly into a particular subfolder, instead of it going to the “Sent” folder.

1. Start a new email, Options tab and then Save Sent Item To
2. Other Folder and then locate and choose an Outlook folder to save to.
3. Finish and send email as usual

Untitled - Message (HTML)

File Message Insert Format Text Review Help Content Manager & Tell me what you want tg
- —1 u]
“ ECOIOE @ g% I'E'I Request a Delivery Receipt \l’ % FP_}
A|Fonts ~
Themes on Page Bee Encrypt | UseVoting Request 3 Read Receint Sawe Sent| Delay  Direct
~  [@Effects~ Color ~ i Buttons ~ i S ltern To ~ Delivery Replies To
Themes Show Fields Encrypt Tracking ] D General Communications
I:-_\-"’ From Ryan.Wadleigh@kingcounty.gov I [3 Other Folder... I
v Use Default Folder
Send To
Do Mot Save
Cc
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Rules
Rules can be used to do many things, but they are especially helpful to automatically sort incoming email from certain

senders into subfolders of your choosing.

1. Select an email to apply a rule to and click Rules on the Home tab

2. Select Always Messages From ... (Note you can click “Create Rule” to modify the rule to do many different
things.)

3. Choose a folder to move them to

4, Click OK
Then any future emails from that sender will always go into that folder.

File I Homel Send / Receive Folder View Help
|_v1 F‘ IS @ E 3 Reply = @Cj’ EJ’-IProjecthe - EllMove - f A Browse Groups Search People
+ ™ [ & =
[ ] ) Reply All L)~ Mark as unread [B] Address Book
New  MNew Delete Archive Share to Bl Rules ~ Tags
Email ftems~ | FO~ —> Forward [ ~ Teams General Comm... il - 57 FW'_I A
Mew Delete Respond Teams Quick Steps ] Always Move Messages From: Design and Civic Engagemnent 5
* [al
= Create Rule...
3 All  Unread T
> Favorites ;d E.Q. Manage Rules & Alerts...
v Ryan.Wadleigh@kingcounty.... King County Design & Civic Engagement D]
o[ [Ticket #5243] request - Sitecore unlock pages and update user access 1041 AM
ATKA Ardonin
Rules and Alerts oo
Choose a folder:
w ﬂ RyanWadleigh@kingeounty.gov a
v [ inbox
> [ 1M Admin Cancel
| | General Communications
> [IHR New_
> | | Projects
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Categorize

Many use “Categories” in Outlook to apply different tags (each with a different color) to emails. This can be helpful to
manage your email and flag certain email for different types of follow-up, and can also be a way to organize emails in
preparation for filing to Content Manager.

1. Click the Home tab and Categorize
2. Either click on to select an exiting default category, or click All Categories to modify/rename categories.
After you have used these Categories, you can then arrange emails by category (see page 9)

Folder View Help

) m E <_|z| @ Fl—)? ﬁ E‘J:IProjecthe 1 Mark as unread |~ Bl Move ~ FE 8 BE e garize v g

E‘J:I General Comm... Etl [F] 2016 General...

Send / Receive

Delete Archive Reply Reply Forward . Share to BN = . — F2 Rules ~ Assign  Unread/ Follow Up ~
Email ltems ~ (% ¥ All ET:I = Teams To Manager Team Email l Ehuies Policy ~ Read F efew e
Mew Delete Respond Teams Quick Steps ] IMove Tags

King County Records Management Program
206-477-6889 - records.management@kingcounty.gov
www.kingcounty.gov/recordsmanagement

RECORDS
MANAGEMENT 05/2022

6 of 15


mailto:records.management@kingcounty.gov
http://www.kingcounty.gov/recordsmanagement

Records Management Guidance
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Empty Deleted Items

When you delete an email, it goes into the Deleted Items folder. But the
Deleted Items folder will never empty unless you take further action. It is a
liability to not delete deleted items, as everything in that folder is still
discoverable and disclosable.

To set a policy to delete your Deleted Items every time you close Outlook
(Recommended):

1. Click File (top left)
2. Click Options (bottom left)

3. Click Advanced (left column) Office Account

Feedback
4. Put a check mark next to Empty Deleted Items

folders when exiting Outlook and click OK

Options

Exit

Fl ﬁ IS Ignaore
+ E [EE Clean Up ~
New  Mew

Emaill tems~ %JU”k*

Home Send / Receive Folde

MNew Delete

i =

Delete Archive

htt,

Settings " Access this account on the

= Get the Outlook app for 109

outlook.office365.c

£3

’j Automatic Replies (O

L= Use automatic replies to notify d

Automatic not available to respond to emai
Replies

Mailbox Settings

Manage the size of your mailbox

Toals
~

= 0952 GB free of 99 GB

Tasks
Outlook start and exit
Search
Start Qutlook in this folder [&inbox || Browse...
Language

I»’ iEmpt}r Deleted Itemns folders when exiting Outlookg

Ease of Access

Advanced AutoArchive

Customize Ribbon
Cuick Access Toolbar
Link Handli
Add-ins 1L

Trust Center

Reminders

Q v| Show reminders

Flrz] Reduce mailbox size by deleting or moving old items to an archive data file.

Open supported hyperlinks to Office files in Office desktop apps

AutoArchive Settings

v| Play reminder sound:  |reminderwav || Browse...

Exnnrt

Show reminders on top of other windows

Automatically dismiss reminders for past calendar events

Use pen to select and interact with content by default

Lo IB
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Or, to manually empty Deleted Items:

1. Right click On Deleted Items
2. Select Empty Folder and click Yes

? Heterence King Call
»Vendors [Ticket =524
Drafts (1] -
King Cou
> Sent ltems Ticket #523
» Deleted Items T
+|_=| Open in Mew Window
Archive }
1
# Conversation History [ New Folder..
Junk Email CT Rename Folder
e Iy Copy Folder i
Quarantine
D Movwve Folder |
RSS Subscriptions If
Delete Folder y
~ Search Folders [ Delete Folder
All Emails 3 Mark All as Read
Categorized Mail EF Clean Up Folder i
Fax ]EL Emnpty Folder |
For Follow Up T
EI Remove from Favorites
Large Mail
A
Miseed Calle 21 SsortSubfolders Ato Z
Microsoft Qutlock >

Everything in the “Deleted Iterns™ folder will be permanently deleted.

-

ad ¥ r oFews e n RTRTET T

Continue?
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Arrange by

By default, emails are displayed in date order, with the most recent emails

appearing first. But it can be very helpful to arrange them differently, which

can be helpful when determining when to take action on something,

including filing to Content Manager.

1. Click the down arrow triangle in the top of the list of emails (just
below the ribbon).
2. Select the option you want to arrange by

Common arrangement options:

Date — default is to arrange by date sent/received, this can be helpful
when managing records, especially if filing into a year-end category
like General Communications or General Office Accounting

From — this sorts by the name/email of the person who sent the
email. This can be helpful to find what you’re looking for, and also to
file, especially if everything from a particular person is always about
the same issue.

S

Project Move & Mark as unread Eq General Comm... E
[F] 2016 General... - To Manager 4 Team Email o
Done 6 Reply & Delete t} Create New = N
Quick Steps =
By Date v | T
Filter -
v All Mail
cress Unread Mail
Flagged Mail
ords-licensing/archives Mentioned Mail
Arrange by

From

To
Categories
Flag Status

Flag: Start Date

Flag: Due Date

irat

To — this sorts by the name/email of the person who the email was sent to. Like “From”, this can also be helpful

for finding emails and also filing.

Categories — this can be used to arrange email by color category, which is only helpful if you are using those

categories

Subject — this is used to arrange email by the subject line of the email.

Type — this is used to arrange email by the “type” of message. Most of them are emails, but this can be helpful

to locate common transitory email types, including meeting requests, and accepted/rejected/tentative meeting

notices.
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Show as Conversations

This feature is used to group emails together by “conversation”, which shows all of the emails together that are a part of
a single chain.

1. Click View tab
2. Check mark next to “Show as Conversations”
3. Choose whether to apply to the specific folder you’re in, or all of your Outlook folders.

}3 Search

File Home Send / Receive Folder Help

(% {Q:}' l@ ShowasConversations @ E: @Qﬂtﬁ
Reset

L84

Change View B - - Show Focused Message F Flag § F
versation Settings ~ lag Status
View ~ Settings View L Inbaox Preview v
Current View Messages Focused Inbox
<
) All  Unread
» Favorites
Microsoft Outlook h:4

& I"TUJ {={ LY

5 Reference | Show messages arranged by conversations in:

> Vendars . d

Drafts (1
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Quick Steps

Quick Steps can be a shortcut to move emails into subfolders while you are going through them.

1. Click the Home tab and Create New in the Quick Steps Box.
2. Then click Choose an Action and then choose Move to folder, and then click Choose folder to choose a folder to file
to, and click Finish (in this step you can also create a Quick Step to do other actions, like Delete, tag with a Category,

mark as unread, etc.)

Then, you can move an email to a folder simply by clicking on the folder in the Quick Steps box.

,O Search

Folder

Send / Receive

View Help

Mame:
g My Quick Step

Add actions below that will be performed when this quick step is clicked on,

Actions

H Choose an Action

v m

Add Action

Edit Quick Step

Hame:

D¢ |Move to folder

Add actions below that will be performed when this quick step is clicked on.

Actions

'] Move to folder

v | W

Choose folder

Add Action

Optional

Shortcut key: |Choose a short(ut

Tooltip text: ‘Thli text will show up when the mouse hovers over the quick step. ‘

|_V’| % S Ignore m E W_| H F| [ Meeting ﬁ I Project Move ™ Mark asunread LY General Comm... |~
+ [EZ Clean Up ~ ) <_J <_) — Loaim ~ & [F] 2016 General... =2 To Manager g -
New  New Delete Archive Reply Reply Forward Share to <__') Renh & Del -53 c N
Email Iltems ~ 5 Junk ~ All &4 Mare ~ Teams eply & Delete reate Mew
Mew Delete Respond Teams Quick Steps ]
Edit Quick Step ? *
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Search Folders

1. Click Folder tab and New Search Folder

2. Scroll to and select Create a custom Search Folder
and then click Choose

3. Type a name for the folder

4. To create a search folder for all emails in your
account, just click OK and then Yes.

Or, to create a search folder for specific search
results, click Criteria and then enter the criteria you
want and click OK.

Home Send / Receive

View Help

E@: E‘I EE5 Copy Folder E

fj Mowve Folder
Custornize This Renarme ~ Mar
Search Folder Folder [ DeleteFolder | oo pl
Actions
4
MNew Search Folder x

Select a Search Folder:

Mail from spedific people ~
Mail sent directly to me
Mail sent to public groups
Organizing Mail
Categorized mail
Large mail
Old mail
Mail with attachments
Mail with specific words
Custom

| Create a custom Search Folder |

Customize Search Folder:
To specify criteria, click Choose.

Choose...
OK Cancel
Custom Search Folder X ‘
@ Mam |
Select "Criteria” to specify what items this Search Critefia_

Folder contains.

Mail from these folders will be included in this Search Folder:
RyanWadleigh@kingcounty.gov Browse_.

] o
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Appointments

Many users recommend scheduling some dedicated filing time for yourself. (It can be whatever you want — a good

starting place is 15 minutes every week).

1. Click the calendar icon (bottom left corner)
2. Click New Appointment

3. Enter title, date/time and other parameters you want (click “Make Recurring” to enter details for a recurring

appointment)
4, click Save and Close

Appointment Recurrence K
File Appointment Scheduling Assistant Insert Format Text Review Help Q@ Tell me what you want =t
m Bty * g_ Eshowas [eusy N O OO 2 Private st 15 PM | Pacific Time {US & Canada) v
Delete Teams Inwt_e Recurrence | Categorize I High Importance Dig || End: 430 FM ~ | |Padfic Time (US & Canada) -
—2 Forward ~ .D. Reminder 13 minutes -
Meeting Attendees = Low Importance Duration: | 15 minutes ~
Actions Teams Meeting | Attendees Options Tags Vi
Recurrence pattern fl
. . O paily Recur every 1 week(s) on:
Title I File emails to CM I
= (®) Weekly [(sunday [monday [ ruesday [ wednesday | |
Save & thi X
Close startfime | Fri 3/2712022 & H 415PM v|| Pacific Time (U5 8 Canadz v| [ &l day @1 ng J [ Thursday ] [ saturday
Yearly
End time | Fri 5/27/2022 ﬁ H 430 PM v|| Pacific Time (US & Canad: v| 4% Make Recurring
Range of recurrence
Location Start  Fri 5/27/2022 (®) End by: Fri 11/11/2022 |
(OEndafter: |25 | ocourrences
() No end date
Cancel Remove Recurrence
King County Records Management Program
206-477-6889 - records.management@kingcounty.gov
WWW. kinECOU ntV.gOV/recordsma nagement
MANAGEMENT 05/2022

13 of 15


mailto:records.management@kingcounty.gov
http://www.kingcounty.gov/recordsmanagement

Records Management Guidance

Outlook Tools for Email Management

Tasks

Similar to Appointments, Tasks can be another way to ensure that you manage your emails.

1. Click the Tasks icon in the bottom left corner of Outlook
2. In the Home tab, click New Task
3. Fill out the task form and click Save and Close

B B &) B

Items: 1 L\ Reminders: 1

King County Records Management Program
206-477-6889 - records.management@kingcounty.gov
www.kingcounty.gov/recordsmanagement

RECORDS
MANAGEMENT 05/2022

14 of 15


mailto:records.management@kingcounty.gov
http://www.kingcounty.gov/recordsmanagement

Records Management Guidance

Outlook Tools for Email Management

Outlook Setting Change

If you have a backlog of emails older than 1 year that need to be filed to Content Manager, it is recommended to make
this Outlook setting change. This helps to ensure that you don’t receive error messages when filing to Content Manager,

and also cuts down on the number of steps.

1. Click File

2. Click Account Settings and Account Settings

3. Select your email and click Change

4. Drag the cursor to the right until it says All and click Next and then Done

Home Send / Receive

Clean Up~
Email ltems ~ ,%Junkv

Mew Delete

El_ % = Ignore @ E

MNew  Mew Delete Archive

Folde

|_|-|_| Info

Open & Export

Account Informatic

“ Ryan.Wadleigh@kingcounty.gov
Microsoft Exchange

+ Add Account

% Account Settings

Change settings for this account or

Account connections.

Settings = Access this account on the wel
Account Settings... ]
Add and remove accounts or change
existing connection settings.

p Account Name and Sync Settings
@ Update basic account settings such as

Account Settings

Email Accounts

L New.. P Repair 'Echange...k t % Remove # #

You can add or remove an account. You can select an account and change its settings,

Email  DataFiles RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

INam Type
I © Ryan.Wadleigh@kingcounty.gov I Microsoft Exchange (send from this account by default)

Exchange Account Settings
Ryan Wadleigh@kingcounty.gov

Offline Settings

Download email for the past:

Msmlw
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