
   CFD’s Tuesday Tech Tips:  
 
   Organizing with Outlook  
 
 

 
 
 
 

Welcome  

 
This semester, I am really working on organizing myself more effectively in my office. So far, so 
good. MS Outlook has helped me in three important ways. Actually, more than three, but here are 
some of my favorites. 
 

One of the things that used to be a hindrance to me was my email. Well, it still is, but not as much 

as it used to be.  
 
Thanks to Linda McClenahanõs Outlook workshop, I learned how to corral my email until I 
organized my day. Now wild horses donõt drive my day, my prioritized tasks do. Linda suggested 
that, when we open Outlook, we set it so that our calendar appears first, not our email. Sounds 
like a small issue, but this change has been a great help to me. My focus is now on prioritizing what I 
need to accomplish; then I fit in those other things that formerly left my best laid plans in the dust. 
 

How do we have the calendar appear first? 
 

V In Outlook, go to the tools menu and click on OPTIONS.  

V In the dialog box that appears, click on the OTHER tab. 

V Next, click on ADVANCED OPTIONS. 

V In General Settings, click BROWSE. 

V This opens a Select Folder dialog box. Choose CALENDAR (or TASKS or 
NOTEs or whatever Outlook folder you want to open first). 

V Then close the dialog box by clicking OK. 
 
 

Do you need to schedule meetings with your colleagues? The second organizational and time-

saving tool in Outlook that I frequently use is setting meetings. It is truly wonderful that many of my 
colleagues keep their calendars updated on Outlookñall I do is add meeting attendees to the box, 
and, voila, schedules appear. I can see when the majority can attend a meeting, and scheduling is 
done. If you are a Mac user, check the box at the top. You, too, can use Outlook to assist with 
scheduling. 

MAC people! Wait! 
Donõt leave! 
 
Check this out. 
 
You too can use Outlook. Go 
to the web (Mozilla, Internet 
Explorer) and go to 
http://gibbes.cofc.edu. There, 
you can access an Outlook 
calendar. Makes it ever so easy 
for scheduling meetings with 
colleagues. 
 
 

http://gibbes.cofc.edu/


Finally, do you find that you have a little time at the end of the day to compose an important 

email, but you donõt want to send it right away? You can set that email to be sent at a later date. Yes, 
really! 

Delaying email delivery: 
 

V After typing your message, go to OPTIONS. 

V Under Delivery options, select DO NOT DELIVER BEFORE 

V Then choose delivery date and time. 

V Your message will remain in your Outbox until the time you have specified 
for delivery. 

 

 
 
On another note: As I was riding the 6:20 bus in this morning from Mount Pleasant, I 

saw in The Post and Courierõs Stump the Geek column some keyboard shortcuts for creating 
fractions in MS Word. Although I donõt use them very much, you might. Try a couple of these. At 
first glance, the method doesnõt look like it will work, but it doesñI am doing it right here! Neat 
trick. 
 
½ and ¼ work by just typing in the numbers separated by the slash. 
 
Now for the others: 
 

Type 2153, then press Alt+ X.     ӎ   (hold the Alt key down while you press X) 

Type 2154, then press Alt+X  ӏ 

Type 215b, then press Alt+X  ȧ 

Type 215c, then press Alt+X  Ȩ  

Type 215d, then press Alt+X  ȩ 

Type 215e, then press Alt+X  Ȫ 
  
 
Good teaching, 
 

Sara 
 
 Sara Calhoun Davis 
Director, Center for Faculty Development 
www.cofc.edu/~cfd 
843-953-8060 

Marginalia for Logophiles: How about one related to merit pay??? 

Payment: bride price, defrayal, handsel, honorarium, lobolo, quittance, scutage 

http://www.cofc.edu/~cfd

