PRODUCTIV 'Y

Easily Add Part of An Open Document to an Outlook Email

For Internal Use Onl

Adding a part of an open document to an Outlook email is
tedious. You would normally copy the text from the Word
document, launch a new Message form in Outlook, and then
paste the text in the message area of the form.

There is actually a faster way of doing it.

Click here to view how you can easily add part of your
document to an email message.

Prepared by Information Security and IT Governance Division of ICT.
Productivl.T.y showcases tips & tricks on various
office and branch applications.
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Easily Add Part of An Open Document to an Outlook Item/Email

Here’s how:

Restore Down

1. Minimize the size of the Word document window by clicking the Restore Down button in the upper-right corner of the window.
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Onthe Insert tab, the galleries include items that are designed to coordinate with the overall look of |
your document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and
otherdocument budding blocks. When you create pictures, charts, or diagrams, they also coordinate
with your current document look.

You can easily change the formatting of selected text in the document text by choosing a look for the
selected text from the Quick Styles gallery on the Home tab. You can also format text directly by using
the other controls on the Home tab. Most controls offer a choice of using the look from the current
theme or using a format that you specify directly.

Tochange the overalllook of your document, choose new Theme elements on the Page Layout tab. To
change the looks available in the Quick Style gallery, use the Change Current Quick Style Set command.
Both the Themes gallery and the Quick Styles gallery provide reset commands so that you can ahvays
restore the look of your document to the original contained in your current template,
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Note: Make sure that when you restore down the document window, Outlook email is also open at its back.
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2. Select or highlight the text/information in the document that you would like to add in to your email message.
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3. You may do either of the following:

v Drag the h1ghhghted text/information to the Mail icon on the navigation:
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Vou can easily chango the formmlne of selected textin the document text by choosing a ook for the
selected text from the Quick Styles gallery on the Home tab. You can also format text directly by using
b the other controls on the Home tab. Most controls offer a choice of using the look from the current

theme orusing a format that you specify directly,
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v Drag it to the Inbox folder or in any of the folders in the Folder List:

'miamuﬁonaaauuﬁ
 3iNew - ﬁé)( (g Reply WMN“AQW‘ SBY & 4 Send/Regeve -é [} Search address beoks

.0'

Type » question for help

L’:unh indor

) Inbox

. ¥ | To-Do Bar

» X

Mail “
2

Favorite Folders 145 D0 From Sutiject Received =

Sce  Categonies W Al o August 2012

() tnbox in Maiibox - Melody G. Bulatso
£ Unread Mall in Moitsox - Meiody G. Bulstas
'jsmuommmm - Melody G. Bulstao

Mad Folders

= Date: Today
14 @ Corpoef™

_ Documentl - Mucroso Word

SuMo TuWe Th Fr
— T T)

NG
2208

| Home | Muet  Pagelmost  References uuag Review  View
'--'l:'lﬂ

S

2] Al Madl Rems

3 £F MGBULATAO_ 02172012
73] Deleted Items (1311)
/) Drafts 17

= nbox ER k. 000
. Bus ® }
4 CRF 13;

56
) Doc Control W)
) Col Tree
[ 150 Backup
3 ust
o
. ICT Dev Managers 4|
. InfoseciOl
2 4 I Process
(3 Agemt X
1 Cas
[ DR SMS
2 HSERVE Utaastion
o MEMO 2012

T Normal

TR
ECEEDED

|6} contacts
] T

theme orusing a format that you specify directly,

Serafin C

uwmxmmm-;&\;”
T No Spaci.,. Headingl

You can easily change theformamg of selected textin the document text by choosing a look for the
selected text from the Quick Styles gallery on the Home tab. You can also format text directly by using
o the other controis on the Home tab. Most controls offera choice of using the look from the current
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4. Notice that a new Message form automatically launches with the text/information inserted into the message body area and the cursor is in the

To... field.
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On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your document. You can use these galleries to insert tables, headers, footers, ists, cover pages, and other

document bullding blocks. When you create pictures, charts, or diagrams, they also coordinate with your current document look.
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We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida”
You may also email your comments and suggestions to ict-process@pjlhuillier.com.

Click here for back issues of Productivl.T.y in MyLink.

online survey form.
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