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Starting Outlook 2003

In this Microsoft Outlook 2003 tutorial, we’ll discuss a number of the basic procedures used in
creating, editing, sending and receiving Outlook 2003 mail messages. In addition, we’ll also
introduce other features essential to managing Outlook 2003 mail messages.

Starting Outlook Mail 2003

Double click on the Microsoft Outlook icon on the Windows desktop ﬂ
(see right), or click-on the Start button in the lower left corner of the 7]
screen, then click-on Programs, and then click-on Microsoft Outlook. Microsoft
New Look

The first thing you’ll notice, if you have used Outlook mail previously (any version), is a whole
new visual appearance. Gone is the Outlook Bar on the left with the various icons. You’ll also
notice that there are more “items” where the Outlook Bar used to be. You’ll also notice the
screen is more colorful. If you have never used Outlook before, this won’t cause any problems
as we proceed through this tutorial.

Left Mouse Button

In this tutorial, whenever we indicate that you need to click a mouse button, it will mean to
click the left mouse button — unless we indicate that you should click the right mouse button.
So, always move the cursor over the “place” we indicate and “click left” unless we tell you
otherwise.

Inbox

When Outlook 2003 appears, you will be in the Inbox where the mail you receive is located.
Your Inbox screen should look something like the image at the top of the next page.
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The mail messages that you receive will be listed in chronological order.
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The first time you load Outlook 2003 you
may see the Office Assistant (A Paper Clip,
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I Move messages pet can click-on the various choices to view the
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Different Views in Outlook 2003 —-Emme Folders
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Notice that the Mail button is orange. This means that = &3 Personal Folders

this button has been selected (when you opened Outlook (a] Deleted Items

Mail).

| Mail
If you click the left mouse button on Calendar, the Calendar :ﬁ ——
will appear on the right side of the screen and the Calendar
button will turn orange. The same thing will happened when R
you click-on Contacts, Folder List and Shortcuts.

| Folder List
Give this a try. When you are finished, click-on Mail once
again. 2] shortauts
The next logical question is how to change this Navigation | O e T
Pane so that it looks like you want it to. The secret is in the
lower right corner of the Navigation Pane. You’ll see two 2| shortcuts

>> symbols. When you move your mouse over the symbols
your screen will look like the image on the right. Your il
cursor will change to a little pointy hand and a Configure —-_"4{}
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When you click, the drop down menu to the right will % | Show Fewer Buttons

appear. You’ll notice the choices: Show Fewer Buttons,
Navigation Pane Options, and Add or Remove Buttons.

Mavigation Pane Options...

Add or Remove Buttons 3




First, if you don’t want as many buttons to appear, click-on
Show Fewer Buttons. Watch what happens. You’ll notice Show More Buttons
your buttons “leave” from the bottom of the Navigation — ==-| 4 show Fewer Buttons
Pane. You’ll have to click-on the >> each time you desire to
get this menu again. To bring the buttons back to the
Navigation Pane, click-on Show More Buttons. Give this a try

Mavigation Pane Options...

Add or Remove Buttons 3

and set your Navigation Pane as you desire.

S Now we’ll see what occurs when we click-on
#  Show Eewer Buttons Navigation Pane Options... Click-on Navigation
Nayigation Pane Options. . e Pane Options and the below Navigation Pane Options

Add or Remove Buttons > menu screen will appear.
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show. [ oK ][ Cancel ]

If you want to change the order of the

buttons, notice the Move Down and Move Up choices on the right side of this menu screen. If
you click-on one of the buttons (like Mail above —which is blue), and click the Move Down
button, you will see Mail move down your button list.

Give both of these options a try and set your buttons as you desire. Most folks who use the
Show Fewer Buttons and Navigation Pane Options like the Navigation Pane Options better, as it
allows you to set your buttons just like you desire.

Now we’ll choose the last option in the Mail
Configure Buttons list — Add or Remove Calendar
Buttons. Click-on the Add or Remove T R
Buttons choice and you will see a pop-up e -

menu appear to the right of the choice. Here # | Show Fewer Buttons ol Tasks [
again, you can click on a button (like Mail) Navigation Pane Options. .. al| MNotes

and it will disappear, or appear when you —i> i A ST Folder List
click. This is called “toggling.” It’s like a - i
light switch — On or Off. Each time you click, ; =

the button appears or disappears. S Journal




You have a lot of choices on how to show/add, hide/remove buttons from your Navigation Pane.
You choose the method you like best from the ones we have just shown you.

Now we’ll concentrate on viewing you e-mail messages.

Different Views in Outlook 2003

Mail Views

You will notice that you can see a small portion of your incoming e-mail in the middle
portion of the screen and a greater portion in the right side area of the screen. This is the
default view — depending on how you set up your Outlook 2003. There are several different
“ways” to set-up a “view” that you like best. The image you see at the top of Page 2 on this
tutorial is the one that someone thought you’d like best. It is a combination of two things -
Preview Pane (the name for the middle portion of the screen), and Reading Pane (the name for
the right side of your screen). NOTE: depending who set up your Outlook 2003 program,
your screen may not look like this. This is not a problem, as we’ll now show you how to set up
the view that you like the best. The first page of this tutorial shows this Preview Pane and Right
Side Reading Pane. Most users like this a lot — this seems to be the most popular view — that’s
why it’s the default. However, many prefer to view each e-mail message, individually, without
the Preview Pane, Reading Pane or anything else.

We’ll show you how to set several different views and you can choose the one you like best.
New in Outlook 2003 is a combination of Auto Preview and Reading Pane.

First, we’ll work with the Reading Pane. To view the Reading Pane selections, click-on View
in the Menu Bar and then click Reading Pane. You will see three suggestions to the right of
Reading Pane — Right, Bottom, and Off. Normally, Right is the default. The choice for your
Outlook mail will be highlighted a bit — you can see in our image (below) that Right has a little
square around it.

We’ll start with Right. Click-on Right. ! Fle Edi | Eiewﬁls Actions  Help

Microsoft added this view to Outlook Mayigation Pane  Alt+F1
2003 as another way to read your . -

. — Reading P 3 | Ri
messages. You will see the text of a i’ hiiinka _E'DE W Right
message displayed on the right side of 4 Autopreview (5| Bottom
your screen like the image at the top of Expand/Collapse Groups  » | ||5]| Off
the next page.
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You choose the Reading Pane that you like the best.

Next, we’ll work with the Auto Preview. To do this you’ll

! File Edit | view | Go  Tools

need to click-on View in the Menu Bar. When the drop
down menu appears you’ll see a selection called Auto

Mavigation Pane  Alt+F1

Reading Pane bl

Preview. This is called a “toggle” button as it can either
be “on” or “off.” Click-on the Auto Preview button.

AutoPreview

Expand/Collapse Groups

k

When you do, Auto Preview will appear or disappear from

/

your screen.

On the next page we’ll show you examples of Auto Preview working with Reading Pane — Right,
Bottom and Off views.



The below image has Auto Preview on the left and Reading Pane on the right. You can see a
few lines of the message in “Auto Preview,” below the incoming message data.

FEET—— Newsstontop ¢ ||| Verizon Customer Support for Ticket#: 2066223
iy Tue 5/16 A support@verizonhosting.net
murray.t@ynchburg.edu o = To:  murray. t@lynchburg.edu
Diear Tom, k) Al
Verizon feels that your issue with Dear Tom, —
officetutorials.com has been resolved. If thisis |
(=4 Deaner, Jean Tue 916 Verizon feels that your issue with officetutorials com has been resolved. If this is
Murray, Tom not the case, or if there are additional issues, please feel free to reopen the ticket
i Deaner, Jean Tue 8/16 . athttp://onlinesupport verizonhosting. net.
Murray, Tom

The below image has Auto Preview on the top and Reading Pane below the message. You can
see a few lines of the message in “Auto Preview,” below the incoming message data.

¢ [ @|From To Subject Received ° Size W
-] support@verizonhosti.. murray.t@h
Dear Tom,

Verizon feels that your issue with officetutorials.com has been resolved. If this is not the case, or if there are additional issues, please feel free to reopen
the ticket athttp:/fonlinesupport. verizonhosting. net.

(=4 Deaner, Jean Murray, Tom FW: New Room/Media Regquest Tue 9/16/2003 2:16 PM 2KE

.. Verizon Customer Support for Ticket#: 2066223 Tue 5/16/2003 2:41 PM 1 KB i

Verizon Customer Support for Ticket#: 2066223

A support@verizonhosting.net
To: murray.t@ynchburg.edu

Dear Tom, ~

Verizon feels that vour issue with officetutorials com has been resolved. If this is not the case, or if there are additional issues, please
feel free to reopen the ticket athttp:/onlinesupport verizonhosting net.

The below image has Auto Preview ONLY - no Reading pane. You can see a few lines of the
message in “Auto Preview,” below the incoming message data.

¢ [ @| From Subject Received
B support@verizonhosti... murray.t@lync... Verizon Customer Support for Ticket#: 2066223 Tue 9/16/2003 2:41 PM

Dear Tom,

Verizon feels that your issue with officetutorials. com has been resolved. If this is not the case, or if there are additional issues, please feel free to reopen
the ticket athttp:/fonlinesupport. verizonhosting. net.

=1 Deaner, Jean Murray, Tom Fu: New RoomMedia Request Tue 9/16/2003 2:16 PFM
,;?‘ Deaner, Jean Murray, Tom Fi: New RoomMedia Request Tue 9/16/2003 2:15 PM 2KB
(=i  support@verizonhosting.net murray.t@ynch... Verizon Customer Support for Ticket#: 2066112 Tue 5/16/2003 2:15PM 1KB

As you can see, there are a great number of combinations for reviewing your messages using the

Reading Pane and Auto Preview together. Experiment and choose the combination you like the
best.



Reviewing messages in the Inbox

To view a message, simply double-click quickly on the message and the following screen will
appear.

Inbox

| [ /@| From Subject Received
&  Ramagli, Howard Beaumont, Julie;... Hackers Find Way To Exploit Latest Windows Yulnerab... Wed 9/17/2003 2:06 PM

You could also click-once on a

message and then click-on File (in the
Menu bar), then click-on Open, then
click-on Selected Items. _j|> Open C m Selected Ttems

{| File | Edit View Go Tools Actions Help
Mew k

You will now see a screen similar to the one below.

B Hackers Find Way To Exploit Latest Windows Vulnerability - Message (Rich Text) E'E'E'
! Fle Edit View Insert Format Tools Actions Table Help Type a question forhelp =X
i CaReply | GlReply to Al | G Forward | ) - | B | ¥ |3 X |+ - #

|

P | f o (38 | Courier New vlﬂvév|BIQ|§§§

From: A Ramagli, Howard Sent: Wed 9172003 2:06 PM

To: Beaumont, Julie; Bourne, Rick; Faria, Vicki; Formo, MNathan; Inge, Skipp; Keefe, Sharon; Martin-Baker, Kris; Murray, Lisa; Murray, Tom; Michals, Susan; Russell, Wendall; Singleton, Sherri; Spaulding,
Paul; Teague, Kipp; Twisdale, Scott; Weisman, Gale; Woody, David

Cc
Subject: Hackers Find Way To Exploit Latest Windows Vulnerability

Hackers Find Way To Exploit Latest Windows Vulnerability 6_

This screen is designed to review and respond to mail messages received.
If this is the first time that you are looking at this Outlook screen, it would be a good idea to

click-on each item in the Menu bar. So go ahead and click-on File, and then Edit, etc. Next,
move the cursor over each of the buttons below the Menu bar.

Replying to a message

; Look at the button bar at the top of the screen (it
Ble Edit Miew Insert Format Tt i) |ook like the image on the left). Notice that

T - you can click-on Reply, and, automatically

: daReply | .-:ﬁ Reply o Al | o Forward | reply to the person who sent the message, or

Reply to All (everyone included in the To: or

Cc:). When you click-on Reply and Reply to All, you will notice that Outlook 2003

“automatically” completes the To: and/or Cc: in your outgoing message.




You then click-in the “white” message area below the To, Cc, and subject, and supplement the
original message with any additional comments you desire to make regarding the message to
which you are replying.

£¥ RE: Hackers Find Way To Exploit Latest Wind. ws Yulnerability - Message
i Fle Edit View Insert Format Tools  Table pdow  Help Type @ question for help =

?aﬂj.ﬂ.}ld&l?é&lf, o X9 TARE S| 0% - @ Red

[ To... Ramadgli, Howard;

[l ee.. Beaumont, Julie ; Bourne, Rick; Faria, Vicki; Formo, Wathan; Inge, Skipp ; Keefe, Sharon; Martin-Baker, Kris; Murray, Lisa; Michols, Susan; Russell, Wendall; Singleton, Sherri;
Spaulding, Paul <spaulding@lynchburg.edu=; Tea

Subject: RE: Hackers Find Way To Exploit Latest Windows Vulrrability

P o | bl S| % Sa [ | TmesMewRoman -

el

This is the white area where yvou would type text to respond to a message.

After you have made any comments, you can click-on the small “Send” box R
below File in the Menu bar and your Reply will be “mailed.” : (=1 Send |

Forwarding a message

If you desire to forward a message to someone or others, click-on the Forward button (next to
the Reply and Reply to All buttons), then click-in the To: or Cc: areas. We will be covering
Address Books later in this “tutorial.” At this point, type-in the e-mail address or addresses of
those to whom you want to forward the mail message. If you have more than one address,
separate them with a semi-colon (;). You can move down to the Address Book section if you
desire (Page 13).

Envelopes

Now that you have the “feel” for looking at messages in your Inbox, replying to

and forwarding them, please take a moment to look at the “little envelops” next _,I
to each message. When a message first arrives in your Inbox, and has not been

read, you’ll notice that the envelope is closed.

Once you have read the message, but not replied, the envelope will appear _a
opened.

When you reply to or forward a message in Outlook 2003, you will notice,
when you view the message again in Inbox, or Sent Items, it will now have a i
small arrow attached to a small box by the message. These arrows indicate

that the message has been forwarded or replied to. A purple arrow pointing

to the left indicate you have replied to a message, a blue arrow pointing to =
the right indicates that you forwarded that message. The arrows will be the —d
same as on the Reply, Reply to All, and Forward buttons.

10



Deleting unwanted messages

Inbox - Microsoft Office Outlook 2003

! Fle Edit View Go Toolse Actions He

P adNew v | (2 lfﬂ\eplycﬁ Reply

If you do not want to keep the message, you can click-on the “X” button, in the button bar, to
send the message to a “Delete folder.”

Note: This is NOT the “x” button in the upper right corner of the screen. If you do click-on
the upper right corner X, it will simply close the message and return you to the Inbox, etc.

We’ll discuss this in more detail later in Folders. When you delete a message in the Inbox, it is
sent to the Deleted Items folder to be “really deleted” or “recovered” later.

Moving from message to message in the Inbox

Notice the large blue Up and Down arrows in the button bar below the Menu bar. They are
only visible when you are “in a message.” These allow you to move forward and backward
(Previous Item and Next Item) between messages in the Inbox. Click-on these arrows to see

how they work. \

| & -~

Printing a message

If you desire a “printed copy” of the message you can click-on the Printer in the button bar.

B RE: Meeting Cancelation - Message (Plain Text)

! Fle Edit WView Insert Format Tools  Actions

R A

: uReply | (=4 Reply to All | (23 Forward | = 4

Or, you can click-on File in the Menu Bar and then on Print.

11



Creating and sending a new e-mail message

If you are in the Inbox and desire to send a new e-mail message to a person or group of persons
click-on the New Mail Message button in the button bar.

Inbox - Microsoft Office Outlook

! Fle Edit View Go Tools Action

PaiNew - | (23 X | CgReply i

If you are in some other part of

Outlook 2003 and do not see the Inbox - Microsoft Office Outlook 2003 Beta
New Mail Message button, you can
always (in the Inbox as well) click-
on File in the Menu Bar, then — + |H:u Mail Message
click-on New, and then click-on '

Mail Message.

| File | Edit W¥iew Go Tools Actions Help

In both cases, the below screen should appear.

i Fle Edit View Insert Format Tools Table Window Help Type & question for help = X
sl Al AT R L B S0 oA BIARES D e - @O el

P44 Normal - TimesNewRoman - 12 - | B 1 U |§ == b=z = ;AR vayvév!

fiigend | 0 - |8 4 1 8| %[5 :)optons.. < |RihText -

il To...

Wee..

Subject:

=

First, click-in the area to the right of To:. For now, type-in the e-mail address of the person,
or persons, to whom you desire to send this e-mail message. Next, click-in the area to the right
of Cc:. Again, type-in the name or names of others whom you would like to receive copies of
this message. If you type-in more than one e-mail address, separate the addresses with a
semi-colon (;). If you desire to use the Address Book, move down to the Address Book section
(Page 14).

Now click-in the area to the right of Subject:, and type-in a subject for your e-mail message if
you desire. You do not need a Subject description if you do not desire one.

Finally, click-in the white area below Subject:, and type-in your e-mail message as you would
any memo to someone. You may move around, edit and change your message just like you
would do if you were in a word processor. Later in this “tutorial,” we will show you how you
may use Microsoft Word as your “e-mail editor,” with all the Microsoft Word features, if you
choose to do so.

12



When you have completed your e-mail message, click-on the Send .
button in the upper left hand corner of the screen. : {=15end |

Quick note on folders

This is simply a quick note to tell you what happens when you send an e-mail message. When a
message is sent, a copy of your e-mail is automatically placed in your Sent Items folder. So,
you can access your sent message (by clicking-on the Sent Items folder — then opening your
message), edit it, and forward it, etc., until you decide to delete it later on. If you desire to keep
the e-mail you will be able to move it to another folder if you desire. We’ll go into detail on all
of this later. For now, just be aware that you have not “lost” your message. You do not need
to “copy yourself” in Outlook unless you want to get an additional copy of your e-mail.

Address Books

When you have clicked-on Reply, Reply to All, or Forward as indicated on pages 9 and 10 or
created a new e-mail message, page 12, you will see a screen similar to the one below:

E¥ Untitled Message

! File Edit View Insert Format Tools Table W

HEN=A " BEY 2| P NN A A

: | 12 -U.
fidSend | ) - |G B4 ¥ OB | W S
- -1 T0.. |
- [ Cc...
Subject:

If you are Replying or Replying to All on an e-mail message in your Inbox, then the addresses
from that e-mail will automatically appear in the To and Cc areas. If you don’t want to send
the e-mail to some of these addresses, you can simply click-on them and tap the Delete key. If
you are Forwarding a message from the Inbox or Sending a new e-mail message, then you can
either type-in the address in the To or Cc area, or use the Global Address List or Contacts
Address Book.

There are several Address Books in Outlook 2003 that you can utilize to send and respond to
e-mail messages. In addition, there are a number of options for entering e-mail addresses into
an Address Book. You will, in all probability, use two address books: Global Address List and
Contacts Address Book.

To access these address books/lists click-on the To: or Cc: “buttons” (See arrows on

the picture above). The Global Address List menu box (at the top of the next page) will
appear.
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Global Address List

We’ll look at several Address Lists and explain how each is utilized. First, we’ll look at the
Global Address List. WWhen you have clicked-on either the To: or Cc: buttons the
below screen will appear:

Select Names

Type Mame or Select from List: Show Mames from the:
- |Sl‘ﬂiﬁ'| Global Address List /:r
| Mame Business Phone Office
Smith, Aaron a774 s
Smith, Adam £593 A
Smith, Adam 5152
Smith, Amanda 5043
smith, Amber 5123
Smith, Benjamin 'Ben’ 6419
Smith, Caitlin 713
Smith, Caroline &007
Smith, Cheri
Smith, Christina
Smith, Erika 7715 M)
< | >

Message Redpients

[ To-» ] |5miﬂ'| Cheri |

[ cc> | |smith. Chen \ |
=) B |

/ oK ][ Cancel ]

When you are in the Reply, Reply to All, Forward or create a New e-mail message screen, and
need to add additional e-mail addresses, you can still type-in the addresses or use a Global
Address List like the one above.

The Global Addresses List that you see above is created, and updated, when a person at the
institution/business selects to use Outlook mail. The Information Technology Staff places the
new user in the Global Address List. Thus, this address list is a current list of all Outlook mail
users (and it may also include other users who are not on Outlook — depending on your on
campus/business).

To use this list, simply click-on the person whom you want to receive the e-mail (their name
will “turn blue” — see arrows above). Or, you can type their name in the area below “Type
name or Select from list,” and you will notice that the list of names, below where you typed the
name, moves to all of the persons with that name. Most systems are in last name order. Some
are in first name order. By looking at the name list you can determine how your system is set-
up. Then, click-on the To, Cc or Bcc (Blind copy) buttons. This will add the address to those
already in the e-mail (you will see it appear in the area to the right). You can do this for as
many addresses as you desire. When you have finished, click-on OK, and you return to your
message. Arrows in the image above point to each of these items.

14



Contacts (in older versions of Outlook — Personal Address Book)

How can you create your own “automatic” address list for someone who is not on the
campus/business Outlook 2003 mail system (especially off campus/business addresses)? There
is a feature called Contacts to take care of this. A contact is just what it indicates. You create
your own Contacts (like a personal address book). First we’ll show you how to get to Contacts

and then how to add and delete addresses.

When you click-on the To: or Cc: buttons (Page 13) the
Global Address List appears. In the upper right corner of
the Show Names from the: you will see an area that
indicates that this is the Global Address List. To the right
of the title is a small down arrow, click-on the down arrow
and a menu screen similar to the one at the right appears.

Now, click-on Contacts, and the screen below appears,
which contains the addresses that YOU have already
placed in your old Personal Address Book — if you had one.

Select Names

Show Mames from the:

Contacts W

Type Mame or Select from List:

| Mame

Display Mame

Joanne Salas Joanne Salas (jsalas...

Joe Banner
John Adams

Joe Banner (jbanner...
John Adams (jadams...

John Boyd John Boyd (johnb@bl... johnb
John Moare John Moore (jrmoore... jrmoo
John Melson John Melson {jnelson... jnelso
John Trevey John Trevey (John.L.... John.
johnson2@acavax. lynchburg. edu johnson9@acavax. ly... johns
jones_kc@lynchburg. edu jones_kc@lynchburg.... jones.
Joshua Stephens Joshua Stephens (jst... jstept
Joy Harris-Cobb Joy Harris-Cobb (LAM... LAML: ¥
Message Fedpients
[ To-= ] |J|:|hn Adams (jadams @hotmail.com) |
L Cec-» ] |J|:|hn Adams (jadams @hotmail.com) |
[ Bec - ] | |
o [cwe ]
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Showe Mames from the:
Global Address List W

H{Cutlook Address Book

lobal Address List
Lynchburg College
Faculty/Staff Mail Server
Associates
Distribution Lists
Faculty / Staff
Graduate Assistants
Metwork Assodates
Outlook Training
Special
Student Mail Server
Recipients
Students

SN

Notice, the Select Names
menu screen (left image) now
indicates Contacts in the
upper right corner. Also,
notice the e-mail addresses on
the menu screen. These are e-
mail addresses that you would
add to your Contacts list.

Now we’ll show you how to
add Contacts.



To add the addresses in Contacts, to an e-mail message, simply repeat the procedure outlined
in the Global Address List. Click-on the name, to whom you desire send the e-mail (on the left
side), then click-on the To or Cc buttons to add that name to these areas. Again, you can add as
many names as you wish. When you have finished, click-on OK and you will be taken back to
the e-mail that you want to send. You can then continue to creating a new e-mail or editing the
contents of one that you are working with.

Adding Names to Contacts (like Personal Address Book in older versions)

There are many ways to add names to Contacts. We’ll show you several of the more popular
procedures. You will also discover other methods, as you become more familiar with Outlook
2003.

Adding names as you type the e-mail addresses in the To or Cc areas of the
message

If a person’s e-mail address is not currently in your Global Address List or Contacts, you can
add it while you are in the process of sending them a message. In the area to the right of To or
Cc, type-in the e-mail address for the person or persons you wish to receive your e-mail. If you
type-in several addresses, separate them with a semi-colon ('; ). Click away (somewhere else
on the screen) from the address you typed. You will notice that, in a few moments, the

addresses will become
underlined. ﬁ Untitled Message

! Fle Edit WYiew Insert Format Tools Table Window Help

eI = WY (2| 1= WSk A e e A

a4

] o Bz ul=
_nhwum 8 4 1 8| ¥ || otons. -
4 Te... bonzo@aol.com; smith@yahoo.com ; waldo@msn.com
i ce...

Subject:

bonzo@aol.com is Mot an Online Contact

:ﬁ Schedule a Meeting. ..

To add an address to your Contacts, simply right-

click on a name, that you typed, and a menu box
will appear (image at left).

Add or Edit Phone Mumbers... | (3
= Send Mail (bonzo@aol. com)

Add to Messenger Contacts...
Additional Actions " Click-on Add to Outlook Contacts and the

O Create ke " Contacts entry menu screen will appear (image at
SR top of next page).
Send Options. ..

|M Add to Qutook Contacts... |
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The Contact entry menu screen appears below.

EB Bonzo Brown - Contact

 General pifiites | Certificates | AllFields |
[FuII Mame. .. |Bonzo Brown | E-mail... B | bonzo@aol.com |
Job title: | | Display as: |Bonzo Brown |
Comparny: | | Web page address: | |
File as: |Brown, Bonzo v | IM address: | |
Phone numbers
[Eusiness... JBl |
| |
[Business Fax... JBl |
[Mobile... JBl |
Addresses
Business... B
[[] This is the mailing \
address
[ contacts... ]| | | categories... | | | private []

Normally, the first part of the e-mail address you entered before the “@” symbol will
appear in the full name box. To change this to a logical full name click-on the Full Name...

button (as indicated by the arrow above).

Check Full Mame

Show this again when name is incomplete or undear

Mame details
irst: |Bonzo |
Middie: | |
Last: |Ernwn |

When the Check Full Name box
appears (image on left) you can then
fill in the entire name by filling in
the appropriate areas (First:, Middle:,
Last:, etc.)

When you are finished, click-on OK.



You can now fill in the applicable areas for the person’s
mailing address, if you desire. To do this click-on the

Address down triangle (see arrow at right). Click-on
Business, Home or Other.

Addresses

Home. .. E]

Thig is the mailing
address

123 Microsoft Street
Redmaond, WA
ga7s5H0044

Addresses

Business... ﬁ

Th Business

Efl  Home

Other

You will notice that your Address
area changes to your selection
(we chose Home...). After you
make your selection (Business,

Home, Other), type the address
in the small box to the right of
your selection.

When you have completed everything, you can
click-on the Save and Close button (arrow on
right).

! File Edit Insert

i [l saveandClose IgY | & I | ¥

View Format

You will not return to your message. To add additional names to your Contacts Address Book
repeat the above process again.

When you are in the Contact screen (at the top of the last page) — notice that there are a lot of
other tabs and areas which may also use to enter information about a person (General, Details,
Activities, Certificates and All Fields).

To observe that the contact you entered has been added to your Contacts, click-on either the
To or Cc buttons in your message screen. When you have clicked-on one of the buttons, you
will go to the Global Address List screen again. Click-on the down arrow in the upper right
corner, and move down the

menu and click-on Contacts. f's_(]

: Select Name
You will see the address you SELEDER

added. When you have a lot of Type Mame or Select from List: Show MNames from the:

addresses, you will have to use |bonzo brown | Contacts v

the up and down elevator bar

to view your addresses. | Name Dhcpiay e S ¢

QOutlook automatica”y Bob Driskill Bob Driskill (Bob Driskill)  driskill ~

alphabetizes the names as you Bob Hilgenfeld Bob Hilgenfeld {rhilge... rhilge
Bonzo Brown Bonzo Brown

enter them.

Your Contacts screen should
look something like this:
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bourne @admvax. lynchburg, edu
bragaw@sbc, edu
Brant Murray

bourn
braga
btrnur

bourne @admwvax. lyn...
bragaw@sbc, edu (br...
Brant Murray (btmurr...




Adding Names to your Contacts as you receive e-mail in your Inbox

Big Note: Right-click on an e-mail address also works when you receive a message
from someone! If you know that an address is not in your Contacts, right-click on the address
and add it as you did above. This really saves a lot of time. You know it’s a good address,
because you received their message!

™ ;Agradezca a dios que es Viernes! (Thank God it's Friday) -

! File Edit YView Insert Format Tools Actions Help To the left is an image of the
i Reply | (=aReply to All | (53 Forward | 5§ 23 | L4 | v | (& | (23 address area of an e-mail in
the Inbox. We simply right
clicked-on the person and
then moved down the pop-up
menu to Add to Contacts —
just like we did when we
typed-in and address in our

You forwarded this message on 9/17/2003 8:53 AM,
Extra line breaks in this message were removed,

Fraser, Karen [Fraser @mercury. hendrix, edu]
Fraser, Karen [Fraser@mercury. hendrix, edu] is Mot an Online Contact

| schedule a Meeting. . New Mail To: area.
Add or Edit Phone Mumbers... | 3

,jj Send Mail (Fraser@mercury.hendrix.edu) Once you have C|ICk€d-_OI"I

Add to Contacts you will go

Add I T v Lontu kL back to the same process
Additional Actions » that is outlined above on

Lﬁ' Create Rule. .. pages 17 & 18.
Send Options. ..

|,9._=-'| Add to Qutlook Contacts. .. |

Manually adding e-mail address to your Contacts

Many times, friends will write you (the old fashioned way) or call you on the

phone and furnish their e-mail address. So, there is still another way to add their | m
e-mail address to your Contacts. In the button bar below the Menu bar you

will notice a “small book” (like the one on the right). When you run your cursor

over the book it will indicate: Address Book. You can click-on it and add names to your
Contacts. So, click-on the “book” and the following screen will appear.

B Address Book M=Z3]  Click-on the down arrow
Nrle Edit view Tools on the right of the Address

z . - Book screen (see arrow)
& Gl S e
83 @ = X E and select Contacts from
Type Mame lect from List:

Show Names from the: the drop down menu that

S| eopears

Next, click-on the small “Calling Card” button, in the button bar below the Menu bar (a small
text help will appear indicating New Entry).
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A New Entry screen will appear.

It should look similar to the one
on the right. Make sure that
New Contact is highlighted

in blue in the Select the

entry type: in the top portion of
the screen.

And, also make sure that
Contacts is selected in the

Put this entry area in the

lower part of the menu screen.
If Contacts is not the choice,
click the down arrow on the right
side of Put this entry and select
Contacts from the choices that
appear.

New Entry

Select the entry type:

Mew Distribution List

Put this entry

(®)Inthe |Contacts

When everything looks like the screen above, click-on OK.

An Untitled — Contact screen like the one below will appear.

Notice that the Untitled - Contact screen is similar to the one you used to enter e-mail
addresses as you typed them into messages, or used when you copied addresses from you
Inbox again appears — with a notable exception — there is no name in Full Name... or E-mail

address in E-mail.

So, fill in the name of the person in Full Name... and enter their e-mail address in the E-
mail area. You can enter other information as you did previously, as you desire.

£ Untitled - Contact

! Fle Edit View Insert Format Tools Actions Help

} | save and Close %hj | ¥ O";}@'| 4 v G v|\{|‘E‘!

General i Details || Activities || Certificates ” All Fields |

[Full Name... ] |

|
Job title: |
Company: N |
File as: | \ w |

B

E-mail... E] |

Display as: |

Web page address: |

IM address; |

N\
N\ |
N
-

Phone numbers ‘\\

| |
| |
|
|

[Business Fax... ]EH
[Mobile... ]EH

Addresses

Business... E]

[] This is the mailing
address

Contacts... ] |

| [Categories... ] |

| Private D
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When you have entered the information, your screen should look similar to the one below.
When you have the information you desire, entered in the appropriate areas, click Save and
Close to add this person to your Contacts list.

i Fle Edit WView ormat  Tools  Actions Help
i [saveandclose Igh | ) | ¢ 7 5 & - - *1,.,!

General Details Activities Certificates All Fields

Full Name... Greq Butler

Job title:

E-mail... E] butler @hightech.com

Display as: Greg Butler (ghutler @hightech. com)

Company: Web page address:

File as: Butler, Greg e IM address:

Note on viewing e-mail addresses

Once you begin using Outlook 2003 Mail you can check on a person’s “information” by

right-clicking the mouse on their name in the To or Cc areas. In the pop-up menu that
appears, click-on Properties. If they are in your Global Address Book you will “see” how the
system administrator entered the information. If they are in your contacts list, you will see the
Contacts screen similar to the one above. This is very handy if you desire “quick” information
about a person in your system.

Personal Distribution Lists

Now that you have an idea of how to add individual names to Contacts, and are familiar with
the Global Address List, you may want to create a group of addresses to which you
frequently send e-mail. In Outlook 2003 this is called a Personal Distribution List. To create
a Distribution List, you will follow several steps, similar to those above.

To create a Personal Distribution List you will need to be in the Inbox, Sent

Items, or Deleted Items (you can be in other main screens when you are more |
familiar with Outlook 2003). You will need to be in a main screen where you ||_..|J
can see the little Address Book button, click-on it. E—
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% Address Book
W File Edit View Tools

EREX A5
Type Na Select from List: Show Mames from the:

| | [CI—

When the Address Book screen appears, click-on the New Entry “Calling card” button,
just like you just did before.

The New Entry screen appears, New Entry

click-on New Distribution List Ll

. il oK

in the area below Select the \ New Contac il
entry type. Mew Distribution List

Make sure that Put this entry is
set on Contacts. Ifitis not set
on Contacts, click-on the small

down arrow to the right of this ;
\. Put th tr
area and select Contacts. e

{%)In the |Contacts “
Then, click-on OK. In this message only

The following screen will now appear:

FZ Untitled - Distribution List

! Fle Edit WView Insert Tools Actions Help
: |l Save and Close | EETE 0, 0 RS

Members I MNotes |

Mame: | |

[Selectﬂembers... ] ’_ Add Mew...

|70
i
=}
m

Alname | E-mail |

There are no items to show in this view.
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In the area to the right of Name:, type-in a name
for your Distribution List (e.g. Lunch Bunch).

Next, click-on the Select Members...

button.

F#E Untitled - Distribution List

! Fle Edit View Insert Tools Actions
|l SaveandClose | | # -3 (4] ¥

depnbers I Motes |

Mame: |Lunu:h Bunch|

elect Members... ] [ Add New...

)

This will display the Select Members screen.

You’ll notice that this
screen looks almost exactly
like the Select Names
screen you used to address
your messages. You’ll
notice that the Select
Members screen only has a
Members - > button.

So, you can, at this
moment, only add persons
you desire to be in your
Distribution List to the
group. Later we’ll show
you how to remove and add
members as you update
your list.

Select Members

Type Mame or Select from List:

Show Mames from the:

| | Global Address List "
I Mame Business Phone Office
(et P
abber, Brandi 5052 3
Abbott, Amy
W Abbott, Amy
Abbott, Jeanette
Abbott, Tmothy Tim'
abell, Percy 3496
abell, shawn 6226
Ackroyd+Kelly, ashley 7923
Adair, Hope 770
Adams, Amy 7519
W Adams, Amy 7519
Adams, Bridget
Adams, Catherine 7043 w
S ) >

Add to distribution list:

[ Members - ] |

L Ok ] [ Cancel

].-.':
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By using either the Global
Address List, or your
Contacts you can create your
Distribution list. Click-on the
small down arrow in the
upper right corner of the
Select Members screen and
select the group you want.

In the example on the right we
chose our Contacts group, and
selected the person you see

highlighted at the bottom of =

the Menu screen.

We then clicked-on the

Select Members

Showe Mames from the:

Type Mame or Select from List:

| Mame Display Mame E-mail £
Bele Garrett Bele Garrett (boarret... bgarn A
Benji Koger Benji Koger (Benji Kog... koger
bennett@acavax, lynchburg, edu  bennett@acavax. lyn... benne
Bernadette Ortiz-Brewster Bermadette Ortiz-Bre... ortizi€
Bernadine Cochran — ~<————ine Cochran (b... booch
Berte Thompsan Berte Thompson (bth... bthon
Beth Kiggins Beth Kigains (kiggins... kigagin
Bill and Melinda Gates Bill and Melinda Gates... askbil
Bill Mcintosh fo=Lynchburg Calleg... fo=Ly

>

Add to distribution list:

Members-> button - this P Members -» | |Greg Buller; Janie Schwark (Janie Schwark):

person was added to our
Distribution list on the right.
You may “switch between” the
various “lists” as often as you
like, and add as many names as
you like.

Cynthia Roberts (Independent Contractor) (v-cyrobe @

1 Susanne Peterson (Susanne Peterson)

[ oK ﬁancel ]

Note: You do not need to have someone in either the Global Address List, Contacts or

another list to have them in your Distribution List. If they are in neither, simply type a semi-
colon (;) at the end of the last address on the right side, and then type-in the person’s e-mail
address. They will be included in your list.

When you have added all the names you desire, click-on OK.

Note for Outlook 98/2000 users who upgraded to Outlook 2003

When you upgraded, you should have saved a file called a PAB (Personal Address Book) and
incorporated it in your Outlook 2003 setup. This file contained all of the names that you placed
in your Personal Address Book in Outlook 98/2000. So, for you “old hands,” you may use not
only all of the files in your Global Address Book and Contacts, you may also use your Personal
Address book that you used previously. If you did not save the PAB file and replace the PAB
file that was loaded with Outlook 2003, the Personal Address Book names will not be available.
Your technical staff may have also indicated that they removed the Personal Address Book
option and included these addresses in your Contacts. If you have a question here, ask you

technical staff for assistance.
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You should now return to the Distribution List screen. Your screen should look similar to the
one below. You’ll see the name of your Distribution List in the Name: area and the names of
the Members in the area below. Notice that the Remove button is now “active.”

EZE Lunch Bunch - Distribution List |Z||E|rg|
! Fle Edit WView Insert Tools Actions Help

: | save and Clo: =W -_1_J_L,|?=‘A|><|}v7v|@!
Members | MNotes |

Mame: |Lunch Bunch |
L Select Members... J [ Add New... l [ Remaove l Update Now
J|Name 4 | E-mail

%=| Cynthia Roberts (Independent Contractor) {v-cyrobe @microsoft.com) v

|%=] Greg Butler gbu

%= Janie Schwark (Janie Schwark) jan:

85| Susanne Peterson (Susanne Peterson) sus

To remove members from the list simply click once on the member and then click-on the
Remove button. You’ll notice that they are removed from your list.

To add new members, simply repeat the steps on pages 21 to 24. Click-on the Select
Members button and add them as you did before.

When you have made all the changes you desire, click-on the Save and Close button in the
screen above.

The next time you “visit”
Contacts, your screen will
look something like the
one on the right.

EEEFX B D

) ) Type Mame or Select from List: Show Mames from the;
The name will be in bold, | | Conlacts 3

and there will be a “teeny”
icon of a woman and a | Mame Display Mame E-mail Address |
man on the left. FE Lunch Bunch Lunch Bunch »

lyles@admvax. lynchburg. edu lyles @admvax. lynch... lyles@admva;

Lynda Sue Van Donsel Lynda Sue Van Donse... LyndaSue @
marcais @acavax, lynchburg. edu  marcais@acavax. lyn... marcais@aca

File

Any time you desire to make changes to this Distribution List, just double-click quickly on
a list and you’ll be taken to that Distribution List screen that you used to create the list.
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Sending Messages using your Distribution List

To send a message to everyone on your Distribution Lists, use the same steps that you used for
sending a message to a single person. Either type in the name of the Distribution List in the To:
or Cc: areas of your message (e.g. Lunch Bunch), or use the Select Names box, like you did on
pages 13 to 15, but select your Distribution List like you would select a name.

Folders

NOTE: For Outlook 98, 2000 and XP/2002 users, you probably noticed that the Outlook
Bar, on the left of the screen, had been replaced by a whole new folder and icon area
(Navigation Pane). No longer are there Outlook Shortcuts, My Shortcuts and Other
Shortcuts areas. The prior Outlook Today icon has been replaced by a mailbox with your
name on it. We’ll review the new Navigation Pane, that we introduced at the beginning of
the tutorial, that replaces the Outlook Bar.

Favarite Foiders When you first opened Outlook 2003, the area to the left of the
[ 3 Inbox (4) screen looked something like the image to the left. The icons
{a] Deleted Items (11) you see take you to different features of Outlook (Calendar, etc.)

| Unread Mai or contain e-mail.
L} For Follow Up [2]
L.#| Drafts

The icons we are concerned with in this tutorial are the ones
that pertain to e-mail and hold messages (e.g. Inbox, Sent
Items, Deleted Items).

it Mailbox - Murray, Tom

All Mail Folders

= E:,Ef Mailbox - Murray, Tom

[ backup
4 (s Deleted Ttems (11)
Lt#| Drafts
H L] Inbox (4 .
(g} Junk E-mail When your Technical Support staff set-up your Outlook 2003
(& Outbox account, they create limits for the amount of mail messages you
H [ Sent Items can have in your Inbox, Sent Items, and Deleted Items folders.
& LY Search Folders When you get near this limit, you will receive a cautionary

& £ Personal Folders message, indicating that you need to delete messages that are no

longer needed. Frequently, you have certain messages that are

g Mail related to a topic or group, and you would like to retain them for
some period of time, and not have them “count” against your
1] calendar size limit. The next area of this tutorial will address this

iy situation
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You can create special folders called Personal
various “groups” of e-mail (some of these on t

Microsoft, Dell, Verizon Server, etc). As you receive or send
e-mail related to this “group” you can move the e-mail to that

folder so that you can find the items easily, wit

search all of your mail. You can still delete these items when
they no longer apply and delete the folder when you are

finished with it.

Creating Personal Folders

To create a Personal Folder, do the following:

—_— g m e e

= &3 Personal Folders

# (&) Deleted Ttems
3 Dell
L7 Drafts
=] Inbox
A Microsoft
[ Outbox
=4 sent Ttems
3 Verizon Server
L Search Folders

Folders for
he right are —

hout having to

: . Inbo. - Microsoft Jffice Outlook 2003 Beta
Click-on File in the Menu Bar, .
then click-on New in the drop b IS el e Toals Acdins | Help >l
down menu, and then click-on Mew ¥ | 3d Mail Message -
Folder... Dpen 3 ?}J Post in This Fol
Close All Ttems ||__.I Falder... |.

The following Create New Folder
screen will appear:

First, select a logical name for the
folder. For this tutorial we’ll use the
title “My Junk.” Type the name you
desire in the Name: area.

Next, move down the Create New
Folder screen with the elevator arrows
(on the right of the menu screen) until
you see: “Personal Folders.” Click-o
Personal Folders. \

Now, click-on OK.

This will place the created folder in
your My Shortcuts area.

/

N

Create New Folder

Mame:
|I'~"I3.-' Junk

Folder contains:

| Mail and Post Ttems

Select where to place the folder:

L@ Drafts

[ Inbox (4)
ﬁ Journal
(@ Junk E-mail

J Motes

L_E Outhox

[ sent Items

\_ ] Tasks
g Personal Folders

£ Public Folders

oK l [ Cancel
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== Personal Folders
® () Deleted Items
3 Dell
L7 Drafts
. = Inb
Notice that a new Personal Folder (My Junk) has been added = L:l' h;UDD};Dﬁ
to your Personal folder area. £ My Jurk
L= Outbox
[=7 5ent Items
4 Verizon Server
L) search Folders
Placing e-mail messages in your Personal Folders
Moving a single message
_" W T TTh T TrmT T B FIILIR s un g
You will notice, in the Preview Pane = =3 Personal Folders . Rice, Janice
. .\_¢ ¥
— All Mail Folders area, that when 2 (3] Deleted Items . BrantT. Murra
; 3 Del “a ' ¥
you click-on Inbox, Sent Items, or ,
(7| Drafts f=  Koger, Jim
Deleted Items, that the Personal = g
. L] Inbox [~ Keith Elis
Folders you created can still be seen 3 Microsoft £ © Caldwell, Gina

in the Preview Pane on the left side £3 My Junk

(-4 Friedman, Lesley
of the screen. (3 Outhox ad

= Trewew Tnhn |

To “move” an e-mail from one folder (Inbox, etc.) to another folder (Personal Folder), you
simply click-on the e-mail message, you want to move, hold down the left mouse button, and
drag the message to the Personal Folder.

] g p s L R S T R L R T T P P e pr ey

Keith Ellis RE: Motion Tablet PC
-'—;31 10 Caldwell, Gina FW: LC selected as Microsoft Professional Developme.

=) &3 Personal Folders
= & Deleted Jtegs

‘Murray, Tom'

Murray, Tom
i Friedman, Lesley Murray, Tom RE: Word Perfect
f=§  Trevey JohnL ‘Murray, Tom'; "... RE: Meeting Cancelation

In the image above we clicked-on the highlighted message, held down the left mouse button,
and dragged the message from the Inbox to the Dell folder. You will notice, as you are
“dragging” your e-mail message, a small box appears “attached” to the cursor arrow. The
cursor changes to a circle with a line through it (when you are over an area where you can’t
drop your mesage), and then changes again to the box with the arrow when you have the
cursor over a Personal Folder icon. When you have the box symbol over your Personal
Folder, release the left mouse button. This will move the message from one folder to another.
Try this with one of the messages in your Inbox.
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Moving Several Messages

Inbox - Microsoft Office Qutlook 2003 Beta

! File Edit W¥ew Go Tools Actions Help

P siNew - | 4 (23 % | i Renly (iReply to Al (53 Forward | You can also move several messages
_ with this drag technique.
Favorite Folders ¢ [ @ From To highlight several messages you
(3 nbox (3) need to learn a new skill. If you
(&l Deleted Items (14) =l Date: Today hold down one of the Ctrl keys (at
| Unread Mai SRS ERER the bottom of the keyboard — one
. For Follow Up [2] B Nichols, Susan either side of the Space Bar) and
Lrﬂ_& . Avery, Michael then click-on several messages,
3 Maibox - Murray, Tom > Avery, Michael you’ll notice that as you click each
Al Ha" Folders " Robinson, Sharon message it is highlighted (like
3 backup _ image on left).
| E‘,.‘ Deleted Items (1 i Avery, Michadl
5 ﬂ E;T:i @ April Cheek
L@ Junk E-mail | Jasc Software
(51 Outbox & Danny & Diana Carr

When you are ready to move the group of messages you highlighted, simply click-on any of the

highlighted messages, and immediately hold down the left mouse button, and then drag all
the messages to the folder where you want the messages. If you click-on one of the messages
and don’t drag the cursor immediately, this will “turn-off” the multiple message selections and
you’ll have to start again. It’s kind of tricky the first time that you try this.

If you ever desire to “turn-off” the multiple highlights, you simply click-on any message and that
will remove the highlights and select the message on which you clicked.

You can still delete the messages when you no longer desire to retain them.

Moving, Deleting, and Recovering Mail Messages

You should now have a “feel” for Outlook 2003. Having just completed folders, you can see
that we can move a message from any folder to any folder simply by clicking-on it and dragging
the message to another folder. You could also click-on a message and, either using Edit (in the
Menu Bar), then Copy or Cut in the Menu bar, and then Paste, to move or copy a message in
this manner. You can also use the Cut, Copy and Paste buttons in the button bar.

To delete a message, you have already learned that you can click-on the message and then on the

“X” in the button bar (not the X in the upper right hand corner). If you click-on the upper
right hand corner X this will simply close the message and return you to the Inbox, etc.
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When you delete an e-mail message in your Inbox, Sent Items, or a Personal Folder, this
places the message in the Deleted Items “trash can.” You can “drag” an item from Deleted
Items to any folder to retrieve it, or use the methods above to recover a message to a folder.

“Really” Deleting Messages

To “really” delete an e-mail message in the Deleted Items trash can, you can click-on the
message and click-on the “X” button, or tap the Delete key. Outlook 2003 will ask you if you
“really” want to delete the message. When you say “yes,” it’s gone. To delete several
individual messages at once, click-on the first message, then hold down the Ctrl key, and
while holding down Ctrl, click-on the other items. You will see that they turn “blue,”
indicating that you are “marking” them (just like we covered before). Now click the “X” button
or tap the Delete key. If you want to delete ALL of the items in the Delete Items trash can,
click-on Edit in the Menu bar and then Select All. Then, click-on the “X” button or tap the
Delete key.

A message box will appear asking if you really want to delete all the items. If you do, click-
on Yes.

Microsoft Office Outlook x|

! E Are you sure that you want to permanently delete the selected item(s)?

Adding, Sending, Receiving, Viewing, and Saving Attachments

There are many times when you want to send a Word document, Excel spreadsheet,
PowerPoint presentation, picture, or file of some type to someone, or be able to receive one.
Outlook 2003 makes this relatively simple. The items indicated above are sent as

“attachments” to your e-mail.
E® Untitled Message

When you are sending an e-mail message and want x :
! Fle Edit WYiew Insert Format Tools 7

to “include” an attachment it’s relatively easy. pif
When you are in the Untitled-Message, the HES NN W) | = MW v N o WY
Forward or Reply screens, you will notice a : A4 Normal
“paperclip” in the button bar. S

~ Times Mew Roman - 12

0 -@28 |21 & |¢]

Text Area - Cursor Uice...

To add a file (attachment) to you message, you
MUST be in the “text” area to do so.
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You cannot add an attachment if you are in the To..., Cc..., or Subject areas. You will see
your cursor “flashing” in the text area so you will know you are in the correct area. If you are
inthe To..., Cc..., or Subject areas, you will not “see” the paperclip clearly. You will see a
definite outline of a paperclip (like the one above) when you are in the text area.

This paperclip is the button that allows you to insert an attachment in your e-mail message.
Go to the place, in your e-mail message, where you want the attachment located (in the
Text Area). Most often, people place attachments at the beginning or end of their messages.

When you are at the point where you want the file (attachment) located, click-on the
paperclip. The following Insert File menu screen will appear.

Insert File

Look in: ,D My Documents b LS > | Q :?( Ca j * Tools =
_ ?;ﬂCDIIigD Received Files Ef)Mailing Label.pub
ﬁ g My Data Sources lEI_]Micru:usu:uft PD letter.doc
My Recent | [C3My eBooks ¥ New Directions CD letter.doc
b ans .,_“l My Library Eﬂmew Directions.mdb
F—,hi—s j My Music E—E]F'u:urpu:uise.ppt
L | [C2My Motebook W rESUME. doc
Desktop | [C)My Notes ¥ SOBLTR. doc
ﬂMy Pictures IEﬂtest Person.mdb
; My Webs B test.ppt
'_./ IEIJCD about tutorials-merge 2003.doc IE_ﬂuniv of richmond, doc
My Documents EIEI_]DDAY DAY talk.doc @',x'illiam and mary.doc

EE_]DDEH; Fevenue Analysis Worksheet.xls

‘J | | EE]Dell 1nvaice. pub

e | |

;)‘a - How to make a great 2003 PE].ppt ==
My Computer | #7izmes monroe positions. doc

;g | File name: f v | Insert |-

My Metwork | ;
Places | Files of type: | All Files {=.%) v/ Cancel

. . L Te... oddbodkin @spam. com
When this Insert File screen appears, choose the
location of your file (attachment) on your e
computer (A or C drives, etc., or on a network Subject: PowerPoint 2003 Attachment
drive) by using the Look in: area (see the arrow
above — we have chosen My Documents on the _
C: disk drive). Then choose the file by clicking- @_]
on it (we chose a PowerPoint file called How to How to make &
make a great 2003 PBJ for our attachment). great 2003 PE1.p...

Click-on OK. Your e-mail message, with

attachment, will look similar to the image on the I have included a PowerPoint 2003
right. Attachment on how to make a peanut

butter sandwich to this message
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When you or, another person, receives this attachment, all you have to do is double-click on the
attachment and it will load into the proper program! Or, you can right click the mouse on the
attachment, and a menu will appear that you can use. Once you have the document in its
normal “environment,” you can save it, etc. Pretty neat!

Calendar

There is a personal calendar you can use that is included _ﬂmﬁ
with Outlook 2003. You can access the calendar by —< Mail

clicking-on the calendar icon in Outlook Shortcuts area

on the left of your Outlook screen. You can learn how to = _2] calendar

use _this calendar by clicking-on Help or the Office A=

Assistant.

A Calendar tutorial has been created for Outlook. You can receive a copy of this tutorial
by sending an e-mail to the address at the end of this tutorial.

Out of Office Assistant

If you are going to be away from your office
computer for a period of time, and you want to leave a ! File Edit Vew Go A
courtesy message for folks to let them know that you’ll Send/Receive :
be away, you can use the Out of Office Assistant to

do this. To activate the Out of Office Assistant click-
on Tools in the Menu bar and then click-on Out of [Ld| Address Book...
Office Assistant...

Find »

4| Organize

f_\_l Rules and Alerts...

You will need to be in the Inbox, Sent S
Items, Deleted Items or one of your folder screens
to do this.

The Out of Office Assistant menu screen at the top of the next page will appear.
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Out of Office Assistant

x)

{31 am currently In the Office

r—- {*) I am currently Out of the Office
AutoReply only ance to each sender with the following text:

— I will be away from campus untl Tuesday, 29 July, Iwil be reading my
messages periodically.

Sorry I misse_-:l you, _ »

These rules will be applied to incoming messages while you are out of the office:
Status Conditions Actions

Add Rule,.. Show rules for all profiles

[ OK ] [ Cancel ]

Type the message that you want others to receive when they send an e-mail message to you.
Then click-in the small circle to the left of | am currently out of the Office. This message
will be sent to each person the first time that they send you an e-mail message telling them that
you are away from the office.

When you return (to your office), and Out Of Office Turned On
load Outlook 2003, you will see a screen
prompt reminding you that Out of
Office Assistant is active. You can “turn

. . ¥
off” the Assistant when you see this 0 ||
message.

Cut of Office is currenty an. Would you like to turn it off?

Mo ]

Auto-Signature

There is an Outlook 2003 feature, which allows you to { Fle Edit View Go | Tools |
place a “designed” signature at the end of your e-mail Out of Office Assistant. ..
messages. You will need to be in one of the Main areas of S i
Outlook 2003 to create a signature (Inbox, Sent —

—- Options.. .

Items, Deleted Items, etc.).

¥

To activate this feature, click-on Tools in the Menu Bar. When the drop down menu appears,
click-on Options.

The Options menu screen at the top of the next page will appear.
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| Preferences | Mail Setup | Mail Format |5|:|v.=_-||ing || Security | Other | Delegates |

Message format

Stationery and Fonts

= Choose a format for outgoing mail and change advanced settings.

Compose in this message format: |F'.i|:h Text W |

Ise Microsoft Office Weord 2003 to edit e-mail messages
IUse Microsoft Office Word 2003 to read Rich Text e-mail messages

[ Internet Format... ] [Internaﬁnnal Options... ]

f IUse stationery to change your default font and style, change colors,
A % and add backgrounds to your messages.

Lise this stationery by default:

Stationery Picker...

Signatures

-

b,
& Select signatures for account: |Mi|:rnsuft Exchange Server W |

Signature for new messages: | <MNone > b | /
Signature for replies and forwards: | <Mone = v L

[ Signatures.., 4

[ Ok H Cancel H Apply ]

When the above screen appears click-on the Mail Format “tab” (see upper arrow above). In
the lower portion of the Options menu screen you will see and area called Signature. Click-
on the Signatures... button in this area (see lower arrow above).

The following Create Signature menu
screen will appear.

Click-on the New button in this screen
(see arrow to the right).

The Create New Signature menu
screen at the top of the next page will
appear.

Create Signature

Signature:

Preview:

Unable to preview selected signature, or no signature selected.

[, OK J [ Cancel
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Create New Signature

x)

When the Create New Signature screen

appears, type a “name” for your @ 1. Enter a name for your new signature:
signature in the area under - 1. Enter a |Greg Butler |
name for your new signature: (see the

top right arrow — we used Greg Butler). Sosamn

- (+ Start with @ blank signature

We’ll leave 2. Choose how to create
your signature as the default choice —
Start with a blank signature (see

) {1 Use this file as a template:
middle left arrow).

Now click-on the Next Button (see
lower left arrow).

When the Edit Signature
menu screen appears,

type your Signature in Edit Signature - [Greg Butler]
the space under

Slgnature text - Ilk.e we "+ This text will be induded in cutgoing mail messages:
have done on the right. Zy

You can type anything \ Have a great day!

you desire for your
signature. You can type Greg Butler]
just your name, or name,
title, phone, FAX, etc.
It’s your signature.

Signature text

[ Fomnt... ] [ Paragraph... ] [ Clear ] [ Advanced Edit... ]

Notice that there are
several buttons below
the Signature text — =
Font, Paragraph, etc. If = | <None> v
you desire to change the
font of your signature,

highlight the text that —

you desire to change, C cnish ] [ concel ]
and then click-on the
Font button and select

your font — then click OK in the Font menu screen. You can have several different fonts in
your signature if you desire — as well as color.

vCard options
1‘1;;_; Attach this business card (vCard) to this signature:

[ Mew vCard from Contact... ]

When you have the signature you desire, click the Finish button.

35



This will take you back to the Create Signature menu screen. Click OK. The bottom
portion of your Options menu screen should look similar to the image below.

Signatures
“-
,_{; Select signatures for account: Microsoft Exchange Server b
Signature for new messages: Greqg Butler b
Signature for replies and forwards: w
[ Signatures... ]
[ 0K l [ Cancel ] [ Apply ]

From now on, when you create a new message, reply to one, or forward one, you will see that
you signature is automatically added at the end of the message.

If you desire to edit your signature or create a new one follow the process above, an choose the
logical buttons to Edit, Remove, or create a New signature.

When you are satisfied with your signature, click OK.

Using Microsoft Word as your e-mail Editor

You may use Microsoft Word, if you have it installed on ! Fle Edit View Go | Tools |
your computer, as your e-mail editor, if you desire. To Out of Office Assistant. ..
activate Word, make sure that you are in the Inbox, Sent
Items or Deleted Items screen. Click-on Tools in

the Menu Bar, then click-on Options in the drop =P Options...
down menu that appears.

Customize... I

£
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Preferences | Mail Setup | Mail Format | spelling | Security || Other

Delegates

Message format
j Choose a format for outgoing mail and change advanced settings.

Compose in this message format: |Rich Text b

Use Microsoft Office Word 2003 to edit e-mail messages

Use Microsoft Office Word 2003 to read Rich Text e-mail messages

When the Options menu screen appears, click-on the Mail Format tab

If you want to use
Word as your editor
(with all of the full
word processing
features), in the
Options menu screen
that appears, click-in
the boxes to the left of
Use Microsoft Word

2003 to edit e-mail
messages and Use
Microsoft Word 2003
to read Rich Text e-
mail messages (see
arrow on left of the

[ Internet Format... ] [Internaﬁnnal Options. .. ]

Stationery and Fonts

d IUse stationery to change your default font and style, change colors,
AT+  and add backgrounds to your messages.
L -

|se this stationery by default:

image).
Signatures g )
\ .
;Z_z Select signatures for account: Microsoft Exchange Server w Then click-on the
: Apply button and then
Signature for new messages: <Mone= w

click-on the OK

Signature for replies and forwards: button.

<Mone = W

[ Signatures. .. ] The next time you

create a new e-mail, or
reply or forward an e-
mail you will see a
little message appear
that indicates that
Word is being loaded as your editor. At the top of the screen you’ll see additional, new
toolbars for using Word.

pr—— 0

][ Cancel ][ Apply ]

When you are typing your e-mail messages you will have all of the power that is inherent in
Microsoft Word 2003.

Accessing you e-mail at home through a web browser

If you desire to use your Outlook e-mail at home, using a modem and an on-line service provider
(e.g. MSN, AOL), check with your Technology Department and see if they have this service
available.

If you do, an Outlook Web Access tutorial has been created —similar to this one — to assist you.
Simply send an e-mail to address below to request a copy.
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Other interesting features in Outlook 2003

Multi-colored Flag selection

=1 Millson-Martula, Chris Sat 9/27
Booth, Jeanne; Briggs ¥ | RedFlag
In Outlook 2003 you can mark each message,
¥y bueFiag individually, as you desire, with a different
¥ | Yelow Flag colored importance flag. You can then view
¥ GreenFlag your flags by color groups.
% | Orange Flag . . .
In the preview screen, simply click the RIGHT
¥Y PurpleFlag mouse button on the small “blank” flag on the
«| Flag Complete right of the message. A “flag list” will appear as
Addd Reminder ... a drop-down menu.
il Click-on the flag color you desire.
Set Default Flag »

Multi-colored flag grouping and Message Order

You can group/arrange your messages by Date, From, To, Subject,
Flag and many other choices. In one of you folders (Inbox, Sent Item, Inbox

a folder you have created) look just below the folder title (Inbox, Arranged By: Date
etc.), and you will see an area that defaults to Arrange By: Date. — Date

Conversation
From

Place your cursor over Arrange By: Date and click the RIGHT To

mouse button. A drop-down Arrange menu (like the one on the

right) will appear. You can click-on any choice. If you click-on — 5 -
Flag, your messages will be placed in Flag order (from the colors in =

the above Flag menu). Anytime you desire to change how your Subject

messages are arranged, simply RIGHT click on the Arranged By: area Type

and choose another order (Date, Flag, etc.). Flag
Attachments

E-mail Account
Importance

Categories
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Accessing you e-mail at home through a web browser

If you desire to access your Outlook e-mail at home, using a modem and an on-line service
provider (e.g. AOL), go to the following web address: http://mcgill.ucsd.edu

A tutorial for Outlook Web Access is located at mcgill by following the links.
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