Outlook 2000


[image: image1.png][ Inbox - Microsoft Outlook

Gtew - & |55 % Bprnd | isendireceive | ZyPrnd Ggorganee | @
nbox e
5 O of ffice Assistant Tz s
Folder Lt ubject =
Empty "Deleted e Folder

5 ) Outok Todoy - it 2 £ ad), Kenneth RE: Expense Report Wed 12/5/01 10:43 AM

B Calendar jul Fu: Availabilty Wwed 12/5{01 7:15 AM

@ Contacts e req New Regional Web Site Mo 12/3/01 11:37 AM

(3 Deeted tems e Loar F: End of DR-1331-NY Deployment 5un 12{2/01 3155 PM

tg Draits (1) o RRR Roster Tue 11/27/01 33 AN

o] 5

3 Joumal

@ Notes

&3 Dutbor

G Sentitems

D Tasks

@ Personal Folders
= PublcFolders

B Favotes

5B Al Publec Folders

B FEMA Video System Prosectues
B3 Mictoso Exchange Procecures
8 R4PUBLIC FOLDERS
B sacE

|5 —— |

5 ltems

St |[FEimbox - Microsoft Outl... &]Holmaiurk M -Micos. | B outook00doc - Micisait |E e s [BREe sam




[image: image30.png]New Pesonal Di:

ibution List Properies

DitibutonList | e |

e

Cancel

Help




[image: image31.wmf][image: image32.png]L EEEEEEEE———————————— | s e e

[t £t Yow o o Actns

|2~ & |03 X | gerenly foreplytoal 4@ rosard

| Bisend drecse | Baind Saoronce | )

ed lems (47)

Mai

Other

Inbox

Folder Lt
5B Otk T -
© Clendar
© Contacts
3 Deleted ltems (47
& Dratts (3
& linbox (18]
@ Joumal
© Notes
< Dubor
B Preferences
G Sentltems.
D Tasks
B Views
€ Publc Folders

PODDDEDDEDEDDDDEDEDRDDDDERERDDDD DD D)

NS

¢ D) gl From

ade Manuel
Robert Swartz
Mariyn Hiliard
Robert Swartz
Janice Mekon
iade Manuel
Gregq Rodg.
Elit Garcia
Jennifer Yu,
Ellt Garcia
Steven Crosby
Janice Mekon
Janice Mekon
Janice Mekon
Janice Mekon
Steven Crosby
Janet shep,
James Kely
CyBoyd
CyBoyd
Janice Mekon
Janice Mekon
James McDe.
Karen runyan

Jae Howett
CyBoyd

o' <bm,
3o Howett

webmaster
VickiLaird
Jane Teshan

subyect

New Def Files for Papa A &5
Repai o printers

Fud:F: Last of Region |
HP Printers

ReiTranslation

Test Message for Yius Protection Notfication

S5 Instalation For Regian I

Melssa Anti-Vius Update

Re:Fwd2]:Melisa Virus Word Security Patch

M ExchangefOutosk training at Mount Weather

Every Friday Maintenance Cal 10:30-12:30 1 (00) 3204330 C
POCs for Y2K CORRECTION 1!

POCs for Y2€

Re[2]:¥2K brisfing

V2K briefing

Every Friday Maintenance Cal 10:30-12:30

RIMERS Mallng List

Find:Y2K Upgrades o NEMIS Servers

as

as

V2K translation

Re:RE: HOLA

Federal Rol , Terrorism Consequence Management & Federal Re.
V2K Complance Report

asso

‘Anaunding microsaftcom Reistration Lngrade.

(9p) Mew Internet Co., Salomon Smith Barney & Morgan Starley.
DD Maintenance Release 1.10.10 - advance natice

15 change

[Fwd: To be young again]

Re: Fud[4]NEMIS & ADD

Re[3]: Order Cancellation #0225221

RE: Region IROC PC's

NEMIS

Received

Wed 3/31/99 1:32 P
Wed 3/31/99 12:24 PH
Wed 3/31/99 11:40 AM
Wed 3/31/99 10:42 AM
wed 3/31/99 3:00 AM
Wed 3/31/99 8:05 AM
Mon 3(29/99 3:50 PM
Mon 3(29/99 2:30 PM
Mon 3(29/99 9:00 AM
Thu 3/25(39 2:25 P
Thu 3(25(39 1:51 P
Thu 3/25(39 12:57 M
Thu 3/25(39 12:39 P
Thu 311839 2:55 P
Th 311839 12:10PM
Thu 3/18/99 9:50 Al
Thu 3118199 7:39 At
Wed 3/17/99 1:30 PM
wed 3/17/99 12:46 PH
Wed 3/17/99 12:45 PH

wed 3/17/99 12:40 PH
wed 3/17/99 10:52 AM
wed 3/17/99 10:21 AM
wed 3]17/99 3111 AM
Fri3/12/99 4:22 PH

Fii3/12/99 3:03 PH

463 Ttems, 18 Unread




[image: image33.png]My Documents

=1 & |8

[E] Attertion Network Personmel.txt
TloFTos-21.doc

Find Fles that match these search creria

Cancel

advanced.

Tnsert as-
© Textonly

& attachment
 shorteut

Fiename: |1

= Tesor ropery:

=] erdvow

Fils of type: [al Fies (*.1)

=] vast ot

oy time:

=] [ vewseasn

[2Fiefs) ound.




[image: image34.png]25 Inbox - Microsoft Dutlook |- [5]x]
[t £t Yow o o Actns

|22+ | & | 05 X | orenly ghorenlyto Al o Forward | €8 | 2 5end and Receive | B3rind Ggorganize | )
[Received © 2

Folder Lt x| [1/0 % glFrom [Subject
%} Oullock Today - [Malbox | () Moring, Scott  RE: outlaok 38 training-more changes 5at 5(22/99 11:02 AM
© Clendar 0O illerd, erlyn  FW:oulook 36 raining-mre changes 52 5(22/9 10:47 A
© Contacts
@ Deletedtems
@ Drstts
Bk
@ doumal
© Notes
< Duibor
D Sentltems.
D Tasks
€ PersonalFalders
D Publc Folders

Calendar

-

MyShotis
Other Shoteuts || ¢ | L]

3 ltems




[image: image35.png]led - Message (Rich Text)

[-Io0x]
[[ e ot tow et Format oo ctons i
o= @S ¢ @0 (@e]! 4]y Bom. B
[mawesery  w| 0 =|@|B 2 U
T
N
st
[Here is today's input for the sit rep. =

=]

DFT0521.dc




[image: image36.png]rlene Black Properties

Senices | alvey | Addssing |

The follwing information services are set up in this profie:

FersonalAiess Sook.
Personal Folders

Add Remove | Properies

Copy About

Show Profies.
T ] oow | | i |




[image: image37.wmf][image: image38.png]¥ Telephone

lessage (Plain Text) ([0
Fle Edt yew Insert Fomst [ook Acions Hep

Qoreply  oReplyto Al 9@ Forward | & X -4 0

From:  Gaudet, Wanda Sent: Wed 5/12/99 3:14 PM

To:  Bean, Jeff; Garcia, Elft; McDevit, James; Perkins, Roger; Donahus, Michael; Higgins, Coleen ; Reuer, Ed ; Waslaski Edie; #R1 Regional Staff
af ~RI-REGNOL(N)

o
Subject: _Telephone Listing

lere is & tewporary listing for some individuals in the DFO. I will be updating =
this on a daily basis until all nubers are here.

)

dio phone
Pumbers.

I | K






TABLE OF CONTENTS

Setting up your profile
First profile on the computer……………………………………………………………………………..1

Multiple profiles………………………………………………………………………………………….4

Outlook Basics


Opening Screen…………………………………………………………………………………………..8


Outlook Bar………………………………………………………………………………………………9


Preview Pane……………………………………………………………………………………………..9


Messages..………………………………………………………………………………………………10

Using Outlook Email


Reading Messages………………………………………………………………………………………12


Sending Messages………………………………………………………………………………………13


View Sent Messages……………………………………………………………………………………15


Replying to a Message………………………………………………………………………………….15


Forward a Message……………………………………………………………………………………..16


Printing a Message……………………………………………………………………………………...17


Deleting a message……………………………………………………………………………………..17


Filing Messages………………………………………………………………………………………...18



Adding Outlook Folders………………………………………………………………………..18



Creating Personal Folders………………………………………………………………………20



Moving Messages into Folders…………………………………………………………………21


Deleting Folders………………………………………………………………………………………...21


Saving files to another drive……………………………………………………………………………21


Address Book………………….………………………………………………………………………..23



Add to Contacts…………………………………………………………………………………23



Adding Internet Addresses to Contacts…………………………………………………………24



Creating Mailing/Distribution Lists…………………………………………………………….25



Edit Distribution Lists…………………………………………………………………………..26


Check Spelling………………………………………………………………………………………….28


Attachments…………………………………………………………………………………………….30



Reading Attachments…………………………………………………………………………...32


Archiving Information………………………………………………………………………………….33



Enabling AutoArchive………………………………………………………………………….33



Setting AutoArchive Folder Options……………………………………………………...……34



Manually Archiving…………………………………………………………………………….35



Retrieving Archives…………………………………………………………………………….36


Creating an Auto Signature…………………………………………………………………………….39


Out of Office Assistant…………………………………………………………………………………41



Standard Response………………………………………………………………….…………..41



Using Rules and Actions………………………………………………………………………..42

Working with Public Folders…………………………………………………………………………………...44

TABLE OF CONTENTS (continued)

Calendar………………………………………………………………………………………………………...45


Scheduling Appointments………………………………………………………………………………45


Scheduling an Event……………………………………………………………………………………46


Canceling an Appointment……………………………………………………………………………..47

Scheduling a Meeting…………………………………………………………………………………..48

Scheduling a Recurring Appointment………………………………………………………………….49

Task Pad……………………………………………………………………………………………………….50


Editing the status of a task………………………………………………………………………….….51


Assigning a Task……………………………………………………………………………………….52


Scheduling Task on the Calendar……………………………………………………………………...53

Outlook Today………………………………………………………………………………………………...54


Checking Folder Size………………………………………………………………………………….55

SETTING UP YOUR PROFILE

BASICS

You will need to set up your personal profile at every computer you plan to receive your mail.    If you are the first person to set up a profile in Outlook, there are several steps that you will not need to perform.  You will be able to set up the profile by clicking on the Outlook icon.  Once a profile has been set up, it will require you to set up your profile through the control panel.

FIRST PROFILE ON THE COMPUTER

1. Double-click on the Outlook icon

2.  The setup wizard will assist you in setting up your profile
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3.  Click on Microsoft Exchange Server (this will place a check mark in the box)
2. Click on Next
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3. Type in your server’s name that is specific to your region

Region 1 is R1EXM01

Region 6 is R6EXM01

Region 2 is R2EXM01

Region 7 is R7EXM01

Region 3 is R3EXM01

Region 8 is R8EXM01

Region 4 is R4EXM01

Region 9 is R9EXM01

Region 5 is R5EXM01

Region 10 is R0EXM01

Headquarters and Mt. Weather have a different sequence – see your mail administrator for your server name.

4. Press Tab
5. Type in Mailbox name – it is the same as your profile name (first name space last name)

6. Click on Next
7. Click on Next to default the travel prompt to no

8. On the personal address book screen, click on next.  If you have a need to access your address book that was previously set up on the network server in your region, contact your mail administrator for the proper path routing.

9. Click on Next
10. Click on Next
11. Click on Finish to exit the setup wizard and Outlook will automatically open

12. Click on Tools, select Services
13. Click on Properties
14. Click on Advanced tab 
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15. Click on the drop down arrow on Logon Network Security

16. Select none.

17. Click on Apply
18. Click on OK to exit the Exchange Server Screen

19. Click on OK on the Services Screen

MULTIPLE PROFILES

1.  Click on the Start button, select Settings, select Control Panel

2.  Double-click on the Mail icon

20. [image: image42.bmp]Click on Show Profiles
21. Click on Add to put your profile on the computer

5. Click on Microsoft Exchange Server (this will place a check mark in the box)
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6.  Click on Next
7.  Type in your Profile Name (Your name as it appears in the address book. Typically it is your first and last name  - put a space between names.

8.  Click on Next
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9.  Type in your server’s name that is specific to your region

Region 1 is R1EXM01

Region 6 is R6EXM01

Region 2 is R2EXM01

Region 7 is R7EXM01

Region 3 is R3EXM01

Region 8 is R8EXM01

Region 4 is R4EXM01

Region 9 is R9EXM01

Region 5 is R5EXM01

Region 10 is R0EXM01

Headquarters and Mt. Weather have a different sequence – see your mail administrator for your server name.

10. Press Tab

11. Type in Mailbox name – it is the same as your profile name

12. Click on Next
13. Click on Next to default the travel prompt to no

14. On the personal address book screen, click on next.  If you have a need to access your address book that was previously set up on the network server in your region, contact your mail administrator for the proper path routing.

15. Click on Next
16. Click on Next
17. Click on Finish to exit the setup wizard

18. Click on the drop down arrow and select your name
19. Click on Close
20. Double-click on the mail icon (again)

21. Click on Show Profiles
22. Select your profile name in the upper box

23. Click on Properties
24. Click on Properties of Microsoft Exchange server

25. Click on Advanced tab 
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26. Click on the drop down arrow on Logon Network Security.

27. Select None
28. Click on Apply
29. Click on OK to exit the Exchange Server Screen

30. Click on OK on the Services Screen

31. Click on Close
32. Exit the control panel by clicking on the X in the upper right hand corner of the screen

33. Double-click on the Outlook icon and it will prompt you to select the profile (this is your

  name)

34. You will then be prompted for your user name (first initial and last name), domain 

(which is NEMIS) and password
35.  Click OK
OUTLOOK BASICS

OPENING SCREEN

· Title Bar with Control Buttons (Minimize, Maximize, and close)

· Menu Bar (at the top of the window)

· Status Bar (at the bottom on the screen)

· Tool Bar (changes depending on which features you are using)

· Outlook Bar (on the left side of the screen)

contains shortcuts to main folders  and system operations.  You have the

ability to add/remove shortcuts, make them large or small, or completely 

hide defaults are in 3 groups – OUTLOOK SHORTCUTS, MY 

SHORTCUTS, and OTHER SHORTCUTS  (you can also create your own 

groups and move shortcuts to different groups)

· Information Viewer (occupies the majority of the window)

It displays items in the selected folder, application or shortcut

· Folder Banner (gray bar across the top of the Information Viewer)

Displays the current folder name

· Folder List (drop-down listing of all folders and shortcuts – looks like 

explorer)

· Office Assistant (Microsoft’s helper – must click OK before you can use 

· Outlook)
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OUTLOOK BAR

Contents of each shortcut bar

Outlook Shortcuts Bar  (icons are pictures) 

· Outlook Today

· Inbox

· Calendar

· Contacts

· Tasks

· Journal

· Notes

· Deleted Items

My Shortcuts Bar

· Contains all your mail folders

Other Shortcuts Bar

· Shortcuts to system and file management related tools (including My Computer)

Note:  If there are too many icons to fit into the window, a scroll arrow will appear.

PREVIEW PANE

It opens by default showing the contents of the selected message.  By using the preview pane, you almost never have to actually open a message.

Turning Off/On the Preview Pane

1. Click View on the menu bar, Select Preview Pane
Enabling and Disabling Folder List

Enable

1. Click View on the menu bar, Select Folder list
Disable

1. Click the X on folder list title bar

OR

Click View on the menu bar, Select Folder list
MESSAGES

Viewing Messages

You have many choices as to how your mail is displayed.  How your mail is displayed is a personal choice.

	VIEW CHOICE
	WHAT IS DISPLAYED

	Messages
	Message Header (From & Subject) based on time received

	Messages with AutoPreview
	Message Header plus the first lines of the message

	By Message Flag
	Messages that have been flagged

	Last Seven Days
	Messages from the past 7 days

	Flagged for Next Seven Days
	Flagged messages for the next 7 days

	By Conversation Topic
	Messages in categories based on subject

	By Sender
	Messages in alphabetical order by sender name

	Unread Messages
	Only messages that have not been read

	Sent To
	Messages in alphabetical order by recipient

	Message Timeline
	Timeline when messages have been received


1. Click on View on the Menu Bar

2. [image: image67.png]BoReply to Al



Current View (Notice what is checked.  This is how your email is currently being viewed.)

USING OUTLOOK

READING MESSAGES

1. Click on the Inbox icon to display the group or click on the folder
2. Double-click on the message you would like to read.  Note: if you have not previously read the message it will be bold.  

OR



Messages can be viewed through the preview pane

Note:  There will be several icons prior to the message. 
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	Red Exclamation Point – sent as a Urgent or High Priority Message
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	Down Arrow – message sent with low priority

	
	Closed Envelope – unread message
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	Open Envelope – read message
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	Open Envelope with an arrow pointing left – read message and sent a reply
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	Open Envelope with an arrow pointing right – read message and forwarded the message
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	Stamp with a green check – sent message was received and read
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	Stamp with a red X – sent message that was not read

	[image: image76.png]Create New Folder [21x]

Nsme:

Eolder contains
it Items <

Select where to lace the folder

@ Calendar |
© Contacts
(7 Deleted Items (53]
@ Drafts (3)
€ Inbox (15)
<2 Jound
& Notes
@S Oubox
@ Prefcences
Sentlems
Ko -

==





	Stamp with a green arrow – a delivered message
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	Stamp with a red arrow – Undeliverable message
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	Paperclip – message has an attachment
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	Flag – message has been flagged 
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	Piece of Paper with the Front of an Envelope – unsent message (Draft waiting to be sent)


To close the message, click on the X in the upper right hand corner OR click on File on the menu bar, select close to exit the message window.

SENDING MESSAGES

There is two ways to create a new email:


1.
Click on the New Mail Message          icon to make the dialog box appear

                            OR


Click on File on the Menu Bar then choose New, Mail Message

NOTE:  You have a new set of icons on the tool bar.

Once you have the create a message dialog box up:

In the TO. . . box  you have 2 options again

3. Type in the recipient’s name (if you have more than one name use a “;”

 (semicolon) and a space to separate the email name/address)





OR


Click on the TO button and a new dialog box will appear

· Type the last few letters of the last name.  Their name will appear in the lower left box.

· Highlight it (if not already) and click TO, CC, or BCC.  By clicking on the name it will turn blue to notify you that it has been highlighted

· When entire message is addressed, click OK to close the Select Names dialogue box.

4. Click into the CC: field or press the TAB button if you want to add a name to receive a carbon copy of your message. This is done the same way as the “TO”


5. Click into the Subject field or press the TAB button.  Type in the subject of your message.  It is always a good habit to have a subject on your messages.

6. Click into the large white area (the message body field) or press the TAB button.  Type your email message here.  You do not have to press enter at the end of a line.  The text will automatically wrap the next line.

7. Click on the Send button on the toolbar.  You will see the message being folded up and placed into an envelope.  A copy of the message will now be located in your Sent Items folder.

VIEW SENT MESSAGES
1.
Click on the Sent Items icon to display the contents of the Sent Items folder

2. Double-click on the message you would like to view

REPLYING TO A MESSAGE


You have two options on how you would like to reply.  You can either send a:

Reply back to just the originator of the message OR Reply to All of the recipients that received this email



1. Click on either Reply              or Reply to ALL                     icon to create a response.

2. Type your reply.  Notice the original message is attached to your response.  You will be typing your message above the original.

3. Click on the Send button               when you have completed your reply

Note:  When replying to a message, outlook will automatically address your message either back to the sender or to everyone on the original message.  It will also put a RE: in the subject field to indicate it is a replied message. 

FORWARD A MESSAGE


1. Click on the Forward button. You can have an open message when you perform this task or it can be from the inbox.

2.
Type the name or address of the recipient to whom you would like to forward this message OR click on the TO button to address the message.

3.
You can type a note above the original message if you choose.

4. Click on the Send button

Note: Outlook will automatically put a FW: in the subject field to indicate it is a forwarded 


message. 

PRINTING MESSAGES

1. Open the message you want to print by double-clicking on the message

2.
Click on File from the Menu bar. Select Print.  Click on OK
OR


Click on the Print icon

DELETING MESSAGES

Note:  You can delete messages from any folder.  It is a good habit to periodically delete messages from your Sent items.  When you delete items, they DO NOT disappear.  They are sent to the Deleted Items folder.  You can retrieve them at any time if necessary.  Once you delete an item out of the Deleted Folder, it is permanently deleted. 

1. Select the message you would like to delete.  Click on the message
2. Press the Delete key on the keyboard (just above the arrows) or the X on toolbar

 FILING MESSAGES

Filing your messages is a way for you to keep your Inbox empty.  It is also a way to organize your messages.  You can create main folders and subfolders.  Keep in mind; the folders and messages do count in the total amount of space allotted on the server for your email. An option to not have messages take up your allotted space is to create Personal Folders.  Personal Folders are not accessable in the field unless your computer is mapped back to those files on your regional server.

ADDING OUTLOOK FOLDERS

1. Click on File from the menu bar
2. Select New
3. Select Folder


 The Create New Folder dialog box will appear


4. Type the name of the new folder you would like to create

5. Click on Mailbox to create a main folder or any other main folder to create a subfolder

6. Click on OK
7. A prompt will come up asking if you would like to add it to the My Shortcuts bar.  If you say YES, then you will see the folder placed on the Folder List and an icon under the My Shortcuts Banner.  If you say NO, it will be added to the folder list only.  

CREATING PERSONAL FOLDERS

1. Click on Tools, select Services
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2. Make sure Services tab is showing.  Highlight (if not already) Microsoft Exchange Server.  Click on the ADD button.  Scroll down and select Personal Folder.
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3. Click OK
MOVING MESSAGES INTO FOLDERS

1. After you have read the message and closed the message window, click and drag the message to the appropriate folder in the folder list
NOTE:  If you want to move the message into a sub-folder, drag into that folder.  If the folder is not displayed, click on the plus sign do display sub-folders.

DELETING FOLDERS

1. Click on the folder name located in the folder list 

2. Press the delete key on the keyboard OR click on the delete key “X” on the toolbar

NOTE:  If you chose to have the folder listed on the My Shortcuts bar you will need to perform a few more tasks.

3. Click on My Shortcuts banner.

4. Click on the file folder you want to delete.

5. RIGHT click on the mouse

6. Select Remove from Outlook Bar
SAVING FILES TO ANOTHER DRIVE

Sometimes you would like to save a message on a floppy disk or on your hard drive in a file.  If it is a large file, it could max out your capacity in outlook.  This will allow you to not only save the information, but also free up your account size for other messages.

1. Open the message you would like to move

2. Click on File on the menu bar

3. Select Save As
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4. Click on the drop down arrow for Save In:

5. Select the location you would like to save this message

6. Click on the drop down arrow for Save as type to change it from a .rtf (rich text format) to Message format .msg.  This will keep the file in the format of Outlook file and save all the attachments with this message.
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7.
Click Save


ADDRESS BOOK

There are multiple address books available to you.  There are global, FEMA only, and contact listings.


1. Click on the Address Book icon 


ADD TO CONTACTS- 

1. Make sure that the name of the list is Global Address List
2. Type the last few letters of the last name in the “Type name or select from the list” area

3. Highlight the name by clicking on it (if not already highlighted)

4. Click on the Add to Personal Address Book button. A new window will appear.

5. Verify the information.  Click Save and Close
ADDING AN INTERNET ADDRESS TO CONTACTS

1. Click on the white rolodex card New Entry
2. Check to make sure New Contact is highlighted.  If not, click on it to highlight.

3. Click OK
4. Type in all the information of the person you would like to add. This is how the name will appear in your contacts.
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5.  Click Save and Close to add to your contacts
Note:  This can also be accomplished by opening a message, right click on the FROM to highlight sender, select Add to contact.

CREATING MAILING/DISTRIBUTION LIST

1. Click on Address Book on the menu bar

2. Click on New Entry (it looks like a white rolodex card)

3. Click on New Distribution List to highlight 
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4. Click OK
5. Type in the name of the mailing list you would like to create 
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6. Click on Select Members (for already created addresses in Global or Contact address lists)
7. Type the first few letters of the last name of the person you would like to add
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8. Click on their name to highlight it

9. Click on ADD to select as a member of your mailing list

OR

Double-click on the name to add as a member of your distribution list

10. Click on OK when you have added all the names to your distribution list

EDIT A DISTRIBUTION LIST

1. Click on the Address book icon 

2. Click on the scroll down arrow on SHOW NAMES FROM THE:, select Contacts
3. You may need to use the scroll bar on the right to find the distribution list you would like to edit.  All distribution lists are labeled with a double head icon.
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4. Double Click on the list to edit
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5. To remove a name: Click to highlight the name to be removed and click on the remove button.

6. To add names: Click on Select Members.  Names should already be listed in the address book/contact list or Add New if names are not listed in the address book/contact list.

CHECKING SPELLING

You can check the spelling of a message after you have finished typing if you prefer to check spelling all at once, rather than correcting mistakes as they occur.  You can also have Outlook ALWAYS check your messages before you send it.  

Spelling dialog box allows you to correct the entire document at once and change all occurrences of that word in a message.

1. Click on Tools on of the menu bar


2. Select Spelling and a new dialog box will appear

3. You have options to change, ignore, change all, ignore all, or add to your dictionary

Note:  Your computer may be set up with Spelling and Grammar.  To change the settings:

1. Click on Tools on the main menu bar, select Options
2. Select the tab for spelling and grammar
3. Check the box to have spelling checked before sending


-  To select Outlook to automatically check your spelling before your message is sent.

4. Click on Options button under spelling  (You must have a misspelled word to get into the screen.)

5. Check the box Always check spelling before sending

ATTACHMENTS

It is possible to send and receive attachments.  The recipient will be able to open, save, edit, and print the attachment you send them.  Any type of file can be attached to a message. 

Inserting a file is commonly known as file attachments.

1. Open a message window either by creating a new message, replying, or forwarding a current message

2. MAKE SURE your cursor is where you want to insert the file into your message.  It is extremely difficult to move the icon once the file is attached by clicking and dragging.

3. Select Insert from the menu bar, and then select file OR click on the paperclip icon

4. Choose Look in listing and designate the drive where the file is stored

5. Select the folder the file is stored, then the file you want to attach

6. Click on OK
OR

1.  Open a message window
2. Position the cursor where you would like the file to be inserted

3. Click on the attachment icon (a paperclip)

4. Choose the correct drive where the file is stored

5. Select the folder where the file is located and the file you want to attach to your email

6. Either double-click on the file or click OK to select the file to attach



READING ATTACHMENTS

Messages that are sent to you with an attachment are labeled on your information view with a paperclip beside the message in the information viewer.

1. Open the message by double-clicking on the message
2. Double-click on the icon within your message.  If you have the same program which document was created in, it will automatically open the document in that program.  (Word, Excel, PowerPoint, etc.)

3. You can save the attachment just like any other document.  It now becomes a file on 

    your computer/disk

ARCHIVING INFORMATION 

An archive is a portion of an existing outlook folder that is stored in a separate file.  Outlook will automatically archive items in the Calendar, Inbox, Journal, and Sent Items.  The system automatically searches for items that have aged and moves them into this specific file.  You can also tell AutoArchive to delete the items instead of storing them on your hard drive.  

ENABLING AUTOARCHIVE

1. Click on Tools from the menu bar

2. Select Options
3. Click on the Other tab

4. Click on AutoArchive
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5. Click in the box AutoArchive every ___ days

6. Use the up and down arrows to change the number of days you would like the system to archive

SETTING AUTOARCHIVE FOLDER OPTIONS

This option allows you to choose additional folders you would like to have AutoArchived.  An example would be if you would like to AutoArchive the Tasks folder.

1. Right Click on the Tasks Icon on the Outlook Bar OR right click on the Task folder in the folder list

2. Select Properties
3. Click on the AutoArchive tab
4. Click to place a check next to the Clean Out Old Items
5. Use the up and down arrows to change the length of time between archives

6. You have an option of having the items automatically deleted or saved in a file

7. Click Apply
8. Click OK
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MANUALLY ARCHIVING
You can have the system search for all files prior to a specific date to archive.

1. Click on File from the menu bar

2. Select Archive

3. Click on the file you would like to manually archive

4. Select the date you would like the system to use to search the files

5. Click OK
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RETRIEVING ARCHIVES

Keep in mind the files are automatically saved on your C: drive unless you specified another location.

1. Click on File from the menu bar

2. Select Import and Export
3. Select Import from another program or file
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4. Click on Next
5. Select Personal File Folders  (you might have to use the scroll bar on the right find this option)
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6. Click Next
7. Verify the file name is correct where you archived the information.  If it is not, click on the Browse button to find the file. All archive files have the extension of .pst
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8. Decide how you would like the duplicates handled when you import the information

9. Click Next
10. Select the folder you would like to import

11. Indicate where you would like the system to import the file
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12.
Click Finish
NOTE:  The Filter button allows you to describe the items you would like to retrieve.

CREATING AN AUTO SIGNATURE

You can create a signature to be attached to every message you send.  It could include your name, title, contact telephone numbers, a message.  You decide what it will display.

1. Click on Tools on the menu bar

2. Select Options
3. Click on the Mail format button
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4. Click on Signature Picker
5. Click on New
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6. Type the name of your signature messages

7. Click Next
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8. Type the text you would like displayed on all outgoing messages

9. You can change the fonts or attach a vCard (this is so they can automatically put your information in their contacts) by clicking on the appropriate buttons

10. Click on Finish
OUT OF OFFICE ASSISTANT

The Out of Office Assistant can be used to send an automatic message back to the sender notifying them you are not in the office or even on vacation and a return date.  The reply can be customized to send back any message you desire.

STANDARD RESPONSE

The same message will be sent to all messages you receive.

1. Click on Tools on the menu bar

2. Select Out of Office Assistant
3. Click to turn on the assistant

4. Type your response message
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USING RULES AND ACTIONS

If you would like to handle some messages differently instead of sending the same message to all recipients you would want to set up rules and actions.  You can actually tell Outlook to filter the incoming messages and perform different functions.

1. Click on Tools from the menu bar
2. Select Out of Office Assistant

3. Click on Add Rule

4. Type the sender or recipient names you want the assistant to look for, using semicolons to separate the names

5.  Click on Check Names to verify they can be found in the address book

6.  Select if you would like the assistant to look for messages sent directly or cc’d to you

7.  Type in any specific subject you would want to have the assistant search for you

8.  Select any of the actions you would like the assistant to take.  If you would like your messages forwarded to an alternate email address, check Forward and type in the email address.
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WORKING WITH PUBLIC FOLDERS

Network can create public folders and you can use them to share information with other Outlook users within the network.  A public folder is available to any user who has been granted the required permission.

These folders can be used to store and share ANY type of Outlook information, including calendars, tasks, contacts, or messages.  In addition, you can create custom Outlook forms to collect and display the data in a public folder.

You can also utilize these folders to maintain an area for bulletin boards where anyone can not only read, but also post and respond to messages.  

NOTE:  Public folders can only be created and designed by network administrators or other users who have the required permission to create and administer folders on the Exchange server.  However, anyone can read or access the information that is posted.

1. Click on the plus sign (+) next to Public Folders on the folder list. (You may have to repeat this procedure until all folders are listed

2. Click on the public folder you would like to view

3. The messages available to you will appear in the information viewer

4. Double-click on the message/information you would like to view to open the entire message


CALENDAR

One of the main reasons for keeping a calendar is so that you can track appointments, schedules, and/or upcoming events.  

SCHEDULING APPOINTMENTS

1. To open your calendar, click on the calendar icon [image: image23.png]


 on the Outlook shortcut bar or Click on the calendar folder from the folder list.
2. Choose which view you would like to see

-    Daily 

· Five Day Work Week

· Seven Day Week 

3. Click on the day on which you want to schedule an appointment from the 2 month calendar

4. Click in the time you want the appointment to begin

5. Type the name or a description of your appointment

6. If the appointment is longer than 30 minutes, click and drag the bottom of the appointment box to stretch to the desired time

SCHEDULING AN EVENT

The difference between an appointment and an event is that an event doesn’t have a particular time associated with it.  An example of this could be a birthday, anniversary, or a holiday.

1. Choose the view of the calendar you want to view (day, week, month)

2. Click on the date the event is to occur

3. Click on Actions on the menu bar, select New All Day Event
4. Type the name or description of the event in the subject field

5. Type the location of the event

6. If the event continues for more than one day, click on the drop down arrow on End Time.    Then click on the date the event is scheduled to complete.

7. Click on Save and Close button



CANCELING AN APPOINTMENT

1. Click on the appointment in the calendar you want to cancel to select the appointment


2.  Click the Delete button       the appointment will disappear from the schedule

RESCHEDULING AN APPOINTMENT

1. Change the calendar view so that it shows the date the appointment is currently scheduled and the new date is viewable (the monthly view is usually the best view to reschedule appointments)

2. Click on the appointment to select it

3. Drag it to the new day and/or time

OR

1. Double-click on the current appointment to open the appointment dialog box

2. Change the date and/or start time.  The ending time is automatically adjusted to keep the appointment the same length of time you originally scheduled

SCHEDULING A MEETING

This feature allows you to schedule a meeting electronically.  Outlook will automatically pick a time slot that is available for every participant and notifies him or her of the time and location of the meeting.

1. Click on Actions on the menu bar.  Select Plan a meeting.  A new dialog box appears.





2. Type the names of the people whom you want to invite to the meeting in the All Attendees column.  Press Tab after each name.  Outlook will automatically retrieve each person’s schedule so you can see who has free time to meet and when.

3. Pick a time when everyone is free by clicking on the time in the schedule area of the appointment dialog box OR click on AutoPick to have Outlook pick the time for you

4. Click on Make Meeting button.  Outlook displays the appointment dialog box.

5. Type in Subject for the meeting and the location.

6. Click Send and Outlook will send out invitations to attend the meeting.

NOTE:  If someone sends you an invitation to a meeting, you will receive a message with three buttons to reply to the invite.  They are Accept, Decline, or Tentative.  Clicking on these will notify the invitee on whether you will be attending.

SCEDULING A RECURRING APPOINTMENT

It is possible to schedule recurring appointments all at once, rather than scheduling each one separately.

1.  Choose which view you would like to work 

-    Daily 

· Five Day Work Week

· Seven Day Week 

· Monthly

2.  Click on the day on which you want to schedule an appointment

3. Click in the time you want the appointment to begin

4. Type the name or a description of your appointment

OR

If an appointment has already been scheduled, double-click on the appointment to bring up the appointment dialog box


5. Click on the Recurrence button to open a new dialog box.


6. Choose how often the appointment occurs and the range of the reoccurrence 

7. Click OK
TASK PAD

This tool is designed to not only list your “to do” lists, but to assist you in keeping track of whom you have assigned other tasks to and if they are completed.

NOTE:  The task pad is not available on the monthly view.

1. Click on the top line of the tasks to add a new task on the task pad (located in the lower right hand side of your screen)

2. Type in the task to be completed

3. Press Enter. You can type as many tasks you need
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EDIT THE STATUS OF  TASK

1. Double-click on the task you want to change.  A new dialog box will appear

2.  Click on the drop down box to change the status from Not started to:

· In Progress

· Completed

· Waiting on someone else

· Deferred
3.  Click on Save and Close



ASSIGNING A TASK

This allows you to note the task on your calendar and send a message to the person you are assigning the task.

1. Double-click on the task on the task pad you want to assign

2. Click on the Assign Task button.  [image: image25.png]8) dssign Task.



  A new dialog box will appear


3. Type in the address/name of the person to whom you are assigning the task

4. You have the option to be notified when the task is completed and to keep a copy of the task.  The check boxes accomplish this.  If you do not want either of these, click on the box to uncheck and deselect.

5. Click on Send.  Outlook will send a message with this task to the assignee

SCHEDULING TASKS ON THE CALENDAR

If you would like to set a date and time for a task to be completed along with reminders you will need to schedule the task on your calendar.

1. Click on the date you would like to schedule the task (you should be in the one day, 5 day or 7 day week view)

2. Click and drag the task to the calendar at the appropriate time
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3. Type any additional information in the white space

4.  Click Save and Close
NOTE:  Uncompleted tasks will be displayed on every day until it is checked.

OUTLOOK TODAY FEATURE

This folder will allow you to view at a glance all appointments you have scheduled, tasks remaining on your taskpad, the number of email unread messages.

1. Click on the Outlook Today folder from the folder list or click on the Outlook Today Icon on the Outlook Shortcut bar
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2. The outlook today will show you a summary of all your tasks, emails, and events upcoming on your calendar. This view gives you an overview of everything in your outlook that requires your attention.

3. You can also access any of the information by clicking on the item you would like to see.  Example: check your inbox – click on inbox and it will take you to your incoming messages.

CHECKING FOLDER SIZE

Since you are limited to 30 megabytes capacity for your account before it closes down and you are no longer able to send or receive messages, it is a good idea to check your folder size occasionally.

1. Right-Click on the Outlook Today folder from the folder list or click on the Outlook Today Icon on the Outlook Shortcut bar

2. Select Properties
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3. Click on Folder Size button
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4. Click Close 

Note:  Once the Total Size reaches 23,000 you will

receive a warning message that your account is 

approaching capacity.  You may need to clean out your journal, 

sent items, and/or deleted items in order to free some space in your folders.

You will receive another message when your mailbox size is 27,000 and you cannot send out email messages.

When you mailbox reaches 30,000 you cannot receive or send email messages.
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