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Windows Outlook Level 2

Creating a Signature:
Signatures are computer specific. They do not reside on the server or with your email account. You will
need to create a signature file for any computer that you use.

options 2|
1) Under Tools Select OptionS. Preferencesl Mail Setup  Mail Format |Spelling I Securityl Other I Delegates I
. . Message format
2) Clle on Mall Format' Choose a format for outgoing mail and change advanced settings.
3) CliCk on Signatlll‘es on the IOWGI‘ I‘lght. Compose in this message Format: IRich Text j
4) Clle on NeW. [~ Use M?crosoft ‘Word to edit e-mail messages
. . [~ Use Microsoft Word to read Rich Text e-mail messages
5) lee the Slgnature a name. Inkernet Format. .. | International Options. .. |
6) Clle NeXt- Stationery and Fonts
. . . . . Use stationery ko change your default font and style, change colors,
7) Type the signature information in the Signature % and add backgrounds to your messages.
box. (name, job description, location, phone). UREDERTbyets | Fhps |
8) Click on Font and Paragraph to format the o et |
. ignature
Slgnature. % Automatically include wour signature or attach an electronic business
. « o d {vCard) ko outgoing messages.
9) Click Finish.
. . . Signature For new messages: |<N0ne> j
10) Preview the signature and click OK. gnatureFor reges andforwardss  [ons> |
OF | Cancel | Apply |
11) Select the desired signature to set for new
messages Signature
g ' X . Automatically include your signature or attach an electronic business
12) If desired, use the same signature for replies and card {vCard) ko outgaing messages.
forwards, create a separate one, or leave as Signature for new messages: Fremch =
<N0ne>. Signature For replies and Forwards:
13) Click OK. Signatures...
When you open a new message the signature will
appear in the message window. ok | cancel | aoay

Using Follow-up Flags:
Flagging messages allows you to request a reply or a specific action. You can flag messages that you send
or messages that you receive.

1) To flag a message that you are sending: Artions | Help
a) Click on the New Message button. ) Mew Mail Message  Crl+h
b) Under the Actions menu, select Follow Up, or click on [ ® Folowip.. Culshites
the Flag on the Tool Bar.
Find All k
c¢) Select the type of flag you want for this message or 21xf
enter the text for your own flag. o e hos e ey you canmark  complter

Flag ta: =l Clear Flag | i
“

fore
Due B! [For Your Infarmation —1 |Mane j
Forward

Mo Response Mecessary
Read I Canicel |
Reply

e |Reply to Al
Review x
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d) Click on the down arrow to select a date. 21|

e) In the box to the I'ight, type in a time or select Flagging marks an item ta remind wou that it needs ta be fallowed up,
. After it has been followed up, you can mark it complete,
a time from the drop down menu.

f) Click OK. \Flagtg:rne;ﬂv\ | Clear Flag |

Due by |N0ne - ) |N0ne j
The person receiving your message will have a 4 Hovemberzooz b
ag beside the message in their inbox. SMTWTFS
flag g 2?%29303112 :ILCEll
. . . [ES— 3 56 7 8 9
In th? message header the aqzon requzre‘d‘wzll DT 1 19 14 15 10
be displayed. If a date and time are specified, a . 17 18 19 20 21 22 23
. . . 24 25 26 27 28 29 30
reminder will pop-up at that date and time. i S

Today | Mone |

|0 Reply by Wednesday, November 13, 2002 8:00 PM,

From: Brodd, Bonnie Sent: Mon 1174)2002 2:40 PM
2) To flag a message that you have received:
a) Open the message you want to flag.
b) Click the Flag icon in the Tool Bar. CoReply CHRephto Al OfForward & B | va—
¢) Click on the Follow Up button.
d) Select the type of flag you want for this message or, 21x]
if desired, enter the text for your own flag. e oo o a2 o Kot 10"
Flag to: allow up| Clear Flag | i
Due by r \"ur InFormation - INDne j
Forward
Mo Response Mecessary
Ry [ ] cone |
e |Reply to Al
X Review i
e) Click on the down arrow to select a date. 21X
f) In the box to the rlght’ type in a time or select a time Flagging marks an item to remind you that it nesds ko be Followed up,

After it has been followed up, you can mark it complete,

from the drop down menu.

g) Click OK. Flag to: IRepIy j Clear Flag |
The message in your Inbox has a small flag beside it. Dusby:  fnone | [here [~
(] D |?|Q|Frnm 4 Movember 2002 }|

* SMTWTFS
() ¥ Strauss, Peagy 290 3l 1 2 j L‘dl

: ; ; . — | sdse78s

A reminder will pop-up if you set a Due by time and 1011 12 13 14 15 16

. 17 18 19 20 21 22 23

date. 24 25 26 27 28 29 30

1234567

Taday I MNonge I

Marking a Message as Read or Unread:
Unread messages show as bold text in the Inbox. Marking messages as read or unread can be used to
manage mail.
1) Select the messages you want to mark.
2) Under Edit, select
a) Mark as Read to remove the bold formatting OR
b) Mark as Unread to apply bold formatting
TIP: Hold down the shift key to select a block of messages. Hold down the Control key to
select a number of individual messages
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Setting Auto-reply:

This is a message that automatically responds to all incoming email.

1) Under the Tools menu, select Out of Office Assistant.
2) Click on “I am currently out of the office” " Lam currently In the Office
3) Type in your AutoReply message. ' T am currently Out of the Cffice
4) Clle OK AutoReply only once ko each sender with the Following kext:
.. . . I am at & conference and will be back next \Wednesday, If vou have -
This is now an active message and will be sent as a reply to any questiors. ... =

any message received,

|4

Turning Off Auto-reply:
The next time Outlook is launched a prompt will appear to turn off Auto-reply. If not, do the following.

1) Under the Tools menu, select Out of x|
Office ASSiStant, % 1 am currently In the OFfice
2) Click on “I am currently In the Office” £ Tam currently Qut of the Office
3) Chck OK |7.0.utogeply only once to each sender with the Following text:
I am at a conference and will be back next Wednesday. If you have ;I
any questions please contact......

Recalling a Sent Message:
This feature is NOT reliable. Only an unread message can be recalled. There is a lag time between the
time you recall a message and it is recalled. Be aware that not all messages can be recalled successfully.

— 20
1) Open the Sent Items folder. e ey
2) Open the message that you want to recall. ) Lol .
3) Under the Actions menu, select Recall This Message. | [
4) Click on the appropriate selection if you also want to |5 room anes
replace the recalled message with a new message. 7 [
5) Click OK. i —

The person receiving the message will get a pop-up message saying that you want to recall this message.
They must click OK and the message disappears. If they have read the message, it will not disappear.

Using Contacts:
The Contacts folder is your e-mail address book and information storage for the people you want to
communicate with often. Use the Contacts folder to store the e-mail address, street address, multiple phone
numbers, and any other information that relates to the contact, such as a birthday or anniversary date.
1) Creating a Contact:

a) Click on File on the Menu Bar, choose New and select Contact.

.
i) Enter the name of the person. .

File Edit V¥iew Insert Format Tools  Actions Help

ii) Click on Full Name to add more complete information. Heveadcoss & 0 | v OB -+ -
Click OK. General | Details I Activities I Certificates ] All Fields ]
iii) If you want the Contact to be filed other than the default (last €2 %‘,L @f
name, first name), enter desired name in the File As box. ey |

File as: Smith, Mary 'I I
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b) Enter the address
i) Click on down arrow next to the address box to identify the type
of the address (business, home, other).

ii) Click on Address to add more specific detail.
Enter the email address

c)

mail

i) Click on down arrow to be able to add more than one ___————% '

) 5
email address.

d) Enter a UNIQUE word in the Display as: box.
When addressing a message and using this unique word, the

ehrraneAnnress—! |

Tﬁss... 1254 Ok Strest

Redmond Wa 95052

Hame

Business
Home

Cther ¥ This is the maiing address

v Imary@aul.cum

E-rmnail
E-rnail 2
E-mail 3

I {mary@htomail, com})

- | Imarxs@aal.cnm

. . . , . &1 E-mnail
Check Name function will locate this contact’s email address. e
Display as: IMar\,-' Smith (marysi@acl.com)

e) To view a map of the contact’s address, click on the yellow
symbol on the Tool Bar. An Internet map program will be

launched and an appropriate map will be displayed.

File:

EE Untitled - Contact

Edit ¥iew Insett Format  Tools

Eeemcall & 0 | v Q&

General I Cietails I Activities I Certificates

To add additional information about Contact, click on the Details
tab.

Enter desired information.

For Birthday and Anniversary, click on down arrow and use the
dropdown calendar to navigate to desired date.

If a save alert appears, click OK.

The birthday or anniversary will appear in the calendar.

Addressing a message to a Contact:
a) Click on New Message.
b) Enter the name of the contact in the To: box.
¢) Click on Check Names.
d) If you get a message that “Microsoft Outlook does not
recognize...”, click on Show More Names.
Click on Global Address List and drag to select Contacts.
f) Locate the desired contact.
g) Click OK.
The next time you use this contact, Outlook should recognize it and you will
to repeat this step, OR change the “Display as” entry to a more unique text!

2)

e)

nsert  Format  Tools  Actions  Help

S0 | YOG+

1| etals | ncuvies | cerficses | miFeiss |

[ione =l
4 November 2002 »
SmoiwTEs
EEEEERE
sade s 0

101012 13 14 15 16
17181920 21 22 23
242526 27 26 29 30
1234567

Today Naone
x
Microsoft Outlaok does not recognize "frazier” o
Help
Would you like to:
 Create a pew address for "frazier?
{+ Change to
Properties |
No S i 3] -
ru """""""" = Show Mars Mames, .
. x|
Global Address List j
~ |Glabal Address List
Al Address Lists
h All Contacts
nOt ave = Al Groups
o
All Users

Public Folders
S810utiook Address Book

3) Sorting Contacts: (By default, contacts are sorted by the contents in the File as field)

Click on Contacts on the Outlook Bar.
Click on View on the Menu Bar, choose Current View
and select By Category.

a)
b)

B pew -

& contacts - Microsoft Dutlook

Fle Edt View Faverites Tooks

S| v B 5 |[Bornd % @ Twe s contact tofind
& = ® Contacts

actions  Help

D,

)

d)

If no contacts appear, click on the + next to Categories
to spill the contents of your Contacts folder.

Click on the column heading to sort the contacts (i.e.,
click on Full Name to sort contacts by full name; click
File As to sort contacts by the file as entries).

Qutlook 5., | | Folder List

Instructional Technology Curriculum
Bellevue School District, Bellevue, Washington

4/22/05 Page 4 of 6

Cutlock Today - [Maibox - 5
8 Calendar
£ Contacts

Look for: = SearchIn~ Contacts
[]8|% |Fulhame T |Company  |File As

Click here ko add & new C...




4) Editing a Contact:
a) Changing the content in the Contact information.
1) Click on Contacts on the Outlook Bar.
i1) Locate the desired contact, double click on that contact, and make desired changes
b) Changing how the contact is filed.
i)  Click on Contacts on the Outlook Bar.
11) Locate the desired contact and double click on it.
iii) Contacts are filed by what is entered into the File as window; click in the File as window and
enter desired text.
5) Deleting a Contact:
a) Click on Contacts on the Outlook Bar.
b) Locate and click on the desired contact to be deleted.
c¢) Click on the Delete button on the Tool Bar, or press the Delete key on the keyboard.
6) Creating Contact folders: (This is used to organize contacts) i
a) Click on File, choose Folder and select New Folder.
b) Enter the name of the contact folder.
c) Click on Contacts to highlight /select that folder.
d) Click OK; folder is created in the Contact Folder.

e) Moving Contacts to a folder: T e ——
i)  Click on Contacts in the Outlook Bar. e | S 05X 5 - ] |8 ot
i1)  Spill the contents of the Contacts folder in the Folder List
(to display the folders in the Contacts folder).
iii) Click and hold on the Contact to be moved, and drag to

the desired folder in the Contacts folder list. = ;%[{Z;; :‘:‘j’t e ‘ ;f:.;fi'é‘nfi
iv) Contact will appear in the desired folder. e e s con
v) Copy a Contact, leaving a copy in the general Contacts folder AND placing one in the desired
folder:

(1) Click and hold on the Contact to be copied.
(2) Press and hold the Control Key, and drag the Contact to the desired folder.
(3) The Contact will appear in BOTH the list of Contacts AND in the desired contact folder.

7) Finding a Contact: {® Inbox - Microsoft Dutlook =1

a) Click in Type a contact to find File Edit Miew Fawvorites Tools  Ackions  Help
window of the Tool Bar.

b) Enter the name of a contact and
press Enter.

8) Printing Contacts:

a) Printing one contact:

i)  Enter name of a contact in the Type a Contact to find window of the Tool Bar and press Enter
to display the desired contact.

ii) Click on File on the Menu Bar and select Print, and proceed with printing that contact.

el Mew ~ X | fEJReply to A G Forward | Type aconfack ko find -
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b) Printing all contacts:
1) Click on Contacts on the Outlook Bar.

ii) Click on File on the Menu Bar and select Print.

e X
printer
iamei [\ihelpdeskis4ceLoGs =] Properties

iii) Scroll through the Print style menu and click to highlight the one
desired (choose one and click on Preview to see the results).

iv) Click on OK.

9) Sending a Message to a Contact:

a) Click on Contacts on the Outlook Bar.
b) Click on the desired contact.

atus:  Ide

e IP_162.78.34.194 T Print to fle

i

Tekironix Phaser G&0N by Xerox

WISC4 BLDGE

|| | e (S
Define Styles.. Mumber opie

¢) Click on New Message to Contact icon on the Tool Bar; a new message

will appear addressed to desired contact.

10) Adding a sender to Contacts:

a) Open the message that has a sender or recipient whose name is to be added to contacts.
_

File Edt View Favorites Tooks

b) Right click on the desired name and select Add to Contacts.

¢) Complete the information on the contact window.

d) Click Save and Close; name and e-mail address is added to

contacts.

Sending a Distribution List (or Contact):

1Y)
2)
3)
4)

5)

Open a New Message.
Click on Insert on the Menu Bar and select Item.
In the Look in window, click on Contacts.

In the Items window click on the distribution list (or contact)

to be sent.
Click OK; distribution list (or contact) appears as an

attachment in a new message; complete and send the message.

Ebew | & DY X | Goreply &

18 Contacts - Microsoft Dutlook

Edit Wiew Favorites Tools  Ac
fluew - | &Y XK | ¥ D 2u -

Fle Edit Yiew Insert Format Tools

GoReply | SHoReplytoll | 4 Forpard S

& o % Inbox From:

@ Folder List To: s Froperties.
Outlook Today - [Mailbax Ce; Send Otwunsm
@ B Calendar Subject:  Music Be IR
(= Contacts Look up Contact  f——
Outlook L@ Family e
Today P 2 Friends Lastyeart cut | Di
(3 Deleted Items {1¢1 E”Dty erfu
i 8 Drafts (1) we needyc  Fate sy
£ Inbox (5) clear as
el Ea{hat ssUe Programs £ select al ou
_ HE W2 ‘ s
Insert Item 21|
Lookin:
= Maibox - Shoemaker, Jm - oK |
i B Calendar
nkacts cancel
Deleted Items (135)
Drafts (7}

| @G Inbox (2)
H T Infected
i3 ounal

Trems:

Insert as
" Text only
& attachment
;l " shorteut

0| 8|Fiedas  +

bnp
bnt

Brodd, Bannie
Francisca, Toni

Harris, Karen
john

EEEER

Moving a Distribution List (from a message to Contacts):
Open the message that contains the distribution list (or contact).

1))
2)

3)

4)

Arrange and size the message window so that BOTH the
message window with the distribution list AND Folder
List are visible.

Click and hold on attached distribution list (or contact)
and drag it to the Contacts folder.

The new Distribution list is now available for use.

| 20b Title: | Compary -
Teacher

il distriblistpix § 1) Tnbos: - Microsoft Dutlaok i il
Ble Edt Ve B g vew Favertes Took  Act

DEHES P -

<4 Momal

¥ Untitled - Message (Rich Text)

Els Edt Yew [nset Format Tooks  Actions  Help

& D3 K | GiReply $URsl - Oypeply | oreplytoal | oG Forward | & Bn | ¥ 1% X

& = & Inbox From  Shoemaker, Jm
& - et e To Shoemaker, Jim
Outlook S, Falder List x @
Final Shauing Ma =1} Outlaok Taday - [Mailbox -
@ Calendar Sz
E@ B 2 Contarts @
Streenshot | Qutiook (J Deleted Items (135
Lo - Drafts (7) brp

2 Inbox (2)
@ A Infected

423 Journal
Inbox (2} 13 Notes

€33 outbox
<2 g

47 Sent Ttems

G Tasks
Calendat o @ Public Folders

o

%] .
Cortacy |
My Shortcuts

" ot sho L |

30 Ttems, 2 Unread

yyyyyyyyyyyy
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Fhone: 425-456-4653
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