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Windows Outlook Level 4

Working with Messages

Renaming the subject of a message:

1) Open the message you wish rename.

2) Click in the subject line and delete the original subject.
3) Enter the desired subject.

4) Click Yes to save changes.

Searching for Messages:

1) Click on the Find button in the Toolbar.

2) Enter a key word in Look for:

3) Click on the down arrow next to Search In and
select desired folders.

4) Click on Options and select Search All Text or
remove the check to search the subject field only.
Using Advanced Find Feature:

1) Click on Options and select Advanced Find.

From: Welch, Spencer
T - Sammamish-3taff
e

=T uy a0 Ehe new subject here

Lok fior: » SearchIn~ Inbox  Find Now Options =
Inbox
Al Mail Folders

Options ~ | ® |

Mail I Received

Search Al Text in Each Message

2) The default is Messages but click on the down arrow to

search for files, notes or tasks.

3) The default is your Inbox but click on Browse to search

other folders.

!| [ |\7|Q|From |Sub]ect |Recewed v
Choi, Mark IMeeting this afternoon ‘wed 3/5/2003 9:36 E
(=] Laird, Milie STUDENT AMD PARENT BLOC... Wed 3/5/2003 215 AM

Mail I Sent
Chaose Folders... advanced Find. . Chrl+shift+F
-[o] x|
Ele Edt Vew Toos Help Type a question for help v
Laok for: [Messages x| i [inbox Browse.
Messages | more Cheices | Advanced |
Searchfor the vordisy | = B
In: [subject field orly ]| Mewsearch
From. [
Senk To. [
I~ where Lam: [the erly persan enthe Toline = q
Time: [rare =] e |
I 4

Sorting Messages in the Inbox:
1) Using the column headings in your inbox,
click to sort messages by sender, subject or

date received.

2) Columns will sort in ascending or
descending order. Note the small arrow in
the selected column heading.

Changing the Views of Mail Folders:

1) Under View drag to Current View. The default is
Messages.

2) Drag to By Conversation Topic. This allows you to
follow a set of messages and to see the number of
messages for that topic.

3) Click on the + to see the related messages.

4) Under View drag to By Sender. This will sort the
messages in alphabetical order by sender and give you
the number of messages in your Inbox from that sender.

5) Click on the + to display the messages.

Current View

£d

‘ El Messages

I 5o Ta 3 Messages with AutoPreview
H Dutlook Bar By Follow-up Flag
—| Folder List Last Seven Days
Preview Pane Flagaed For Next Seven Days
-@ AutoPreview By Conversation Topic
By Sender

Reminders Window Unread Messages

Sent Ta

Toolbars »
m Status Bar Message Timeline
@ quote of the da Customize Current View...
5B Sammarnish Define Views. .
£ Student assignme|
Format Columns...
%7 Technolog:

H Conversation ; Pleas oS Schoo et Organization Meeti

18" Strauss, Peagy Flease revie... Mon 2/2... 22,
i) Mascimentao, Ronalda F RE:Pleaser... Mon 2fZ... 2KE
iz} Shoemaker, Jim RE: Fleaser... Mon Z/Z... 3KE

1 From : Barber, Jnanna 1(1 item)
2+ From : Ba otk (2 i il
okt (5 items)

i) Publishing Folder Thu12f1... 1KB
i RE: zurich account Wed 12/1... LKE
) 8 Teacher Workstation Server Q &4 Tue 12/1... 46..,
=) WS kraining Mon 12/9... LEB
=) P PLAN C....For your consideration! ! Thu 12/5)... ZKB
= i W PLAN C....For vour consideration!! Thu 12/5/... 83KB
) @ Teacher Workstation Server Q &4 Wed 12/4... 47...
i Windows web sccount creation confirmatio Med 1214 B
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Emptying Deleted Items Folder:

To Automatically Empty the Deleted Items fol

1)

2)

3)
Deleted Items folder:

a) While in Other Options, click Advanced Options.
b) Clear the Warn before permanently deleting items check box.

¢) Click OK.

4) To exit Options window, click OK.

To Manually Empty the Deleted Items folder:

On the Tools menu, click Options, and then click the Other tab.
Check the Empty the Deleted Items folder upon exiting box.
If you want, turn off notification before automatically emptying the

der:

1) In the Folder List, right-click the Deleted Items folder.
2) Click Empty “Deleted Items” Folder on the shortcut menu.

Automatically Spell Checking Messages:

1) Under Tools, select Options.

2) Click on Spelling.

3) Select Always check spelling before sendi
4) Click OK.

Working with Outlook
Keyboard Shortcuts:

options 2]
Preferencesl Tail Setupl Mail Format  Spelling |Securlty I Other I Delegates I
General options
y ¥ always suggest replacements For misspelled words
v @lways check spelling befare sending
]—r/’ [~ Ignore words in UPPERCASE
[ Ianore words with numbers
[V Tanore original message text in reply or forward
¥ Use utoCorrect when Word isn't the e-mail editar,
AutoCorrect Options, .. |
Edit custom dictionary
I Add, change, or remove words From your cuskom dickionary.
Edit... |
Inkernational dictionaries
@V Choose which dictionary ko use when checking your spelling.
Language: IEninsh (U5 j
0K I Cancel | Apply

For Calendar:

To create an new item or file:

CTRL + SHIFT+A = Appointment
CTRL + SHIFT+C = Contact

CTRL + SHIFT+L = Distribution List
CTRL + SHIFT+E = Folder

CTRL + SHIFT+M = Message

CTRL + SHIFT+Q = Meeting Request
CTRL + SHIFT+K = Task

ALT + C Accept invitation
ALT + D Decline invitation

Standard MS Office shortcuts:
CTRL + X= Cut

CTRL + C= Copy

CTRL + V= Paste

CTRL + P= Print

CTRL + A= Select All

For e-mail:

CTRL + R= Reply to a message

CTRL + SHIFT + R= Reply all

CTRL + F= Forward

CTRL + SHIFT + B= Display Address Book
CTRL + SHIFT + I= Inbox

CTRL + D= Delete
F7 = Spelling and Grammar

Other Shortcuts:
CTRL + E=Find
CTRL + SHIFT + F= Advanced Find

Instructiona

F1 = Help
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Customizing the Toolbar:
To add an icon to the Inbox Toolbar:

1) While in the Inbox, under Tools drag to select Customize.

2) Select Commands tab.

3) Click on File under Categories and Appointment under
Commands.

4) Drag the Appointment icon to the Toolbar in the Inbox.

To remove an icon from the Toolbar:

1) While in the Inbox, under Tools drag to select
Customize.

2) Click on the icon in the Toolbar and drag down and off to
remove.

To add an icon to the Message Toolbar:

1) While in a New Message, click in the body of the
message, then under Tools drag to select Customize.

2) Select Commands tab.

3) Click on Tools under Categories and Spelling under
Commands.

4) Drag the Spelling icon to the Toolbar in the Inbox.

To remove an icon from the Toolbar:

1) While in the Inbox, under Tools drag to select
Customize.

2) Click on the icon in the Toolbar and drag down and
off to remove.

To reset the Toolbar to the default settings:
1) Under Tools, drag to select Customize.
2) Click on the Toolbar tab.

3) Select Reset and then Close.

Delivery Options: This feature is not currently

Toolbars  Commands I Ciptions I

T add a command to a toolbar: select a category and drag the
command out of this dialog box ko a boolbar.

Toolbars  Caommands | Options |
To add a command to a taolbar; select a category and drag the
command out of this dialog box ko a toolbar,
Categories: Cormmands;
Mew » ﬂ
=l Mail Message
%] Postin This Folder
4 Folder...
|E| Appointment |L|
Selected command:
Description | Madify Selection '|
o

available. Do not use.

1) While in a New Message, click on Options.

2) Under Delivery options, select Do not deliver
before.

Cateqories: Commands:
File | I oing.. N
Edit |~P (P |
Wigw €, Check Names
Insert
Farmat B Address Boak...
Call Contact 3
Redial L 3R]
Selected command:
Description I IMadify Selection, =
2
Delivery options
@ r Have replies sent to: I
¥ Save senk message bo: ISent Ikems
IV Do ot deliver before: [3/10/2003 x| [eio0 am i
[~ Expires after: |None j |12:DD AM j

3) Select desired date and time.
4) If your message is time sensitive, select Expires
after and select desired date and time.

Other Outlook Features

Scheduling a Meeting: when attempting to schedule a meeting, the calendars of
participants are accessed to determine a time when everyone is available.

1) Open the calendar.
2) Click on New to open a New Appointment.

3) Enter desired information regarding the meeting (i.e., Subject, Location, Date for proposed

meeting, etc.).
4) Click on Scheduling.
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5) Enter the name of an attendee for the meeting (begin to Appointment | Scheching |
type and the name will automatically enter into the

X Zoorm: IIDD% (Day Wiew) j
“Click here to add a name” box), and touch Enter; L:00
likewise, add the names of other attendees. [ Al ttendees j—

=1 @ |shoemaker, Jim

Click here to add a name:

appointment | Scheduling |

6) Appointments for the attendees will appear

Zoom: [100% (Day Yiew) | foril 29, zo03

tO the right Of their names. .. - 100 8:00 9:00 10:00 11:00 1z:00 1:00 2:00 3:00
. . . . All Attendees
7) The top bar will indicate the times when Erw
one or more attendee names are busy. [T T —

8) Click in a time box to select a time when
all attendees are available.

9) Set the “Meeting end time” at the bottom
of the window.

10) Click on Appointment. L
ot v || oatire v |\ [z | [ ]

B AUEDPick Next »2 Mesting end time: | Tue +/29/2003 x| [itooan |

11) Check over and edit the Appointment st & 0 [ s, Gcmtoon., | 0 4| X ).
. . Agpaintment | scheduing |
lnformatlon‘ | tnvitations have ot hee: sent for this meeting.
12) Click Send to send the invitation to the 7| o e S
Subject: |
attendees. s | | e T
Frystarttine; [T sizoeons v| [iuooam v | I all day event

13) Responses to the invitation will be available for the person who originates the invitation.

Rules for Out of Office Assistant: rules allow for options when using this function, rules
created in Out of Office Assistant run only when Assistant is turned on!

1) While in the Inbox, click on Tools on the Menu Bar and select Out of Office Assistant.

2) Click Add Rule.

3) Under “When a message arrives that meets mt ]
the following conditions:” specify the _ x|
conditions of the rule that the message must B ) ) |

. . Sent To... | | Help |
meet in order for an action to occur. I sent drecty tome = Conid (G tome

4) Under “Perform these actions,” specify the subject: | avanced... |
desired options (more than one option can be Messags body: | Check ames |
selected). Perform these actions: [~ Do nat process subsequert: rules

5) Click OK. t [ alertwith  Ackion,. |

6) To activate the Out of Office Assistant, click on %™ Delete
button next to “I am currently Out of the B e ||
Office” and click OK. B ame o ]

W& Forward Toi,., | |

Method:  [Standard =
Cpl Replywith  Template, . |
P [ custom | =

Filtering Out Junk Mail: 1o specify a way of dealing with junk email (junk email and Adult
Content email); Outlook contains a “Junk Senders” list that can be added to.
1) Click on the Organize button on the Tool Bar.
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2) Click on Junk E-Mail.
a) To move all Junk messages:
1) Click on window displaying “Color” and
select “Move”
ii) Click on the blank box and select the

@ Automatically | move ¥| Funk messages to B

Tum on 8

Junk E-Mail
= |Deleted tems
© Automatically | color 7] Adult Content me g oo I

Tum on

desired location (Deleted Items) for Junk
messages.
iii) Click “Turn On” button to activate the
filter.
3) To add messages to the Junk Mail list:
a) Right-Click on a message to be identified as
Junk Mail
11) Select Junk Mail, and Add to the Junk
Mail senders list
¢) Messages from that sender will be added to
the appropriate list and filtered as desired

ed 3122003 1210
9:2

5/3/2003 2135 P
lon 3/3/2003 2:27
Mon 3/3/2003 9:19 A
Wed 2/26/2008 7:19,

(CIAL SEMINARS - SCHE...
(CIAL SEMINARS - SCHE...
(CIAL SEMINARS - SCHE...
& Needs Revisting

eeeeee

& et
Linda

cteod B¢ Reply
N Replyto il

 |ell Adult Content messages

[ et gz I

Ackdto Adulk Content Senders st |

- Automaﬁcanylcglgr vl Junk messages IBIue vl Turn an | 4) TO Edit the Junk Senders LiSt:

o Automatically lm Adult Content messages lm a) Cth on Organlze' .
Tum on | b) Click on Junk Email.

¢) Select the link for more

The Tunk and Adult Content filters identify messages by looking for key 0 tiOHS

words. They are not 100% accurate. For more options click here. p ) .

' ' d) Seclect Edit Junk Senders.

e) Edit or Delete.
f) Click OK.

Color Coding Messages:

1) Click on Organize in the Toolbar

a) Select a Color Automatic Formatting, ..
b) Select from or sent to
¢) Click on a message in your Inbox ¢ Color messages [fom | |Barcus. Scot

to select the person

d) Click on Apply Color

Red

- Apply Color |

@ Show messages sent only to me inIEHUE 'l

e) To color messages sent only to Turn on
you (not a distribution list), select

a color and the click Turn On

Message Templates: creating a template for a message to be frequently used (i.e., a message that

would require only slight modifications like reporting on a student’s progress); the message, when
launched would come up as a New Message.

1) Open a New Message.

2) Enter the desired text in the Subject, and in the body of the message.

3) Click on File and select Save As.
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4) Click on Save as type: and select
Outlook Template.

5) Click on My Documents

6) Click Save; the message will be
there whenever the template is
needed; click on the template,
complete the message and send it.
(When the template is opened, it
will always come up as an untitled
message).

2=

Save in: I@ My Documents j - @ x5 + Tools +
|_1B=nnstt
|i#] History
| misc

@ i3 My Data Sources
DR @My Fictures
m Diesktop ol

D Security
_# | Favorites |

@E I¥ly Metwork
~ Places

5 Ward

“4 Publisher

’_\q PowerPoint W] =

Ay Excel

N Arcess

Cutlook, Template
Message Format

File name;

[«

Save as bypet |pich Text Format

Save
Cancel
A

Working Offline: Working offline gives access to information regardless of connection to email
server. This feature is problematic when VPN is used. Loss of data may occur.
1) Set up offline folders (the following process will make these folders available offline: Inbox,

Outbox, Deleted Items, Sent Items, Calendar, Contacts, Tasks, Journal, Notes and Drafts)

a) Click on Tools on the Menu Bar, and then choose E-Mail Accounts.

b) Click on Next.

¢) Click Change.

d) Click More Settings.

E-mail Accounts

E-mail Accounts
‘ou can change the e-mail sccounts and directaries that Outlook uses,

21x

CH

E-mail
" Add a new e-mail account

& Hiew or change existing e-mail accounts:

Directory
" Add a new directory or address book

£ Migw or change existing directaries or address books

< Back Nest»

LClose |

E-mail Accounts

E-mail Accounts
‘fiou can seleck an account and change its settings or remove it,

2|

<

Qutlook processes e-mail for these accounts in the Following order:

Exchange (Default) dd
Add..,

Bemove

| Twpe | hange...

E-mail Accounts

Exchange Server Settings
You can enter the required infarmation to connect to your Exchange server,

2lx

&

Type the name of your Microsoft Exchange Server computer. For information, see your system
administrator.

Microsoft Exchange Server:

Type the name of the mailbox set up For you by your administrator, The mailbox: name is usually

YOUF USEr Name,
Check [ame: |

User Mame:  |Shoemaker, Jim

More Settings ...
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e) Click Advanced tab and then click Offline x|
I?()ld.er File Settings buttOl’l. General Advanced |Cunﬂe:liuﬂ| Remote Ma\ll

~Mailboxes

©pen these additional mailboxes:

Add..

Remove

—Encrypt information
™ When using the petwork
™ when using dial-up networking

Logon network security:

IPasswurd Authentication j

OFffline Eolder File Settings. ..

f) In File box the path should be: x|
Data\MICI'OSOft\OuﬂOOk\OuﬂOOk.OSt. File: DatalMicrosoftiOutlookioutlook. osk Browse |
g) CliCk OK, Encryption Setting
1 : " Mo Encrypti
h) Click Yes on prompt to create this folder. e
i) Click OK again and then click Cancel. " Best Encryption
Compack Maw | Reduces the size of your offline
— folder file
Disable Offline Lse | The offline Folder file wil not be
= opened on startup
’TI Cancel | Help |

Make Address Book Available Offline:
a) Click on Tools on the Menu Bar, choose Send/Receive and select Download Address Book.
b) Click Full Details (if encryption is desired) x|
OR NO Details fOI- a quicker download‘ Microsoft Exchange Server offline address book:
¢) Click OK; Address Book will download el e R
from Exchange SErver. r—Information to download

" Full Details

¢ Mo Details, This choice takes less time to download
the offline address book, However address details
are not provided and you cannot send encrypted
messages with Remote Mail,

—Address book

Choose address book:

I'l,GIobaI Address List j

Cancel |

To Automatically Synchronize Folders (folders will synchronize automatically when starting up and

shutting down Outlook when online):

a) Click on Tools on the Menu Bar, choose Send/Receive Settings and select Define Send/Receive
Groups.

; ; 7/
b) Under the When Outlook is online select the e s syt oo o
. 2N eceive group contains & collect I?H OF QUElDOk, SCCouUnts ani
desired check boxes. =y s et 1ty e ot o
when Outlaok is online and offline.
C) Ul’lder the »» hen OllthOk 1S Ofﬂlne SeleCt the ruuDName SendfReceive when

New...

desired check boxes.

d) Click Close. Ed...

Copy...
Remove
Rename

Setting For group “All Accounts"

when Outlook is Online:
¥ Include this group in sendjreceive (F3),
I¥ Schedule an automatic sendjreceive every | 1 _I:l minutes,
¥ Perform an automatic send/receive when exiting,
when Outlook is OFfline
IV Include this group in sendfreceive (F3).
[ Schedule an automatic send/receive every. | 1 _,j minutes.

Close
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4) To Manually synchronize folders:

a)

b)

To synchronize the selected folder:

1) Click (select) the folder to be
synchronized.

11) Click on Tools on the Menu Bar,
choose Send/Receive, and select This
Folder.

To synchronize ALL folders for offline

use, click Tools on the Menu Bar, choose

Send/Receive and select Send and

Receive All (or press F9).

sue - Microsoft Outlook

View  Favorites | Tools | Actions  Help

¥ EeReply ﬁ?ﬂ

Folder List
#-13 Deleted Ite|

-5 Drafts (1) Find Ctr+E

=163 Inbox (5}
=

JT=(ES

Type a question for help =

Send/Receive 3 | gend All

SendfReceive Settings 3 This Folder {Microsoft Exchange Server)  Shift+Fa

Dial-Up Coninection 3 Send and Receive fll Fa

Address Book...  Chrl+Shift+5 1 Microsoft Exchange Server

2 Al Accounts

achat i Advanced Find...  Ctrl+Shift+F Download Address Book...

a-schoo Find Public Folder ...
Bennett

%0 Organige wed 1.,

55 Rules Wizard,. eachFirst Chat  Wed 1., j

Mail Merge: it is possible to use the information from the Contacts folder in a WORD document
for form letters or labels. The process involves exporting the Contacts information, and using that
data source to mail merge into a WORD document. Which contacts are to be used for mail merge
can be identified in two ways:

Select contacts from Contact list by clicking on them while holding down the CTRL key

Creating a separate contacts folder and copying only desired contacts to that folder

1) Click on Contacts on the Outlook Bar.

2) Click on the desired Contacts folder, or select the desired contact. For multiple contacts hold
down the CTRL key.

3) With desired contacts showing, click on Tools
on the Menu Bar and select Mail Merge.

4) Under Contacts, click on desired option.

5) Under Fields to merge, click on desired option.

6) To merge into a new document, click on OK.

7) WORD will be launched with the mail merge
tool bar displayed.

8) Complete the mail merging process using
WORD.

Mail Merge Contacts 2=l
Conkacts Fields tomerge ——

&l conkacts in current view: il contact fields

 Only selected contacts " Conkact fields in current view

To filker contacts or change the contact figlds in the current view, go ta the "iew" menu and click.
“Customize Current Yiew" on the "Current Yiew'" menu.

Docurent File

% Mew document

(" Existing docurent: | Browse. ..
Contact data file

To save this contact data For Future use or reference, specify a file name.

™ permanent file: I Browse. ..
Merge options

Document type: Merge to:

Form Letters j |New Document j
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