Introduction to
Microsoft Outlook 2000 Mail

Starting Outlook 2000

In this Microsoft Outlook 2000 tutorial, we’ll discuss a number of the basic procedures used in
creating, editing, sending and receiving Outlook mail messages. In addition, we’ll also introduce
other features essential to managing Outlook mail messages.

Starting Outlook Mail 2000

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

Inbox

When Outlook 2000 appears, you will be in the Inbox where the mail you receive is located.
Your Inbox screen should look something like this:
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Thank yau For yaur timely response Tom! T will look Farward ko hearing from you and hope vou will be able to attend!
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Jennifer
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anyone interested in becoming a member of the Sam's Club can pick up an application in the OFfice of Student Activities,
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The first time you load Outlook 2000 the

/ Office Assistant (A Paper Clip,
or the assistant you chose) may appear.

You can click-on the various choices to
view the material, or if you do not want to

view the material now, you can right
click-on the Assistant and then click on
Hide and the Assistant will go away.
Anytime you desire to use the Assistant

for help, you can
click-on the /-|> ‘
“?” and the @ T

Assistant will

appear. The Assistant is always located
in the upper right part of the portion of
the button bar.

The mail messages that you receive will be listed in chronological order.

Different Views in Outlook

When you first open Outlook 2000 you will notice that you can see a small portion of your
incoming e-mail in the top portion of the screen and a greater portion in the lower area of the
screen. There are several different “ways” to set-up a “view” that you like best. This first view
is called Preview Pane (the name for the lower portion of the screen). The first page of this
tutorial shows this Preview Pane view. Most users like this a lot — it seems to be the most
popular view — that’s why it’s the default. However, many prefer to view each e-mail,
individually, without the Preview Pane.

We’ll show you how to set several different views and you can Y | Favoriies 19l

choose the one you like best. First, we’ll simply turn-off the Current Wiew ¥
Preview Pane. To do this you’ll need to click-on View in the

Menu Bar. When the drop down menu appears you’ll see a e
selection called Preview Pane. This is called a “toggle” button | v Outlock Bar
as it can either be “on” or “off.” Click-on the Preview Pane Folder List

button. When you do, the Preview Pane will disappear

from the bottom of your screen.

Presiew Pane
% AutoPreview

Toolbars »




Your screen should now look like the one below.
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The Higher Education Cooperative Purchase Consortium
Murr-él-'}:ui:i-sa Murray, Tom  Mike Bergen. .. Maon 7f30/2001 1:2. .,
McBee, Susan Murray, To... Outlook tutorial bo Allen Mon 7,/30/2001 1...

Plzase send Tom Allen an Outlook bukorial,
Thanks, Susan <endz>

] Keefe, Sharon Murray, To... RE: FYE Information Center Mon 7,/30,/2001 8...
1 will take a T-shirt if no one else wants ik,
Thanks!
Sharon F. Keefe Operations Support Specialist Infarmation Technaolagy & Resaurces Lynchburg College Phane Mo, (4340

= Michals, Susan Murray, Tam  RE: Workshap Man 7i30/2001 G:4...

/

Notice that there is no Preview Pane on the bottom of the Inbox screen. Also notice that for
some of the incoming e-mails that you can see a “mini-preview” just below the name of the
person who sent you the e-mail. This is called Auto Preview. Many people like this view.

Still, others just want to see as many incoming e-mails as view Favorites Tools
possible. So, they even “turn off” Auto Preview, just like we did T ..
with the Preview Pane. To do this click-on View in the Menu Bar - —
as we have done before and when you see the selections, click-on w  GoTo ’
Auto Preview to “toggle” it off. Now your screen should only ! Previe Pans

show incoming messages with no “preview” of any kind. It e [
should look like the one below. ””""E'”""':"""
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% McBee, Susan .. Outlook tutorial to Allen

B4 Keefe, Sharon Murray, To... RE: FYE Information Center Mon 7,/30,/2001 8...
By Michols, Susan Murray, Tom  RE: Woarkshop Mon 7/30/2001 8:4..,
% Janie Schwark Murray, Tom  RE: Summer Update and Request Fri 7f27[2001 G:44 PM
) McBee, Susan Murray, Tom  tutorials Fri 7j27)2001 2:53 PM
£y JH.M, Murray, Tom  RE: Webmaster Position Fri 7127]2001 1:27 PM
=y Mash, Anne Murray, Tom  Sic Semper Tyrannus Fri 7f27/2001 2:21 AM

So, now you can “personalize” your Outlook Mail 2000, as you desire. You’ll need to do this for
each “box” — Sent Items, etc. So, have some fun and make your Outlook mail yours.



Reviewing messages in the Inbox

To view a message, simply double-click on the message and the following screen will appear.
You could also, just like other programs, click-once on a message and then click-on File (in the
Menu bar), then click-on Open, then click-on Selected Items.

2 Thought for the Day - Message (Rich Text) - |5’ |5|

JEiIe Edit Wiew Insert Format Tools Actions Help
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From: Ramagli, Howard Sent: Wed 7/25/2001 2:04 FM

To: Bourne, Rick; Formo, Mathan; Inge, Skipp; Keefe, Sharon; McEee, Susan; Murray, Lisa; Murray, Tom; Michols, Susan; Russell, Wwendall; Spaulding, Paul;
Teague, Kipp; Weisman, Gale

Ce

Subject:  Thought For the Day

|"I don't know the key to success, but the key to failure is to try to please everyone."™ ;I

{Eill Casky)

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 and Button bars. So go ahead and click-on File, and then Edit,
etc. Now, run the cursor over each of the buttons below the Menu bar.

Replying to a message

J Fle Edit View Insert Format Tools A Look at the button bar at the top of the screen. Notice

that you can click-on Reply, and, automatically reply
| Gorerty | £ReReply to Al | Y& Forward | 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 2000 “automatically” completes
the To: and/or Cc: in your outgoing message.

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

JEiIe Edit Wiew Insert Format Tools§ Actions Help

|=eend ||| 4 B2 @@ | 3 ¥ | Edomons. |3 2

Ta,.. ||Ramagli Howard
Eoos ||

Subject: IRE: Thought for the Day

J arial -

This is some additonal text that could be included in the reply | =]

From: Ramagli, Howard

Sent: Wednesday, July 25, 2001 2:04 PM

To: Bourne, Rick; Forma, Mathan; Inge, Skipp; Keefe, Sharon; McBee, Susan; Murray, Lisa; Murray, Tom; Nichals, Susan; Russell, Wendall;
Spaulding, Paul; Teague, Kipp; Weisman, Gale

Subject: Thought for the Day

"I don't know the key to success, but the key to failure is to try to please ewveryone.™
(Bill Cosby)
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After you have made any comments, you can click-on the small
“Send” box below File in the Menu bar and your Reply will be J [=15end |
“mailed.”

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 7).

When you reply to or forward a message in Outlook 2000, you will notice, when you view the
message again in Inbox, or Sent Items, it will now have a small arrow attached to a small box
by the message. These arrows indicate that the message has been forwarded or replied to.
The arrows will be the same as on the Reply, Reply to All, and Forward buttons.

Deleting unwanted messages

I Inbox - Microsoft Dutlook

File Edit Wiew Favorites Tools Ackions Help

Jﬂew = | (2% 3 | CyReply €5 Reply to Al G€F Forward |

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.

Help

plymX|ea-ev-40.




Printing a message

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

& Inbox - Microsoft Dutlook

J Eile Edit iew Tools  Ackions Help
Jﬂew - (A% ¥ | ¢ Reply 5 Reply to Al W Forward

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

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 Outlook

File Edit Wew Favorites Tools Actions Help

Hew -~ | S | L | ¢ Reply €59 Reply to Al W Forward |

If you are in some other part of Outlook 2000 and do not see the New Mail Message button, you
can always (in the Inbox as well) click-on File in the Menu Bar, then click-on New,
and then click-on Mail Message. In both cases, the following screen should appear.

B Untitled - Message (Rich Text) &=l

JEiIe Edit Wiew Insert Format Tools Actions Help

|=send |E| 4 B2 2 @[ ¢ 4| ¥ | EJoons.. | B) 2| s e sals £ u|l==E= 2
To... |||
[ |

Subject: I \

‘ =

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 7).

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.

When you have completed your e-mail message, click-on the Send button in J =] 5end |
the upper left hand corner of the screen. S

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 sent to your Sent Items folder. So,
you can access your sent message (by clicking-on the Sent Items folder — then opening your
message), edit it, 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 4 and 5 or
Creating an new e-mail message, page 6, you will see a screen similar to the one below:

@™ Untitled - Message (Rich Text) =&l =l
| File Edit Wiew Insert Format Tools Actions Help
J;gend|ﬂ| & g,|| '3 | v|0p_tions...|@ ’,’Jnrial .|1n -|A| B I U |§ =iz ¥
- 7, |||
—p |
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 Personal
Address Book.

There are several Address Books in Outlook 2000 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
Personal 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 (below) 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. When you have clicked-on either the To: or Cc: buttons the
below screen will appear:

Select Mames : /

Show Marmes from the: IGIDI:-aI Address Lisk

Lt |x

Type Mame ar Seleck From Lisk:

I Message Recipients
Ahell, Percy & To -= Abell, Percy

Arnend, Brian
Andrews, Linda
Arnold, Steve C-x Aller, Tom
Aronzon, Pat
Azbuny, Jackie
Auzting Carolyn

Ayerz, Cheryl Brc-= |

-

uers [liana
4 ]

Mew, ., | Propetties | Find. .. | Send Cptions., .,

(0] 4 I Cancel | Help |

N DN DEN 0

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 Bec (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.



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 2000 mail system (especially off campus/business addresses)? There
is a feature called Contacts to take care of this. Contacts 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 7) 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 triangle, click-on the
triangle and a menu screen similar to the one at the

right appears.

Now, click-on Contacts, and the following screen
appears, which contains the addresses that YOU have
already placed in your old Personal Address Book —

if you had one.

Notice, the Select
Names menu screen
to the right now
indicates Contacts in
the upper right
corner. Also, notice
the e-mail addresses
on the left side of the
menu screen. These
are e-mail addresses
that you have added
to the list.

Select Hames

Shiowe Mames from the:

& Cuklook Training

alPersonal Address Boaok,

Showe Mames from the:

4

Global Address List j
B

ILynchI:uurg College

Faculey fSkaff
Faculty
Grad Student
Graduate Assiskank
Graduate Assk
Skaff
Test Account For e-mail migration
LC_DoOMATIML
Distribution Lists
Faculey [ Staff
Graduate Students
Metwork Associates

Cutlook, Address Book

E_ontacks

Type Mame or Select From Lisk:

abouzeidistacawyas. I_I,Ir'u::}'ul:u.ugu
a-kurtgiEmicrozoft, com [E-ma
aloufiEisbe, edu [E-mail]

Andie Sannela [E-mail]

ann pingstock, [E-mail]
amold_si®@acavas. lynchburg.
Aol Gupta [E-mail]

Aol Gupta [E-mail]

Barrett 05 anto [E-mail]

heeneted @anl com (F -maill

1T »

Mew, .. |

Properties |

To-3 -]
[~

Co-» =
[~

Bec > | =
=

Find... | Sendoptions... |

Message Fecipients

o]

Zancel |

Help |




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
2000.

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) from the address you typed. You will notice that, in a few moments, the addresses will
become underlined.

JEiIe Edit Miew Wserk Formak Tools Actions Table Help

| St HEN 2R 0o-o- (0| 2

To... | Ibnnzn@aul.cnm; smithi@zapnet. com
ce.. ||

Times Mer

[=—=

Subject: I
™ Untitled - Meszage [Rich Text]
J File Edit “Wiew Insert Formak Tools Actions Tahb
To add an address to your Contacts, simply |Hed | &S| % DR[| 0o
right-click on a name, that you typed, and a
menu box will appear similar to the one on the To.. | [TEEEREERE evibmasoeat o
right. Cc, I Send Options. ..

i . ) Add to Contacts I—
Click-on Add to Contacts and the name will be Subject: Look up Contact
automatically added to the address book. c —

Lk
Copy
— Paste
Clear
Select Al
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The following screen will appear.

EE Bonzo Brown - Cont>22c

JEiIe Edit Wiew Jo#€rt Format Tools Actions Help

Jniaveandcluse |§ M @ S

General I Details I

4vv'rv'

ities I Zerkificates ] All Fields I

o B | Gpoess =]
Job title: I Home :II

Company': I Business Fax :I I

File as: IE!ru:u.-'-.lnJ Bonzo j Mabile :II
% E-rnail ll Ibnnzu@anl.cnm

#‘f‘% Web page address: I
" This is the mailing address :

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).

Address,

Eusiness w |

| Check Full Name EE|
—Mame details
e [ =] o | When the Check Full Name box
- Cancel | appears (like t_he one on th_e left)
Irsks |Bionan you can then fill in the entire name
Middie: | by filling in the appropriate areas
(First:, Middle:, Last:, etc.)
Lask: IBrn:nwn
Suffiz: | vI When you are finished, click-on
OK.
¥ show this again when name is incomplete or unclear
Check Address EE |
~ Address detals o | You can now fill in ’the appllcable
SHE2E 123 Easy Street areas for the person’s mailing
ericl | address if you desire. To do this
. : click-on the Address...button
Ciky: IBaskethIe

(see arrow above)

State/Province: IHI

ZIPfPostal code: [22257] When you are finished, click-on
Counkry/Region: I j OK.

Iv show this again when address is incomplete o unclear

11



When you have completed Small Business Customer Manager |

everything, you can click-on the = Brown, Bonzo

Save and Close button (see arrow B _ _ _
last [0 wou want to designate this contack as a small Business

on l1as page)- Cuskomer Managet contack @

The screen to the right will now
appear. You can click-on the Yes or
No button as you desire. = Mo |

[" Don't prompt me about this 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 (Details, Activities,
Certificates and Business, Home, FAX and Mobile Phones).

To observe that the contact you just entered has been added to your Contacts, click-on either
the To or Cc buttons. When you have clicked-on one of the buttons, you will go to the Global
Address List screen again — as before. Click-on the triangle in the upper right corner again, and
then move down to and click-on Contacts. You will see the address you added. When you
have a lot of addresses, you will have to use the up and down elevator bar to view your
addresses. Outlook automatically alphabetizes the names as you enter them.

Your Contacts screen should look something like this:

Select Hames

Showe Mames From the: b onkacks

Type Mame or Select From Lisk:

Message Recipients

abouzeid{Zacarvan. I_I,Ir'u::}'ul:n.lrgu To-=
a-kurtgiEmicrozoft. com [E-ma

aloufizbe. edu [E-mail)

Andie Sannella [E-mail]

ann pingstock [E-mail] C-x
armold_si@acavar. lynchburg.

Atul Gupta [E-mail]

Atul Gupta [E-mail]

Earrett DS anto [E-mail] Boc - |

heenete] @anl o (F -maill

KM »

e, .. | Properties | Find... | Send Options. ..

K I Zancel | Help |

N DN OEN I
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Adding Names to your Contacts as you receive e-mail in your Inbox

Big Note: The right-click on an e-mail address also works when you receive a message from
someone! If you know that this 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.

™ RBE: Priorities for thizs Week - Mezzage [H

| File Edit Wiew Insert Format Tools Actjpef To the left is an image of the address area of an e-
mail in the Inbox. We simply right clicked-on the
| ly to Al
JE" Reply | fRaReply to Al | il S person and then moved down the pop-up menu to

'8 vou replied on SE?EM P, Cickhere  Add to Contacts — just like we did when we typed-in
and address in our New Mail To: area.

Fram: urray, Lisg
Froperties. ..
To: Murray, Tar .
o g Send Options... Once you have clicked-on Add to Contacts you

. B Add to Contacts will go back to the same process that is outlined
Subject:  RE: Prioritie
| Lok up Cantact above on pages 10 - 12.

Tl i mmm o

Manually adding e-mail address to your Contacts

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

phone and furnish you their e-mail address. So, there is still another way to

add to 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 | |E3:
you run your cursor over the book it will indicate: Address Book. You can

click-on it and also add names to your Contacts. So, click-on the “book”

and the following screen will appear.

Click-on the triangle e
, 3 Add Book M=
on the right of the = —

rie Edt “iew Toolz Help
Address Book screen

(see the arrow on the ‘ il 1= M \

right) and select

Twpe Mame or Seleck From List: Showe Mames From the:
Contacts from the drop
down menu that ! M
appears. abouzeid@acavax. lpnchburg. ed... SMTP al:u:nuzEin:llIi‘Ja-::a'-.-'a:-u
a-kurtg@microzaft. com [E -mail] SMTP a-kurtg@microzaft,
Next, click-on the aloufiEsbe. edu (E-mail) SMTP aloufi@sbe. edu
small “Rolodex like” Andie Sannella [E-mail] SMTP zannellat@hopwon
button. in the button bar ann pingztock [E-mail] SMTP pingstock @admye
! armold_zt@acavar. knchburg, edu... SMTP arnold_s(@acavas.
below the Menu bar (a &bl Gupta [E-maill Ex Jo=Lyrichbura Coll
small text help will Atul Gupta [E-mail) EX fo=Lynchburg Coll
appear indicating New Bamett DiS anta (E-mail) EX fo=Lynchburg Coll
Entry), beepetel @anl. com [E-mail] SMTP beepete] @aonl. cor
behre@adrvar. lynchburg, edu .. SMTP behrz@adnvean lpr _
0T .. . _'|_I
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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 highlighted in the
Put this entry area in the lower
part of the screen. If Contacts is
not the choice, click the down
triangle on the right side of Put
this entry and select Contacts
from the choices that appear.

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

N

T

Select the entry tvpe;

Plew Diskribukion List

|4
Cancel

Help

1

%ﬂtry
% Inthe [

£ In thisimessage only

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...

address in E-mail.

So, fill in the name of the person in Full Name...

or E-mail

and enter their e-mail address in the E-

mail area. You can enter other information as you did previously, as you desire.

EE Untitled - Contact

| File Edit Wiew Insert Format Topf

Actions  Help

Jngaveandclose |§ M? @ b -

-

General ] Details I Achiflics I Certificates ] All Figlds I

g Full Mame. . | Business :“ /
Job title: I Hame _II
Company: I Business Fax _II
File as: I j Mabile
@ Address... | % E il _”-/ @l
Business ﬂ
& Web page address: I
[ This is the maiing address
| =
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When you have entered the information you screen should now look similar to the one below.
Notice that we only entered a name and e-mail address. We did not enter a full mailing address,
or other contact information. You can do this whenever you desire. When you have the
information you desire entered in the appropriate areas, click Save and Close to add this person
to your Contacts list.

EB Wanda Wilson - Contact
J Filz Edit Wiew Insg g™ Tocls  Actions Help
Jniaveandclose|§@|v®@v &> - -
General I Details I Bctivities I Certificates ] Al Fields I
g Full Mame. .. ||Wanda Wilsan @Business l“
Job title: I Home :II
Company: I Business Fax l“
File as: IWiIsc-n, Wanda j Mabile l“
@ Address... | E—mail l“wilsonw@hightech.coﬂ @l
Business ﬂ %
5—‘% Web page address: I
™ This is the mailing address

Note on viewing e-mail addresses

Once you begin using Outlook 2000 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 2000 this is called a Personal Distribution List. To create
a Distribution List, you will follow several similar steps 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 E3:
are more familiar with Outlook 2000). You will need to be in a main —
screen where you can see the little Address Book button, click-on it.
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When the Address Book

Ed Address Book
File Edit “ew Toolz Help

IS =] E3

screen appears, click-on the
New Entry “Rolodex

LR e x| Eal &l K2

card” button.

Just like you just did
previously.

Type Mame or Select From List:

Showe Mames From the:

IGIDI:naI Address Lisk

The New Entry screen appears,

click-on New Distribution List in

the area below Select the entry

Abell, Percy 3496
Aller, Tom 8271
Arnend, Brian 331
Andrews, Linda 2461
Arnold, Steve BEhE
Aronzon, Pat ae43
Azbury, Jackie 3304
Austing Caralyn 3440
Ayers, Chemyl a7a1
Ayers, Diana 3690
Azdell, Grant a3n5 -
Mew Entry

Select the entry bype;

ey Diskribution List
type. /

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

triangle to the right of this area and

—Put this entry

% Inthe |Contacks

select Contacts.

Then, click-on OK.

€ In thisimessage anly

Cancel

Help

dild],
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The following screen will now appear:

%3 Untitled - Distribution List
J File Edit Wiew Insert Tools Actions Help
Jngaveandclose|§| é{, &| v |X|4 - W T @,
Members I Motes ]
Mame: I
Select Members. .. | Add Mew. .. Hemoye Update Mo |
01 Mame / E-mail -]
Thete are no items ko show in this view,
=1
Cateqgaries. .. | | Private [

3 TR
In the area to the right of Name:, type-in a

name for your Distribution List (e.g. Lunch | Ele Edit view Insert Tools Actions Help
Bunch). Jngaveandclnse|§| £ E| w |><|
rs MNotes ]

lame: ILunch Bunch

Next, click-on the Select Members... button. Select Hembers. . | Add New, .

[ Mame ¢

This will display the Select Select Members =

Members screen. Shawe Mames From khe: IGIDbaI Address List j

Type Mame or Select From List:

You’ll notice that this screen looks | el o dictribution st

almost exactly like the Select
m ;l dd - —
Names screen you used to address Allen, Tom \lﬂ -

your messages. You’ll notice that Amend, Brian
he Select Members screen onl fndtens Linds
the Se y Arnold, Steve
has an Add-> button. So, you Acnson, Pat
can, at this moment, only add fisbu, Jakie
! . ! y Ausztin, Caralyn
persons you desire to be in your Ayers. Cheryl
Distribution List to the group. T _,|—| O

Later we’ll show you how to h |
remove and add members as you G
update your list. ok | camcel | e |

Propetties | Find. .. | Send Optinns...l
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Select Members Ed

By using either the: Show Marmes fram the: ICl:untacts -
Global Address List,
or your Contacts Tywpe Mame or Select From List:

((jC“Ck'Of_‘ thelsma|:] | Add to distribution list:
own tr_|ang e Inthe husted@lynchburg. edu (E-mz a | | Add -= I Janie S chwark [E-mail] =]
upper right corner G2 ITS Stalf
of the Select Members Jackie Asbury (E-mail) \
screen and select the Jackie Wolbrueck [E-mai)
group you want) you Jackie wWalbrueck [E-mail]
can create your Jackie wWalbrueck [E-mail]

Distribution list jadran_ni@acayvas. wnchburg.

Janie Schwark, [E-mail) ~f————

jcolet@bgret. bgsu. edu [E-ms
In the example on the irnseniTanavas lnchhon a2
right we chose our ;I_i" ] =
Contacts group, and M, .. | Properties | Find. .. | Send Options. .. |
the person you see
highlighted on the oK | Cancel | Help |

left.

We clicked-on the Add-> button they were 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.

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 users who upgraded to Outlook 2000.

When you upgraded, you should have saved a file called a PAB (Personal Address Book) and
incorporated it in your Outlook 2000 setup. This file contained all of the names that you placed
in your Personal Address Book in Outlook 98. 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 it and replace the file that comes with
Outlook 2000, the Personal Address Book names will not be available.
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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.”

%53 Lunch Bunch - Distribution List [_[2]x]
J File Edit Wiew Insert Tools Actions Help
Jngaveandclose| é{,ﬁ|7|}(|4-*v 2] .
Members I Motes K
Marme: |Lun-:h Bunch
W Add Mew, .. | Remove | Update Mow |
[ Mame / E-mail 2|

Jackiz Waolbrueck (E-mail)

Janie Schvwark (E-mail)

jimp@rnicrosoft, com (E-mail)
lewisi@admeax, lynchburg, edu (E-mail)
lobb@lynchburg. edu (E-mail)

Murray_T (E-mail)

nichals@admywax, lynchburg, edu (E-mail)
Paul Gorman (E-mail)

Jo=Lynchburg College/ou=LC_DOMAINI /cn=Recipients/cn='\Walbrusack.
jans@microsoft, cam

firnp@rnicr asoft,com

lewisi@admyax. ynchburg, edu

lobb@lynchburg. edu

rurray _bi@mail, lynchburg. edu

nichals@admywaz. ynchburg, edu

gotman@adnyva: lynchburg, edu

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 17 and 18, where you 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.
Ed: Address Book M= E3

File Edit “iew Toolz Help

your screen will look ml@lhﬂ EI @I El

somethl_ng like the one Type Mame or Select from Lisk:
on the right. |

The next time you
“visit” your Contacts

Showe Mames from the:

IC:::ntau:I:s

limallop@she.edu |
Injohnzton@zhe. e

lobbiE|prchburg. e

SMTP
SMTR

You’ll notice that your
Distribution List will look
something like the one at
the right. The name
will be in bold, and
there will be a “teeny”
icon of awoman and a
man on the left.

[imallop@zbe, edu [E-mail]
[rjohrstoni@zbe, edu [E-mail]
lobbi@lynchburg, edu [E-mail] SMTF
& Lunch Bunch MAPIPDL
[pleztgiadrvay. lpnchburg, edu [E-.. SMTP
marcaizi@acavas. lwnchburg, edu . SMTP
kd ary wieizrman [E-mail] SMTF
td ary Zweber [E-mail] CChMAIL
matthews@acavas. lynchburg, ed... SMTF matthews@acaya;
mayersacavad. lynchburg, edu .. SMTP mayer@acayar. ir
mayhewi@admeas. wnchburg, ed... SMTP mayhew@admxi-:lll
3

1 i |
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.

Iwlezi@admy ax. lync
marcaisi@acayan.|
weizmanm@hopw
mzweber@zunflon
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Folders

-
ook Sharens | When you first opened Outlook 2000, the area to the left of the screen
looked something like this. The icons you see take you to different

/ features of Outlook (Calendar, etc.) or contain e-mail.
Outlook, Today

= The icons we are concerned with in this tutorial are the
S| ones that pertain to e-mail and hold messages (e.g. Inbox).

Inbox [17]

Notice that all of the icons are large. Also note that at the bottom right of
the Outlook Shortcuts area that there is a small down triangle. This
triangle indicates that there are more icons below the last icon shown.

If you move your mouse cursor = I
Deleted ltems over any of the “open gray area” “
(1] in the Outlook Shortcut area, and
click-the right mouse button,
a pop-up menu will appear (like

Ll Srnall Icons

Add Mew Group
Rernove Group

Calendar the one on the right). If you BEmEmS ErElp
— would like to make your icons Outlook Bar Shortcdt...
ﬁ smaller, so that )_/OU Can see more outlook Bar Sharkcut bo Web Fage...
o or all of them, click-on Small
SOHEEEE | lcons. Hide Cutlook Bar
by Shortcuts
Cutlook Shortouts
Other SAgtcut:
\ & Outlook Tadz
Your Outlook Shortcuts icons will now appear s Inbox [11]

smaller — similar to the image on the right.

= Sent [tems

g Deleted |tems

. & Calenda
Notice at the bottom of the Outlook Shortcuts screen to the left, -

that it indicates My Shortcuts. Click-on this phrase. % Contacts
 Tasks
@‘ Maotes
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Outlaok, Shartcuts

This will take you to a screen similar to the one on the right.

Notice that there are a number of icons, which “hold”” e-mail in some
form. There are boxes for your incoming mail (Inbox), mail you have 1A Drafts
sent (Sent Items) and mail you have deleted (Deleted Items).

Ay Shorkouts

i lnbox [11]
You can create special folders (Personal Folders) for various R
“groups” of e-mail (some of these on the right are — Dell, Blackboard, § Deleted ltems

My Training, 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, without having to 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. p=El:E

= hy Training

Creating Personal Folders

w2 ASCLE [1]

To create a Personal Folder in the My Shortcut Area, do the
following:

Click-on File in the Menu Bar, then point to New, and then click-on
Folder...

&= T utorialz

r.

5,

¥ Inbox - Microzoft Outlook = Leftovers

File Edit “iew Fawvorites Tools Acktions Help % Joumal u

%
J Mail Message i+ Other Shortcuts
[ Qpen 3 ﬁ Post in This Folder  Crl+Shift+5

Close all Ikems

- ]| F ol . Ctrl+Shift+E
Save fs... Ouklaok Bar Shorkcut, .,
Croate NewFolder S|

The following Create New Folder screen will Name:
appear. My Jurik

Folder contains:

First, select a logical name for the

folder. For this exercise we’ll use the Il tems =l
title “My Junk.” Type this name in the Select where to place the Folder:
Name:area. [T & Drafts 4]
----- @ Inbox [11]
Next, move down the Create New Folder screen jjjjﬁ e
with the elevator arrows on the right of the | Nates
menu screen until you see: “Personal [;E ke
Folders.” Click-on Personal Folders. | . € Tasks
— |
NOW, click-on OK. []---@ Public: Folders =
’Tl Cancel
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This will place the created folder in your My Shortcuts area.

The following menu screen will appear.

Add shortcut to Outlook Bar? E

’ Wiould yiou like a shorkout to this Folder added to your Qutlook Bar?

[ Dor't prompt me about this again.

Yes | Mo I

Click-on Yes. Outlook, Shortcuts

Ay Shorkouts
3 Drafts

i lnbox [11]
Notice that a new Personal Folder(My Junk) has been added

to your My Shortcuts folder area. ¥& Sent ltems

g Deleted lbems

w& Microzoft [5]
gz by Junk
@ Dell

y= e

4= Blackboard [£

Placing e-mail messages in your Personal Folders

"= Inbox - Microsoft Dutlook

JEiIe Edit Wiew Faworites Tools Actions Help

e - | &[5 K |E¥'BEF'|’:-" ¢4 Reply tc

Outlook Shorteuts | T B0k

My Sharteuts | 1o | | | @| From

Moving a single message

You will notice, that when you are in the Outlook
2000 My Shortcuts area, that when you click-on
Inbox, Sent Items, or Deleted Items, that the
Personal Folders you created can still be seen in
the My Shortcuts area down the left side of the
screen.

%3 Drafts

Jamar M. Hawkins
Ramagli, Howard

ma [nbox [17]
= Sent ltems

g Deleted |tems
Margan, Kriskin
& Mi Rice, Janice
Famagli, Howard
Ramagli, Howard
Ramagli, Howard
Lois Daniel

\ABlEE e Gl Cassidy, Laurie

Dby hbbDhDD
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COutlook Shortouts

3. Drafts
/b [11]
& Sent [tems

g Deleted lbems L

= My Junk

Inbox .

Ramagli, Howard

£
=

updates@status.m. ..

)
i

Bourne, Fic...

rurray . ka@l. ..

My Shartcutz |y | 1y |57 | | Fram |Ta | Subject
@ Eccles, John Faculey and... P Community Update: Wil Applet
) koring, Heidi Faculey Disk,,. Forms-a-million!
Jamar M, Hawkins murrav@iy, .. Jamar Hawkins

Server Trouble Approach
Thank wou For your arder

Eccles, John Murray, Tom  RE: Thank You for the Thank ou
B Margan, Kristin Murray, Tam  RE: Thank You For the Thank You
¥& Microsoft IF, % Rice, Janice Murray, Tom  RE: attachments of word problems
) Faamangli, Howard Faculey Disk,,. Student E-mail Update 9-1
5y Ramaali. Howard Facultw Dist... Student E-rail Uodake

To “move” an e-mail from one folder to another folder, you simply click-on the e-mail
message, you want to move to your Personal Folder, hold down the left mouse button, and
drag the message to the Personal Folder. 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
My Junk 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 a gray area), 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.

Moving Several Messages

Outlook, Shortcuts

My Shortcuts
%3 Drafts
s nbox [11]

= Sent tems

g Deleted |tems

&= Microzoft [5]

= My Junk

Inbox .

| [y |% | @) From |Ta
Eccles, John Faculky and. ..
koring, Heidi Faculty Dist...
£y Jamar M. Hawkins murraw @iy, ..
'R Ramagli, Howard Bourne, Ric...

updates@status.m.., murray. bl

Eccles, John
Morgan, Kriskin
Rice, Janice

Murray, Torm
Murray, Tom
Murray, Torm

] Ramagli, Howard Faculty Dist. .,
5y Ramagli, Howard Faculty Dist...
£y Ramagli, Howard Faculty and...

You can also move several messages
with this drag technique.

To highlight several messages you
need to learn a new skill. If you hold
down one of the Ctrl keys (at the
bottom of the keyboard — one either
side of the Space Bar) and then click-
on several messages, you’ll notice
that as you click each message it is
highlighted.

When you are ready to move the group of messages you highlighted, simply click-on any of the
highlighted messages, and hold down the left mouse button immediately, and drag 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 selections of the several messages and you’ll have to
start again. It’s kind of tricky the first time that you try this.
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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 2000. 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.

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 2000 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.
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Adding, Sending, Receiving, Viewing, and Saving Attachments

There are many times when you want to send a document, spreadsheet, PowerPoint
presentation, picture, or file of some type to someone, or be able to receive one. Outlook 2000
makes this relatively simple. The items indicated above are sent as “attachments” to your e-
mail.

When you are sending an e-mail message and want to “include” an attachment it’s relatively

easy. When you are in the Untitled-Message, the Forward or Reply screens, you will notice a
“paperclip” in the button bar.

= Untitled - Meszage [Rich Text)]

JEiIe Edit Wiew Insert Format Tools Actions Table Help

Bz | & % 2R O -

To... ||
.. |

Subject: I

1} | o - 2 J Times Mew Rarman

To add a file (attachment) to you message you must be in the “text” area to do so. 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 in
the 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. 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.
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Inzert File EE

Look in: = Local Disk (C:) j = | @ > Ef ~ Tools -

344 [(APersanal
Atk Criss I:I pictures
BUAD 241 A ppte7
coal 3 Program Files
Documents and Setkings 3 Special Olympics
EXCELST A Temp

My Docurments Fnthgos CAwINDOwS
GRANT (L3 word Files
Microsoft :
My Documents e UTOEREC
My Download Files @ bookrnark,
My Music #1BOOT
alympics CONFIG. 515
Dutlaok MSDOS.55

PRI utlook 2000 Tutorial

File name: I j Range... | = Insett 'I
Files of tvpe: I,c.,|| Files j Cancel |

When this Insert File screen appears, choose the location of your file (attachment) on your
computer (A or C drives, etc., or on a network drice) by using the Look in: area (see the arrow
above — we have chosen our C: disk drive). Then choose the file by clicking-on it (we chose
a PowerPoint file called PBJ for our attachment). Click-on OK. Your e-mail message, with
attachment, will look similar to the screen below.

To,.. ||Fred@aul.cum
ce. ||

Subject: IF‘DwerF'u:uinI: aktachment|

]

phij. ppt

We have icluded a PowerPoint presentation
oft how to malke a Peanut Butter sandwnch
with thiz message.

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!
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Outlook Shartcuts

Calendar

There is a personal calendar you can use that is included
with Outlook 2000. You can access the calendar by clicking- :
on the calendar icon in Outlook Shortcuts area on the left Inbox (1]
of your Outlook screen. You can learn how to use this @
calendar by clicking-on Help or the Office Assistant.

Sent ltems

A small “addendum tutorial” for the Calendar will be
created soon.

Calendar

Send

Out of Office Assistant /lﬁ Actions  Help

i Send/Receive 2
If you are going to be away from your office I Synchronize v
computer for a period of time, and you want to I”  Remots mail ,
leave a message for folks to let them know this, 1 Dial-Up Connection ,
you can use the Out of Office Assistant to do
this. To activate the Out of Office Assistant 1[5 Address Book... Chrl+Shift+B
click-on Tools in the Menu bar and then on "% Find
Out of Office Assistant... ! : , ,

1 Advanced Find... Ctri+-Shift+F

q Find Public Folder. ..

You will need to be in the 4 Organize

Inbox, Sent Items, Deleted <55 Rules Wizard. .
Items or one of your folder
screens to do this.

Out of Office Assistant. ..

The following menu screen will appear.
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Out of Office Assistant

™ I am currently In the Office
ﬁ .
—{* I am currently Quk of the Office

AutoReply only once to each sender with the Following text:

I am will be away From campus until Monday, & Moverber| 2001, Il be ﬂ

et | screcning my e-mails and replying when practical,

Sorry I missed wou, Janie ;l

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

Status  Conditions Ackions

Mowve g

[Meve Dawn

i

| add Rule, .. I Edit Rule.., | | Delete Rule ¥ show rules fior all profiles

O Cancel | Help |

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, and load Outlook 2000, 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 message.

Auto-Signature

2 Untitled - Message [Rich Text)

There is an Outlook 2000 feature, J Eile Edit ‘iew shmmsbesfsiipl-| Tools Ackions Table Help

which allows you to place a

“designed” signature at the end J =] 5end | H & | ¥ g V" apeling and Grammar...  F7
of your e-mail messages. You Language g
will need to be in the text area of T°_| | Word Count. .

a New Mail message, or one e ] 4 autosummarize. .

that you are replying to or _ AR ETEE

forwarding. If you are not in Suject: | €., Check Names

the text area, whc_ere you type Address Book.,

your message, click-in that

area. To activate this feature, Farms r

click-on Tools in the Menu Bar.
When the drop down menu
Templates and Add-Ins. ..

appears, click-on Options. «l

The following screen will appear.

-_ Macro g
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Track Changes I nformation | Compatibility I File Locations
Wigw Zeneral Edit | Print | Save ISpeIIing & Grammar

General options

v iBackground repagination |

[ Blue background, white kext

[ Provide feedback with sound

¥ Provide feedback with animation

| Confirm conversion ak Open

¥ Update automatic links at Open

¥ Mail as attachment

¥ Recently used file list: IB 5‘ enkries
[ Help for WordPerfect users

[ mMavigation keys for WordPerfeck users

Measurement units:

IInn:hes j /

i
[ Shows pixels for HTML Features /

Web Cptions. .. I E-mail Options. .. |

(a4 I Cancel I

When the above screen appears click-on the General “tab” — if it is not already “active.” At the
bottom of the General area you will notice a button that indicates E-mail Options... Click-on
the E-mail options button.

E-mail Options EE3 l

E-mail Signature | Personal Stationery I

Type the title of vour e-mail signature or choose From the lisk

f add |
—I Delete |
LI [
The following screen will Create your e-mail signature
appear. Tirmes Mew Roman j|12 j| B 7 U ||§§ = |£, %
Instructions on what to do
next are furnished below.

Choose your default e-mail signature

Signature For new messages: I(nu:une]l

Led e

Signature For replies and forwards: I(nune]l

(04 I Cancel |
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i E-mail Options EHE

E-mail Signature | Personal Stationetry |

Tvpe the title of vour e-mail signature of choose From the lisk /
.> IJanie Schwark

I
[w
[(w'l)

\

Delete

|

Create your e-mail signature

|TimesNewRDman j|12 j| B I U HEE% = |£v %
Warm regards, o
ﬁ
Tanid
=

Choose wour default e-mail signature

Signature For new messages: I{nu:une]l j

Signiature For replies and Forwards: I{nnne} j

(04 | Zancel |

When the E-mail Options screen above appears, type a “name” for your signature in the area
under Type the title of your e-mail signature or choose from the list (see the top left arrow —
we used Janie Schwark). Next, type the signature, just as you want it in the area under
Create your e-mail signature (we used Warm regards, Janie — see the lower left arrow).

Notice below Create your e-mail signature that there is a “line” of options for “formatting”
your signature. This is from Microsoft Word. So, you can change the font, size, color, or make
the signature bold or italic, and even align the signature if you wish. When you have
completed the signature, click-on the Add button (see the upper right arrow).

Now click the OK Button twice.

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.
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Using Microsoft Word as your e-mail Editor

el | Togls Actions  Help

|
You may use Microsoft Word, if you have it installed on
your computer, as your e-mail editor, if you desire. To
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 down menu
that appears.

Send/Receive k

Synchronize »

_! fddress Book...  CtrH-Shift+E

I ?ng organize

@ Rules Wizard. ..
2k of Office Assistant, .,
':-,;} Empty "Deleted Ikems" Folder

Services. ..

Cuskomize, ..

— TEEI

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

Preferences I Mail Services  Mail Format Spellingl Security I Other I Delegatesl

Message Format

Choose a Farmat For aukgaing mail and change advanced settings,

Send in this message format: Microsoft Qutlook Rich Text j

e [ s Microscft Word b edit e-mail messages
™ | Send pictures from the Internet

Stationery and Fonts /
% iChange these options in Microsoft Ward.

International Cptio

Ilse this stationery by default: I::Nc.ne;a j
Fonts, .. | Statiomery Ficker. ., |
Signature
% Change these options in Microsaft Ward,
Ilse this Signature by default: I«:iNu:une:b j
I¥ | Dont use when replying or forwarding Signature Picker... |
I, I Cancel | Apply
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Notice, before we start
setting Word as our
editor, the bottom two
sections of the screen:
Stationary and Fonts
and Signature.

If you are not using
Word as your editor
you may enter these
two sections and create
your signature and
fonts.

If you do want to use
Word as your editor
— with all of the full
word processing
features then, in the
screen that appears,
click-in the box to the
left of Use Microsoft
Word to edit e-mail
messages.



Then click-on the Apply button and then click-on the OK button. 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.

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