Introduction to
Microsoft Outlook 2003 Mail

Created: 19 September 2003

Starting Outlook 2003

In this Microsoft Outlook 2003 tutorial, we’ll disss a number of the basic procedures used in
creating, editing, sending and receiving OutlooR2@hail messages. In addition, we’ll also
introduce other features essential to managingod®@ktt003 mail messages.

Starting Outlook Mail 2003

Double click on theMicrosoft Outlook icon on théWindows desktop ﬂ
(see righ), orclick-on theStart button in thdower left corner of the El
screen, theglick-on Programs, and therclick-on Microsoft Outlook . Microsoft
New Look

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

Left Mouse Button

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

Inbox

When Outlook 2003 appears, you will be in thieox where the mail you receive is located.
Your Inbox screen should look something like thag® at the top of the next page.



Arranged By: Date FW: Food for thought

Favorite Folders
(2 Inbox (5) ) A Murray, Tom
(5 Deleted Ttems (5) = Today To: Murray, Tom
~ H'lfeaﬂ'*"l@ =1 Murray, Tom 12:35PM Original Message
= DFU-’:;MOV\- Lo Murray{ Tom Lt From: Woody, David
% Mra'lb P F'r";;n*?”%T:LZ‘ES;?VT&"“ Sent: Thursday. September 18, 2003 8:14 AM
£ alﬂjox -urray, fom ot Thursgéy September 18, 2003 8: 14 To: “Jackie Almond (jackie@poplarforest.arg)’; "Johanna Smith (
(i Outhox =) Wilizm A, Ml mrh ' 11516 AM JSmith@thomasville com): Woody, David; Bourne, Rick: Faria, Vicki:
All Mail Folders h \,I |am . es ' ) Formao, Nathan; Inge, Skipp: Keefe, Sharon; Martin-Baker, Kris; McBee,
= 24! Mailbox - Murray, Tom 2 ﬁ_" = Susan; Murray, Lisa; Murray, Tom; Nichols, Susan; Ramagli, Howard;
£ backu v E] Cynthia Roberts {Independent Contractor) 1... ¢ Russell, Wendall, Singleton, Sherri; Spaulding, Paul; Teague, Kipp:
: P Murray, To Twisdale, Scott; Weisman, Gale
& DeletedItems (|| ) ¢ magi, Honerd : Subject:  Food for thought
. %?1{: . E E,amagl,H.m:a,ru:q R 10:58 AM ... ubject: ood for thoug
=[] Inbox !
£33 Verizon Server (=] Ecdes, John 10:47 AM Aoccdmig to a rschee_arch at Cmabrigde Uingr\disy‘ it dgosn'_t mitaer in
([ Junk E-mai Faculty and Staff Distribution List waht oredr the tteers in a wrod are, the olny iprmoetnt tihng is taht
(13} Outbox ) Ramagi, Howard 10:46 AM . the frist and Isat Itteer be at the rghit pclae. ) )
@ [ Sent Items Beaumont, Julie; Bourne, Rick: Faria, Vickis F... The rset can be a total mses and you can sitll raed it wouthit porbelm.

g - Tihs is beuseae the huamn mnid deos not raed ervey lteter by istlef, but
= [ search Folders || = Cynthia Roberts (Independent Contractor) 1... Y v

| For Follow L ey o the wrod as a wishe. Amzanig huh?
| Large Mad '
R a EE?ES_,.J_DEHC__“_\ N 10:234M
= 3 Personal Folders aculty and stalt Listribution List .
5 Deleted Items | S Willam A. McIntosh 10:20 AM . Da Vfd W OOdy
ST - Murray, Tom Lt Web Tachnical Anatyst
i N ) Information Tachnology & Resources
bg o e T_Mur_rf'f\ B2 Email: woodv@lvnehburs adn
S Dhene: (434) 344-3068
;:ﬂz Calendar -
=) Yesterday
8| Contacts ._:‘ Cynthia Roberts (Independent Contractor) T... .
Folder List e
@ F5} Whitehouse, Frank Thu 10:27 AM ..
Murray, Tom @
(2] shortcuts o
3 Nairn, Lyndall Thu $:21AM ..
» Murray, Tom; ont, Julie
978 Items IQ—I Online

Themail messageshat you receive will bésted in chronological order.

o=
What would you like to do? L

4 About symbols in Microsoft
' ook

4 Createnew ems From
different types of items

The first time you load Outlook 2003 you
may see th©ffice Assistant(A Paper Clip,
or the assistant you chose) may appear. You

I, Move messages e can click-on the various choiceswuiew the

1 4 standard views ot el material, or if yowdo notwant to view the

4 4 Copy messages \ Gl material now, you caalick theRIGHT

1% Seemore... mouse buttonon theAssistantand then

1 click onHide and the Assistant wifjo away

ion crs

ou and hope you will

Dpkions Search
L "
Anytime you desire taisethe Assistantfor help, Edit View Go Tools Actions | Help
you canclick-on Help in theMenu Bar and @) Mirosoft Office Outiook Help F1

thenclick-on Show the Office Assistant \ﬂ* : L
Show the Office Assistant |




Different Views in Outlook 2003 —banrme Folders

L 7] Inbox (4)
Navigation Pane (] Deleted Items (5)
) Liread Maid
When you first open Outlook 2003 your screen wilimally Lﬂ gf;;;ﬂmw
look like the one at the top of Page 2. As indidagarlier, @ Mahox - Murray, Tom
this is much different than previous versions otlGuak. (3 Outbox
We'll start with theleft side of the screerand work to :
: i e Al Ml Fold
the right. On the left side of the screen yolgésin q\;' ﬂ = =
imagesimilar to the one on theght. This is called the @ T Ml - Memray, Tim
; . , . : . [ backup
Navigation Pane You'll notice in thetop areathat it 4 G Deleted Ttems (:
indicatesMail . Below Mail there are two areafavorite (7 Drafts
Folders andAll Mail Folders. We’ll show you how to = [ Inbox (4)
change things around in these areas, if you dasiia a little [ Verizon Server
while L@ Junk E-mail
L= Outbox

= [=F Sent Items
= [ Search Folders

: : , | For Follow Up
Below theMail area you'llseea series oButtons: Mail, 5l Large Mai
Calendar, Contacts, Folder List and Shortcuts O Linread Mai
Notice that theMail button isorange This means that = 3 Personal Folders

this button has been selected (when you openedakutl (8] Deleted Items

Mail).

] Mail

1] Calendar

If you click the left mouse button on Calendar, @aendar
will appear on the right side of the screen andGhkendar

button will turn orange. The same thing will happeé when 5| Contacts
you click-on Contacts, Folder List and Shortcuts.

| Folder List
Give this a try. When you are finishegick-on Mail once
again. 2] shorteuts
The next logical question l®ow to changethis Navigation | h
Paneso that it looks like you want it to. The sedsein the —
lower right corner of the Navigation Pane You'll see two 2| shortcuts

>> symbols When you move your mouse over the symbols
your screen will look like thenage on theright. Your il
cursor will change to dittle pointy hand and aConfigure e ",

buttons choice will appearClick on the>>. o83ltems _ Configure buttons|
When you click, the drop dowmenu to theright will % | Show Fewer Buttons

appear. You'llnotice thechoices Show Fewer Buttons,
Navigation Pane Options andAdd or Remove Buttons

Mavigation Pane Options...

Add or Remove Buttons 3




First, if youdon’t want as many buttons to appeayclick-on
Show Fewer Buttons Watch what happens. Yourbtice

your buttons “leave” from the bottom of the Navigation — sss-| % show Fewer Buttons

Pane You'll have to click-on the >> each time you bledo
get this menu again. To bring the buttons badké¢o
Navigation Pane, click-on Show More Buttons. Qivis a try

Mavigation Pane Options...

Add or Remove Buttons

]

and set your Navigation Pane as you desire.

% | Show Fewer Buttons
Mavigation Pane Cptions.,. < —

Now we’ll see what occurs when we click-on
Navigation Pane Options.. Click-on Navigation
Pane Options and the below Navigation Pane Options

Add or Remove Buttons. > menu screen will appear.

Navigation Pane Options

There are a number of choices with this | piciay buttons in this order
screen. Firstotice that there aréttle

green “check marks” in some of the ™15 Caiendar
boxes. These are thattons that [ Contacts _)- [ ove Down |
currently appear in the Navigation - L'Zstekss
Pane If you don’t want a box to | Folder List [ Reset |
appear, click the check mark and it [] Shorteuts -
will disappear — and the box won't LI Journal |

show. [

|

Cancel

]

If you want tochange the orderof the

buttons, notice thove Down and Move Up choicesn theright side of this menu screen. |If
you click-on one of the buttons (like Mail aboveh#ah is blue), and click the Move Down

button, you will see Mail move down your buttort.lis

Give both of these options a try and set your Imsti@s you desire. Most folks who use the
Show Fewer Buttons and Navigation Pane OptionsthkeNavigation Pane Options better, as it

allows you to set your buttons just like you desire

Now we’ll choose the last option in the
Configure Buttons list Add or Remove

Buttons. Click-on theAdd or Remove : :

Buttons choice and you will see a pop-up it ey ssdon
menu appear to the right of the choice. Here # Show Fewer Buttons
again, you can click on a button (like Mail)

Mawvigation Pane Options...

and it will disappear, or appear when you

Add or Remaowve Buttons

click. This is called “toggling.” It's like a
light switch — On or Off. Each time you click,
the button appears or disappears.

fa U] F ke [ E

Mail
Calendar
Contacts
Tasks
MNotes
Eolder List
Shortouts

Journal




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

Now we’ll concentrate on viewing you e-mail message

Different Views in Outlook 2003

Mail Views

You will notice that you carsee a small portion of your incoming e-maiin themiddle

portion of the screenand agreater portion in theright side area of the screen. This is the
default view — depending on how you set up yourdakt2003. There are several different
“ways” to set-up a “view” that you like best. Theage you see at the top of Page 2 on this
tutorial is the one that someone thought you’'d bkst. It is a combination of two things -
Preview Pane(the name for the middle portion of the screendl Reading Pane (the name for
the right side of your screenNOTE: depending who set up your Outlook 2003 progam,
your screen may not look like this This is not a problem, as we’ll now show you hovset up
the view that you like the best. The first pagehis tutorial shows this Preview Pane and Right
Side Reading Pane. Most users like this a lots-sems to be the most popular view — that's
why it's the default. However, many prefer to vieach e-mail message, individually, without
the Preview Pane, Reading Pane or anything else.

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

First, we'll work with theReading Pane Toview theReading Paneselectionsclick-onView
in theMenu Bar and therclick Reading Pane You will see three suggestion® theright of
Reading Pane Right, Bottom, and Off. Normally, Right is the default. The choice Yaur
Outlook mail will be highlighted a bit — you cares@a ourimage (below)that Right has a little
square around it.

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

Microsoft added this view to Outlook Mayigation Fane  AIt4FL
2003 as another way to read your _i’ Rading Pae

messages. You will see ttext of a =
messagelisplayedon theright side of
your screen like the image at top of Expand/Collapse Groups b
the next page

Right

» IT

=3 AutoPreview Bottom

Off

i I




Acs o By: Dok e Verizon Customer Support for Ticket#: 2066223
W A support@verizonhosting net

(s LANLADTE @aol.com Wed 9/17 ..
murray. t@ynchburg.edu ] To: murray. t@ynchburg.edu
(=1 Martin, Wendy Tue 9/16 Dear Tom, -~

Faculty and Staff Distribution List

(=) microsoftresearch@surveysite.com  Tue 9/16 .
murray. t@ynchburg.edu

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

# support@verizonhosting,net Tue 9/16
murray. t@lynchburg edu
(1 Deaner, Jean

Murray, Tom

Tue 9/16 Please reference the Ticket Number: 2066223 opened on: 9/16/2003 2:39:15

. PM if you encounter the same issue again.
{5 Deaner, Jean

Murray, Tom

Tue 9116

The following information is providad to be sist you in preventing similar
issues.

Message on Left

Ticket SuperCategory: FTP
Ticket Category: Unable to Comnect

T — 916 .
Murray, Tom .
Lf. singleton @lynchburg.edu Tue 9/16 . Issue History on Ticket: TeXt 0 n R I g ht
murray. t@ynchburg.edu 9/16/2003 2:39:15 PM - Rick P:
(s Beaumont, Julie Tue 9/16 - Tom is now able to connect with FTP but nof
Murray, Tom or something blocking him from connecting. i
(51 The Schott Family Tue 9/16 <
Murray, Tom
(s Smith-Akubue, Darathy Mon 9/15 ...
Murray, Tom

Solution History on Ticket:
9/16/2003 2:39:15 PM - Rick P:
Tom,

(= L.C. Room/Media Request Processor Mon 9/15
CALENDAR _COORDINATOR @LYNCHBURG.E. ..

(= L.C. Room/Media Request Processor Mon 9/15 ..
CALENDAR._COORDIMATOR@LYMCHBURG.E. ..

(= Sandas, Dawn Mon 9/15 ..
Murray, Tom

As we discussed, you will want to check with your IT department to see if there is
a firewall or otherwise blocking vou from connecting. v

! Fle Edit | View | Go Tools Actions Help
Mavigation Pane  Alt+F1 /

Right

Now we’ll repeatwhat we did on
the last page, but place the reading |
page on th&ottom.

Reading Pane 2 |

ﬂ AutoPreview

Expand/Collapse Groups  »

* [/ 6|From |To | Subject
,i% LANLADIE@aol.com murray. t@lynch... Re: Thanks Wed 9/17/2003 1:46 AM
Martin, Wendy Faculty and Staf... FW: Giveita try? Tue 5/16/2003 4:05 PM
microsoftresearch@surve... murray. t@ynch... Tue 9/16/2003 2:59 PM
Tue 9/16/2003 2:41PM
Tue 9/16/2003 2:16 PM

| Received T

Micrasoft Education Newsletter Survey

support@verizonhosting.net murray. t@ynch... Verizon Customer Support for Ticket#: 20€

a
=
E

(=1 Deaner, Jean Murray, Tom New Room/Media Request

i Deaner, Jean Murray, Tog F\W: New Room/Media Request Tue 5/16/2003 2:15FM
nch... Verizon Customer Support for Ticket#: 2066112 Tue 5/16/2003 2:15FPM
M essag e on TO p RE: non sticker cars Tue 9/16/2003 9:39 AM
RE: Qutiook mail problems Tue 9/16/2003 9:18 AM
5 . A nch... A Hallmark E-Card from Sherri Tue 5/16/2003 9:17 AM
._% Beaument, Julie Murray, Tom RE: Qutlook mail problems Tue 5/16/2003 8:57 AM
(= The Schott Family Murray, Tom my software arrived Tue 9/16/2003 12:01 AM
._% Smith-Akubue, Dorothy Murray, Tom RE: Re PowerPoint Training Mon 9/15/2003 &: 16 FM
(= L.C. Room/Media Request... CALENDAR_CQ... MNew Room/Media Request Mon 9/15/2003 5:01FM

Verizon Customer Support for Ticket#: 2066223
A support@verizonhosting.net

To: murray.t@lynchburg.edu ! TeXt On Bottom

Dear Tom,

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

DPlease reference the Ticket Number: 2066223 opened on: 9/16/2003 2:39:15 PM if you encounter the same issue again.
The following information is provided to better assist you in preventing similar issues.

Ticket SuperCategory: FTP
Ticket Category: Unable to Connect




! Fle Edit | Wiew | Go Tools Actions Help
Now for the last choice. Repeat what NavigationPane  AIt+F1  leply (Reply to Al

you did on the last two pages, but | R — . |
choose Off. —

Right

Bottom {
Off

"i AutoPreview

i) fi fA

Expand/Collapse Groups  »

o] screen — NO Reading Pane

*| [y |G| From To Subject Received Size: Ll
% LANLADIE@aol.com murray.t@lynch... Re: Thanks Wed 9/17/2003 1:46 AM FSEE
=1 Martin, Wendy Faculty and Staf... FW: Giveita try? Tue 9/16/2003 4:05PM 990B T
= microsoftresearch@surve... murray.t@lynch... Microsoft Education Newsletter Survey Tue 9/16/2003 2:59 PM 2KB ¥

| @  support@verizonhosting net murray.t@lynch... Verizon Customer Support for Ticket#: 2066223 Tue 9/16/2003 2:41 PM
(=5  Deaner, Jean Murray, Tom F: New Room/Media Request Tue 5/16/2003 2:16 PM 2KB
% Dearer, Jean Murray, Tom FW: New Room/Media Request Tue 5/16/2003 2:15PM 2KB ¥
(=1 support@verizonhosting.net murray.t@lynch.., Verizon Customer Support far Ticket#: 2086112 Tue 9/16/2003 2:15PM 1KB 7
= Driskil, Bob Murray, Tom RE: non sticker cars Tue 9/16/2003 9:39 AM 3KB *
3 Beaumont, Julie Murray, Tom RE: Qutlook mail problems Tue 5/16/2003 9:18 AM 4KB
.?;?. singleton@lynchburg.edu  murray.t@lynch... A Hallmark E-Card from Sherri Tue 9/16/2003 %:17 AM 1KB ¥
% Beaumont, Julie Murrav Tom RE: Outiagk majl oroblem e 8/16/2003 3:57 A 3KB
b The Schott Famil 1KB 7
[: ¥
i Smith-Akubue, Doroth I I f y g 2KB
a mesee el Al of yOUr messages on one 2
a
oy
&
=]
=]
2
=N
E
=]
Ea

Deaner, Jean 1KB %
Bates, Shirley 2KB 7
Ramagli, Howard e ——— e o hm— 4KB %
Greenberg, Woody Murray, Tom RE: Centennial Hall Media Center Committee Mon 9/15/2003 12:10 PM 4KB 7
Dicksan, Chidsey Murray, Tom RE: webpage question Mon 9/15/2003 9:16 AM TKB 7
LAMLADIE @aol.com murray.t@lynch... Re: Thanks Mon 9/15/2003 7:57 AM 1KB ¥
= Date: Two Weeks Ago
,?_?. Carla Farrell murray.t@lynch... Microsoft Tutorials Sat9/13/2003 8:39 PM 1KB %
(% Howard Ramagl Tom Murray Brief: Limited Office 2003 Release Set For Monday Fri §/12/2003 8:08 PM 1KB
,?_?. Cynthia Roberts {Indepen... Murray, Tom RE: Buenos Dias Fri 9/12/2003 7:21PM 2KB
3 Joe_Foster@Dell.com murphy@cicv.or... Coundl of Independent Colleges of Virginia, Inc. Cons... Fri9/12/2003 6:01 PM 2KB ¥
% Todd, Candace Murray, Tom RE: Re PowerPoint Training Fri 9/12/2003 5:27 PM 2KB %
.?;?. Dicksan, Chidsey Murray, Tom webpage question Fri 9/12/2003 5:03 PM 3KB %
,;& Todd, Candace Smith-Akubue, D... Re PowerPaint Training Fri 9/12/2003 4:36 PM 1KB ¥ o

You choose the Reading Pane that you like the best.

Next, we’ll work with theAuto Preview. To do this you'll ! Fle Edit | view | Go Tools
need toclick-on View in theMenu Bar. When the drop Mavigation Pane  Alt+F1
down menu appears youlkea selection calleduto Reading Pane N’
Preview. This is called atbgglée’ button ast can either :

be “on” or “off.” Click-on theAuto Preview button. i

When you do, Auto Preview will appear or disapifeam Expand/Collapse Groups  »
your screen.

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



The below image ha&uto Preview onthe left andReading Pane on the right You cansee a
few lines of the message in “Auto Preview,” belowhe incoming message data

e R Newestonton -« ||| Verizon Customer Support for Ticket#: 2066223
M upparteeaahostna . Tue 9716 A support@verizonhosting.net
murray. t@lynchburg, edu . To: murray. t@ynchburg.edu
Diear Tom, i Al
Verizon feels that your izsue with Dear Tom, —
officetutarials.com has been resolved. If this is |
=4 Deaner, Jean Tue 9/16 .. Verizon feels that your issue with officetutorials com has been resolved. If this is
Murray, Tom not the case, or if there are additional issues, please feel free to reopen the ticket
& Deaner, Jean Tue 3/16 = athttp://onlinesupport verizonhosting. net.
Murray, Tom

The below image ha&uto Preview onthe top andReading Pane below the messagé&/’ou can
see a few lines of the message in “Auto Preview,élmw the incoming message data

¢ [ @ From To Subject Received  ° Size v A
-] support@verizonhosti.. murray.t@hMg., Verizon Customer Support for Ticket#: 2066223 Tue 9/16/2003 2:41 PM 1 KB i
Dear Tom,

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

i~y  Deaner, Jean Murray, Tom FW: New RoomMedia Regquest Tue 9/16/2003 2:16 PM 2KB

Verizon Customer Support for Ticket#: 2066223

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

Dear Tom, -

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

The below image hasuto Preview ONLY — no Reading pane.You cansee a few lines of the
message in “Auto Preview,” below the incoming mesga data

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

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

=1 Deaner, Jean Murray, Tom Fw: Mew Room/Media Request Tue 9/16/2003 2:16 PM
,Q‘ Deaner, Jean Murray, Tom Fw': Mew RoomMedia Request Tue 9/16/2003 2:15 PM 2KB
(=4  support@verizonhosting.net murray.t@ynch... Verizon Customer Support for Ticket#: 2066112 Tue 9/16/2003 2:15 PM 1KB

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

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



Reviewing messages in the Inbox

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

Inbox
| (4 /0| From Subject Received

. @  Ramagli, Howard Beaumont, Julie;... Hackers Find Way To Exploit Latest Windows Vulnerab... Wed 9/17/2003 2:06 PM

You couldalsoclick-onceon a
messageand therclick-on File (in the
Menu bar), thenclick-on Open, then — ’

click-onSelected teMS  m——f-  Open >|" Selected Items

’jﬁile | Edit Wiew Go Tools Actions Help

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

B Hackers Find Way To Exploit Latest Windows Yulnerability - Message (Rich Text) E”E\rg|
I Fle Edit View Insert Format Tools Actions Table Help Type a question for help [+ =
i CaReply | (@Replyto Al | Foramrd | o[ 3 ¥ |3 X |- % AT 0 -of
i # .| 4 3 [ | Courier New -0 -A- B I U|E|SES|=EEE ;;5!

From: ;& Ramagli, Howard Sent: Wed 9/17/2003 2:06 PM

To: Beaumont, Julie; Bourne, Rick; Faria, Vick; Forma, Mathan; Inge, Skipp; Keefe, Sharon; MartinBaker, Kris; Murray, Lisa; Murray, Tom; Michals, Susan; Russell, Wendall; Singleton, Sherri; Spaulding,

Paul; Teague, Kipp; Twisdale, Scott; Weisman, Gale; Woody, David
B
Subject: Hackers Find Way To Exploit Latest Windows Vulnerability

Hackers Find Way To Exploit Latest Windows Vulnerability b

This screen is designedreview andrespondto mail messagegceived

If this is the first time that you are looking hts Outlook screen, it would be a good idea to
click-on each item in the Menu bar So go ahead and click-on File, and then Edit, &lext,
move the cursor overeach of théuttons below the Menu bar.

Replying to a message
FEENNNN——.—_=SSSS=|_ | o0k at the button bar at the top of the screen (it
Ble Edit Vew Insert Format Te i |ook like theimage on theleft). Notice that
P up =T o Al | C4F d you canclick-on Reply, and,automatically
 aReply | % izl - AR | reply to thepersonwho sent the message, or
Reply to All (everyone included in the To: or
Cc:). When youlick-on Reply andReply to All, you will notice that Outlook 2003
“automatically” completestheTo: and/orCc: in your outgoing message.




You thenclick-in the ‘white” message area below the To, Cc, and subjectsapplementthe
original message with any additiorm@mmentsyou desire to make regarding the message to
which you are replying.

£¥ RE: Hackers Find Way To Exploit Latest Wind. ws Vulnerability - Message

I Fle Edit View Insert Format Tools Table pdow  Help Type a question for help = X

ﬁja.;lﬂ-&l?ﬂlﬂ =3 [ |~']':"-‘T|,_/,'V'%_A)_j:_@§§-ﬁ|igﬂIDD":'E: 'ﬂl@|.‘4§_ﬁ:—.:ia

[ To... Ramadgli, Howard;
[l ee.. Beaumont, Julie ; Bourne, Rick; Faria, Vicki; Formo, Wathan; Inge, Skipp ; Keefe, Sharon; Martin-Baker, Kris; Murray, Lisa; Michols, Susan; Russell, Wendal ; Singleton, Sherri;

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

B LUlE]|= === &= 30

P o | bl b % oa [ | TmesMewRoman - 12 -

el

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

After you have made any comments, you clack-on the small Send’ box T
below Filein the Menu bar and your Reply will be “mailed.” : =7 Send |

Forwarding a message

If you desire tdorward a message to someone or othelisk-on theForward button (next to
the Reply and Reply to All buttons), thelick-in theTo: or Cc: areas We will be covering
Address Books later in this “tutorial.” At this ipd, type-in the e-mailaddressor addressesof
those to whom you want to forward the mail messdfjgou havemore than one address
separate them with a semi-colon (;) You can move down to the Address Book sectigmif
desire (Page 13).

Envelopes

Now that you have the “feel” for looking at messageyour Inbox, replying to

and forwarding them, please take a moment to lodkealittle envelops” next _4
to each message. When a message first arrivemimiiybox, and has not been

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

Once you have read the message, but not repliegnelope will appear _;i
opened.

When youreply to or forward a message in Outlook 2003, you will notice,
when you view the message agairiribox, or Sent Items it will now have a .
small arrow attached to a small box by the message. Taesws indicate

that the message has béerwarded orreplied to. Apurple arrow pointing

to the leftindicate you haveeplied to a message,ldue arrow pointing to =
the right indicates that yotorwarded that message. The arrows will be the —
same as on the Reply, Reply to All, and Forwarddmst
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Deleting unwanted messages

Inbox - Microsoft Office Outlook 2003

! Fle Edit WView Go Tools Actions He

P adNew - | S (M "?R\EP'YL‘% Reply

If you do not want to keep the message, youatiak-on the X” button, in the button bar, to
send the message to@€lete folder”

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

We’'ll discuss this in more detail later kolders. When youdeletea message in tHabox, it is
sent to théeleted Itemsfolder tobe “really deleted’ or “recovered later.

Moving from message to message in the Inbox

Notice thelarge blue Up andDown arrows in thébutton bar below the Menu barThey are
only visible when you are “in a message. These allow you to moverward andbackward
(Previous ItemandNext Item) between messages in tidox. Click-on these arrows to see

how they work. \

| & ~ ¥

Printing a message

If you desire aprinted copy” of the message you catick-on thePrinter in thebutton bar.

B RE: Meeting Cancelation - Message (Plain Text)

! Fle Edit View Insert Format Tools  Actions

A e |

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

Or, you can click-orFile in theMenu Bar and then orferint.

11



Creating and sending a new e-mail message

If you are in thdnbox and desire to sendn@w e-mail messagé¢o a person or group of persons
click-on theNew Mail Messagebutton in the button bar.

Inbox - Microsoft Office Outlook

! Fle Edit View Go Tools Actior

aydNew v | S A3 X | FReply 5

If you are in some other part of

Outlook 2003 andlo not seethe Inbox - Microsoft Office Outlook 2003 Beta
New Mail Message button, you can
always (in the Inbox as welt)ick-
onFile in theMenu Bar, then — b m;u Mail Message
click-on New, and therclick-on '

Mail Message

| File | Edit View Go Tools Actions Help

In both cases, the below screen should appear.

I Fle Edit View Insert Format Tools Table Window Help Type a question for help =/ X
HEENE=N" | _ﬁ‘,ld N v RN W B ARE S| 0% o E @] e i

i A4 Normal - TimesNewRoman = 12 - | B 1 U |§ == t=. 4= s §:§§:§|.agj,é,ﬁ

Pqdgend | ] -|GH & |4 9 B | ¥ | [ Optons... - | RichText -

[ To...

W ce...

Subject:

=]

First, click-in theareato theright of To:. For nowtype-in thee-mail addressof the person,

or persons, to whom you desire to send this e-massage. Nextlick-in the area to theght

of Cc.. Again,type-in thename or namesof others whom you would like to receive copies of
this message. If you type-more than onee-mail addresseparate the addresses with a
semi-colon (). If you desire to use theddress Book,move down to the Address Book section
(Page 14).

Now click-in the area to theght of Subject, andtype-in asubjectfor your e-mail message
you desire You do not need a Subject description if youndbdesire one.

Finally, click-in thewhite area below Subject, andtype-in youre-mail messages you would
any memo to someone. You may move around, edithadge your message just like you
would do if you were in a word processor. Latethis “tutorial,” we will show you how you
may use Microsoft Word as your “e-mail editor,” well the Microsoft Word features, if you
choose to do so.

12



When you have completed your e-mail messaljgk-on theSend .
button in theupper left hand corner of the screen : {=15end |

Quick note on folders

This is simply aquick note to tell you what happens when ysendan e-mail message. When a
message isent acopy of your e-mail isautomatically placed inyour Sent Items folder. So,
you canaccessyour sent message (bircking-on theSent Itemsfolder — then opening your
message), edit it, and forward it, etc., until glmcide to delete it later on. If you desirkézp

the e-mail you will be able tmoveit to another folder if you desire. We’'ll go into detail on all
of this later. For now, just be aware thati have not “lost” your message You do not need

to “copy yourself” in Outlook unless you want to géan additional copy of your e-mail

Address Books

When you have clicked-dReply, Reply to All, or Forward as indicated opages 9 and 1@r
created a new e-mail messagpage 12 you will see a screen similar to the one below:

E¥ Untitled Message

! File Edit View Insert Format Tools Table W

isips Aol &R ) 3

i | "! B

fidSend | ) - |G B B4 ¥ B | ¥[S[S

#m Time |
#m R
Subject:

If you areReplying or Replying to All on an e-mail message in ydabox, then the addresses
from that e-mail willautomatically appearin theTo andCc areas. If yowon’t want to send
the e-mail to some of these addresses, yowsicaply click-on them andtap theDeletekey. If
you areForwarding a message from thebox or Sendinganew e-mail message, then you can
either type-in the address in thEo or Cc area, or use th@lobal Address Listor Contacts
Address Book

There areseveralAddress Booksin Outlook 2003 that you can utilize $endandrespondto
e-mail messages. In addition, there aneimber of optionsfor entering e-mail addresses into
an Address Book. You will, in all probability, usgo address book&lobal Address Listand
Contacts Address Book

To accessheseaddress books/listglick-on theTo: or Cc: “buttons” (See arrows on

the picture above. TheGlobal Address Listmenu box (at theop of the next pagé will
appear.
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Global Address List

We'll look at several Address Lists and explain heach is utilized. First, we'll look at the
Global Address List. When you have clicked-on either the To: or Cc: butins the
below screen will appear:

Select Names

Type Mame or Select from List: Show Mames from the:
- |Sl‘ﬂiﬂ‘| Global Address List /:r
| Mame Business Phone Office
Smith, Aaron 6774 ”
Smith, Adam 6593 A
Smith, Adam 5152
Smith, Amanda 5049
Smith, Amber 5123
Smith, Benjamin ‘Ben’ 6419
Smith, Caitlin 713
Smith, Caroline &007
Smith, Cheri
smith, Christina
Smith, Erika 7715 M)
_(_ | l

Message Redpients

[ To -» ] |5miﬁ'| Cheri |

[ cc> | |smith. Chen \ |
(o> ]| — |

/ oK ][ Cancel ]

When you are in thReply, Reply to All, Forward or createa New e-mail message screen, and
need tcadd additional e-mail addressesyou can stilkype-in the addresses or us&ébal
Address List like the one above.

TheGlobal Addresses Listthat you se@aboveis created, and updated, when a person at the
institution/business selects to use Outlook méke Information Technology Staff places the
new user in the Global Address List. Thus, thidrads list is a current list afl Outlook mail
users(and it may also include other users who are ndDotlook — depending on your on
campus/business).

To use this list, simplglick-on thepersonwhom you want toeceivethe e-mail their name
will “turn blue” — see arrows above). Or, you cantype their name in the area below “Type
name or Select from list; and you will notice that the list of names, belasere you typed the
name, moves to all of the persons with that naMest systems are in last name order. Some
are in first name order. By looking at the nanséyou can determine how your system is set-
up. Thenglick-on theTo, Cc or Bec(Blind copy) buttons. This withdd the address to those
already in the e-mailypu will see it appear in the area to the right You can do this for as
many addresses as you desire. When you firgbed, click-on OK, and you return to your
message. Arrows in the image above point to ehtese items.
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Contacts(in older versions of Outlook Personal Address Book)

How can yolcreate your own “automatic” address list for someone who isot on the
campus/business Outlook 2003 mail system (espgatlcampus/business addresses)? There
is a feature calle@ontactsto take care of this. A contact is just whahdicates.You create
your own Contacts(like a personal address book). First we’ll shaw yow to get t€Contacts

and then how tadd anddeleteaddresses.

When youclick-on theTo: or Cc: buttons (Page 13) the
Global Address List appears Inthe upper right corner of
the Show Names from theyou will seean area that
indicatesthat this is th&lobal Address List. To the right
of the title is a smaltlown arrow, click-on the down arrow
and a menu screen similar to the one atitjfte appears.

Showe Mames from the:

Global Address List W

H0utlook Address Book

lobal Address List
Lynchburg College

Now, click-on Contacts,and the screen below appear
which contains the addresses ti&U have already
placed in youold Personal Address Book- if you had one.

Select Mames

Type Mame or Select from List:

Show Names from the:

Contacts W

| Mame

Display Mame

Joanne Salas

Joe Banner
John Adams

John Boyd

John Moare
Johin Melson
John Trevey

jones_kc@lynchburg. edu
Joshua Stephens

Joanne Salas (jsalas...
Joe Banner (jbanner... jbann
John Adams (jadams... ]

John Boyd (johnb@bl... johnb
John Moore (rmoare,.. jrmoo
John Melson (nelson... jnelso™—
John Trevey (John.L.... John,

johnson?@acavax, lynchburg. edu johnson9@acavax. ly... johns

jones_kc@lynchburg.... jones,
Joshua Stephens (jst... jsteph

Joy Harris-Cobb Joy Harris-Cobb (LAM... LAML: ¥
< | i
Message Fedpients
[ To -» ] |J|:|hn Adams (jadams @hotmail,com) |
L Cc-» ] |J|:|hn Adams (jadams Ehotmiil.com) |
== |
g J cmc )
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Faculty/Staff Mail Server
Associates
Distribution Lists
Faculty [ staff
Graduate Assistants
Metwork Associates
Outlook Training
Special

Student Mail Server
Recipients
Students

Notice, theSelect Names

menu screendft image now
indicatesContactsin the

upper right corner. Also,
notice thee-mail addresse®n
themenu screen. These are e-
mail addresses thgou would
add to your Contacts list.

Now we’ll show you how to
add Contacts.



To add the addresses fbontacts,to an e-mail message, simpgpeat theprocedure outlined

in theGlobal Address List Click-on thename,to whom you desire send the e-mail (on the left
side), then click-on th&o or Cc buttons to add that name to these areas. Again¢cgn add as
many names as you wish. When you have finishék-oh OK and you will be taken back to
the e-mail that you want to send. You can thertioaa to creating a new e-mail or editing the
contents of one that you are working with.

Adding Names to Contactglike Personal Address Book in older versions)

There are many ways &mld names tc€Contacts. We’ll show you several of the more popular
procedures. You will also discover other meth@dsyou become more familiar with Outlook
2003.

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

If a person’s e-mail addressnist currently in youiGlobal Address Listor Contacts,you can
add it while you are in the process of sending them asags In the area to thight of To or
Cc, type-in thee-mail addressfor the person or persons you wish to receive gonmail. If you
type-inseveraladdresseseparate them with a semi-colon ( ;.)Click away (somewhere else
on the screen) from the address you typed/ou will notice that, in a few moments, the

addresses will become
underlined. E® Untitled Message

! Fle Edit WView Insert Format Tools Table Window Help

e = B (2] 1= WES k- A e A

—15en = |1 B |4 ¢ B | ¥ || [ options... |
(4 To... bonzo@aol.com; smith@yahoo.com; waldo @msn. com

L ce

Subject

bonzo@aol,com is Mot an Online Contact

:ﬁ Schedule a Meeting...

To add an address to yo@ontacts simplyl’ight-

click onaname that you typed, and anenu box
will appear (image deft).

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

Add to Messenger Contacts...
Additional Actions , Click-on Add to Outlook Contactsand the

O Crete e " Contacts entry menu screen will appeafimage at
R top of next page.
Send Options. ..

|M Add to Qutook Contacts... |

16



The Contact entry menu screen appears below.

EB Bonzo Brown - Contact

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

Normally, thefirst part of the e-mail address you entered befor¢he “@” symbol will
appearin thefull name box. To change thisto a logical full namelick-on theFull Name...

button (asindicated by thearrow above).

Check Full Mame

Show this again when name is incomplete or undear

Mame details
0
First: |Ennm |
Middle: | |
Last: |Erawn |

When theCheck Full Namebox
appearsifnageonleft) you can then
fill in the entire name by filling in

the appropriate areas (First:, Middle:,
Last:, etc.)

When you are finishedalick-on OK.



You can nowfill in theapplicable areasfor the person’s

mailing address if you desire. To do thiglick-on the e
ares.
Add_ress down triangle(seearrow at right). Click-on [7]mh  Business
Business, Home or Other. ad| I
Other
Addresses You will notice that yourAddress
[Hu:ume... ]E] 193 Microsoft Strect area changes to your selection
Redmond, WA (we chose Home...). After you
A 9876510044 make your selection (Business,
R Home, Other)type the address

in the small box to the right of
your selection.

When you haveompleted everything you can

8
click-on theSave and Close buttor{arrow on r‘

right). ! Fle Edit View Insert Format

: [l saveandClose Igy | &4 ) | ¥

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

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

To observethat thecontact you enteredhas been addedo your Contacts;lick-on either the
To or Cc buttons in your message screen. When you haskedion one of the buttons, you
will go to the Global Address Listscreen againClick-on thedown arrow in theupper right
corner, andmove downthe
menu andlick-on Contacts
You will seethe address you

Select Names

added When you have a lot of Type Mame or Select from List: Show Mames from the:
addresses, you will have tse |bonzo brown Contacts v
the up and down elevator bar
to view your addresses | Mame Display Name E-mail £
Out|ookautomatica||y Bob Driskill Bob Drriskill (Bob Driskill)  driskill
alphabetizesthe names as you Bob Hilgenfeld Bob Hilgenfeld (rhilge... rhilger
benosomn —— sonaosrown —bonay
enter them. / bourne @admvax, lynchburg. edu  bourne @admvax. lyn... bourn
bragaw@sbc, edu bragaw@sbc, edu (br... braga
Your Contacts screen should Brant Murray Brant Murray (btmurr... btmur

look something like this:
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Adding Namesto your Contacts as you receive e-mail in your I nbox

Big Note: Right-click on an e-mail addresslso works when yoteceive a message
from someone! If you know that an address is ngtour Contacts;ight-click on the address
andadd it as you did above. This really saves a loiroEt You know it's a good address,
because you received their message!

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

! Fle Edit View Insert Format Tools Actions Help To theleft is animage of the
" Reply | ("&iReply to Al | (3 Forward | 4 23 | L4 | ¥ | & | (3 address areaof an e-mail in
thelnbox. We simplyright
clicked-on the personand
thenmoveddown the pop-up
menu toAdd to Contacts—
just like we did when we

_ typed-in and address in our
£ Schedule a Meeting... New Mail To: area.

Add or Edit Phone Mumbers... | 3

Fraser, Karen [Fraser @mercury. hendrix. edu

Fraorm:

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

2 Send Mail (Fraser @mercury.hendrix.edu) Once you have clicked-on

Add to Contacts you will go
LD EEllEr LITERE back to the same process
Additional Actions » that is outlined above on
% Create Rule... pages 17 & 18.
Send Options. ..

|!i-_| Add to Qutook Contacts... |

Manually adding e-mail address to your Contacts

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

phone and furnish their e-mail address. So, tises#ll another wayto add their | M
e-mail addressto your Contacts. In thebutton bar below the Menu baryou

will notice a ‘small booK’ (like the one on thaght). When you run your cursor

over the book it will indicateAddress Book You carclick-on it andadd names to your
Contacts So,click-on the ‘book” and the following screen will appear.

k% Address Book Click-on thedown arrow
N File Edit View Tools on theright of the Address

TR = Book screengeearrow)
HE X i and selecContactsfrom

Type Mame lect from List: Show Mames from the: the drop down menu that
| v|| appears

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

It shouldlook similar to theone
on theright. Make sure that
New Contactis highlighted

in blue in theSelect the

entry type: in the top portion of
the screen.

And, alsomake sure that
Contactsis selectedn the
Put this entry area in the

lower part of the menu screch

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

Mew Entry

Select the entry type:

Mew Distribution List

(%) In the

Put this entry

Contacts

When everything looks like the screen abaliek-on OK.

An Untitled — Contact screerlike the onebelow will appear.

Notice that theUntitled - Contact screenis similar to the one you used to enter e-mail
addresses as you typed theinto messages, or used when yopied addresses from you
Inbox again appears — withreotable exception- there isno name in Full Name...or E-mail

address in E-mail

So.fill in the name of the personin Full Name... andenter their e-mail addressin theE-
mail area. You can enter other information as you did prasly, as you desire.

EE Untitled - Contact

! Fle Edit View Insert Format Tools Actions Help

Elggaveanddose%hj T, i > e

;.|\.'j%!

General i Details " Activities " Certificates " All Fields |

[Full Name... ] |

Job title:

Company:

File as: |

Phone numbers

=)l

[ Business...

=)l

[Home...

(pusiness Fax... (]|

[Mohi\e... ]EH
Addresses

Business... E]

[] This i the mailing
address

E-mail...

Display as:

IM address;

Web page address: |

=

N\

N\
N\

A J

Contacts... ] |

[Categories... ] |

| Private |:|

20



When you have entered the information, ystreen shouldook similar to the ondoelow.
When you have the information you desire, entengtié appropriate areasick Save and
Closeto add thispersonto yourContactslist.

i Fle Edit WView ormat  Tools  Actions Help
i [Hsaveandclose Igh | ) | ¢ 7 5 & - | - *;.,H

General Details Activities Certificates All Fields

Full Name... Greq Butler

Job title:

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

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

Company: Web page address:

File as: Butler, Greg e IM address:

Note on viewing e-mail addresses

Once you begin using Outlook 2003 Mwdlu can checkon aperson’s “information” by

right-clicking the mouse on their namein theTo or Cc areas. In theop-up menuthat
appears click-on Properties. If they are in your Global Address Book you Wwdke” how the
system administrator entered the information.hdfytare in your contacts list, you will see the
Contacts screen similar to the one above. Thisng handy if you desire “quick” information
about a person in your system.

Personal Distribution Lists

Now that you have an idea of how to addividual namesto Contacts and are familiar with
theGlobal Address List, you may want to creagegroup of addresses to which you
frequently send e-mail In Outlook 2003 this is calledRersonal Distribution List. To create
a Distribution List, you will follow several stepsimilar to those above.

To create a Personal Distribution Listyou will need to be inthelnbox, Sent

Items, or Deleted Items(you can be in other main screens when you are mor |
familiar with Outlook 2003).You will need to be in a main screen where you ||_-.|.ﬂ
can seehe little Address Bookbutton,click-on it. E—
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F%: Address Book

§ File Edit View Tools

EEEX B G

Type Na Select from List: Show Names from the:

NGO | E—

When theAddress Bookscreen appearslick-on theNew Entry “Calling card” button,

just like you just did before.

TheNew Entry screen appears,
click-on New Distribution List L

in the area below Select the
entry type. S

Mew Contact

Make sure that Put this entryis
set onContacts If it is not set
on Contacts, click-on the small

down arrow to the right of thjs\‘ Put this entry

area and sele@ontacts.
() Inthe |Contacts

Then, click-onOK. In this message only

The following screen will now appear:

! Fle Edit View Insert Tools Actions Help
Save and Close | Zy @A | w B | e -5 -

Members | Notes |

Mame: |

,_Selectﬂembers... ] ’_ Add Mew...

|
m
a
m

3lMame ¢ | E-mail

There are no items to show in this view,
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In theareato theright of Name, type-in a name EBX Untitled - Distribution List
for your Distribution List (e.g. Lunch Bunch).

! File Edit View Insert Tools Actions
| fplsaveandClose | | 4 -9 [ ¥

degbers | Motes |

Next, click-on theSelect Members...
button.

Hame: | Lunch Bunch]|

elect Members... ] [ Add Mew, ., ]

This will display theSelect Membersscreen.

Select Members

You'll noticethat this Type Mame or Select from List: Show MNames from the:

screerlooks almost exactly | | Global Address List v

like theSelect Names 1 :

screen yowsed to address | Name filere e e

your messages You'll -

notice that the Select :EEE; E‘:’“d' Sl H

OLL, Amy

Members screeanly has a @ Abbott, Amy

Members- > button. Abbott, Jeanette

So, you can, at this Abbott, Timathy Tim'

moment, only add persons Abell, Percy 8496

you desire to be in your *“Z‘;‘r"r Sdhawlll-l " B2

Distribution List to the Ackroyericely, Ashiey 73z

Later we’ll show Adarr, Fope 7

group. La Adams, Amy 7519

you how to remove and add @ Adams, Amy 751

members as you update Adams, Eridget

your list. Adams, Catherine 7043 Z
L H
Add to distribution list:
[ Members -= ] | |
(o] (e
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By usingeither the Global Select Members %]

Address LiSt! or your Type Mame or Select from List: Showe Mames from the:
Contactsyou can create your |

Distribution list. Click-onthe

small down arrow in the | Mame Display Name E-mail £
upper right corner of the Bele Garrett Bele Garrett (boarret... boarn A
Select Members screen and Benji Koger Benji Koger (Benji Kog... koger
select the group you want. bennett@acavax. lynchburg. edu  bennett@acavax. lyn... benne
Bernadette Ortiz-Brewster Bermadette Ortiz-Bre... ortizi€
Bernadine Cochran — ~<——ine Cochran (b... beooch

In the example on the right we

Berte Thompsan Berte Thompson (bth.., bthon
chose ouContactsgroup, and . T -

Beth Kiggins Beth Kigagins (kiggins... kiggin
S_eleC_tEd theperson you see Bill and Melinda Gates Bill and Melinda Gates... askbil
highlighted at the bottom of “~J_| il Mcntash jo=Lynchburg Colleg... fo=Ly
the Menu screen. < — T e >

We thenclicked-on the Add to distribution list:

Members-> button —this - Members -= | |Greg Butler; Janie Schwark (Janie Schwark) ;

person wasaddedto our Cynthia Roberts (Independent Contractor) {v-cyrobe @
1 Busanne Peterson (Susanne Peterson)

y 2

Distribution list on theright.

You may “switch between” the

various “lists” as often as you [ o [ cancel |
like, and add as many names as
you like.

Note: You do not need to have someone in either the Globaddress List, Contactsor
another listo have them in your Distribution List. If they are in neither, simply typesami-
colon (;) at theend of thelast addresson theright side, and thertype-in theperson’s e-mail
address They will be included in your list.

When you havadded all the names you desitelick-on OK.

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

When you upgraded, you should have saved a fileccalPAB (Personal Address Book) and
incorporated it in your Outlook 2003 setup. This €ontained all of the names that you placed
in your Personal Address Book in Outlook 98/208@, for you “old hands,” you may use not
only all of the files in your Global Address BookdaContacts, you may also use your Personal
Address book that you used previously. If youmld save the PAB file and replace the PAB
file that was loaded with Outlook 2003, the Perséwmhiress Book names will not be available.
Your technical staff may have also indicated thaytremoved the Personal Address Book
option and included these addresses in your Cantdicyou have a question here, ask you
technical staff for assistance.
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You should now return to tHeistribution List screen. Your screen should look similar to the
one below. You'llseethename of your Distribution List in theName: areaand thenamesof
theMembersin thearea below Notice that the Remove button is now “active.”

E& | unch Bunch - Distribution List
! He Edt Vew Inssrt Took Actions Help
H___Qave and [10 -

Members | Motes |

Ty

Mame: |Lund'| Bunch |
L Select Members. .. Q [ Add Mew... J [ Remove ] Update Now

) Name |E-mai |
&= Cynthia Roberts (Independent Contractor) (w-cyrobe @microsoft.com) v

&3] Greg Butler gbu

=] Janie Schwark {Janie Schwark) jar:

%= Susanne Peterson {Susanne Peterson) sUs

To remove membergrom the list simplyclick once on the membesand therclick-on the
Remove button You'll notice that they are removed from youstli

To add new memberssimplyrepeat the steps on pages 21 to 24. Click theSelect
Members button andadd them as you did before

When you havenade all the changes you desirelick-on theSave and Closdutton in the
screen above.

Thenext time you “visit”
Contacts, yourscreen will
look something like the
one on the right

] . Type Mame or Select from List: Show Mames from the:
Thename will be in bold | | Contacts 3

and there will be a “teeny”
icon of awoman and a | Mame Display Mame E-mail Address
man on the left.

Lunch Bunch
lyles@admvax. lynchburg. edu lyles@admvax. lynch... yles@admva:
Lynda Sue Van Donsel Lynda Sue Van Donse... LyndaSue @
marcais @acavax. lynchburg. edu  marcais@acavax. lyn... marcais@aca

Any time you desire to make changes to this Distriftion List, justdouble-click quickly on
a list and you'll betaken to that Distribution List screen that you used to create the list.
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Sending Messages using your Distribution List

To send a message to everyone on your Distribliigts, use the same steps that you used for
sending a message to a single person. Eithelirtyjpe name of the Distribution List in the To:

or Cc: areas of your message (e.g. Lunch Bunch)sethe Select Names box, like you did on

pages 13 to 15, but select your Distribution Liist lyou would select a name.

Folders

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

Favorite Folders When you first opened Outlook 2003, tirea to theleft of the
[ 3 Inbox (4) screen looked something like the image to the leffThe icons
{a] Deleted Ttems (11) you see take you to different features of OutldB&léndar, etc.)
| Liread Mai or contain e-mail.
L} For Follow Up [2]
L.#| Drafts

Theiconswe areconcerned within this tutorial are thenes

\E:fr Mailbox - Murray, Tom . .
that pertain to e-mail and hold messages (e.g. Inbox, Sent

Al tod Exlders ltems, Deleted Items).
= E:,Ef Mailbax - Murray, Tom
[ backup
4 (s Deleted Ttems (11)
Lt#| Drafts
H L] Inbox (4 .
[ Junk E-mai When your Technical Support staff set-up your Cakl@003
(=) Outbox account, they create limits for the amount of magissages you
H L= Sent Items can have in your Inbox, Sent Iltems, and Deleteudtéolders.
& LY Search Folders When you get near this limit, you will receive aiianary

& & Personal Folders message, indicating that you need to delete messhgeare no

longer needed. Frequently, you have certain messgt are

] Mail related to a topic or group, and you would likedtain them for
some period of time, and not have them “count” msfayour
1] calendar size limit. The next area of this tutorial will dréss this

B hamtons situation
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You cancreate special folders calleBersonal Foldersfor
various ‘groups’ of e-mail (some of these on the right are
Microsoft, Dell, Verizon Server, etc). As you raeeor send
e-mail related to this “group” you canovethe e-mail to that
folder so that you can find the items easily, withbaving to
search all of your mail. Yocan still delete these items when
they no longer applyanddelete the folder when you are

finished with it.

Creating Personal Folders

— g m e

= = Personal Folders
2 (4] Deleted Ttems
3 Dell
L7 Drafts
[ Inbox
[ Microsoft
L= Outbaox
=3 Sent Items
3 Verizon Server
L Search Folders

To create &ersonal Folder,do the following:

Inbo-. - Microsoft Jffice Outlook 2003 Beta

Click-on File in theMenu Bar,

thenclick-on Newin the drop e ENE il = Toib Scbons | Help 2z
down menu, and thetlick-on Megy || 2| Mail Message
Folder... Cpen » ?}J Post in This Fol

Close All Ttems ||__.I Folder. ..

The followingCreate New Folder
screen will appear:

First, selectalogical namefor the
folder. For this tutorialve’ll usethe
title “My Junk.” Type the name you
desire in thd&Name area.

Next, move downtheCreate New
Folder screenwith the elevator arrows
(on theright of the menu screen) until

you see “Personal Folders” Click-o
Personal Folders \

Now, click-on OK .

This will placethe createdolder in
your My Shortcuts area.

/

Create Mew Folder

Mame:

|I'~"I1_f Junk

Folder contains:

|I'~"I.ai| and Post Items

Select where to place the folder:

L@ Drafts
[ Inbox (4)
éﬁ Journal
L@ Junk E-mai
.| Motes
LE Outbox
(= sent Items
[ Tasks

=" YPerzonal Folders

g Public Folders

[ oK l [ Cancel
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=" Personal Folders
# (5] Deleted Ttems
3 Dell
L7 Drafts
. [ Inbox
Notice that a new Personal Foldéfy Junk) has beermddetema | 3 Microsoft
to yourPersonal folder area £ My Junk
[ Outbox
=4 Sent Items
3 Verizon Server
[ Search Folders
Placing e-mail messages in your Personal Folders
Moving a single message
) ) . . _" T T T T oTrEmem s = WAL st g
You will notice, in the Preview Pane |= =3 Personal Folders L Rice, Janice
. ] r
— All Mail Folders area, that when # (a] Deleted Items % BrantT. Murray
you click-on Inbox, Sent ltems or i 2 Koger, Jm
Deleted Items that thePersonal Lﬂmr;jx A Keithlis
Folders you createdan still be seen £ Microsoft = .
. . T o) b Caldwell, Gina
in thePreview Pane on the left side £3 My Jurk N
g Friedman, Lesley
of the screen (4] Outhox g ———

To “move’ an e-mail from one folder (Inbox, etc.) to another folder (Pesonal Folder), you
simply click-on the e-mailmessage, you want to movieold down the left mouse buttonand
drag the messag® the Personal Folder

] g i L N T A I T L R T P P e Py

Keith Ellis RE: Motion Tablet PC
-'-C‘ﬁ 10 Caldwell, Gina FW: LC selected as Microsoft Professional Developme..

=) &3 Personal Folders
13 Deleted Jtegs

‘Murray, Tom'
Murray, Tom
i Friedman, Lesley Murray, Tom RE: Word Perfect

f=§  Trevey JohnL ‘Murray, Tom'; "... RE: Meeting Cancelation

In the image above we clicked-on the highlightedsageheld down the left mouse button
anddraggedthe messagiom the Inbox to the Dell folder. You will notice, as you are
“dragging” your e-mail message,small box appears “attached” to the cursor arrow.The
cursor changesto acircle with a line through it (when you are over an area where you can’t
drop your mesage), and thelmanges agairto the box with the arrow when you have the
cursor over &ersonal Foldericon. When you have th®x symbol overyour Personal

Folder, releasetheleft mouse button. This will move the message fromfolter to another.
Try this with one of the messages in your Inbox.
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Moving Several Messages

Inbox - Microsoft Office Outlook 2003 Beta

! Fle Edit Wiew Go Tools Actions Help

P SiNew - | F (A3 X | Reply (Reply to All (3 Forward | Ypu can also move _several messages
- with this drag technique.

Favorite Folders

t| [/ @/ From To highlight several messagegou

(7 Inbox (%) need to learn a new skill. If you
3 Deleted Items (14) = Date: Today hold down one of the Ctrl keygat
Avweadrz | EREOE S the bottom of the keyboard — one
L For Follow Up [2] Nichols, Susan either side of the Space Bar) and
L:# Drafts

Avery, Michael
Avery, Michael

thenclick-on several messages

-:\___ﬁ_ 4 - . .
< Mailbox - Murray, Tom you'll notice thatas you click each

gAbisd Eades s Robinson, Sharon message it is highlightedlike
3 badwp A8 image on left).
4 (o] Deleted Items (1 Avery, Michael
= Drafis April Cheek
[ Inbox (4) i
L@ Junk E-mail Jasc Software
(/= Outbox Danny & Diana Carr

When you areeady to movethe group of messages you highlighted, singik-on any of the

highlighted messagesandimmediately hold down theleft mouse button and therdrag all
the messages to tii@der where you want the messages. If you click-onafrtbe messages
and don’t drag the cursor immediately, this wilirtt-off” the multiple message selections and
you’ll have to start again. It's kind of trickyeHirst time that you try this.

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

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

Moving, Deleting, and Recovering Mail Messages

You should now have a “feel” for Outlook 2003. Htayjust completed folders, you can see
that we can move a message from any folder to @derf simply by clicking-on it and dragging
the message to another folder. You calkb click-on a message and, either udtdjt (in the
Menu Bar) thenCopy or Cut in theMenu bar, and therPaste to move or copy a message in
this manner. You can also use G, Copy andPaste buttonsin the button bar.

To deletea message, you have already learned that youlickroa the message and then on the

“X” in the button bar fiot the X in theupper right hand corner). If you click-on the upper
right hand corner X this will simplglosethe message and return you to the Inbox, etc.
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When youdeletean e-mail message in younbox, Sent Items or aPersonal Folder, this
places the message in theleted Items “trash can.” You can trag” an item fromDeleted
Items to any folder to retrieve it, or use the methods aboverézover a message to a folder.

“Really” Deleting Messages

To “really” delete an e-mail message in eleted Items trash canyou carclick-on the
messagendclick-on the X” button, or tap theDelete key Outlook 2003 will ask you if you
“really” want to delete the message. When you y&g™ it's gone To deleteseveral
individual messages at ongeclick-on thefirst message, themold down the Ctrl key, and
while holding down Citrl, click-on the other items You will see that they turrbtue,”
indicating that you aremiarking” them (just like we covered before). Now cliclettK” button
or tap theDeletekey. If you want to deletBLL of theitemsin theDelete Itemstrash can,
click-on Edit in theMenu bar and therSelect All Then, click-on theX” button or tap the
Deletekey.

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

Microsoft Office Outlook x|

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

Adding, Sending, Receiving, Viewing, and Saving Agichments

There are many times when you wansémda\Word document, Excel spreadsheet,
PowerPoint presentation, picture,or file of some type to someone, or be able to receive one.
Outlook 2003 makes this relatively simple. Thengendicated above are sent as

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

When you are sending an e-mail message and wan® :
to “include” an attachmentit’s relatively easy. e = & o Tods T
When you are in thentitled-Message the FEN=A = NN 2] = NN A U
Forward or Reply screens, you will notice a : A4 Normal
“paperclip” in the button bar. S

~ Times Mew Roman - 12

-G8 = ! &|¥]|

Text Area - Cursor ice...

To add afile (attachment) to you messagepu
MUSE be in the “text” area to do so.
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You cannot addan attachment you are in the To..., Cc..., or Subject areas You will see
your cursor “flashing” in thetext areaso you will know you are in the correct ardhyou are
in the To..., Cc..., or Subject areasyouwill not “see” the paperclip clearly. You will see a
definite outline of a paperclip (like the one abpwéen you are in the text area.

This paperclip is thebutton thatallows you toinsert anattachmentin your e-mail message
Go to the place, in your e-mail messag&here you want the attachment located (in the
Text Area). Most often, people place attachments at thenpéggy or end of their messages.

When you are at the point where you want the éittachment) located)ick-on the
paperclip. The followinginsert File menu screen will appear

Insert File

Look in: D My Documents | B & | Q X 4 [EH - Todls~
; ?;,:_"‘ll::u:ulligu:u Received Files I-'I‘EI"«ﬂ.Ehiling Label.pub
ﬁ § My Data Sources IEI_]Michscuft PD letter.doc
My Recent | .,_"'|I'~“Iy eBooks @NEW Directions CD letter.doc
i .,_“| My Library & New Directions.mdb
Fr j My Music 24 Porpaise. ppt
L | [C2My Notebook B RESUME. doc
Desktop | |C)My Notes W 50BLTR. doc
[iZMy Pictures 2] test Person.mdb
; My Webs 2] test.ppt
_ﬂ_f IEIJCD about tutorials-merge 2003.doc B univ of richmond. doc
My Documents | opay DAV talk.doc B william and mary.doc

E'E_]DDay Revenue Analysis Worksheet, xls

!J || ZE|Dell 1rvoice. pub
s | | po
;)'a L= How to make a great 2003 PE].ppt =

My Computer | |Wjames monroe positions. doc

;_‘!]) | Fle name: | v | Insert |-

My MNetwork | ;
Flaces | Files of type: | all Files {=.%) v/ Cancel

When thisinsert File screen appearschoosethe = cdbedin@soam. com
location of yourfile (attachment) on your L ce..
computer (A or C drives, etc., or on a network subject: PowerPoint 2003 Attachment
drive) by using thé.ook in: area (see the arrow
above—we have chosen My Documents on the .
C: disk drive). Thenchoose the fileby clicking- l@j
on it (we chosea PowerPointfile calledHow to om0
ow to make a
make a great 2003 PBJor our attachmet great 2003 FBl.p...

Click-onOK. Your e-mail message, with

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

butter sandwich to this message
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When you or, another person, receives this attanhra# you have to do idouble-click on the
attachment and it will load into the proper program! Or, yoan right click the mouse on the
attachment,and amenu will appear that you can use. Once you have the documetd in i
normal “environment,” you can save it, etc. Preidat!

Calendar

There is gersonal calendaryou canusethat is included __
with Outlook 2003. You can access the calendar by —<| Mail

clicking-on the calendar iconin Outlook Shortcuts area

on the left of your Outlook screen. You daarn how to == _| calendar

use_this calendar bglicking-on Help or theOffice 8- -

Assistant

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

Out of Office Assistant

If you aregoing to be away from your office

computer for a period of time, and you want to &eav ! Fle Edit View Go &
courtesy message for folks to let them know thatlyo Send/Receive :
be away, you can use tRrit of Office Assistantto :
do this. To activate the Out of Office Assistalitk- Find ;
onTools in theMenu bar and therclick-on Out of L] Address Book...
Office Assistant... 4| organize

f_\_l Rules and Alerts...
You will need to be in the Inbox, Sent b Outof Office Assistant...
Items, Deleted Items or one of your folder screens
to do this.

TheOut of Office Assistant menu screemt thetop of the next pagewill appear.
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X

Out of Office Assistant

{31 am currently In the Office

—- (%) I am currently Out of the Office
AutoReply only once to each sender with the following text:

—- (1 will be away from campus untl Tuesday, 29 July, Iwil be readingmy
messages periodically.

Sorry I missed you, »

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

Add Rule,.. Show rules for all profiles

[ OK ] [ Cancel ]

Type the messagéhat you want others to receive when they senglarail message to you.
Then click-in thesmall circle to theleft of | am currently out of the Office. This message
will be sentto each persothe first time that they send you an e-mail message telling tiemn
you are away from the office.

When you return (to your office), and Out Of Office Turned On
load Outlook 2003you 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.

COut of Office is currenty on. Would you like to turn it off?

Mo ]

Auto-Signature

There is an Outlook 2003 feature, which allows t@u ! Fle Edit View Go | Tools |
place a tlesigned signature at the end of your e-mail Out of Office Assistant. ..
messagesYou will need to bein one of the Main areas of

Outlook 2003 to create a signature (I nbox, Sent :
Items, Deleted Items, etc.). =t Options...

Customize... I

¥

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

TheOptions menu screemat thetop of the next pagewill appear.

33



| Preferences | Mail Setup | Mail Format |5|:|elling || Security | Other | Delegates |

Message format et ot T

Choose a format for outgoing mail and change advanced settings.

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

|Ise Microsoft Office Word 2003 to edit e-mail messages
IIse Microsoft Office Word 2003 to read Rich Text e-mail messages

[ Internet Format... ] [Internaﬁunal Options... ]

Y3  Usestationery to change your default font and style, change colors,
AC and add backgrounds to your messages.

|Ise this stationery by default:

Signatures

b,
42_2 Select signatures for account: |I'-‘Iicrusnf-t Exchange Server W |
Signature for new messages: | <MNone > b | /
Signature for replies and forwards: | <Mone = =
4
[ Signatures... 4

[ CK ] [ Cancel ] [ Apply ]

When the above screen appedisk-on theMail Format “tab” (see upper arrow abovg In
thelower portion of the Options menu screeryou will seeand area calle8ignature. Click-
on theSignatures... button in this area(see lower arrow abovg

Create Signature

Signature:

The followingCreate Signaturemenu
screen will appear.

Click-on theNew button in this screen
(see arrow to the righ). Preview:

TheCreate New Signature menu
screenat thetop of the next pagewill

appear. Unable to preview selected signature, or no signature selected.

L OK J [ Cancel
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When theCreate New Signature screen
appears type a “name’ for your
signature in the aramder - 1. Enter a
name for your new signature:(seethe
top right arrow — we used Greg Butler).

We'll leave2. Choose how to create
your signature as thedefault choice —
Start with a blank signature (see
middle left arrow).

Now click-on theNext Button Eee
lower left arrow).

1, Enter a name for your new signature:

X

Create New Signature
@ |Greg Buﬂer\
2., Choose how to create your signature:
—— {*) Start with a blank signature

) Uge this file az a template:

When theEdit Signature
menu screen appears,
type your Signature in
the space under
Signature text — like we
have done on the right,

Edit Signature

Signature text

Ly

- [Greg Butler]

‘{, This text will be induded in outgoing mail messages:

You can type anything
you desire for your
signature. You can type
just your name, or name,
title, phone, FAX, etc.

Greg Buﬂerl

Have a great day!

It's your signature.

Fant...

[

Clear H Advanced Edit. .. ]

] [ Paragraph... ] [

Notice that there are
several buttons below
the Signature text—

vCard options

Font, Paragraph, etc. If

LI | <MNone=

youdesire to change the

font of yoursignature,
highlight the text that
you desire to change

Attach this business card (vCard) to this signature:
vl
[ Mew vCard from Contact... ]
P: Finish ] [ Cancel

]

and therclick-on the
Font button and select

your font — therclick OK in theFont menu screen You can have several different fonts in

your signature if you desire — as well as color.

When you have the signature you desitiek theFinish button.
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This will take you backto theCreate Signature menu screenClick OK. Thebottom
portion of your Options menu screenshouldlook similar to theimage below.

Signatures
Y
7—‘—/1 Select signatures for account: Microsoft Exchange Server b
Signature for new messages: Greg Butler W
Signature for replies and forwards: R
[ Signatures... ]
[ (0]4 l [ Cancel ] [ Apply ]

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

If you desire to edit your signature or create & nee follow the process above, an choose the
logical buttons to Edit, Remove, or create a Neymaiure.

When you are satisfied with your signatuwikck OK.

Using Microsoft Word as your e-mail Editor

You may use Microsoft Word if you have it installed on ! Fle Edit View Go | Tools |
your computeras your e-mail editor, if you desire. To Out of Office Assistant. ..
activate Word, make sure that you are in the InboxSent
Items or Deleted Itemsscreen. Gick-on Toolsin

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

Customize... I

£
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When theOptions menu screen appeat<lick-on theMail Format tab

Mail Farmat

Preferences | Mail Setup Spelling || Security | Other | Delegates

Message format

=1

Choose a format for outgoing mail and change advanced settings.
Compose in this message format: | Rich Text hd

Use Microsoft Office Word 2003 to edit e-mail messages

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

[ Internet Format... ] [Internaﬁu:unal Options. .. ]

Stationery and Fonts

Y3  Usestationery to change your default font and style, change colors,
AT+  and add backgrounds to your messages.
L -
|se this stationery by default:
Signatures
b
;Z_z Select signatures for account: Microsoft Exchange Server b
Signature for new messages: <Mone = W
Signature for replies and forwards: <None W
[ Signatures... ]
_* oK ] [ Cancel ] [ Apply

]

If you want to use
Word as your editor
(with all of the full
word processing
features), in the
Options menu screen
that appearsslick-in
theboxesto theleft of
Use Microsoft Word
2003 to edit e-mail
messageandUse
Microsoft Word 2003
to read Rich Text e-
mail messagessee
arrow on left of the
image).

Thenclick-on the
Apply button and then
click-on theOK
button.

Thenext time you
create a new e-mailpr
reply or forward an e-
mail you will seea
little messageappear
that indicates that

Word is being loaded as your editor At the top of the screen you’ll see additiomegyv

toolbars for using Word.

When you are typing your e-mail messages you \a@ehall of the power that is inherent in

Microsoft Word 2003.

Accessing you e-mail at home through a web browser

If you desire to use your Outlook e-mail at hom&ng a modem and an on-line service provider

(e.g. MSN, AOL), check with your Technology Depagtmhand see if they have this service

available.

If you da anOutlook Web Accesdutorial has been created —similar to this one assist you.

Simply send an e-mail to address below to requesps.
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Other interesting features in Outlook 2003

Multi-colored Flag selection

Multi-colored flag grouping and Message Order

You cangroup/arrange your messagesy Date, From, To, Subject,

Flag and many other choices. In one of faders (Inbox, Sent Item,
a folder you have createlb)ok just below the folder title (Inbox,
etc.), and you will see an area that defaul&rtange By: Date.

Place your cursor over Arrange By: Dateandclick theRIGHT
mouse button. Alrop-down Arrange menu (like the one on the

=1 Millson-Martula, Chris sat /27
Booth, Jeanne; Briggs| w Red Flag
In Outlook 2003 you camark each message
¥y Blue Flag individually, as you desirayith a different
% Yelow Flag colored importance flag You can then view
¥ | GreenFlag your flags by color groups.
% | Orange Flag . . .
In thepreview screen simplyclick theRIGHT
¥y Purple Flag mouse button on tremall “blank” flag on the
«'| Flag Complete right of the message A “flag list” will appear as
AdilResnder .. a drop-down menu.
S Click-on the flagcolor you desire.
Set Default Flag »

Inbox

Arranged By: Date

— (7] oo

Conversation
From

To

right) will appear. You can click-on any choice. If you click-on P TS

Flag, your messages will be placed in Flag orden{fthe colors in
the above Flag menu). Anytime you desire to chdruye your
messages are arranged, simply RIGHT click on tharyed By: area
and choose another order (Date, Flag, etc.).
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Microsoft Office Tutorials

In addition to this tutorial, Outlook tutorials f@utlook Calendar, Outlook Folder Size, and
Outlook Web Access, as well as other Office tuteriare available at:

http://www.officetutorials.com

This site is updated frequently with tutorial resrss as well as tutorials from a number of
collegiate institutions. Please feel free to vasitl down load as you desire.

This has been an introduction into the basics dfddk 2003 mail. If you have any questions
about Outlook 2003, or comments on this tutoriEdape contact:

murray.t@lynchburg.edu

Thank you for your patience and good luck.
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