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Creating an email signature

An e-mail signature is a unique message automatically added to the end of an outgoing
e-mail message. It can consist of text and/or pictures. You may create different signa-
tures to be used for new messages or replies and forwards.

1. With the Inbox window active, click Tools - Options. optons

2. At the Options dialog box, click the Mail Format tab. PreferencesiMailSeth=M3i|F°fmat|S|:le||ing|5emrity

3. Click the Signatures button at the bottom of the box.

4. The Create Signature dialog box will open. Click New. Message format

5. When Outlook displays Create New Signature dialog box, + Choose 3 format for outooina mai and change ¢
type the name of your new signature, for example Reply or your name.

6. Click the Next button.

7. At the Edit Signature dialog box, type the text you want displayed as your new sig-

nature. For example, name, address, and phone number.

8. Click Finish. Click OK.

9. At the Signatures section of the Options dialog box. You may select when you would
like your new signature to be used.

e If you want the signature to be used for new Sgnatures
messages, select the signature name for the &y Select sonatures for account:  [Micosoft Exchange server <]
corresponding drop box. pScnature fornew messages:  [polores Games 7]
« If you would also like the signature to be used Senatre o reghes and foardse [ocres ames o]
for replies and forwards, you may also select it == |
from the drop down menu for that option.
10.Click OK. ’TI Cancel | Apply |

Handling attachments

In some situations, a simple email message is not sufficient to get the required infor-
mation to the recipient. In these cases, you may want to attach a file to your email
message. Outlook allows you to attach almost any kind of file to your message. You
may want to send a Word document, an Excel worksheet, a picture, or any number of
file types.

Sending an attachment

1. Create a new email. Enter the recipients of the message and type a subject.

2. Click the Insert File [ button.

3. The Insert File dialog box will open. Locate the file that you would like to send and
select it.

4. Click the Insert button. A new line titled Attach... M’
appear below the subject. It will include an icon for

Subjeck: Outlook Class

Aktach... ] outook Outline.doc (42 KE)

Continued on next page



the file type you are sending and the name and size of the document. You are lim-
ited to sending 10MB of attachments in a single email from your CCIS Outlook ac-
count.

5. Type the text in the body of the message. Be sure to state that you are sending an
attachment.

6. Click Send.

Opening an attachment

1. When receiving an email with an attachment, the paper clip icon will be visible in
the message header_ E‘ * 4| @ From ) Subje Received Size

. B editor@itimzssociation.... IT Infrastructure Management Biweekly ezine - ¥olume... Tue 3/13,/2007 9:24 ... 44 KB

2. Open the email. i 0 GMspie, Bryan v, Tue 3/13(2007 1:54 PM 203 KB

3. Double_cllck the attach_ =i 1 Dye, Jan 5. registry hack Mon 3/12/2007 S5:04 PM 12 KB

ment icon on the attachment line. This icon will be different, depending on the type

of file sent.

When Outlook displays the Opening Mail Attachment dialog box, click Open.

You may receive the Welcome to Reading Layout dialog box. If so, click OK.

. You may save the file to the location of your choice or close it when you are finished

viewing the document.

oo

Saving an attachment

In some instances it is necessary to save attachments. It may be a file you need to

edit, or you may prefer not to store files in your email, but rather on your computer’s

hard drive or network drive.

1. When receiving an email the paper clip icon in the message heading will indicate
the email message contains a file attachment.

2. Open the email.

3. Double-click the attachment icon on the attachment line. When Outlook displays
the Opening Mail Attachment dialog box, click Save.

4. The Save in dialog box will open. At the Save In drop down menu select the location
you would like to store the document.

5. Click Save.




Utilizing colors to organize email

Use this mode to apply a specific color to messages with a specific sender or recipient.
Outlook changes the color of the message header in the Inbox accordingly. You can
also specify the color of messages sent only to you. Color selection and the meaning of
each color are entirely at the discretion of the user.

1. With the Inbox window active, click Tools - Organize.

2. Select Using Colors. You will have several options for using color to organize your
email.

=10l x|

Type a question for help  ~

g Forward gif]SEﬂdeegeive - ?J_}Fi_nd p (9] B

Actions  Help

ply ES@Reply to Al

dick on "Automatic Formatting” above. ILI
|»

o At the Color Messages drop down menu you may select from or sent to.

e Type the name or email address of the person for whom you for whom you would
like to specify a color.

e Select a color from the list of colors provided.

e Click Apply Color.

« If you would like messages that are sent only to you (as opposed to a list of peo-
ple) to stand out in your Inbox select a color from the drop down menu at Show
messages sent only to me.

Click Turn on.

To exit the Organizer view, click the X in the upper right corner.



Email Follow up Flags

You can use follow up flags to help you to organize your emails. If you receive an email
that you need to take action on at a later date, you can flag it and set a reminder so
you will remember to complete the task. Flags can be assigned one of six different col-

ors.

1. Right click an email message and select Follow-up - Add reminder from the
shortcut menu. The Flag for Follow Up dialog box will open.

2. At the Flag to drop down list, select the applicahle task related to the message. You
may select such options as call or reply. \

3. Select a flag color. You may decide on your own colo Fsgang ks an b e you tht e obe folowed p. Ater
scheme. For example, all urgent requests may be
flagged in red, all emails that need a phone call may |™ =oerr ¥ rescor: WS
be flagge d in blue. Due by: | Wednesday, March 14, 2007 v l;:::m::ted v

4. If you would like a reminder to pop-up, select a date
in the Due by: field. You may also select a specific o) oo
time.

5. Click OK. A flag will appear in the right of the email detail line.

Marking a follow up as complete

1.

2.

Right click on the email message which contains the flag you would like to mark as
complete.

From the shortcut menu select Follow-up 2 Flag Complete. The colored flag will
be replaced with a check mark.

Managing Mail with folders

Outlook provides several ways to organize your data. Creating folders allows you to
store specific emails based on their subject. It helps to keep your Inbox neat and
makes it easy to find emails when you need them.

Creating folders

PONPE

i

Click File >New - Folder.

In the Name box, enter a name for the folder.

In the Folder box Mail and Post items should be selected.

In the Select where to place the folder: list click the location you would like to store
the new folder. For email, you will want to select Inbox.

Click OK. The folder will appear under the folder list under Inbox on the left side of
your screen.



Moving mail to folders

Once you have created your new folder you will want to start organizing your email.

1. Select the folder that includes the message you want to move, this will most likely
be your Inbox.

2. After the folder opens, right-click the message you would like to move and click
Move To Folder from the shortcut menu. The Move Items dialog box will open.

3. Select an existing folder from the list.

4. Click OK, the message is moved to the selected location.

Deleting folders

You may decide you no longer have use for a folder you created. If so, you may delete
the folder. This will delete the contents as well as the folder.

1. Right Click on the folder you would like to delete.

2. Select Delete from the shortcut menu.

3. Click Yes.

Renaming folders

Perhaps a person’s name has change, or you misspelled a folder name. In this instance
you may need to rename a folder.

1. Right Click on the folder you would like to rename.

2. Click Rename.

3. Type the new name for the folder.

4. Press Enter on your keyboard.

Searching for an email

1. Click the Find &= button on the Standard toolbar to display the Search toolbar. It
will appear directly below the Find button.

2. In the Look for: box type any text you want to search for. This could be an email ad-
dress, a name or text from the subject or body of the email.

Look for: Help Desk ~ SearchIn~ Inbox Find MNow Options = X

3. At the Search In drop down menu select which folder(s) you would like Outlook to
search in for the mail item. Try to be as specific as possible so you are not over-
whelmed with results. For example, if you know you are searching for a message
you sent, select Mail | sent so Outlook will only search your Sent mail.

4. Click Find Now. A list of matching messages will appear. You may need to refine
your search if what you are looking for is not found or too many results are avail-
able.



Creating a recurring appointment or event
Open the appointment or event you want to make recurring or create a new appoint-

1.

2.
3.

5.
6.

ment or event.
Click the Recurrence =feue= putton.

Select a start and end time for the appoint-

ment.
At Recurrence Pattern

e Select the frequency of the meeting (Daily,

Weekly, Monthly or Yearly).

« Establish how often the meeting will occur,
once every week, once every two weeks?

The Recur every field allows you to set
frequency.

o Select the day(s) of week the meeting will

Ooccur.

B

— Appointment time

Start: [1200PM  v|  End: [5:00PM

j Duration: IS hours j

Recurrence pattern

 Yearly

¢ Daily Recur every Il week(s) on:
' Weekly I syaday [" Monday [ Tuesday ¥ Wednesday
" Manthly Thursday ™ Friday [ saturday

the

" Endby:

yﬂéf recurrence
/ Start: IWed 3/14/2007 j @ No end date

~ End after: IlD oCCUrrences

[wed 571612007 |

OK |

Cancel I Remaove Recurrencel

e In the Range of recurrence section, check to be sure the start date is correct and
select one of the radio buttons establishing when the last meeting will occur.

Click OK.

Click Save and Close in the calendar entry.

Scheduling a meeting

In the calendar you can schedule regular appointments, all day, multi-day events or
meetings. An appointment becomes a meeting when you invite other people, which re-
quires coordinating others’ schedules.

1.
2.
3.

Click Actions 2 Plan a Meeting. The Plan a Meeting dialog box will open.
Click Add Others - Add from Address Book.
In the Type Name or Select from List box, begin typing the last name of a person
you want to invite to the meeting. Their name will appear in the list.
Select the name of the person you are invitint in the list and click Required or Op-

tional. The Required and Optional at-

pointment tab of the meeting entry.

. Once you have selected all of your at-

tendees, click OK.

. You will notice the key at the bottom of

the box helping you to determine when
each person has free time. Select a time__
when all invitees are available. You can
select a date and time you would like

OR

You can use AutoPick Next to find the™ |

next available free time for all invitees.

E
tendees appear in the To box on the Ap- |

Zoom: | 100% [Day Yiew) v

1:00 2:00 300 00

Al Attendess

Stevens, Cathering C.
Stanowski, Gary

=He
=Ho

<

Add Others W ? - 1 -
eting start time: | Mon 3/12/2007
= AutaPick Nexd = Meeting end Hme P Mon 3/12/2007

Busy M Tentative M Out of Office [~ Mo Information

- [B]x]|

Monday, March 12, 2007
8:00 2:00 10:0C

| | 3:00AM v

| |8:30 AM b

Make Meeting I [ Close

Continued on next page




7.
8.

Click Make Meeting.
In the Subject box, type a description.

9. Enter the location of the meeting in the Location box
10.1f you want to make the meeting recurring, click Recurrence, then select the recur-

rence pattern.

Responding to a meeting request

When you send a meeting request, a meeting request e-mail message is sent to the in-
vited attendees. This message allows the attendees to accept, tentatively accept, reject
the meeting invitation, propose a new time for the meeting, or include a message in the

Fle Edt [\ew l_.nsert P o e

=10l x|

 Agcept | 2 Tentative | 3 Decine Propoge Mew Time | ]Calendar... |13 [ | X | & - + - @ o
Appointment | scheduing |

Ocaurs every Tuesday effective 11/28/2006 from 10:30 AM to 11:00 AM (GMT-06:00) Central Time (US & Canada).

Accepted on 11/14/2006 4:18 PM,

Organizer: Stevens, Catherine C. Sent: Tue 11/14/2006 4:18 PM

Subject:  [Cathy/Dolores 1:1

Location: | =] oot [T vone =l
Starttime;  |Tue 3/20/2007 x| [i:30aM x| [ Aldayevent

End time: [Tue 3/20/2007 x| [:200pm ¥

[V Reminder: [15 minutes x| 62| show time zs: [ Busy -

ace,., | I This s an online mesting using;. [Microsaft NetiMesting

Hi Dolores, =
We will meet once a week to talk about projects, upcoming items, and any outstanding issues._

Cathy

Contacts... Categories. Private [T

If you select Accept, Tentative or Decline you will be given you three options. Select

o Edit the response before sending - allows you to send additional comments with

e« Send the response now - sends the response only, with no additional comments.

reply.
1. Open the meeting request.
2. Click on Accept, Tentative, Decline qQr Propose New Time.

e Selecting Accept will make an entry on
calendar.

e Selecting Tentative will make an entry on
your calendar, but it will not be blocked as
“busy”.

« Selecting Decline will not place an entry on
your calendar.

e Selecting Propose New Time will allow you to
search for a new time when all invitees are
available.

e Regardless of which option you select an
email will be sent to the meeting organizer
letting them know your status.

3.

the option that is applicable to you.
your response.

« Don’t sent a response - cancels your response.

4. Click OK.
5.

If you selected Edit the response before sending, you will be given an email form in

which to type your comments, then click Send.




Using calendar labels

The Label drop-down list on the appointment form shows the different color labels you
can assign to an appointment as a visual cue to indicate the purpose of the appoint-
ment, its importance or requirement. Outlook has predefined labels created for you,
however you may change the text of any labels.

1. Create a new appointment or open a previously scheduled appointment.
2. At the Label drop-down list, select the e ]

desired category. ———— @ . e

3. When you have completed all the fields for = e | Ptk e [
: : Bf ]
your meeting entry click Save and Close. ~_ o o[ o] e [T
It will be highlighted in the selected color. oy [fomor — « [ o P
[] vacation
IV Reminder: |15 minutes j (| Show time as: |l Busy %::::qued
[] Must Attend
]B\rﬂwday
] Anniversary
]PhanECaII

Editing labels

1. In Calendar view, click Edit - Label - Edit Labels. You may change all or some of
the categories.

Edit Calendar Labels X

| 2. At the Edit Calendar Labels dialog box type the text you

/ want to associate with each color. You may change all or
Eleues some of the labels.

Persond 3. Click OK. When you create new calendar entries or edit
feeon old calendar entries your new labels will be available for

Mt Attend you to select from.
Training
Meeds Preparation

Service Desk

Reminder

OO0000nnoEs

Phane Call

OK l [ Cancel




Sharing your calendar

You can allow others to access your entire calendar or selected calendar items. You
may give them permission to edit your calendar, or just to view it. To share your calen-
dar and its items, you must set permission levels for various users.

1. In the Calendar view click File - Folder - Sharing.
2. Click the Permissions tab to view the current permissions for your calendar.

3. Click the Add button to provide access to a user. The Add users dialog box will open.
4. In the Type Name or Select from List: box type the ]
last name of the person you would like to give access General | HomePage | Autolrcive
to. Administraton | Forms Permissions | Synchronization
5. When you see their name in the list, click on their Name: b
name and click Add. Stevens, Catherne C. Edr

Bowden, Trevyn Editor

6. Repeat steps 4—5 to add more users. Click OK when
you have finished selecting your list.

7. At the Calendar Properties box select the user’s name
and then select the permissions level from the Permis-—_ ™"
sion Level drop-down list.
As you select different levels of permissions you will Bl e Bl =i
notice the options will change in the list below— _ >:: z::j::foldm ::;:jew@;et
« The most common status is the Reviewer, which will e P

provide access for someone to see your calendar, { * MNone { 9 =

Remove | Eroperties...l

Permission Level: INone j

. " Own " Own
but not edit it. ol Al
e Another common status is Editor, which will provide
someone with rights to read, create and delete

oK | Cancel Apply,

items on your calendar. You may customize any of
the permission levels by selecting or deselecting the
check boxes.

8. Click OK.

Opening a shared calendar

Once someone gives you “permission” to access their calendar, you will need to open it

at your computer.

1. At the Calendar view click File > Open - Other User’s Folder.

2. Click Name. From the list, select the name of the person whose folder you would
you would like to view.

3. Click OK. The folder will open and will also appear in your Other Calendars list on
the left side of your calendar. In the future you can place a check mark next to the
calendar you would like to view.




Marking an appointment private
Outlook gives you the option to make an appointment private. If you choose to do this,

a person with permission to view your calendar will see the time is blocked out on your
calendar but will not be able to see the appointment details.

1. Create or open the appointment or meeting TR

R Location: ~ | Label: |[] nore v
that you want make private.
2. Select the Private check box in the lower right | 2™ [weewewr v o © Hstdaee
End time: Tue 3{13/2007 v | [si0am
corner. T~
Resipder: . Show time as: | Il Busy

3. When all the fields in your calendar entry are
completed, click Save and Close.

Conkacks... Cateqories... Private []

Contacts

Contacts is an Outlook tool to help you organize and store addresses, phone numbers,
email addresses and other information about people you may need to communicate
with.

Creating a contact
1. Click File > New - Contact.
2. Type a name for the contact.
3. Enter the information you want to include for the contact.
e You can specify how you want the contact’s name to appear In the To: line of
message by typing the name in the Display As box.
e To enter multiple entries in a field such as more than one address or email ad-
dress, click the drop down arrow next to the field. [esres. )
4. When you have entered all the data for your contact, click Save and Close.

Creating a distribution list

1. In the Contacts view, click File > New - Distribution List.

2. When Outlook displays the Untitled - Distribution List window, type the name of your
list in Name: box.

3. Click the Select Members button.

Continued on next page




4. When Outlook displays the Select Members dialog box Select the address book you

would like to choose names from at the Show Names from the: drop down menu.
%]
Typo Namsor Slct rom 581 Show s rom e o If the person has an @ccis.edu address leave the selec-

palmer Global Address List v

Marne Business Phone Office

~

Pamperl, Rebecea &,
Pankey, Tori A,

Pansing, Lovis D,

Parey, shelly A,

Parham, Ellen

Parker, Christopher J,

Parker, Delano

Parker, Laura M. 573-875-7531 3125
Parshall, Sallie C. SF3-875-7274 1145
Pasley, James M.

Patricell, Anthany A,

Patkerson, Mary

Pattersan, Shirley 5. -

< b
Add to distribution lst:
Stewens Catherine C.; Palmer, Kevin

5.

-/

7.

8.

tion as Global Address List.
e If the person you would like to add is in your personal
address book, select Contacts.
Type the last name of the person you would like to add to
your list in the Type Name or Select from List box.
The person’s name should appear in the list. Select the
member’s name you would like to add to the distribution
list and click Members.
Repeat steps 4 - 6 until you have added all members to
the list.
Click OK.

9. If you would like to add members who are not in your Contacts list or the Global Ad-
dress List, click Add New at the Distribution List window.
o Enter the Display name and the email address of the contact in the appropriate

fields.
e Click OK.

10.Click Save and Close. You may use this list by selecting it from your Contacts when

creating a new email.

Creating a task

Outlook provides the a way to track your task. This feature is an effective way to cre-
ate and manage tasks. You can create a one-time task or recurring task. There is the
ability to track the amount of time spent on a particular task, as well as keep details.

1. Select File > New - Task.
2. In the Subject box, type a task name.
3. If you would like to assign the task to someone you can click the Assign Task but-

tO N. .2Assion Task

Ei Bring Pizza for, the party - Task E]@@

L] In the TO: fleld type the emall Of the :fle Edt Wiew Insert Formst  Tools  Actions  Help

address of the person you would like to assign

the task to.

Pidsend | ¥ E3 [ | 8. | svRecurrence... 134 Cancel Assignment | X | @) H

Task | Detsils

e You may choose to deselect the update options S o

on the task if you do not want to be updated on e

it’s status

4. You may select a due date, start date and priority,

~ | status; Mok Started

Start date: | Mone ~| Priority: |Mormal % | % Complste: |0%

Keep an updated copy of this task on my task list

but none Of these fields are required- [¥] Send me a status repart when this task is complete

5. In the body of the task, type any relevant details.

Contacts. .. Categaries. ., Private []




