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Chapter 1 — Working with Messages

Overview

While the primary purpose of the Inbox is to send and receive messages,
there are many powerful features that make Outlook more than just a
glorified mailbox. These features give the user real power in managing
and working with their e-mail messages.

This chapter will focus on the features that can make working with e-mail a
lot easier, and greatly enhance the appearance and ease with which e-
mails are created, including signatures, voting buttons, flagging, and send
and receive features.

Setting Message Options
There are several options that can be set for a message before it is sent.
For example, a message can be sent with high importance, marked as
confidential, or marked to be delivered at a specific time.
The following procedure explains how to access the Message Options

dialog box. The individual sections that follow go into detail about each of
the options offered.

Procedure:

1. Create a new message.

2. Opkions. ..

message.

Click the Options button on the Standard toolbar of the

OR

From the View menu of the message, select Options. The Message
Options dialog box displays:

© 0A316 @ Abreon Page 3



Chapter 1 — Working with Messages

2]x]
Message setkings Security
Imporkance: ;.{ _hange security setkings For this message,
Sensitiviky: Normal : Security Settings...
‘oting and Tracking options
- H '
v [ Use woking buktons: | j

[ Request a delivery receipt For this message
[ Request a read receipt For this message

Delivery options

@ [ Have replies sent ko | Select Mames. ..
¥ Save sent message to; |Sent Items Browse. ..

™ Donot deliver before: | i El
™ Expires after: [ I El
Attachment format:  [Default -
Encoding: | Auto-select =

Contacts, .. |
Cakegaries. .. |

Close

3.  Select the desired options and click Close to return to the message.

Setting Message Importance

The Message Settings section of the Message Options dialog box
determines two things — the importance of the message, and the
sensitivity of the message.

The first option is Importance. There are three choices in this drop-down
list. The following table explains the available options:

Option Description

High The message will be marked with a red exclamation point
icon in the message list of the receiver.

Normal The default for all messages. No special icons will appear.

Low The message will be marked with a blue down-arrow icon
in the message list of the receiver.
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Chapter 1 — Working with Messages

Message importance can also be set from the Standard toolbar of the
message.

= =10l x|

File Edit Wiew Insert Format Tools  Actions  Help  Type aquestion forhelp -
[=]5end = ¥ | ejoptions.. [7) *
i —— [0 -||A B £ 8 i= &= =
. . / .
High importance
|
Ce...

//-;ubject: I

Low importance |

-

M ==
(Il
Il

|

The importance buttons both act as toggle buttons — they can either be on
or off. Additionally, both buttons cannot be on at the same time.

Message importance does not affect the speed of delivery for a message.
A message sent with high importance will be delivered at the same time
and speed as a message with low importance.

Messages with importance set will appear in the receiver's Inbox with
either a red exclamation point (high) or blue down-arrow (low). If no
importance is set on a message (the default), the importance column will

be blank.
|08 Te From | Subject [Received T |Siee |-
L (3 trainAll train,.. Scott Concila This message has low imporka, ., 0902002004 ... S44 6
|mp0|’tance ¥ 5 traindll train.,. Scotk Concilla This message has high import,.. 09)2002004 ... 5446

indicators
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Setting Message Sensitivity

The second part of the Message Settings section determines the
Sensitivity of the message.

Message sensitivity displays a note in the InfoBar of a sent message
indicating how the receiver should treat the message. The following table
explains the available options:

Option Description ‘

Normal The default for all messages.

Personal Marks the message as “Personal” in the InfoBar.

Private Marks the message as “Private” in the InfoBar, and
prevents others from making changes to the original
message when replying to or forwarding the message.

Confidential Marks the message as “Confidential” in the InfoBar.

When received, the corresponding message sensitivity will be displayed in
the InfoBar:
B =10| %]
File Edit Miew Insert Format  Tools  Actions  Help
CyReply  HiReplytoal | W Forward | S LA PR @ =
|&Please kreat this as Confidential, |
From: Scokt Concilla Sent: Mon 09)20/2004 14:53
To: IT Training Foom 7014
it
Subject: Message Sensitivity
This message containg an example of using the message sensitivity -
settings found in Outlook.
I
Page 6 9 Abreon © 0A316
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Adding Voting Buttons to a Message

When a user wants to send a message that asks for a multiple-choice
answer to a simple question, voting buttons can be used. The recipient of
a message that has voting buttons can respond merely by selecting the
appropriate button.

Procedure:

In the Message Options dialog box, select the Use Voting Buttons
check box.

Choose voting button options from the adjacent drop-down list or type in
labels for the voting buttons separated only by a semi-colon (;). Itis not
necessary to include spaces between the choices. For example:

chocolate;vanilla;strawberry
Monday;Wednesday;Friday
Keep It;Trash It

Select any other message options as needed.
Click Close.

Complete the e-mail message and Send it.

Warning:

The message author will not see the voting buttons in the message
before it is sent.

© 0A316
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Responding to a Voting Request
When receiving a message containing voting buttons, selecting the
appropriate voting button sends a reply to the sender. Voting buttons are

displayed above the e-mail as a toolbar, and a message on the InfoBar
indicates that the user should respond using the voting buttons.

Procedure:

1. Open the e-mail containing the voting buttons.

% test voting buttonz - Meszage [Rich Text] =] E3

J File Edit Wwiew Insert Format Tools  Actions Help
Jﬁqlgeplv | £54 Reply bo Al | GF Forward | & | * ||:E b | * - W v| () .
J‘f‘es |y| Mavbe ‘

)ﬂ/Please respond using the buttons above,

v , . . .
Votlng buttons Fram: Ireland, Aric Sent: Tue 6/29/33 11:16 AM
To Ireland, Aric
et

Subject:  kest voting buttons

2. Click the appropriate voting button. Outlook displays the following
dialog box:

Microsoft Dutlook E3 I

& “ou have chosen to respond: es.

v Send the response now

¢ Edit the response before sending
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Chapter 1 — Working with Messages

Select the desired option and click OK.

If the Edit the response before sending option was selected, the
dialog box closes and an e-mail message window displays. The
selected voting response will be part of the subject of the reply.

Type any additional comments in the text area of the message and click
Send.

Tip:

Voting buttons are also visible in the header of the Preview Pane if it is
turned on.

Tracking Voting Responses

The sender of an e-mail message that contains voting buttons can easily
track the responses received back from the recipients.

Use either of the procedures below to view the summary of voting
responses.

Procedure:

Select the Sent Items folder (or whatever folder the original e-mail is
stored in).

Open the e-mail by double-clicking it.

Select the Tracking tab. A list of the original recipients and their vote, if
any, displays.

© 0A316
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™ Yoting button responze - Meszage [Rich Text]

JEiIe Edit Wiew Insert Format Tools Actions Help

IS[=l E3

Jﬁ&geply|@Replytonl_l|ip§Forﬂard|§ | L ||:B x | &*> - ¥ '| @ -

J‘f‘es | ] | Mavbe

Message I Tracking I

¥ This message was sent on 6/25/99 11:31 AM,
Reply Totals: Yes 1; Maybe 1; No 0

Recipient Respanse
welch, Dawvid
Malke, Fred Yes: 62999 11:37 AM

Close the message when completed.

Procedure:

Select any voting response in the |

nbox.

In the Preview Pane, click the summary of responses link in the InfoBar
of the message. (If the Preview Pane is not currently visible, turn it on).

Page 10
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@ Inbox - Microsoft Dutlook [_[O]
File Edit Wiew Faworites Tools Actions Help Type a question for help |+
lNew v &b X GgReply £FiReply to Al ¥ Forward @ - ) Mark as Read »
¢ & % Inbox. d
Outlack Sharteuts| | ¢ O [¥|8Re...[ To | From | Subject |Received T |Size I;I
B4 [[] Scott Concilla trainAD2 trainADZ No: Seminar help 01,/31/2006... 40...
= | [[] Scott Concilla trainAD4 trainAD4 Maybe: Seminar help 01,/31/2006... 41...
B4 [[] Scott Concilla trainAD3 trainAD3 Yes: Seminar help 01,/31/2006... 41..
Outlack Today = M Scott Concilla traina01 traina0l Yes: Seminar help 01,/31/2006... 4
£ [ Scott Concilla Ruth Guldin RE: WORKSHOPS 01f31/2006 0... 1KB
Calendar LI
% e sender responded: Yes, Cligh here to view the summary of responses,
© © The send ded: Yes, Cligg heret th f
Contacts From:  traina0l krainall Y Tor Scott Concilla
Subject: ¥es: Seminar help Cc
3
Tasks
; =
My Shartcuks
=
Other Shortcuts
|5 Items, 4 Unread v

3.  Outlook displays the tracking tab of the messages with the summarized
responses.

Tip:

The original message will have an % icon in front of it.

& Warnings:

o Recipients may vote more than once, however, Outlook will only record
the first vote sent.

. Voting buttons are not removed from a message once a user has voted.
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Chapter 1 — Working with Messages

Using Message Tracking Options

Read or delivery receipts can be requested for any message. Both types
of receipts are messages that are delivered back to the sender after the
original message has sent. A delivery receipt indicates the date and time
a message was delivered to the recipient's mail server. A read receipt
indicates the date and time the recipient opened the message.

Specifying that a delivery or read receipt for a message is desired does
not guarantee that one will be returned. The recipient's mail server or mail
client might not support delivery and read receipts. The recipient might
have configured their e-mail client to automatically reject requests for
receipts, or the recipient might answer No when prompted to send a
receipt.

If a receipt is received, it is a good indication that the message was
delivered or read. However, if a receipt is not received, it cannot be

assumed that the message was not delivered or read. A message receipt
serves only as a positive notification, not a negative one.

Procedure:

Open the Message Options dialog box.

In the Voting and Tracking Options section, select either or both of the
following check boxes:

Option Description

Request a delivery receipt | Select this check box to receive a message that
for this message contains the date and time the message arrived to the

recipient’s post office.

Request aread receipt for | Select this check box to receive a message that

this message contains the date and time the recipient read the
message.
3.  Select any other message options as needed.
4. Click Close.
5. Complete the e-mail message and Send it.

Page 12
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Chapter 1 — Working with Messages

Redirecting Replies to a Message

There are times when the reply to a specific message should be sent to a
different e-mail address. Outlook allows a sender to designate another
person or e-mail address as the preferred address for a reply.

For instance, a manager may send out an e-mail requesting that all
personnel respond to the message by e-mailing the department secretary.
The manager can assist this process by designating in the e-mail options
that his secretary should receive the replies.

Redirecting only works when the recipient clicks Reply in response to the
original message. There is nothing to prevent the recipient from writing an
original e-mail and sending it the original address.

Procedure:

Open the Message Options dialog box.

In the Delivery Options section, select the Have replies sent to check
box.

Click Select Names to choose an address from the address book
(Global Address List or Outlook Contacts), or type a valid internet e-mail
address in the box. More than one address can be entered in the box,
as well as any combination of local and internet users. Multiple
addresses should be separated by semicolons ( ;).

Add any other message options as desired.
Click Close to return to the message.

Complete the message and Send it.

© 0A316
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Designating an Alternate Sent Item Folder

By default, Outlook will store copies of all sent e-mail in the Sent Items
folder. However, a different folder may be designated for this purpose on
a single e-mail basis.

Procedure:

1. Openthe Message Options dialog box.

2. Inthe Delivery Options section, select the Save sent message to
check box.

3. Click Browse. The Select Folder dialog box displays:

Eolders:

-3 Mailboz - IT Training Room 7014
-2 Mailbo - IT Training Room 701h
=5 Mailbos - Scott Concila Cancel
----- % Calendar
----- % Calendar - blark L=t
----- §2 Contacts

----- {7 Deleted Items
----- B} Drafts

-5 Inbox

{‘ﬁ Journal
----- Maotes

| v
Ix

----- fgEm

4.  Select an Outlook folder from the hierarchy and click OK.
5.  Select any other message options as desired and click Close.

6. Complete the message and Send it.

Page 14 @ Abreon © 0A316



Chapter 1 — Working with Messages

Using Message Delivery Options

When a message is sent, it is delivered immediately by default. However,
delivery of the message can be delayed until a specified time using the Do
not deliver before option.

For example, a manager may write several e-mails before going on
vacation, and set them to be delivered while gone. The e-mails will
appear in the recipient's Inbox at the date and time designated by the
sender.

Additionally, a message can also be set to expire by a certain date and
time by using Expires after. This option can be used to ensure that a
message gets deleted, or that a message is deleted once its contents are
no longer relevant.

Both of these options are found in the Delivery options section of the
Message options dialog box.

Procedure:

Open the Message Options dialog box.

In the Delivery Options section, select the Do not deliver before
and/or Expires after check boxes.

Use the date and time drop-down lists to select the date and time for
each option.

Select any other desired options for the message.
Click Close to return to the message.

Complete the message and Send it.

Tip:

When the message is received, it will be marked with the time and date
the message was sent by the sender, not the time and date it was
received.

© 0A316
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Chapter 1 — Working with Messages

Associating a Message with Other Outlook Items
Messages in Outlook can be "linked" or "associated" with other items in
Outlook. This makes it easy to find messages that may be associated

with a particular Outlook Contact, or find all messages in a specific
category.

Procedure:

1. Openthe Message Options dialog box.

2. Click Contacts. The Select Contacts dialog box displays:

2lx
Look in:

-5 Mailbo - Scott Concilla
----- ¢ Calendar
----- % Calendar - blank,

L

L

----- 3 Deleted Items
----- 5B} Drafts
-2 Inbox

C‘«ﬁ Journal
e R

L

Items:

| O |Q|Filed [T |J0b Title |Cnmpany l;l
Alvin, Eril:

Baileyy, Mark Technical Support Servi,., The Abreon Group

Beqgqg, Tom Abreon Group, The

Concilla, Scotk A, Information Technaolog,..  The Abreon Group

Murphey, Phil

METg product support

Mukfer, Dina Denkist

[o]'4 I Cancel Apply |

il il

3. Select the desired Contacts and click Apply.
4.  Click OK to return to the Message Options dialog box.

5. Click Categories. The Categories dialog box displays:

Page 16 @ AFireon © 0A316
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Itemis) belong to these categories:

Available cateqories:

2 x|

ool [ b [ |

Chorus
Campetition
Favorites
Gifts
Goalsjobjectives
Haliday
Holiday Cards
Hak Contacts
Ideas
International
Key Customer
Miscellaneous
MNETa

:

=l

Ok Cancel | Masker Cakegory Lisk. .. |

Select any category check boxes to which this message should belong,
or type new categories into the Iltem(s) belong to these categories box
and click Add to List.

Click OK when completed to return to the Message Options dialog box.

Select any other desired options and click Close to return to the

message.

Complete the message and Send it.

© 0A316
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Finding and Searching for Messages
Outlook's Find Bar allows quick searches of folders to locate messages.

The search can be performed on one of four general locations, or can be
customized to search a single folder or group of folders.

Procedure:

Lo | ZuFid | |
Click the Find button on the Outlook toolbar.
OR
From the Tools menu, select Find.
OR

Press [Ctrl] + [E]. The Find bar displays above the message list.

Lok For; + SearchIn = Inbox Find Mo Options = =

2. Inthe Look for box, type a word or phrase to search for, or use the
drop-down list to select a previous search.

3.  Click Search In to display a drop-down menu and select where Outlook
should search for the message. Outlook provides four general choices,
or use the Choose Folders option to select a specific folder or hierarchy
of folders.

Search In = | Inbox

Inbiox
All Mail Folders
Mail I Received

Mail I Sent

Choose Folders., .,

4. Click Find Now to begin the search. Click Stop at any time to halt the
search.

5. The results of the search display in the message list:

Page 18 @ AFireon © 0A316




Chapter 1 — Working with Messages

File Edit Wiew

Favorites

Tools  Actions  Help

ElNew ~ | X | GoReply CRiReply to Al € Formard || B8 Find

= Inbox .

Type a question far help |+

» - [ Preview Pane (1 Mark as Read

=10l |

Cuklook Shorkouts ook For: oukloal - SearchIn - il Falders ind Mow Clear ptions =
look Sh Lok f kiook Search I Al Mail Fold Find Maw Cl Opt
Y OwaRr.. T |Fram | Subject |Received T |Size
@ L) [ Armand Markino; Chr... Scott Concilla REMIMDER: Qutlook ¥P Introd... 11703/2004 ... Z KB
STtk 5 [[] Scott Concilla Selina Roberts Outlaok 2P Class 11j03fz004 ... 7ES5E
avis, Marsha cott Concilla H ook arder
Y [ "Davis, Marsha Scatt Concil RE: PGW book ord 11j03{2004 ... 1K
= cott Concilla avis, Marsha : ook order
[] Scott Concill Diavis, Marsh. RE: P book ord 11/03/2004 G79E
;m v [] Rosemarie Higgins; A... Scott Concilla REMIMDER: Qutlook P - Work.., 11/02/2004 ... Z KB
Inbas L) [] Deborah Decolli; Lisa... Scott Concilla REMIMDER: Qutlook ¥P - Work... 11/02/2004 ... 3KB
Scott Concilla Gary Young 11)02/2004 ... 6426
2 O ll fozf.
= [] Debra Schroeck Joseph Given Training 11f02/2004 ... 935 B
= [] Scott Concilla; Ward,... Davis, Marsha RE: PGW book order 10/25/2004 ... 945B
Calendar ] [ “ward, Judy'; 'marsh... Scott Concilla PGW boaok order 10/25/2004 ... 1KB
s = [ Mary Meister Scott Concilla RE: Word %P - Using the Mail ... 10/23/2004 ... 1KE
ﬁ @ [ Scott Concilla Mary Meister RE: Word ¥P - Using the Mail ... 10/23/2004 ... 1KE
ossana Romano; St.., Scott Concila : Access 97 - Introduction
= R st... Scott Concil P A 97 - Introducti 10/28/2004 ... 6 KB
e 1 @ [ Amethyst Burris; Leo... Scott Concila it Excel %P - Introduction to... 10§28/2004 ... & KB
oy ) @ [] John Lafferty; Debor... Scott Concila FW: Excel ¥P - Introduction to... 10/23/2004 ... 6KB
ossana Romano; o, Scott Concila + War - Using the Mail ...
= ! R 0., Scott Concil Fit Word 5P - Using the Mail ... 10§28/2004 ... & KB
Tasks ] @ [] Mary Meister; Debor,.. Scott Concila P Ward ¥P - Using the Mail ... 10/23/2004 ... 6KE
= @ [ Armand Marking; Chr... Scott Concila Fuv': Outlook P - Introduction 10/25/2004 ... SKB
@ =] @ [ Deborah Decoll; Gar... Scott Concila Fi't Excel ¥P - Introduction 10/25/2004 ... G6KB
] @ [] Rosemarie Higgins; A... Scott Concila P Outlook P - Woarking wit, .. 10f23/2004 ... SKB
Journal El ] @ [] Deborah Decoli; Lisa,.. Scott Concila Fi Qutlook #P - Working wit, ., 10/28/2004 ... 6KE
] [ Kathleen McAnaney Scott Concilla RE: Outlook for six new emplo... 10/23/2004 ... 1KE
My Shortcuts =] [ Armand Martino Scott Concilla RE: Training Classes 10/27/2004 ... 1KB
Other Shartcuts ] [] Edith wilson Scott Concilla RE: Mowember - Training 10f27/2004 ... 1KBE =
|9 Items

v

Click Clear to perform another search or restore the original list, or click
the X at the end of the Find bar to close it.

Tips:

The Options button at the end of the Find Bar can be used to access
the Advanced Find dialog box, which is used to create more detailed

and advanced criteria for searches.

To restrict the search to message headers only, select the Options
button and clear the check mark next to Search All Text In Each

Message.
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Resending a Message

Any time a message is sent, a copy of it is placed in the Sent Items folder.
These copies can be kept in the Sent Items folder, or they can be moved
to other folders. An additional benefit of keeping copies is the ability to re-
use and re-send previously sent e-mails.

Messages can be sent again to the same person or sent to someone else
without having to retype the original message.

Procedure:

Sent Ikems

Click the Sent Items button on the Outlook Shortcuts bar

(usually in the My Shortcuts group).

OR

T Sent Irems

Click the Sent Items folder in the folder list.

OR

Locate the message to be sent again in any Outlook folder.

Double-click the message to open it.

Select the Actions menu of the message and choose Resend This
Message. This will place the original message, recipient, and subject in
a new Mail Message window.

Add any new information and/or recipients as necessary.

When the message is ready, click Send.
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Flagging a Message

Flagging a message allows either the sender or receiver to place a special
mark on a message and set a reminder to follow up on that message. A
message that has been flagged will contain a red flag icon in the Flag
Status column in the message list.

Flag Status
column \

—_—

\f|?| 0 |Q | To |Fr|:|m |Su|:uject

Flag icon

—% Ty Scott Concilla Jason Curtis

Procedure: (To flag a message that has been received)

Right-click the message to be flagged and choose Follow Up from the
shortcut menu.

OR
Highlight the message, select the Actions menu choose Follow Up.

OR

v Open the message to be flagged and click the Follow Up button
on the Standard toolbar.

2l

Flagging matks an item to remind you that it needs to be followed up.
After it has been Followed up, wou can mark it complete.

Flag ta: I j Clear Flag |
Due by INDne j INDne j

[ Completed
Ok I Cancel |

In the Flag to box, use the drop-down list to select the option that
describes the action to be taken. Alternatively, type a customized entry
in the box.

In the Due by boxes, use the drop-down lists to select a date and time
to receive a reminder about the item.

Click OK when complete.
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3.

Procedure: (To flag a message being sent)

v Click the Follow Up button on the Standard toolbar of the
message.

OR
Select the Actions menu and choose Follow Up.

In the Flag to box, use the drop-down list to select the option that
describes the action to be taken. Alternatively, type a customized entry
in the box.

In the Due by boxes, use the drop-down lists to select a date and time
to receive a reminder about the item.

Click OK when complete.

Send the message when complete.

Procedure: (To mark a flagged message as completed)

Select the message and display the Follow Up dialog box (see previous
procedures).

Select the Completed check box.

2%

Flagging marks an item ko remind wou that it needs ko be Followed up,
After it has been Followed up, wou can mark it complete,

Flag bo: IFI:I"I:IW up j Clear Flag |

Due by II"-J:::ne j INDne j
| a4 I Cancel |

Click OK.

Page 22

@ Abreon © 0A316



Chapter 1 — Working with Messages

OR
Right-click the message and select Flag Complete.

The message will be marked as completed. The flag icon will change
from red to white in the message list, and the InfoBar of the message
will contain the completed date and time.

™ Untitled - Message {Rich Text) =]

“ File Edit View Insert Format Tools Actions Help

“ﬁq‘laepl'y' | €5 Reply to A | ¥ Forward | &b | w ||:5+ * | &*® - ¥ - @

i Follow up

Caompleted on Friday, 03 May, 2002 11:48,

Tips:

Use the Clear Flag button to clear all settings in the dialog box.

The flag information appears within the InfoBar of the message:

i Review by Wednesday, March 17, 1999 5:00 PM,

If the Clear Flag option is used, the InfoBar information relating to the
flag is also deleted.

Warning:

Outlook will only display reminders for flagged messages that remain in
the Inbox. If a message is moved to any other folder, the reminder will
not be displayed.
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Recalling a Message

Outlook provides the user with a unique feature that allows the recall of a
message after it has been sent. If a message is still in the Inbox of the
recipient and has not been read, the sender can attempt to recall the
message, and remove it from the recipient’s Inbox.

However, it is important to understand that this feature is not foolproof and
instantaneous. It may take up to a minute or longer for Outlook to recall
the message from the recipient's Inbox. In that time, the receiver will
still be able to read the original message and/or the Recall Notice.

There are also many instances where a recall will simply not work.
Messages that have been sent via the Internet cannot be recalled.

Messages that have already been read or moved to another folder also
cannot be recalled.

Procedure:

Open the sent message by double-clicking on it.

Select the Actions menu and choose Recall This Message. The
Recall This Message dialog box displays:

Recall Thiz Message EH I

Mo recipients have reported reading this message.

Message recall can delete or replace copies of this message in
recipient Inboxes, if they have not vet read this message.

Are you sure you wank o
%' Delete unread copies of this message

™ Delete unread copies and replace with a news message

W Tellme if recall succeeds or Fails for each recipient

: Zancel |

The bold text at the top of the dialog box contains information on whom,
if anyone, has read the message.

In the Are you sure you want to section, select the appropriate option.

Select the Tell me if recall succeeds or fails for each recipient check
box to receive a notification about the recall for each recipient.
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Click OK to accept the choices.

If Delete unread copies and replace with a new message was
chosen, write a new message and Send it.

Outlook attempts to recall the message by sending a recall notice to the
original message recipients.

If requested, a Message Recall Success or Message Recall Failure
notice will be sent back to the original sender.

To view the message recall statistics, open the original recalled
message in the Sent Items folder and select the Tracking tab.

Warnings:

The user can only recall or replace messages sent to recipients who are
logged on with Outlook open on their desktop.

The Preview Pane will often cause problems with the results of a
message recall. It is possible for the recalling user to receive a
Message Recall Success notice, when in reality, the recipient has
already read the message via the Preview Pane.
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Saving an Incomplete Message

Outlook has the ability to save a message without sending it. This gives
the flexibility to create incomplete messages, and then return to work on
them at a different time.

Unfinished messages are saved in the Drafts folder and are only sent
when the user selects the Send command or specifies a sending option.

Procedure: (To save a draft)

1. Create the new message.

2. Select the File menu and choose Save.

OR

Click the Save button on the Standard toolbar.

3. Close the message. The message is saved in the Drafts folder.

¢ [T

| Subject
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Procedure: (To edit or send a saved draft)

1. (E

Drrafks

Select the Drafts folder from the Outlook Shortcut bar

(usually in the My Shortcuts group) or the folder list.

OR

{ﬂ Drafts Select the Drafts folder in the folder list.

2.  Double-click the message to open it.

3. Edit the message as needed.

4. Send the message when it is completed.

5. If the message has been changed, and the user tries to close it without
sending it, the following warning displays:

Microsoft Outlook

& Do wou want ko save changes?

Mo | Cancel |

6. Click Yes to save the changes and place the message back into the
Drafts folder.
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Creating a Signature

A signature is text that is automatically added to the a message, usually at
the end. This text can be the user’'s name, job title, phone number, e-malil
address, etc.

Each user can create and save multiple signatures. The desired signature
can be selected and attached to a message at the time the message is
created, or a default signature can be applied to all messages.

Additionally, separate signatures can be created new messages, and
messages which are replies or forwards.

Procedure:

1.

2.

3.

Select the Tools menu and choose Options.

Select the Mail Format tab.

2%

Preferences | Mail Setup ~ Mail Format |Spelling I Security I Other I Delegates I

Message Format

Choose a format For outgoing mail and change advanced settings.

Campaose in this message Format: || |j

[ Use Microsaft Word to edit e-mail messages
™ Use Microsoft Word to read Rich Text e-mail messages

Inkernet Format. .. | International Options. .. |

Stakionery and Fonts

Use skationery to change your default font and style, change colors,
and add backagrounds ta wour messages.

|Jse this stationery by default: I::Ncnne:r- j

Fonts... | Shabianerd Ficker . |

Signature

Automatically include your sionature or attach an electronic business
card (wZard) ko outgoing messages,

Signature for new messages: I{Nune:b j

Signature For replies and Forwards: I-::Ngne‘_} j

Signatures... |

(o] 4 I Cancel | Sl |

Click Signatures. The Create Signature dialog box displays:
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Create Signature

4. Click New. The Create New Signature dialog box displays:

Create Hew Signature

| Irikitled

1 5e Bt existing Signatine asia templates

5. Inthe Enter a name for your new signature text box, type a
descriptive name for the signature.
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6. Inthe Choose how to create your signature area, select Start with a
blank signature.

OR

Click the Use this file as a template option to base the signature on
another file. In this case, the Browse button can be used to enter the
path to the file name.

7. Click Next. The Edit Signature dialog box displays:

2lx|

—Signature text

% This kext will be inchided in oukgoing mail messages:

Fant... | Paragraph... Clear Advanced Edit. .. |

—wi_ard opkions

Atkach this business card (wCard) ko this signature:

e Ic:Nu:une:b j
Mew viZard From Conkack., .. |
Finish I Cancel |

8. Inthe Signhature Text area, type the text to be included in the signature.
This can be a job title, company address, e-mail address, phone
number, fax number, etc.

9. Use the Font and Paragraph buttons to apply additional formatting to
the signature.

10. Use Advanced Edit to add graphics or other special formatting not
available in the basic signature editor. Advanced Edit will launch
Microsoft Word. Once finished editing in Word, close the application to
return to the Edit Signature dialog box.

11. |If needed, click Clear to erase the contents of the Signature text box
and start over.
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12. Click Finish to save the signature and return to the Create Signature

dialog box.

13. Click OK again to return to the Options dialog box.

2%

Freferences I Mail Setup  Mail Format |Spelling I Security I other I Celegates I

Message Format

Choaose a format For aukgaing mail and change advanced settings,

Compose in this message format; IRiu:h Texk

[ Use Microsoft Word to edit e-mail messages

[™ Use Microsoft Word to read Rich Text e-mail messages

-

Inkernet Format... | Inkernational Cptions. . |

Stationery and Fonks

and add backgrounds ko your messages.

% Ise stationery to change wour default Font and style, change colors,

IJse this skationery by defaulk; I-::Nnne:s

i

Fonts. ., | Statiomers: Ficker, .. |

Signakure

card (wCard) bo outgoing messages,

% Automatically include wour signature or aktach an electronic business

Signature For new messages: P Standard j
Signature For replies and Forwards: “None = j
<Mone=
PEW Skandard
| Ok, I Cancel apply

14. The signature that was just created appears in the Signhature for new
messages drop-down list. If more than one signature was created,
select the default signature from the drop-down list, or select <None>
for no default signature. A signature can be inserted at the time an e-

mail is created.

15. |If desired, select a Signature for replies and forwards from the drop-
down list. Leave this selection as <none> to prevent a signature from

being added to replies or forwards.

16. Click OK to close the Options dialog box.
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Tips:

Text can be pasted from another document into the Signature text area.
Signatures should be no more than three or four lines of text.

So that the signature doesn’t “run up” against text in the message, itis a
good idea to have the first line of the signature be a blank line.

To stop using the selected signature as the default signature, select
another signature from the drop-down list, or select <None> to stop
adding any signature.

Warning:

Fonts used in a signature should be restricted to the standard Windows
fonts, such as Times New Roman, Arial, and Century Gothic. The use
of script fonts or other special fonts is not recommended, as not all
users have these fonts on their workstations, and may render the
signature text as unreadable to a recipient.

Inserting a Signature

A signature set can be added to all new e-mails by default as defined in
the Outlook options as previously discussed. Signatures can also be
inserted manually at the time the e-mail is created. This allows flexibility in
choosing different signatures for different recipients.

For instance, a user can have one signature for e-mails sent to their co-
workers, and a different signature for e-mails sent via the Internet.

Procedure:

Start a new message.

When finished with the message, place the cursor where the signature
should appear.
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3.

Select the Insert menu and choose Signature.

™ Untitled - Message (Rich Text)

| Fle Edit view |Insert Farmat T
=] send | & ¢ l Eie... |
Iker. .. |

|

Arial (weskern)

Fi® oibject..

T0... || Signature b

OR

Click the Signature button on the Message toolbar.

Format  Tools  Actions  Help

B[Rl =me 3
,| Piaby Reply E

P Skandard

?’

More. ..

A submenu of available signatures will appear. Select the appropriate
signature.

The signature will be added to the e-mail wherever the cursor was
placed.

Complete the e-mail and Send it.

Tip:

This procedure can also be used to “temporarily” use a different
signature set instead of the default. Highlight and delete the default
signature text from the e-mail and then insert a new signature.
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Editing a Signature

Once created, a signature can be edited at any time to update or change
the information it contains.

Procedure:

1. Select the Tools menu and choose Options.
2.  Select the Mail Format tab.
3. Click Signatures. The Create Signature dialog box displays:

Create Signature

PGy Standard

4.  Select a signature from the list

5. Click Edit. The Edit Signature dialog box displays:
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2l

—Signature bexk
% This ket will be included in outgoing mail messages:

acott A Caoncilla
IS Training Manager
¥B015

Font. .. | Paragraph. .. Clear Advanced Edit. .. |

—ward options

Aktach this business card (v Card) ko this signature:
E I::Nl:une:b j

Mew wCard From Conkack. ., |

6. Make the desired changes and click OK.
7.  Click OK again to close the Create Signature dialog box.

8. Click OK again to close the Options dialog box and return to Outlook.

Deleting a Signature

Signatures that are no longer needed can be deleted from the signature
list.

Procedure:

1. Select the Tools menu and choose Options.
2.  Select the Mail Format tab.

3. Click Signatures. The Create Signature dialog box displays:
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Create Signature

PGYW Standard

4.  Select a signature from the list.
5. Click Remove. The following warning displays:

Microsoft Dutlook

6. Confirm that the signature should be deleted by clicking Yes, or click No
to cancel.

7. Click OK to close the Create Signature dialog box, and click OK again
to close the Options dialog box.
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Working with Attachments

(®

Chapter Objectives:

o Inserting Attachments

o Opening Message Attachments

o Saving Attached Files

o Modifying and Editing Attachments
o Deleting an Attachment

J Sending Attachments Using Other Office Programs
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Overview

Not only can Outlook send text messages, but also files of any type —
Word documents, Excel spreadsheets, and PowerPoint presentations —
can be attached to an e-mail and sent to other users.

Outlook uses a paper clip icon to symbolize attached files, much in the
same way a person would attach documents together using a paper clip.

The chapter will explore how to insert, save, and delete attachments.

Inserting Attachments

Many times it is necessary to send an attachment along with the text of a
message. Documents, proposals, spreadsheets, presentations, graphics,
and many other types of files can be sent by attaching a copy of the file to
the message.

Procedure:

1. Create and address a new mail message.
2.  Select the Insert menu and choose File.

OR

0 Click the Insert File button on the toolbar. The Insert File dialog
box displays:
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=
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e
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=]

j File name: I
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Web Folders e of type: [l Files (%)

Inzerk =

Cancel I
&

3. Locate and select the file(s) to be attached to the message. Multiple
files can be selected by using [Ctrl]+click or [Shift]+click.

Ll L

4. Click Insert to add the file(s) to the e-mail, or click the drop-down arrow
on the right side of the button and select one of the following options:

Option Description

Insert as text Inserts the contents of the file as text into the body of the
message.

Insert as attachment Inserts the file as an attachment into the message. This is
the default.

Insert as hyperlink Inserts a hyperlink to the file. The receiver must have the

same directory access as the sender. For instance, if the
hyperlink points to a file on the sender’s S: drive, the
receiver should have the same S: drive, otherwise the
hyperlink will not work. Hyperlinks to files on the C: or H:
drives will almost always fail, since no two users have the
same H: drive, and most users have their own workstation
or C: drive.
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5. Click OK when complete. If the file is inserted as an Attachment, an
icon with the file name appears in the text area of the message.

™ Outlook Manual - Meszage [Rich Text) | _ (O] ]
” File Edit Wiew Insert Format Tools Actions Help

Eiend|ﬂ§|% 1} | ! 1|r|?’|0gti|:-ns... (2]
10 v@|BIgH5§ :

i

EE

Modern Mo, 20 -

To... ||M
Cc... ||

Subiject: IOutIDDkManuaI

e
L]

chapter! and2 £IF

6. Complete the message and Send it.

Q Tips:

. A file can also be inserted into a message by dragging the file from the
desktop or from Windows Explorer and dropping it in the message.

. The attachment icon(s) can be placed anywhere within an e-mail.
Simply drag and drop the icon where it should appear in the e-mail.

Warning:

. Information Services has set restrictions on the types of files, the size,
and the content that attachments may contain. If you are having
difficulty sending or receiving attachments, please contact the C3
(x7821) for help and more information about the current restrictions.
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Opening Message Attachments

Attachments that are received within a message can be viewed by
opening the message attachment. This command does not automatically
save the attachment. It only launches the application needed to view the
attachment.

Depending on how the message was sent, attachments will appear in one
of two places in the message window.

Messages sent in Outlook's Rich Text format (the default for PGW), will
show attachment icons within the text of the message as they were
inserted by the sender:

| =10l x|

File Edit Wiew Insert Format Tools  Actions Help  Tvpe s question forhelp =

CoReply  €HiReplyto Al | B Forward S T e DX -2

Fram: Scott Concilla Sent: Wed 06/23/2004 14:38

To: william Munkzer; Abby Pozefsky; Abdol . Mayak; Albert Diattiliog Alvin Smithers; i’
Andrea Harmon; Ann Stewart; Anne Bresver; Annette James; Ativa Pope; Bonita Morris;
Brenda Brown; Caral Simon; Carrie Ausberry; Cindy Peace; Connie Mancini; Craig E.
WWhite; Cristing Coltro; Danielle Bradley; Darlene Sahlender; David Griesing; |

Cet

Subject:  July 2004 IS Training Scheduls

Greetings! =

Attached to this e-mail is July's IS Traihing Schedule. Please
distribute andfor post it to your department.

July's schedule again consists of classes centered around
migrating from the Office 97 applications to Office XP. These
classes are designed for people who already use a particular
application, and are NOT for new users. |

Thanks!
Scott C.

Attachment Icon \ IS Training
%6015

2004-07 kraining schedule.doc ...

-

Messages that have been sent in HTML or plain text format will display
attachment icons in the header of the message. E-mails received from the
Internet users will often be in these formats.
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|

File Edit View Insert Format Tools  Actions  Help

— 0] =]
Type a queskion for help &
CoReply €RiReplyto Al WFForward & v we DY W .- w - g2

Fram: Scott Concilla Sent: Wed 06/30/2004 12:36
To: Debra Schroeck
e

Subject:  FWw: I3 Training Juby 2004

AttaWIE Training July 2004.x|s (33 KB}

—T -
Attachment Icon

————— Original Message—-----

From: Debra Schroeck

SGent: Tuesday, 29 Junes, 2004 13:07

To: 3cott Concilla

Subject: I3 Training July 2004

=

D Procedure:

1. Open the message containing an attachment. In the message list, a
paper clip icon displays in the attachment column.
Message with an twinfalTe |From | Subject
Y5y O scott.concilla@pawarks...  michels.medgaus@sarcom.cam P template
attachment =y Scotk Concilla Murphey, Phil

2.  Double-click the attachment icon in the message.

OR

Right-click the attachment icon and choose Open.

3. Depending on the file type, Outlook displays a warning:
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6.

2l x]

Qpening:
& 3 greeting scripts,doc from Untitled - Message (Rich Text)

W ARMIMNG: Web pages, executables, and other attachments
may contain viruses or scripks that can be harmful ko wour
computer, It is important to be certain that this File is From a
Erustwarkhy source,

wi'hat would vou like o doowith this File?

¥ always ask before opening this tvpe of File

0k, I Zancel

To open the file in its associated application, select Open it and then
click OK. The associated application launches and the file displays
within the application window.

If the application needed to open the attachment is not present, or if
Outlook does not recognize the type of file, Outlook displays the Open
With dialog box:

Gpenwith 2|
Click the program pou want to uze to open the file ‘Bctive
Setup. BAE.

If the program you want iz not in the list, click Other.
Dezchption of . BAK files:

Choosge the program pou want bo uge:

- 3
[ scroRdaz

EAART ask

cag

Flceaz

Eff clipbrd
g datainzt =

[ Alwaps use this program to open this file

] | Cancel | Other... |

Click Cancel to return to the message. Do not attempt to select an
application from the list.
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Q Tips:

. The user must have the application associated with the attachment to
view the attachment. For instance, Visio must be installed in order to
open a Visio drawing.

. Although there is the option to clear the Always ask before opening
this type of file check box, certain types of files will always open the
warning dialog box regardless of the user's settings.

Warning:

o It is not advisable to open every attachment received. Attachments are
the primary means of transmitting viruses. The Information Services
department makes every effort to keep its virus-scanners and firewalls
updated, however, there is always a chance of a virus getting through.
If you are ever unsure as to the source of an attachment, do not
open it. If you are unsure as to why files are being sent to you, do
not open them. Contact the C3 for help.
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Saving Attached Files

Opening an attachment does not save the file — it only opens the file to
view and work with its contents. Saving an attachment to the file system
allows the user to work on the file without having Outlook open.

Attachments can be saved one at a time, or all attachments in a message
can be saved at once.

D Procedure: (To save one attachment)

1. Open the message that contains the attachment.
2. Select the File menu and choose Save Attachments.
OR

Right-click the attachment icon and choose Save As. The Save
Attachment dialog box displays:

IE Sconcill on ‘Enterprise\Users' (H:) j - - @ v + Tools =

Abreon
Courseware
Databases
Dacuments
Elementk
FieldMote

My Documents Graphics
Microsoft Clip Organizer
My Data Sources
Ty eBooks
Training

S5Cancil.PST

[5p]
[r)
=
[ ]
= =
=]

I

istar

s

E8 {5

()
1]
LN
=
(=]
=]

_n
1]
}Lﬁ <§
[=]
=
&"_J
"

File: marne: IPS Status Final.doc Save

Zancel I
£

3. Locate the drive and directory where the file should be saved. Files
should be stored on a network drive such as H: or S:, NOT the
workstation's C: drive.

Ll L

Web Falders o2 4 bype: IF'.ll Files (*.%)

4. Click Save when complete.
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Procedure: (To save more than one attachment)

1. Open the message that contains the attachments to be saved.

2. Select the File menu and choose Save Attachments. The Save All
Attachments dialog box displays:

Save All Attachments EEd I

Attachments:

Guide. zip
endum. zip

ECTIONL.Z ﬂl

3. Click OK to select all the attachments.
OR

Using the mouse, select only the attachments from the Attachments list
that should be saved and then click OK. The Save All Attachments
dialog box displays:
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Look in: IE sconcil on 'Enkerprise|Users' (H:) j - &= O - Tools ~

Abreon
Courseware
Histary Databases
Documents
. Elementk
FigldMate
My Documents Graphics

Micrasoft Clip Qrganizer
My Dakta Sources

@

My eBooks
Deskkop Training
Favarites
Folder name: -
j n = oK I

Web Folders
Zancel
&)

4. Locate the drive and directory where the files should be saved. Files
should be stored on a network drive such as H: or S:, NOT the
workstation's C: drive.

5. Click OK when complete.

'i\- Warning:

o Be careful not to confuse the Save Attachments command with the
Save and Save As commands on the File menu. The Save and Save
As commands are only effective for changes to a message within
Outlook.
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Modifying and Editing Attachments

An often confusing subject is understanding what happens to an
attachment when changes are made to it and then saved. Where do the
changes get saved to? What happens to the original attachment?

When making changes to a received attachment the most important
decision to make is to decide whether the changes should be saved to the
original e-mail, or if the modified attachment should be saved somewhere
else, such as the H: or S: drive.

Based on where the modified attachment should be stored, use one of the
following procedures:

Procedure: (To save a modified attachment to the original e-mail)

Open the message that contains the attachment(s).

Open the attachment by double-clicking it and make the desired
changes to the document.

Save the document and Exit the application. The original message will
still be open in Outlook.

Close the message. Outlook displays a warning:

& Do wou wank ko save changes?

Mo | Cancel |

Click Yes to save the attachment changes to the e-mail. The modified
attachment is now stored in the original e-mail.

Tip:

A Reply to a message with an attachment will not include the
attachment. To include the original attachment, or as described above,
an attachment where changes were made and saved back to the
original e-mail, use the Forward command.
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Procedure: (To save a modified attachment to the file system)

Open the message that contains the attachment(s).
Open the attachment by double-clicking it.
Make the desired changes to the document.

Select the File menu of the application and choose Save As. The Save
As window displays:

21|

II:| Olkb j 6] [ + Taols *

@Changing Your Password,doc!

L
o
=
1]
] =
=2

I

istar

s

&

My Docurments

a

(=)
1]
N
s
[=}
=)

-
"1}
=
o
=,
=
i
[r

lo

File: marne: IChanging Your Password,doc Save

Cancel I
&

Use the Save in drop-down or the shortcut buttons to navigate to
directory or folder where the revised document should be saved and
click Save. Documents for personal use should be stored on the H:
drive. Documents that are shared with other users in a group or
department should be stored on the S: drive. DO NOT SAVE
ATTACHMENTS TO THE C: DRIVE.

j

Web Folders

Ll L

Sawe as bype: IWord Dacurnent (*,dac)

Exit the application.
The original message will still be open in Outlook.

Close the message. The original message still contains the original
unchanged attachment.
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Deleting an Attachment

Attachments can be deleted from messages without deleting the entire
message. This will help save space in Outlook, as attachments are often
large. If the attachment is still needed, it should first be saved to a
network drive, as described in the previous procedure.

Procedure:

1. Open the message that contains the attachment(s) that should be
deleted.

2.  Select the attachment icon in the message.
3.  Press the [Delete] key.

4.  The attachment icon will be removed from the message. Repeat this
process to remove multiple attachments.

5. Close the message. Outlook displays a warning:

Microsoft Dutlook

& Do vou wank to save changes?

Mo | Zancel |

6. Click Yes to save the changes. To return to the message and continue
to work, click Cancel. To close the message and revert back to the
original, click No.

Tip:

. If an attachment is accidentally deleted, close the message without
saving changes or use the Undo command before closing the message.
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Sending Attachments Using Other Office Programs

All of the programs in the Microsoft Office suite offer the ability to send a
document directly from the application. This is also known as the Send
To command within Office. This command is found under the File menu
of most Office applications.

In Office XP, several changes were made to how documents are sent to
other users, including some new commands, and changes to way
previous commands worked.

Additionally, Office XP now provides an E-mail button on the Standard
toolbar of documents for sending files. However, this command tends to

cause confusion with users who are not familiar with its fields and how to
turn it on and off.

Procedure: (Using the Send To menu)

1. Open the document to be sent.

2. Select the File menu and choose Send To.

File Igdit View Insert  Format  Tools  Table  Window  Help

[ wew... Chrl+N
= Open... Ctrl+0
Close:
& save Chrl+S
Save As...
Save as W'eb Page...
B Search...
Wersions...
‘eb Page Preview
Page Setup...
@ Print Prewigw
&b Print... Cr+P
- sendTo v |5 Mai Recipient
Properties w=] Mail Recipient (For Review. ..
Exit @ Mail Recipient {as Atkachment), ..
Routing Recipient. ..
%] Exchange Folder...
online Meeting Participant
@ Fax Recipient. ..
38 Microsoft PowerPaint

3. The following table explains the some of the different Send To options
when sending a document to another user:
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Option Description

Mail Recipient Inserts the contents of the file as text into the body of the
message and displays the e-mail header fields as a toolbar
in the application. This is also the same as clicking on the
E-mail button in the Standard toolbar. In previous
versions of Office, this was the "default choice", and
performed what the Mail Recipient as Attachment
command currently does.

Mail Recipient (for Attaches the file to the e-mail and turns on the Reviewing
Review) features (also known as Track Changes) for the file. When
a recipient receives the file, the reviewing tools are
enabled and displayed. Files returned from reviewers will
automatically prompt to merge changes. Use the
reviewing tools to accept or reject the changes.

Mail Recipient (as Attaches a file to an e-mail in the traditional manner of
Attachment) Outlook by displaying an icon in an e-mail representing the
file. This command was formerly known in Office as
simply Send To, Mail Recipient.

Routing Recipient Forwards the file to the next Routing Recipient as
determined by the attached Routing Slip. If no routing slip
is present, one can be generated and the file can be sent
to the first recipient in the list.

4. Unless the Reviewing and Track Changes features are desired, Mail
Recipient (as Attachment) should be the standard choice for sending a
file to another user.

5. A standard Outlook message window displays with the file as an
attachment icon in the message:
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™ Outlook XP PGW Intermediate Inbox.doc - Message {Rich Text) =]

° Fil= Edt “iew Insert Format  Tools  Ackions  Help

Eiliend E % J‘E 2 @ lm ! L B ¢ EOEH':""S--- @ i}
£ |arial ile_-AlB 5 U |SESEEEE,

|ﬂ This message has not been sent., |

Subject: IOutIu:u:uk ®P PEW Intermediate Inbox,doc

TR ]

Cutlook, %P PEW Intermediate In.,..

6. Address and complete the message and Send it.

Procedure: (Using the E-mail button)

1. Open the document to be sent.

2. —
EI] Click the E-mail button on the Standard toolbar.

3. The e-mail fields display in the document header:
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dvocumentz MerosoltWord ARG
§ File Edit Wew Insett Faormat Tools Table ‘Window Help send to
DEE SR @b |o-a-|O=|aF | >hd5HE
| |N0rmal v”Tahoma v||1EI v| B 7 U E=EE=EE [E-|=¢
=lsendacopy (I - g, ! 3 v [joptons.. -
[EH To... || |
A | |
Subject: | |
Introduction:

“Draw= [;  AutoShapes+ . w [ | O 4‘ e BB D> iv A' === K .
Page 1 Sec 1 11 Ak 1" Ln Col 1 REC TRE EXT OVE ﬂ

4.  Address the message using the To and Cc fields.
5. The Subject field displays the current document name.

6. Inthe Introduction field, type a short text message describing the
document and the reason it is being sent.

7. Add any other Options as desired for the message.

8. Click Send a Copy to deliver a copy of the document to the receiver's
Inbox.

Tip:

o The E-mail button is a toggle button. To turn off the e-mail fields, click
the button again.
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Working with Distribution Lists

(®

Chapter Objectives:

o Understanding Distribution Lists and Groups

o Creating a Distribution List

o Viewing the Members of a Distribution List

o Modifying a Distribution List

o Adding Internet E-mail Addresses to a Distribution List
° Deleting a Distribution List

o Sending E-mail to a Distribution List or Group

o Hiding Addresses When Using a Distribution List
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Overview

Distribution lists and groups save the user from having to address a
message to the same group of people over and over again. Once
created, a distribution list can be used to quickly address a message to a
group of users.

This chapter will discuss how to create, use, and modify distribution lists.

Understanding Distribution Groups and Lists

Distribution lists and groups are basically the same feature. Both are a
collection of e-mail addresses under a single name that makes it easy to
send to a group of users. The distinguishing feature between lists and
groups is where they are stored in the Address Book.

Distribution Groups are created by the Exchange administrator. They
are available to any user on the local Exchange server, and appear in the
Global Address List section of the Address Book in bold print with a
distribution group icon next to the group name.

[E3: Address Book |_ (O x]

File Edit Wew Tools Help

BEER

Type Mame or Select fram List: Show Mames from the:
ngw IGIDbaI Address List j
I PG Information Technology =]

i PGW Internal Audit Dept.

2 PGW IT Conszultants

iZ PGW IT Union Employees

iE PGW Legal Dept.

i PGW Management Exchan...

iE PGW Management Employees

& PGW Marketing Dept.

iZ PG Materials Managemen._.

iZ PGW Meter Reading Dept.

i PGW Risk Management Dept. oy
iE PGW Security Dept.

iE PGW Strategic Planning

i PGW Telecommunications

iZ PGW Transportation Dept.

iZ PGW Treasury Dept. -
N IR _*lJ

Distribution Groups in the Global Address List

Since the administrator creates the distribution groups, individual users
cannot make changes to the membership of the group.
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Distribution Lists are created by individual users and are stored in the
Outlook Contacts folder. A user can create as many lists as they wish,
however, distribution lists cannot be shared with other users.

Like a distribution group, a distribution list entry in the Address Book will
be in bold print and have the distribution list icon next to the name.

Another difference between lists and groups is how e-mails sent to a list
appear to the receiver. When a distribution group is used, the receivers of
the message will only see the group name in the To section of the
message header.

¥ SEATS OPEM - Message (Rich Text) =]

” File Edit Yew Insert Farmat Tools Actions Help

“ ¢ Beply | £ Reply to Al |$EFDrﬂard | = | L4 ||:£ > | > - ¥ - @

i This message was sent with High importance.,

Framm; Scott Concilla Sent: Mon 02/25/2002 16:20
To: PGV Information Technology; PGW IT Consulbants
Ci:

Subject:  SEATS OPEM

If a distribution list is used, the To section of message header will contain
all of the addresses in the list.

™ Class files - Message (Rich Text) H[=]

” File Edit Wiew Insert Format Tools Actions Help
“E@Beply | €5 Reply to Al |$EFDrﬂard | = | L ||:B > | > - ¥ - @

Franm; Scokt Concilla Sent: Mon 0SJ06/2002 14:36

To: train0la train0la; train0z2a traind2a; trainl3a braind3a; traind4a trainlda;
train05a train0Sa; traindGa traindea; trainl?a braind?a; traind3a trainisSa;
train09a train09a; trainl0a trainl0a; trainlla trainlla

Ci:
Subject:  Class files
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Creating a Distribution List

Individual users can create their own distribution lists for sending e-mail to
consistent groups of users. Distribution lists are stored in Outlook
Contacts, and can be accessed via the Address Book.

There are several ways to start the process of creating a new distribution

list.

Procedure:

L. Ed) Open the Address Book.

L) From the Address Book toolbar,

click the New Entry button.

OR

=] Open the Address Book. From the File menu, choose New Entry.

OR

Select the Contacts folder. From the File menu, choose New and then

Distribution List.

OR

Select the Contacts folder. Click the right side of the New button and
then select Distribution List.

File Edit Wiew Favorites Tools

Contack kel
@ Diskribution Lisk ZErl+ShifE+L
1 Folder... Ctrl+Shift-+E

Ctlook Bar Shorkcut., .,

OR

Select the Contacts folder. Right-click in any empty space in the
Contacts listing and choose New Distribution List.
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0= Mew Contact
|ﬁ] Mew Distribution Lisk |

Shaw Figlds. ..

%J, 3otk ..
Filker. ..
Other Settings. ..
Showe Emply Fields
Eest Fit

Customize Current Yiew, ..,

The New Entry dialog box displays:

New Entry E I
Select the entry tvpe: K

Mew Conback
fews Diskribution List Cancel

Help

il

—Put this entry
& Inthe |Contacts j

£ Iy Bhifs message only

2.  Select New Distribution List from the entry type list.

3. Inthe Put this entry section, make sure Contacts is selected.

4. Click OK. The Distribution List window displays:
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] =10 x|

- File Edit “iew Insert Tools  Actions  Help Type a question For help =
[Hsaveandclose & 4 En B we * I X e - w2,

Members I Mokes I

Marme: I

Seleck Membets. .. | Add Mew. .. REmoyE [date Mo, |

[ Mame E-rnail =l
There are noitems to show in this view,

I

Cateqoties. .. | | Private [

5. Inthe Name box, type a hame for the list.

6. Click Select Members. The Select Members dialog box displays:

Select Members

Shiowe Mames From the: IGIDI:uaI Address List j

Type Mame ar Select from Lisk:

I Add ko diskribution lisk:

I Mame | Members - = I =
Scott Concilla =]
Scott Dever
Scott Huggard
Scott Mitchell
Sean Bennekk
Sebastian Galati
Selina Roberts =

{2 Senior Team

enine Team Accicbanks b
: » I

MEW, | Propetties | Find. .. | Send Ogticuns...l

Ik | Zancel | Help |
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Select names from the Global Address List or Outlook Contacts and add
them to the distribution list by clicking the Members button.

When completed, click OK. The Distribution List window displays

again with the members listed:

5 =10] x|
File Edit Miew Insert Tools  Actions  Help Type a question for belp =
Hsaveandclose | S| 4 Bz B ws | ¥ —ré a4 4v**@,

Members I Mokes I
Mame: |IS Qperations Leaders|

Seleck Members. .. | Add Mew, .. Remove pdate Mows |
0 Mame E-rrail =l
&rmand Martino &rrnand. Martino@pgwarks, canm
Heckor Lataorre Hector Latorre@pgworks.com
Joseph Searles Joseph. Searles@pgworks.com
Mark Jones Mark. Jones@pgwarks, canm
Rayfield Mason Ravyfield. Mason@pgworks, com
Scokt Concilla scott, concilla@pgworks. com

e

Cateqories, .. | I Private [

Click Save and Close to finish creating the list.

Tips:

Information Services has imposed a limit of 100 members per
distribution list. If the number of members in a distribution list will

exceed 100, create another list with the additional members.

There is no limit on the number of distribution lists a user may have.

Distribution lists cannot be shared with other users.
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Viewing the Members of a Distribution List

A user can view the members of any distribution list or group at any time,
whether it is in an e-mail, the Address Book, or Outlook Contacts.

Procedure: (To view from the Address Book)

1. Open the Address Book and select the distribution group or list name.
2.  Select the File menu and choose Properties.
OR

Right-click the list name and choose Properties.

E3 =10]x]
File Edit Wiew Tools
L@ ] Fal sl A2
Type Mame or Select from List; Show Mames From the;
Iis IGIu:ul:uaI Address List j
I Mame | Business Phone | Office | Title
IT DBA & Analyical Tools Con... =]
IT Development Services
TBIT E-NET
i |
IT Lab Certification Software
IT LAE PC Add ko Personal Address Book IT Canfers:
IT Laptop Loans 7ozl 1800-5 Resource fr
IT Learn IT Lab Fa21 1800-6 BT Lab
IT Managers
GE IT Network and Systems Eng...
B IT News and Information
TZ IT Oracle DBAs
IT Owerhead Loans 7ozl 1800-5 Resouce fo
IT Production Control
IT Praoxima 1 Fazl 1800-5 Proxima Re
| IT Proxima 2 | Faz2l 1500-5 Praoxima iel,_'l
4 F

3. The Properties dialog box with the members of the list displays:
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x|
General I tember OFf I E-mail Addlessesl
Display name: I | plterbisse
=
Alias pame: I ITEMETCOM Dan Grady
Dan ‘willianns
Owner: David Liu .
Fran Marris
John Eaton
LI I Joseph Szlanic
Scatk Concilla
Mokes: =
= X 4
Madify Members, .. |
=
Add to: Personal Address Book. | Es | = |
ak I Cancel | Sl |

4.  Click OK to close the Properties dialog box and return to the Address
Book.

Procedure: (To view from Outlook Contacts)

1. Open the Outlook Contacts folder and select the desired distribution list.
2.  Select the File menu, choose Open, then Selected Items.
OR
Right-click the name of the list and choose Open.
OR

Double-click the list name. The Distribution List window displays:
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K save and Close | &5 3L Bny B «= 'f—'-é b #'**@,

Members I Maokes I

File Edit Wiew Insert Tools Actions Help Type a question for help

-

Marme: |

Seleck Members. .. | Add Mew. .. | Remove | pdate Mow |

[ Mame E-rnail =l
trainA0l trainf0l Jo=PE\W ou=PaW_DOMAIN/cn=Recipients. ..
trainA0z2 traind0z Jo=PaEWou=PaW_DOMAINScn=Recipients. ..
trainA03 traind03 Jo=PaWou=PaWw_DOMAINScn=Recipients. ..
traindod trainA0d fo=Pafou=Piaw_DOMAIN cn=Recipients. .,
trainA0S traind0s Jo=PaEWou=PaW_DOMAINScn=Recipients. ..
trainf06 trainf0s Jo=PaE\Wou=PaW_DOMAIN/cn=Fecipients. ..
trainA07 traind0? Jo=PaWou=PaW_DOMAIN cn=Recipients. ..
trainA0S traind0s Jo=PaW/ou=PaW_DOMAINScn=Recipients. ..
trainA0s traina0g Jo=PGEWou=PaW_DOMAIN/cn=Recipients. ..
train&10 traind10 Jo=PaWou=PaWw_DOMAIN cn=Recipients. ..

traindll trainAll trainlla@pgworks.cam
I
Cateqories. .. | | Private [

Close the window when finished.

Tip:

If the distribution list name to view is in the header of an e-mail, the File,
Properties command does not display the list members. Use the right-

click Properties menu to see the members.
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Modifying a Distribution List

3.

Procedure: (To add members)

OR

Right-click the name of the list and choose Open.

OR

Over time, it may be necessary to add or delete members from a
distribution list. Only an administrator can make changes to distribution
groups that are found in the Global Address List.

In Outlook Contacts, select the distribution list to be modified.

Select the File menu, choose Open, then Selected Items.

Double-click the list name. The Distribution List window displays:

(2

=10| %]
File Edit ‘iew Insert Tools Actions Help Type a question for help =
[Hsaveand Close | &b | % Bz B we | ¥ —'-é b #'**@,
Members I Mokes I
Marme: |
Seleck Members. .. | Add Mew. .. | Remove | pdate Mow |
[ Mame # E-mail =

Eraind01 Eraindol
traind02 traind0z
Eraind03 traind0s
traind0d traind0d
braind0S traind0s
Eraind0s trainds
traind07 traind0?
Eraind S traind0s
Eraind0s traind0s
braind 10 traing 10
traindll trainfdll

fo=Pa\Wou=Pa_DOMAIN/cn=Recipients. ..
Jo=PaW/ou=PaW_DOMAINScn=Recipients. ..
Jo=PaE\Wou=PaW_DOMAIN/cn=Fecipients. ..
Jo=PaWou=PaWw_DOMAIN cn=Recipients. ..
Jo=PaW/ou=PaW_DOMAINScn=Fecipients. ..
Jo=PGEW/ou=PaW_DOMAIN/cn=Recipients. ..
Jo=PaE\W fou=PaWw_DOMATIN cn=
Jo=PaWfou=PaWw_DOMAIN cn=
fo=PawWfou=Pai_DOMATNcn=
Jo=PaEWou=PaWw_DOMAIN/cn=

traini1a@pgworks,com

Cateqaries. .. | |

Recipients...
Recipients. ..
Recipients. ..
Recipients. ..
I
Erivate [

Click Select Members. The Select Members dialog box displays:
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Show Mames Fram the:

]
[

IGInbaI Address List

Type Mame or Select From Lisk:

Add to distribution list:

I Mame

Bl

| Members - = I

Scotk Concilla
Scaokk Dewver
Scott Huggard
Scotk Mitchell
Sean Bennetk
Sebastian Galati
Selina Roberts
8 Senior Team

Mew, ., |

ﬁf jnninr Tean n:-:i-:l'anl'-:_l_vl
4 *

Properties |

=]

= |

-

Find. .. | Send Opkions, .. |

O

| Cancel | Help |

4.  Select names from the Global Address List or Outlook Contacts and add
them to the distribution list by clicking the Members button.
5. When completed, click OK. The Distribution List window displays
again with the newly added members listed:
o =10/
File Edit Miew Insert Tools Actions Help Type a queskion For help =
Save and Close | S5 R g R o (2] .
Members I Mokes ]
Mame: IIS Qperations Leaders|
Seleck Members. .. | Add Mew, .. Remove pdate Mows |
0 Mame E-rrail =l
Armand Martino Armand. Martino@pgworks . com
Heckor Lakarre Hector Latorre@pgworks. com
Joseph Searles Joseph.Searles@pgworks.com
Mark Jones Mark., Jones@pgwarks, com
Ravfield Mason Ravfield, Masoni@pgworks, com
Scott Concilla scott, concilla@pgworks, com
=
Cateqaries. .. | | Private [
6. Click Save and Close to save changes.
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Procedure: (To delete members)

1. In Outlook Contacts, select the distribution list to be modified.
2.  Select the File menu, choose Open, then Selected Items.
OR
Right-click the name of the list and choose Open.
OR
Double-click the list name. The Distribution List window displays:
2 =10l x|
File Edit Mew Insert Tools Actions Help Tvpe a question For help =
[Hsaveand Close &5 ¥ Bz [B wg ¥ —'-é b 4*"*@,
Mernbers I Mokes I
Marme: |
Seleck Members. .. | Add Mew. .. | Remove | pdate Mow |

[ Mame E-rnail =l
trainA0l traini0l Jo=PGE\Wou=PaW_DOMAIN/cn=Fecipients. ..
trainA0z traind0z Jo=PaWou=PaWw_DOMAIN cn=Recipients. ..
trainA03 traind03 Jo=PaW/ou=PaW_DOMAINScn=Fecipients. ..
trainf04 traina0d Jo=PGEWou=PaW_DOMAIN/cn=Recipients. ..
trainA0s traind0s Jo=PaWou=PaW_DOMAIN cn=Recipients. ..
trainA06 traind0s Jo=PaW/ou=PaW_DOMAINScn=Recipients. ..
trainf07 trainf0? Jo=PaE\Wou=PaW_DOMAIN/cn=Fecipients. ..
trainA0s trainA0s fo=Pafou=Piaw_DOMAIN cn=Recipients. .,
trainA03 traind0g Jo=PaEWou=PaW_DOMAINScn=Recipients. ..
trainA10 traindl10 Jo=PaWou=PaWw_DOMAINScn=Recipients. ..
traindll traindll trainl1a@pgworks,com _|
Cateqories. .. | | Private [

3. Select the member(s) to be deleted and click Remove.

4. Click Save and Close to save changes.
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Adding Internet E-mail Addresses to a Distribution List

A distribution list can contain addresses both from the internal Global
Address List, and from outside users with Internet e-mail addresses.

Procedure: (To add an Internet address entry)

1. In Outlook Contacts, select the distribution list to be modified.
2.  Select the File menu, choose Open, then Selected Items.
OR
Right-click the name of the list and choose Open.
OR

Double-click the list name. The Distribution List window displays:

=[0] ]
File Edit Wew Insert Tools  Actions  Help Type a question for help =
& save and Close |~ &5 & TIN OXK | +-w-[3
Members I Mokes I
Marne: |.ﬁ.brenn Training Schedule list
Seleck Members. .. | Add MNew. .. pdate Mows |
[ Mame ¢ E-rmail =
Cathy McMahan cathy . memahoni@abrean, cam
Michele Medgaus michele. medgaus@abreon. com
{E=] Tam Beqq (tom, begg@abreon. com) kom.begg@abrean.com
=
Cateqories. .. | | Private [

3. Click Add New. The Add New Member dialog box displays:
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Display name: IJuu:I';-' \Ward

E-mail address: Ijudy.ward@abreun.cum

E-mmail type: ElE

Custom Eype

[ Add to Contacts

Internet Format: ILEt Outlook decide the best sending Farmat

Type a Display name for the address. A Display name is a "friendly-
style” name that will appear in the list instead of the actual e-mail

address.

Type the E-mail address for the contact.

If desired, select the Add to Contacts check box to have the new
member automatically added to the Outlook Contacts folder.

Click OK when completed.

The Distribution List displays again with the newly added member in

the list.
r2] =10] x|
File Edit Wew Insert Tools Actions Help Type a question for help =
Hsaveandclose & 4 B3 @ e ¥ ) X -9 -2
Members I Mokes I
Marme: |
Seleck Members. .. | Add New. .. Remove pdate Mows |
[ Mame # E-rriail =l
Cathy McMahion cathy . memahon@abrean. cam
Judy Ward judy wardi@abrean, cam
Michele Medgaus michele. medgaus@abreon. cam
{E=] Tam Beqq (tom, begg@abreon. com) kom.begg@abrean.com
=
Cateqories. .. | | Private [
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Deleting a Distribution List

When no longer needed, a distribution list can be deleted from Outlook
Contacts. Distribution groups (as stored in the Global Address List) can
only be deleted by an administrator.

Procedure:

1.  Select the distribution list to be deleted.
2.  Select the Edit menu and choose Delete.
OR
Right-click the list name and choose Delete.
OR
Press [Ctrl] + [D].

OR

x

Click the Delete icon on the Outlook toolbar.

3.  The distribution list will be removed from Outlook Contacts.

Q Tips:

. Use the Undo command to immediately restore a deleted list.

. When deleted, distribution lists, like e-mails, are placed in the Deleted
Items folder until that folder is emptied. Deleted personal distribution
lists can be recovered from the Deleted Items folder the same way that
e-mails are recovered.
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Sending E-mail to a Distribution List or Group

3.

4.

Procedure: (For distribution lists and groups)

OR

Shove Mames From the:

X

Global Address Lisk

|

Type Mame or Seleck Fromm Lisk:

Global Address Lisk

P
| FGW_DOMATN
I m T Recipients
ame g-* Cklook Address Book
Abraham El ﬂ T =
Adam Rivera
Address Change Lo-> -
Administrator
Akia RUFF -
Al Lenkiewicz
Albert D'Attilio E'I_'}l -
. jlhprl‘ Slan _'Id j
Mew... | Propetties | Find. .. | Send Options. .. |
Ok I Cancel | Help |

Distribution lists and groups can be used in addressing a message in the
same manner as regular e-mail addresses. The convenience of a list
allows the user to send to the same group over and over without having to
select the individual members every time.

Create a new e-mail message and click any of the address buttons (To,
Cc, or Bcc).

To address the message using a distribution group, select the list name
in the Global Address List (the default) and then click To, Cc, or Bcc
as desired.

To use a distribution list, select Contacts in the Show Names from the
drop-down list. Select the list name and then click To, Cc, or Bcc as
desired.

Click OK when finished. The distribution list(s) or groups(s) will appear
in the selected address section of the e-mail.

Write and Send the message.
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Procedure: (For distribution lists only)

1. Inthe Outlook Contacts folder, select the desired distribution list.
2.  Select the Actions menu and choose New Message to Contact.
OR

Right-click the list name and choose New Message to Contact.

Cipen
Prink
Mew Message ko Contack

Mew Meeting Fequesk bo Conkact

<+ o |

Follows Up...

Cakegories. ..

X

Delete

3. A message window displays with the distribution list name in the To
section.

4.  Write and Send the e-mail.

Warnings:

. When sending to multiple distribution lists and individual users, the total
number of message recipients cannot exceed 100. If the total number
exceeds 100, the e-mail will be returned to the user.

. The 100-receiver limit has been set by Information Services and cannot
be changed by the sender.
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Hiding Addresses When Using a Distribution List

As discussed at the beginning of this chapter, when sending e-mail to a
distribution list, Outlook will expand the list to show every e-mail address
contained on the list.

For example, in the picture below, although the e-mail was sent to a
personal distribution list called "Training Room", all of the recipients of the
message can see every e-mail address that was on the list.

™ Class files - Message (Rich Text) | _ (O] =]

” File Edit Miew Insert Format Tools Actions Help
“E&B&ply | €5 Reply to Al | ¥ Forward | = | w ||:B > | >~ ¥ - @

From: Scokt Concilla Sent: Maon 05/06)2002 14:36

To: train0la train0l a; train02a train0z2a; traindsa traindsa; train04a trainlda;
train05a brainl5a; traindoa trainloa; trainlyfa tkainlya; train0Sa trainlsa;
train0%9a brain09a; trainl0a trainl0a; trainllatrainlla

(o
Subject:  Class files

Some times, due to the sheer number of people on a distribution list or for
privacy reasons, it may be desirable to hide the members of a distribution
list in an e-mail. This can be done by using the Bcc field of an e-mail.

Procedure:

1. Create a new e-mail message.

2.  Click the To button to address the e-mail. The Select Names dialog
box displays:
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5.

pd
Shows Mames From the: || |j
Twpe Mame or Select From List:
I Message Recipients
I Mame Ta-= | _‘l
abraham El ﬂ Ir-
Adarm Rivera -
Address Change Lo->
Administrakor
Akia Ruff -
&l Lenkiewicz
Albert D'Attlio Bec > 2
Th t =l =
5 =14 AAL d—I d
Mew, .. | Properties | Find... | Send Cptions. .. |
I I Cancel | Help |

In the Show Names from the drop-down, select the Outlook Contacts

folder.

Select the desired distribution list and click Bcc. The address will

appear in the Bcc Message Recipients box.

pd
Show Mames Fram the: ICu:untau:ts j
Twpe Mame or Seleck From List:
I Message Recipients
ame o-=
N T =
@ “
Erik Alvin e
Mark. Bailey
Phil Murpheye Co-» =
Referenceware Trial
Scott &, Concilla -
Torn Beqg il — m
i |Ab T Schedule lis| =
G Training MNotification : reon Training Schedule lisi ]
T Ti- ininn Nakificakinn 2 =
3 AIninn [plaldip=]nlsly} d—I j
(=T | Properties | Find... | Send Options. .. |
o] I Cancel | Help |

Add any other addresses if needed and click OK. The message window
displays again. The Bcc field is now visible with the selected list in the

field:
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6.

® Hiding members of a list - Message {Rich Text)

- Fle Edit Wew Insert Format Tools  Ackions

FEL I = = N A

- avial -1 - A BZIUE

Help

+

Twpe a question For help

L4 ﬁ Qptions. ..

Ak
i

ik
ol

Brc... | IAhreun Training Schedule list

Subject: IHiu:Iing members of a lisk

Complete the message and Send it.
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Working with Folders

®

Chapter Objectives:

o Understanding Folder Types
o Creating Personal Folders

o Removing Personal Folders
o Restoring Personal Folders

o Determining Folder Size
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Overview

Like any system, Microsoft Outlook can become overloaded with
messages, contact information, appointments, and other data. Outlook
helps manage information by providing folders for storing data. Folders
can be created, have data moved between them, and properties for
folders can be set.

This chapter focuses on managing Outlook folders and their contents, and
learning how to create new folders to store e-mail messages, contact
information, and other files, both on the server and locally in Personal
folders.

Understanding Folder Types

Outlook uses four main types of folders to organize information — Outlook
folders, Personal folders, Public folders, and Archive folders.

All folder types — those created by Outlook and those created by the user
— appear in Outlook's folder list. If not currently visible, select the View
menu, then Folder List.

BEE
File Edit Wew Favaorites Tools  Actions Help Type a question for help =
jﬂﬁew - é gﬁSendIReg&ive %;Fi_nd @ . EE preview Pane .
Outlock Shartcuts | | Folder List x | """
@ Mailbiox - IT Training Room 7014
@ @ Mailbox - IT Training Foom 701b
EI@ CQutlook Today - [Mailbox - Scott Concilla] Calendar sk Messages
Outlook Today | @ G- @ Calendar Today Inbox 0
----- (% Calendar - blank
fA Drafts a
k=  |: @ Contacts outbox 0
VS e (7 Deleted Items
Inbox | 0 B} Drafts
[ Inbo
{ﬁ Journal
----- Motes
Calendar o E outbox
— | 1 Serk Trems
L o T @ Tasks
=
. 2-1 Personal Folders
Folder list etz -4 Abreon
P W I (3 Deleted Items
----- Q@ Hurnor
-5E1 Personal
Tasks I'_—'l@ Public Folders
-~ Favarites
@ -5 all Public Folders
Journal
My Shortcuts
Other Shartouts 4 | _»l_l
%
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Outlook Folders

Outlook folders are stored on the Exchange (post office) server. Any
additional folders created by the user within the Outlook Folders hierarchy
are also stored on the server, and can be accessed from any workstation.

= Dutlook Today - Microsoft Dutlook (ol x]

Type a question for help .

Mailboi - IT Training Room 7014

Outlook Taday - [Mailbax - Scott Concilla]

% Calendar Inbos

11:00 - 12:00 Weekly E- Drafts

net staff Quitbms: @
{3 Deleted Thems meeting

""" & Drafts {Sth loor
- Inbox conference

{ﬁ Journal raam)

@ Cutbox

----- £ Sent: Thems

d
1-5E abreon
@ Deleted Items

----- @ Hurmar
M58 Personal
B3 Public Folders

----- B Favorites

@ All Public Falders

Outlook with Outlook Folders highlighted

Outlook includes default folders for each type of item — for example, the
Calendar, Contacts, Inbox, and Tasks folders. Along with these item-type
folders are other default folders such as Deleted Items, Drafts, and
Outbox. The default Outlook folders cannot be deleted or renamed.

Items and files stored in Outlook folders, both the default folders created
by Outlook and other folders created by the user, count against the space
allocated to an account granted by the Exchange administrator.

Personal Folders

Personal folders are created by the user, and are stored either on a
workstation or network drive. Multiple sets of personal folders can be
created.

Personal folders look just like Outlook folders, except that they do not
reside on the Exchange server. Instead, they are written as a single file,
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similar to a Word document. The personal folders file ends with a PST
extension.

Personal folders do not count against a user's available Outlook storage,
however, they do use space on the local hard drive or network drive where
they are stored.

™ Outlook Today - Microsoft Outlook O] x|

Type a question for help .

= 2 & | (2

¢ Mailbox - Scott Concilla - O s outlookitoday

¢ Calendar Tod
% Calendar - blank Jecay

11:00 - 1200 Wesekly E-

niet staff
{3 Deleted Items e
""" B} Drafts {5th Fioor
]@ Inbao conference

433 Journal roam}

@ Qutbox

----- 3 Sent Items

LT #
EI@ Personal Folders
55 Abreon

{3 Deleted Thems
----- Q@ Hurnor
H-E Personal
a] [n][n [0

; Favarites
E-5E all Public Folders

Outlook with Personal Folders highlighted

Also, if the PST file is stored on a local workstation, the Personal folders
will not be available when logging in at a different workstation. At PGW,
Personal folders should almost always be stored on the H: drive.

Public Folders

Public folders reside on the Exchange server, where other users can
access them. The primary function of public folders is to allow users to
share messages, contacts, documents, and other items.

When viewing the folder list in Outlook, two subfolders are listed under the
Public Folders branch — Favorites and All Public Folders. The Favorites
folder gives quick access to public folders that are used often.

The All Public Folders branch shows the folders available on the server.
All Public Folders includes folders created by other users or the Exchange
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server administrator. Rights and properties are assigned to Public folders
to control who can post and read items.

™ Outlook Today - Microsoft Outlook (O]

Type a question for help .

2y & | (2

¢ Mailbox - Scott Concilla - Q.

) Mailbox: - IT Training Room 7014
4 Mailhox - IT Training Room 7010

¢ Calendar
% Calendar - blank —
2 Contacts 11:00 - 12:00 Weekly E-
{3 Deleted Items net staff
meeking
""" e {5th Flaor
-4 Inbo conference
@ Journal room)

@ Qutbox

----- 531 Sent Items

EI@ Personal Folders
58 Abreon
@ Deleted Thems

----- B Humor
s :

Public Falders
SE1 Favotites
F-5E all Public Folders

Outlook with Public Folders highlighted

Archive Folders

Archive folders are similar to personal folders. Archive folders are
generally stored on a workstation or network drive, and are also stored as
a PST file, usually with the name archive.pst.

Since they do not reside on the Exchange server, archive folders do not
count against the space allocated to an Outlook account.

Items can be moved or copied to archive folders manually, or the process
can be automated by way of the AutoArchive function.
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Creating Personal Folders

Procedure:

1.

2.

Use the following procedure to add personal folders to Outlook.

Select the File menu and choose Data File Management. The
Outlook Data Files dialog box displays:

Personal folders are similar to Outlook folders in almost every respect
except one — they are stored as separate PST files outside of the
Exchange server. Folders and subfolders can be created within personal
folders, just like Outlook folders.

Multiple instances of personal folders can also be added to Outlook. For
instance, one set of personal folders could be used for storing old Outlook
items, while another set could be installed and used for items that have
attachments.

Data Files

Outlook stores your information on servers and in Files on vour computer,
The list below shows the locations of vour Outlook data, Click settings to
see more information about a data store, Click Open Folder to display the
file Falder Far wour Cutlook data, You must shutdown Qutlook to maove or
copy these files,

MNarne | Filenarme | Cornrment |

Personal Folders H:\sConcill.PST

Settings. ..
Open Faolder. ..
d

Remove

Close

==
[, |
&dd. .. |

[ wme |
[ o= |

Click Add. The New Data File dialog box displays:
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3.

2%

Types of storage:

Descripkion

Provides storage of ikems and folders, Compatible
with Cutlook 97, 98, and 2000 files.

I

Zancel

In the Types of Storage list, select Personal Folders File and click
OK. The Create or Open Outlook Data File window displays:

Sawe in:

& * [ E - Tools -

I% Sconcill on ‘Enterprise\Users' (H:) j

21|

My Documents

&

Deskkop

Abreon

Coursemare

Databases

Documents

Elermentt

Graphics

Microsaft Clip Organizer
My Data Sources

My eBooks

Training

sCandil PST

File name: I

Lo Lel

Save as bype: IPersnnaI Folders Files {*.pst)

64 I
Cancel I
&

Using the Save In drop-down, navigate to the H: drive. DO NOT SAVE
PST FILES TO THE C: DRIVE OR ANY PGW WORKSTATION.

Laptops may be an exception to this rule, and should be discussed with
Information Services.

In the File name box, type a name for the PST file. It is highly
recommended that the network login username be used as the name of
the file. Outlook will automatically add the PST extension to the file.
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6. Click OK. The Create Microsoft Personal Folders dialog box displays:

X

File: IH:'I,example.pst

Mame: I

—Encryption Setting

™ Mo Encryption
{* Compressible Encryption
" Best Encryption

—Password

Password; |

Yerify Passwiord; |

[ save this password in your password lisk

K I Zancel Help

7. If desired, type a display nhame for the personal folders in the Name box.
This is the name that will appear in Outlook's folder list. The default is
Personal Folders.

8. Select an Encryption Setting. The defaultis Compressible
Encryption.

9. If security is desired, add a Password to the file. If a password is
added, each time Outlook starts it will prompt for the password to open
the personal folders file. If the password is not supplied, the personal
folders will not appear in the folder list.

10. Click OK. Outlook displays the Outlook Data Files dialog box:
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Daka Files

Outlook stores waour information on servers and in files on vour computer,
The lisk below shows the locations of your Outlook data, Click settings bo
see more information about a data store, Click Open Folder to display the
file Falder For wour Outlook data, ¥ou must shukdown Outlook to move or
copy these files,

Settings. ..

MName | Filename | Comment |
Example Folders H:iexample, pst
Personal Folders H:'SiConeill.PaT

Qpen Folder,

Rernove

Close

BT
e |
—
om |

11. Click Close to return to Outlook. The new personal folders now appear
in the folder list:

=

[y

ile  Edit  Wiew

Efitew - X

® Inbox - Microsoft Dutlook

Favorites  Tools  Actions  Help

CyReply fEReply to Al G Forward

= Inbox

=10
Type a question for help |

>3
-

[ presiew Pane £= Mark as Read

Outlook Shorbouts

Folder List x |

t|%| 0 |@|Rece. . [T|F|subject|R.. | Size =]

&

- Mailbox - IT Training Room 7014
- @ Mailbox - IT Training Room 7010
=85 Outlook Today - [Mailbox - Scokt Conilla]

[] SWRE:.. 0. 993E
2y 00 LIFW: .. 0. G5KE
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¢ Calendar - blank
% Contacts
(@ Deleted Ttems
5B} Drafts
=B i
{ﬁ Journal
{2 Notes
Calendar -1 Outbox
- AT t Items
B
e A Tasks
A=
-2 Example Folders
Contacts ) Personal Fol
B UoiE Folders
N
My Shorkouts
Other Shortcuts =
2 Items A
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Removing Personal Folders

Removing personal folders disconnects Outlook’s data connection to the
personal folders — it does not delete the folders. When removed, the
chosen set of personal folders will no longer appear in the folder list. The
folders can be restored at any time.

This procedure can be especially useful when working offline or remotely,
or when trying to troubleshoot a problem with Outlook.

Procedure:

1. Right-click on the personal folders to be removed and select Close
"<foldername>".

W

Qpen

Cpen in Mew Window

Advanced Find. ..
ale
* ] Mew Folder. ..

Add to Dutlook Bar

Open Other Folder 3
%4 Clase "Example Falders"

Froperties for "Example Folders"...

2. The folders will be removed from the folder list.

Procedure:

1. Select the File menu and choose Data File Management. The
Outlook Data Files dialog box displays:
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2| x|

[ata Files

Outlook stores vour information on servers and in Files on wour computer,
The list below shows the locations of wour Outlock data, Click settings ko
see more information about a data store, Click Open Folder to displaty the
file Folder For wour Qutlook data. You must shutdown Qutlock to move ar
copy these files.

Marme | Filename | Commment | Setkings. ..

Example Faolders H:\example.pst
Personal Folders H:\SConcill. P3T Cpen Folder, ..

Remowve

Close

il

2. Inthe Data Files list, select the set of personal folders to be removed.

3. Click Remove. Outlook will prompt for confirmation:

=

@ Are wou sure yol wank to remove this Outlook Daka File?

Yes

4. Click Yes to remove the personal folders from the folder list, or No to
cancel.

5. Click Close to return to Outlook. The personal folders that were
removed are no longer in the folder list.

(';} Tips:

. Removing a set of personal folders from the Outlook folder list does not
delete or harm the actual PST file. It simply makes the set of folders no
longer visible to Outlook.

. To delete a PST file, it must first be removed from the folder list using
the above procedure. The PST file can then be deleted using Windows
Explorer, My Computer or any similar method for deleting a file.
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Restoring Personal Folders

Procedure:

1.

2.

Personal folders that have already been created can be added back into
the Outlook folder list with a procedure similar to creating new folders.

This procedure can be used to restore personal folders that seem to have
disappeared from the folder list, or when Outlook gives an error when
starting that it is unable to locate a set of personal folders.

This procedure can also be used when a PST file is copied from one
location to another, for instance, when a PST file is copied from a network
hard drive and installed on a home workstation or laptop.

Select the File menu and choose Data File Management. The
Outlook Data Files dialog box displays:

2%

Data Files

Outlook stares wour information on servers and in Files on your computer,
The list below shows the locations of vour Outlook daka, Click settings to
see more information about a data store, Click Open Folder ko display the
file Folder For wour Cutlook data, You must shutdawn Outlook to move or
copy these files,

Marne | Filename | Camment |

Personal Falders H:ASConcill.PST

Setkings...
Cpen Folder. ..
dd

Rermaowe

Close

.
E=E
add... |
=
[

Click Add. The New Data File dialog box displays:
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New Outlook Data File

Types of starage:

Personal Folders File [, psk)

il B

Description

Provides storage of items and folders
with Qutlook 97, 98, and 2000 files,

I

. Compatible

Cancel

In the Types of Storage list, select Personal Folders File and click

OK. The Create or Open Outlook Data File window displays:

Create or Open Outlook Data File

IE sconcill on 'EnterpriselUsers' (H:) j - o W N i + Taols *

|1 abreon

I Caurseware

|7 Databases

Cl Dacuments

| Elementk

|1 Graphics

I Microsoft Clip Organizer
D My Data Sources

[ My eBooks
D Training
example.pst
S5Cancil.PST

File name: Iexample.pst

Sawe as bype: IF‘ersonaI Folders Files {*.pst)

= oK |
j Cancel L

Sawe in:
My Documents

&

Deskiop

Locate and select the PST file and click OK

dialog box displays:

. The Personal Folders
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7.

8.

General |

x|

Marme: I

Filznarne: IH:'l,exampIe.pst

Encryption: | Compressible Encryplion

Change Password. .. | the personal Folder File

| Reduces the size of wour personal

Compact MNow | oider File

Comrment

_hanges the password used ko access

(] 4 I Cancel | Soply |

Help |

If desired, type a new display name for the folders in the Name box.
Options are also available to Change Password and Compact Now.

Click OK when completed. The Outlook Data Files dialog box
displays:

d b

Daka Files
Cutlook stores your information on servers and in Files on wour computer,
The list below shows the locations of your Cutlook data, Click settings o
see mote information about a data store, Click Open Folder ta displaty the
file Folder For wour Outlook data, You must shutdown Qutlook to move or
copy these files,

Mame | Filenarne | Camment |

Example Folders H:\example. pst
Personal Folders H:A\SConcill. PST

Setkings. ..

Open Folder, ..

dd

Remove

Close

=
[memtis. |
&dd. .. |

_ tomoe |
_ e |

Click Close to return to Outlook.

The selected set of personal folders now appears in the Outlook folder

list.
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Determining Folder Size
While it is easy to find the size of individual items within Outlook by using
the Size column in the message list, it is not as obvious how to determine

the size of all items together in a folder, or the size of a folder plus the
subfolders underneath it.

Knowing the size of all items in a folder or group of subfolders can be
helpful in determining where items may need to be archived or deleted.

Use the following procedure to determine folder size in Outlook.

Procedure:

1. Select a folder from the Outlook folder list.

2.  Select the File menu and choose Folder, then Properties for
"<foldername>".

' Inbox - Microsoft Dutlook

| Elle Igdit Wigw  Faworites Tools  Actions  Help

H Mew P b fSiReply to Al &8 Forward -;g S
I Open 3
o Close All Ttems
| I0R..

a Save As... — | |D| |Q|

raining Roam 70148

raining Room 701k = O

Folder P || %) mewFolder...  Cerl+Shift+E

Data File Management. ..

Import and Export. .. ’@

Archive. .. ] Copy "Inbos"...

Page Setup 4 Copy Folder Design, ..
@‘ Print Preswiew
&5 Print... s S

Propetties for "Inbox"... |
Exit
& Bag
OR

Right-click on the folder name and choose Properties. The folder's
Properties dialog box displays:
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Abreon Properties

HEl

3. Click Folder Size. The Folder Size dialog box displays:

Folder Size

1294 KB 1294 KB

392 KB 392 KB
1843 KB 1843 KB
995 KB 9595 KB
11 KB 11 KB

4. Review the information as needed. When finished, click Close.

5. Click OK to close the Properties dialog box and return to Outlook.
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Chapter 5
Using AutoArchive

®

Chapter Objectives:

o Setting Folder AutoArchive Properties
o Setting AutoArchive Default Properties
o Running AutoArchive Manually

o Marking Items to not be AutoArchived
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Overview

Archiving data is similar to storing old clothes or toys in a house attic. The
data is taken out of folders and moved to another place for safekeeping.
The data might need to be accessed at a later time, but right now it is just
getting in the way.

The Outlook AutoArchive feature archives data automatically or manually
according to settings configured for each folder individually or for all
folders together.

Archive folders are very similar to personal folders. The data within them
is written to a PST file, and is stored on the workstation or network drive.
Archive folders usually have a filename of archive.pst and can be added
or removed from the Outlook folder list in the same manner as personal
folders.

Setting Folder AutoArchive Properties

The first step in using AutoArchive is to set the AutoArchive properties for
a folder or group of folders. These properties determine whether
AutoArchive will run on a folder or not, and what actions should take place
during the AutoArchive process.

Once the properties are set for a folder, AutoArchive will run automatically
based on the settings chosen.

Procedure:

Select a folder from the folder list.

Select the File menu and choose Folder, then Properties for
"<foldername>".

OR

Right-click on the folder and select Properties for "<foldername>".
The Properties dialog box displays.

Select the AutoArchive tab.
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2%

Adminiskrakion I Forms | Permissions |
General I Home Page futofrchive

" Do not archive items in this Folder

™ archive items in this Folder using the defaulk settings

efault Grehive Sethinas. .. |

¢ Archive this Folder using these settings:!

Clean out items older than IE. :ll IMDnths j

% Move old items to defaulk archive folder

" Move old items ko:

CINMTYProfilestsconcilliLocal Setting: Browse: ., |

= Permanently delete old items

Retention palicy

The netwark administrator has not set rekention
policies,

Fetentimm Fal e InGarmabiem. .. |

(o] 4 I Zancel Apply Helm |

4.  Select one of the three following options:

Option Description

Do not archive items in | AutoArchive will not archive any items in the folder.
this folder (default)

Archive items in this AutoArchive will archive items in this folder according to
folder using the default | the default settings as defined by Outlook, or as selected

settings by the user. (See next section for changing these
settings.)

Archive this folder AutoArchive will archive items in this folder according to

using these settings the settings in this dialog box and will ignore/override the

default settings.
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5. Ifthe Archive this folder option was selected, continue with this
procedure, otherwise, click OK to return to Outlook.

6. Use the spinner control and period drop-down of the Clean out items
older than option to set the age of items that should be archived.

7.  Select one of the three following options for how Outlook should handle
archived items:

Option Description

Move old items to Archived items will be moved to an archive folder, and the
default archive folder PST file will be stored in the default Outlook location. (Not
recommended for PGW users.)

Move old items to Archived items will be moved to an archive folder, and the
PST file will be named and stored in a location as
determined by the user. (This is the recommended
option for PGW. The archive.pst file should be stored
on the H: or S: drive, NOT the C: drive.)

Permanently delete old | Items that are past the aging date will be permanently
items deleted by Outlook. Items will NOT be placed in the
Deleted Items folder. (Not recommended.)

8.  Click OK to set the properties for the folder and return to Outlook.
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Setting AutoArchive Default Properties

Procedure:

Select the Tools menu and choose Options.
In the Options dialog box, select the Other tab.

Click AutoArchive. The AutoArchive dialog box displays:

Outlook provides a group of default settings for AutoArchive, however, this
can be changed to suit the user's preferences. Additionally, by changing
the default settings, the AutoArchive properties for all folders within
Outlook can be set at the same time.

Default settings for AutoArchive will always be overridden by preferences
set on individual folders.

il by

¥ Bun Autodrchive every |14 j darys

[ Prompt before Autosrchive runs

During Autodrchive:
[ Delete expired items (e-mail Folders anly)
¥ archive or delete old items

¥ Show archive Folder in Folder list

—Defaulk Falder setkings For archiving

Clean ouk ikems older than IE. :ll IMDnths j

% Move old ikems ko

W IMMTPrafiles) sconcilliLocal SettingstApplic Browse, ., |

" Permanently delete old kems

Apply these settings ko all Folders now |

To specify different archive setkings for any Folder, right-click on
the Folder and choose Properties, then go to the Aukodrchive tab.

Retention policy

@ The netwaork administrator has not set rekention policies,

Retention Palics Intarmmatian. .. |

I I Cancel |
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4.  Use the following table to set the desired options for AutoArchive:

Option Description

Run AutoArchive every
n days

Select the number of days between the times that
AutoArchive runs. Accepts a number between 1 (daily)
and 60 (about every two months).

Prompt before
AutoArchive runs

Select this check box to have Outlook display a prompt
before running AutoArchive. The prompt includes a
Cancel button to cancel AutoArchive for that day.

Delete expired items

Select this option to have Outlook move expired items
directly to the Deleted Items folder without archiving.
Applies to e-mail folders only.

Archive or delete old
items

Select this check box to enable the options below it.
Options can be selected for archiving or deleting.

Show Archive Folder
in Folder List

Select this option to have Outlook display the archive
folder in the folder list. If left unchecked, the archive.pst
file will be created, however, it will not appear in the folder
list.

Clean out items older
than

Use the spinner control and drop-down menu to select the
aging period for expired items.

Move old items to

Archived items will be moved to an archive folder, and the
PST file will be named and stored in a location as
determined by the user. Click Browse to change the
default location for the PST file. (The recommended
option for PGW is to pick a different location. The
archive.pst file should be stored on the H: or S: drive,
NOT the C: drive.)

Permanently delete old
items

Expired items will be permanently deleted from Outlook.
No archive folder file will be created.

Apply these settings to
all folders now

Click this button to have Outlook apply these AutoArchive
settings to all folders.
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5.  When all options have been selected as desired, click OK to close the
AutoArchive dialog box.

6. Click OK again to close the Options dialog box and return to Outlook.

Q Tips:

. The default AutoArchive settings can also be accessed via any folder by
clicking the Default Archive Settings button on the AutoArchive tab of
the folder's properties.

Warning:

21|

Administration I Forms | Permissions
Genetal I Home Page Aukohrchive

" Do ot archive items in this Folder

%" ‘rchive ikems in this Folder using khe defs ethings

Defaulk Archive Setkings. .. »

" archive this Folder using these settings:

el ean out items older Ehamn IE. ﬂ IMDnths j

% | Move old items bo default archive falder

£ Move old items bat

CHMWINMTProfilestsconcilliLocal Setking: Browse, ., |

£ Eermanently delete ald iEems

Retention palicy

The network administrator has not sek retention
policies,

Fetention Falicy: Intarmatian .. |

(o] I Cancel Apply Helm

. Default settings will be overridden by any AutoArchive settings that have
been set up on individual folders.
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Running AutoArchive Manually

AutoArchive properties do not necessarily have to be set for folders in
order to use its features. Setting the AutoArchive properties for a folder
configures AutoArchive to run automatically, however, AutoArchive can be
run at any time on a manual basis using the same aging criteria as an
automatic archiving.

Manual AutoArchive can also be used in cases where an "extra” round of
archiving is needed. For instance, when a backup of old Outlook data is
desired, or if an account has become full between archiving sessions.

Also, since the Contacts folder does not have AutoArchive properties,
items can only be archived using this manual procedure.

Procedure:

1. Select the File menu and choose Archive. The Archive dialog box

displays:
2] %]
i~ archive all Folders according ko their Autoarchive settings
¥ archive this folder and all subfolders:
=& Mailboy: - Scott Conilla =l
----- % Calendar
----- % Calendar - blank
----- ‘ﬁ’l} Contacts
----- (& Deleted Items
----- Bk Drafts
-G [
{ﬁ Journal
..... NDtES
15 Outbo =l
Archive items older than: ITue 07 06 2004 j
[ Include items with "Do not Aukoarchive" checked
Archive file:
IC:'I,WINNT'I,F'ru:uFiIes'l,su:u:unn:iII'l,Lu:ucaI SettingsiApplicat Browse, .. |
(] 4 I Cancel I
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2.  Select the Archive all folders according to their AutoArchive
settings option and then click OK to archive all folders using the
AutoArchive properties previously set. (All other options in this dialog
box become unavailable when choosing this option.)

OR

Click Archive this folder and all subfolders to select AutoArchive
properties for this time only.

3. Select a folder to AutoArchive. If the folder contains subfolders, they will
be archived as well.

4.  From the Archive items older than drop-down list, select the latest
date from which Outlook should start archiving data. Items with the date
selected will not be archived. For example, if Thu 07/07/2005 is
selected, all items older than that date are archived, but items that have
the date of 07/07/2005 will not.

5. If desired, select the Include items with "Do not AutoArchive"
checked check box to override the Do not AutoArchive this item
setting of individual items (see the next procedure for more information.)

6. To change the personal folders file that will store the archived items, in
the Archive file section click Browse and then choose the file and
folder where the archive will be stored. At PGW, archive.pst files
should NOT be stored on the C: drive of the workstation. Select
either the H: or S: drive.

7.  Click OK to start the AutoArchive process.
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Marking Items to not be AutoArchived

4.

5.

Procedure:

Open the item to be marked.

zeneral | Message ID

E RE: book order

2l

Type: Message (Plain Texkt)
Location:  Inbox

Size: 995 B

Senk: 09/28/2004 09:44
Received: 09/25/2004 09:45
Modified: 100052004 10:51

— Options For Ehis item

Impartance: Sensitivity:

IN-:urmaI j IN::-rmaI

¥ Do not Autodrchive this item

Read receipt requested: Mo

Delivery receipt requested: ‘es

(a4 I Cancel Apply

Helm

Click OK to return to the item.

Close the item to return to Outlook.

Individual items in Outlook folders can be exempted from the AutoArchive
process, even when the AutoArchive properties are set for a folder. This
procedure can be valuable for items that although they might be old, are
still important or relevant to a current project or job.

Select the File menu and choose Properties. The Properties dialog
box displays.

In the Options for this item section, select the Do not AutoArchive
this item check box.
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Using the Out of Office Assistant

@ Chapter Objectives:

o Activating the Out of Office Assistant

o Deactivating the Out of Office Assistant
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Overview

The Out of Office Assistant specifies an out of office reply and displays,
creates, and modifies rules for processing incoming mail while the user is
away from the office.

The out of office reply notifies people who sent messages that the receiver
is away from the office and cannot reply immediately. The reply will be
sent only once to a message sender, even if multiple messages are sent
from the same person.

Also, the Out of Office Assistant command may be used to define rules
that should only be applied when away from the office. For example, a
user can define a rule that automatically forwards high-importance
messages to a co-worker, but only when the user is marked out of office.

Activating the Out of Office Assistant

The Out of Office Assistant can be activated for a variety of reasons and
lengths of time. The Assistant allows a auto-reply to be created that can
contain information about when the user will return and/or who to contact
in case the message is an emergency. Depending on the server
configuration, the out of office reply will also be sent to internet users.

Procedure:

1. Select the Tools menu and choose Out of Office Assistant. The Out
of Office Assistant dialog box displays:
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Out of Office Assistant I

€ | am curently In the Office

— | am cumently Out of the Office

AutoReply only once to each zender with the following text:

=

I

Thesze rules will be applied to incoming mezzages while pou are out of the office:

Statuz Conditionz Actionz

oy e |
[diowe Doﬂnl

Add Rule... I EditHule.. | | Relete Flulel v Show rules for all profiles

Ok | Cancel | Help |

2. Select | am currently Out of the Office.

3. Click in the AutoReply only once to each sender with the following
text box and type in a text message that will be automatically forwarded
to anyone who sends mail during the receiver’s absence.

4.  Optionally, click Add Rule to apply any rules to the Out of Office
message. These rules work the same as the Inbox Assistant rules,
however they are only applied when the Out of Office Assistant is on.
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—When a message arrives that meets the Following conditions:

_\_E

Cancel

[ sSentdirectly tome [ Copied (Cc) to me

Subjeck: I

Help |

Advanced,.,

Message body: I

Check Mames

|

Perform these actions: ™ Do not process subsequent rules

b [T alertwith | action, . |

> [ Delete

23 Move ko Ealdet | I

BT cCopyto Foldet, .. | I

WE [ Forward To,.. | |

Method: IStandard

o[ Reply with | Template,, |

b [ custom I j I

Select desired conditions and actions. Click Advanced to choose
additional requirements, for example, importance of incoming messages

and click OK.

The Conditions and Actions will appear in the Out of Office Assistant

dialog box. Click OK to accept the rule.
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™ | am currently In the Office

—{% | am currently Out of the Office
AutoReply only once to each zender with the following text:
| will be on wacation until 5/30/57 ;l

Theze wiles will be applied to incoming meszages while pow are out of the office:

Statuz  Conditions Achions

[ B ] |
2t

ol o [t

Add Rule... I Edit Rule... | Delste Flulel v Shaw ules for all profiles

Ok Cancel | Help |

7. Click OK to activate the assistant.

Deactivating the Out of Office Assistant

When it is no longer the needed, the Out of Office Assistant can be turned
off so that e-mail is processed like normal.

Ej Procedure:

1. Start Microsoft Outlook.

2. If the Out of Office Assistant is on, Outlook displays the following dialog
box:

Out OF Office Turned On

Cut of Office is currently on. Would wou like to turn it off?

3. Click Yes to turn the assistant off. Click No to leave the assistant on
and continue to work in Outlook.
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