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Basic Microsoft OQutlook 2002
Part 1 — E-malil

This handout is simply an outline to be used as aguide in class. Microsoft Outlook offers many ways to
accomplish different tasks. The steps below identify at least one way to accomplish atask in Microsoft
Outlook.

WHAT ISMICROSOFT OUTLOOK ?

Microsoft Outlook is a Desktop Information Manager (DIM) or Personal Information Manager (PIM).
Microsoft Outlook isamessaging and personal information management program that hel ps you to manage
your messages, appointments, contacts, and tasks. Microsoft Outlook can help you create, share, and manage
information that's important to you and the people you work with. When using Microsoft Outlook and the
Exchange Server, e-mail is sent and received immediately.

OuTLOOK TODAY

The Outlook Today view provides a preview of your day. By using Microsoft Outlook Today, you can see a
summary of your appointments, alist of your tasks, and how many new e-mail messages you have. Y ou can set
this page to be the first page that opens when you start Outlook, and you can change the way Outlook Today

appears.
MAKE OUTLOOK TODAY THE STARTUP PAGE

1. Onthe Folder ligt, click Outlook Today.
2. Onthe Outlook Today page, click Customize Outlook Today.

\b

Friday, January 25, 2002 Customize Outlook Today ...

Calendar Tasks Messages

3. Inthe Startup area, select the “When starting, go directly to Outlook Today” check box. Thiswill open the
Outlook Today view whenever Microsoft Outlook is opened.
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Customize Qutlook Today

Startup W when starting, go directly to Outlook Today

Messages Show me these Folders:

Choose Folders, .. |

Calendar Showe this number of days in my calendar IE

Tasks In mvy task lisk, show me: & all basks
(™~ Today's tasks

Sort my task list by: [pue Date = | thenby: |(none)

(™ Ascending
(# Descending

[ Include tasks with no due date

-

~  Ascending
= Descending

Styles Show Outlook Today in this skyle: |Stanl:|arl:|

Click the Choose Folders... button.
Open the folders (by clicking the plus sign
next to the folder) in the following
sequence to access the news folders:
Public Folders

All Public Folders

M SU-Announcements

MSU

Announce

Click the box next to the folders that you
want displayed on the Outlook Today
view.

Click OK.

Click Save Changes.

+ + 4+ + +

=

Select Folder

Eolders:

ADD FOLDERSTO OUTLOOK TODAY TO EASILY ACCESSTHE M SU NEWS SERVER

Save Changes  Cancel

2 x]

-

- - [LI5E Training
- [ Personal e-mail
= [ Public Folders
----- (1% Favarites
= [15E all Public Folders
=1 [15E MSU-Announcements
= 15 msu

[1%5 announce

...................

—
-
—

Ik

Zancel

lear All

- 1Back -
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TIP: To move quickly back to the previous window, click the Back button on the toolbar. The Back button
works in the same manner as the Back button in aweb browser.



CHANGING VIEWSIN MICROSOFT OUTLOOK
Within the Inbox, click the View menu to:

= Turn on/off the Outlook bar

= Turn on/off the Folder list

= Turn on/off the Preview Pane
= Turn on/off the AutoPreview

Outlook Bar

Cutlook Shorbcuts

Cutlook Today

Inbox

Conkacks

Tasks

Maokes

Deleted Ikems

(&)

My Sharkcuks

Cther Shortcuks
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Folder List

Falder Lisk 4 |

-1 Mailbo: - MLOD43 (Cap |
EI@ Quklook Today - [Mailk

H-¢% Calendar
----- ‘f;.:s onkacts
-4 Deleted Items |

----- B} Drafts

----- Mates

@ Oukbox
-4 Personal
EEI---'Q@ Projects
EEI---'Q@ R.egistrations
----- Qﬁl Sent Ikems

EEI---‘Q@ Training

B

-3 Public Folders




CREATE A MESSAGE
A From. ..

B Ta...
[E:3: alcip

1. On the File menu, click New, Mail Message or click the New button. B Wew -

2. Enter recipient namesin the To, Cc, and Bcc boxes.
To select recipient names from alist, click the To, Cc, or Bcc button.
e Another method to insert recipient namesisto type part or al of the name. Pressing Bec...
the Tab key on the keyboard will then move the cursor to the next box and aso verify - g piect:
the name that was input. Another method to verify anameisto click on the Check
Names button on the toolbar. e
3. Inthe Subject box, type the subject of the message. v
4. Inthe text box, type the message.
5. Click the Send button. =Isend

Bcc is an abbreviation for blind carbon copy. If you add arecipient's name to this box in amessage, a copy of
the message is sent to that recipient and the recipient's name is not visible to other recipients of the message. If
the Bcc box isn't visible when you create a new message, you can add it.

Y ou can display the Bec box in all new messages that you compose. If Word is your e-mail editor, in anew
message, click the arrow to the right of the Options button, and then click Bcc.

Options... -

SETTING MESSAGE | MPORTANCE

To set amessage with high importance, click the red exclamation point on the toolbar.

To set amessage with low importance, click the blue arrow on the toolbar.
USING MESSAGE FLAGS

Flagging amessage adds aflag icontoit. You can use the flags to remind yourself to follow up on an issue or
to indicate arequest for someone else. Y ou can also use flags to set areminder for the message.

Click the Message Flag button on the toolbar. ki

In the Flag for Follow Up box, click the flag you want.
Enter adate and time in the Due by boxes.

Click OK when finished.

Flag for Follow Up ﬂﬂ

Flagging marks an itemn to remind you that it needs ko be Followed up,
after it has been followed up, you can mark it complete,

el RN

Flag to: |Fu:u|||:uw up ﬂ Clear Flag |

Due by |N|:une j |N|:|ne ﬂ
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MESSAGE FORMATS

When you create a message in Outlook 2002, the default format isHTML. This format supports text formatting,
numbering, bullets, alignment, horizontal lines, pictures (including backgrounds), HTML styles, stationery,
signatures, and Web pages. Since most popular e-mail programs use HTML, it's the recommended format.

Plain text format is one that all e-mail programs understand; however, it doesn't support bold, italic, colored
fonts, or other text formatting. It also doesn't support pictures displayed directly in the message body (although
you can include them as attachments).

Outlook Rich Text Format (RTF) isaMicrosoft format that only the following e-mail programs understand:
Microsoft Exchange Client versions 5.0 and 4.0, Outlook 2002, Outlook 2000, Outlook 98, and Outlook 97.

Y ou can use RTF when sending messages within a company that uses Microsoft Exchange Server; however, it's
recommended that you use HTML. RTF supports text formatting, including bullets, alignment, and linked
objects. Outlook automatically creates meeting and task requests and messages with voting buttonsin RTF
format, regardless of the default format you have set.

Message format can be changed per message, if necessary. When sending a message, a drop down box is
available enabling you to change the format of your message.

=send | ) - B2 S, ' ¥ ¥ | [2]options.

REPLY TO A MESSAGE

Select the message you want to reply to. £¢Reply €80 Reply to Al

2. Click the Reply button on the toolbar. Clicking on the Reply to All button will send the message to al of
the original recipients of the message except the Bec recipients.

3. If necessary, enter recipient namesin the To, Cc, and/or Bcc boxes.
To select recipient names from alist, click the To, Cc, or Bcc button.

4. Click the Send button. | : = gend

=

Frl:um...
G Ta...
1E:3: o

FORWARD MESSAGES Bec...
Select the message you want to forward. Subject:
Click the Forward button on the toolbar.
Enter recipient namesin the To, Cc, and/or Bcc boxes.

To select recipient names from alist, click the To, Cc, or Bcc button.
4. Click the Send button. = 5end

W Forward

wh e
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ADDRESSBOOKS

The Global Address List isthe address book that contains al user, group, and distribution list email addresses
at MSU. The Exchange server administrator creates and maintains this address book. The Global Address List
may also contain public folder e-mail addresses. Y ou cannot add to or modify this address list.

x
Show Mames From the: Global &ddress List -
_ iGlobal Address List -l
Type Mame or Select From Lisk: Al Address Licts —
I Al Conkacks
I — — all Groups
= Al Users
Aadalen, Sharan ﬂ Campus Direckary
falgaard, Ann Emeritus
Aanas, Angela Faculty | Staff
fanenson, Kasey i Students A-B
farsyald, Jason Students C-D
has, Elizabeth Students E-G
fase, Tara -
Abbas, Kyle | e | :EESE:E :LJ -
w
lL’“I"" Femmliden LI—I Students M-M
Students O-F,
Mew. ., | Properties | Studenks 5-5
Students T-Z Ad
8] Cancel Help
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CREATE A CONTACT

The Contacts folder is your e-mail address book and information storage for the people and businesses you want
to communicate with. Use the Contacts folder to store the e-mail address, street address, multiple phone
numbers, and any other information that relates to the contact, such as a birthday or anniversary.

1. In Contacts, click the New button to create anew contact. o=|uew ~

2. Typethe contact’s hame.

3. Enter theinformation you want to include for the contact. Tip: Y ou can quickly create another contact
with the same company information. In the current contact, on the Actions menu, click New Contact from
Same Company.

4. When finished entering information, click the Save and Close button. Save and Close

TIP: A contact can also be added from an e-mail that has been received. To add the contact, right click
(Ctrl+click on the Mac) on the name and click on Add to Contacts.

EE Untitled - Contact -0l x|
File Edit Miew Insert Format  Tools  Actions  Help Type a question for help |

Hsavearddese [ & ) ¢ B cn- & - -

General I Details I Artivities I Certificates I All Fields I

g Full Mame. .. ||| @Business :Il

Job kitle: | Home l“
Campany': | Business Fax l“
File as: I j Mabile l“

@ Address... | E-mail 1“ %

Business ll Display as: I

R Weh page address:
I This is the mailing address #‘ I

IM address: I

[~
Conkacks, ., | | Cakeqoties... || Private [ 1
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DISTRIBUTION LISTS

A distribution list is a collection of contacts. It provides an easy way to send messages to a group of people.
Y ou can use distribution lists in messages, task requests, meeting requests, and other distribution lists. You can
easily add and delete namesin adistribution list, send it to others, and print it.

Distribution lists are identified with and are stored by default in your Contacts folder. The personal distribution
liststhat you create in your Contacts folder are available only to you, but you can share them by copying and
sending them to others.

To create adistribution list: G0 ¥ | v %
. “=[ Contack k41
1. Click the arrow next to the New button on the toolbar and select 5 ;D'; _abc — Sh_;:L |
Distribution List. '|_ stribution st Clrl+3hift+
2. Inthe new distribution list, type aname for the list. 17 Folder... Chrl+5hift+E
3. Click the Select Members... button to choose member/recipientsto be 1 (Outlook Bar Shorteut, .,

included in the distribution list. l  Mail Message krlShifk M
4. When finished selecting members, click Save and Close on the P cononiment e
toolbar. 73 Mesting Request  ChrShift+0)
¥ Task CkrH+-Shift+k
pz| Task Request Ckrl+Shife+U
,.éf Journal Entry Ckrl+5Shift+]
v2s Mote CErH-Shift+HM
[

Office Document  Cerl+Shift+H

Choose Farm. ..

Cutlook Data File. .

%4 Untitled - Distribution List 10l x|
File Edit Wew Insert Tools Actions Help Type a question for help (=

Haveanddose | & 4 B2 R * ) X |e-9- |2

Members I Notes I

Mame: ||

Select Members, .. I Add Rew, . Hemove |pdate Moy |

[ Mame ¢ E-mail o]

There are no ikems ko show in Ehis view,

=
Categories. .. | | Frivate [
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Create Hew Folder
CREATE A FOLDER : 2l

Ell=h

e

Folders are created to store, archive and organize items and

information in Microsoft Outlook. Within these folders you can Folder contains:
store e-mail messages, tasks, appointments, contacts, and notes. [Mal Tters [~
. . . Select where to place the Folder:
1. Onthe File menu, point to New, and then click Folder. ~ T Wiaibon - Vilwook Shamon L (T Serviees] =
2. Inthe Name box, enter a name for the folder. @ Colender
3. Inthe Folder contains box, click the type of items you want the h % Em‘;‘;ﬁ' Services
folder to contain. {7 Deleted Items (4]
4. Inthe Select where to place the folder list, click the location for ‘% Fn'ba;f
the folder. Joumal
o
71 Ladies Lunch
MaPE
+ E MRS ﬂ
(674 | Cancel |
To move a message into afolder: Tr—T—
1. Select the message. Move the selected i
2. On the Edit menu, click |2 Move to folder... i e °
3 Sglect afolder from thelist qnql click OK. The message 4B Computer Services Cancel
will be removed from the existing folder and placed in the 5 Contacts
selected folder. g Deleted Items hew
Drrafts
T Inbox
{ﬁ Journal —
£ Ladies Lunch
T3 MAPE
4157 MNSCU
£ Morleen
25 Motes Jﬂ
PRINT AN ITEM | | B

1. Select or open the item you want to print.
2. Click the Print button on the toolbar.| =

DELETE MESSAGES

1. Select theitem you want to delete.

2. Pressthe Delete button on the keyboard X
or click the delete button on the toolbar. When you delete, the message has been moved to the Deleted
Items box.

Tip: Make sure that you periodically empty the Deleted Items box. These messages are still taking up spacein
your mail quota.

Hint: By pressing Shift+Delete on the keyboard the selected message will be permanently deleted rather than
moving to the Deleted Items box.
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ABOUT USING WORD ASYOUR E-MAIL EDITOR

In previous versions of Microsoft Outlook, the default e-mail editor was the Outlook editor. Y ou could change
the editor to Microsoft Word if you wanted. In thisversion, the default e-mail editor is Word, so you can take
advantage of features such as:

e AutoCorrect: Asyou write, automatically -
correct common typos, such as transposed options KTES
letters and extra or missi ng |etters. Preferences ] Mail Setup  Mail Format lSpeIIing ] Security ] Other ] Delegates ]

Message Format
Choose a Format For aukgoing mail and change advanced settings.

e Automatic spelling and grammar
checking: Check your spelling and grammar
while you work. Misspelled or misused _ o

. . [ Use Microsoft Ward ko edit e-mail messages
W_Orqs al':e underlined and alternatlves appear, [T Use Microsoft Waord ko read Rich Text e-mail messages
eliminating the need to check spelling and
grammar before you send a message.

Compose in this message format: |HTML ﬂ

Internet Format. .. | LnternationaIOptions...‘

Stationery and Fonts

o Automati c BUl | ets and Number i ng: Add % |Jse stationery ko change wour default Font and style, change colors,

bullets and numbering to call out important
points. Use a picture or other graphic asa _ _
bullet, or create ahierarchical list that has | fos_||_ sktionery ik, _|
numbered items. sanature

and add backgrounds to vour messages,

Use this stationery by default: |=:Nu:|ne:= ﬂ

Automatically include your signature or attach an electronic business
& card (wCard) to outgoing messages.

e Tables: Usetablesto organize your

information. When you use Word as your e- Signiature For ngw messages: test =l
mail editor and HTML as the default message signature for replies and forwards: | <jone» |
format, Outlook preserves table formatting, Sgrastres.. |

even for recipients who do not use Word.

. . oK, | Cancel ‘ ‘
e Conversion of email names and I nternet

addresses. Automatically convert e-mail names and Internet addresses to hyperlinks. Smart hyperlink
formatting can even convert hyperlinks whose URLSs contain spaces.

e« Themes. Use Word themesto provide visual consistency and to make your messages stand out.

e Autoformat: Format your message automatically as you type, and add formatting to plain text messages
that you receive.

In addition, you can now set some options in Outlook that you could previously work with only in Word. For
example, you can now create and set a default signature or stationery from Outlook if Word is set as your e-mail
editor. You can also specify some spell checker options and fonts for new messages and messages you forward
or reply to. If you change these options from Word, they change the equivalent settings in Outlook, and vice
versa. Evenif you turn off Word as your e-mail editor, you can useit just for viewing messages that you
receive, which can preserve formatting that might otherwise be lost.
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CREATE A SIGNATURE

Y ou can use asignature to automatically add text to the messages you send. For example, you can create a
signature that includes your name, job title, and phone number. Y ou can create multiple signatures, and select a
signature to insert in a message after you have created the message. These steps are

1. Click the Tools menu, click Options, and then click the Mail Format tab.

options 2] x|

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

Message format

Choose a Format For outgoing mail and change adwanced settings.

Compose in this message Format: IHTML j

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

Internet Format. .. | International Options. .. |

Stationery and Fonts

IUse stationery to change wour default font and style, change colars,
and add backgrounds ko your messages,

Use this stationery by default: I{None} j

Fonts... | Stationery Picker. .. |

Signakure

Automatically include wour signature or attach an electronic business
card {(wCard) ko outgaing messages,

Signature For new messages: Ithanks j
Signature For replies and Forwards: |<Nc-ne:> j
| Signatures, ., |

ol 4 | Cancel | apply |

2. Click the Signatures button.

Create Signature

21x]
Signature:;
#lmsulong | Edit... |
sushork
@ thanks Remove |

Mew, ..

Presiew:

|»

shannen Villwock

Technical Traming Coordinator
Ilinnesota State Tiversity, Mankato
3010 Memorial Library

IManlcate, I 56001

(507 389-3205

[
o] I Cancel |
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3. Tocreate anew signature click the New... button.

@ 1. Enter a name For wour new signature;
I:Jntitled

2, Chaoose how ko create wour signakure:

%' Skart with a blank signature

™ |se this existing signature as a kemplate:

Imsul-:ung - I

™ Use this file a5 a template:

Browse, .. |
Mext = I Cancel |

4. Enter aname for your signature and choose how to create your signature. For most new signatures start
with a blank signature.

5. Click Next.

6. Typethetext you want to use for your signature. Formatting can aso be applied from this dialog box.

7. Click Finish.

—Signature text
% This kext will be included in outgoing mail messages;

=4

Shannon L. WVillerock
=
Font... | Paragraph. .. lear | | Advanced Edit. .. I

—wCard options

attach this business card (wCard) to this signature:

I <Mone = j

e wCard From Contact. ..

Einish | Cancel |

8. Thenewly created signatureis displayed in the list. Click OK to complete the steps.
9. Click OK to close the Options dialog box.
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SENDING FILE ATTACHMENTS

1. Create anew message and enter the necessary information (To, Subject, Message). ——
2. Placetheinsertion point in the text box of the item and click the Insert File button. | 0 _|

Inzert File EHE
oo ﬂ A & ¥ O ~ Taols -

Bty Computer
2] Metwork Meighborhood

=
o

[=}

=

=] =

| Shorkouk ko My Music
]
{,_)' Track-it

&

Preview nok available,

» e

File name: | ﬂ Insett *l
Files of bype: |,|:.,|| Files (#,#) ﬂ Zancel

3. Choosethefile that you want to attach and then click Insert.
4. Click Send.
=l5end

CREATING A HYPERLINK IN A MESSAGE

1. Typethe web address (hyperlink).

2. Onthekeyboard, press Enter or the space bar. Thiswill create a hyperlink in your message. The text will
be underlined and a different font color.

3. Totest thelink, hold Ctrl down on the keyboard and click on the link.

NOTE: Thisaso workswith e-mail addresses in a message.

OPEN A HYPERLINK IN A MESSAGE

1. Open the message containing the hyperlink.

2. Click the hyperlink.

2 Thiswill open the browser (Netscape or Internet Explorer) and go to the selected address.

Note: If you use more than one browser, you can specify the browser. Press and hold down SHIFT and click
the hyperlink, then locate the browser you want in the Locate Link Browser dialog box.
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