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Tips & Tricks
For Microsoft Office Outlook 2003

This handout is simply an outline to be used asidegin class. Microsoft Outlook 2003 offers mavgys to
accomplish different tasks. The steps below idigiati least one way to accomplish a task in Micfo@utlook
2003. We will explore as much of this programiasetallows.

Stay Informed (by adding links to the MSU newsgroup)

1. On Outlook Today, click Customize Outlook Today.

2. Click the Choose Folders... button and select the M8Ws announcement folders.
3. Click OK and then click Save changes.

Count Me In! (Drag & Drop)
Drag and drop a message from the newsgroup onuiocgbendar in the folder list to place an itenmirthe
MSU newsgroup on to your calendar.

Quick Access
Right-click on the Calendar and click Open in Newn@éw. This will open the calendar in a separatedow.

Rules to Live By
You can quickly create simple rules to
move messages into specific folders from
specific recipients.
1. Select a message from that recipient.
2. Click the Create Rule buttc &
on the toolbar.
3. Click the From box.
4. Click the Move e-mail to folder: box.
5. Click the Select Folder... button to
specify the folder in which to move
the messages when they arrive.

Color My World! (Color-code Your
Messages)

1. Click Tools, Organize.

2. Click Using Colors.
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3. Click an e-mail message in your Inbox, and you firidl the name of the sender displayed in the Color
messages box. Or, you can type the name in the @assages box yourself.

4. Select a color from the list.

5. Click Apply Color.

6. Click the Organize button (if necessary) to cldse®rganize box.

I from j‘ Spiess, Anne1in | Red

Color message: L|Apply Color

Order in the Inbox! (Sorting)

To quickly and easily sort by a specific field,c&lion that field. To sort in reverse order (desoeg order),
click the field again.

Choose Your Field

1. Inthe Inbox, right-click on one of the fields (RmpTo, or Subject) and click on Field Chooser.

2. Click and drag any of the fields from the Field Gker box onto the bar next to an existing fieldbutan
also remove fields from the bar by dragging thélfte the Field Chooser box.

Who are you sending to?? (villw; bry sch; help dds annette sp)

You DO NOT need to enter the full address or nafrieerecipient of your e-mail message if theyiarthe
global address list or in your contact list. Signfylpe part of their name and press tab to motbdmext box.
You can also press Ctrl-K or click the Check Narmeon on the toolbar to resolve the address. Réyboard
shortcut also works in MavMAIL.

Moving People Around (Dragging Addresses Between T&c, and Bcc Fields in Outlook)
When composing or replying to an e-mail messadg@utiook, you can easily rearrange the names op¢ople
receiving the message by dragging their e-mail esklrs between the To, Cc, and Bcc address fields.

Link Up (Entering hyperlinks into an e-mail messag¢
Create a hyperlink in an e-mail message by typnegink and pressing the space bar or the Enter key

DON'T Open Outlook to Send Your Office Document!

1. Inthe document, click File, Send To, Mail Recigiérs Attachment).
2. Fill in the Recipients, Subject, and message baxesclick Send.
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OR if you have Word, Excel or PowerPoint 2003:

1. On the Standard toolbar, click E-mail.

2. Inthe To and Cc boxes, enter the recipient namparated by semicolons.

3. By default, the name of the document appears ifstligect box. If you want, you can type your own
subject name.

4. Click Send a Copy.

Save Me! (Drag & Drop File Attachments)
In the Preview Pane of the message, click on tiaelaihent and drag and drop it into a folder on ymumputer
such as My Documents.

Save All of Us!! (Save Multiple Attachments Simukneously)

1. Click Save Attachments on the File menu.

2. When the Save All Attachments dialog box openskdDK.

3. Then select the folder where you want to savefdh®files and click OK.

Send It Again! (Sending the same message to thersarecipients again)

1. Open the message.

2. Click the Actions menu.

3. Click Resend this message... A new message igedraad can be altered before sending.

UNSEND! (Recall a message that you've sent)

1. Open your Sent Items folder.

2. Double-click the message you want recalled.

3. On the Actions menu, click Recall This Message.

4. To recall the message, click Delete unread cogdidi®message. To replace the message with anotteer
click Delete unread copies and replace with a n@ssage, click OK, and then type a new message.

5. To be notified about the success of the recaleplacement for each recipient, select the Tellfmecall
succeeds or fails for each recipient check box.

What's their 4117 (Forward an Outlook Contact)

Send contacts to other people by right-clickingtm contact you want to send and then click Forwandew
e-mail message will be created with that contaduished as an attachment. Enter the e-mail addfabe
people you want to send the contact to and clicidSe

When the recipients receive the contact, all theyehto do is to drag the attachment onto onto th&&cts
folder and it will be added automatically to theantacts list.

| Know Where You Live! (Mapping an address using @tlook and the Internet)

1. In Contacts, double-click the contact whose addyessvant to locate.

2. Choose the address you want to find on a map—Bssijiiédome, or Other.

3. On the Actions menu, click Display Map of Addregsur Web browser will open up and display a map of
the contact's address using the MSN.com maps web si

4. Click OK.

Display Nonconsecutive Dates in Outlook Calendar

1. On the right side of the window in the Date Navagdthe small calendar that displays the currenmtimo
click the first date you want to view.

2. While holding down the CTRL key, click any othetemyou want to view. (To remove a date, click it
again.) You can display up to 14 nonconsecutiwesda
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Using Plain English on a Date Field (AutoDate)
Type “next week” or “Christmas” in a date field a@ditlook will format the date automatically for yotYou
can also type in a firm date such as the followiBe25 or 10/05/04

Moving Appointments
Drag and drop any appointment on to a date ondteerthvigator (monthly calendar on the left) taheslule.

Over Quota?! (Checking Folder Size)

Faculty/staff members will receive 100 megabytestofage, and students will receive 75 megabytes by
default.

1. Right-click on the folder (Inbox).

2. Click on Properties.

3. Click on the Folder Size button.

4. Check the Total Size.

Out with the old, in with the new (Archiving)

1. Click File, Archive.

2. Inthe archive dialog box, click the folder to brelaved.

3. Click the drop box to specify a date for archiving.

4. VERY IMPORTANT: Click the browse button to specdyocation for the archived file and give the file
an appropriate name with a .pst extension.

5. Click OK.

UNDELETE!

Have you ever deleted mail from your Deleted Itdohder and then wanted to retrieve it? In mosesagou

can with Outlook 2003.

1. Inthe Folder list, click Deleted Items.

2. On the Tools menu, click Recover Deleted Items.

3. Click the item you want to recover. To select npldtiitems, click the first item, and then hold do@hRL
and click additional items.

4. Click the Recover Selected Items button.
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The items will be returned to your Deleted Itemisléo and then you can move them to other fold&sme
items may no longer be recoverable because yotermysdministrator has limited the amount of timéao
weeks that deleted items can be stored on therserve

Cruisin’ the Web through Outlook

1. On the Address Bar, click the vertical line nexfrbdress, and then slide it to the left until yee she
Address box and the Go, Stop, and Refresh buttons.

2. In the Address box (located on the web toolbapetthe address for the web page you want to display
then press Enter on the keyboard or click Go.

3. To return to the Outlook folder you selected ptmwiewing the web page, click the Back button loa t
Address Bar.

Help Me!
Press F1
MSU HeLp Desk
3" floor of library
389-6654
helpdesk@mnsu.edu
http://helpdesk.mnsu.edu

Inbox and Messaging Keyboard Shortcuts

Press To

Ctrl+Shift+l Switch to Inbox.

Ctrl+Shift+O Switch to Outbox.

Alt+Enter Display message properties

Ctrl+A Mark All

Ctrl+Shift-B Open Address Book

Ctrl+C Copy selected text

Ctrl+D Delete selected message

Ctrl+E Opens People Search Dialog

Ctrl+F Forward to selected message
Ctrl+Shift+F Open Message Search Dialog

Ctrl+G Follow-up to newsgroups

Ctrl+N Create new message

Ctrl+P Print selected messages

Ctrl+R Reply to the author of selected message
Ctrl+Shift+R Reply to author and all recipientsselected message.
Ctrl+U Display next unread message

Ctrl+< Display previous message

Ctrl+> Display next message
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Ctrl+F2 Open message body in Notepad
Ctrl+F3 Display message source code
Esc Close window
Press To create or open this item
Ctrl+Shift+A Appointment
Ctrl+Shift+C Contact
Ctrl+Shift+E Folder
Ctrl+Shift+J Journal entry
Ctrl+Shift+L Distribution list
Ctrl+Shift+M Message
Ctrl+Shift+Q Meeting request
Ctrl+Shift+N Note
Ctrl+Shift+K Task
Ctrl+Shift+S Post in this folder
Ctrl+Shift+U Task request
Calendar Keyboard Shortcuts
Press | To
Day/Week/Month view
Alt+# (1-9) View from 1 through 9 days

Alt+0 (Zero)

View 10 days

Alt+Hyphen Sign

Switch to weeks

Alt+Equal Sign

Switch to months

Ctrl+Tab Or F6

Move between Calendar, TaskPad tlaad

Folder List

Shift+Tab Select the previous appointment

Left Arrow Go to the previous day

Right Arrow Go to the next day

Alt+Left Arrow Move selected item to the previousyd
when multiple days appear

Alt+Right Arrow Move selected item to the next dalgen

multiple days appear

Alt+Down Arrow

Go to the same day in the next week

Alt+Up Arrow

Go to the same day in the previous kwee
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For Day view

Home Select the time that begins your work day

End Select the time that ends your work day

Up Arrow Select the previous block of time

Down Arrow Select the next block of time

Page Up Select the block of time at the top of the
screen

Page Down Select the block of time at the bottbthe

screen

Shift+Up Arrow Or Down Arrow

Extend or reduce thelected time

With The Cursor In The
Appointment, Alt+Up Arrow Or
Down Arrow

Move an appointment

With The Cursor In The
Appointment, Alt+Shift+Up Arrow
Or Down Arrow

Change an appointment start or end time

Alt+Down Arrow

Move selected item to the same dathe
next week

Alt+Up Arrow Move selected item to the same dayhe

previous week
For Week or Month views

Home Go to the first day of the week

End Go to the last day of the week

Page Up Go to the same day of the week in the
previous week (or 5 weeks previous if
viewing by month)

Page Down Go to the same day of the week in the n¢

week (or 5 weeks ahead if viewing by
month)

Alt+Up, Down, Left, Or Right
Arrow

Move the appointment up, down, left, or
right

Shift+Left, Right, Up, Or Down
Arrow; Or Shift+Home Or End

Change the duration of the selected block
time

For D

ate Navigator

Alt+Home Go to the first day of the current week
Alt+End Go to the last day of the current week
Alt+Up Arrow Go to the same day in the previouswe
Alt+Down Arrow Go to the same day in the next week
Alt+Page Up Go to the first day of the month

Alt+Page Down

Go to the last day of the month
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