An Introduction to Outlook 2003
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Introduction

These instructions will serve as an introduction to the Microsoft Outlook 2003 client. Outlook with the
Exchange Server offers an integrated package including email, address book, calendar, directory and more.
The images you see in the following document were taken on a computer running Windows XP Professional
and Outlook 2003 as the email client.

Starting Outlook

To open Outlook, do one of the following:

< Double-click the shortcut on your desktop or

« Click on Start, click on E-Mail (towards the top of the Start menu on the left) or
« Click on Start, All Programs, Microsoft Office, Microsoft Office Outlook 2003

Navigating Through Outlook 2003

If you are viewing Outlook for the first time (default configuration), you will notice there are three columns
displayed after you select an email folder. The column on the left is the Navigation Pane, the middle
column is the View Pane and the column to the right is the Reading Pane. These panes are customizable
and sizable, so you may remove a pane or resize the pane with ease. Their purpose is listed below:

Navigation Pane — Allows you to select which function of Outlook you would like to use. You can navigate
through different email folders in this pane, as well as access your Calendar, Contacts, and Tasks. By
default, your email folders are displayed in the Navigation Pane when you start the application.

View Pane — Displays the contents currently stored in the folders you see in the Navigation Pane.

Reading Pane — Displays the contents of selected messages from the View Pane without the need to open
a separate window. Click on the message you wish to view, and it will be displayed in the Reading Pane.
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Reading New Messages

Once you have launched the Outlook client, you can view your new messages by selecting the Inbox from
your Navigation Pane.

From here, you can do one of the following:

« Select the message in the View Pane to display it in the Reading Pane.
* Double-click the message to display it in a new window.

When you are finished viewing the message, you are able to navigate to the next message by selecting it
from the View Pane. If your message is displayed in a separate window, click the X in the upper right-
hand corner of your message, and you will return to your Inbox.

Understanding “Blocked HTML Content”

By default, HTML content (images, hyperlinks, etc.) is blocked when you view your messages. This feature
is designed to help protect you against spam and privacy invasions. It will also cause most systems which
track whether or not you have read an email to be ineffective. If the message you have received is from a
trusted source, and you wish to view the content, you can do so by clicking the link at the top of the
message which says, Click here to unblock content.

Deleting Messages

If you would like to delete messages from your Inbox, you may do so by choosing one of the following
options:

 Select the message(s) you wish to delete, and click on the X button on the Tool Bar, or

» Select the message(s) you wish to delete, then select Edit/Delete from the Menu Bar, or
» Select the message(s) you wish to delete, and press the Delete Key on your keyboard, or
* Right-click on the message(s) you wish to delete, and left-click Delete.

If you are viewing messages in a separate window, you have the ability to delete the message you are
currently viewing by doing the following:

» Click the X button on the Tool Bar.

Emptying Deleted Items Folder

Once you have deleted messages from your Inbox and other folders, they will be stored in your Deleted
Items folder. To empty the Deleted Items folder, choose one of the following options:

« Right-click on the Deleted Items folder in the Navigation Pane and select Empty “Deleted Items”
Folder or
 Select Tools/Empty “Deleted Items” Folder from the Tool Bar



Recovering Deleted ltems (Exchange Only)

If you have recently emptied items from your Deleted Items folder, you now have the ability to recover
data deleted within the past seven days. This is a new feature in Outlook, and was not available in Eudora.
In order to use this feature, select Tools/Recover Deleted Items from the Menu Bar. Doing so will
display the following window:
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Select the message(s) you wish to recover, and then click the — (Recover Deleted) button in the Tool
Bar. Your message(s) will then be moved back to the Deleted Items folder. From there, you have the
ability to move the messages back to your Inbox and/or other folders.

Viewing Attachments

If you receive a message with an attachment you would like to view, you can do so by double-clicking on
the attachment name or icon, which is shown circled in red:

Staff Meeting Today
Your Boss [your-boss@domainname corm]

Johnson, Jobn —
: {’-E__]infnrmatinn.dnc (32KB)
i -
= e
Pleaze find the agenda for today's staff
meeting attached to this message.

Let me know if wyou have any questions.

Thanks.

Clicking on this attachment will open a new window (as shown below), which will prompt you to either Open
or Save the attachment. Click the Open button to open the file in a new window.

Opening Mail Attachment
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Creating and Sending a New Message

There are a number of ways to create new messages in Outlook. From the Mail window, select one of the
following:

« Click the New button on the Tool Bar, or
« Select File/New/Mail Message from the Menu Bar, or
e Press CTRL + N

Doing any of the above listed options will display a new window, as shown here:
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From this window, you can compose your message. Enter the recipient’s address in the To: field, the
subject of the message in the Subject: field, and any information you wish to include in the body of the
message. When you are finished composing your message, click on the Send button in the Tool Bar. Your
message will be sent and you will be returned to your Inbox.




Adding An Attachment to a Message

If you have a file that you wish to include with an outgoing message, you can do so by adding an

attachment to your message. From your New Message window, click on the 2_ button in the Tool Bar.
This will display a new window (shown below) where you will be able to navigate to and select the file you
wish to attach. Once you have located and selected the file, click the Insert button at the bottom of the
window.
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Doing this will add a new field to the top of your message, titled Attachments. You will then see your file
listed in this section. If you wish to add more files to the message, repeat the process explained above.

CAUTION: Resending email with an attachment

In Outlook, unlike Eudora, the original version of the attachment file(s) remain tied to the original email
message. |If you make changes to the attachment, and wish to resend the email, you must first remove,
then reattach the modified document to the email message before resending. Otherwise the original version
of the attachment will be sent again.

Creating a Signature

To automatically add a signature to your outgoing message, select Tools/Options from the Menu Bar.
This will open a new window. From here, you will select the Mail Format tab. Click the Signatures button
at the bottom of the window and click the New button in the subsequent window. Choose a name for your
signature, and click the Next button. This will display the following window, where you can create your
new signature:
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Enter the information you wish to be displayed in your signature in the space provided. Once you have
created your signature, click the Finish button at the bottom and click OK at the subsequent screen.
Finally, click Apply and OK at the original Options window, and you will be returned to your Inbox.

Creating a Vacation Message (Exchange Only)

The vacation message feature in Outlook is referred to as the Out of Office Assistant. If you will be away
from your email, and would like senders to be notified, you can do so by selecting Tools/Out of Office
Assistant. Doing this will open the following window, where you can turn the Out of Office Assistant on
or off, as well as compose and modify your auto-response.

COut of Office Assistant

(53T am aurrently In the Office

(1 am aurrently Out of the Office

AutoRepk: only once to each sender with the Following kext:

These rules will be applied to incoring messages while you are out of the office:

Skatus Conditions Actions

Add Rule, ., Shove rules For all profiles

Ok J I Cancel




CAUTION:_ Auto Reply

1) An auto-response telling anyone who sends you email that you are away from your office implies
that no one will be attending to your office, system, accounts and other services.

2) An auto-response confirms your email address to spam senders as a “valid” email address
(potentially generating more spam for you).

Managing Your Contacts

In Outlook, your email addresses are saved as Contacts. By clicking on Contacts in the Navigation
pane, any personal contacts you've added will be displayed in the View Pane, as shown here:

Doe Family | 4
E-mail: jane-doe@dcmain. . .
Doe, Jim

E-mail: doej@domain. com
Doe, John

Business: 319 555 5555
E-rnail; jdoei@damain, canm

Searching for Contacts

If you would like to look up information about a personal contact or College employee (phone number, email

address, department, etc.), click on the ' putton in the Tool Bar. The following window will open
where you can search both your Personal Contacts and the Global Address List. The Global Address
List contains the names and email address of everyone on the College Exchange server. It can also contain
conference rooms and global distribution lists.
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Enter the name of the person you wish to locate, select which Address Book you wish to search, and hit
your Enter key. Your results will then be displayed in the bottom window. Additionally, you can browse

through the entire Global Address List, as it is displayed by default when you open the Address Book
(as shown in the previous image).

Adding Contacts to your Personal Contact List

If you would like to add a new contact to your personal Contacts list, click the New button in the Contacts
Tool Bar, and enter any contact information you wish to retain in the fields provided, as displayed below:
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When you have entered all contact information you wish to save, click the Save and Close button, which
will return you to your personal Contacts window

Sending Messages to a Contact

If you would like to send a message to a Contact, you can do so using one of the following methods:

« Create a new message, click the To: field to search for and select the contact you wish to send to, or
 Select a contact from your personal Contacts and click the 3_‘l| (Send email to contact) button, or
« In the Address Book search window, search for and select recipient, click the =] button



Creating Distribution Lists

If you often send messages to the same group of people, it may be beneficial to create a Distribution List.
In order to do this, you must first be in the Contacts screen. From there, click on the New drop-down
menu and choose Distribution List (the default in the drop-down box will be Contact). Doing so will
display the following window:

¥ Untitled - Distribution List
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There are no items to show in this view,

In this window, you will create the name of your Distribution List in the field provided for Name. From
there, you will need to add the names of contacts you would like added to this list. You can do this by
either of the following methods:

« Click Add New, manually type the Display Name and Email Address in the fields provided, or
« Click the Select Members button to search for and select members from your Address Book.

When you are finished adding names, click the Save and Close button, and you will be returned to your
Contacts window.

Sending Messages to a Distribution List

Once you have distribution lists created, you can send a message to a select group of people, without
adding each contact individually. As with sending a message to a Contact, there are a couple of options for
doing this:

» Select a Distribution List from your Contacts and click the 1| button, or

» Create a new message, click the To: field and select the Distribution List you wish to send your
message to, or

» Select a Distribution List from your Contacts, right-click and select New Message To Contact



Organizing Your Email

As messages begin to pile up in your Inbox, it gets difficult to locate particular items. For this reason, it is
helpful to organize your email. To create new folders, organize your email or view your current folders,
make sure you are in the Folders view. Clicking on the Inbox button in the Navigation Pane should
display any folders you currently have created, as shown here:

&ll Folders

=) €3 Johnson, John
j Calendar
4| Contacts
2/ Deleted Items (22)
= LA Drafts [15]
=l |_| Help Desk (Z)
& inbo: [0
5 Jaurnal
@ Junk E-mail1 [5]
| Motes
] Ok
| Personal (3)
—| Sent Items
| Staff Meetings
=l Svnc Issues
o] Tasks
=l L Search Folders
4§ Archive Folders
& 3 Personal Folders
& 3 Public Folders

Creating a New Folder

If you would like to create a new folder from this view, click the drop-down menu on the New button, and
select Folder. This will open a new window, shown here:

Create New Folder E

Marne:

Skaff Mestings|

Folder conkains:

Mail and Post Ttems b

Select where to place the Folder:

= E_ﬁ Johnson, John A
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| Inbox (4)
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Type the name you would like to give the new folder in the Name: field, and select where you would like to
put the folder by highlighting the folder. Click OK to create the folder. This will add your new folder, and
return you to your previous window.



Moving Messages To Folders

Once you have folders created, you can start moving messages from one folder to another. There are a
number of ways to do this in Outlook 2003:

« Highlight and drag the message(s) to the appropriate folder, or
 Right-click on the message(s) and select Move to Folder, then select the appropriate folder from the
window, or

3%
 Select the message(s) and click on the == (Move to folder) button from the Tool Bar, then select the
appropriate folder from the window.

Searching for Messages

To search for particular messages in Outlook, do one of the following:
* Click the Find button, or
» Select Tools/Find/Find from the Menu Bar

Doing so will cause the following bar to be displayed under the Tool Bar:

Look Foey mestings  + SearchIn~ Inbox Find Mow Options = X

Enter your search criteria (“Look for:” and “Search In”) and click the Find Now button to search for items.
Junk Email

Outlook 2003 (as well as Outlook Web Access) comes equipped with a tool to evaluate whether or not a
message you receive should be treated as Junk Email. The Junk Email Filter is based on a number of
factors such as the time the message was sent, content of message, structure of message, etc.). This filter
does not have the ability to single out any single sender, or a certain “type” of message. The filter is set to
a low setting by default, and you have the ability to modify these settings. Any messages caught by this
filter are automatically moved to the Junk Email folder. This folder is automatically set up when you create
your email account.



To edit your Junk Email settings, click on Tools/Options in the Menu Bar. From this window, select Junk
Email under the Preferences tab. This will open the following window:

Junk E-mail Options

Options | 5afe Senders | Safe Recipients | Blocked Senders

i Cutlook can move messages tha: appear to be junk e-mail into a special
_ @ unkE-mail Folder,

Thoose the level of junk e-mail prokection wou want:

(Mo Automatic Filkering, Mail from blocked senders is still moved to
the Junk. E-mail Folder,

(%) Low: Mave the most obvious junk e-mail ba the Junk E-mail Falder,

(i High: Most junk e-mail is caucht, but some regular mail may be
caught as well, Check your Junk E-mail Folder often.

() 3afe Lists Qnly: Only mail from people or domains on your Safe
Senders List or Safe Recipien:s List will be delivered to vour Inbox,

[CIPermanrntly drlete stispected jink f-mail inskead mf rmnsing ik b e
Junk E-mail Folder

| oK || Cancel ]

From here, you have the ability to modify your Junk Email filters. You can turn your Junk Email filter on
and off, change the filter level, and add or modify people in your Safe Senders, Safe Recipients and
Blocked Senders list.



Rules (Filters)

You have the ability to manage your email by using Rules to automatically filter your incoming messages.
After you create the Rules, they will be effective in both OWA and Outlook 2003 client.

To display Rules in Outlook, select Tools/Rules and Alerts from the Menu Bar. This will open a
window, which displays any rules or alerts you currently have created. To create a new Rule, click the
New Rule button, which will open the window below. In this example, we will create a Rule to send SPAM
email to the Junk Email folder, by filtering messages with particular information in the Subject: line.

Rules Wizard

) Skart croating a rule From a tomplate

) Start From a blank rule
Step 1: Seleck a template
Stay Organized
L3 Maowe messages from someone bo a Folder

‘ Move messages with specific words In the subject to a Folder
-j Move messages sent to a diskribution lisk bo a folder
7% Delete a corversation

¥ Flagmessages from sormeone with a colored Flag
Stay Up to Date
<! Display mail Fram someone in the Mew Trem Alert Window
1 Play a sound when I get messages Fram someone
A sSend an alert to v maobile device when I get messages from someons

Step 2: Edit the rule description {click an underlined walue)

apply this wle after the message arrives
with zpam? in the subject
rnove it o the Junk E-maill Folder

cxample: Move mail with Froject inthe subject to my Froject folder

| Cancel | Mext = || Finish ]

Select the method by which you plan to filter (in this case, by Subject) under Step 1, and specify the words
and folder information in Step 2 (in this case, “spam?” and “Junk Email™) by clicking on the blue links.
Clicking Next will prompt a series of windows in which you can further specify the conditions, actions and
add any exceptions you would like. After doing this, you will be prompted to name the rule, and click the
Finish button. Your new Rule will then be displayed in the original Rules and Alerts window. Click
Apply to save these settings, and click OK to return to Outlook.

Exiting Outlook

When you are finished using Outlook, close the program by doing one of the following:
« Select File/Exit, or
e Click the X button in the upper right-hand corner

Getting Help

Should you have problems while working in Outlook, please email support or call extension 4217.



