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In this tutorial, whenever we indicate that you need to click a mouse button, it will mean to
click the left mouse button — unless we specifically indicate that you should click the right

mouse button. So, always move the cursor over the “place” we indicate and “click left” unless
we tell you otherwise.

Inbox

When Outlook 2003 appears, you will be in the Inladiere the mail you receive is
located. Your Inbox screen should look somethiikeg this:

! File  Edit

iaatew - | 4 (Y X | FaReply (SEReply to Al 2

View Go Tools Actions

Help

Type a question for help

fird | \Hsend/Receive - | pFind (8 | [ Typea contacttofind - | @) !

=
Favorite Folders. Arranged By: Date | MNewest on top T FW: Food for thotht
(5 Inbox (5) 1l & Murray, Tom
5] Deleted Items (5) = Today To: Murray, Tom
a3 m’zjo Mﬂ’ =] Murray, Tom 1235PM (@ Original Message-—---
% gﬂrﬂs wip Murray, Tom From: Woody, David
& Mra_lh y . F'{é}f”g\)'fi:esfﬂ.f&"" Sent: Thursday, September 18, 2003 8:14 AM
= Oa'ﬂ:x ~PRy, lom L Thurs;.;y, September 18, 2003 8: 14 To: ‘Jackie Almond (jackie@poplarforest org); ‘Johanna Smith {
ok &3 Wiliam A. McIntosh 1116 AM JSmith@thomasville.com)’: Woody, David; Bourne, Rick; Faria, Vicki:
All Mail Folders: ez _‘mm ' ) i Formo, MNathan; Inge, Skipp: Keefe, Sharon: Martin-Baker, Kris; McBee,
S €5} Maibox -Murray, Tom (¥ 5 Susan; Murray, Lisa; Murray, Tom; Nichals, Susan; Ramagli, Howard;
£ back e — || 5 Cynthiz Roberts (Independent Contractor) 1... Russell, Wendall; Singletan, Sherri; Spaulding, Paul; Teague, Kipp;
5 Dele:ed Ttems (¢ Murray, Tom Twisdale, Scott; Weisman, Gale
L Drafis (=4 Ramagl, Howard 10:58 AM Subject:  Food for thought
=) E Inbox [5) Faculty and Staff Distribution List
3 Verizon Server (=1 Ecdles, John 10:97 AM .. Aoccdrnig to a rscheearch at Cmabrigde Uinentisy, it deosn’t mttaer in
(@ Junk E-mail Faculty and Staff Distribution List waht oredr the ltteers in a wrod are, the olny iprmoetnt tihng is taht
15} Outbax (51 Ramagl, Howard 10:46 AM the frist and Isat ltteer be at the rghit pclae.
2] % Sent Items Beaumont, Julie; Bourne, Rick; Faria, Vidk; F... P::" rSetbcan be tahtmhal mses ar:‘jg'ou car{ sltl\draed it rtwtum}l;t pmﬁ‘eflmb- "
= [ Search Folders £ Cynth ihs is bcuseae the huamn mnid deos not raed ervey lteter by istlef, bul
! ‘ynthia Roberts (Independent Contractor) 1... .
o the wrod as a wlohe. Amzanig huh?
— [FOFFO":;"; tp Murray, Tom 0
i} Iy
Vwi;iidw (=) Ecdes, John 10:234M
§ - Faculty and Staff Distribution List
= £ Personal Folders . .
) DeletedTtems || i Wiliam A, Mclntosh 10:20 AM .. David W. OOdy
_— i s Murray, Tom Web Technical Analyst
: = . 2 T v & Resorrees
L~ Mail F pete i HEM Email: woodyElunchburs sty
Murray, Tom Phone: (434) 544-8068
1|2 vesterday
Q Cynthia Roberts (Independent Contractor) T... .
Murray, Tom
(5 Whitshouse, Frank Thu 10:27 AM
Murray, Tom a
| 5 Maim, Lyndall Thu 9:21 AM
» Murray, Tom; Beaumont, Julie
= w

978 Items g Orline
The mail messages that you receive will be listechronological order.
Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 1 of 50
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Different Views in Outlook 2003 _

el Fyorite Folders

Navigation Pane [ 7] Inbox (4)

. {a] Deleted Items (3)
When you first open Outlo_ok 2003, your screen | Linresd Mai
will normally look like the image above. On the 2l For Folow Lip
left side of the screen is called tNavigation (L7 Drafts
Pane(see the image on the right). The top area E‘;ﬁ Mailbox - Murray, Tom
indicatesMail. BelowMail there are two areas: 4] Outbox
Favorite FoldersandAll Mail Folders. et All Mail Folders

. , . = 26t Mailbox - Murray, Tom
Below theMail area you’ll see a series of buttons: F3 backup
Mail, Calendar, Contacts, Folder Listand # (&) Deleted Ttems (¢
Shortcuts. Notice that the Mail button is orange. L7 Drafts
This means that this button has been selected 3 [ Inbox (4)
(when you opened Outlodkail). _ [ Verizon Server
gy Junk E-mail

(= Outbax

If you click the left mouse button ddalendar, the B [ Sent Items

Calendar will appear on th_e right side of the saree = [Q Search Folders
and the Calendar button will turn orange. The Cl For Folow Up
same thing will happen when you click on | Large Mai
Contacts Folder List andShortcuts. Give this a | Unread Mad
try. When you are finished, click dviail once = 3 Personal Folders
again. ’E' Deleted Items
To change the navigation pane so that it looks like 4 Mail
you want it to, you look for the symbaois at the :ﬁ ——
lower right corner of the navigation pane. When
you move your mouse over the symbwois your A i
cursor will change to a little pointy hand, and a
configure buttons choice will appear. Then, click __| Folder List
on the>>.

| shortcuts

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 2 of 50
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When you click, the drop down menu to the right wil 2] shortcuts

appear. You'll notice the choiceShow Fewer > »
Buttons, Navigation Pane Options andAdd or |
Remove Buttons Show More Buttons

First, if you don’t want as many buttons to appelck W Show Fewer Buttons

on Show Fewer Buttons You'll have to click on the Mayigation Pane Options...
>> each time you want to get this menu again. Tgdori Add or Remove Buttons  »

the buttons back to the navigation pane, cliciSbow
More Buttons. Give this a try and set your navigation pangaswant.

Click onNavigation Pane Options...and the below Navigation Pane Options menu
screen will appear.

¥ | Show Eewer Buttons

Nayigation Pane Options. ., <6 There are a number of choices with this screen.

Add or Remaove Buttons 3

Navigation Pane Options

First, notice that there are little
green “check marks” in some Display buttons in this order

of theboxes. These are the > m d ..............................................................................
buttons that currently appear in | -alenaar

L v| Contacts ,
the navigation pane. If you ] ok
don’'t want a box to appear, [ Notes
click the check mark and it will ) Coider List
disappear — and the box won't [ ] Journal

show.

[ Ok, ][ Cancel ]

If you want to change the order
of the buttons, notice tHdove Down andMove Up choices on the right side of this
menu screen. If you click on one of the main mat@like Mail above —which is blue),
and click theviove Down button, you will seéMail move down your button list.
Navigation Pane Optionsallows you to set your buttons just like you want.

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 3 of 50
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Click on theAdd or Remove Buttons

choice and you will see a pop-up S
menu appear to the right of the choice. Calendar
You can click on a button (likilail ) SRR PR Contacts
and it will disappear, or appear when T = [
you click again. This is called N i e ey Pkt = [ [
“toggling.” Each time you click, the Navigation Pane Options.., | o Motes
button appears or disappears. —3b  AddorRemoveButtons b Folder List

_ ' Shortcuts
You have a lot of choices on how to =
show/add, hide/remove buttons from S| Jourral

your navigation pane. You choose the method yaubest from the ones we have just
shown you.

Mail Views

There are several different ways to set-up a “vidvdt you like best. The layout you see
when starting Outlook for the first time is the @it view. We’ll show you how to set
several different views and you can choose theyondike best.

To view theReading Paneselections, click oiWiew in the menu bar and then click
Reading Pane You will see three suggestions to the righRefiding Pane—Right,

Bottom, andOff.
! Fle Edit | Eiewm Actions  Help
Mavigation Pane  Alt+F1

| Reading Pane

—_‘i AutoPreview

Expand/Collapse Groups  »

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 4 of 50
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Click onRight. Microsoft added this view to Outlook 2003 astheo way to read your
messages. You will see the text of a messageagsplon the right side of your screen
like the image below.

Arranged By: Date TS Verizon Customer Support for Ticket#: 2066223
[~ LANLADIE@a0l.com Wed9/17 . A support@verizonhosting.net
murray. t@ynchburg.edu - To:  murray. t@ynchburg.edu
54 Martin, Wendy Tue 316 - Dear Tom, |
Faculty and Staff Distribution List
(3 microsoftresearch@surveysite.com  Tue 9/16 Verizon feels that vour issue with officetutorials.com has been resolved. If this is
murray. t@ynchburg edu not the case, or if there are additional issues, please feel free to reopen the ticket
& support@verizonhosting.net ue 9/16 athttp-/onlinesupport verizonhosting net.
murray. t@ynchburg. edu %
=4 Deaner, Jean Tuesf16 o Please reference the Ticket Number: 2066223 opened on: 9/16/2003 2:39:15
Murray, Tom . . .
PM if you encounter the same issue again.
M e SS ag e O n Left The following information is provided to better assist you in preventing similar
issues.
(=4 Driskil, Bob Tue /16 - .
Murray, Tom 3 Ticket SuperCategory: FTP
i Beaumont, Juie Tue 316 ... Ticket Category: Unable to Connect
Murray, Tom 2
._f- singleton@ynchburg.edu Tue 916 - Issue History on Ticket- ]
murray. t@ynchburg. edu 5 9/16/2003 2:39:15 PM - Rick P - T R h
(s Beaumont, Julie Tue 9/16 Tom is now able to connect with FTP but not upls eXt O n I g t
Murray, Tom or something blocking him from connecting.
(=1 The Schott Family Tue9/16 -
Murray, Tom
(4 Smith-Akubue, Darathy Mon 9/15 ...
Murray, Tom Solution History on Ticket:
£ L.C. Room/Media Request Processor Mon 9/15 9/16/2003 23915 PM - Rick P -
CALENDAR_COORDINATOR @ YNCHBURG.E. .. Tom.
(= L.C. Room/Media Request Processar Mon 9/15 . .
CALENDAR_COORDINATOR @LYNCHBURG.E. .. . .. B . .
. ———= = As we discussed. you will want to check with your IT department to see f there is
(4 Sandas, Dawn Mon 9/15 ... . . _
Murray, Tom v a firewall or otherwise blocking vou from connecting. v
v

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 5 of 50
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Now we'll repeat what we did onthe ' g gdit [yiew | G Tools
last page, but place the reading pagej— ... . . . _.
on theBottom.

Mavigation Pane  Alt+F1

| Reading Pane » |

5l AutoPreview

Expand/Colapse Groups  »

¢ [ |@|From To Subject Received
,\_z LAMLADIE @aol.com murray.t@ynch... Re: Thanks Wed 9/17/2003 1:46 AM 7568 T
Martin, Wendy Faculty and Staf... FW: Gve ita try? Tue 9/16/2003 4:05 PM 990 B

=]
(=)  microsoftresearch@surve... murray.t@lynch... Microsoft Education Newsletter Survey Tue 9/16/2003 2:59 PM
(-]

support@verizonhosting.net murray.t@ynch... Verizon Customer Support for Ticket#: 2066223 Tue 9/16/2003 2:41 PM
w R.oom/Media Request Tue 9/16/2003 2: 16 PM
: New Room/Media Reguest Tue 9/156/2003 2:15 PM 2KB ¥
. Verizon Customer Support for Ticket#:; 2066112 Tue 9/156/2003 2:15 PM iKB %

(=  Deaner, Jean Murray, Tom
,_% Deaner, Jean Murray, Tom

M T RE: non sticker cars Tue 9/16/2003 5:39 AM 3KB ¥
essag e O n 0 p RE: Qutlook mail problems Tue 9162003 9: 18 AM 4KB
nch... A Halmark E-Card from Sherri Tue 9/156/2003 9:17 AM iKB %+
,_% Beaumont, Julie Murray, Tom RE: Outlook mail problems Tue 9/156/2003 8:57 AM JKB ¥
(=  The Schott Famiy Murray, Tom my software arrived Tue 9162003 12:01 AM 1KB %
,_% Smith-Akubue, Dorothy Murray, Tom RE: Re PowerPoint Training Mon 9/15/2003 8:16 PM 2KB 7
(=  L.C.RoomMedia Request... CALENDAR_CO... MNew Room/Media Request Mon 9/15/2003 5:01PM 1KB ¥
Verizon Customer Support for Ticket#: 2066223 I
A support@verizonhosting.net

Dear Tom,

To:  murray. t@lynchburg.edu I TeXt On Bottom I

Verizon feels that vour issue with officetutorials.com has been resolved. If this is not the case, ogff there are additional issues, please
feel free to reopen the ticket athttp://onlinesupport verizonhosting net.

Please reference the Ticket Number: 2066223 opened on: 9/16/2003 2:39:15 PM if yol encounter the same issue again.
The following mformation is provided to better assist you in preventing similar issues.

Ticket SuperCategory: FTP
Ticket Category: Unable to Connect by

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 6 of 50
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File Edit | Wiew | Go Tools Actions Help

Now for the last choice. Repeat what yo —
did on the last two pages, but cho@é. Navigation Pane  Alt+F1  teply (-8 Reply to Al
| Reading Pane b| 1| Rright

<] AutoPreview L|Zf| Bottom

Expand/Collapse Groups  » |_E Off

*| [y |G| From To Subject Received Size: Ll
% LANLADIE@aol.com murray.t@lynch... Re: Thanks Wed 9/17/2003 1:46 AM FSEE
(51 Martin, Wendy Faculty and Staf... FW: Giveita try? Tue 9/16/2003 4:05 PM 9908 7
=1 microsoftresearch@surve... murray.t@lynch... Microsoft Education Newsletter Survey Tue 9/16/2003 2:59 PM 2KB ¥

support@verizonhosting.net murray.t@ynch... Verizon Customer Support for Ticket#: 2066223 Tue 9/16/2003 2:41PM %
(=5  Deaner, Jean Murray, Tom FW/: New Room/Media Request Tue 5/16/2003 2:16 PM 2KB
% Dearer, Jean Murray, Tom FW: New Room/Media Request Tue 59/16/2003 2:15PM 2KB ¥
(=1 support@verizonhosting.net murray.t@lynch.., Verizon Customer Suppert for Ticket#: 2086112 Tue 9/16/2003 2:15PM 1KB 7
= Driskil, Bob Murray, Tom RE: non sticker cars Tue 9/16/2003 9:39 AM 3KB *
3 Beaumont, Julie Murray, Tom RE: Cutlook mail problems Tue 9/16/2003 9:18 AM 4KB
.?;?. singleton@lynchburg.edu  murray.t@lynch... A Hallmark E-Card from Sherri Tue 9/16/2003 %:17 AM 1KB ¥
,;& Beaumont, Julie Murray, Tom RE: Outlook mail problems Tue 9/16/2003 8:57 AM 3KB W
(=1 The Schott Family 1KB 7

g  Smith-Akubue, Dorothy

a wermasoraed  All Of yOUr messages on one o

4 L.C.Room/Media Reques 1KB %

G s oo screen — NO Reading Pane

(3 Deaner, Jean 1KB %
(=) Bates, Shirley 2KB 7
,;& Ramagl, Howard 4KB %
(% Greenberg, Woody Murray, Tom RE: Centennial Hall Media Center Committee Mon 9/15/2003 12:10 PM 4KB 7
(=3  Dickson, Chidsey Murray, Tom RE: webpage question Mon 9/15/2003 9:16 AM TKB 7
L& LAMNLADIE @aol.com murray.t@lynch... Re: Thanks Mon 9/15/2003 7:57 AM 1KB ¥

= Date: Two Weeks Ago

,?_?. Carla Farrell murray.t@lynch... Microsoft Tutorials Sat 9/13/2003 8:39 PM 1KB %

.5)- Howard Ramagli Tom Murray Brief: Limited Office 2003 Release Set For Monday Fri 9/12/2003 8:08 PM 1KB ¥
,?_?. Cynthia Roberts {Indepen... Murray, Tom RE: Buenos Dias Fri 9/12/2003 7:21PM 2KB

3 Joe_Foster@Dell.com murphy@cicv.or... Coundl of Independent Colleges of Virginia, Inc. Cons... Fri9/12/2003 6:01 PM 2KB ¥

;?- Todd, Candace Murray, Tom RE: Re PowerPoint Training Fri 9/12/2003 5:27 PM 2KB %

.?;?. Dicksan, Chidsey Murray, Tom webpage question Fri 9/12/2003 5:03 PM 3KB %

,;& Todd, Candace Smith-Akubue, D... Re PowerPaint Training Fri 9/12/2003 4:36 PM 1KB 7 o

You choose th®eading Panethat you like the best.

Next, we'll work with theAuto Preview. To do this | Rle  Edit W Go /_mls
1

you’ll need to click orView in the menu bar. When
the drop down menu appears, you'll see a selection
calledAuto Preview. This is called a “toggle” button Reading Pane *
as it can either be “on” or “off.” Click on th&uto AutoPreview |
Preview button. When you dduto Preview will
appear or disappear from your screen.

Mavigation Pane

Expand/Collapse Groups  »

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 7 of 50
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The below image hasuto Preview on the left andReading Paneon the right. You can
see a few lines of the messagdiuto Preview, below the incoming message data.

Verizon Customer Support for Ticket#: 2066223

Arranged By: Date ewest on top 8 |
R, S A support@verizonhosting. net
murray. t@ynchburg.edu e To: murray.t@lynchburg.edu
v
See:;oﬁgels that your issue with Dear Tom, ﬁ
officetutorials.com has been resolved. If thisis |
(=) Deaner, Jean Tue 8/16 Verizon feels that vour issue with officetutorials.com has been resolved. If this is
Murray, Tom ] not the case, or if there are additional issues, please feel free to reopen the ticket
[~ Deaner, Jean Tue9/16 . athttp://onlinesupport verizonhosting net.
Murray, Tom

The below image ha&uto Preview on the top an@®Reading Panebelow the message.
You can see a few lines of the messagguto Preview, below the incoming message
data.

¢ [1/@|From To Subject Received Size v~
-] support@verizonhosti.. murray.t@lync.. Verizon Customer Support for Ticket#: 2066223 Tue 9/16/2003 2:41 PM 1KB m
Dear Tom, -

Verizon feels that your issue with officetutorials.com has been resolved. If this is not the case, or if there are additional issues, please feel free to reopen
the ticket athttp:/fonlinesupport. verizonhosting.net.

(=3 Deaner, Jean Murray, Tom FW: Mew Room/Media Reguest Tue 9/16/2003 2:16 PM 2KB ¥ @2

Verizon Customer Support for Ticket#: 2066223

A support@verizonhosting. net
To: murray.t@ynchburg.edu

Dear Tom, 2

Verizon feels that vour issue with officetutorials.com has been resolved. If this is not the case, or if there are additional issues, please
feel free to reopen the ticket athttp://onlinesupport verizonhosting net.

The below image ha&uto Preview ONLY—no Reading pane You can see a few lines
of the message iAuto Preview, below the incoming message data.

Inbox

B support@ve. “onhosti... murray.t@lync... Verizon Customer Support for Ticket#: 2066223 Tue 9/162003 2:41 PM
Dear Tom,
Verizon feels that your issue with officetutorials.com has been resolved. If this is not the case, or if there are additional issues, please feel free to reopen
the ticket athttp:/jonlinesupport. verizonhosting. net.

(=4 Deaner, Jean Murray, Tom FW: New Room/Media Reguest Tue 9/16/2003 2:16 PM
L}‘ Deaner, Jean Murray, Tom FW: New Room/Media Request Tue 3/16/2003 2:15PM 2KB
(=  support@uverizonhosting.net murray.t@ynch... Verizon Customer Support for Ticket#: 2066112 Tue 3/16/2003 2:15PM 1KB

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 8 of 50
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Folders & Messages

Note for Outlook 98/2000 users who upgraded to Outl ook 2003

You probably noticed that the Outlook Bar, on the left of the screen, had been replaced by a
whole new folder and icon area (navigation pane). No longer are there Outlook Shortcuts
My Shortcuts and Other Shortcuts areas. The prior Outlook Today icon has been replaced
by a mailbox with your name on it. We'll review the new navigation pane, which we introduced
at the beginning of the tutorial, which replaces the Outlook bar.

| tnbox - icrosaft Outlook When you first opened Outlook 2003, the area tdefieof the
S T screen looked something like the image to the [€fte icons you
; see take you to different features of OutloGllendar, etc.) or
Fevorks Folders contain email.

[ Inhox
[ unread Mail (4)
B S oo (4 The icons we are concerned with in this tutorial e ones that
e | pertain to email and hold messages (kox, Sent Items
~ B2 advin Deleted Item3.
08 commaton
B oty 2 When Information Services staff set-up your Outl@0K3 account,
D oo they create limits for the amount of mail messagrscan have in
o ek your mailbox (1 GB). When you get near this lingibu will
oo receive a cautionary message, indicating that wma o delete
- messages that are no longer needed.

Creating Folders
To creatd~olders for storing your emaijldo the following:
Click onFile in the menu

bar, then clickon Newin the
drop down menu, and then #| Eile | Edit View Gy Tools Actions Help

& Inbox - Microsoft Offic Outlook 2003 Beta

click onFolder... Mew B2 Mail Message
Open » |*J) Postin This Folder
Close All Ttems ||_.J Falder...

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 9 of 50
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The Create New Folder screen will appear.

First, select a logical name for tfudder.
For this tutorial we’ll use the title “My
Junk.” Type the name you want in the
Namearea.

Select the location you want the nésder

to be placed. Some people like all their
folders to actually be subfolders in the
Inbox folder, while others prefer the folders
to be at the same level (undéddilbox”).

Now, clickonOK.

As you receive or send email related to your
folder topic, you can move the email to that
folder so that you can find the items easily,

School of Nursing

UNIVERSITY OF WASHINGTON

Create Mew Folder

-

[darme:

Eolder contains:

Mail and Post Ikems

Select where to place the Folder:

= 5t Mailboe

[ admin
[ best practices

| Calendar

| communication

-] Contacts

fa] Deleted Items (302}
7| Drafts [5]

equiprnent

o4

] [ Cancel l

without having to search all of your mail. You cstill delete these items when they no
longer apply and delete tlfi@der when you are finished with it.

Moving Messages
You will notice, in the preview pangl|

Mail Folders area, that when you click on 7™
Inbox, Sent Items or Deleted Items that ~ B acnin

the folders you created can still be seen in
the preview pane on the left side of the
screen. —

To “move” an email from one folder
(Inbox, etc.) to anothefolder, you simply
click and hold on the emaithessageyou
want to move, and drag tieessageo the
wantedfolder.

1 best practices
| communicakion
(5 Deleted Items (582)

— E. Joneson
Out of the Office

(=) Last Week

i Laura Ferrara
Re: HID Web Form:: &

~& Esther Joneson

Li#| Drafts [5]
B3 equipment Fwi HSD Web Form:: G
[ help desk ~ Brian J McFarlane
L Inbo RE: SOMMET User Guids
[ imventary | Michele P Berg
L@ Junk E-mail [356] B el schedue
L5 Outbox ) 4 David Domke
L3 Quarantine Re: Your advice,.,
= [ school .

You will notice, as you are “dragging” your emaiessagea small box appears
“attached” to the cursor arrow. The cursor charngescircle with a line through it (when

you are over an area where you can’t drop your agedsand then changes again to the
box with the arrow when you have the cursor ovialaer icon. When you have the box

symbol over youfolder, release the left mouse button. This will mowertiessage

from onefolder to another.

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008
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Inbox - Microsoft Office Outlook 2003 Beta

! Fle Edit View Go

Tools

 SiNew - | o 123 X | ey

Actions  Help

Reply to Al ,_-,;‘} Forward |

Favorite Folders

[ 7] Inbox (4)

{a] Deleted Items (14)
) Linread Mail

7 For Follow Up [2]

L7 Drafts

it Mailbox - Murray, Tom

All Mail Folders

[ backup
® &) Deleted Ttems (1
L7 Drafts
[ 7] Inbox (4)
L@ Junk E-mail
L= Outbox

* [ @ From

=l Date: Today
.............. e
Michals, Susan
Avery, Michael
Avery, Michael

Robinson, Sharon

Avery, Michael
April Cheek
Jasc Software

Danny & Diana Carr

School of Nursing

UNIVERSITY OF WASHINGTON

You can also move several
messagesvith this drag
technique.

To highlight several
messageshold down one of
the Ctrl keys and then click
on severamessagesyou’ll
notice that as you click each
messagaet is highlighted
(see the image on the left).

When you are ready to move
the group ofmessagegyou
highlighted, simply click and
hold on any of the
highlightedmessagesand
while holding down the left
mouse button, drag all the
messages to tHelder where

you want the messages, then release the mousa&buktgou ever want to turn off the
multiple highlights, you simply click on amgessageand that will remove the highlights
and select thenessageon which you clicked.

You can also click on mmessageand, either usingdit (in the menu bar), theBopy or

Cut in the menu bar, and th&aste to move or copy a message in this manner. Yau ca

also use th€ut, Copy andPastebuttons in the button bar.

Deleting Messages

To delete anessageyou have already learned that you can click entbssageand
then on the X” in the tool bar on the top

of the screen.

When you delete an emailessagan

Inbox - Microsoft Office Catlook 2003

phols

! File

Edit

View Go Actions He

your Inbox, Sent Items or afolder, this
places thenessagen theDeleted Items | sipew - | & % X | LReply —iReply
“trash can.” You can “drag” or cut and
paste items frordeleted Itemsto anyfolder to retrieve it.

To permanently delete an emaiessagen theDeleted Itemstrash can, you can click on
themessageand click on theX” button, or tap th®eletekey. Outlook 2003 will ask
you if you “really” want to delete themessage When you sayes it's gone forever. To

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 11 of 50
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delete several individuahessagesit once, click on the firshessagethen hold down the
Ctrl key while clicking on the othenessages Now click the X” button or tap the
Deletekey. If you want to delete ALL of the items iretDelete Itemstrash can, click
on Edit in the menu bar and th&elect All or useCtrl-A . Then, click on theX”

button or tap th®eletekey. A message box will appear asking if you seaiaint to
delete all the items. If you do, click ofes

Reviewing Messages in the Inbox

To view a message, simply double-click quickly barmessagend the following screen
will appear.

Inbox
Y| [ |@|From Subject Received

&  Ramagl, Howard Beaumont, Julie;... Hackers Find Way To Exploit Latest Windows Vulnerab... Wed 9/17/2003 2:06 PM : '_.I SEnd |
You could also click once on a — : :

. . . i| File | Edit Wiew Go Tools Actons Help
messageand then click offrile (in |
the menu bar), then click ddpen, s ’
then click onSelected Items |‘> == : Iﬂ Selected R

You will now see a screen similar to the one beldvhis screen is designed to review
and respond to mail messages received.

B Hackers Find Way To Exploit Latest Windows Yulnerability - Message (Rich Text) B3
! File Edit View Insert Format Tools Actions Table Help Type a questior help = X

§ ZiaReply | 7hReply o Al iy Formard | o b | w (S Y X (& - o] 5] q w0 - @ [
Zv\ L - [ | Courier New -~ 10 véle L H|§E S== <§§§§|.{‘ﬁ!
From: ;‘ Ramagli, Howard Sent: Wed 9/17/2003 2:06 PM
To: Beaumont, Julie; Bourne, Rick; Faria, Vicki; Formo, Mathan; Inge, Skipp; Keefe, Sharon; Martin-Baker, Kris; Murray, Lisa; Murray, Tom; Nichols, Susan; Russell, Wendall; Singleton, Sherri; Spaulding,

Paul; Teague, Kipp; Twisdale, Scott; Weisman, Gale; Woody, David
{3
Subject: Hackers Find Way To Exploit Latest Windows Yulnerability

—]
Hackers Find Way To Exploit Latest Windows WVulnerability ad

Replying to a Message
T —— ook at the button bar at the top of the

File Edit Wiew Insert Format Tc  goreen (see the image on the left).

= X Notice that you can click oReply, and,
: Re (=4 Reply to All | {2 Forward ,
: aReply | HReply ) - Mk | automatically reply to the person who
sent the message, Beply to All. When
you click onReply or Reply to All, you will notice that Outlook 2003 “automatically”
completes the To: and/or Cc: in your outgoing mgssa

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 12 of 50
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You then click in the “white’message aredelow theTo, Cc, andSubject, and
supplement the original message with any additionalments you want to make
regarding the message to which you are replying.

E% RE: Hackers Find Way To Exploit Latest Windows ‘ulnerability - Message

i Fle Edit View Insert Format Tools  Table  Windd Help ype & question for help = | X
HESNE= A= W L= F= W fedt ey B ® 3 EE ST 0% 2 E©) iz
ifsend | (] - |GH B cd OB | v S omio\. + | Rich Text -
L To... Ramadli, Howard ;
L ce... Beaumont, Julie; Bourne, Rick ; Faria, Vicki; Formo, Natien; Inge, Skipp; Keefe, Sharon ; Martin-Baker, Kris; Murray, Lisa; Nichols, Susan; Russell, Wendall; Singleton, Sherri;
Spaulding, Paul <spaulding@lynchburg.edu>; Teague ; Twisdale, Scott; Weisman, Gale ; Woody, David

Subject: RE: Hadkers Find Way To Exploit Latest Windows Vulneralfity

= [, | TimesNewRoman » 12 = A - 7 U EE &= gl

# |l

This is the white area where you would type text to respc* to a message.

After you have made any comments, you can clickhersmallSendbox belowFile in
the menu bar and your reply will be “mailed.”

Forwarding a Message

If you want to forward a message to someone orstladick on the=orward button
(next to theReply andReply to All buttons), then click in th€o or Cc areas. You may
type in the email address or addresses of thosdon you want to forward the mail
message. If you have more than one address, seplaean with a semi-colon (;).

Envelopes

When a message first arrives in your Inbox, andnioa$een read, you'll —I
notice that the envelope is closed. Once you head the message, but not
replied, the envelope will appear opened. Whenrgply to or forward a _:i
message in Outlook 2003, it will now have a smatha attached to a

small box by the message. These arrows indicatetile message has been

forwarded or replied to. A purple arrow pointirgythe left indicate you .
have replied to a message; a blue arrow pointingeaight indicates that 4@
you forwarded that message. The arrows will bestimae as on theeply,

Reply to All, andForward buttons. l}

Moving From Message to Message in the Inbox

Notice the large bluelp andDown Arrows in the button bar below

the menu bar. They are only visible when you area“message.”

These allow you to move forward and backwddeyious Itemand | e T F
Next Item) between messages in tidox.

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 13 of 50
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Printing a Message

If you want a “printed copy” of the message you chek on thePrinter in the button
bar. Or, you can click oRile in the menu bar and then Bnint.

B RE: Meeting Cancelation - Message (Plain Text)

! File Edit View Insert Format Tools V
E...%:EEF'W | =#iReply to All | i, Forward | <§ <3| o4 | ¥ |

Creating and Sending a Message

If you are in thdnbox and want to send a new email message to a pergpoup of
persons, click on thew mail message button in the button part of the baol

If you are in some other part of

Outlook 2003 and do not see the
New mail message button, you can 5o cie vew Go 1ok Actons Hep

always (in thdnbox as well) click |
onFile in the menu bar, then click
onNew, and then click oiMail
Message

Mew 4 ||_u Mail Message u

In both cases, the below screen should appear.

i Fle Edit View [Insert Format Tools Table Window Help
msE oS PEIL B S0 B AR RES DT W @)y
{44 Normal + TimesNewRoman » 12 + B I U \ggg:;-\gz = g_ggg.av.é.a

iizAsend | ) - |01 B/ A ¥ B | ¥ |5 | [] Options.. - | RichText

[l To...
W ce...
Subject:

=

First, click in the area to the right 6. For now, type in the email address of the
person, or persons, to whom you want to send thalenessage (see the subheading
below, Addressing Email for more tips). Next, click in the area to tlight of Cc.

Again, type in the name or names of others whomvwyould like to receive copies of this
message. If you type in more than one email addeeparate the addresses with a semi-

colon (). You may also use th&ddress Book which is discussed later.
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Now click in the area to the right 8ubject, and type in a subject for your email
message if you want. You do not need a Subjearig¢i®n if you do not want one.

Finally, click in the white area beloBubject, and type in a title for your email message.
You may move around, edit, and change your.

When you have completed your email message, chdheSend =1 Send |

button in the upper left hand corner of the screen.

Addressing Email

Outlook connects to the School of Nursing accoungctbry, as well as the University of
Washington directory. This means you can just $yping in any SON or UW name in
the “To” field and it will try to figure out who you inteh If Outlook doesn’'t recognize
the name right away, you can click tGeeck Namesbutton to double check.

y 4
|2 Untitled - Message (HTML) /
! Fle Edit ‘“iew Insert Format  Tools  Actions  Help
i i=fsend | [H | | TE| Attach as Adobe POF | [ 8 | ¥ | 2] Options... | @) 5_

Subject:

If Outlook comes up with several options for whaiyoight want, a pop up window will
appear and you can either click on the right namgse your down arrow key to select
the right one, and then press enter.

If Outlook cannot resolve the name of the persah what you have typed, it will leave
your entry as is and added underline to it. You can right-click on theed underlined
nameto look for more possible matches or create a Gemtact entry.

If Outlook correctly determines the person youmatethe name will be underlined in
black. You can then right-click on thdack underlined namefor more options
(including calendar availability), or double-click it to bring up directory information
for this person (including phone numbers).

Using Microsoft Word as Your Email Editor
You may use Microsoft Word as your email editoyatl have it installed on your

computer. To activate Word, make sure that you
are in thdnbox, Sent Itemsor Deleted Items
screen. Click o ools in the menu bar, and then Fle Edit View Go | Tools |

Out of Office Assistant...
Customize... I
Adapted with permission from materials from Lynchburg College, Last Update
A Options...
bt
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click onOptions in
the drop down

menu that appears. Freferences || Mail Setup | Mail Format | spelling || Security || Other | Delegates
. Message format
When the OpthﬂS - ! Choose a format for outgoing mail and change advanced settings.
:’;lneneuafscriﬁgk on 5 Compose in this message format: | Rich Text Lv
thppM il i: t [#] Use Microsoft Office Word 2003 to edit e-mail messages
E I?I orma [#] Use Microsoft Office Word 2003 to read Rich Text e-mail messages
tab. you want to [ Internet Format... ] [ International Options. ..

use Word as your _
Stationery and Fonts

editor (Wlth all of ¢ lUse stationery to change your default font and style, change colors,
the full word AE and add backgrounds to your messages.

processing ] _ Use this stationery by default:

features), click in

theboxesto the left

of Use Microsoft e

b

Word 2003 to edit X_:; Select signatures for account: Microsoft Exchange Server L7
email messages

. Signature for new messages: <Mone > b
andUse Microsoft
Word 2003 to read Signature for replies and forwards: <Mone = pv
Rich Text email [ Signatures. .. ]
messages
Then click on the Ty | pr— =

Apply button and
then click on the
OK button.

The next time you create a new email, or replyooward an email, you will see a little
message appear that indicates that Word is beadptbas your editor. At the top of the
screen you'll see additional, new toolbars for gsidord. When you are typing your
email messages you will have all of the power thatherent in Microsoft Word 2003.
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Address Books

E® Untitled Message

When you have clicked dReply, ! Gle Edit View Insert Format Tools Table W
Reply to All, or Forward or created a | .

. ) X : E ] 2 | F | £
new email message, you will see a  £H el ' F 2 v8|
screen similar to this one. ;'8 -2 ~|| B

If you areReplying or Replying to \_'Eend RIC AR RN AR -1k
All on an email message in your [ To... |

Inbox, then the addresses from that [ce...
email will automatically appear in the

To andCc areas. If you don’t want to ~ SHBisct:
send the email to some of these '
addresses, you can simply click on them and tap#iete key. If you are Forwarding a
message from thiembox or sending a new email message, then you carr ¢yibe in the
address in th&o or Cc area, or use th@lobal Address List or Contactsaddress book.

Global Address List

To access these address books/lists clicKseiect Names
on theTO or CC or BCC bUttOﬂS (See Type Mame or Select From List: Showe Mames From the: y
arrows on the picture above). TGéobal LW Directory -
Address List menu box will appear. LI Directory
Cutlook, Address Book
A Conkacts /
When you are in thReply, Reply to All, Global Address List
. Al Address Lists
Forward or create &New emal_l message SN Ancess Controls
screen, and need to add additional email SO Affilates
. SOM Distribution Lisks
addresses, you can type in the addresses— SOM Resources

or use theéSlobal Address List

When you have clicked on either the or
Cc buttons this screen will appear. Click
the drop down where it say§W
Directory,” then select theGlobal
Address List”

Message Recipients

oK ] [ Cancel

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008 17 of 50
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. . Select N )
TheGlobal Address List contains all of |~ e 3 - &
the people in the School of Nursing. Yoy f#fmees=etionts - Soam it s =
can search or browse through the list. }6 _ —
This list is created and updated by |§:cemmc — 7 )
Information Services staff. Entries on the ' aann. cojdes +1 206 616-2657 =
1 1 @ nlicia Korkowski +1 206 616-9355 155 1M
Global Address List are restricted to v Ecliner rionceinesn | rand

people with School of Nursing accounts 4+ @ amy cee
faculty, staff, instructors, graduate i Eleabeh Emores

@ Amy Modre +1 206 635-9169 9709

teaching or research assistants, and offigials andres store

7 @ tndrea Perkins +1 206 221-2472 Seattl
aﬂ:l l Iates' @ Andrew E, Micastro +1 206 635-0520 T-514
@ Ann A Klingensmith +1 206 221-2462 T322_ ]
< ?

To use this list, simply click on thgerson
(or distribution list ) whom you want to

Me=ssage Recipien

receive the email, or you can type their fo->

name in the area below “Type name or

Select from list.” The list of names, below

where you typed the name, moves to all of /
the persons with that name (the list is in o AT concel |

first name order). Then, click on the,
Cc or Bcc buttons. This will add the address to those direa the email (you will see it
appear in the area to the right). You can do thisa$ many addresses as you want.
When you have finished, click @K, and you return to your message.

Contacts

How can you create your own “automatic” addregsidis someone who is not on the
campus/business Outlook 2003 mail system (espgatilcampus/business addresses)?
There is a feature called Contacts to take catki®f A contact is just what it indicates.
You create your own contacts (like a personal asklb®ok).

Adding Names to Contacts
There are many ways to add name€omtacts

email addresses in S ; :

the To or Cc areas : File Edit View Insert Format Tools Table Window Help
of the message Je =1 " BV E] =RV W
If a person’s email address “N\§@lormd  -fimestewroman -2 - B Z U=
is not currently in youGlobal PiIed | ] v |G B |bd T B | ® || ] Optons.. - |
Address List or Contacts you

can add it while you are in the (L Ta... bonzo@aol,com; smith @yahoo.com; waldo @msn. com
process of sending them a L ce...
Subject:
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message. In the area to the righfTofor Cc, type in the email address for the person or
persons you wish to receive your email. If youetyp several addresses, separate them
with a semi-colon ( ;). Click away (somewhereeads the screen) from the address you
typed. You will notice that, in a few moments, #adresses will become underlined

s W—— i Buahoo.Co To add an address to yoQpntacts simply
- right-click on anamethat you typed, and a

menu box will appear.

bonzo@aol.com is Mot an Online Contact
44| Schedule a Meeting. ..

Add or Edit Phone Mumbers. ., | I

3| Send Ma] (bonzo @zol.com) Click onAdd to Outlook Contactsand the
Add to Messenger Contacts... Contactsentry menu screen will appear.
Additional Actions 2

Iﬁ' Create Rule... /

Send Qptions...

|89 Add to Outiook Contacts. . |
I

The Contact entry menu screen appears below.

FE Bonzo Brown - Contact

! Fle Edit View Insert Tooks  Actions Help
_‘E.Eﬁaue and Close [ 23 —’_-i |- lu
General Details chivities || Certificates || All Fields |
[Full Name... |Bonzo Brown | E-mail... E |M@‘M |
Job title: | | 8 Display as: |Bonzo Brown |
Company: | | Web page address: | |
File as: |Brown, Bonzo v | IM address: | |
Phone numbers
[Eusiness... ]B| |
[Home... ]EH |
[Business Fax... ]B | |
[Mobile... ]B| |
Addresses
Business... E]
[ This is the mailing \
address
[ contacts... || | [ categories... | | | private O]
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Normally, the first part of the email address yoiteeed before the “@” symbol will
appear in the full name box. To change this togachl full name click on theull
Name... button.

When the Check Full Name (ki

box appears you can then fill Name details
in the entire name by filling Title: | v

X
in the appropriate areas L

(First:, Middle:, Last:, etc.) Bonzo

Middle:
When you are finished, click :

Last: Brown
onOK.

Suffix: "

Show this again when name is incomplete or undear

Addresses
You can now fill in the applicable areas for theso&’'s : . i/
mailing address, if you want. To do this, clicktbe address ﬂ

down triangle. Click oBBusiness Home or Other. Th  Business
Ll Home
Other

Your address area will

Addresses change to your selection
123 Microsoft Street (we choseHome...). After
Redmand, WA you make your selection

This is the maiing | 9876510044

address (Business Home, Other),

type the address in the
small box to the right of
your selection.

When you have completed everything, you can : P
click on theSave and Closéutton.

! File Edit Vew Insert Format

You will not return to your message. To add -
y g : [l saveandclose igh | & I | ¥

additional names to your contacts address book
repeat the above process again.

When you are in the contact screen, you will notiree there are a lot of other tabs and
areas which may also use to enter information abqérson@General, Details,
Activities, Certificates andAll Fields).
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Adding Names to Your Contacts as You Receive EnmaMour Inbox

Right-click on aremail addressalso works when you receive a message from sorheone
If you know that an address is not in y&ontacts right-click on theaddressand add it
as you did above. This

really saves a lot of time.
B ;Agradezca a dios que es Viernes! (Thank God it's Friday) - You know it's a good

! Fle Edit View Insert Format Tools Actions  Help address, because you
: 3 penly | £ Reply o AlL| (53 Forward, | /4 33 | P2 ] [ 08 | (22 received their message!

To the left is an image of
the address area of an

email in thelnbox. We
Fraser, Karen [Fraser@mercury. hendrix.edu

.. simply right-clicked on
Fraser, Karen [Fraser @mercury, hendrix, edu] is Mot an Online Contact the person and then
E Schedule a Meeting. .. moved down the pop-up
&dd or Edit Phone Mumbers... 3 menu tOAdd.tO O.UtIOOk
Contacts...,just like we
2| Send Mail (Fraser @mercury,hendrix.edu) did when we typed in the
Add to Messenger Contacts... address in our new mail
Additional Actions » | To area.
e .
| Create Rule.. Once you have clicked on
Send Options. .. Add to Contacts...you
|u_| Add to Outlook Contacts. .. | will go back tO the _Sf:lme
process that is outlined
above.
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Attachments

Sending a Word document, Excel spreadsheet, Powmenftesentation, picture, or file of
some type to someone indicate that you sent thémat@shments’ to your email.

When you are sending an emakssageand want to include aattachment, it’s
relatively easy. When you are in the Untitleds RfeiERFTESSES
Message, the Forward or Reply screens, yot

will notice a ‘paperclip” in the button bar. e & B T s T
iey e ) A0 G (A7 )

This paperclip is the button that allows you to; Al viormal B Tnes New Roman B 12

insert amttachmentin your i

email message. When you are i 0 -|GI& |4 ¥ §|¥|

ready to add an attachment, cli lﬁl [27o...

on thepaperclip. The following

Insert File menu screen will i ce...

appear. Subject:

When this Insert File screen appears, choose tagidm of your file (attachment) on
your computer by using tHeook in: area (see the arrow above — we have chosen My
Documents). Then choose tiile by clicking on it (we chose a PowerPoint file edll

Insert File

Look in: | [D My Documents L | @ -4 'ﬁ b3 i [Ed = Tools ~
b |5 Colligo Received Files @Mailing Label.pub
ﬁ My Data Sources @Miﬂ'usoﬂ: PD letter.doc
My Recent IZ5)My eBooks W new Directions CD letter. doc
LiE s [C2My Library @New Directions.mdb
ﬁ—f @My Music I'f-"li]F‘u:urpu:uise.|3|:ut
B [C33My Motebook BRESUME. doc
Desktop [C3iMy Motes #7508 TR. doc
EM}; Pictures (& test Person.mdb
™ @My Webs |i’r—"-l]test.|3|:|t
-_'__/' I.EJCD about tutorials-merge 2003.doc I.E_juniu of richmond. doc
My Documents | ([B]ppay Dav talk.doc B willizm and mary.doc
DDay Revenue Analysis Worksheet, wls
"R;l @DE" Invoice.pub
_J‘H =15 How to make a great 2003 PB.ppt
My Computer | W james monroe positions. doc \
i Fle pame: | v]
My Metwark
Places Files of type: |'.5||| Files (== P |
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“How to make a great 2003 PBJ” for our
attachment). Click onOK. Your emalil
messagewith attachment, will look
similar to the image on the right.

When you or, another person, receives this
attachment, all you have to do is double-
click on theattachmentand it will load

into the proper program! Or, you can right-
click the mouse on thattachment, and
selectSave as..then save it in the location
you want.

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008
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i To... oddbodkin@spam.com
[69:§ ol

Subject:

PowerPoint 2003 Attachment

L@j

How to make a
great 2003 PEJ.p...

I have included a PowerPoint 2003
Attachment on how to make a peanut
butter sandwich to this message
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: . -~ Mail
There is a personal calendar you can use thatlisdied 4

with Outlook 2003. You can access the > "] Calendar
Calendar by clicking on theCalendar icon in
Outlook Shortcuts area on the left of your Outlsckeen. %-| Contacts
A Calendar screen, similar to the one below, will appear.

iy

Calendar - Microsoft Outlook L
! Fle Edit WView Go Tools Actions Help Type a question for help |3

i FlNew ~ X [ Today || 1]Day | 5] Work Week "7]Week [37]Month | 2oFind | (& Type

Calendar August 16, 2004 B8

4 August 2004 » Monday, August 16 -~
SMTWTFS
1234567 Sam Ellen 277 - may need assistance with FrontPage (7777)
8 510111213 14
15[16]17 18 12 20 21 i
2223242526 27 28
29 30 31 9 School Store - Microsoft items (Burton Center)
September 2004 10 o0 Qe
SMTWTFS
1234
o0
56 78951011 11
12 13 14 15 16 17 18
19 20 21222324 25 pm
26 27 28 29 30 12
1 00
My Calendars
Calendar (1) 200
[ Calendar in Persanal Folde|
Other Calendars 3 oo
[ ram
400
Open a Shared Calendar...
Share My Calendar... —5—99—
6 00
L mail
E 7 0o
i:n; Calendar
= o0
5] contacts 8
| Folder List g™
2 1n00 ~

Notice, at the top of the calendar, a small araaltdoks like the image below. THe
default for Outlook 2003 is a single day. You change this to view a 5 day work
week, a 7 day week, or a full month. We’ll nowwieach choice.

|Tgu:|ay | jDai EWn[k Week jﬂeek Em::nﬂ'n |
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When you click thés Work Week button, an image similar to the one below will epp

| Today | [T]Day

ugust 16 - August 20 B
Calendar August 16 - August 20
Monday, Aug 16 Tuesday, Aug 17 Wednesday, Aug 18 Thursday, Aug 19 Friday, Aug 20 v
8 am W Elen ??7 - may need assistarl
i Beth - FrontPage i Bl - Blackboard
9 e for training (her office % Tom N Training (his ofﬁ)ce - Hall
. . Campus Center,
School Store - Microsoft item) Blackboard Training (his
office - Turner Gym)
10° ™
1 3 0o
12" # Ernie - Lunch
{Isabella's) P Rathy N
0 Blackboard Training
1 (her office - Snidow
Chapel)
2 n]
3 n]
4 o0
5 0o
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When you click7 Week this image will appear.

| Today | [T]Day [5]Work Week | (7] Week |[3T]Month | 2mFind | Gl Tvpe a contact to find | (@) !

Calendar August 16 - August 22 [
LB e ey BN SR s A=)
@:00am 8:30am Ellen ??? - may need assistance with FrontPage (7777) 9:00am 12:00pm 2% Tom - Blackboard Training (his office - Turner Gym)
9:30am 10:00am School Store - Microsoft items {(Burton Center) 12:30pm  3:30pm i35 Kathy - Blackboard Training (her office - Snidow Cha

10:00am 11:00am ITR

Tuesday, August 17 Friday, August 20

12:00pm  1:00pm Ernie - Lunch (Izabella's) &:30am 11:30am 2% Bl - Blackboard Training (his office - Hall Campus Cente

R S R i e Sciel Yy PRI LR |08 i e s e AVGSE
8:30am 10:00am i Beth - FrontPage for training (her office hundley)

_ Sunday, August 22

| £
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When you click31 Month, this image will appear.

| Today | [1]Day [5]Work Week [7]wiesk EMOHH&[M |G} Typeacontacttofind = | (@) ﬁ

Calendar August 2004 &

Monday Tuesday Wednesday Thursday Friday SatfSun ~

July 25 27 28 9 30 31

9:00am Dr. -Dentz | 2:30am Mary Ellen 3:00am Vacation {athon | 8:00am Vacation (at hon

10:30am Dave -a@ | 2:30pm Betty|

August 1
2 3 4 5 ] 7

1:00pm Virginia Business | 8:00am Virginia Business | 8:00am Virginia Business 8:00am Day off (at hom:
8
9 10 11 12 13 14

9:00am Ellen -Fr | 2:30pm Peggy ¢ 11:00am Tom

3:00pm Microsoft online

16 _|IE 18 19 20 21
8:00am Ellen ??? - may r | 12:00pm Ernie - Lunch (Is | 8:30am Beth -Fro | 2:00am Tom -E | 8:30am Bil - Blackb:
9:30am School Store -M 12:30pm Kathy -E
10:00am ITR 22
23 24 25 26 27 28
29

153

You choose the view that you prefer. For thistiatave’ll use the5 Work Week
calendar.

Making an Appointment

Monday, Aug 30
There are several different methods of creating an
Appointment in Outlook Calendar 2003.

7 am
Probably the quickest way to create an appointnsetiot

go to the calendar day for the appointment, andlgou 8"
click quickly on the space for the time and daytfoe g
appointment.
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We want to make an 8:00 to 9:00 AM appointment on
Monday, 30 August. So, we double click
quickly on 8:00 AM. We could also
right-click on this time and date, and clidlew
Appointment.

Qo

|ﬁ Mew Appointment
I ]

Both of the above methods will open an Untitledppsintment menu screen like the one
below.

Untitled - Appointment

! Fle Edt Vew Insert Format Tools Actions Help
Egavemdclose | =8 0 | ¥ Recurrence. .. |ﬁlﬂvitenttendees| P 3 X|a-%-|a%|@
-
Appaintment I Scheduling |
Subject: | |
Location: | w | Label: ||:| Mane v|
Starttme: |Mon 8/30/2004 v [8:00am (v [JAlday event
End time: |Mon 8/30/2004 v| [B30aM v
[+] Reminder: |15 minutes v| Show time as: |. Busy w
Contacts... ] | | ’Cate_qories... ] | | Private []
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We’ll now enlarge the top portion of the Untitled\ppointment Menu Screen.

! Flle Edit View Insert Format Tools Actions Help
i [l saveandClose | <4 (I | A¥Recurrence... | Envite Attendees | ¥ B | X | o - o - | | @

Appointment I Scheduling |

Subiject: | |

Location: | w | Label: ||:| Mone V|
Starttme;  [Mon8/30/2004 , v [8:00aM  |w| [JAlday event
End time: |Mon 8/30/2004 [g:30am  |v]

Reminder:

Notice that the date and time we chose are inddcatéheStart time area of the screen.
We’ll now enter additional information on our metiin the appropriate areas of this
screen.

Appaintment | Scheduling
Subject: |'|."'.u'a||:||:| Bimpster - Outlook 2003 Training
Location: |His Office - &th Floor - Steele Bldg. w | Lak
Starttme; | Mon 8/30/2004 v| |s:00aM | [JAlday event

End time: |I'~"I|:|n &/30/2004 v| |9:EIEI AM v| (

ﬁ [¥] Reminder: | 15 minutes v Show time as: |. Busy Y|

In the image above, we entered the informatiorherperson with whom we are meeting
in theSubject area and then the place where we are meeting lrodation area. Once
you enter this information, you'll see the “namé’tioe appointment change to the data
you have entered in tf®ubjectarea. We then clicked tlad®wn arrow to the right of

End time and moved the time to 9:00 AM.

Notice, below th€nd time, there is a check mark in the box to the lefRefminder.
When this is checked, Outlook will pop up a boxhaatsound to remind you about an
upcoming appointment. To the rightRéminder it indicatesl5 minutes— this is how
many minuets before the meeting the reminder withw. To the right 015 minutesis
adown arrow. If you click thisdown arrow, you can change the time to any time you
prefer to be reminded of your coming meeting.
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To the right ofLocation you'll g Label: [l Teportant v
see an area callegbel. If you ] o~
click thedown arrow to the right ofLabel, n
a drop down menu will appear with different O BUESS
meet!ng labels and color_s. You can choose ¢ [] Personal
meeting label and color if you want. We [] vacation
chose “red” and “Important” for our meeting. [ Must attend
|:| Travel Required
Below theReminder area you will see a O Needs Preparation
blank white area. This area is a “text box” E Birthday
where you can type additional information ] ;:2::?;[‘-"
on your appointment if you need to do so.
[+] Reminder: | 15 minutes - Show time as: |. Busy V|

Qlkfor the carpeting in the executive boardroom.

‘ This meeting is about the color to be us

Your final appointment screen should look somethiie the one below. When you
have everything the way you want it, click thave and Closéutton on the left of the

screen.

P Fle Edit View

5 I | vRecurrence... | Edmvite Attendees | § B | X | o - o - |af | @!

Appointment I Scheduling |

: | Save and Close

Subject: | Walda Bimpster - Outlock 2003 Training |

Location: |His Office - 8th Floor - Steele Bldg, v | Label: ||:| Important v|
Starttime:  |Mon 8/30/2004 v| [s:00am [+ [Jalday event

End time: |Mon 8/30/2004 v| |[g00aM  v|

[w] Reminder: | 15 minutes V| Show time as: |. Busy hd

| This meeting is about the color to be used for the carpeting in the executive boardroom.

You will now return to youCalendar. Depending
on which “day view” you chose, you should see

something like the image on the right — we arg in
Work Week.

Calendar

Maonday, Aug 30
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If you need to change something on y@alendar it is fairly simple. Simply click the
left mouse button twice quickly on the appointmemi it will open the appointment
screen for you to make any changes you want.

Recurring Appointments

Many times you will have a recurring meeting or @ppment that repeats throughout the
year, or for several months. Outlook Mail Caleng@@3 has a feature that will allow
you to schedule recurring meetings and appointments

Again, there are several ways to access this featdou can double click quickly on the
first recurring meeting time and date and the
appointment screen will appear. Or, you can

click on theActions tab in the menu bar and G e e Taok | Ackion
then select either NeRecurring ] ] New Appointment
Appointment or New Recurring Meeting i MNew All Day Event

(they both do the same thing). 1l New Meeting Request

If you double click, you will have to click on e
the Recurrencebutton in the appointment 79 Plan a Meeting. ..

screen. gd View Group Schedules...

The recurring meeting/appointment is ﬁt‘j New Reaurring Appointment
accomplished in two steps. First, you have to Mew Recurring Meeting

enter what dates, days, hours, weeks that you
will meet, and then enter the normal appointmeté dhout the meeting. We'll start
with the appointment recurrence menu screen amd the

finish with the normal appointment menu screencedn
. N . ppointment

you click as indicated above both the appointment

recurrence and Untitled - Appointment screens will g [nsert Format Tods A

appear as shown in the image at the top of thepege.  Zlose | +_¥Recurrence... |
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## Untitled - Appointment

! Fle Edit View Insert Format Tools  Actions  Help
! [l saveandClose | =) (I ||[*T¥Recurrence... || #lInvite Attendees | ¥ B | X | & - o+ v|-i% | @!

Appointment Schedulin

Appointment Recurrence

Subject:
i Appointment time |

Location: Start: |11:30AM |  End: |12:00PM v Duraﬁon: v|

Recurrence pattern
Start time; Tue 8/31 ;

I: ) Daily Recur every week(s) on;
Tue 8/31,

End time:
......................................... ©wesky | [sunday [IMonday Tuesday  [|wednesday
Reminders |15 mimet O Monthly [ thursday [IFriday [ saturday
i ) Yearly
Range of recurrence
Start: | Tue 8/31/2004 v| @nNoend date
() End after: OCCUMTENCES
OEndby:  |Tue 11/2/2004 v

L OK J[ Cancel ]

Contacts... Cateqgories... Private |:|
J | | | | |

For this tutorial, we’ll use the example of a megtihat will be held twice a week for the
next several months. Our meeting will be from 00t® 11:00 AM, Tuesdays and
Thursdays from 31 August 2004 through 18 Novemib@4?2 First, we’ll complete the
Appointment Recurrence menu screen. Our screeer Wished, looks like the image
below.

Appointment Recurrence

Appointment time
Start: | 10:00 AM b End: |11:00 AM % | Duration:

Recurrence pattern

) Daily Recur every week(s) on:

(3 Weekly [Jsunday [CIMonday Tuesday [ | Wednesday
S Thursday  []Friday [saturday
i Yearly
Range of recurrence
Start: |Tue 8/31/2004 v| OMoend date
(O End after: oCcurrences
@Endby:  |Thu 11/18/2004 v

L Ok J[ Cancel ] Remove Recurrence
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To complete your Appointment Recurrence screeodk thedown arrows to the right of
Start andEnd and select your meeting times, then selecRibeurrence pattern

(Daily, Weekly, Monthly, Yearly). Select the days on which you will meet by alnck
in the small checkoxesto the left of the days (Sunday, Monday, etc.).

In the lower portion of the screen, in tRange of

recurrence area, click thelown arrow to the right of
Start and choose the specifiay. Simply click the Range of recurrence
day you want and it will appear in ti#tart area. Start: |Tue 8/31/2004 5

L August 2004 [ 3

If you need to move to another month, the right leftd SMTWTE S

pointingtriangles on either side of the month will

move you ahead or back one month. 5 3 45 65 7

3 "N 11 12 13 14
Repeat this process in tBad by area of the screen. 15 16 17[18] 19 20 21

22 23 24 25 26 27 28 r
When you have entered all of your data, click@e 2 308
button. This will take you to the Untitled —

Appointment menu screen. Fill in your informatas
you did before, and then cli&ave and Close

Our screen looks like the one below.

= C[EX)
Ele Edit WView Insert Format Tools Actions Help
Save and Close | =4 (] | A_¥Recurrence... | 5;_;—?'|1Quite Attendess | ¥ B | S | - - | 135 | @) H

Appointment Scheduling

Subject: Technology Enhancement Meeting

Location:  |Bimpster Building - Room 831 v | Label: D Bsiness 3

Recurrence: Occurs every Tuesday and Thursday effective 8/31/2004 until 11/13/2004 from 10:00 AM to 11:00 AM.

[¥] Reminder: | 30 minutes w Show time as: | [l Busy w

After we clickedSave and Closewe changed our calendar view3db Month, and

moved to the month of September 2004. You canemsily see, in the image at the top
of the next page, that each of the meetings istckdador the entire month. If you moved
to November, you would see the last meeting ocogon the 18 as entered.
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Creating Appointments/Meetings and Inviting Others

Another feature of Outlook’€alendar is

the ability to invite others to a meeting you
are scheduling (if they also use Outlook’s
Calendar) by clickingdctions in the menu
bar and then clicklan a Meeting...

The Untitled — Meeting menu screen will
appear (similar to the one below). We have
already selected several staff members to
determine if the day and time we propose is
available for them to meet — we’ll show you
how we did this. You can see from the

image below that we have selected several people ffooposed meeting from 11:00 AM

School of Nursing

UNIVERSITY OF WASHINGTON

to 12:00 noon on Monday, 16 August 2004. The bhes you see below indicate the
times that these staff members are currently bodycauld not attend a meeting. We
used arAutoPick Next button to select the time you see below betweemtben (Start)
and red (End) lines for our meeting. Now we’ll shgou how we did this.
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/

In the Untitled - Meeting menu screen we clickeel th
Add Others button (see arrow above). Then we

clicked theAdd from Address Book... selection./

When we clicked th&dd from Address Book button, the Select Attendees and
Resources menu screen at the top of the next gpaeed.
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In theType Name or Select
from List area we typed the
name of a person we are

inviting to the meeting. \

We then clicked on thame of
that person.

Next we selecte®equired (as
this person is essential to our
meeting). We could also have
selectedOptional.

We repeated this selection
process for the remainder of the
staff we wanted to invite.

When we completed our list we
clicked theOK button.

When we clicked th©K button
we were returned to the Untitled
— Meeting menu screen in the

#

middle of the last page. If you look back at thet [page, you will see our four names and
blue lines to the right of each name. At the bottaf the Untitled — Meeting screen you
will see that the color blue indicates the persobusy on some other appointment or

task.

Outlook Calendar 2003 has a nifty button which will

assist you in finding “open” times for your group
during which you can arrange a meeting. At the
bottom of the Untitled — Meeting menu screen i

the AutoPick Next >> button. We clicked this button
and the green and red “band” appeared on our calerdl found the first “open” time.

If you agree with this selection, you are
ready to complete the scheduling by

returning to the Appointment portion of
the Untitled — Meeting menu screen. If
you are not satisfied with this selection,

continue to click théutoPick button.
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You will notice the AutoPick begins by assuming yeant a half hour meeting. You can
change this in two different ways. You can placarycursor on the green or rkges

(that outline the meeting), hold down the left mebsitton and “drag” thine to expand
the time. From then on, Outlook Calendar 2003 asume you want the longer meeting
time selected.

Or, at the bottom of the Untitled —
Message screen you can use the
Meeting start andend time areas
to select a length for your meeting.

When you have everything just as

you want, click theAppointment e

tab at the top of the Untitled —

Meeting screen. This will take

you to the Untitled — Meeting

menu screen where you will describe the meetingeWMflou have completed this screen,
Outlook Mail, will send an email message to eacthefparticipants asking if they want
to attend the meeting. The completed screen @k lsimilar to the one below.
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Once you have completed everything,
click theSendbutton at the top of the

Meeting menu screen. 5

As soon as you click th®@endbutton, each person you invited to the meeting redeive
a message asking them to eitAecept (attend the meetingRecline (unable to make
the meeting) or to accepentatively (maybe can make the meeting). Their incoming
message will look similar to the one below.

é

If they acceptyour invitation, their Outlook will automaticallyost this meeting to the
Calendar. If theyreject the meeting Outlook will not post the meetingthiéy accept
tentatively, outlook calendar will post the meeting with teiva colors. You will receive
an Outlook message indicating the response of paidon invited to the meeting.

Allowing Other Outlook Mail Users to View Your Cale  ndar

You can allow other Outlook Mail users to view y@utlook Calendar (regardless of the
version of Outlook they are using). Make sure goaiin your Calendar.

If you want to do this,
click theFile tab in the
menu bar, then click ——

Folder and then select
Sharing.

The Calendar Properties —-

menu screen at the top of
the next page will appear.

—
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You should be on the
Permissionstab in the Calendar
Properties menu screen.

To allow someone to view your
calendar, click thé&dd button.

/“

The Add Users menu screen
(which you have used several
times before in this tutorial), will
appeatr.

Type in the name of the person
you want to view your calendar in
the Type Name or Select from
List area (top left arrow).

Next, click on thename It will
turn blue.

Then click theAdd button.

Finally, click theOK button.
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The Calendar Properties menu
screen will appear (similar to
the image on the right).

You will see the name you
entered highlighted in
blue.

Below the Name you will

see a Permissions area. Itis in
the Permissions area

that you allow the person

you entered to view as much,
or as little of your calendar as
you want. You can see that
you can give them very
limited or complete access to
your calendar. You select the
items that you want (by
clicking in thesquaresand
circles).

Then click theOK button.

The person to whom you gave —
permission to view your

calendar may now access your

calendar, in their Outlook mail

account, by clickindrile in —

their menu bar, then clicking

Open and then selecting

Other User’s Folder.... m—-

/

They will now see the Open Other User’s
Folder menu screen. They can either
click theName... button and select your
name from the Select Name menu screen,
or they can type your name in the area to
the right ofName...
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If they type in the person’s
name, the Check Names menu
screen will appear. They
should click thenamethey

want (it will turn blue), and
click OK.

The person you allowed to view your

Calendar will now see your calendar.

Their screen should look similar to
the one on the right.
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Once the above process has been completed, themext
the person wants to see your calendar, they vallesse
screen with your calendar available (similar toithage
on the right). They can now placel@eck mark by your
name, and your Calendar will appear. To remove
your calendar from view, they simply

“unchecK the box by your name.
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Out of Office Assistant \

If you are going to be away from your email for a
period of time, and you want to leave a courtesy
message for folks to let them know that you'll beag,
you can use the Out of Office Assistant to do tHis.
activate the Out of Office Assistant click dnolsin
the menu bar and then click @ut of Office

Assistant....
#

You will need to be in thinbox, Sent Items
Deleted Itemsor one of youfolder screens to do this.

The Out of Office Assistant menu screen will app&gpe the message that you want
others to receive when they send an email messagmit Then click in the smatlrcle
to the left ofl am currently out of the Office. Click OK. This message will be sent to
each person the first time that they send you aailenessage telling them that you are
away from the office.

#
#

When you return (to your office), and

load Outlook 2003, you will see a

screen prompt reminding you that Out

of Office Assistant is active. You can

“turn off” the Assistant when you see —
this message by clickinges
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Auto-Signature

There is an Outlook 2003 feature, which allows j@u \
place a “designed” signature at the end of youriema

messages. You will need to be in one of the Megas

of Outlook 2003 to create a signatuhebx, Sent

Items, Deleted Items etc.). :

To activate this feature, click drools in the menu bar.
When the drop down menu appears, clickOgtions....

The Options menu screen will appear. When the aboreen appears click on thil
Format tab. In the lower portion of the Options mentesa you will see and area
called Signatures. Click on tiggnatures... button in this area.

/
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The following Create Signature menu
screen will appear. Click on tidew button
in this screen.

The Create New Signature menu screen will

appear. When the Create New Signature
screen appears, type a “name” for your
signature in the area under #1. Enter a name
for your new signature (we used Greg
Butler).

We'll leave “2. Choose how to create your
signature” as the default choicestart with
a blank signature

Now click on theNext button.

ﬁ

When the Edit Signature menu screen
appears, type your signature in the space
underSignature text— like we have

done on the right.

You can type anything you want for
your signature. You can type just your
name, or name, title, phone, FAX, etc.

It's your sighature.

Notice that there are several buttons

below the Signature textFont,

Paragraph, etc. If you want to change

Adapted with permission from materials from Lynchburg College, Last Updated 1/7/2008

45 of 50



Outlook
User Guide

the font of your signature, highlight the text tlygati want to change, and then click on
the Font button and select your font — then cl©oK in the Font menu screen. You can
have several different fonts in your signatureoifiyvant — as well as color.

When you have the signature you want, clickEesh button. This will take you back
to the Create Signhature menu screen. @&k The bottom portion of your Options
menu screen should look similar to the image below.

From now on, when you create a new message, reggd, or forward one, you will see
that you signature is automatically added at tlteadrthe message. If you want to edit
your signature or create a new one follow the pe@bove, and choose the logical
buttons toEdit, Remove or create &lew signature.

When you are satisfied with your signature, cliaK .
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Accessing Your Email through a Web Browser

First, you'll need to be in a browser such as Msafo Internet ExplorerYou can be in
Netscape Communicator, Mozillar some other browser, but we have noticed that
ONLY Microsoft Internet Explorer (version 5.1 or higher) allows you to see/use fll o
the features of Outlook Web Access 2003. Mac usérsiotice that several of the
features covered in this tutorial are not availdbléghem.

Logging In

Once you are in the browser, you can access yoail &mough the SON intranet
(http://intranet.son.washington.gdYou will then see the following, and should liog
with your UW ID and password.

You can then click on the NURS-Kit button on thi, land then th®©utlook button.

—>

—
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You will then see the following prompt to
enter your user name and password.

After you enter your information and press
enter, you will see “Outlook Web Access,”
which looks very similar to the normal
Outlook. You'll notice, however, you are still
in a web browser, with the address
https://webmail.son.washington.edu/ou

can also enter this web address yourself if you
wish to go directly to webmail without

logging in to NURS-KIT.

Customizing Views

Refreshing Your Window

At the bottom of the navigation pane you will segtdns for
Inbox, Calendar, etc. When you click these buttons, you
will be taken to that feature. So, go ahead aiud the
buttons as you desire. When you have exploret alizk
again on thénbox button. We’ll come back to several of
the buttons later in the tutorial.

At the very top of this area is a litteown arrow with four
dots on either side

If you click on thisbar, you will see your buttons disappear.
This is theEnlarge Button Bar/Shrink Button Bar. So,

you can “hide” your buttons just like you did yduatders.

To see the buttons again, simply click on the lgairaand

the buttons will re-appear.

Since you are on a web browser, you’ll need to kel see if you have new messages
that have arrived since you began your mail sess¥yu can click th&€heck Messages
button at the bar on one of your folder screenlsqn etc).
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Options

If you are used to Out of Office Assistant, Sigmatiand many other features in Outlook,
most of these are now located in the Options merees. If you look at the top right
side of your screen you will see tBptions button. Click it, and the features of the
Options will appear in the button part of the navign pane.

A\

We’ll now review several of the most popular topicshe Options menu. Most are self
explanatory, and you can peruse them if you desdeep in mind thédelp feature in
Outlook Web Access is excellent, and will guide yoough each option if you need
further assistance.

Save Your Options

Anytime you change various options (such as thedDiffice Assistant) and are
ready to go leave the Options page, you'll needliti at the top of the Options area.

™~

Out of Office Assistant

If you are going to be away from your office comgruor a period of time, and you want
to leave a courtesy message for folks to let theawkthat you’ll be away, you can use
the Out of Office Assistantto do this. To activate the Out of Office Assmttaclick on

the Out of Office Assistantbutton. Type the message that you want othemscgive
when they send you an email message. Then clitieismall circle to the left of Send
out of Office auto-replies. This message will batdo each person the first time that
they send you an e-mail message telling them thataye away from the office (see the
image on the top of the next page).
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Auto-Signature

Clicking Messagingbutton will allow you to place a “designed” signed at the end of
your e-mail messages. Click the box of automdsigatiude my signature on outgoing
message and clicRave. Your signature will show up in the end of the edséhat you
send out.

™~

Other Options

In the navigation pane, some of the more popuktufes include:

Regional Settings
Junk E-mail
Calendar
Accessibility
Mobile Devices
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