Using Outlook 2003

L,
Accessing your E-mail . FIJ
Double-click the Outlook icon.

Logging In

If you log into the ASD network after starting your computer, you will simply click the
Microsoft Outlook icon and your mailbox will open. To log into the network, type your
Username and Password. The Domain is ASD. If you are logging in for the first time,
your password will be your last name with a capital letter. Outlook requires a minimum
of five characters and a maximum of fourteen characters. If your last name has fewer
than five letters, add the beginning letters of your first name. For example, the
password for Ott_ Wendy would be Ottwe.

Logging in with Multiple Profiles

If multiple profiles are configured on your computer, the following window will appear
when you double-click the Outlook icon.

Choose Profile E|
Profile Mame: | ST “ Mew
Otk Wendy
[ OF ] [ Zancel ] [thiu:uns >>]

Click the drop-down arrow and select the desired profile and click OK. Follow the steps
above for Logging In.

Changing Your Outlook Password

Hold down the Ctrl and Alt keys and press the Del key. Click Change Password...
Complete the fields and click OK.
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Customizing Your Outlook
When you open your Mailbox, it will appear similar to that below.

Inbox - Microsoft Outlook |'._||'E|E|
PadNew - | S 3 X | i Reply 28 Reply to All (3 Forward | gﬁSendIRegeive - | C_':'pFi_nd = | [ o
i Fle Edt Wiew Go Tools  Actions  Help Type a question for help =
500 @k @) 8 (53 1,2 [ | wessces I=E.F\
Al Folders Y [ @5F.. |Sub... Received Size | Sent Llilat
= 4t Mailbox - Ott_wendy
) calendar = Date: Today
@ (85 Contacts ‘4 .M. Sch... Tue 7/18/2006 8:2... 8KB Tue 7/18;2006 8:27 AM
@_ Delated Items ] . W.PW:... Tue 7/18/2006 8:1.. 26... Tue 7/18/2006 8:17 AM
%&f‘mﬂf ([f)] S| 0. Tue 7{15/2006 5:01 AM 2 ME Tue 7/18(2006 G:01 AM
s
3 Journal ‘4« He TiCw Tue 7/18/2006 T:5.. 2 KB Tue 7/18/2006 7:59 AM
L@ Junk E-mail [§] —|| . HeTic. Tue7/18/2006 7:5.. 2 KB Tue 7/18/2006 7:54 AM
o | Mates =
[ Outhox = Date: Yesterday
[ quarantine (= .ne Pa,., Mon 772006 12:41... 17, Mon 701702006 12:41 PM
=3 Sent Items ~|| = B REL.. Man 7172006 10:44.., ZKE Mon 7/17/2006 10:44 AM
'_-a Mail = Date: Last Week
M Fri 7/14/2006 10:51 AM 11... Fri 7/14/2006 10:51 Ak
:‘E Calenas {3 0. A FW... Thu 7/13/2006 10:53... 2 MB Thu 7/13/2006 10:53 AM
s » (= . F.. Fab...wed 7/12/2006 11:0... 13... Wed 7/12/2006 11:03 &M ¥

18 Items @ Cnline

To adjust column widths, click on the lines between the headings and drag them to the
desired width.

Inbox - Microsofi Outlook rL”E”E'
DadMew v [a3 ¢ Reply Reply ko Al Forward | 1 SendiReceive ~ | 20 Find 65 =
] A a 3 =] =L |
! Fle Edit | Wiew | Go  Tocls Actions  Help Type a question for help =
@ @ Ea | Arrange By 3 | Date 1
FolderLi Mavigation Pane  Alt+F1 Conversation
&l Folders Reading Pane 3 Erom w A
=] @ Mailbo ‘\i AutoPreview To
:ﬁ Calg Expand/Collapse Groups  » Folder |
H |82 Con y 8/2006 8:27 AM
Remindsrs Windaw izer
o] Dels . _ 8/2006 8:27 AM
Lﬂ__l,'ﬁ Refresh F5 2lbrect 8/2006 8:17 AM
=
& o0 Toolbars » Type 2006 5:01 AM
L@ Jun Status Bar Flag 8/2006 7:59 AM
o | Nat T TET Abkachments 8/2006 7:54 AM i
[[=] Outbax ]
[ quarantine (=) Date: Yest] E-mail Accgunt
L:‘J_-. Sent Tkems vl & .n.F Importance 5,1'2006 12:41 PM
. =5 .EB.. Rl Cateqories F/2006 10:44 AM
|~ Mail
(=) Date: Last] EVEEiThos
] catendar B M. Shiow in Groups 2006 10:51 AM
Y 7
rENE N 2 (ot Show Yiews In Mavigation Pang {2006 10:53 AM
= E_E {2006 11+0% Al b
Current Wigw » =
19 Items - |£| Online

Click View to change the appearance of your toolbars.
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Adding an Automatic Signature
Click Tools and go to Options. Click the Mail Format tab.

Options

Preferences | Mail Setup | Mail Farmat | Spaliing | Security | Other | Delegates

Message Format
_jﬂ Choose a format for outgaing mail and change advanced settings.

Compose in this message Format: |Rich Text b |

Use Microsoft OFfice Word 2003 to edit e-mail messages
[Juse Microsoft Office Word 2003 ko read Rich Text e-mail messages

l Internet Farmat... ] [lnternatiu:unal Optians. .. ]

Stationery and Fonts

4 |Jse skationery ko chanage wour defaulk Font and style, change colors,
Art and add backgrounds ko your messages,
L -

se this stationery by default;

Signatures
b
,ﬁ': Select signatures For account: |Micrusoft Exchange Server A |
Signature for new messages: | <Mane> b |
Signature for replies and Forwards: | ZMonez
[ Signatures, ., ]
(0] 4 l [ Cancel ] [ Apply ]
Click Signatures..., then New...
Create New Signature [z|

@ 1, Enter a name for your new signature:
|M\,-' Signature| ‘

2, Choose how to create your signature:
() Skart with a blank signature

(") Use this file as a template:

I Mext > H Cancel ]

Enter a name for your signature, select Start with a blank signature, and click Next.
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x)

Edit Signature - [My Signature]

Signature kexk

g This text will be included in outgaing mail messages:

My Signature
My Title
My Phone Mumber

’ Font... l [ Paragraph... l [ Clear ] [ Advanced Edit. .. l

wZard opkions

frtach this business card (wCard) bo this signature:

| =Maone > ¥ |

[ Mew wiZard From Contack, .. ]

[ Finish H Zancel ]

Enter the signature block you would like to appear in your messages. Click Font... to
change the font style, size, or color, then click Finish. Click OK until you return to your
Mailbox.

Adding a Contact
Click the drop-down arrow next to New.

Inbox - Microsoft Outlook M=

i dnew =l S§ L3 X | LReply (8Reply to all (3 Forward | Y SendiReceive ~ | BoFind (3 | G z

_ 21 Mai Message CErl+M Help Type a question For help [+

s ) Postin This Folder  Ctrl+Shift+5 | Messages = g’ﬂ “i!

[ e |
Lyl SearchFolder..  Colshift+P e c e ed Size | Sent D

| Mavigation Pane Shorkouk, ..

Today

B... FW:... Tue 7,/18/2006 9:5... 8 KB Tue 7,/18,2006 9:53 AM
M.. Sch... Tue 7/18/2006 8:2... 8KB Tue 7,/18/2006 8:27 AM
84| Contact CrHShIF+HC  ng Geh... Tue 7/18/2006 8:2.. 8 KB Tue 7/18/2006 8:27 &AM
,ﬁ_‘l| Distribution List Chrl+Shift+L W. FW:... Tue 7/18/2006 §:1... 26... Tue 7,/18/2006 8:17 AM

FH Appointment Chrl+ShiFe+4

ﬁ| Meeting Reguest  Chr4+-Shift+Q

Select Contact.
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= Untitled - Contact
: arial - | 10 ~|é|nfg||5§|

iZ i iE

Eﬂgaveandclose%hj 0¥ 258 8- e - JvE

i Fle Edt Wiew Insert Format  Tools  Actions  Help

General | Details " Activities " Certificates " All Fields |

] | | P = —
Job title: I:I g Display as: | |
Comparry: I:I ‘ ‘Web page address: | |
File as: IM address; | |

Phone numbers

[Business. o0 ]E] | |
oI5| |
|
|

[Business Fa... ]E]l
[Mobile... ]E]l

Addresses

Business. .. E]

[] This is the mailing
address

Conkacts. .. Categaries. .. Erivate |:|

Fill in as much information about the contact as you would like and click Save and

Close.

Adding an Internet Contact from a Received Email
Open the message.

HEA Twave - May Edition - Message [HTML)
] all =
i uReply | i Reply o al | 0 Forward | (4 B3 | ol | v | S | L3 X

i Fle Edt Mew Insert  Format  Tools  Actions  Help

— i—

1k

| 4|
-
-~}
by
=
1]
il
il

'S
¢
2

o

 Tha EM SO0 S0 AR

T Ot _Wendy FrontRange Solutions [FrontRangeSolutions@rmails0, subscribermail, com]

e i schedule a Meeting...
Subject: HEATwave -
Office Location Mot &vailable

Call »
Send Mail (FrontRangeSolutionsi@mails, subscribermail, com)
Additional Actions »

[%] Right-ciick here to Create Bule. . ad o
picture from the In @ =

Send Options. ..

| G- Add to Outlook Conkacts. ..

8= Look up Qutlook Contact...
HEATwave Outlook Properties. .,

4 3

i B

W

53 Copy

While in a message, right-click the sender’s name in the From: field and select Add to

Contacts.
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FE FrontRange Solutions - Contact

: arial -l -|A|B I gl
Egﬁaveandclnse%|d il | * @‘j@ﬁ — ;-!

! Fle Edt Wew Insert Format  Tools  Actions  Help

General | Details Bictivities Certificates Al Fields

[FuII Mame. .. ] |FrnntRange Solutinn| E-mail. .. B EronktRangesa

Job title: I:I O Display as: FrontRange Solutio
Y )

Comparty: I:I web page address: I:I

File as: Solutions, FronkR. s IM address: I:I

Fhone numbers

(usiness... |[=]| |
| |
’Business Faw. .. ]EH |
[ mobile... =] |

Addresses

Business... B

[] This is the mailing
address

l Contacts, .. H | lCategories...] | | Private [

Fill in as much information as you would like and click Save and Close.

Creating a Distribution List
Click the drop-down arrow next to New.

Inhox - Microsoft Outlook

Hadnew < 5 X | Capeply 8

i 31 Mail Message Crlm
%) Postin This Folder  Chrl+Shift+5
i 4 Folder... Chrl-Shift+E
Ll| Search Folder...  Chrl+Shift+p
] | Mawigation Pane Shorteut. .
4 appointment Ctrl+Shift+a
ﬁl Meeting Reguest  Chrl+Shift-+0
8=| Contact Ctr+-shift+C
|,@ Distribution List Crrl+Shifk+L
& Task Chrl-+5hift+k
121 Task Request Ctrl+-Shift+L
éﬂ_ Journal Entry Crl+Shifk+1]
o || Mote Chrl+ Shift-+
i 4| Internet Fax Chrl4-Shift+%
Choose Form...
i Outlook Data File. ..

Select Distribution List.
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F= Help Desk Specialists - Distribution List
e savesndcloss | | b o T ¥ Y X | e - o -GN

i Fle Edit Wiew Insert Tools Actions  Help

Members Mokes

Mame; |Help Desk Specialists

Select Members, ., ] [ Add New, .,

' Mame E-mail
There are no items to show in this view,

srvte

Name your Distribution List. Click Add New... to enter members with Internet
addresses. Click Select Members... to select names from the Global Address List.

Select Members @

Type Mame or Select from List: Show Names from the:
okt Global Address List v
Marne Business Phone Office:
Oft_Wendy (907) 742-4615
GRLUE
MAIN
{907) 742- AIRPY
(907) 277- INLET
(907) P42- MORT
(907) 742- GOVE
(907) 742- POLAI
(907) 277- LAKE
(907) 742- GOVE
(907} 742- CHIMNG
< >
Add to distribution list:
(o] [Ccmea ]

Scroll to the desired name or begin typing the last name to bring up a list from which to
choose. Double-click the appropriate name and it will appear in the right windowpane.
Click OK when you have finished adding members. Click Save and Close.

Saving a Message

All email messages in the folders under your Mailbox are stored on the server. The
system automatically deletes messages 60 days old each weekend and sends a
notification message. If items are deleted from your Mailbox, the message will tell you
how many and from which folders. A System Cleanup folder will also appear under
your Mailbox. Deleted messages can be retrieved from the System Cleanup folder and
saved indefinitely either as a file on your computer or in a Personal Folder.

To save a message as a file, select it in your Inbox, then click File and Save As...
Name your file and choose the file type and location you want.
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Creating Personal Folders

Subfolders can be created within your Personal Folders to sort and store email
messages. Click the drop-down arrow next to New and select Folder...

Inbox - Microsoft Outlook

Hadhew = & (23 K | ChReply CiReph
i | Mail Message Chrl+h H
: “?,J Post in This Folder  Ctrl+5hift+3 & |
i|,__, Folder... Chrb+-Shift-+E |.
Lyl gearch Folder... Chrl+shift+P E e
] Mavigation Pane Shortcut. ..
FH Appointment Chritshifeen | 100
M. F
i Meeting Request  Chrl+Shift+Q m
8= Contact ChrlH-Shift+C =
& Distribution List Chrl+Shife+L M., =
& Task Chrl+shift+ M C
12l Task Request Chrkshift+y |0
S8 Journal Entry Ctrl+3hift+3 Yes!
| MNote Ctr+Shift+M [n.. F
i €4 Internet Fax Chri+shife+s B F
Choose Farm... Lasl
I Outlook Data File. . ..
Create Mew Folder
Mame:
My Folder
Eolder contains:
Mail and Post Items
Select where ko place the folder:
7 Inbox (1)
\-Sﬂ Journal
'@ Junk E-mail [7]
| Motes
L= outbox
[ quarankine
[I=F Sent Ttems
& Tasks
J=")Personal Folders
=9 Fublic Folders

X

W

[

K l [ Cancel

|

Name the folder, select the type of items it will contain, and highlight Personal folders.
Click OK. The new folder will appear under Personal Folders.

To save a message in Personal Folders, click it once and drag it to the appropriate
folder. To move multiple messages, hold down the shift key while making your

selections.

Reading a Message

To read a message, double-click the =1 next to the email that you would like to read.
Click the E to close the message. When you are finished with the message, click the
X button to delete the message from your mailbox.
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Opening an Attachment
To open a file attachment from within a message, double-click the attachment icon.

To open an attachment without opening the message, right-click the message, scroll
down the menu and click View Attachments. Click the name of the attachment that
you want to view.

If you cannot open an attachment directly using the instructions above, try to open it
using the following method.

Save the attachment to your hard drive first. To do this, right-click over the attachment

while the message is open, scroll down the shortcut menu and click Save As. Navigate
to a folder on your hard drive, name the file, and hit Save. If you have problems seeing
the attachment while the message is open, close the message, click on the message

once to highlight it, then, go to File on the top menu bar, scroll down to Save
Attachments, and click on the attachment that you want to save, then follow the rest of
the directions for saving listed above. Open the program on your computer that most
closely resembles the type of program used to create the attachment. For instance, if
the attachment looks like it may have been created with a word processing program,
open Microsoft Word on your computer. Go to File, scroll down and click Open.
Navigate to the file where the attachment was saved and double-click the document. If
Word has a compatible converter, it will open the document. If it does not, it will either
tell you that it cannot open the item, or it will open the item with a lot of garbage
symbols. Sometimes you will be able to see the text of the document hidden within the
symbols. These symbols generally come from formatting items that Word cannot
properly interpret. If you cannot open the attachment with Word, try some other
programs on your computer using the same procedure as that listed above.

Sending a New Message (lisw :=i3end
Click New and the following window will open.

i File Edit Wiew Insett Format Tools Table Window  Help =
Pddsend | ] | 82 ¥ B | ¥ | [ options.. - | RichText
L Fram. ..

|l To. .

[ 2.

1L Bee. .

Subjeck:

H = =N lj"—'_l,||Tim'asNewv\.lRomemv12vév|]§lIﬂ|H
—|
~
v

=[Ble = w ¢ ¥

e

To select a name from the ASD Global Address List, click To...
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Type Mame ar Select Frann Lisk: Showe Marmes Fran the:
|asd| | |Glubal address List w |
| Marne Business Phone Office
E:E ASD Help Desk ”
LS50 HR. Mews
ASD MNews
(907) F42-4615 T
{O07) F42-4615 IT
(907} 742-3000 EAGLE
{907) 742-1034 ECMIF
e {007} 279-0671 ex. 1... FAIRL &
< >

Message Recipients

I
l -
l

(o ) [ ]

Scroll to the desired name or type the first few letters of the person’s last name. The list
will automatically scroll to names that start with those characters. Click once on the
recipient’s name, then click one of the following:

Ta> adds the name to a list of recipients. Everyone on this list will see the

message and they will be able to see the names of all other recipients who are listed as
“To or Cc” recipients.

Cc is shorthand for Carbon copy. If you add a recipient's name to this box in
an Outlook e-mail message, a copy of the message is sent to that recipient, and the
recipient's name is visible to other recipients of the message.

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

Select Names g|

Type Mame or Select From List: Show Mames From the:
| | Global Address List W

Global Address List
Al Address Lisks

| Mame

All Contacts
#5215t Century Programs Al Groups
& 21st Century Programs - Ad.) Al Users
&|6th & K Building Public Falders

Outlook Address Book
. Cont

To select an Internet address, click the drop-down arrow next to Global Address List
and select Contacts.
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Sending an Attachment [l
While in a message, click the attachment icon. A new window will appear in which to
browse to the file you wish to attach.

Replying to a Message “#Bepl, gReply to Al

After reading a message, reply to the Sender by clicking Reply on the menu bar. Reply
to the Sender and everyone in the Cc: and Bcc: fields by clicking Reply to All. A new
window will appear that shows the contents of the original message with a space above
it for you to add your own comments. Type your comments and click Send.

Forwarding a Message = Faruard

There are two ways to forward a message. To forward a message without opening it,
click once on the DX in front of the message, then click the button at the top of the
screen. A new window will come up that shows the message you want to forward.
Click To... to select a recipient. If you want to add information to the message, click
once in the top left corner of the text portion of the message and type your additions.
When you are done, click Send. If you want to forward a message to someone else
after you have finished reading it, click Forward and follow the rest of the steps above.

Deleting a Message X

Delete a message after reading it by clicking Delete on the menu bar. To delete a
message in your inbox without opening it, click once on the DX in front of the message
to highlight it, then click the Delete icon on the menu bar. Please note that the message
is not completely deleted until you empty your “Deleted Items” folder. To do this, either
go to the Tools menu, scroll down and click on Empty “ Deleted Items” Folder or,
right-click the trash can icon in your Folder List and select Empty “ Deleted Items”
Folder.

Quitting Outlook \3 _

To quit Outlook, click File and select Exit, or click the £ putton in the upper right corner
of the screen. If you click the B button, your mailbox will remain open, but the screen
will be minimized. To restore outlook to full screen view, click
located at the bottom of your screen.

Online Help

Outlook has extensive online Help files. Click Help on the menu bar and select
Microsoft Outlook Help. Select the area in which you need help from the list.

11 7/26/2006



	Using Outlook 2003
	Accessing your E-mail .  
	Logging In
	Logging in with Multiple Profiles
	Customizing Your Outlook
	Adding an Automatic Signature
	Opening an Attachment  


