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The Inbox

You will notice items in your inbox once you open Outlook. The following explains some of the graphic pictures (icons) next to message
entries.
~l  “Closed envelope” icon indicates a message which is new and unread
=1 “Open envelope” icon indicates a message has been read
= Open envelope icon with arrow pointing left indicates a message that has been read and replied to
= 3 Open envelope icon with arrow pointing right indicates a message that has been read and forwarded on to someone else
U paper clip icon indicates there is an attachment with the email.
!4 Red exclamation point indicates message of high importance.
4 Blue down arrow indicates message of low importance.

Reading email

Double click on any message in your inbox to read it.
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Reading pane

The reading pane may also be used. Click View-Reading Pane and choose right or bottom. You will then be able to read a message’s
contents by clicking on the item and seeing the contents on the right side or bottom half of the screen.

Respond to an email
g _—

Y,
—-/l Meszage Ad

Reply to the sender of an email by clicking the Reply button.

_4];. _4%.] _.;_} Use “Reply to all” when you choose to respond to all individuals included on the original email.
Reply Eerillslr Forward Use the Forward button to forward a message to someone else.
(n]
Respond

Tip ~ mark a message as unread

If you’ve opened a message you can change it back to “Mark as Unread” by right clicking on the message and choose “mark as unread.”
Why would you do that? Unread messages that have the closed envelope icon indicate you have not acted on that message (opened,
replied, etc). If you've opened a message but don’t have time to act on it, close it so you can act on it when you have the time.

Email Attachments

A paper clip icon next to a sender’s name in the Inbox indicates the email has an attachment = O Gessner, Jim
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Preview attachments

Email Basics

Click on an attachment to preview it in the body area of the email. You may receive a warning message similar to this screen shot:

File name: BudgetnstructionsFY200607_ FY200708.dac
Sizer 107 KB

Author: BU

Last changed: ‘Wednesday, May 16, 2007

=] Message | I_“_ﬂBudget[nstructionsF‘.’EUI]lSU?_ FY200708.dac [107 KE)

Iﬂ_] BudgetInstructionsFY200607_AcctPurchasing.dac (36 KE

i\) You should only preview files from a trustworthy source.

Preview file

v Always warn before previewing this type of file,

Previewing the file might not show the full cantent of the file, To see the mast complete, up-to-date content, open the file,

Reading layout in Word attachments

By default setting, Word attachments open in reading layout view.

To change this:
» Open Word.
» Click on the Office button.

: _.-D:;'s.__-::
-

» Clear the checkmark out of the place that says “Open e-

F

Word Options

Popular

Display

Proofing
Save

Advanced

mail attachments in Full Screen Reading view.”

Saving email

Customize

Add-Ins

Click Preview File to preview the attachment.

If you wish to open the file, double click on it
and it will open in the software it was
originated in.

=

By
{% Change the most popular options in Word.

Top options for working with Word

Show Mini Toolbar on sel
Enable Live Previe
Show Dey rtab in the Ribbon G

D Jpen e-mail attachments in Full Screen Reading view G

use ClearType

LColor scheme: Elue »

There are several formats you may save email in, including one option that will save the original email message along with any
attachments. View this document for detailed information: http://ot.bloomu.edu/Documents/OutlookNew/SaveMessages.pdf

Composing email

Make sure you are in the “Mail” area of Outlook.
Click on New icon
Or, click on File — New — Mail Message
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The following window will appear:

Paste

-

s

Clipboard M

bt
E |
—f'} Meszage

B - Untitle
Insert Options Fiar
| & A |
|B 1 »|:= - 1= -|:E &=
b7 - A= = =y |
Baszic Text

Search: % Nameonly ¢ More columns

Address Book

Advanced Find

& Abbott, Robert

Business Phone

| Lacatio

& Abercrombie, Georgia

5 Academic Advisement
€ Academic Affairs

5 Accomodative Services
8 Account3 Test

& Accounting

& Acor, Daniel

8 act10l

& Adams Daymon

& Adrnin Marathon of the MInd

PSR I Y VY

-

Retired Employee

Student Worker

email

Applications Developer II
tarathaon of the Mind Adrnin

570-389-4099
570-389-3006
S70-339-4101

UBS

Boo -

dddl

08

Cancel
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|_— Click on To...

Email Basics

which will open the address book.

Note: The Global Address List is where you will find all employee
names. Click on the drop down next to Global Address List to
find your personal contacts and distribution lists (under
Contacts).

Either scroll thru the names or begin typing someone’s name in the white
field under “Search.” Once you locate the person:

» Double click on that person’s name to add them to the To Field (or
Cc or Bcc fields).

» Locate another person if necessary.
> Click OK when readv to go back to combosing vour message.
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’Egm“ [ AL s fending a messa
—@. hMessage Insert Options Format Text Adc
] . - o = = - :: = %: = ial
Ribbon area for formatting ——» B | i [ 4 i
your message! Paste g |B I U - A-||E=E E||EE AE
Cliphoard = Basic Text P
Enter a subject line. Ta... | | Gessner, James C.
Type the text of your email in the body area. — =] o | |
Use spellchecking feature if desired (using the icon for S
Spellchecker or press F7 button on keyboard to execute). Subject; _[Sending 2 message
Click the Send button when message is ready to go.

Type your message and press the Send button,

“Control K” Tip ~ a faster way to address emails

After clicking the New button to create a new email message, instead of clicking on the To button to use the address book, try this. Type
the first few digits of a name in the white field after To. Then press Control K. One of the following things will occur:
e A name, based on previous addresses used, will populate the To field.
e If you had not previously sent email to this person, a new window will appear that shows all possible matches from the Global
Address Book. Double click on the name you wish to send to and it will appear in your To field.

Autocomplete feature

After successfully sending an email to someone, the next time you send an email to that same person you would not have to use the
Address Book. Simply type 3 digits of their last name in the TO field. It will autocomplete the rest of the address. That’s because there is

now history recorded for that address. Autocomplete also keeps track of email address you may type in. It keeps track of everyone you
correspond with.
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Deleting autocomplete entry

If you type 3 digits of someone’s last name and have entries appear that you do not want in your history, use your up or down arrows to
highlight that particular entry. Then click the Delete button on your keyboard.

Autocomplete storage max — a drawback

The autocomplete cache will store up to 1000 entries. After it reaches that point, it maxes out and will rewrite files. If you notice at
times that people you normally email are not coming up when using the autocomplete feature it is possible they’ve been overwritten in
the cache. You will need to use the address book to find those entries.

Spellchecking

The spellchecking feature in Outlook can be executed by clicking the Spellchecker icon, or by pressing the F7 button on your keyboard.

Customizing your Spellchecker —
While in a New Message, click on the Office Button =
Then click on the button near the bottom right of the screen called Editor Options.

Next click Proofing to customize the Spellchecker and Autocorrect features how you would like to use them.

Confidential Mail — Use the Bcc Field (addresses/names not visible in email To field)

By default, the Bcc field (blind carbon copy) is not visible on the email form, just the To and Cc fields. This is a setting you can enable. To
always see the Bcc field, click New to create a new email message. Use the Options tab on the ribbon bar. Click Show Bcc.

41

I,"_"\. i _ . - 4
(Da) = Untitled - Message [HTML)

il -
—/ Message Ihsert Format Text L7
j Colars - 81 84 AaPlain Text o0 oy T
n olors @ B &8 an e ﬁI’J Request a Delivery Receipt —4 5" \-'Eﬁ
e Fonts ~ =4 B [ Aa HTML -

Themes — Fage Showe  Showe . Use Woting Request a Read Receipt Save Sent Delay Direct
- Effects' Color - Bcc From Aa Rich Text Buttons = Item = Delivery Replies To

Themes Fields Format Tracking ] More Options (]

=1
Send

Subject:
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Why use a Bec?
» To send e-mail confidentially. Place your email address in the To field and place the other addresses in the Bcc field to provide
confidentiality to the group you are sending to. Their email addresses will be protected from being viewed by others.

Ribbon Technology

Ribbon technology brings the most popular commands to the forefront, so you don’t have to hunt in various parts of the program for
things you do all the time. The ribbon tabs and categories change as you have different needs in the different areas of Outlook.
Example: The ribbon options available under a new email message differ from the ribbon options available under a new calendar
appointment.

Sample of Message Tab

The message tab allows you to use copy, paste, clipboard features, formatting (bold, italic, font colors), insertion of names from the
address book, insertion of attachments, signatures, setting of high/low importance, and spellchecking of messages.

P ] 5 = Untitled - Message [HTRL]
E"a o
- Insert  Options  Format Text < Click on the other tab options
&j ' || calibripo v |11 - || AT AT|[3E - = |2 gaﬂ @ ,;J 0 =H ? i Iv (Insert, Options, Fc?rmat Text)
) 0 ] to see what groupings are
Past abz ., Ll=l= =||z= s=||| 2dd Check Foll spelli .
st o | [B2u b7 .- A== =||EEE parss neck 2~ E,DT’“ 3 T available!
Clipboard ™ Basic Text IF] Mames Include Qptions ™ || Proofing

~/

When you see this symbol, click to see additional options.

Setting Email Message Options
Create a new message. Under the Quick Toolbar, you will see an icon for options. Click on that.
—@"l Bisage Insert

—_ O N PRy
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You will be able to indicate an Importance level, Sensitivity level, request a read or delivery receipt, request replies be sent to someone

else, along with other options.

Sent Items Folder

The Sent Items Folder is where Outlook copies items you sent to other people. This can be found in the Folder list. (Note: Be sure to
look at this folder occasionally and delete items. The Sent Items folder counts towards your mailbox size quota.

Printing emails
While in the message, click on the Office Button

Choose Print — you will see several options:
Print

Quick Print

Print Preview

Etc.

Read the description by each option

for detail.

O©Office of Technology, Bloomsburg University
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RE:

2@

0 R g ol B X AL

Meww Mail Message

Sawe

Save As

Delete

Move

Permission

Print

Properties

Clase

Preview and print

Page Setup

Memo Style

¢ Quick Print

Print
Select a printer, number of capies, and
other printing options befare printing.

Send the item directly to the default printer
without making changes,

Print Preview

Previews and make changes ta pages before
printing.

Define Print Styles

Change how an item prints by creating
wour own print styles,

[z Editor Optio
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Deleting emails - Highlight the message you wish to delete. Press the Delete button on your keyboard or click on the X icon.

® Note: When deleting emails, they are simply moved into the Deleted Items folder. They are not permanently deleted. To
permanently delete items, right mouse click on the Deleted Items folder and choose “Empty Deleted Items.”

e Don't forget the Mimosa Archive! All mail that comes into, or is sent from, your Outlook software is stored on the Mimosa server.
Click on the Mimosa folder in your folder list to view archived mail. There is training documentation on the Office of Technology
website for the Mimosa archive system.

Restoring deleted items

There are two ways to do this, depending on how the items were deleted.
o If the item(s) were simply deleted (and are still in the Deleted Items folder), click on the Deleted Items folder and drag the item(s)
back into the Inbox.
e |[f the item(s) are no longer in the Deleted Items folder, click on the Deleted Items folder. Next choose Tools-Recover deleted
items. You will be able to recover anything deleted within the last 14 days.
A new window will appear showing items deleted. Find the item(s) you need and click on the icon to restore it. (Note: item(s)
will be restored to the Deleted Items folder. If you then need them in your Inbox, drag them there.

Saving Email Draft

If you should become interrupted when composing an email, you can save your email by clicking on—— L'z'_::,' | & r
. . . iodl S
the Save icon located in the Quick Access Bar.

) {a/ Deleted It 33
This will save the email in the Drafts folder. Click on Drafts to open that folder. Double clickonthe _| .i D:;t: [1] ems (33)

email to continue working on it. Send when ready. % [ Inbox (5)
i TefFarckad

D"J @ ¥ AT RE: Webpage - |

Resend or Recall a Message SO essage

Click on Sent Items folder. SEDEEED 4 —E Mowe oFolder™ Gy o

. . % Create Rule
Double click the message you wish to resend or recall. Reply Reply Forward | Delete /S| Black
- ) 1o Al 2 OtherActions =| )| cender

Click Other Actions and use Resend or Recall. Respond o ot

See important note below about the recall feature! Fram: O, Tudy Edit Message
Ta: Mehl, Geoffrey L Recall This Message..,
E::bject: RE: Webpage Resend This Message..,
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Important note on recall feature

Unfortunately the “recall the message” feature does not work well in most situations.

e [f you have any non-exchange recipients such as students or outside email addresses, their client will not support recalling the
message at all.

e |If afaculty/staff person is checking their email in certain ways which we support such as POP or IMAP (which should only be used
from home, most likely), this means their account at the time is not set up as an Exchange account and will not be able to have
the message recalled.

e A message cannot be recalled at all if a faculty or staff person has already read the message.

Even when all conditions are met and the exchange recipient has not read the message, recalled messages are not actually removed
from a user's inbox. Instead, a second message is sent to the recipient with the word RECALL appended to the subject line. If the
recipient opens the recall message, then the offending message will be deleted and a confirmation will be sent to the person who
performed the recall. On the other hand, if the recipient opens the original message rather than the recall message, they will see the
actual message that was sent by mistake and the recall message that was sent does nothing, since the recalled message was read.

4+ Keep in mind: If a recalled message is successfully removed, it will still be available in Mimosa Archive 2 years from delivery date.

In summary, the “Recall message” feature that Microsoft put into Outlook when running Exchange gives a false sense of security and
does not work as well as one would think.

Stationery and Themes

Themes provide both a background and additional formatting, including a set font and font color. Outlook provides a variety of themes
and stationery for your use.

Creating a new message with stationery or themes

4+ While in the Mail area of Outlook, click on Actions along the top menu. Choose New Mail Message Using — Choose “More
Stationery...”
+ Select the stationery or theme you wish and click OK. A new mail message form will open.
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Applying stationery or a theme for ALL messages

Click Tools — Options — Mail Format — Choose Stationery and Fonts button. The following window appears. Click the Theme button and
choose the stationery or theme you wish to use as a default for all messages.

Signatures and Stationery E x

E-mail Signature  Personal Stationery |

Theme or stationery For new HTML e-mail message

| EBreeze

Fonk: ILIse theme's font j

Changing default stationery/theme
Click Tools — Options — Mail Format — Choose Stationery and Fonts button. Click the Theme button and apply changes.

Tips & Tools

Force the server to send new email

You can force the server to move a bit faster by clicking the Send/Receive icon on your Toolbar. This is generally found on the same
toolbar as the “New” button, as illustrated below. If it’s not visible, click View-Toolbars. Make sure Standard is chosen.

E cend/Receive + P | G Search address b

Default font type, size, color

Click on Tools-Options-Mail Format. Chose Stationery and Fonts button.
» You can set your fonts for composing new messages, replying/forwarding, and composing and reading plain text. Click on the
“Font” button for each section to set.
» Click OK when finished.
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Signatures vl Stationery ﬂm

E-mad Signsture  Personsl Stationery |
Theerme: oo stationery For new HTML e-mal message

Theme... |mmmmmse+md
e mad messages

Fort. .. ” Sample Text I
Rephyirg or foreandng messages

Fort. o || Sample Text l

I Mark my comements with: |01
™ Pick & nws golor when neplying o foewsarding
Composing and reading plun text messages
Fot.. | | Sample Text — |

Format for E-mail (HTML)

Click on Tools-Options-Mail format tab — HTML should have a checkmark in it. This allows formatting when you are creating e-mails.

Formatting look strange in reply messages?

As noted in the tip directly above this, people are able to change the default formatting of their email to other options such as plain text.
If you reply to a message and notice no formatting ability, try these steps:

» Click on Reply.

» Click on the Options Ribbon Tab. You will see whatever format was used in the original email is highlighted.

» Click to choose another option to change the format for the email you are composing.

Edit subject field on incoming email
Type desired text in the subject field. Click Save icon. Close the email.

Why would you want to edit the subject? To add keywords so you can find it easier or to make it more informative, so you don't need to
open the message to see what it's about.
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Alerts when new e-mail arrives

You may notice as new e-mail is being delivered to your Outlook account, you will see a small window appear in the lower right corner.
It’s somewhat transparent and fades away in a few seconds. If you do not like seeing that window, follow these steps:

» Click on Tools-Options
» Click on button called “E-mail Options” | Save messages
> Click on button called “Advanced E-Mail Options” Autosave tems

¥ autoSave items EYErY: |3 rinukes

™ In folders other than the Inbos, save replies with ariginal message

» Take the checkmark out of the area “Display a new mail desktop alert

¥ Save Forwarded messages

—When new items arrive in my Inbox
v Flay a sound
¥ Briefly change the mouse cursor
¥ show an envelope icon in the notification area
¥ Display a New Mail Deskbop alert {default Inbox anly)

Desktop Alert Settings. ..

Need to know if your email was read or delivered? Request receipts!

If you need to know that a certain email was read (or delivered), follow these steps:
» Compose your email.
» Using the Options tab on ribbon, Request a Delivery Receipt or Read Receipt.

— —
- Message Insert Format Text

Colors = 81 84 | A3 Plain Text [l
Aal n Har @ 81 &1 Al e EIE’ Request a Delivery Receipt
:|" - Fonts - =8 [ Aa HTL

hemes — Page Showe  Shouw ) se W'ating Request a Read Receipt
- [O]effects = | caar~ Bee  From | AaRichText | puttans -~
Themes Fields Format Tracking F]

L LI
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Request receipts on all email

If you need any of these features set for ALL messages, you can set them as system defaults. Follow these steps:
» At main Inbox window, choose Tools — Options.
» Under Preferences tab, choose button for E-mail Options. Click on Tracking Options to set them.

View tracking info after requesting receipts

» To see tracking info on a message you requested a delivery or read receipt on, click on your Sent Items folder listed in the Folder

List. (You’ll see an icon like this T next to items that have tracking information available.
ﬁJ Ohl, Judy
s L . s = & ¥ |5 receipt - Message (HTML) -
» Open the sent message by double clicking on it. (Ca) .
—-/ Message Developer Adobe POF
Click on the Tracking tab to view information. LY Message ) ¥ 3 || 8y | O Categorize - @ Em
i ' «d 3 X & |l v rolowup- L4
| Reply Reply Forward Delete Junk 3 Find Send to
to All 2] ™ | |E-mail -|| [ Mark as Unread - | OneMNote

This sample shows tracking information on a message requesting

Show Respond Actions Options ] OneMote

a delivery receipt and a read receipt.

This message was sent on 10/15/2007 9:27 AM.
Status Totals: read by 1 recipient

Recipient Delivery Read
Where dO the receipts go‘) |- Ohl Judy Delivered: 10/15/2007 9:36 AM Read: 10/15/2007 9:37 AM

By default, receipts are moved to your Deleted Items folder. If you would like to create a separate folder specifically for receipts, do this:
Click on Tools — Options

Click the button called Email Options

Click Tracking Options — click the Browse button

|Tracking Options

¥ Frocess requesks a SpOnsEs on arrival
¥ Process receipts on arrival

V¥ after processing, move receipks ba

IDeleted Items Browse, .. I
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Click the New button —the following window will appear.

[create New Folder TR

Marme:
IF"‘EEE":'ts D — Provide a name for your receipts folder.
Folder contains:

1 This arean Mail and Post Item
[¥ai and Post Ttems — s area needs to say Mail and Post Items

Select where to place the Folder:

Highlight the Mailbox — your name folder so the new Receipts folder will
be flush left with all other mail folders.

A

Bk f'-"l-?|i||:u:|::-:: - Ohl, Judy
Calendar (24)

|85 Contacts

{a] Deleted Items (11}

L7 Drafts —

E Inbox (7}
Infected
E Journal
L@ Junk E-mail [371]

E :?LTSE' rehive =] 1] Click OK when done. Click OK to all other windows to get back out to

/ the main Outlook area.

Ik Zancel |

After doing this step, all future read and delivery receipts will be found in your Receipts folder.
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Microsoft Outlook 2007

Font size in your mail columns

If the font size in your message area is not the way you like, try this tip:
Right click on the light gray line at the top of the Inbox (where it says From, Subject, Size, etc.)

T @ERK W L ] [ [ 7 B[ eeages ‘:l;-u’-‘J“J»B
adtew | 5 x [ Reply L%Reply ta &ll (- Forward gﬂSend,l’Regeive - c_"pFi_nd & G Type acontacttofind - | @@ E

Favarite Folders E‘| !| (] |Q|Fr0m / |T0 |Subject |Received |S. |\7 !

[ nbox -] Adverpages - Di Camcor... 0.. Capture your rﬁries on a... Mon 6,/20/2... 5. [
31 unread Mail -1 Adverpages - Glowsti 0... An array of#wsticks to cho... Sat 6/18/20... 5.
'—‘3 For Fallow Up -] Adwverpages - Interior Deslg... O... Fill the wigl open spaces...go... Fri6/17/20.. b.
{=d Sent Ltems -] Adverpages - Law School w Find I:I'Mresl: law school for y... Tue 6/21/2... 5.
All Mail Falders -1 Adverpages - Master Degree l:NacB‘f all trades? Master o... Mon 6/20/2... 6..
= 85 Ol Al s - 5.
2] Deleted Items (326 ” : H H
j : Next, right click anywhere on the light 2
B Ly Inbex 1 a| gray line and pick Field Chooser. 5.

[ Infected

Choose "Customize Current View" - Click "Other Settings."
Try different font settings until you come up with one that you like.

Indenting reply and forward messages

Click on Tools-Options-Preferences tab.
Click on E-mail options button.
You'll see part way down the page you can set indenting options.

How to change what Outlook does when you move or delete an item in your Inbox

Email Basics

Outlook is defaulted to always return to the inbox after moving or deleting an open item. If you would like to change that default to
something like “open the next message” after moving or deleting an item, that is possible. Click Tools-Options-Preferences.

Under the E-mail options button, you can change this near the top of the screen.
Message handling

4 After moving or deleting an open item: (e g gERnErARle=1]
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