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Getting Started With Outlook

How to Open Outlook 2003

On the Windows taskbar, click Start -> All Programs -> Microsoft Office -> Microsoft Outlook 2003

Identifying the components of the Outlook environment:
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Tile Bar

Menu Bar

Ask a Question Box
Standard Toolbar

Mavigation Pane
Task Pane

Go Menu

Cuick Launch Bar
Reading Pane

Skabus Bar

Displaws the name aof the current folder and the applicabdon
Lists the menus
Provides a place to enter questions

Provides quick access bo some of the most frequently used
commands

The column on the left side of the window that prosvides access
ko all components of Outlook

Provides a window that wou can use bo access commonly used
com mands

Part of the Masvigation pane that allows vou to quickly switch
bebwesn com ponents

Part of the Mavigation pane that provides quick access to
frequently used com ponents

Displaws the contents of the selected m essage withaut apening
the message

Displaws infarmation about the ackive Folder



Mail

Composing Messages

How to Compose

and Send a Message

e On the Standard Toolbar, click New -> Mail Message to display the New Message dialog box.

o Click the 7o button to display the Select Names dialog box.

e In the Show Names from the: drop down list, select the Address Book you wish to search in.

o Inthe Type Name or Select from List: text box, type the last name of the recipient and click on
70, Cc, or Bcce to select the name. Click OK'to return to the New Message dialog box.

Click in the Subject field and enter the subject of your choice.

Press Tab to move to the message body text box and enter your message.
e On the Standard Toolbar, click Send to send the message.
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How to Format a Message

To format a message, select the text that you want to emphasize. To select all the message text, press
Ctrl + A or choose Edit -> Select All.

On the Standard Toolbar, click the appropriate button.

The following is just an example of some of the options:

cwwswsws . bochange font skde w . tochange Font size
=ll tobold font £ ko ffakioie fonk
gl Lo underline font E  toalign left
=] ko center = ko align right
m| tojushfy AR tochange font color

How to check the spelling and grammar in a message
To check the spelling and grammar of a message before you send it, choose Tools -> Spelling and
Grammar, or press F7.

Correct any words that Outlook does not recognize by clicking:

Ilgnore Once to skip the current occurrence of the word.

lgnore All to skip all occurrences of the word.

Add to Dictionary to keep the word unchanged and add the word to the user dictionary.
Change after you change the spelling of the word by either entering a different spelling or
selecting a word from the Suggestion list.

e Change All to change the spelling of all instances of the same word.

Click OK to close the message box.

How to Attach a File to a Message

While in a new mail message, on the £-mail Toolbar, click the /nsert File button - Once the /nsert
File dialog box is displayed, select the file you want to attach and:
e Double-click the file to attach it.
Or
e Click /nsertto attach it.

NOTE: The recipient must have the same or similar application in which the attachment was created in
order to open it.

NOTE: If the size of your attachment is large, it will take up a lot of space and may delay the opening of
the attachment of the item to which it is attached.

How to Open a Message
In the /nbox, you can either double-click the message you want to open or select the message you want
to open and press Enter.

Message symbols: Each message in your /nbox displays with one or more message symbols next to it.
The symbols represent the type or status of the message:

& replied message

& Forwarded message

Message has an atkachn ent
Message is Flagged For Follow-up

High importance message

Low i portance message

A read message

An unread message

Message is Flagged as com pleke

Dé-s
EHedi

i
.



How to Reply to a Message
To reply to a message, you can either open it and click on Repl/y or you can simply highlight the message
and click Reply on the Standard Toolbar.

e In the message text box, enter the text of the message.
e Click Send to send the message.

Reply options
e Use the Reply option to send a response to the sender of the message.
o Use the Reply To All option to send a response to the sender and copies of the response to
anyone who received the original message.
e Use the Forward option to forward a copy of the message to someone who did not receive the
original message.

How to Forward a Message

Open the message you want to forward.

e On the Standard Toolbar, click the Forward button. A new Message is displayed.

e Address the message to the appropriate recipient, type a message, if desired, and click Send.
e Close the original message.

How to Recall a Message
o Display the contents of the Sent Items folder
e Open the message you want to recall
e Choose Actions -> Recall This Message
e In the Recall This Message dialog box, verify that “Delete Unread Copies of This Message” is
selected
e Click OK

NOTE: You cannot recall or take back a sent message if:

e The recipient has opened it.

e It has been moved from the /nbox.

e The recipient is not logged into Outlook.

e The recipient is outside of our Exchange System.
Managing Malil

How to Open an Attachment
e Open the message that contains the attachment you want to open.
e On the Attachments line of the Message form, double-click the name of the attachment.

NOTE: See How to Save Your Attachments under the How to Cleanup and Decrease the Size of Your
Mailbox section.

How to Print a Message
e To print an open message, choose File -> Print to display the Print dialog box.

NOTE: You do not have to open the message to print it. Simply select the message in the /nbox and, on
the Standard Toolbar, click Print.

How to Delete a Message
o With the message selected or opened that you want to delete, click the Delete button.



How to Recover a Deleted Message
e If you need to recover a recently deleted item, drag it from the Deleted Items folder to any other
folder or choose edit from the menu bar and choose Undo Delete.

NOTE: This option only works immediately after deleting a messa(!;e.

aitem il L] | e s = Sl Ll 2lm

e Ifyou need to recover a deleted item that is .
no longer in your Deleted Items folder; [ : _

o In All Folders, click once on the
Deleted Items folder to select it.

0 On the Standard Toolbar, click Tools
-> Recover Deleted Items... to
display the Recover Deleted Items
From — Deleted [tems dialog box.

0 Choose the item or items you want
to recover and choose the recover
icon. The item will then reappear in
your Deleted Items folder.

>
® Recover Deleted llems From - Deleted ltems

B _|Spam Quarankine Summary DI1-B5F400
A0ut of Office AutoReply: VW 32012007 2:30 PM Hetzel, Cheiskine
i e s an

How to Flag a Message
e Right-click on the message you want to flag and choose Follow Up -> Add Reminder to display
the Flag for Follow Up dialog box.

NOTE: In an open message, you can click the Follow Up button on the Standard Toolbar.

e Click the Due By drop-down arrow. A pop-up calendar is displayed.
e Select the date on which you need to follow up.
e Click OK.

NOTE: When a flagged message is due for follow-up, the text in the message header will change from
black to red.

How to Mark a Message Unread

e Inthe /nbox, either select or open the message you want to mark as unread.
e Choose Edit-> Mark as Unread.

How to Create a Folder ,
e On the Menu bar, click File -> Inbox - Microsoft Qutlook

New -> Folder, to display the [ gile | Edt Wiew Go Tools Actions Help

l:C)‘re'az‘e New Folder dialog | News , | 2 il Message chrlin
. Ezi(e.r a name for your folder. f Cpen b | %) Postin This Folder  Chrl+Shift+S
e Select the location where you n Clase All Ttems ||_'_.| Folder... Chrl+ShiFt+E

want to create the folder. - . . . .
e Click OK.

How to Delete a Folder
e In the A/l Mail Folders pane, select the folder you want to delete.

e On the Standard Toolbar, click the Delete button ..
e In the message box, click Yes to confirm the deletion of the folder.

How to Move Messages to a Folder
e Select the message you want to move.

e On the Standard Toolbar, click the Move to Folder button'-:l.
e Select the folder to which you want to move the message.
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How to Copy Messages to a Folder

Select the message you want to copy.

Choose Edit-> Copy.

Select the folder to which you want to copy the message.
Choose Edit-> Paste.

How to Add another User’s Mailbox

From the Menu bar, click 7oo/s -> PRl Gl pew o

E-mail Accounts to display the E-mail SREeeti] LSk AR LE

Accounts dialog box. frd Gl ] M Sntty | Sosmatnon | Mot el
Check View or change existing e-mail o e o e R B

accounts -> Next. 1 m:: :m IO L
Click on the Change button to display 5 Empky “Deleted e [amere |
the E-mail Accounts, Exchange Server i : —

Settings dialog box. Eors S

Click on the More Settings button to s

display the Microsoft Exchange Server ::Jwi

dialog box. e ||

On the Advanced tab, click on the — e Ea I et e B
Aa’q’ butto_n to display the Add T 090 Labetiiiter (o Fekr i Setros|
Mailbox dialog box.

In the Add Mailbox text box, type the Lo J[Ceamwa |[ s |
last name of the user you wish to

add.

Click OK to close the Add Mailbox dialog box, OK, Next and Finish closing the remaining dialog
boxes.

D ——
My Calereiars. | = —
[7] Caleraiar il FHor, fm -y Thu Fri dwian | || Canas, Karen
] [aloreiar i Mabwrs - Canas, || | Z 3 Tl [ LS am | Mo | Tam | wed | T = [
Cifer Caberalars = Dpen
] ewide, Pacoke Copeer iy M Wi
s Ciher Calardds
Bdvarced Find...

4| ooy Caenda”.,
(| movlete “Calerclar®

Rerares [roen My Caleridans
Y Mo Up il

Bark: ANl o gt

Propeites

NOTE: The calendar of the user you just added will appear in My Calendars. You will need to remove it
or the name above it will be “Calendar” instead of the user’s name. To remove it, from the Navigation
Pane under My Calendars, right click on the user’s calendar that you just created and choose Remove
from My Calendars.

NOTE: See How to Add/Open Other Users’ Calendars under the Calendars section to add the user’s
calendar to your Other Calendars.



How to grant permissions to your Outlook files

Farvrike Folders
From withir.1 the Mail Folders, right click on the folder you wish to j;TLmnm
grant permissions to. 3 GowhET
From the pop-up menu, choose Sharing to display the Folder Items ::;““FG‘;":'L“:““’*
Properties dialog box. i
On the Permissions tab, click the Add button to display the Add - ﬁ'ﬂ{ P
Users dialog box. sl | U
In the Type Name or Select from List text box, type the Last name 3 5P
of the user you wish to grant permissions to, click the Add button, fvarced Frnd..
then click OK. .
The name of the user you just granted permissions to will now 5| Sopy "Sent Merme”.,
appear in the Name and Permission Level section.
With the username you just granted Permissions to highlighted, in _‘ —

the Permissions section, choose one of the Permission Levels. (see

table below) Qi —

Berrve from Favonits Folders

el
Fadiirarinly abiors

[l

Send M=t Proportiog

# | Move Down inilist

Madk Al &5 Rgad

Ficea Page Fedihachive Sl [havecs B purl s Erocess Al Marked Hesders
Pome | Permissire | Swrdeosisstion Frocess Marked Headers
Parmisgion Lval [o Hioeran Fage: Ragodechien
Bkt Ferms P SnTctranization Sharing..
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e i

With this You can

permission

level:

Owner Create, read, modify, and delete all items and files, and create subfolders. As the folder
owner, you can change the permission levels others have for the folder. (Does not apply
to delegates.)

Publishing Create, read, modify, and delete all items and files, and create subfolders. (Does not

Editor apply to delegates.)

Editor Create, read, modify, and delete all items and files.

Publishing Create and read items and files, create subfolders, and modify and delete items and files

Author you create. (Does not apply to delegates.)

Author Create and read items and files, and modify and delete items and files you create.

Contributor

Create items and files only. The contents of the folder do not appear. (Does not apply to
delegates.)

Reviewer Read items and files only.
Custom Perform activities defined by the folder owner. (Does not apply to delegates.)
None You have no permission. You can't open the folder.

NOTE: Click Apply and OK to close the Folder Items Properties dialog box.




How to Clean up and Decreased the Size of Your Mailbox

Your mailbox is established with 50MG.
Additional storage space is approved and
allocated by department per agreement in
30MG increments.

How to check the sizes of your

folders

From A/l Mail Folders, right click on
“Mailbox — username”.

From the pop-up menu, choose
Properties for “Mailbox — Username...
to display the Outlook Today dialog
box.

On the General tab, click the Folder
Size button to display the Folder Size
dialog box.

When finished viewing, click Close to
close the Folder Size dialog box.
Click OK'to close the Outlook Today
dialog box.

How to save your attachments
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Type:
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() Show number of unread ftems
(C Show total number of items

‘When posting to this folder, use:

[| Folder Size...
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Location:  Microsoft Office Outlook
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Server Data

Folder hame:

Size (without subfolders):

Total size (inchuding subfolders):

Maibox, - Boudreault, Rhonda
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78319 KB

Size i
400 KB
48KE
63 KB
264 KB
251 KB
65331 KB
3IKB
0KB
2KB
OKB
11951 KB
OKB
OKB
OKB
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OKE
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400 KB
48KE
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264 KB
251 KB
65331 KB
3KB
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2KB
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1KB
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Syne Issues

Syne Issues\Conficts
[ Syne TssuesiLocal Falures
Syni Issues)Server Fabures
Tasks

It is not necessary to keep an item just because it has an attachment you want to keep. Attachments
take up unnecessary space in your mailbox. It is recommended you save your attachments to your user
drive to free up space in your mailbox. To save attachments;

o]
o]

Save Attachment dialog box.
o]

choice.
o Click Save
0 Delete the message.

ity [ v

B Woekly - Message (Rich Text) = |
Dpe Ot Vew et Formst Tods  Adtions

=0 = Al B

Open the message that contains the attachment you want to save.
Right click on the attachment and choose Save As from the pop-up menu to display the

From the Save /in drop-down box, choose your personal drive or any location of your

Bt

Hore's the [stest edition

Tudmr, Davd  Sent:  Fri O3f23(2007 8:32 AM

Dravid Tucker
Deputy Commessiones
Diepartment of Information and Innowation
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Save n:
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§ My Computer

B 3% Flespy (A
e Locsl Disk (C:)

b CO Dvive (D)

o CD-RW Drive (E:)
o RBoudreauit$ on 'di-ds02” (H:
i shared on ‘di-ds02' (S:)

&J My Nebwork Places
L My Documents




Folder Cleanup

e Delete any items from your /nbox folder that are no longer needed.
Al Folders e Delete any items from your Sent /tems folder that are no longer
= 6t mailbax - Boudreault, Rhonda - needed .
] Colnr HINT: It is recommended you clean out your sent items at least once a month.
e Right click on your Defeted Items folder and choose Empty “Deleted
....... contact Items” Folder.

oo o0 If you need to recover a recently deleted item, drag it from
E‘ﬂi?m&" the Deleted Items folder to any other folder or choose edit
[t from the menu bar and choose Undo Delete.

@%;;:':sj:“s || o If you need to recover a deleted item that is no longer in
9 Tasks your Deleted Items folder;

H [:1 Sesrch Folder

= In A/l Folders, click once on
the Deleted Items folder to
select it.

= On the Standard Toolbar,
click 7ools -> Recover
Deleted Items... to display
the Recover Deleted ltems
From — Deleted ltems

d|a|Og box = I-? Recover Deleted llems From - Delefed Items
= Choose the item or items ; H_‘h
you want to recover and :
choose the recover icon. cu - u- [
. . Spam Quaranking Summary
The item will then reappear RO SHIGRERRI T S ERn. e e

in your Deleted Items folder.
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Calendar

Overview of the Outlook Calendar

The Outlook Calendar consists of two main components:
e Appointment Section
e Date Navigator
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Appaintn ent Reserve atime slak once for a designated purpose
Recurring Appoinkment Reserve atime slok more than once for a designated purpose
Event Reserve a specific day or group of daws for a designated
pUrpose
Meeting Request: Reserve atime slob once for a designated purpose involving
ather participants
Recurring Meeting Requests  Reserve a time slok more than once for a designated purpose
inwolving other participants
Calendar Views
Dray A detailed schedule For one day, divided in hourly tim e sloks
Wiark ek The five work davs (Manday thraugh Friday) divided in hourly
kime sloks
Week, The entire week (Sunday through Saturday) where each day
is represented by a box with no time slaks
flonth An entire month with no kime slots
i This appointm ent has a reminder,
(33 This is a recurring appoinkm ent.
T This is a meeting that inwolves mulkiple participants,
pa This is a private appointm ent,



How to Print the Calendar
o With the Calendar open,
on the Standard

Toolbar, click the Print ——
button to display the Mas: | TSVR2-DI-ADIDH_LAN L HaoD w| [ Propertes |
Print dialog box Sotus:

e From the Print Style list il pemsmmdeel LGl o
box, select a print style E - Comment;
for your calendar ” frin this calender Copes

e In the Print Range box, E wesky St . v 'ﬁm:nm: T
specify the start date to Merthly Sk Yt e o o o 1 :
designate the start time s E ot O Ll caotn copes
that you want printed ' 10T e [ efine spyes.. | _'M _H _Ju

e In the Print Range box, E Colacke Dl S ] e -
specify the end date to E[ e S T E———
designate the end time Rat: Non 02]272006 4
that you want printed End: S a0 ¥

e If desired, click Preview [ tice detalls of peivate appoinkments
to display Print Preview, S ) [ corcn Pregew |

then click Print to return
to the Print dialog box
e Click OK'to print the Calendar

Scheduling Meetings and Appointments

How to Schedule Meetings and Appointments
e On the Standard Toolbar, click New -> Appointment button (for a meeting, click New -> Meeting
Request) to display a new meeting/appointment.
In the Subject field, enter a subject of your choice.
Press Tab to move to the Location field.
In the Location field, enter a location of your choice.
From the Start Time drop-down list, select the appropriate starting time of the
meeting/appointment.
e From the End Time drop-down list, select the appropriate ending time of the
meeting/appointment.
e If this is an all day meeting/appointment, check the A/ day event check box.
o If this is a recurring meeting/appointment, click the Recurrence button to display the
Appointment Recurrence dialog box.
o0 Select your choices in the Recurrence Pattern, and Range of Recurrence sections, and
click OK.
o Click Save and Close to save the meeting/appointment.

NOTE: By default, scheduled meetings/appointments have a reminder of 15 minutes.
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How to Reply to a Meeting Request
To accept or decline a meeting request:
e In the /nbox, open the meeting request message.
o If desired, on the Standard Toolbar, click Calendarto check your calendar.
e If necessary, click the Close button to close the Calendar
0 To accept the meeting request
= On the Standard Toolbar, click Accept.
= In the message box, click OKto send the response.
e You can send with or without a response
0 To decline the meeting request
= On the Standard Toolbar, click Decline. A message box is displayed.
= Click OKto edit the response before sending.
= In the message area of the response form, type a response.
= Click OK
e Click Send to send the meeting request.

How to Propose a New Meeting Time
e In the /nbox, open the meeting request message.
On the Standard Toolbar, click Propose New Time to display the Propose New Time dialog box.
From the Meeting Start Time drop-down list, select a new time.
Click Propose Time.
In the message text box, enter a response.
Click Send to send the new proposed time.

How to Track Meeting Responses
o Display the Calendar
Display the date on which the meeting is scheduled
Double-click the meetings to open it
Select the Tracking tab to see the status of the attendants’ responses.
Click the Close button to close the Meeting.

How to Edit/Update Existing Calendar Entries
To edit appointments

e Open the meeting request/appointment that you want to edit.
¢ Make the appropriate changes.
e Click Save and Close to save the appointment.
NOTE: The organizer should be the one who changes the time so everyone will be notified.

To cancel or delete an appointment

e Open the meeting request/appointment that you want to cancel/delete.
e On the Standard Toolbar, click Delete. A message box is displayed. The option to send a
cancellation message and delete the meeting is selected, click OK.
e The meeting box will reappear. If desired, enter a message.
e Click Sendto send the cancellation notice.
NOTE: You can also delete a meeting without sending a cancellation message.

To assign a category to an appointment

e At the bottom of the appointment, click Categories to display the Categories dialog box.
e Choose the category and click OK.
o Click Save and Close to save the appointment.
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How to Add/Open Other Users’ Calendars
NOTE: The calendar owner must give you permissions to their calendar before you can view it.
e From the Menu bar, click File -> Open -> Other User’s Folder to display the Open Other User’s
Folder dialog box.
e Type last name of user and hit the Mame button to choose the correct user.
Hit the OK button.
The user’s calendar will appear to the right of yours with their name displayed at the top.

NOTE: To turn off their calendar, uncheck the check box next to their name.

Contacts
Managing Contacts

How to Add a Contact

e On the Standard Toolbar, click it ) 4 ® XL
New -> Contactto display a new | 31 s tessage N
contact. %) post in This Folder  Cirl+-shift+5
e Enter the desired information in 4 Foldgr... Cirl St
the appropriate text boxes | searchFokder...  Chkeshitep
e Click Save and Close. Hagigation Fane Shorta ..
j Appointment |:n.-u-: Camici
How to Edit a Contact Zal Mestng Regued s B ALt 2t 10 ss il
7o edit contacts S0 Contact [ 'ioms [omm | mmm | com | e
o Open the Contactthat you want | &) Serbsenbst] 7 g = b
to edit. *b B o o f—
e Make the appropriate changes. B 177 ot | wweer
e Click Save and Close to save the Y Jeomd Entry ’:" _______
Contact. all Biote —=r=g
€5 Irtermet Fax ...:"
7o delete a contact et
Outlook Data Bl i
e Right click on the Contact that
you want to delete and choose
delete. = i

To assign a category to a contact

e At the bottom of the contact, click Categories to display the Categories dialog box.
e Choose the category and click OK.
e Click Save and Close to save the Contact.
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How to Sort Contacts

Full Mame Home Phone Mobile Phone | Business Phone Company Business Fax Journal | Categories

Click on any column header to sort by that header title. A small triangle to -~
the right of the column name indicates that the list has been sorted by that Full Name f: )

column in a particular order. ﬁ;sc:;r@ing
: , , Full Name (% )

Click on the column header a second time to sort that column in reverse —

order. Descending

How to Find a Contact
e In the Menu bar, go to Tools -> Find -> Find.
e Type a contact to find in the text box.
e Type the name, company name or other text on which you are going to search.
e Press Enterto display any contacts that match the word(s) you entered.
0 By default, Outlook only searches for particular names:
First or last names E-mail addresses
Display as Names Company Names

Type 3 contact ko find -

How to Print a List of Contacts
e On the Standard Toolbar, click the Print button to display the Print dialog box.
e Select a print style.
e Click OK'to print the contacts.

Tasks
Saned [] “1
Managing Tasks g -
| Fokder... Gl Sl
How to Create a Task Al SewchPoiter..  Coledied

e On the Standard Toolbar, click EEmgEs
New and choose 7ask. :

) K ) M Mg Ragusst  ChiShite) m
e Enter a subject in the Subject . il gontact et
c Bl Bl Ve Jroert Foemst Took  Adions el
text box. B owrrboten i OuleShitel

il e o Coms i) Ao Svarreren,, | ot homen Tk, ) & L ey I
e From the Due Date pop-up e e | pem—m———
calendar, select the date when o - EREE R
the task is due. | e Grtashian
e If necessary, from the Priority mdste: (o B S [0k Rarved il et Far  Creaey
drop-down list, select a priority. Tl i ik (R O Quenten.
ek Data Fle...

o If necessary, from the Reminder [
pop-up calendar, select a date
when you want to be reminded
of the task.

e On the Standard Toolbar, click
Save and Close.

e} O |

Contats... | Categors... Erevata [

How to Edit a Task
NOTE: To Edit is to make changes or corrections to the Task.
o If necessary, display the 7asks list.
e Open the task you want to edit.
o Make the appropriate changes to the 7ask.
e Click Save and Close.
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How to Update a Task
NOTE: To Update is to track progress of the Task.
e If necessary, display the 7asks list.

e In the Complete column, check the check box of the task you have completed. The task is

marked as completed and is crossed off.

Tasks

O |¥| 0| Subject Status Due Date

& Comtack-eaterers Cormpleted | More

b Reserve Conference Room for Lunch Mot Started  Tue 03/28/2005
) Reserve laptop and projector Mot Started  Tue 03/28/2006
Using Notes

How to Create a Note
e On the Standard Toolbar, click New and choose Noftes.
e Enter the contents of the note.
e If necessary, assign the note to a category.

o Click the Note icon and choose Categories to
display the Categories dialog box.

0 From the Available Categories list box, check
the category to which you want to assign the
note.

o Click oK

e Click the Close button to close the note.

How to Edit a Note
e If necessary, display the Notes folder.
e Open the note you want to edit.
e Edit the contents of the note as desired.
e Close the note.

How to Copy a Note
e If necessary, display the Notes folder.

% Complete Categaries
0% ]
0% .

ET=1a))

o e [ T

S| postin This Polde
Ly Polder-..
Ll SearchPokdar....
Mirgwgation Dafes
s
A paewnrg Reguest
Contat
Distribahon Lt
Laesh

N 03/27/2006 4:22 PM
Jonal Entry e b
Tete Qe |

iR b B

E

¥4 lnberret Fay CubyShfres
Chagieis Farmi...

itk Data Fle. .

e Adjust the size of the Outlook window so that the desktop is visible.

e Drag the note you want to copy to the desktop.
0 You can also copy or move a note to a folder.
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Out of the Office Assistant

How to Notify Others That You Will Be Out of the Office

e On the Standard Toolbar, choose Tools -> Out Of [ g g# wew Go | Ioos | dctors  reln
Office Assistant to display the Out of Office SerdfRecete v
Assistant dialog box. Fred ,
e In the Out of Office Assistant dialog box, check ) AddvessBook.. Culeshites
the / Am Currently Out of the Office check box. 24 Orgarize
e In the AutoReply only once to each sender with G4 Rubes and flects...
the following text: text box, type the message O of Office Asitart ..
that you want people to receive.

e Click Add Rule to open the Edit Rule dialog box.

o In the When a message arrives that meets the Ooae=taten
following conditions section, specify the ety ok o e e
conditions to be met. *AutoReply only once to each sender with the Followsng bexd:
o In the Perform these actions section, specify what
Outlook should do with messages that meet the eSS
conditions. el =2 -
0 You can check more than one check box. e ] e
e Click OK'to close the Edit Rule dialog box. |
e Click OKto close the Out of Office Assistant [asirae... | P_::_____ —
dialog box. I D
W[ Jimiie
i v
NOTE: When you return to the office, don’t forget to turn :: —
off the Out of Office Assistant otherwise, Outlook will o
continue to automatically reply to your incoming .
messages. | oo
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Glossary

Address Book

An Address Book is a collection of address books or address lists that you can use to find and select e-
mail addresses and distribution lists to quickly address messages. In Exchange, the main address book is
called the Global Address List, (GAL) and has e-mail addresses for all users on the State Exchange
system.

Attachment

An Attachmentis a copy of any type of file or an Outlook item that you can add to an Outlook item and
then separate from the Outlook item.

Contact

A Conftactis a person with whom you communicate on a business or personal level and whose
information is stored in the Contacts Folder.

E-malil
E-mail a method of composing, sending, and receiving messages over electronic communication systems.

Folder

A Folderis a tool that you can use to store and organize Outlook items. In the Outlook environment,
there are several main components that you can use to communicate with others. These components
are folders, listed below:
e Inbox — where you send and receive messages.
Calendar — where you schedule appointments, meetings and events.
Contacts — where you enter and track business and personal contacts.
Task List — where you create and manage tasks.
Notes — where you quickly record reminders.
Deleted Items — stores any items that you delete in Outlook
Drafts — stores copies of unfinished messages you can complete and send at a later time.
Sent Items — stores copies of messages you send to others.

Help

While you are using Outlook, you can use the following resources if you need help:
e Type a question for help box located on the Menu bar.
e Microsoft Outlook Help task pane, which you can display by choosing Help -> Microsoft Outlook
Help.

Item

An /tem is a basic element created in Outlook that holds information and is stored in a specific location.
Items in Outlook include:

Messages

Appointments

Meetings

Contacts

Tasks

Notes
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Meeting Resources
A meeting resource is an item with its own e-mail account on the Microsoft Exchange Server that you can
schedule for a meeting, and it will automatically accept or reject meeting invitations.

Note
A Note is the electronic equivalent of paper sticky notes that you can leave open on the screen while you
work.

7ask

A Taskis an assigned piece of work that you do regularly or just once that must be completed within a
certain time frame. Tasks can also be assigned to other people.

S:\Backed_up\Documentation\Program_Documentation\Outlook\ Outlook2003Manual\Outlook 2003 Manual.doc
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