Outlook Reference Sheet

1. Open Outlook

a. Double click here to launch outlook -
b. ORgo to Start MenuA ProgramsA Microsoft Office 2007A / t A O1 2y Ga A ONZ
hFFAOS hdzif 221 HANTE
2. Outlook Viewing Pane
a. All of the major sections such as Mail, Contacts, Calendar, etc. are contained
within the red box below.
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Mail

3. Three different ways to view mail:
a. @ wA 1 ®lick ¥iew, Select Reading Pane, Select Right
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b. & . 2 ( GCickiew, Select Reading Pane, Select Bottom
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c. & h F digk View, Select Reading Pane, Select Off
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4. Checking Mail
a. New mail is usually received automatically. However, if you like to manually
check for new mail, click the Send/Receive button on near the top of the malil
page.
5. Reading Mail
a. To view the contents of a mail folder, click the folder on the left side of the
screen.
b. Toread an emalil, click the subject of the message in the list.
6. Opening Attachments
a. NOTE: Do not open attachments from people you do not know!



b. Attachments show up at the beginning of a message when you are reading it
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c. Toopen the attachment, double click it.

d. If the following box comes up, select Open to view the attachment, or Save to
save it to your computer. If you click Save you will be asked to select where to
save the message.

Opening Mail Attachment

\i:’) ‘fou should only open atkachments Fram a trustwartby source,

Attachment: student dey, flow chart,doc from Inbo -
Micrasoft Sukloak,

ould wou like ko open the file or save it to your computer?

[ Open ] [ Save

Always ask before opening this bype of file

7. Sending Mail



a. Tosend a new email, click the New button.
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Recipients of the messege are entered intothe ¢ 2 Y X X or/ O Ki¢hds.

d. Primary recipients of the message go into the ¢ 2 ¥eld. Anyone who is simply
recieveing a copy for their reference should be placed in the / Ofield. People in
the . O @iedd will receive the message but will not appear to others recieveing
the message.

e. Asubject for the messege is required in the Subject: field.

f. The messege can then be typed in the main box.
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g. Click Send to send your message.

h. Remember that full email addresses must be used. This includes on campus
SYIFAf T RRNBaasSad C2NJ SEFYLX S wSIYSttfSy
WS YSEfSyXy2NIwWotkSy & N f ®SRdzQ 6 A

8. Advanced Sending Options
a. Address Books
i. When sending a message, the address books may be opened by clicking
the ¢ 2 button.
il. The Address Book Selection Box can be used to select the address book
you would like to receive address books from.
1. Use the Global Address List to select North Central University
users who are using Outlook.
2. You can also add your Contacts as an Outlook address book. See
the section on Contacts to learn how.

Select Mames: Global Address List

Search: (%) Mame only () More columns -
| | | Global Address List w Advanced Find

| Mame Title: | Business Phone Liocatis

£ Aaron [ Johnzon

& Aarond. Lee —
& Adamn D. Schnaare

& Adamn.J. Robrahn

& Adamn.. Wetter

& Admissions

& admizzions campus visit calender Ad d Mess S B | B Eti on
& admizzions car

& admmailings

& admtravel ED X

& adwcar

& Aimee M. Fobertzon
& al

£

| £

|

[ O l [ Cancel

3. Once you have selected the address book you would like to use,
select name(s) from the list and click To->, Cc->, or Bcc-> buttons
to add the addresses to the appropriate fields. See the section on
sending mail to learn more about each of these options.



b. Attaching Files
i. Tosend an attachment, in the new message window, click Attach File
button and select file to attach.
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il. Find the file you want to attach then click Insert

iii. The attachment will show up in the message. Repeat the above
procedure for each file you wish to attach. To remove a file simply
highlight it in the message and press the Delete key.

9. Using Signatures
a. Creating a Signature
i. Click Tools , then select Options.

ii. Select the Mail Format Tab.

ili. Click the Signatures button

iv. Inthe next box, Click the New button and a box will show up as shown
below.



Signatures and Stationery

E-mail Signature | Personal Stationery |

Select zsignature to edit

Iarmal

Chooze default zsignature

E-mail account:

MNew messages: | Marmal

Replies/forwards: | Mormal

Edit zignature

Craig Milani
Information Technology

CobiBoy) w11 v B 7 U euemae v|[=

MNorth Central University Tvpe a name for this signature:

[ Delete IL MHew J Save

Mew Signature

csmilani@northecentral.edu |

612-343-4751

ak. J[ Cancel l

|Microsnft Exchange w |
v
v
= | [85] Business Card | I
— ~
v
QK l [ Cancel

v. Create a name for the type of signature. Then click the OK button.
vi. Inthe large white area, type your signature, then click the Save button.

Signatures and Stationery

E-mail Signature | Personal Stationeny |
Select signature to edit Chooze default signaturs
M armal E-mail account: |MicmsoﬂEHchange V|
Mew messages: |Normal v|
Repliez/forwards: |Normal v|
[ Delete ] [ MHew ” Save I Bename
Edit zignature
| Calbri (Bady] v|[11 v|| B 7 U ||5§| = = |g|5usinesscard |E 2
r A~
Type Signature Here
v
[ Ok ] [ Cancel

b. Adding a signature to a message



i. Ifasignature is not added automatically you can add a signature while
composing a message. In the new message window click the Signature
button.
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10. Setting Priority and Requesting Delivery Receipts
a. To change the priority of an email; open a New Message window and towards
the top of the page, click the up or down arrows to change the priority.
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b. Torequest a Read or Delivery Receipt, Open a New Message Window and click
the Options tab near the top, the check the box next to Request a Delivery
Receipt or Request a Read Receipt.
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Calendar

1. Viewing the Calendar
a. After selecting the Calendar tab on the lower left hand of the screen in Outlook,
you can change the view to a Day, Week, or Month by selecting the respective
tab near the top of the page.
2. Appointments
a. To view and/or edit appointments, double click them.



b. Toadd a New Appointment click New.
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c. Enter the Subject in the Subject: field; Location in the Location field; Start
Date/Time and End Date/Time in the repective fields.

d. Other commonly used buttons: Invite Attendees allows you to invite others that
are in an address book or you are also able to insert the email address manually;
Scheduling allows you to look at what time blocks are free with you and other
possible attendees, however, you will not be able to see what their appointment
acutally is when it is blocked out; Reminder allows you to set a reminder for that
appointment whether it be 5 minutes before or a week before; Reoccurance
allows you to set the appointment to reoccure to your preferences, common
reoccurances are used when a person has a class at the same time and days
every week, this allows them to not have to retype the appointment multiple
times.

3. Printing Calendars

a. To print a calendar, click the File menu and then Page Setup, and select the

format you would like the calander to print in. Then select Print.

Contacts

1. Intro to Contacts
a. Click on the Contacts button to manage your email address and contact list.
b. To view or edit a contact, double click on the name of a contact.

2. / NBI GAyea /12 viblSGl



a. After clicking into Contacts, click the New button near the upper right part of the
screen.
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b. A new screen will appear with contact information. Fill out the information you

would like to then click the Save & Close button.
3. Changing the view of contacts

a. There are several different views you can use to see your contacts. Some of
them are Business Cards, Address Cards, Phone List, etc. To change the view of
your contacts screen, click the View a the top of the page, then put your mouse
arrow over Current View and select which view you would like.

b. Similar to Mail, you can have a Reading pane to read your contacts in. To view
different reading panes, click View at the top of the page, then put your mouse
arrow over Reading Pane, then select Right, Bottom, or Off.

Tasks

1. To view the tasks section, click Tasks in the lower left hand side of the Outlook screen.
2. Creating a New Task
a. Click the New button and a new screen will appear. Enter in the information you
would like to within the new screen, then click the Save & Close button.
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3. Assigning tasks to others
a. Open a task, within the task screen click the Assign Task button near the top of

the screen
b. Click the To button to add recipients, just as it is done in mail. Enter a Subject in
the Subject: line. Options are available to choose from under the Subject: area

such as Start Date, End Date, Completed, etc. When finished making the task,
click the Send button.
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Notes

1. To open the Notes section, click the Notes on the lower left hand of the screen.
2. Creating a New Note
a. Click New button in the upper left hand side of the screen.
b. To save and close the note, click the & - buitton on the upper right hand side of
the note.

& |

This is a new note.
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