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OUTLOOK READING PANE

The reading pane appears whenever a mail-related pane or folder is active. The
reading pane gives you a preview of the content of an item. The reading pane can
be shown, hidden, or moved. All of these can be accomplished through the Outlook
View menu.

Remember to activate the Mail area of Outlook before trying these adjustments!

ficrosoft Outlook

Wiew | Go Tools Actions Help

Welcome t(; the Exchang-e test environment. Please let

me know if you have any questions!
Thanks, Brian

Arrange By L
AUTOPREVIEW FEATURE Current View ,
. - b
2 Rellinger, Brian 1172172007 Some users enjoy the AutoPreview. With this 3 Autoreview N
Tact Maceame to & Expand/Collapse Grdlps »

feature active, you will observe each message in <
your Inbox shows the first few lines of the message

RE-SEND A MESSAGE

Actions ~/| Sender

Edit Message
Recall This Message..
Resend This Message.. %

[l Forward as Attachment

CREATE SIGNATURES FOR OUTGOING MESSAGES Eimad Sprotre | fermrel Stk
Select signature to edit
You can automatically add personalized text or images at the bottom of outgoing Standard
est

messages. This is typically used to identify your name, title, telephone number, etc.

o ok~ wbdPE

In Outlook, open the Tools menu and click on Options. o | |
Delete Mew
Click on the Mail Format tab. Edit signature
Calibri (Body) w11 »| 1

Click on the Signatures button.
Click on the New button. Director of Importance
Type a name for the signature and click on OK. Valuable Company

In the Edit Signature box at the bottom of the window, type in the

content, even before you have selected or opened the message.

Sending the same message a second time is occasionally necessary.
j_l % &, safe Lists
Other Elock

1. Locate the previously sent message and OPEN it.

2. Look for the Other Actions button in the ribbon and click on it.
3. In the menu that appears, click on Resend This Message.
4

By default, the original recipient’s address is listed, but you can delete this and
enter a different contact’s address if you wish.

Signatures and Stationery

John H. Smith
Important Department

419-555-1212|

personalized text you desire or insert a photo image from a file.

7. Inthe Choose Default Signature section in the upper right area of the window, confirm the e-mail
account the signature will be used with...as well as which signature to use with new messages and

replies.
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OUTLOOK MESSAGE OPTIONS

These options allow you to set message sensitivity and importance, along with
Tracking and Delivery options. & Permission ~
. . . ¥ High Import:
Access the Delivery Options Window as follows: Follow | | Dn meoriance
Up - J LowImportance
1. Create a new Mail Message Options rf%

2. In the Options section of the ribbon, click in the area shown in the
illustration to the right.

3. Note some of the popular options below: Message Importance and Delayed Delivery.

Message Options

Delivery options
Message settings

Importance: | Mormal b
L3

[ 1Have replies sent to:

Sensitivity: [#] Do not deliver before: | 37172008 ~| [1:30PM v
oting and Tracking .High
JUNK E-MAIL FOLDER T open Dettmer, Cal
. . . & print .
The Outlook Junk mail feature processes each incoming message. ||, ., chesp mortgages now availabie:
Those it deems Spam are moved to the Junk Mail folder. A Junk S Replyto Al
Mail Actions menu is available for every message, whether & Foward
deemed Junk or not: ZL':Q" :

[ Mark as Read

1. Right click on any message. In the menu that appears, Fing a1 ,

trace to the Junk E-mail item. B CresteRule. -

Junk E-mail 3 ender to Blacked Senders Lisf

2' NOW trace Over to the SUb-menu' >< Delete ? ::j ;n:er;ifel;:n;r:\.istL ' %
3. Note that you can Add the message sender to the 21 Moveta Folder.. Add Sender's Damain (@example.com to Safe Senders List

Blocked or Safe sender’s list or flag as item for Outlook 1 Message Options.. Add Recipient to Safe Recpients List

as “Not Junk ” ,EZ: Send to OneMote L2 Mark as Mot Junk..,

' L@ Junk E-mail Options...

JUNK MAIL OPTIONS/SETTINGS _
Junk E-mail Options @g

By Opening Junk E-mail Options, you can a,deSt your Filter Options | Safe Senders || Safe Recpients | Blocked Senders | International
Sensitivity and various other behaviors. You can also view and ([ Outlock can mave messages that appear tobe Jurk e-mai nto 2 secal
_O Junk E-mail folder.

change your Safe/Block Senders.

Choose the level of junk e-mail protection you want:

i i (O No Automatic Filtering. Mail from blocked senders is still moved to the
Actions i Help  Adobe EDF ACCG?S the ‘]unk _Mall OptlonS by Junk E-mail folder.
3 Mew Mail Message Ctrl=M Openlng the ACtIOI’lS menu When (®) Low: Move the most obvious junk e-mail to the Junk E-mail folder.
| . . il i i (O High: Mast junk e-mail is caught, but some regular mail may be caught
Mew Mail Message Using 4 Mall IS the active area. as well, Check your Junk E-mail folder often,
[ Follow Up » (O safe Lists Only: Only mail from people or domains on your Safe
- Senders List or Safe Recipients List will be delivered to your Inbox.
E'D Categorize 3

[]Permanently delete suspected junk e-mail instead of moving it to the
Junk E-mail folder

Junk E-mail % 3

Disable links and other functionality in phishing messages.
{recommended)

Warn me about suspicious domain names in e-mail addresses.
{recommended)

When sending e-mail, Postmark the message to help e-mail dients
distinguish regular e-mail from junk e-mail
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SEARCH MESSAGES

‘| Inbox Each Mail folder contains a search box just below the name of the mail folder.

frrenged By bate s To search the active folder, type a search term and a search of that mail folder
= - begins immediately.

(=) Tuesday
3 - #~  Search Desktop
—1 Baker, Milton

Sebo Invite 2 Indexing Status...
Carl-

o i the sebo iny B0 Search Optians... You can also ask for a search of All Mail folders — click on the area shown in the
bt Baker @ Help illustration and in the menu that appears, click on Search All Mail Items.

Now, entering a search term causes Outlook to search items in all of your mail folders.

ADDING A CONTACT

() H ied In Outlook, the address book is called Contacts.

_J/'
— Contact Insert Format Text Developer

H? Igysave anew - [adsenerall g ceicates 8] TO @add a contact, activate the Contacts feature.
1

4

e s & Send ~ &) Details  [=] All Fields iy
=L fonaE Click on the New button in the upper left corner of the active Contacts
window.
Joe Important
::t'::f ic:ui s The General section of the Contact card allows for key data like name,
_ important Joe company, e-mail address, postal address, and telephone.
Internet
[@ema. | ,Edude@bgsu.edu Note... some items can have multiples — like e-mail and phone. Click on the
Display as: oe Important pipdude@bgsu.cdul | putton shown in the illustration to the right... to add a second e-mail
—iichnanesddicss address.
Adding more Contact details | FormatTest  Developd
8=| General #- Certificates
When adding a contact, the Show section of the Outlook ribbon offers a Details =1, Details|. =] A1l Fields
feature. Click here and you can add more information about your contact, such as 83 Activities
Spouse name, birthday or anniversary. Show

Insert Business Card

SHARING A CONTACT’S INFO WITH A FRIEND T =
[ @ Filed As Job Title
Send a contact’s info to a friend via e-mail using Outlook’s Business Card 51 Heintscnel, Marda
feature: Ee— e
Qd Higley, Jahn PACE
1. Create a new Mail message E :2?21?53;‘??
2. In the Include section of the Outlook ribbon, click on Business Card. e
3. Alist of your Contacts appears. Click on the name of the Contact you Business Card Preven
wish to share. T
4. Click the OK button and the S
contact’s business card is @ b =) Zr reverndogms e
pasted into the mail message. ey Signature e e
Mike Glenn
Rick Acker

Other Business Cards... %
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OUT OF OFFICE (aka “Vacation Message™)

The Out of Office Assistant allows you to set up automated replies to

. . . () Do not send Out of Office auto-replies
incoming mail messages when you are away. @ Send Out of Office auto-replies
Only send during this time range:
. . . Start time: | Thu 7/3/2008 | 18:00 AM A
1. Open the Tools menu and click on Out Of Office Assistant. Endtme: [von7/i2008 v | [smooaM v
2. Click on the radio button to activate the Send Out of Office auto- | ===t manes
rep//es featu re % Inside My Organization &;, Outside My Organization {On)
Auto-reply to people outside my organization
3. If you wish to set a time frame for the auto-replies, fill in the [ HETEECTY 9*‘"v°"ew‘s'demvmj\m"°" _
. Calibri v((11 ~|| B £ U iz iz E s
check box and add a time range. _ =t .
| am terribly sorry to report that | will be on vacation for awhile.
4. The bottom of the window allows you to type in a message that sincerely,
will be sent to anyone who sends a mail message to you while Jim

you are away.
5. You can set distinct replies for people within your organization and outside it, using the tabs.

6. When you are finished setting up your auto-reply, click the OK button to save.

The auto-replies are managed by the Exchange Server, so it is not necessary for Outlook to be running while you
are away.

CREATING A MESSAGE TEMPLATE

<

, . e .
You may wish to use a mail message as a template for future messages: :'En"'mew C‘a”'z‘:”ce'e‘t““‘l‘)

ave as type: | L (= him; *htm
Text Only (=, txt)
| Outlook Template (*.oft)
Outlook Message Format (*h

1. Open a new Mail message and fill it in as needed for use as the =)
Cutloock Message Format - Unicode (*.msg)
template. HTML (=.htm; = htri)

MHT files (*.mht)

2. Click on the circular Office button in the upper left corner of the
window.

Click on Save As.
In the dialog box that appears, type a name for the template in the File Name Field.

Open the Save As Type menu and click on the Outlook Template (*.oft) option.

o o M w

Outlook automatically directs the template file to the appropriate template folder on your hard drive.

USING YOUR MESSAGE TEMPLATE

1. Open the Tools menu

2. Trace down the menu tO Forms Look In: |User Templates in File System e [m
3. In the sub-menu, click on Choose A Form CoPocul et e PrarY ) osoftiTemplates | oft
= Standard Templates
4. Open the Look In menu and click on User Templates in Suckeye oo by
. Test Ten|Deleted Ttems

Flle System Mailbox - Dettmer, Carl e
5. Observe the templates you have previously saved.
6. Double click on the desired template, which opens a new

mail message using the template.
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