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Microsoft Outlook 2007

Microsoft Outlook 2007 is a comprehensive desktop information management program built to
meet multiple communication needs. Users can use Outlook as a central inbox for all internal and
external e-mail messaging systems. Users can also use it to manage their contacts, organize their
calendar, schedule appointments, and maintain ajournal of their activities. Additionally, Outlook
integrates a number of features to help users manage their files, folders, and system resources.
The purpose of this handout is to provide step-by-step instructions on how to set up and use
Outlook.

More information about Outlook can befound a ht t p: / / www. cal st at el a. edu/ out | ook.

Starting Outlook
To start Outlook, click the Outlook icon on the desktop or:
1. Select the Start menu » All Programs P Microsoft Office » Microsoft Office
Outlook 2007. The Enter Network Password dialog box will open (see Figure 1).
2. Inthe User Name: text box type user name.
3. Enter the user password in the Password: text box » OK button.

r -
- 2 - ! -
Eten Netywonk Passwona \_31

g \/} Type your user name and password.
H|

Server santafed
User Mame: |ITStrainingi

Passward: | © |

[ ]save this password in your password list

[ OK ] [ Cancel ]

Figure 1 - Enter Network Password Dialog Box

NOTE: If password authentication can be used to automatically log into the server, the prompt seenin
Figure 1 will not appear and Outlook will start automatically. If multiple profiles exist on the
computer (i.e., more than one e-mail account) the Choose Profile dialog box (see Figure 2) will open
before the Connect dialog box. The user will need to select the correct profilein the Profile Name:
drop-down list, and then click the OK button.

Shposenofile; 31

r

Profile Name: |ITStraining 1| Mew. ..

Ok ] [ Cancel ][Opﬁnns ==

Figure 2 - Choose Profile Dialog Box
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Using the Outlook Interface

Microsoft Outlook 2007, like other Windows programs, opens within awindow and includes
the Title Bar with control buttons (Minimize, M aximize/Restore, and Close). A Menu Bar
appears at the top of the window containing short and full menus. When first selecting a menu,

only a short menu of commands appears. Clicking the drop-down arrows # at the bottom of
each short menu displays the full menu; waiting a few seconds will provide the same result
automatically. When a command is chosen on the full menu, it will appear on the short menu the
next timeit is displayed. The Standard toolbar appears under the Menu Bar and the Status Bar
appears at the bottom of the window. By using the Navigation Pane buttons, users can quickly
access the Outlook components and folders and control which folder is displayed in the View
Pane. The areaimmediately right of the Navigation Paneisthe View Pane; it displaysitemsin
the selected folder, application, or shortcut. For example, when the Inbox folder is selected, the
View Pane displays the date and time of receipt for messages within the I nbox folder. Users
may change the way information appears by sorting, grouping, and filtering items. To the right,
the Reading Pane allows users to view e-mail without opening them in a separate window. On
the right side of the Reading Paneisthe To-Do-Bar (anew feature in Outlook 2007) that
summarizes appointments and tasks in one location.

|Z‘it'_e 3-3:'| |1-Ie:r.'.: Bar | |5tar.da::1 Toolbar |
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E v
Mail | . Inbox Message fram the Provest - WASC Update To-Do Bar WX
Fawarite Folders & Pw=le 4 Hgvgtmbitn 2003 ¥
g Ammanged By Date Man 1L17/2008 11:02 484 S vt :
=1 Sent Rems 3 Today Reading Fane 2 3 45 6 7 8
il Faldiers = I 9 10 11 12 13 14 15
X X - 16117 18 19 ¥ N 12
] A WAl T 1—-|L~Iav'_|:_:at'_nn Pane FERETILI R
2 % maitbos L Dear Faculty and Staff 30
" . = Last W . . . . . .
3 Debeted Bems (5| (i = =7 7 I would like to take this opportunity to share with ms
< Drafts X i - Cal § L i | 8200 AM - 5:00 PR
= 0 s G308 3 Twro Weels Ao the campus community Cal Seate LA s plans and o
3 s 1 progress toward reaccreditation by the Westem s
& Jurik E-mali 5 2 Thres Weeks Ago Association of Schools and Colleges (WASC) Tug 500 &M - 1:00 PM
4 Chutih ox . - 2
(3 Quarartine * 0@ Last Montn The WASC accreditation process focuses on e
student leamning. The process also focuses on Tut 200 FA - 430 B
-] Ml 2 oader eftons directed ar institutional improvement that o
j = are based on meaning ful and comprehensive data
] alensdar n &
and analvses. In addition to ensunng that Cal State Arranged By: Due Date
8] Contacts L A mestemaazaa adards of quality, capacity
oo Eros and effec{2CATUE BAY |iien process
ag| Tarsks provides an opportapity for us to reflect on our IE ¥ Today
accomplishments, cHallenges, and future directions eekly Update L d
wl LA (8= -
&0 Rems all folders are up to date, &} Conmected to Microsoft Exchange ™

Figure 3 — Outlook Window
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Table 1 — Outlook Menu and Toolbars

Navi gati on Pane

Item Description

Contains all of the tools and commands for use with
Menu Bar

I nternet Explorer.

Contai ns shortcuts for standard actions and tools in
St andard Tool bar

I nternet Explorer.

Contains shortcuts to folders and |ocations and to a

hi erarchical |ist of folders.

Vi ew Pane Di spl ays the content of the selected folder.

Readi ng Pane Di spl ays the content of the selected e-nail nessage.
Title Bar Di spl ays the application nanme and the sel ected function.
To- Do- Bar Di spl ays the Date Navi gator, Appointments, and Task Li st

all in one location.

USING THE NAVIGATION PANE

The Navigation Pane provides thetoolsto
access the main foldersin Outlook (see Figure
4). The Navigation Pane is made up of two
sections. The bottom section displays large and
small buttons used to navigate Mail, Calendar,
Contacts, Tasks, Notes, Folder List, and
Shortcuts (see Table 2). In addition, the
Configure buttons button can be used to
display a menu for customizing the Navigation
Pane.

The top section of the Navigation Pane
displays shortcuts to corresponding folders,
views, and links to shared folders. The content
of this section changes depending on the
selected pane. For example, in the Mail pane,
the top pane displays Favorite Folders and All
Mail Items, while in the Contacts pane it
displaysthe My Contactsand Current View
panes.

NOTE: To hide or display the Navigation Pane,
select the View menu P Navigation Pane » Off.

Mail

4

Favorite Folders
L] Inbox (230
L Unread Mail

=7 sent Items

bl

Mail Folders
2] Al Mail Items

= B4t Mailbox
A @ Deleted Items
L.# Drrafts
L[] Inbox (230

U] Cuthox
4 Quarantine
LUE] R55 Feeds
=7 Sent tems
& L& Search Folders

L@ Junk E-mail [5]

bl

] Mail

|

ﬁ Calendar

E Contacts

@ Tasks

w | O3 (8] -

Figure 4 - Navigation Pane
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Table 2 - Navigation Pane Buttons

Button Description
_ Provi des access to All Miil Folders and Favorite
L Mail Fol ders.
Enabl es vi ewi ng and schedul i ng of appointnments, events,
ﬁ Calendar and neeti ngs.
M Contact Keeps track of addresses, tel ephone nunbers, and e-nmil
=] -ontacks addr esses.
@ sk Organi zes and helps to prioritize the to-do lists.
dASKS
Acts like an electronic post-it note for users to wite
J Motes down i nfornmation.
Provi des access to all folders.
| Folder List
Provi des access to all shortcuts.
IE Shortcuts

Allows to add or renpve buttons as well as to change
Configure Buttons | options of the Navigation Pane.

-

Configuring the Navigation Pane
Users have the ability to display or hide buttons in the Navigation Pane in addition to changing
the order of the buttons.

To change the order of the buttons:
1. Click the Configure Buttons button (see Table 2) and select the [Mavigation Pane Options.. |
selection. The Navigation Pane Options dialog box opens (see Figure 5).
2. Select theitem to move and click the Move Up or M ove Down buttons to reposition it »
OK button.

NOTE: Clearing any of theitemsin the dia og box will remove those items from the display.

To add or remove any of the buttons:

1. Click the Configure Buttons button (see Table 2) and select the [2dd or Remave Buttons |
selection to open the Add or Remove Buttons Menu (see Figure 6).
2. Select theitem to display or hide.

-
(Jlﬂﬂ:ﬁut]un Haneuplions: Ja1

Display buttons in this order

Mail ]

Calendar -
Contacts
Tasks
Nates . Mayigation Pane Options...
Shortcuts Add or Remaove Buttons 3
Journal

Mail

Calendar

Show More Buttons Contacts

¥ Show Fewer Buttons Tasks
Motes

Ealder List

LEIEIERERE]

Shortcuts

C A = E

Journal

Ok, ]l Cancel ]

Figure 6 - Add or Remove Buttons Menu

Figure 5 - Navigation Pane Options Dialog Box
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Adding an Item to the Navigation r:-'.ﬂﬂ [0 Nayigation Rane ‘_Jai
Pane
Users may also add items on the Navigation e I”E“'
Pane to quickly access specific folders. S &g _r_ﬂ%“ng e
pis CaleTo-Do Lis_t
To add the new folder to the Navigation Pane: | Cont 20
1. Click the Shortcuts button on the * i ;’I ‘:'; sentltems
Navigation Pane (see Table 2). [ Inbg utbox
2. Select the Filemenu » New » 4 Jouriliotes
Navigation Pane Shortcut.... The Add j :Jz:e‘; E-mail [3]
to Navigation Pane dialog box opens [ Outbox
prompting for information about the item CJ Quarantine
that the shortcut will be created for (see s ESStFITEf'S i
. U= >en Eems
Figure 7). _ _ 3] Tasks
3. Select theitem to add to the shortcut list = R
» OK button. [ oK ] [ Cancel

Figure 7 — Adding Items to the Navigation Pane

NOTE: Asan example, select “Calendar” as the destination of the shortcut.

USING THE TOOLBARS

Toolbars provide shortcuts to menu commands. By default, the Standar d toolbar appearsin a
folder or item window. Buttons on the Standar d toolbar change depending on the feature that is
in use. For example, when using the M ail folder, the Standard toolbar displays buttons such as
the Reply and Forward buttons that are relevant to e-mail; when using the Calendar feature, the
Standard toolbar displays buttons specific to scheduling.

The Standard Toolbar
Depending on the e-mail editor, other toolbars may be available when users are creating a
message. Figure 8 shows the Standard toolbar for the Mail option.

Hew Mail|[Move to Send/ Lodre=z Virusz
Message |(|Folder |1ep_y| |E:rﬁara”E:__:H Up |Receive Book Help||Scan
Ppdbew = | i 03 X | ChBeply SfReplyto AN S Forward | S5 W | &7 Y Send/Regeive - 5 | [ - ek LGk o
|P:int||:e;ete |3ep;y Categorize [|Send Create||Find a Virus Scan
to &1l Selected Rule Contact Properties
e-mail to
Cnelote

Figure 8 - Standard Toolbar (Mail Option)

To display or hide toolbars:
1. Select the View menu » Toolbars (all available toolbars are listed in a submenu).
2. Click thetoolbar to display or hide.
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The Web Toolbar

The Web toolbar (see Figure 9) controls Internet access. Users can use Outlook to visit Web
pages by entering the address (URL) of the Web page in the Address text box. Users may move
back and forth between pages, search for pages on the Internet, and add Web pages regularly
visited to the favorites list.

Back Refre=sh Jearch
v ¥ Y
| (@ Back =) | | fa} &) | outlook:inbox -B
& & &
T T T L]
Forward| [3top Home Addreszssz

Figure 9 - Outlook Web Toolbar

To browse the Web from Outlook:
1. If the Web toolbar is not displayed, select the View menu » Toolbars » Web.
2. Typethe URL of the Web page to visit in the Address text box, e.g.,
http://emnil. cal statel a. edu (to access Outlook Web Access). The page will be
displayed in the information viewer.

Using Outlook E-mail Features

Outlook can serve asauniversal inbox for all e-mails. Besides composing, sending, receiving,
reading, and responding to messages, users can also use several advanced features such as
attaching files (e.g., documents, spreadsheets, pictures, etc.), forwarding messages, and using
auto-reply.

CHECKING E-MAIL MESSAGES
Check for new e-mail messages using either of the following methods:

e Click the Send/Receive button Zisendirecsive. on the Advanced toolbar.
e Pressthe key combination [Ctrl + M].

Message indicators identify the status of a message in the Inbox. Some of the different message
indicators are listed below in Table 3.

Table 3 - Message Indicators

I con Header

= Unread Message

) Message contains a file
att achnent

= Message has been read

' H gh Level of |nportance

Message has been Replied to

Message has been Forwar ded

READING E-MAIL MESSAGES

Received e-mail messages are collected in the I nbox folder. To read messages, open the I nbox
folder and click a message to read its contents in the Viewing Pane. Double-clicking a message
will open a separate, full-screen Viewing Pane.

Introduction to Microsoft Outlook 2007 - 7
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E-mail Viewing Options

The Inbox folder shows the information for each message in various columns including
information about the sender, subject, date, and time received. It is also possible to view the
entire content of a message in a separate Preview Pane without actually opening the message.
There are two viewing options. Reading Pane and AutoPreview. Both views are selected from
the View menu. Outlook automatically displays the content of the currently selected messagein
the Reading Pane. AutoPreview displays the first three lines of every e-mail message directly
below the message header, allowing users to scan items quickly.

NOTE: When selecting the Reading Pane ] right
option from the View menu, there are three

options for where the Reading Pane can be [5] Bottom
placed in the Outlook window. Figure 10 |5 off

illustrates the options. Figure 10 - Reading Pane Placement Options

COMPOSING E-MAIL MESSAGES
M essages are composed and sent using a M essage For m.

A Message For m can be opened with one of the following methods:

1. Click the New button . The Message Form opens (see Figure 11).

2. Enter the email address(es) using the To... button and Cc... button (if
necessary) to quickly access e-mail address(es) in your Contacts list. Users can also type
the name or address of arecipient directly.

3. Type atitle or subject for the message in the Subject text box.

4. Enter the message text in the main body of the M essage For m.

5. Click the Send button [Send],

) = Untitled - Message (HTML) - = x
o Z
— Message Insert Options Format Text (7]

= L@ =

== (8B @@ @ 0 (2= _ \ &

& & 4 =9 A ;
i= i=| | Address Check || Attach Attach Business Calendar Signature || Follow Spelling
: File:  Iem C - & -

J Book MNames ard ~ E Up
Clipboard F] Basic Text Mames Indude Options T || Proofing

| » 0

Figure 11 - New Message Window
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Using the Carbon Copy (Cc) and Blind Carbon Copy (Bcc) Features

The Cc... feature enables users to send a carbon copy of a message to another recipient. The e-
mail address(es) entered in the Bec... text box will not be displayed to any recipients to whom
the message is sent. Multiple recipientsinthe To..., Cc..., or Bcc... text boxes must be
separated with a semicolon [;].

Cptions

j Colors = B 84 || Aa Plain Text n O =% :
n olars BC_1 8 ain fe if&’ Request a Delivery Receipt -— _E.lj &
— Fants ~ | Y1 - ]
Themes Show Show . Use Voting Request a Read Receipt Save Sent Delay Direct
- Eff5d5 T Bece  From Aa Rich Text Buttons ~ Item = Delivery Replies To
Themes Fields Format Tracking ] More Options ]

Figure 12 - Options Tab

To add blind carbon copy (Bcc...) recipients to a message:

1. Click the New button to compose a new e-mail message.

2. Select the Options tab on the Ribbon.

3. Select the Show Bcec command in the Fields group (see Figure 12). A new text box
named Bcc..., is added to the message.

4. Enter the address or addressesin the Bcc... text box.

E-mail Message Format

When composing a message, there are three ways the message can be formatted: HTML, Rich
Text, and Plain Text. HTML will allow enhancement of e-mail messages with anything that can
be placed into aWor d document such as bulleted lists, background images, and borders. It isthe
default format used by Microsoft Exchange Server and Outlook. Most of the e-mail clients will
be able to read this format. Rich Text isaformat proprietary to Exchange so its useis not
recommended because of compatibility issues. Plain Text format isthe smplest and is
guaranteed to be read by any e-mail client. To switch to Plain Text when composing an e-mail,
click the appropriate button in the Format group of the Options tab on the Ribbon (see Figure
12).

Inserting Attachments to E-mail

Files created in other applications (e.g., Microsoft Word documents, Excel spreadsheets,
Power Point presentations, or image files) can be sent along with e-mail messages. A filethat is
attached to a message is delivered with the message and can be opened by the recipient(s). Files
sent with the messages are known as file attachments.

To attach afile to amessage:
1. Compose a new message.
2. Select the Insert tab on the Ribbon.
3. Click the Attach File button in the Include group (see Figure 13). The Insert File dialog
box opens.
4. Navigate to the drive and directory where the fileis stored and select it.

5. Click the button to attach the file to the message. Users can choose to attach
the file as text only by selecting the option from the I nsert drop-down arrow.

Introduction to Microsoft Outlook 2007 - 9



NOTE: Outlook disables many of the features that
allow viruses to spread quickly. It blocks access to

Insert

attachmentsthat contain “.exe” (executablefiles), as @ o @ ﬂ

: &
well as some other file types. Users cannot open these ] :
filesfrom Outlook or save them to the local system. If Attach Attach Business Calendar Signature
users try to forward a message containing an “.exe” File ~ Item  Card~ g
file, Outlook will not include the attachment in the [nclude
forwarded message. Figure 13 - Include Group on the Insert Tab

REPLYING TO AN E-MAIL MESSAGE

Users can reply to an e-mail message from the I nbox folder by selecting the message and
clicking the button to respond to the sender, or by clicking the |8 Reply to All| button to
respond to all message recipients, including the sender.

When the user replies to a message, Outlook opens a Message Form. This form will
automatically insert RE: in front of the original message subject in the text box. The
original message will be displayed in the Message Body text box with the insertion point above
it. The original message and the response will be separated by a line with the response on top.
When the response has been composed, clicking the[send]| button will transmit the response.
Once the user replies to a message, a colored, |eft-pointing arrow appears attached to the

envel ope symbol next to the meﬁsﬁge.

NOTE: The reply will be sent to the person who sent the latest message to the user. If the user selected the

~4 Reply to All| option, the response will be sent to the originator, plus anyone who was listed in the Cc...
or Bcc... text boxes.

FORWARDING AN E-MAIL MESSAGE

Users can forward messages to other recipients directly from the Inbox view or another folder if
the message is not stored in the I nbox folder. Outlook opens a Message Form that includes all
the information from the original message. Users can also add their own comments that will
appear at the top of the message. The only difference between forwarding and replying to a
message is that the user may have to click the Address Book button in the Names group on the
Message tab of the Ribbon.

SAVING A MESSAGE

Users can save unsent/unfinished messages in the Drafts folder (see Figure 4) by clicking the
Save button [ on the Quick Access Toolbar. If the user clicks the button without being
connected to an e-mail service, Outlook will save the message in the Outbox folder. Outlook will
automatically send the message(s) when a connection to an e-mail service is established.

Organizing Messages

The ability to organize messages is an important feature available in Outlook. Users who
experience a high volume of e-mail message traffic will find these features particularly useful to
sort and move large numbers of messages. Features such as importance, flagging, color coding,
and rules are useful to maintain a system of organized messages.
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SORTING MESSAGES

M essages can be sorted by clicking the column
header that is desired as the sort criterion. The
sort order can be switched between ascending
and descending by clicking the column header

again.

To sort messages:
1. Select the Inbox folder.
2. Click the View menu » Arrange By.
A list of sorting views appears. Select a
view (see Figure 14).

NOTE: By default Outlook sorts by Date and
Show in Groups (see Figure 14). Users can
sort messages by ascending or descending dates
by clicking the[Received ] column header in

the View Pane.

ADDING NEW FOLDERS TO THE FOLDER LIST

Arrange By P [ e
Current View 3

—.i AutoPreview
Expand/Collapse Groups #
Mavigation Pane 3
Ta-Do Bar 4
Beading Pane 3

U

Reminders Windaow
Taalbars 3

Status Bar

L

Date
Conversation
From

To

Categories
Flag: Start Date
Flag: Due Date
Size

Subject

Type
Attachments
E-mail Account
Importance
Custam...

Show in Groups

Figure 14 - Sort Options

Creating a new folder in the Folder List is another way to organize Outlook items.

To add new folders to the Folder List:

1. Click the[llzw -] drop-down arrow on the Standard toolbar. A drop-down menu appears

(see Figure 15).

2. Select the[Falder...] option. The Create New Folder dialog box opens (see Figure 16).
3. Enter the name of the new folder in the Name: text box.
4. Select the category of items the new folder will contain in the Folder contains: drop-

5. Select thelocation for the folder in the Select where to place the folder: list box B OK

down list.
button.

2y Hew 'l

2 Mail Message Ctrl=N
“y Post in This Folder Ctrl=Shift=5
[ Folder... Ctrl=Shift=E
L Search Folder... Ctrl=5hift-P

Mayigation Pane Shortcut...

G Appointment Ctrl=Shift=4
j Meeting Reguest Ctrl=Shift=Q
B3 Contact Ctrl=Shift=C
& Distribution List Ctri=Shift=L
& Task Ctrl=Shift=K
Lg] Task Request Ctrl=Shift=U
\3'3 Jaournal Entry Ctrl=Shift+)
o] Mote Ctrl=Shift=N
5 Intemnet Fax Ctrl=Shift=X
E Chgose Form...

El} ChooseInfoPath Form...  Ctrl=Shift=T

Cutlook Data Eile...

Figure 15 - New Drop-Down Menu

r

reata Hew bolder

Mame:

Folder contains:

Mail and Post Items

Select where to place the folder:

=1 5t Mailbox
‘;ﬁ Calendar
=] Contacts
# 3 Deleted Items (4)
L#| Drafts
L] Inbox (230)
Sl ournal
gl Junk E-mai
o | Motes
L= Outbox
"3 Ouarantine

g

[ ok

] [ Cancel ]

Figure 16 - Create New Folder Dialog Box
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MESSAGE IMPORTANCE

Message importance is a useful feature for classifying e-mails according to priority. | mportance
labels draw the attention of the e-mail receiver in the View Pane. Messages can also be sorted by
importance level by clicking the importance column heading [t]. Every message s prioritized
Nor mal by default.

To set message importance:
1. Right-click over the selected message and select Options.... The Message Options dialog
box opens (see Figure 17).
2. Inthe Message settings section, click the mportance: drop-down arrow and choose from
the three levels of importance: High, Normal, and Low.
3. Click the Close button to close the dialog box. Outlook will ask if the user wants to save
the changes to the message P Y es button.

r -

essage Uplions. J Ls
Message settings Security
@ Importance: %
Sensitivity:

Tracking options

®

Delivery options

d

[]Expires after:

Categories W Mane

Internet headers: Microsoft Mail Internet Headers Version 2.0
Received: from santafe8.academic.ad.calstatela.edu {[10.81.30.54]) by
santafel.academic.ad.calstatela.edu with Microsoft
SMTPSVC(5.0.3790.3359);
Mon, 24 Nov 2008 10:44:33 -0800
X-MimeQLE: Produced By Microsoft Exchange V6.5
Content-class: urn:content-classes:message

Cloze

Figure 17 - Message Options

FLAGGING MESSAGES

While Importance gives information to the recipient about the urgency of the e-mail, Flagging
isamore elaborate way to classify e-mailsinto categories for the attention of both the sender and
thereceiver. It aso serves as ameans to instruct people pertinent to the message on how to
follow up on the message.

A message can be flagged by right-clicking the message, selecting the Follow Up option, and
then selecting from the menu (see Figure 18). The same options can also be accessed by opening
the message and then clicking the Follow Up button in the Options group on the Message tab of
the Ribbon.

NOTE: If the option is selected, the Custom dialog box opens (see Figure 19). The Custom
dialog box alowsthe user to select a specific date or range of dates for follow up and program a reminder
that follow up is needed on the message. Clicking the OK button will close the dialog box.
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iz Forward
Fallow Up b | W Today
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5_‘} Create Rule... ? Mo Date ? Flag to: Follow up
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3 Mave to Faolder.., w  Mark Complete [ IReminder:
2] Message Options.., Clear Flag
G Sendto Onellote Set Quick Click... Lok ][ cone ]
Figure 18 - Follow Up Menu Figure 19 - Custom Dialog Box

Once a message has been flagged for follow up, afollow up header will appear at the top of the
message when it is opened or it appears in the Reading Pane (see Figure 20 for an example).
When or if follow up is no longer required for a message, the user can go to the Follow Up menu

and select the[Clear Flag] option to remove the flag.

NOTE: The[Clzar Flag] option will not appear in the menu unless a flag has dready been set on the
message.

Follow up, Start by Tuesday, Movember 25, 2003, Due by Tuesday, Mavember 25, 2003,
Figure 20 - Follow Up Header

COLOR-CODING MESSAGES
If the user wants to further organize the messages, Outlook 2007 has the capability to
automatically apply colors of choice to messages based on criteria.

To color-code the messages.
1. Select the Tools menu » Organize command. The Way to Organize Inbox appearsin
the View Pane.
2. Click the Using Color s button.
3. Apply the desired coloring by clicking the corresponding drop-down arrows. For
example, color-code the messages from “jelly” with the color “Purple’ (see Figure 21).
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Wans to Organize Inboix Automatic Formatting. .. | X

® Color messages | from — w ||jelly |in | Purple |+ |

Apply or

® show messages sent only ko me in | Blug | [ Turnan |

To wiew or edit your coloring, and For more advanced options, click on "Automatic
Farmatting” above,

Figure 21 - Using Colors Feature

4. Click the Apply Color button. All e-mails from “jelly” will now be highlighted in purple.

USING FOLDERS AND USING VIEWS

Besides Using Colors, users can also organize the I nbox by Using Folders and Using Views.
The Using Folder s option allows a user to move a message directly into a specific folder. For
example, the user could move the current message to the “trainme” folder (Figure 22). If
necessary, additional folders can be created by clicking the New Folder ... button.

Ways to Organize Inbox

® Move message selected below to | trainme | [

To view or edit your rules, and for more advanced options, click 'Rules and Alerts' above,

MNew Folder. .. | Rules and Alerts... | X

% Using Folders

Figure 22 - Using Folders Feature

With Using Views, the user can change the way messages are viewed, or organize them based on
specific criteria, such as “By Sender” or “By Conversation Topic” (see Figure 23). Clicking the
Customize Current View... button will open the Customize View: Message Timeline dialog box
where specific criteria can be chosen.

Custamize Current Yiew... | X

Change your view:

>

Messages with AutoPrevisw
Lask Seven Days

Untead Messages in This Folder
Sent To

=

Wiews only change the way wour information looks.

Figure 23 - Using Views Feature

CREATING AN AUTOSIGNATURE
Users can automatically add a signature to each newly created message. The signature can
include formatted text, graphics, e-mail addresses, and hyperlinksin the signature lines.

To create an AutoSignature:
1. Select the Tools menu » Options.... The Options dialog box opens (Figure 24).
2. Select the Mail Format tab.
3. Click the[signatures.. | button. The Signature and Stationary dialog box opens (see Figure
26).
4. Click the New button. The New Sgnature dialog box opens (see Figure 25).
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Preferences || Mail Setup | Mail Format |Spelling || Other || Delegabes|

Message format
. ; Choose a format for outgoing mail and change advanced settings.

Compose in this message format: |

[ Internet Format. .. ] [Internah'onal Options...]

HTML format

[#]Reduce the file size of the message by removing formatting information
that is not necessary to display the e-mail message

Rely on CSS for font formatting
[J5ave smart tags in e-mail

Stationery and Fonts
& Use stationery to change your default font and style, change colors, and

add backgrounds to your messages.
Stationery and Fonts...

Signatures

\s Create and edit signatures for outgoing messages, replies and forwards.

4

Editor options

< % Change the editing settings for e-mail messages. Iype a name for this signa1ure:

% » Editor Options. .. |

I OK I[ Cancel ] Apply

oK I[ Cancel J

Figure 24 - Options Dialog Box with Mail Format Tab Selected Figure 25 - New Signature Dialog Box

E-mail Signature | Personal Stationery |

Select signature to edit Choose default signature

Emalgecount: | geslanet. calstatels. edu

New messages: |My5ign ature

Replies/forwards: |[nc-ne)

[<IfL <]} <]

[ Delete ][ Mew J[ Save J[ Rename J

Edit signature

oo G| » 2 u [ e =

| 85 Business Card | = g

Jethro Bodine

[

=

[

OK J[ Cancel J

Figure 26 - Signatures and Stationery Dialog Box

5. Enter the name of the signature » OK button.

6. Inthe Edit signature section of the Sgnatures and Sationary dialog box, enter the
signature as it should appear in the e-mails » OK button » OK button.

Introduction to Microsoft Outlook 2007 - 15



Setting or Changing the Default Signature
Once a signature has been created, it can be modified.

To set or change the default signature:
1. Select the Tools Menu » Options... » Mail Format tab » button.
2. Select the signature in the | Selct signature to edit |,
3. Select the signature to use/edit.
4. Make the changes in the E9t sianatur

section » OK button » OK button.

Using the Address Book

The Outlook Address Book is aresource for storing contact information. It also provides aview
into the Contacts folder. The Outlook Address Book provides contact information for an
individual or organization. The Contacts folder is more detailed in nature and provides details
besides notification information.

The Address Book is used to ook up and select names, e-mail addresses, and distribution lists
when addressing messages. When typing a name in the To, Cc, or Bcc text boxes of an e-mail
message, Outlook automatically checksto seeif the typed name matches a namein the Address
Book before a message is sent. If Outlook finds an exact match, the name appears underlined. If
more than one match is found, the names appear with ared, wavy underline. Users may then
right-click on the name to display detailed information for each of the matches. Users can aso
use the Check Names button in the Names group on the Message tab of the Ribbon to manually
check the namesin an untitled Message Form.

Click the Contacts button on the Navigation Pane to view the Contacts.

To use the Address Book when composing a message:
1. Click the[lew] button. A new Message Form opens
2. Click the Address Book button in the Names group on the M essage tab of the Ribbon.
The Select Names dialog box opens (see Figure 27).
Select which address book to use in the Address Book drop-down list.
Type the last name of the user who will receive the message in the Go text box.
If the name exists in the address book, it will automatically be highlighted.
Click the type of addressee button for the recipient (To, Cc, or Bcc) » OK button.

o 0hw
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5
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8 Aazsi, Junaid

8§ Abacan, Joan

8 Abad, AnnaMonique

8 Abad, Iliana
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8 Abad, Maria Corazon 5

8 Abad, Venice

& Abadir, Mary

Cancel

Figure 27 - Outlook Address Book

TYPES OF ADDRESS BOOKS
Two types of address books can be displayed in the Select Names dial og box.

The Outlook Address Book is created automatically and contains the contacts in the Contacts
folder. The Contacts folder can be used to store and retrieve avariety of information, such as
street addresses, phone numbers, e-mail addresses, fax numbers, and Web page addresses. When
updating a contact, the Outlook Address Book is updated as well.

The Global Address List is afeature of the Microsoft Exchange Server that contains all user and
distribution list email addresses in the organization. The administrator creates and maintains this
address book. It can also contain public folder e-mail addresses.

CREATING A NEW CONTACT ENTRY
The Contact form (see Figure 28) is used to create a new contact entry. It can be accessed by
opening the New drop-down menu and selecting (see Figure 15).

The Contact dialog box includes a variety of fields that can store information about a contact.
After adding the appropriate information, click the Save & Close button to add or update the
contact information.
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Figure 28 - New Contact Dialog Box

DELETING A CONTACT
A contact can be easily removed from the list.

To delete a contact:

1. Select on the Navigation Pane.
2. Select the contact to delete.

3. Pressthe[Delete] key or click the Delete button |#* | on the Standard toolbar.

CREATING A DISTRIBUTION LIST
A distribution list is a collection of names and addresses. Users can use a distribution list to
quickly address a message to a group of recipients (see Figure 29).

To create adistribution list:

1. Select from the New drop-down menu (see Figure 15). The Distribution
List form opens (see Figure 29).

Enter aname for the distribution list in the Name: text box.

Click the Select M ember s button in the Members group of the Distribution List tab on
the Ribbon. The Salect Members dialog box appears (see Figure 30).

Select the address book to use in the Address Book drop-down menu.

Search for amember by typing their last name in the Search: text box.

When the nameis found, click the [Members -] button to add them to the list queue.

Wn

o ok
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When al members have been placed in the queue, click the OK button to add them to the
list and close the Select Members dialog box.

Click the Save & Close button in the Actions group on the Distribution List tab of the
Ribbon to create and close the Distribution List form

Do) (1= I B N Untitled - Distribution List - = X
o) —
| Distribution List l Insert Format Text @

e [0 ) By & 0 T % B ¥ @ P

Save & )( Delete | |Members| Motes Select Add Remove Updste || E-mail Meeting | Categorize Follow Private | Spelling

| Close I Il Members New Now I Il Up~ Il |

Actions ] Show Members || Communicate | Options Proofing | |
Hame: || |
L3/ Hame E-mail [

There are no items to show in this view,

Figure 29 — Creating a Distribution List

:
select Memberns: Globall Address sk

Search: (#) Mameonly (O More columns  Address Book

| | Go |G|0ba| Address List Advanced Find

| Mame Title Business Phane antic|
= OHamady, Bernard Eugene =
8 Aslund, Scott =

8 Aaron, Diomi

8 Aasi, Junaid

8 Abacan, Joan

8 Abad, AnnaMonigue
8 Abad, lliana

8 Abad, Joanne

8 Abad, Maria Corazon 5
8 Abad, Venice

8 Abadir, Mary

8 abadisian, nina

& Abajian, Sharie

8 Abajuo, Chioma

& Ahalar ¥oeof El
0 | [>]

i Members - i | |

Figure 30 - Select Members Dialog Box
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Using the Out of Office Assistant
Thisfeature is useful for aperiod of time when users are out of the office (for example, during a
vacation), and they want to let people know that they are not available to read the delivered

messages.

To configure an automatic reply using the Out of Office Assistant:
1. Click the[mail] button on the Navigation Pane.
2. Select the Tools menu P> |Qut of Office Assistant...|, The Out of Office Assistant dialog box
opens (see Figure 31).
3. Click thel am currently Out of the Office option button.
4. Type the message that will be sent while out of the office in the AutoReply only onceto
each sender with the following text: text box » OK button.

r -
Uutof Office Assistant: L_a

(I am currently In the Office

(%) 1 am currently Out of the Office
AutoReply only ance to each sender with the following text:

I will be out of the office from December 22 untl January 4.

These rules will be applied to incoming messages while you are out of the office:

Status Conditions Actions
Add Rule. .. Show rules for all profiles

[ OK l [ Cancel

Figure 31 - Out of Office Assistant Dialog Box

Exiting Outlook
Users can exit Outlook by clicking the Close button [* | on the title bar. An aternative method
for closing Outlook isto select the File menu W [Exit]; thiswill close the program.

What is Outlook Web Access and what are its requirements?
Outlook Web Access (OWA) is a separate web-based component of the Microsoft Exchange
Server. OWA allows users to access their mail through any system that has access to the World
Wide Web. Although it does not contain the same features as the desktop version, it can be an
aternative to accessing the mailbox for users at a workstation that does not have Outlook |oaded.

The URL (Uniform Resource Locator) for OWA depends on the server:
e http://email.cal statela.edu/

For help or assistance using Outlook Web Access, handouts are available at:
e http://ww. cal statel a.edu/ handout s
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Information Security Tips
For more on Information Security, visit:
e User Guidelines for E-mail Communications:
http://ww. cal statel a. edu/its/policies/|ITS 1000-
G Emai | Communi cat i ons. pdf
e Information Security Tips:
http://ww. cal statel a. edu/its/itsecurity/tips
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