OUTLOOK 2003: BASICS FOR USERS 
CREATING A SIGNATURE FILE: 

Create a signature


Tools > Options then MAIL FORMAT tab > Signatures 
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From the TOOLS pull down menu, select OPTIONS. Once there select the MAIL FORMAT TAB. At the bottom of that screen, select signatures. You will now create a new signature file to attach to your emails messages. 

[image: image2.png]18] Inbox - Microsoft Outlook

Ble Edt Vew Go Tooks Actons Hep AdobePDF Type aquestion for help =

Sinew -] 23 X Reply o Al sendlReceive - | J G, Tyee > contoct o ind

Favorte Folders

Smbox

| trveadmal _
| For Folowtp © create & signature for
(=) sent Trems. messages.

Al i Folders Message format Help > Signatures,

36 || @ change asignatre
E Help > Sgnatures
4B || @ rsertasinaturzina

28 v message.
P Help > Sgnatures =

Choose a formet for outgoing mall and change advanced settings.

Compose n this message format: TR v

Use Microsoft Office Word 2003 to edt e-mai messages
[ use Micrasoft Office Word 2003 to read Rich Text e-mail messages

Internet Format, International Options.

5 &3 wibos - Suz ey
@ Deleted Ttems
() Drafts [1]
Srnboc
(g ksl
(2 ouboc

306KE @) pemo: work with e-mail

(53 Sent Ttems. Stationery and Fonts 7 e squa‘tuves, plain or Fancy
@ [ Search Folders Use stationery to change your defaultfont and style, change colors, Aricles > Demos
9 rchive Folders and sdd backgrounds o your messages & creste restooking

signatures for your e-mail

) Deleted ems
Traning > Outock 2003

3 senetems
R SearchFolders

Use tis stationery by defaul: | <ione> v

Stationery Picker

@ about sgnatures i messages
Helo > Sanatures

Signatures

\
Ly Soct st for acconts ol change erver % (@) Grestesgatures it
frbichoni

<ore> artiles > Sgnatures

Signature for new messages:

<tione> @ stop using n automatic
Sanatre
el > Sanatures
(@ e 5 vCardwith your
<mai snatire
Hel > vCards

"] calendar Signature for reples and forwards

Contacts Signatures.

Tasks

S —_— —
—— vne.cdu T get "ereCan't £ind svnceedu ne anover’.

Fight there vould kil any reverse loskup: dm T correct vhen iosof O Onine ]
“omeone types wvnco.edu e a lockup they should get
2ournal v » they g et sanatre

129.71.43.210 or 129.71.43.2112 I also get these same answers
when I uerv 129.71.1.1. When I cuerv 129.71.43.210 I cet the

@ cantndr





Select NEW.  Now name your file as SIGNATURE and make sure the start with a new signature button is selected.  Click NEXT.  Now enter your contact information how you would like it to appear in your emails. Once you have created the signature file, click FINISH. On the next screen, be sure and use your signature for both new messages and replies. 
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CREATE A NEW MAIL MESSAGE

To create a new mail message:

From the menu bar, select NEW and from the pop out menu, select MESSAGE. You can also create new Appointments, meeting requests, contact, distribution lists, etc from this menu. 
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Once the new message window appears, click on TO: to see your address books.   Select names or lists from the groupings to include in your TO: or CC: distribution. 
You can select any of the subgroups in the global address list by clicking on the pulldown tab under SHOW NAMES FROM THE:

You can select all members of a particular group by selecting the first name and then holding down the shift button and then selecting the last name in the list. This will highlight the entire group. Then select how you want to address them, either to:, cc: or bc:.  Once you selected that, click okay and your names will appear in the address list of your email.  
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 Write your email as you normally would. Other tools are available like spell check, attach a file, as any other mail program would. Most of the icons are similar to Netscape and others and if you hover the mouse over the various icons at the top of your message, the description of each will appear.   You can add attachments, spell check etc at this point. When you are satisfied with your email, click the SEND button. 
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DELETING PREVIOUS AUTO COMPLETE ENTRIES FROM EMAIL 

Several of you may have been using Outlook for some time and have lists that are remembered by Outlook of previous recipients of emails. As we have converted to the new domain addresses for all full time college personnel, earlier email addresses need to be purged from the autocomplete.  With a mail message window open, click in the address bar immediately to the right of TO: then type a letter “a” and you will see a list of possible names appear in a popup window.   (see below) 
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The NEW Northern addresses appear as the following: April Schrump <aschrump>.   If there are other older northern email addresses in your autocomplete names, simply use the DOWN ARROW button to move to those names and then hit the DELETE button. This will not remove the person from your contact list, only the auto fill information which could result in a returned email.  
CREATE A NEW APPOINTMENT: 

Select NEW > APPOINTMENT 

Enter the information for your appointment such as location, time, place and description of the appointment such as things you may need to prepare ahead of time, thing to take, driving instructions, etc.    You can also set a reminder and can choose how far in advance you’d like to be reminded of the appointment. 
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When you are finished, select SAVE AND CLOSE. Now select the CALENDAR TAB from the side bar on the left hand side of your outlook window.  Your appointment now appears on your calendar. 
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CREATE A NEW MEETING REQUEST:
You can schedule a meeting with several different people at the same time by using the Meeting Request function. Select: NEW > MEETING REQUEST. 

Create your meeting request with subject, location, ideas,  or suggestions for example. Now invite people. Select the TO: and the same global address book will appear. Select the prospective attendees by clicking on his or her name and then adding them to the TO: distribution list. You can even make an appointment PRIVATE by clicking the box at the bottom right hand side. This will appear on your calendar and others you have invited and they will be able to see the content but others looking at your calendar will only see a private meeting with no content. 

Once all your people have been selected, click SEND. 
[image: image10.png]Outlook 2003 training - Meeting

Insert  Format

Took Actions  Help

¥ Recurrence... 77 Cancel Invitation

Type Name or Sele

Select Attendees and Resources

ctFromList

Shaw Names from the:

ccr

Subject: [ Outiook 2003 training

Location: [Room 2028

Starttime: | Tue 1/8/2008 v [o:0am v Al day event:
Eng time: Tue 1/8/2008 v [1moam v

15 minutes

v (@ showtime ss: [ Busy

Name

" Business Phone

[ office

[ Tile

Kathy porter
Sue Peley

<

Jahn E. Holman
Jahn Mehaffey

Classiied
Classiied
Classiied
Non-Classfied

Meeting Workspace... | []This s an oniine mesting using: 1100/ 101111110

Required >

David Hanes

oo > )

e

advanced_v|

Contats,

[Cotogores.

private (]





Now the meeting appears on my calendar with a label of IMPORTANT and with the lock icon, which indicates that it is private and cannot by viewed by anyone else looking at my calendar. 
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SHARING CALENDARS: 

When you are in your calendar, you can allow other people to see your calendar, It is very helpful in various departments for others to see what your schedule is and if you are available to meet, on campus, out for the day, or in class. 

Select SHARE CALENDAR, and then select READ ITEMS and then ADD. Now choose the group, groups or individuals you want to give read, contribute to your calendar.    When done, select APPLY then OKAY. 
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By selecting different settings for individual people you can grant then greater access to create items, delete items they submit to your calendar, etc.  Be sure and give them privileges to only items THEY have created, not your entries by selecting the OWN button for both EDIT and DELETE. 

[image: image13.png]18] Calendar - Microsoft Outlook

Fe Edt Vew Go ook Adions Hep AdsberDF
Fnew - & X | Todoy | ] work wesk [7]week 37]vonth | L, Tvee o contoct o ind z2amnl

Calendar Laok for: ~ SearchIn~ Calendar FindNow Clecr Options ~ x

My Calendars. Calendar

A cooncr

Type 3 question for help =

N Catondar Properties 4 Jaary20me b
= SMTwW TS
[ Gener || romepage auonvchive | EEREERY
,—5—“—‘ 6 708l 91011 12
imistraton | Foms | Permissons | _synchvonization
Ddrinstral I = S L 1314 151617 18 19
Nare: Permission Level mazznHss

Open a shared Calendar
Share by Calendar.

EEF T
ot Fie Reviower
James Baller Reviewer 34567889
ey Fier Reviower
Erommos Nore

[ [owcheroroos

There are o tems to
show in this view

Permission Level: | Publshing Author v

Permissions

Create items. [CFolder owner

Read tems

Folder cortact
Folder visble

Create subfolders

3

Edt tems Delte ftems

4% ONone ONone
@omwn @omwn
Oal Ol

| Contacts 5%

ﬂ Tasks 6%
i Notes 7%
i Folder List
gm
E Journal
e 3

Cancel Apply

gm

3 toms 3] onive





OPENING A SHARED CALENDAR: 

Select OPEN A SHARED CALENDAR. Now select the name of the person who’s calendar you wish to share. NOTE: the other person must first have SHARED his or her calendar in order for you to share theirs. Groups will need to establish sharing among the individual members. The IT staff can assist with this. 

[image: image14.png]18] Calendar - Microsoft Outlook

Ble Edt Vew Go Tooks Actons Hep AdobePDF Type aquestion for help =

Flnen - | X | T | 3wk week (7] eek 3] orth | g0, rvee o contac o it zanl
Calendar Lock for: = SearchIn~ Calendar Find Now lear Options » X

Hy Calendars
A cooncr

Calendar

“

January 2008
smTwTEs
Ciizas
o 78910112
1514151617 15 13
mazmams

2728293031 1 -
Training wih Faculy (Room 2028) 4567383

»

Open a shared Calendar
Share fy Calendar,

Open a Shared Calendar,

[ [owcheroroos

There are o tems to
show in this view

10 [5G (ariderce develpment dessroon

floor B0) 6 Pam sherma (Wha)

Contacts

Tasks

Notes

Folder List

Journal

3] onive





Once you open a shared calendar, select the appropriate name, then click ok and close the window, the calendar you requested appears in your calendar window next to yours.   You can open numerous shared calendars at a time and only display the ones you choose by checking the appropriate boxes adjacent to the name. As you add additional calendars, each successive calendar will get progressively more narrow to accommodate several being open at a time. 
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ACCESSING PUBLIC FOLDERS: 
On the left pane select Folder List.  Then select Public Folders from the list. It should be the bottom most folder. Expand the folder by clicking on the +.  The Around WVNCC folder will be used later in the year to post public interest dates and information for the internal college community. There will be additional information provided for this feature in subsequent training sessions. 

OUTLOOK ON THE WEB: 
To access your Northern email account, follow the link below and sign on using the account information. If the link does not work from the word document, type the address exactly as it appears below. 

webmail.wvncc.edu/exchange
A pop up window should appear asking for your username and password.

USERNAME:    wvncc\username   (This is your first initial, last name IE. jdoe.   Use all lowercase letter as the log on is case sensitive.)
PASSWORD:
PASSWORD  (The same password you use to retrieve your new WVNCC.edu email.)
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You’ll log into the WVNCC webmail server and see the following.  Create and read mail as you normally would and log off when you are done.   All your mail folders, calendar entries, contacts, notes, appear as they would on your desktop version of Outlook. 
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The global address book works a bit differently on the web than on your desktop. You can address the email by typing the first few letters of the person’s username, first initial, last name and select the icon of the little red weeble® with a check mark. This will bring up either the name if only one entry matches or the list of possibilities for you to choose from. 
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verne,

I would like a copy of the DNS records for the
wvnec.edu, and the northern.wvnet.edu domains.
a problem with the reverse dns lookup with the new dowain. Hy
inst-tech and my wvnorther.edu domains are set up exactly the
same as the wvnce.edu domain on my end but vhen gqueried I
don't get a response for wvnce.edu.

wvnorthern.edu,
The seens to be

When queried from home for inst-tech.northern.wvnet.edu I get
129.71.42.247. For wwnorthern.edu I get 129.71.42.253. For
wvnec.edu T get "¥eFCan't find vvnce.edu no answer”. That
right there would kill any reverse lockup. Am I correct when
someane types wvncc.edu as & lookup they should get
129.71.43.210 or 129.71.43.2112 I also get these same answers
when I uerv 129.71.1.1. When I cuerv 129.71.43.210 I cet the
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Subject:
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Sue Pelley

Dean of Institutional Technology

West Virginia Norther Cornrmunity College
1704 Market Street, Room 4038
Wheeling, W\ 26003

(304) 214-8825 Direct phone

(304) 233-5900 x 4261 Carmpus phone
(304) 232-0985 FAX

PLEASE NOTE: Efective January 7, 2008, my new email address is spelley@uunce edu. Please change my contact information

°






Both Donna Hans and Dave Hanes both start with DHA so both were returned as possibilities. Select the one you want to send the email to by single clicking on it and hitting OK. 

CALENDAR:

Works much like it does on your desktop. You will see the entries I added earlier on my desktop also appear here. 

OPTIONS: 

Select Options to add a signature line to your ONLINE profile.  In the signature box, add your information exactly as you would like it to appear. Add a line about your email address having changed so as you send emails out your contacts will get the message every time they receive a new email from you. Your online signature can be different than your desktop one. Once you have created your signature click SAVE AND CLOSE at the top of the screen. Other options can be changed here. You can select SIGNATURE and change this signature file to reflect that new information as well. You can also add an OUT OF OFFICE reply so that people sending you an email while you’re out of the office for an extended period of time will be aware of that. Be sure and select “I am currently out of the office”  after you type your message in the appropriate box and outlook with automatically respond to all incoming emails with the message that you are out of the office and what message you temporarily create in this file. 
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I am out of the office right now but will recurn A
on January XX, 2008 and will respond as soon as
possible.

Messaging Options
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utomatically inchude my signature on outgeing messages.

Sue Pelley A
Dean of Institutional Technology

est Virginia Northern Community College
1704 Barket Street, Room 403B

Uheeling, W 26003

Ediing your signabure here will averwrite any custom formatting you may have previously applied.

Privacy and Junk E-mail Prevention

83 [ Fitier stk E-meil. Check the Jurik E-mail folder regulaty to ensure that you do ot miss messages that you went to teceive

Manage Junk E-mail Lists.
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These are just some of the basics of Outlook 2003. We will be creating Outlook Tips throughout the semester and sharing them with everyone in much the same format as this document. You’ll receive an email with a web link to view or download the posted document as new hints and tips are created. 
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