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Intermediate Microsoft Outlook 2007

Microsoft Outlook 2007 is a comprehensive desktop information management program that is
designed to organize tasks and electronic communication. The purpose of this handout is to
provide instructions on additional features not previously discussed in the I ntroduction to
Microsoft Outlook 2007 handout. Features that are covered in this handout include Tasks,
Notes, Calendar Pane, Auto Archive, Tracking messages, vCards, and managing junk e-mail.

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

Working with Tasks and Notes
Although Outlook is used primarily for e-mail, it performs other functions as well. Tasks and
Notes are additional features that can be accessed from the Navigation Pane.

TASKS
A Task isapersonal or work-related errand whose progression can be tracked (see Figure 1). A
task can occur once or can be recurring.

[ Task Subject Start Date Feminder Time Due Date In Folder Categories
Click here to add a new T...

=1 ¥ Due Date: Today

oy

| WVeekly Update Mane Wed 9172008 2:00 PR Wed 971772008 Tasks
~j IT5 &nnual Retreat Meeti,, Mon 11/24/2005 None Pon 117242008 Inbox

Figure 1 - Example of Tasks

To use thisfeature, click the[Tasks| button on the Navigation Pane. New tasks can be created, or
progress of current tasks can be monitored by entering or changing information in the
appropriate text box (for example; Start date:, Due date:, Status:, or % Complete)).

To create anew task:
1. Click the[Tasks] button on the Navigation Pane

2. Click the button on the Standar d toolbar. The Task dialog box opens (see Figure 2).
3. Enter the name of the task in the Subject: text box.

4. Select the start date and deadline for the task from the Start date: and Due date: drop-
down boxes.

Enter any additional information.

Click the Save & Close button.

SPL
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Save & | Delete Task |Details || Assign Send Status  Mark - Recurrence  Skip  Categorize Follow Private || Spelling
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Actions Show Manage Task Options Proofing
Subject: |
Start date: Nane [&] status: | Mot Started [<]
Due date: Mone 5 Priority: |Mormal | % complete: (0% |E3
[ reminder: Qwner: |1
ex)
e

4

Figure 2 - Setting a Task Dialog Box

Outlook also provides arecurrence attribute that can be set once and will recreate the Task
according to the pattern specified.

To set arecurring task:
1. Open Tasks.
2.

3.

Double-click the specific task to open its dialog box.
Click the button in the Options group on the Task tab on the Ribbon. The Task

Recurrence dialog box opens (see Figure 3).

1

laskHecunrence

2x]|

Recurrence pattern

Range of recurrence

Start:

'O' Daily {3:} Recur every |1 week{z) on

(@ Wieekly [Jsunday [IMonday [Jtuesday Wednesday
O Monthly [ thursday [ Friday [ saturday

O Yearly () Regenerate new task |1 week(s) after each task is completed

Wed 11262008

D {*) Mo end date
() End after:

(I End by:

10 OCCUMTENCES

Wed 1/28/2009

V]

K, l[ Cancel ]

Figure 3 - Task Recurrence Dialog Box
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4. Click the appropriate options in the Recurrence pattern and Range of recurrence
sections.
5. Click the OK button.

To mark atask as completed:
1. Open Tasks.

2. Right-click the task and select the [Mark Completz] option.

To assign atask to another Outlook user:

Open Tasks.

Double-click the task to open it in a Tasks window.

Click at the end of the subject line and add a colon () and initials.

Click the Assign Task button in the Manage Tasks group on the Task tab of the Ribbon.
Enter the recipient’s e-mail addressin the box.

Select options and adjust settings as desired.

Click the[send] button.

Nogahk~hwdhpE

NOTES

Notes are simple text areas to save information. Notes can be assigned different categories and
color-codes, and are viewable in different modes. To include the Notes button on the Navigation
Pane, follow the same steps that were used to show the Task button above.

To create anote: Open
1. Select the Notes button on the Brint
Navigation Pane. Existing notes B
will be displayed in the View Pane. = Forward
2. Click the[tew]button to create a new Categorize b
note. Enter the text and close the X Delete @ Medical Appt
note. Outlook will save the note T @ meeting

automatically and assign the yellow
color to its background. The title of
the note comes from the first few
words on the note.

Recreation
Travelling
Vacation

Work

@8

NOTE: Notes can be organized by using

; All Categories..,
different colors.

Set Quick Click...

Figure 4 - Color Categories for Notes

To color-code the notes:
e Right-click the closed note in the View Pane and select » select a color
(see Figure 4).

Or:
e Click the noteicon ¢z on an open note » » select a color.

Using the Calendar Pane

Outlook Calendar is apowerful feature that allows tracking and managing of appointments,
events, meetings, and schedules. Outlook Calendar isfully integrated with e-mail, contacts, and
all of the other Outlook features.

I nter mediate Microsoft Outlook 2007 - 4



VIEWING THE CALENDAR

Click the [Ealendar | button on the Navigation Pane. The Calendar can be viewed by day, week,
or month.

CREATING APPOINTMENTS

Appointments can be set for any of the time slots. A sound or a message reminder is available for
appointments, meetings, and events. Each appointment can be color-coded for easier
identification.

Egﬂ = s Untitled - Appointment - = X

- Appointment Insert Format Text (]

[] i { Calendar =0 5) Private £ |
] 9)?) al ﬁ :.=." &2 show As: | W Busy - 1q '9 EE = ‘? E {
v X Delete ’ High Importance =
Save &  Inwite Appointment|Scheduling || & Reminder: 15 minutes - Recurrence Time Categarize Spelling || Meeting

Close Attendees (g Forward = Zones - § LowImportance Notes

Actions Show COptions [ || Proofing || OneNote
Subject:
Location:
Start time: | Sun 11,30,2008 12:00 AM ] &n day event
Endtime: | Sun11,30,/2008 12:30 &AM

| » [0

4

In Shared Folder: Lﬁ Calendar

Figure 5 - The Appointment Window

To create a new appointment:
1. Click the[calendar | button on the Navigation Pane.

Click the button. The Appointment window appears (see Figure 5).

Type asubject and the location for the appointment.

Adjust the Start time: and End time: using the drop-down list as desired.

Click the Reminder: drop-down arrow and choose a reminder sound.

Select the Show As: drop-down arrow to see availability (e.g. Free/Tentative/Busy/Out of
Office).

Type the detail s about the appointment.

Click the Save & Close button.

SOk WwWN

o N

ORGANIZING MEETINGS
Outlook can set a meeting time on the Calendar, create an appointment, and invite people to the
meeting. Outlook will help find the earliest time when all potential attendees are available.
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To organize a meeting:

1. Click the[l=w]drop-down arrow on the Standard toolbar B [Mezting Reauest], The Meeting
dialog box opens (see Figure 6).

Do)\ H 9 6 & 9 )= Untitled - Meeting - = x
o) ————
| Meeting l Insert Format Text @
Calend ! =
Fower 5 Fy 8 Qe - O Q@ B0 W
X Delete - a/ == [} =
Cancel ‘Appointment|Scheduling Meeting 23 Reminder: |15 minutes - Recurrence  Time Categorize Spelling | Meeting
‘Invitatmn gy Forward = ||Woncspace &i- Zones v 3 || - H Notes |
Actions Show Attendees QOptions M4 || Proofing | OneMote |
| Invitations have not been sent for this meeting. |
(o] | |
Subject: | |
Location: |
Start time: | Sun 11,30/2008 [12:00 am [l a1 day event
Endtime: | Sun 11/30/2008 |1230 am
i)
-
|-
In Shared Falder: @ Calendar

Figure 6 - Meeting Request Window

2. Click the Required or Optional button to add attendees indicated in the obligation box

(see Figure 7).

ECT AUETIQEES dlli

Hesounces: (slobal Address st

Search: () Mame only

() More columns Address Book

|| | Go |G|0ba| Address List Advanced Find
| Mame Title Business Phane Lomti::l

& Aalund, Scott

& Aaron, Diomi

& Aasi, Junaid

& Abacan, Joan

& Abad, AnnaMonigue
& Abad, Iiana

& Abad, Joanne

& Abad, Venice
& Abadir, Mary

& Abad, Maria Corazon 5

e

= OHamady, Bernard Eugene [~
=

v
(<]

i Required ->

[ Optional -=

] |
J |
J |

[ Resources -

0K

Cancel

Figure 7 - Select Attendees and Resources Window
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3. Click the OK button to go back to the Meeting dialog box.

4.

If attendee’ s status is needed to be changed, click on the Scheduling tab (see Figure 8).

D':\ w9 ue s = Training Items - Meeting - = X
S Miesting | mnsert | Fomattent @
o T4 Q‘% v
ﬁ _'anlendar ) SX Add or Remove Attendees [ = @ Tentatve - 4 ¥ Recurrence (%) ﬂic |E'p
@JMessage ta Attendees ~ 9_/ Q Time Zones ¥ .
Cancel =3 - | Appointment Schedulm Trackin - S ellm Meetm
Meeting = """ o 9 9 e meeting workspace BT [ L5 minutes B categorize~ & || " e || hioter
Actions Show Attendees Options T || Proofing || OneNote
Q |100% [+] Friday, November 28, 2008
6:00 700 8:00 2:00 10:00 11:00 12:00 1.00 2:00 300 4:00 5
Al Aiendees _ ] =
! Gl — —— |
»/ QC] ralmngl
@ Required Attendee [Training2
© Optionsi stendes I -
{3 Resource (Room or Equipment)
4 m >
Ot Start time: | Fri 11/23/2008 B 12008 B
Autofick Next>> | Endtime: | Fril1/28/2008 B [1za0av @
B Busy 7 Tentative B Outof Office [N Mo Information Qutside of warking haurs

meeting.

Figure 8 - Scheduling Tab

Click the status icon to change desired status.
Click the Appointment tab. Fill in the appropriate fields for time and details of the

If the meeting will occur on aregular basis, click the [Reeurrence]| button on the Calendar

dialog box. Select the appropriate options under the Recurrence pattern and Range of
recurrence sections (see Figure 9).

Click the OK button to go back.

AppointmenRecunrence,

2Ix]|

Appointment time
Start: 12:00 AM

End: 12:30 AM

<IN <]l <]

Duration: |30 minutes

Recurrence pattern

() Daily Recur every |1 week(s) on:

(@ Weekly [ sunday [Monday [ Tuesday [Jwednesday

O Menthly [ thursday Friday [ saturday

O yearly

Range of recurrence

Start: | Fri 11/28/2008 [+] @ Na end date
()End after: | 10 OCCUMTENCES
CiEndby: | Fri 1/30/2009 [v]

’ QK ] [ Cancel ]

Figure 9 - Appointment Recurrence Dialog Box
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9. Click the Send button. All the attendees will receive a meeting invitation which can be
responded to using the commands in the Respond group on the Meeting tab of the
Ribbon (see Figure 10).

J2X B &

(=4 Reply to Al

Accept Tentative Decline Propose
Mew Time ~ | b Forward -

Respond

Figure 10 — Respond Group

COLOR-CODING THE CALENDAR
Appointments and meetings can be color coded to indicate use. Labels can be defined by color or
via pre-defined labels that Outlook assigned.

To color an appointment or meeting with a predefined label:
1. Click the Calendar button on the Navigation Pane.
2. Right-click an appointment or meeting.
3. Select the[categarize | option.
4. Select acolor-coded label from the list (see Figure 11).

Categorize L4 £l
X Delete L) Medical Appt
Ef_: MMeeting MNotes C] Meeting
C] Recreation
C] Travellirig
C] Vacation
C] Wark
HD All Categorigs...

Set Quick Click...

Figure 11 - Calendar Color Labels
NOTE: To remove the color from the appointment or meeting, repeat steps 1 and 2 and select None.

To create a colored label:
1. Open the Calendar.
2. Click the Categorize button 5 on the Standard toolbar B |2l Categaries...| The Color
Categories dialog box opens (see Figure 12).
3. Select the color to rename » Rename button P type in the new name » OK button.
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Loloreliategonies, J ;31

To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.

Mame Shartout key Mew...
[ () Medical Appt:
0o r1eet||'u;| .............
] @) Recreation
O] @ Traveling Color:
L] @) Yacation :
O] work e
Shaortout Key:
(Mone)
(84 ] [ Cancel

Figure 12 - Edit Calendar Labels Window

CONFIGURING CALENDAR

In order to better represent time, working hours should be configured to reflect actual working
days and hours.

To configure the calendar:

1
2.

3.

4,

Click the Tools menu » Options. The Options dialog box opens.

At the Calendar section of Preferences tab, check the Default Reminder: check box and

set the desired time to be notified in advance of a calendar item (see Figure 13).

Click the Calendar Options... button. The Calendar Options dialog box opens (see
Figure 14).

In the Calendar work week section, select the working days by clicking the appropriate
check boxes, and enter desired time in the appropriate text boxes.

DELEGATION

The process of granting someone permission to open the folders, read and create items, and
respond to requestsis called Delegate Access Permissions.

NOTE: Thisfeature requires using a Microsoft Exchange Server e-mail account.

To add delegates:

1.

ONOOAWN

Click the Tools menu » Options. The Options dialog box opens (see Figure 15).
Click Delegates tab and click the[2dd..] button.

Select delegates from the global address book or type them in manually.

Click to add to delegate list.

Click the OK button.

The Add Users dialog box appears (see Figure 16).

Set up desired standard.

Click OK » Apply.
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b,mﬁ,‘_al.

Preferences |Mail Setup || Mail Format || Spelling || Other || Delegates|

E-mail
-' Change the appearance of messages and the way they are handled.
, ;a
E Junk E-mail... i [ E-mail Options... ]

Calendar

Customize the appearance of the Calendar.

Default reminder: 15 minutes Calendar Options...
Tasks
z Change the appearance of tasks,
Reminder time: 3:00 AM Task Options...

Contacts and Motes
a= Change default settings for contacts, journal, and notes.
- [ Contact Options... ] [ Journal Options. .. ] [ Note Cptions... ]

Search
p Change the settings for indexing and search.

Search Options. ..

Change the settings for mobile notification and messaging.
[ Motifications. .. ] [ Mobile Options. .. ]

Mabile
=

Calendar work week

Csun Man Tue Wed Thu Fri [sat
First day of week: | Sunday Start time; | 5:00 AM
First week of year: |Starts onJan 1 End time: | 5:00 PM

Calendar options
r Show "dick to add” prompts on the calendar

ﬂ!

[[15how week numbers in the Manth View and Date Mavigator

Allow attendees to propose new times for meetings you organize

Use this response when you propose new meeting times: | Tentative
Default color: [ Planner Options... l [ Add Holidays... ]

[Juse selected color on all calendars

Advanced options

@ [[]Enable alternate calendar:

When sending meeting requests over the Internet, use iCalendar format

[ Freepusy options... | [ Resourcescheduing... | | Time Zone... ]

Figure 13 - Options Dialog Box

| Preferences | Mail Setup || Mai Format || Spelling | Other | Delegates

Delegates

Delegates can send items on your behalf, including creating and
responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, close this
dialog box, right-click the folder, dlick Change Sharing Permissions, and
then change the options on the Permissions tah.

Suchin, Rapeepun

E Ok i Cancel Apply

Figure 15 - Delegates

VIEW GROUP SCHEDULES

Figure 14 - Calendar Options Dialog Box

Ao X

Search: (&) Mame only () More columns Address Book

|| ‘ Go |Global Address List Advanced Find
| Name Title Business Phone Locahc|

4§ Aalund, Scott =
8 Aaron, Diomi
8 Aasi, Junaid
§ Abacan, Joan
8§ Abad, AnnaMonigue
8 Abad, liana
4 Abad, Joanne
4§ Abad, Maria Corazon §
8 Abad, Venice
& Abadir, Mary
§ abadisian, nina
8 Abajian, Sharie
Abajuo, Chioma
e Ll

e H

e |

OK Cancel

Figure 16 - Delegate Permissions Dialog Box

It is helpful to view a co-worker’s schedul e before designating atime for a meeting. In order to
do this, groups need to be created in the Calendar Navigation Pane.

To create agroup in Calendar:

1. Goto Calendar inthe Navigation Pane.

2. Click View Group Schedules button |&4] and the Group Schedules dialogue box opens

(see Figure 17).
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3. Click the button to show Create New Group Schedule dialog box. Type aname
for the new group schedule and click OK.

Enoup schedules: Jai

Group Schedules saved with this Calendar:

Cancel

Figure 17 - Group Schedules

In the new group dialogue box (see Figure 18), click and add group members

4,
from the address book.
5. The schedules of the various members will display in the right window of the new group.
6. Click the[save and Clos=] putton to save any changes and close the dialog box.
IS A=
Zoom: | 100% B Monday, December 01, 2008
2:00 3:00 4:00 5:00 9:00 10:00 11:00
Group Members ||
G [TS Training Proaram R Ty
a8 [ | 3]
| AddOthers ] [ Options v| Goto: |Mon 12/1/2008 V]
B Busy | Tentztive [ Outof Office ™ Mo Information Outside of working hours
Save and Close ] [ Cancel

Figure 18 - The New Group
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Using Rules and Alerts
Rules help make work more efficient by automating actions.

NOTE: It is necessary to be connected to a Microsoft Exchange server to create rules.

To usetherules and aerts:

1. Inthe Mail option, select the Tools menu P> [Rules and Alerts..| The Rules and Alerts dialog
box opens (see Figure 19).

Hirlesand wlents: ja

E-mail Rules | Manage Alerts

r

:3‘ Mew Rule,.. Change Rule ~ 53 Copy... X Delete Run Rules Mow... Options
Rule (applied in the arder shown) Actions
Clear categories on mail {recommended) }3"

Rule description (dick an underlined value to edit):

Apply this rule after the message arrives
assigned to any category
clear message's categories

[JEnable rules on all RSS Feeds

[ OK, ][ Cancel ]

Figure 19 - Rules and Alerts

Click the[tiew Rule...] button. The Rules Wizard dialog box opens (see Figure 20).

Select the template or blank rule » Next button.

Select the conditions for the rule in the Step 1. Select condition(s) section of the dialog
box (Figure 21).

5. Depending on the rule, values may have to be set in the Step 2: Edit the rule description
(click an underlined value) section » Next button.

N

NOTE: Clicking on any of the underlined text links allows the user to designate specific words,
names, or degrees of importance to make the criteria more specific.

6. Check or uncheck any exceptionsto the rule (see Figure 22) » Next button.

7. Specify aname for the rule and click the check boxes as appropriate to set up rule options
(see Figure 23) » Finish button.

8. Click the OK button to close the Rules and Alerts dialog box.
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RirlessVWiFand

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized
{ L' Move messages from someone to 5 folder

LB Mave messages with specific words in the subject to a folder
LB Move messages sent to a distribution list to a folder
>< Delete a conversation
W Flag messages from someone for follow-up
LB Move Microsoft Office InfoPath forms of a specific type to a folder
LB Mowe R55 items from a spedific RSS Feed to a folder
Stay Up to Date
‘}?3 Display mail from someone in the New Item Alert Window
i) Play & sound when I get messages from someone

Start from a blank rule
= Check messages when they arrive
{=1 Check messages after sending

E Send an alert to my mobile device when I get messages from someone

Step 2: Edit the rule description {dlick an underlined value)

Apply this rule after the message arrives

from people or distribution list
move it to the specified folder

Example: Move mail from my manager to my High Importance folder

< Back i Mext > I,_

Finish

J

Figure 20 - Start a New Rule

Rl ez Wizand

Which condition(s) do you want to check?
Step 1: Select condition{s)

[w]: or distribution list

specific words in the subject

[ through the specified account

[] sent only to me

[] where my name is in the To box

[[] marked as importance

[] marked as sensitivity

[ flagged for action

[ where my name is in the Cc box

[ where my name is in the To or Cc box

[ where my name is not in the To box

[] sent to people or distribution list

[ with specific wards in the bady

[] with specific words in the subject or body
[ with specific words in the message header
[ with specific words in the recipient's address
[] with specific words in the sender's address
[] assigned to category category

[ [

[<]

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives

from people or distribution list
move it to the spedfied folder

[ Cancel ][ < Back ]i Next > I[

Finish

J

Figure 21 — Select Condition(s)
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Rirles Wizand

Are there any exceptions?
Step 1: Select exception(s) {if necessary)

[] except if the subject contains specific words

[] except through the spedified account

[[] except if sent anly to me

[ except where my name is in the To box

[] except if it is marked as importance

[ except if it is marked as sensitivity

[] except ifit is flagged for action

[] except where my name is in the Cc box

[] except if my name is in the To or Cc box

[] except where my name is not in the To box

[] except if sent to people or distribution list

[ except if the body contains specific words

[ except if the subject or body contains specific words
[] except if the message header contains specific words
[] except with specific words in the recipient’s address
[] except with specific words in the sender's address
[7] except if assigned to cateqory category

[ D

(<]

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives

from TS Training Program
maove it to the Old Mail folder

[ Cancel J[ < Back JI Mext =

] [ Finsh ]

Figure 22 - Setting Rule Exceptions

Finish rule setup.

Step 1: Specify a name for this rule

ITS Training Program|

Step 2: Setup rule options
[C]JRun this rule now on messages already in "Inbox”

Turn on this rule

Create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives

from ITS Training Program
move it to the Old Mail folder

’_ Cancel ] ’_ < Back ] Mext =

)

Figure 23 - Finish Setup Rules
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Managing and Monitoring E-mail Messages
Outlook has messaging features such as tracking, delivery status, flagging, and message recall.

MANAGING DRAFT MESSAGES

Outlook will automatically save all incomplete messages. By default, incomplete messages are
saved to the Drafts folder every three minutes. The time interval and location where draft
messages will be saved can be adjusted.

-

To change the saving time interval or location: r;-_u- Fleadd Bl s o HER
1. Select the Toolsmenu P> [Setions.] The | .. .
Options dialog box opens. )
2. Inthe Preferencestab, click the

AutoSave items in:

AutoSave items every: | 3 minutes
bUtton- The E'rna] I dl al Og [J1n folders other than the Inbox, save replies with original message
box opens. Save forwarded messages
3. Click the [Advanced E-mail Optians.... | button. When new items arrive in my Tnbox
The Advanced Email Options dialog Play a sound
bOX Opens (See F| gure 24) Briefly change the mouse cursor

Show an envelope icon in the notification area

4. Click the AutoSave unsent itemsin: _ _ ) )
Display & Mew Mail Desktop alert {default Inbox only)

drop-down arrow to select adifferent
folder such as “Drafts,” “Inbox,” “Sent
Mail,” or “Outbox.” SEEs e mes

5. Click the OK button on each dialog box | S=tmeertance: [Hermal
to apply the changes and close all open Set sensifivity: | Normal
dl al Og boxeS. [ ]Messages expire after: days

[] allows comma as address separator

l Desktop Alert Settings...

Automatic name chedking

Delete meeting request from Inbox when responding
Suggest names while completing To, Cc, and Bee fields
Press CTRL+EMTER to send messages

[ Ok ] l Cancel

Figure 24 - Advanced E-mail Options

AUTO ARCHIVE
Automatic archive will set policies on keeping the disk and inbox clean by moving old items
from the specified folder to an archive folder.

To change auto archive options:
1. Click Tools P> [Crtians..]. The Options dialog box opens.
2. Click the Other tab » button. The AutoAr chive dialog box opens.
3. Select the frequency of Auto Archive activation, where archived messages will be saved,
and what happens to messages older than a specified period of time.
4. Click the OK button twiceto close all dialog boxes and apply the changes or updates.

Once the auto archive rules have been set, messages that meet the specified criteriawill
automatically be moved from the server to the specified folder. Thisfolder is usualy located on
the local machine.

NOTE: Archivefolders are atype of persona storage folder with afile extension of “.pst”. More
information on how to manage the .pst filesis provided in the Managing E-mail Disk Quotas handout
(http: // ww. cal statel a. edu/its/docs/ pdf/outl ookquot a. pdf).
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MONITORING E-MAIL ACCOUNT SIZE

Storage space on al campus e-mail accounts and Public Foldersislimited to two gigabytes (2
GB) —the equivalent of approximately 82,000 average-size messages (25 KB each). Using the
Microsoft Outlook client, it is possible to monitor the e-mail account size and determine how
close an individual account isto the size limit.

To check e-mail account size from Microsoft Outlook:

1. Select the Tools menu P> [Mailbax Cleanup... | The Mailbox Cleanup dialog box opens (see
Figure 25).

2. Click the[view Mailbox Size...| button. The Folder Size dialog box opens (see Figure 26).

3. Theaccount size can be seen in the Total size (including subfolders): field. The example
in Figure 26 has an account size of “147303 KB,” or approximately 147 megabytes (well
below the 2 GB size limitation).

4. Close all open dialog boxes.

- -
MailbpxCleanup; _J \3
'J'y You can use this tool to manage the size of your mailbox.
| ‘You can find types of items to delete or move, empty the deleted F L 1
items folder, or you can have Outlook transfer items to an archive ol derssize ‘_J \3
file.
’ View Mailbox Size.., Local Data | Server Data
Folder Mame: Mailbox
@« OFinditems older than | g0 days
=) Size (without subfolders): 0 KB
(#) Find items larger than | 25 kilobytes
Total size (induding subfolders): 147303 KB
= Clicking AutoArchive will move old items to the - -
% archive file on this computer. You can find these Autoarchive Subfolder Size Total Size
items under Archive Folders in the folder list, Calendar 157 KE 157 KE
Contacts 15 KB 15 KB
& Erript‘r'ingjihe deleted items folder permanently Deleted Ttems 14KE 14 KB
' Eletes thase items. Deleted Items \Staff 0KB 0K |
’ View Deleted Items Size.., ] Drafts 0 KB 0 KB
Inbox 34030 KB 34030 KB
—— Delete all alternate versions of items in your Inboo|Clld Mail 0 KB O KE
+& maibox. Journal 0KB 0KE
’ View Conficts Si ] Junk E-mail OKB OKB
View Conflicts Size... Htes kR kR
Figure 25 - Mailbox Cleanup Dialog Box Figure 26 - Folder Size Dialog Box

Tracking Features

Outlook has tracking features to determine how Outlook handles delivery and message read
receipts. When the tracking options are enabled, different notification icons will appear in the
“From” column of the I nbox.

SETTING MESSAGE TRACKING OPTIONS

The Tracking Options dialog box is used to track all messages automatically, track a specific
message using the Message Option dialog box within the message, or to specify the folders
where message receipts are stored (e.g., the Deleted | tems folder).

To set tracking options:
1. Select the Tools menu » command. The Options dialog box opens.
2. Inthe Preference tab, click the [E-mail Ontions....| button. The E-mail Options dialog box
opens (see Figure 27).
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3. Click the[Tracking Optians...| button under the Message handling section. The Tracking
Options dialog box opens (see Figure 28).

4. Click the appropriate check boxes to specify the tracking options to use. For example,
click the Read Receipt and/or the Delivery Receipt check boxes.

5. Click the OK buttons on all open dialog boxes to confirm the changes.

r -
Emanl Options: _JLE
Meszage handling - .
After moving or deleting an open item: Inacking (A ptions; J \3
[ ¢lose original message on reply or forward Optians

v| Sav ies of in Sent It fold ) - .
R B e SRRl e @? Use these options to verify the date and time a message has

[¥] Automatically save unsent messages been received by the recipient.

[¥|Remove extra line breaks in plain text messages Process reguests and responses on arrival
[#] shade message headers when reading mail Process receipts on arrival
[ Advanced E-mail Options. .. ] [ Tracking Options. .. ] [ after processing, move receipts to

On replies and forwards
&l = When replying to a message [ pelete blank voting and meeting responses after processing
=" | Indude original message text For all messages I send, request:
When forwarding a message |:| Read receipt

Include original message text [ oelivery receipt

Use this option to decide how to respond to requests for read
receipts. Only applies to Internet Mail accounts.
[ JMark my comments with: (") Always send a response

L my with:
@ MNever send & response

() Ask me before sending a response

[ O ] [ Cancel [ Ok, ] [ Cancel

Figure 27 - E-mail Options Dialog Box Figure 28 - Tracking Options

NOTE: Read Receipt and Tracking Information will only be generated when the recipient is using an
Internet Mail-based system. Also, the read response sent by an Internet Mail recipient will depend on the
option buttons chosen: Always send a response, Never send aresponse, and Ask me before sending a
response (see Figure 28).

VIEWING MESSAGE TRACKING INFORMATION

Messages that contain tracking information will appear with an icon of an envelope with a
tracking information symbol [l in the [B] (Sort by:) column. Tracking information can be
accessed viathe Sent I tems folder. When a message has been delivered, a delivery confirmation
message will appear in the user inbox with the tracking information symbol in the Sort by:
column.

To view the message delivery status:
1. Open the Sent Itemsfolder.
2. Double-click amessage that contains the tracking information symbol . The message
opens in the M essage window.
3. Click the[Tracking] button in the Show group on the Message tab of the Ribbon. The
tracking information will be displayed (see Figure 29).

This message was sent on 12/1,/2005 11:11 AM.
Status Totals: delivered to 1 recipient

Recipient Delivery
Delivered: 12/1/2008 11:11 AM

Figure 29 - Tracking Information
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RECALLING A MESSAGE

Outlook supports the recalling of sent messages before being read. When a message isrecalled,
details or information about it will appear in the Sent Items folder (seeFigure 30).

| You attempted to recall this message on Monday, December 01, 2003 11:27 AM. ‘

Figure 30 - Message Recall

Messages can be recalled as long as the recipients have not read them or if the messageisstill in
the same Exchange server.

NOTE: Messages sent to recipients who
use other mail servers cannot be recalled.

To recall amessage:

1
2.
3

Open the Sent Items folder.
Double-click the message to recall.
Click the Other Actions drop-down
arrow on the Ribbon (see Figure 31).

Click the Recall This M essage option.

The Recall This Message dialog box
opens (see Figure 32).

Choose the recall options as desired P
OK buitton.

Darall Thic Moccaoe
[J‘.:{.ﬂ“ [ its. .-.".:'.:..2_:;:'

Some recipients may have already read this message.

Message recall can delete or replace copies of this message in
recipient Inboxes, if they have not yet read this message.

Are you sure you want to:

(%) Delete unread copies of this message

() Delete unread copies and replace with 2 new message

Tell me if recall succeeds or fails for each recipient

Other

Actions =

Edit Message
Recall This Message...

Resend This Message...

@_'I Forward as Attachment
% PostReplyto Folder
Encoding 2
j_" Message Header
View Source

View in Browser

L Zoom..

Figure 31 — Recall This Message Option

ag)

[ ox

]

Figure 32 - Recall This Message Dialog Box

NOTE: If the Tell meif recall succeeds or failsfor each recipient check box in the Recall This
Message dialog box is checked, a notification reporting the success or failure of each recall attempt
will be displayed. The notification will appear in the Inbox folder as a message with the subject of

“Message Recall Success’ or “Message Recall Failure”.
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Working with Junk E-mail

Junk e-mail is unsolicited e-mail that is delivered to the e-mail account. The University offers an
anti-spam service to give control over their personal spam quarantine through a Web interface
called Quarantine Manager. More information about the Quarantine Manager can be found at
htt p: // www. cal st at el a. edu/ gnt r ai ni ng. Outlook provides several tools for managing
junk e-mail.

SETTING JUNK MAIL OPTIONS
By default, the junk e-mail option is set to the “Low” level of protection, but can be changed.
There are four levels of junk mail protection provided in this program (see Table 1).

Table 1 — Junk E-mail Protection Level

Protection Level Description
No Protection Turns off Junk E-mail filtering.
Low Th? S ?s the default setting. O_nly the nost obvious junk e-
mail is moved to the Junk E-nmmil fol der.
Cat ches nost of the junk e-nmil, but may al so m stakenly
Hi gh i nclude sone regular mail. Wien this level is selected, the

Junk Mail fol der should be checked regul arly.

The hi ghest |evel of protection. Only nessages fromthose
senders on the Safe Senders or Safe Recipients list are
delivered to the Inbox. Al other mail is delivered to the
junk Mail folder.

Safe Lists Only

To set the junk e-mail protection level:
1. Select the Tools menu P> [Setizns..]. The Options dialog box opens.
2. Click the [JunkE-mail...] button in the E-mail section. The Junk E-mail Options dialog box
opens (see Figure 33).
3. Select thelevel of e-mail protection » OK button.
4. Click the OK button to close the Options dialog box.

.
JupkdEmarliptions, ?
Pl

Options | Safe Senders || Safe Redpients || Blocked Senders || International

E_“ Qutlook can move messages that appear to be junk e-mail into a spedial
@ Junk E-mail folder.

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

(O No Automatic Filtering. Mail from blocked senders is stil moved to the
Junk E-mail folder.

(&) Low: Mave the most obvious junk e-mail to the Junk E-mail folder.

O High: Most junk e-mail is caught, but some regular mail may be caught
as well, Check your Junk E-mail folder often,

(O 5afe Lists Only: Only mail from peaple or domains on your Safe
Senders List or Safe Recipients List will be delivered to your Inbox.

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

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

[ OK H Cancel ]

Figure 33 — Junk E-mail Options Dialog Box
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ADDING SENDERS TO THE JUNK SENDERS LIST

Outlook can organize and move selected messages to a specific folder simply by dragging and
dropping messages from one folder to another. It is also possible to color code the messages for
easy identification. The Organize feature also helps filter unwanted junk mail from bulk
marketing or unsolicited senders.

To add senders to the Junk Sendersist:
1. From the Inbox select a message from the sender whose messages Outlook should
automatically delete.

2. Select the Actions menu W [Lunk E-mail| p» |Add Sender to Blacked Senders List| (see Figure 34).

Actions i
2l Mew Mail Message Ctri+MN
Mew Mail Message Using 3
¥ Follow Up 3
~ Categorize 3
Junk E-mail L4 F"@ Add sender to Elocked Senders List
_% Reply Ctrl=R Add Sender to Safe Senders List
_-ﬁ Reply to All Ctri+Shift+R Add Sender's Domain {@example.com] to Safe Senders List
__,} Forward Cirl=F Add Becipient to Safe Fecipients List
@_‘l Forward as Attachment  Cirl=AlK=F Mark as Mot Jun Chrl+Alt+)
Shorteut L.‘a Junk E-mail Options...

Figure 34 - Junk E-mail Menu Options

3. A warning prompt will appear. Click the OK button (see Figure 35).

r -

Micnosofit Office Outiook: 1

added to your Blocked Senders List, and the
message has been moved to the Junk E-mail
folder.

"j The sender of the selected message has been
L

[ ]Please do not show me this dislog again

Figure 35 - Block Senders List Warning Prompt

NOTE: Right-clicking the message will activate a shortcut menu and the Junk E-mail dialog box can
be opened. Users can manage safe recipient and blocked sender lists by selecting the appropriate tab
on the dialog box and adding or removing senders from the lists.

ADDING TO THE JUNK FILTER LISTS

Outlook provides three different lists that can be used to add namesto for filtering junk e-mail.
Thelists are the Safe Senders List, the Safe Recipients List, and the Blocked Senders List.
Names on these lists can include individual e-mail addresses or domains. If adomain is added to
alist, all email from usersin that domain will be classified as part of thelist.
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To add names to a Junk E-mail filter list:
1. Select the Tools menu P> [@rtizns...|. The Options dialog box opens.
2. Click the[lunk E-mail] button. The Junk E-mail Options dialog box opens (see Figure 33).
3. Select the appropriate tab for the list to add names to (e.g., the Block Sender s tab).
4. Click the Add... button. The Add address or domain dialog box opens (see Figure 36).

r —
Add addness.ordoman ‘__Jj]
Enter an e-mail address or Internet domain name to be added
to the list.

Junk_This @Bad_Things.com|

Examples: someone @example.com, @example.com, ar
example,com

[ OK ][ Cancel ]

Figure 36 — Add Address or Domain Dialog Box

5. Typethe e-mail address or domain name » OK button. The Add address or domain
dialog box closes and the name appears in the Blocked Senders list.

If there are additional e-mail addresses or domain names to add, repeat steps 4 and 5.
When finished adding senders, click the OK button to close the Junk E-mail Options
dialog box.

8. Click the OK button to close the Options dialog box.

No

vCard

A vCard is an electronic equivalent of avisit card. It isasimple, small file encapsulating all of
the information for a contact. It can be shared with the corresponding parties and integrated into
the Contacts list with only afew clicks.

CREATING A VCARD
Any contact in the address book can be converted into avCard.

To create avCard:
1. Inthe Navigation Pane click Contacts.
2. Open the contact, update any necessary information, save, then close the contact
3. Select the contact in the View pane, but do not open it.
4. Select the Eile menu » [5ave 25...| The Save As dialog box opens.
5. Select the location where the file will be stored
6. Assign an appropriate nameto thefile.
7. Select “vCard Files’ in the[5ave as tvpe:] drop-down menu P button.

NOTE: Pay attention to the location of the saved file.

SENDING A VCARD
The personal vCard can be attached to e-mails sent to newly established acquaintances that might
need the contact information.

To send a contact as avCard to others:
1. Inthe Contactslist, click any of the contacts to be sent as avCard.
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2. Select the Actions menu P [Send Full Contact] B> [In Internet Format (vCardi| (see Figure 37). A

new e-mail form will open with the vCard file as an attachment (see Figure 38).
3. Select therecipientsto receive the vCard, complete the message and send thefile.

._." og\"', H s

Actions | :3/) Message Insert Options Format Text
&= Mew Contact Ctrl=1 .
&= Mew Contact from Same Campany N : ; |A a7||:i= = '| it |
&% New Distribution List  Ctrl=Shift=L _:, B u || A== E|E EE
{8 Send as Business Card Clipboard (] Basic Text

Send Eull Contact » In Internet Format (vCard)

Create 3 «_-,\3 In Qutlook Format  Ctrl=F = l

Call Contact 3 Send -
Y Follow Up 5 Subject: FW: Mortimer Snerd
BE categorize 3 Attached: |89 Mortimer Snerd.vef 5 KB

Figure 37 - Sending a Contact as a vCard File

IMPORTING A VCARD

Figure 38 - vCard as an Attachment

When avCard is received as an attachment to an incoming e-mail, it can be integrated into the

list of contacts.

To import avCard:
1. Open the e-mail that has the vCard file attached to it.

2. Double-click the* .vcf” attachment. Outlook opens the Contact window (see Figure 39)

with the information e-mailed.

3. Make any adjustments to the data and click the Save and Close button in the Actions
group of the Contact tab on the Ribbon. The contact information will now appear in the

Contact list.

Duane Blarney - Contact

L{n\ = . )=
=

Format Text

83 &=| [83 Activities
— B A Certificates
General| Details
& AnFields

Show

Contact Insert

| ﬁﬁ Save & Mew -
%Send *

Save &
Close % Delete

Adtions

Full Name...

Company:

87" a=| £9 Assign Task
Eal: I
Lﬂ Web Page
E-mail Meeting Call
- £ Map
Communicate

Card

Blarney, Duane

Job title:

File as: Blarney, Duane (]

Internet

@ 1)

Display as:

dblarney @woohog.com

Duane Blarney (dblarney@woohoo.com}

25 88 va vV &

Business Picture Categorize Follow

®

Spelling | Contact
Up~ & - MNotes
Proofing | OneNote

Qptions
Blarney, Duane

4594473828374758383 Work
dblarney@woohoo.com

Motes

Web page address:
I address:

Phone numbers

[Business.. |- ] [4s9s473828374755383
feme )
pemere 1)
e )

Addresses

Busingss.., E]

[ This is the mailing
address

| » &1

4

Figure 39 — Contact Window
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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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