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ll ABOUT OUTLOOK 2000

Outlook is an email software package which enables users to communicate with one
another from their personal workstation. Outlook provides you with a highly effective

tool for creating, organizing, sending and receiving messages.

] HELP WITH OUTLOOK

When you’re not sure what an item you see on the screen is or what it does, display a ScreenTip,
which offers a brief explanation displayed in a pop-up box. ScreenTips are available for
commands, items in dialog boxes, screen areas such as scroll bars, and toolbar buttons.

DISPLAY SCREENTIPS

1. From the menu, choose Help, What’s This? Or Press <SHIFT> + <F1> keys.

2. With the %? pointer click an item you want to know about.

3. When you’re working in a dialog box, display ScreenTips by pressing <SHIFT> + <F1>

To Close a ScreenTip

Press <Esc>.

THE OFFICE ASSISTANT

Anytime you need help, just click the Office Assistant to get the help
you need. If Clippit is not displayed, select Help, Show the Office
Assistant.

When you’re in the middle of a task, the Assistant will guess what kind
of help you might need and display a “What would you like to do?”
box containing a list of relevant help topics. If the list doesn’t include
the information you want, type a question in the white textbox.

1. Click select Help, Show the Office Assistant.

2. Double Click the Office Asssistant.
3. INTHE TEXTBOX, TYPE YOUR QUESTION.

4. Click the Search button.
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5. From the list of help topics, select the statement that best answers your question.

6. An information window opens with instructions.

7. When finished, click the close EI' button in the upper right hand corner of the help
window.

8. Press ESC or double click on the Office Assistant to close the question

window. : |
Fa)
9 -
Note: A light bulb appears when the Assistant has a tip. To see the tip, \(
click the light bulb. =

To Hide the Office Assistant

Select Help, Hide the Office Assistant or right click on the Assistant and select Hide.

To Change the Assistant

The default Office Assistant is a paper clip named Clippit. Other assistants include Shakespeare,
Einstein, a robot and a cat — to name a few.

1. Right-click the Assistant and select Choose Assistant...

2. From the Gallery tab, you can scroll through the different Assistant cartoon characters by
clicking the <Back and Next> buttons.

3. Click OK when you have chosen a new Assistant.

To Animate the Office Assistant

Right click on the Office Assistant and choose Animate.
Turn the Office Assistant Sound On or Off
To play most sounds, your computer must have a sound card.

1 Right click on the Office Assistant and choose Options

2 On the Options tab, select or clear the Make sounds check box.

%3 Note: To display the Assistant after you display a help topic, click anywhere in the outlook
window, or close the help topic.
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J EMAIL ADDRESSES@UNCP

New email addresses for faculty and staff will consist of firsthame.lasthame@uncp.edu
(john.doe@uncp.edu) unless two users have the same names.

New email addresses for students will consist of loginname@uncp.edu
(ncp001@uncp.edu). Student email addresses will consist of a 6 character combination. The first
three letters are the first initials of the student’s first, middle and last name. The last three are
sequence numbers for students with the same initials. 001 indicates the first student with those
initials while 002 indicates the second student with same initials.

Email addresses will no longer have papa, farmer, sassette, nat or granpa. Begin using the new
email address immediately. For a short time, users will still be able to receive email sent to the
old email address. Messages sent to the old address will be forwarded to the new address.

UNCP EMAIL LISTS

To Email Address
Send message to all faculty psufac@papa.uncp.edu
Send a message to all staff psustaff@papa.unp.edu
Send a message to all faculty and staff psuall@papa.uncp.edu
Receive a list of all listservs at UNCP listserv@papa.uncp.edu

Subj: (leave blank)
Message: List Global
Receive a list of all Internet listserv lists listserv@listserv.net
Subj: (leave blank)
Message: List Global

EXPANDING AND COLLAPSING

+—— Expanding allows you to view the contents of an object such as message service,

folder or message group. Any object that can be expanded has a plus sign to the
left. Click on the plus (+) sign to expand the object.

If an object has been expanded, a minus E_ sign will appear. To collapse an object
click on the minus (-) sign to the left of the object.

UNCP ONLINE FACULTY AND STAFF DIRECTORY

1. Visit the Online UNC Pembroke Faculty and Staff Directory at
http://www.uncp.edu/directory .

2. Click in the Search For UNCP Faculty and Staff box and type part or all of the person's last
name.

3. Click Search to call up a list of people on campus matching the letters you entered. You will
be able to obtain the email address from the information displayed on the screen.

LOOKUP USERS EMAIL ADDRESSS IN OUTLOOK
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1. Go to the Tools menu click on Address Books. In the Addreess Books window click on the

Edit menu and go to Find People.
2. Ldap.uncp.edu should be showing in the look in box. If it is not showing click on the drop

down arrow and select ldap.uncp.edu

EZ Find People Kl E
Look: in: I [dap.uncp.edu j e St |
Feople |.-’-'-.d\.fann:eu:||

| Find Now |

I amne; ||
Stam |

E-mail: I
Clear &1 |

3. In the name box type the name of the person you are searching for and click Find Now.

B SENDING AN EMAIL

SENDING A MESSAGE

1. Click on the New J New ~ | button or from the menu, select File, New, Mail Message to start
a new message. The Message box opens. Within the Message box, note the message fields
and signature. The signature can be adjusted. Creating signature files will be discussed later.

™ Untitled - Meszage [Plain Text]

JEiIe Edit Miew Insert Format Tools Actions Help

>

Jéiend|ﬂ|c'i"u E\|| ! |"?'|0Eti'3“5---|@ -

—
4
1%

Subjeck: I

Guidelines For Fields
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To: Enter the email address.
Subject: Enter a few words that describe message
Cc: (Carbon Copy): Enter the email address

Bcc: (Blind Carbon Copy): Enter the email address

Y

Note: To select an email address from your contacts list for the To: cc: lines click on

the To or cc button. For example, if you wanted to enter the address
john.doe@uncp.edu and the address was already listed in the address book, click
on the the To button. You may choose the desired email address from the

contacts list.

&

b5

4

¥ Note: The recipients email address typed in the Cec: line will receive a carbon copy of

the email with the primary recipients knowledge. The recipients email address
typed in the Bee: line will receive a carbon copy of the email without the primary

recipients knowledge.

¥

Note: To move from field to field, press <Tab> or use the mouse to click in the field.

3. Click in the text area and type your message. Outlook will automatically wrap the lines of text.

4. To check your message for spelling position the cursor at the beginning of the message. From

the Tools menu click Spelling.

5. When finished, click the Send J =15end | button. If you want to cancel the email message, from

the menu, select File, Close or click the Close ﬂ button.

SELECT DESIRED SETTINGS

In the New Message box, from — kasaiilog 2=
. . Message settings ——— Security
th tOOIbar’ CIICk the Optlon @ Importance: IW 'I % I= | Encrypt message contents and attachments
OEtll:ll-IS. 0o | buttOl’l The Sensitivity: lm I | add digital signature Lo oubgoing messade
Message Options box opens. pelivery optiens
N d 1 k @ I™ Have replies serk to: I Seleck Mames. .. |
Set Optlons and clic Close M save senk message bo: ISent Items Browse, ., |
I™ Do not deliver before: | LI
™ Expires after: | LI
Send message using: Iemail.uncp.edu LI
Tracking options
@ [T Request a read receipt For this message
Conkacks, ., I I
Categaries... I I
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I READING AND DELETING MESSAGES

READING A MESSAGE

1. Messages will be listed under email.uncp.edu in the Inbox folder.

e d .. .
%g¢ Note: A new message is indicated by an unopened &4 folder.

2. Close the message by clicking on the Close button in the upper right hand corner of the
message window, or from the menu, select File, Close.

NEW MAIL NOTIFICATION

To display a new mail notification message click on the Tools menu go down to options. Under the Prefrences tab

click on Email Options . Click in the check box Display a notification when new mail arrives.
When you receive new mail you will be notified with this box.

Microzoft Dutlook EE

@ Mew mail has atrived, Would you like to read it now?

DELETING A MESSAGE

Click on the message you want to delete and click the Delete i button. The message will
remain there until you purge deleted messages.

Outlook provides several views for working with email. The IMAP Messages view displays all
email including deleted mail Hide Messages marked for deletion view will not display deleted
email. Your deleted mail will remain until you Purge it

UNDELETE A MESSAGE

1. From the Edit Menu, click the Undo "= to undo an action.

Note: You will need to purge deleted messages every so often.

CLEAN MAIL OR PURGE DELETED MAIL

All messages can be purged or deleted from the Inbox by going to the Edit Menu and clicking
Purge Deleted Messages. To clean other folders, follow the same procedure.

B PRINTING A MESSAGE

=

To print a message, left click on the message and from the toolbar, click the Print Frint button.
Or, select the message and from the menu, select File, Print.
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REPLYING TO AND FORWARDING
MESSAGES

REPLYING TO A MESSAGE

1. Open the message to which you want to reply.

2. Click the Reply J G Reply | button in the top of the message window. Click the Reply to All

| ﬁd Reply to Al |

button to reply to all who received the message.

3. A Reply box, with the To: and Subject: lines filled out, appears.

indicated by %
FORWARDING A MESSAGE

1. Open the message you want to forward.

. d . .
2. Click the Forward “ELM button in the top of the message window.

3. A Forward box, with the Subject: line filled out, appears.

4. Type your message and click the Send | =1gend | button.

J ADDRESS BOOK

CREATE A CONTACT

Use Contacts to keep your contact information current and easy to find. You can sort and file
contacts any way you want; store several addresses, phone numbers, and e-mail addresses for each
contact; and go directly to any contact's World Wide Web page.

To create a contact, point to New on the File menu, and then click Contact.

1. Click on the drop down arrow on the New J Hew ~ | button. Select Contact.

OR
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B

SIS button from the Outlook Shortcut Bar.

Click the Contacts

2. In the Contact box, Type a contact name in the Full Name box, and then enter the

information ‘ou want to include for the contact. To save the contact, click Save and Close.
EB Untitled - Contact !E

JEiIe Edit Yiew Insert Format Tools Actions Help

[ Hsveandtose [ & 0 | ¥ @D | 4w
General I Details ] Activities ] Certificates ] &l Fields ]
g Ful Mame. .. || @Business ﬂ|
b title: | Harme ﬂ|
Company: | BusinessFax v ||
File as: [ =l Mobile =l
m Address... | %% E-mail l”— @I
Business LI ™ Send using plain text
ﬂeb page address: |
™ This is the mailing address
[~
| B
Contacts... | Cateqories. .. | Private r

3. Contacts are NOT stored on the server and are only accessible by the user from the
machine on which the contacts reside.

4. To send email to names listed in contacts, right click on the name in contact. Left click
New Message to Contact. A Compose box opens with email addresses in the To: field.

5. To edit a listing, double click on the item.

6. To remove a contact, left click on the item. Click the Delete i button.

CREATE A LIST

1. Click on the drop down arrow on the New J Hew ~ | button. Select Distribution List
€2 Distribution List

2. The Distribution List box opens. Type in the name of the list in the Name field box.
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%3 Untitled - Distribution List

JEiIe Edit View Insert Tools Actions Help

Jniaveandcluse|§|c%E|T’|x|4v*' @v
Members I Nokes I
Marne: I
Seleck Members, ., I add Mew, ., REmEYE [pdate e
[ Mame ¢ E-rnail =

There are no items to show in this view,

A
Cateqgories, ., | I Private [

3. To add a listing to the list, click on the Add New... button. Or to Select a Member from
your contacts click on the Select Members.... button.

o5
4. To send email to a list, click on the New message to contact button.

5. To edit the list, double click on the list and from the Contacts window.
6. To delete a list or individual from a list, click on the list or the individual within the list

and click the Delete i button.

I ORGANIZING YOUR MAIL WITH FOLDERS

CREATING A FOLDER

Right click on the Inbox. From the menu, select New Folder. Type the name of the new folder
and click OK.

DELETING A FOLDER

1. Right click on the folder, and from the menu, select Delete, or from the toolbar, click the

Delete i button.

2. You will prompted from Outlook asking if you are sure you want to delete the folder and its
contents. Click Yes.
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MOVING A MESSAGE TO ANOTHER FOLDER

Click and drag the message to the desired folder é . A copy of the message is placed in the
desired folder. Three is also a deleted copy of the message left in the original folder.

I ADDING ATTACHMENTS TO EMAIL

1. Click the New J Hew - | button to create a new message. From the toolbar, click the Attach

Mbutton. The Insert File box opens. Locate the file to attach and click Insert. The

attachment now appears at the bottom of the New Message box. Message text is the text of the
email message that the user types. To add another attachment, repeat the previous directions.
To remove the attachment, right click on the attachment. From the menu, select Remove.

Click the Send J {=15end | button to send the message and the attachment(s).

I RETRIEVING ATTACHMENTS

Open the message. A file i = test - Message (Plain Text) M=l E3

Wlth an attachment iS JEiIe Edit Wiew Insert Format Tools Acktions Help
indicated byT The | @oreply | SReplyto Al | 9B Forwad | G B | ¥ DY X |4 - - & @),

From: Melanie Morgan [melanie. morgan@uncp. edu] Sent: Mon 4/9/01 S:48 AM
attaChment appears at the Tou melanie. morgan@uncp, edu
bottom of the message e
WindOW Subject: test

lthis is = restctil! =

Melanie Morgan

University of North Carolina @ Pembroke
Tniwversity Computing & Informaton Services
Voice: 910.521.6505

Fax: 910.52Z21.86649

melanie.morganfunep . edu

=

Blue. doc
[21KE]

2. Double-click on the attachment to open the attachment. Or, right click on the attachment. From
the menu, select Open.

I INCLUDING TEXT BY COPY AND PASTE

1. Open both Microsoft Outlook and the application in which you created the file, such as Word
or WordPerfect.
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2. Open the file containing the text you want to include in your message in the other Windows
application.

3. Highlight the portion of the text you want to appear in your message and click on the Copy
button of the application you are using.

4. Switch to Microsoft Outlook.

5. Click on the new message button to start a new message and complete the To: and Subj: fields
using the <Tab> key to move down through the fields.

6. Click or <Tab> down to the message area and press <Ctrl> + <V> or click on the Edit menu
and click on Paste.

7. Complete any additional editing and click on the Send button to send the message.

J CREATING A SIGNATURE

Outlook offers you the option to place a signature at the end of every message you send. A
signature is a few lines of information about yourself generally including your name, position,
address, phone number, and preferred email address. You are the author and creator of the

signature file and can decide when and when not to use the siinature.
Options ﬂ X

Preferences I Mail Delivery Mail Format |Spe||ing I Security I Other I

1. From the menu, select Tools, Options. Vg e - :
Th O t. b Cl . k th M 'l Choase a Format For autgoing mail and change advanced settings.
€ Uptions box opens. 1C € al

Send in this message format: PPlain Texk

Format tab. _ -
. . . . ™ Use Microsoft Word to edit e-mail messages
2. Click Signature Picker in the bottom s I aomae
right corner above the Apply button. S
3 . Cllck the NCW button and enter a name % Use stationery ko change your default font and style, change colors,
. . and add backgrounds ko your messages.
for the Slgnature fﬂe Cth NeXt and Use this stationery by default: |<None> j
type the preferred information for your onts.. | stotonery pcer.,, |
signature. And click Finish. Signature

Automatically include vour signature or attach an electronic business
card {vCard) to outgoing messages,

Use this Signature by default: IMeIanie j

J¥ Don't use when replying or Fanwarding Signature Picker... |
OF I Cancel | Lppli I

A general format would be:

Line 1: separation characters

Line 2: name (optional name and position)
Line 3: position

Line 4: department or UNC Pembroke
Line 5: telephone and/or e-mail address
Line 6: separation characters
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SENDING OR OPENING A WEB PAGE
ADDRESS OR URL IN A MESSAGE

TO SEND A WEB PAGE URL

1. Open the new message.
2. Type the complete URL (ie. http://www.uncp.edu)

3. Do not include any punctuation at the end of the URL, such as a period or parenthesis.

TO OPEN A URL IN A MESSAGE

Double click on the URL. Your default Internet browser will open to the URL.

8.
%'} Note: URL will appear with blue underline.

] SAVE MESSAGE TO FILE

1. Open the message. From the menu, select File, Save As.
2. The Save As box opens. Save the message to the desired location.

] CUSTOMIZING OUTLOOK OPTIONS

1. To customize the various Outlook options, from the menu, select Tools, Options.
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§ WEBMAIL

To check your email from off campus or from the Internet, visit http://webmail.uncp.edu

] WEB SITES OF INTEREST

Faculty and Staff Computing Services Online Guides
www.uncp.edu/ucis/facultyandstaff www.uncp.edu/ucis/guide

Student Computing Services
www.uncp.edu/ucis/students

ADDITIONAL HELP

For additional help, please contact the UCIS Help Desk:

Phone: (910) 521-6260
Email: helpdesk@uncp.edu
Internet: www.uncp.edu/ucis
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