35 Union Street

Brunswick, ME 04011 Brunswick School
207-721-8398

Department

Microsoft Outlook

Outlook isan email client that comeswith Microsoft's Exchange Server and isapart of the Microsoft Office package. Itis
very similar to Eudora, but it comes with many add-ins such asthe ability to read your mail with aweb browser from home
that make it amore robust package overall.

Y our email account will bein the following format:
cfirth@brunswick.k12.me.us

thefirstinitial of your first name and your full last name, no matter how long.

The last name can contain hyphens but not apostrophizes. Therefore, Jennifer Smith-Snow would work as jsmith-
snow@brunswick.kl2.meus, but Robet O'Robert would be typed without the punctuation as
rorobert@brunswick.k12.me.us.

Reading M essages

Although you can preview the message in the bottom half of the main window (see example below) to actually read
amessage, double-click on it in the index. The message will then appear in its own window.
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1|0/ g From Recetved =
=y Judith Montgomery Thu 2/15/01 9:50 AM
N John Abbot R o have not logged in Thu 2{15(01 z
[ @ Melissa Green Latest news Mon 2/12/01 3:01 PM
3 Park, 11 (pgt) more updates Thu 2f8/01 11:56 AM
= Sonam Singh Re: Mew E-Mail address for Shana Sat 1/6/01 4:32 AM
@ Andrew Smith Re: Checking In... Fri 1/5/01 6:57 PM
L)
From: John Abbot To: Shana Goodal
Subject: Re: peopls who have not logged in Cc:
Shana, =
That would be great. If there is any chance you could he here today form
11:30 to 1 or so, that would cover most people's lunch break. Tomorrow would
probably work as well. Or, can people have you set them by giving them to
you on the phone? If their MNovell accounts have been reset can we do it the T
original way that is shown on the instructions?
Let me know.
John
s | Original Message ————-—
cher_Sh'or_tcut'Sj From: "3Shana Goodall"™ <3Goodallfbrunswick.klZ.me.us> ;I
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Opening/Viewing Attachments

A message with an attachment will be listed with a paperclip next to the senders’ name. When you open the

message, by double clicking on it in the index, you will see the attachment(s) listed at the bottom of the document.
(See example below) To open the attachments simply double click onit.

Y ou are probably familiar with attachments from using other email programs. Outlook makes opening those
attachments simple. However, this convenience comes at a price - with attachments being so easy to open, they have
become a major mode of virus transmission.

Unless you know specifics about what an attached file isintended to, do not open any attachments! Even if
you know who sent the unknown attachment, do not open it! Many viruses are passed from person to person as
curiosities, or are automatically mailed to everyone in a person's address book. If you have questions about a
specific attachment, please call the School Department Help Desk (721-8398) before opening it.
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|8 vou replied on 1/23/01 12:45 PM. Click here to find all related messages. |

From: Douglas DeCanila Sent: Tue 1/23/01 11:40 AM
T Shana Goodall

o

Subjeck: RE:Broadcast message

| did & print screen and pasted it into a word document so that you could
see what was coming up on the screen.

Thanks for the help,

Doug

&

Broadcast
meszage... [J6KE]

Lo

Deleting Mail

Thereisafinite amount of storage on the mail server. From time to time, you will need to delete old messages to
free up disk space. To delete amessage highlight the message and then use the delete key or click on delete button
in the toolbar. | #%

Sending M essages

To send amessage, click on the Compose M essage button in the Toolbar or choose New M essage from the
Composemenu.

Inthe New Message window, enter an addressin the To: field; you can enter more than one address by typing an
addressand pressing Return.

TypeinaSubject. Then proceed to type your message in the space below the subject line. (See exampleon the
next page)

To Send the message click ontheSend icon in “=|5end theupper left hand corner of the message window.
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|weses wondenire hows many snow day s you are sdicipstiog this yesrn
Thark you

Hapsadd Dragan

Wlzscol

Hrangwick High School

Hrunswick, ME 04011 H

Sending Attachments
Attachments are agreat way to do collaborative work or send people documents. To send an attachment:
Address anew mail message. Edit any comments you wish include.
Click on the Attach File E| icon located in the tool bar.
Find thefilethat you want to attach.
Double click on thefile.

Thefileisinserted into your document. A shortcut isto ssimply drag and drop afile from your desktop or the Windows
Explorer into the message body.

Replying to M essages

Once you have read a message, you may want to reply to the user that sent you the message. To do this, perform the
following steps:

Reply: (totheorigina sender of the message)

Click on the Reply button onthetoolbar.

The sender'se-mail addresswill automatically be entered into the " To..." section.

Typeyour comments in the message body.

Click ontheSend =12 pytton.
Reply To All: (reply toal of the message recipients, except for individualsin the bee section.)

Click on the Reply to All button Eefashta &l

All of theorigina "To..." recipientswill be entered into the new "To..." section, and al of the"Cc..."
recipientswill be entered into the"cc..." section.



Typeyour commentsin the message body.
Click on the Send button.
Forwarding a M essage
After reading a message, you may decide to forward it to another person.

Select the message you would like to forward (highlight it)

Click on the forward shortcut button on the toolbar. i i

Address the message and add commentsinto the body of thetext if you would like. Once you are done, click onSend.
Adding a Signatureto M essages
A signature consists of some standard text linesincluded at the bottom of your messages. To create asignature:

Select the Tools menu

Then go to Options, and click the Mail Format Preferences ! Mail Services  Mail Format I-Spelling l-Securit'\,f' I ther I Deleqates !
tab. (see below)

Message Format

Chioose a Format For outgoing mail and change advanced settings.

Under Signature, click the Signature Picker
button Send in this message farmat;

ficrosaft Outlook Rich Texk

Next click New. ™ Use Microsoft sord to edit e-mail messages

I [Serd pickares from the Internet International Options. ..

Typeanamefor the signature, click Next,

Skationery and Forks

Inthe Signature text box, type all thetext you ] Ise skakioriery bo change your defaulk font and skyle, change colars,
want to include at the end of each message. and add backgrounds toyour messages,

Uze this stationery by default: |~:Nuna.‘: _"’_i
Click Finish, click OK, and back on the Mail
Format tab, you'll seethe signature name next to
"Usethissignature by default.” Signature

\.3;' i Autoratically inclade your signature or attach an electronic business
= card (v Card) to oukgoing messages.

Fonts. . | StalEREr RiGketa |

Click OK if you want the signature to
amomdica”y appear on al new messagesyou Use this E;ignatu're by defadlk: I{Nc'nera :j
compose. Choose <None> inthe"Usethis '
signature by default" dropdown if you don't
want thesignatureto automatically appear.

1% | Derbiseihen teplying o Ferparding Signature Picker. .. I

ok | Cancel | Al |

Address Book

The Address Book hastwo sections: Department Address Book and the Personal Contacts. The Department
AddressBook is managed by the Technology Department, it includes the name and email address of department
employees, you cannot add or delete people from thislist. Personal Contacts are your individual addresses, you
can add and delete peoplefrom thislist.

To Add Peopleto Your Personal Contacts

Click on the Contactsicon in the left hand toolbar.

Click on the Newicon and select | =25 = Contact from the drop down list.



Y ou should now have awindow with several editablefieldslabeled. Inthe"Name" section, typethe name of the person.
Inthe"Email Address' section, typethefull e-mail address of the person (Please seethe example onthe next page.)

When you have entered all the information you wish you need to click on the Save and Closeicon in the
toolbar.

BB Hopeful Dragon - Contact =l E3
_|F_.1Ie Edit Wiew [nsert Format Tools Actions Help

Jmﬁave_andclose’ |§ i) iY @%@v|4 = 2 -Y!

General I Details ] Activities ] Certificates ] All Fields ]

ﬁ Full Mame... HHDpefuIDragon @Bus’iness ﬂl

7 Jobrtitle: I Harrie ﬂl
Campary: I Business Fax :“
File as; IDragon, Hopeful _V_I Mobile _v_“

ﬁ Address. .. |
|
Busingss .ll

I This:is the maiing address

| E

Contacks.., | l Categories. . . |! Private [

Adding a Contact from a Message
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Y ou can add an address to your contacts without typing that person's name and e-mail address. Aslong asyou
have amessagein your Mailbox from that person, Outlook will enter it for you.

Open in aseparate window the message that contains the address you would like to add. Right-click the address
(eventhoughit'sin the gray, message header section) and select Add to Contacts. A new contact window appears
with that address a ready entered. Compl ete the other fiel ds as necessary and then click the Save and Close button.

Distribution Lists

Click on the Contactsicon in the left hand
toolbar.

3 Technology Team - Distribution List

JElIe Edit Wiew Insert Tools Ackions Help |
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Distribution List from the drop down list. Meribers | fotes |

;;";E Tame: ITechnoIogy Team
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Use Select Members to add members from [) Mame E-ma =
the global address book or your Contacts - Christy test SissEn Rk .

Douglas DeCamilla DDeCamilla@brunswick, k12, me us
=] John Abbat Jabbot@brunswick. k12 .me,us

=] Peter Zahner PZahner@brunswick.k12 me.us
=] shana Goodall Seoodall@brunswick. k12, me.us
=] Stephen Carey SCarey@brunswick.k12.me,us
=] williarn Paul Fisher WFisher@brunswick.k12 . me., us

Use Add New... to add members by

specifying their e-mail addressrather than
picking them out of the address book.

Y ou can also create new contacts at this
time, using the Add to Contacts checkbox.
Onceyou save and close, anew contact | =
with your Group name will be added to T
your Contactsfolder. To change ;‘l'i
members, just double-click the contact, and you may add, delete, and edit members.

Brivate !_'




Microsoft Outlook Glossary

Address Book: A list of all the available addresses on your network. Y ou can send email to any of the addresses
listed in the address book

Archives: Usearchivesfor storing messages within Microsoft Outlook. Archives are stored on your hard disk but
the messages they contain are stored as messages, not as files. Y ou cannot access archived messages outside of
Microsoft Outlook unless you save them individually asfiles to adisk. Archives are useful for long-term storage of

Microsoft Outlook messages. Y ou can add messages to an archive at any time, but you cannot del ete messages from
an archive. Y ou can have an unlimited number of archives.

Attachment: A file that hasbeen attached to a Microsoft Outlook message. Y ou can attach virtually any type of file
to amessage, including an executable file, acompressed file, or the Clipboard contents. Y ou can save an attachment

asaseparate fileto adisk. You can view virtually any type of attachment but you cannot edit an attachment unless
you run the application in which the attachment was created.

Blind Carbon Copy (bcc): acopy of an email message that you send to an additional contact at the sametimeitis
sent to the original contact. The additional contact 's name isnot visible to other contacts receiving the message.

Carbon Copy (cc): acopy of an email message that you send to an additional contact at the sametimeit is sent to
the original contact. The additional contact 's name isvisible to other contacts receiving the message.

Contact List: A list of electronic mail addresses. Y ou use a contact list to send messages to groups of people, such

as " Sales Managers." Microsoft Outlook administrators create public mailing lists. Y ou can also create your own
private lists

Delivery Receipt: you will receive notification when your contact receives the email you sent.
Folders: Usefoldersasapersonal filing system for storing messages that you have received, sent, or are
composing. Folders are stored on the network, not on your hard disk so they do require sufficient network disk

space. Use archivesinstead of folders for long-term storage of messages.

Inbox: The Inbox stores the messages you receive. To read a message, double-click the message in the Inbox. To
find the Inbox, choose Window Go to Inbox.

Sent Items: Use the Sent Items to automatically store copies of messages you have sent. Y ou can work with

messages in the Sent Items just like any other messages. For example, you can open a message and forward it, or
edit it.
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