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We Want to Hear from You!
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Setlting Up Multiple Mail Accounts

Start
°
Click »
i \
i‘
i SendjReceive »
‘{( Find » (3
i address Book.,,  Cuhift+B
\'\ 7244 Organize Options
H
| Rules and Alerts. .
]
{;\ Mailboy, Cleanup... e -
i Empty "Deleted Items" Folder L
i Macro » Calendar
(Customize the appearance of the Calendar.
ot > Dot romnte: ')
Defaut:r i Calendar Optiorg I [ &
E-mail Accounts... Tasks -
Customize. . Change the appearance of tasks. Preferences Mall Setup | Mall Format | Spelling Security || Other
Options..« Reminder time: 8:00 AM | [_zask options. E-mall Accounts
Contacts B Nk caes T o) @ Set up e-mail accounts and directories. I, |
% dualgudefa\ﬂtsetﬁnusfof:oma:tandjmmd.
(]| st
Notes et send and receive settings for e-mal messages and documents.
==
Change the appearance of nates. [7] send immediately when ted
RSP |
& Note Options Data Files
Nz Change settings for the Files Outlook uses to store e-mall messages
; 03, o
Click ™
o J Ll
Contral how Outlook connects to your dial-up accounts.

] @ (® Warn before switching an existing dial-up connection
1 O Always use an existing dial-up connection

Oa Jydilcuring a background Send/Receh
[“]tang up when finished with a manual Send/Receive

R

o Open the Tools menu and choose Options to display the Options dialog box.
e Click the Mail Setup tab.

e The Mail Setup tab displays the options for setting up new mail accounts. Click the E-
mail Accounts button to starf the E-mail Accounts Wizard.

Setting Account Options
After additional accounts are sef up, click the Send/Receive bution
on the Mail Setup tab of the Options dialog box to display the
Send/Receive Groups dialog box. You can then specify how often each
account is checked by selecting the mail account you want to customize
and then choosing the appropriate options.
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< Deleted Items - Microsoft Office Outlook 2003
: = R

Options

J = Click

In the first screen of the E-mail Accounts Wizard, click the Add a New E-mail
Account option button and click Next.

Click the option button next fo the type of server that the new e-mail account will use
[you can obtain this information from your e-mail provider), and click Next.

The next steps vary depending on your selection in step 5. Complete the steps on
each screen, clicking Nlext to move from screen to screen and clicking Finish at the

end of the setup process. ‘\
End

00©

Completing the Wizard

As you learned in step 6, the specific steps in the E-mail Accounts
Wizard vary depending on the server type you select in step 5. In gen-
eral, though, you'll enter basic e-mail account information such as your
name, e-mail address, server names, username, and password.
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Organizing Contacts

During the course of your day, you probably have confact with many people,
including business contacts, co-workers, family, friends, colleagues, customers,
and others. For each individual, you need to know key information, such as the
contact's e-mail address, phone number, mailing address, fax number, and so
on. To help you keep track of all this information, you can use Outlook’s
Contacts feature. With this feature, you can create confact records with as
much or as little information as you need for that particular contact. This part
explains how to organize contact information.
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Contacis Window

toolbar

menubar

current view

B

~ Type a question for help

& Contacts - | icrosoft Outlook Enterp

Bl Typeacontacttofind v | (8]

Contacts Contacts e ) '
Berkemeyer, Kathy Madden Com, Zen@Japanpress. Keller, Heidi
E-mail: kathyb@trainteac. ., E-mail: zen@japanpress.... E-mail: *bunhead@aol|
Current View  \§f Coak, Dick Dulin, Sunny Liebig, Tricia
@ Address Cards E-mall redesign@kiva.net E-mail: sdulin@venus.net E-mall: tricia.liebig@qu|
O petaled Address Cards || brveadwel@al. Dulin, Tony Market, Writer's
8 PhoneList - E-mal:. DITreadwel@aol.... E-mall: tduin@bellsouth.net  E-mail: wmonline@Fwpf
By Category
tas k po ne © By Company Com, Kb@Nc. Rr. Eisenhut, Janet McComb, Stephanie
O By Location E-mail; kb@nc.rr.com E-mail: bob_eisenhuti@e... E-mail: stephanie.mccd
O By Follow-up Flag ‘com, magazine@AQSquilt. Gregory, Sharry Lee Mohr, Shawna
E-mail: magazine@AQSq. .. E-mall: sharry.gregory@... E-mail; Netmohr@aol.d
Open Shared Contacts
«com, marjie@AQSquilt. Hanley, Kathy Mom
E-mall: marjle@AQSquilt.... E-mail: KH2Art@cs.com E-mail: rnball@worldnef
com, Myjay@aol. Hayden, Jill Murray, Flo
E-mall; Myjay@aol.com E-mail: jilhayden@sams... E-mail: Flo3Schamp@a|
Com, Shelleyo@Indy. Rr. Hilger, Ann 0'Brien, Lyn
OUﬂOOk bC] r E-mail: WPovos E-mail: hilger728@yahao... E-mail: pato@iei.net
Com, Stacey. Beheler@Newrid... Hill, Susie Romweber, Kelley
stacey,beheler@... E-mall: E-mail: kro

E-mail: h2786@indygov.org

St T 11:33aM

Status bar

Contacts button

contact list
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Viewing the Contacts Window

Start Outlook Today - Microsoft Outloo ditio =
n R Typs s qestonforhelo &
Type acontacttofind
& Personal Folders - Outiook Tod
@ day, Feb : ol
B2 Inbox
< ) unread msi Calendar | Tasks \ Messages
“ 5 For Folow Up
& Sert: Ttems | [ EdtendioyoutpusnessPln | Inbox 0
T r— (ZJ‘ZlIZ:?& " Dafts 0O
Rough Draft Part 7 | Outhox 0
S @PersondlFolders 2 O raojz00s) ————
(J Deleted Ttems |
gnﬁ l 0 a 0s0 00 p 0 |
A Orders [ ““T\'/péarquesrlonfmhelp le
g‘;‘:;:m [ a Type a contacttofind [z
& [ searchFolders | [TeP8 -
& @ Archive Folders
-yl 123
Berkemeyer, Kathy Madden Com, Zen@Japanpress. Keller, Heidi =
e ©Cmtacts Emal: | leHyb@uanteac.. | Emal:  Zen@japanpress...  Emal: sbunheadaso] 2
> > el |.Cxrer _ || coak,ick Duiin, Sunny Liebig, Tricia =
) @ address Cards E-mail: redesign@iva.net E-mall: sdulin@venus.net E-mail: trida.liebig@qu e
. : Detaled Address Cards || pyTreadwel@aol. Dulin, Tony Market, Writer's i
% X b Phane List E-mail: Difreadwel@aol....  E-mail tduin@belsouth.net  E-mail: wmonline@fwpf [ |
‘ : N O by Category |
v © By Company Com, Kb@Nc. Rr. Eisenhut, Janet McComb, Stephanie
O Byl E-mail: kb@nc.rr.com E-mail: bob_eisenhut1@e... E-mail: stephanie.mccd | m
Done
Click O pyFobownrieg com, magazine@AQSaquit regery, hary s S n
E-ma: magazine@AQSa... E-mai: sharry.gregory@.. E-mail: Netmohr@aol.q L%
Open Shared Contacts q
Customize Current View com, marjie@AQSquilt. Hanley, Kathy Mom @
E-mail: marjie@AQSquik.... E-mail: KH2Art@cs.com E-mail: mball@worldnel =
|
/ ~ ’ com, Myjay@aol. Hayden, Jill Murray, Flo t
- E-mail: Myjay@aol.com E-mail: jil.hayden@sams... E-mail: Flo35champ@a [ 5,
= z Com, Shelleyo@Indy. Rr. Hilger, Ann O'Brien, Lyn w
Contacts E-mail: shelleyo@indy.rr.... E-mail: hilger728@yahoo... E-mail: pato@iei.net X
o Eiiri
= Click > : y
X y : 2z
@[ F
31 Ttems | Bloffine .

o Click the Contacts bution in the Outlook Bar.

75 A list of contacts you have entered appears. By default, the list displays both the mail-
ing and e-mail address of each contact (unless no mailing address has been entered).

= To change how your contacts are displayed in the list, click one of the view options
w? -in the Current View area of the Outlook task bar.
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0 osoft O 0 o
Type a quastion foc help. [

S
Type & conkact to find

Com, Zen@Japanpress. Keller, Heidi Y
od
Dulin, Sunny Liebig, Trida of
E-mail: sdulin@venus.net Emal:
gh
Dulin, Tony Market, Writer's i
Emal: tdulin@belsouth.net  E-mal: e
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0 a o] Emal: uvy
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Pt s o o Romweber, Kelley 4
Coak, Dick Dulin, Sunny Liebig, Trida of .org E-mail z
@ Address Cards E-mall: rodesign@diva.net Emai: sdulin@venus.net Emal: tricia.lihig@aqy o -
8""“"‘“"“"“"‘” com, DITreadwel@aol. Dulin, Tony Market, Writer's W TS cee
o Phone List E-mail: DITreadwel@aol.... E-mail: tdufin@belisouth.net E-mail: wamonline@fesp| [ . -
By Category
O By Company Com, Kb@Nc. Rr. Eisenhut, Janet McComb, Stephanie !
O By Location E-mail: Ib@nc.rr.com E-mai: bob_eisenhuti@e...  E-mai: stephanie.mecd [ m
O By Folow-up Flag ‘com, magazine@AQSquilt. Gregory, Sharry Lee Mohr, Shawna -
E-mal: magazine@AQSA... E-mai: shanry.gregory®@. E-mai: Netmohr@aol. L2
Open Shared Contacts = q
Customize Current View com, marfe@AQSquilt. Hanley, Kathy Mom a
Emal: marje@AQSGut.... E-mai: KH2ArtRCS. com E-mai: mbalweridng (—
‘com, Myjay@aol. Hayden, Jll Murray, Flo t
E-mail Myjay@aol.com E-mail: jil.hayden@sams... E-mail: Flo3Schamp@4 [y,
Z Com, Shelleyo@Indy. Rr. Hilger, Ann O'Brien, Lyn =
Contacts E-mail: shelleyo@indy.rr..... E-mail: hilger728@yahoo... E-mail; pato@isi.net x
e .
\T: Com, Stacey. Beheler@Newrid... Hill, Susie Romweber, Kelley L
E-mail: stacey.beheler@... E-maik: he7ee@indygov.org  E-mail: X
S T P TR TP IO ST (Fm A >
31 Items | Bloffine

0 Click any of the butions on the right side of your screen to quickly display a set of
W¥  confacts, such as contacts whose last names start with the lefter S.

e The toolbar includes buttons for creating and managing contacts.
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Adding a New Contact

© By Fallovs-up Flag Com, magazit
Open Shared Contacts Paducah KY S0
Customize Current View E-mail:
Com, Myjay&
PO Box 8766
Orlanda FL 405
Business: 1
Emal: = AL &
Contacts —— Y
s Com, Stacey.BeH” | petals | Adivties | Cetficstes | AlFilds |
o ) i
[ |
| N 30, vt |ssistant Princpal
‘\‘ Ttems Compary:
Fleas: Maureen

o Gl

o In the main Outlook toolbar, click the New button.

e Type your contact’s full name into the Full Name field. Outlook uses this name for
¥ the File As field.

e Click in the Job Title field and type your contact's job fitle.

O Type the name of the company where your contact works into the Company field.

ﬁ
é
]
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EE Maureen Klimovich - Contact E “E‘.E

Type a question for help =

8| ¥ ¢ i Click
[General | petals | activties | Cortfcates | AlFelds | ( e
(Fulame... | [Maureen Kimovich | hddpice...| (Emai.. ] (~] & ‘@ &

[ ‘v-é Job tile: [Assistant Principal Display as: [ ] _
_— Company: [1rmo Middle School ﬁ Web page address: . aw

File ast [Kllmwkh, Maureen v

::l S M address;
: Business. .. [:] (803) 555-1299 — * ﬂ
— (Home.. (=]
— 1 Business Fax... J(v]
E [mobe... =
Addresses =]
Business... E]Ia:‘s:sccraze;ézsreet Type a question for help L[]
[2]This s the mailing 5 e
address =
General | Detalls | Activites | Certficates | AllFields |
[Fulyame... | [Mawreen Kimovich | rwmm!e (Emal... ][] [recnie@belsouthnet &
Job tite: ssistant Principal ] Display as: [ -]
Company: Trmo Middle School ] ﬁ Web page address: | E
File as: Klimovich, Maureen »!‘ 1M address: ] —l
Phone numbers
Business... (v |(6u)SS5-1200 7
(Home... J[+]| |
Business Fax... E] (803) 555-4188
(mobte... (=] |
T
[] This is the mailing
address
e I==n] | el

Type your contact’s various phone numbers into the Business, Home, Business
Fax, and Mobile fields.

Type the contact’s mailing address into the Addresses area. If this is the mailing
address, check that text box.

Click the E-mail field and type the contact’s e-mail address.

0000

Click the Save and Close button to create the new contact.

Ex. 1012
CISCO SYSTEMS, INC. / Page 11 of 12



Microsoft Office

utlook 2003

IN FULL COLOR

. Adding a New Contact Learn how to use Outlook
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Click
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Keep track of important meetings and appointments.

0 In the main Outlook toolbar, click the New buion A
You can even have Outlook remind you beforehand
9 Type your con'clc's full name into the Full Narfe field. Outlook uses this name for

the File As eld i so that you aren't late, and you can view and print
e Click in ihi Job Title field and type your contdet's job fitle. your Upcoming schedule in several Formqts—dqyl

? Type the +me of the company where your conllact works into. the Company field. Week/ monih
] LI ;
1 Instead. of scribbling down to-do items on paper, note

. peceslns i them in Outlook. You can then chart your progress
Indow .
= Ralher than licing in soch and keep track of start and completion dates.
field before typing in it, you

ol Pty Customize Outlook to suit the way you work best.

field in the Contact window.
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