E-Mail and Contact 

Management with 

Outlook 

CASE PERSPECTIVE 

Maria Rosado is the captain of the Woodland 

Community College High Flyers championship 

women’s basketball team. You attend several classes 

with Maria, and you always support her by attending 

the games. Maria’s responsibilities as captain of the 

team include scheduling team meetings, notifying team 

members of schedule changes, and reporting team 

concerns and/or problems to the coach. She also likes 

to keep track of team and personal statistics, scores, 

standings, and home court winning streaks. 

You work as a part-time Help desk specialist at 

the Woodland Community College computer lab, 

which has given you the opportunity to work with 

Outlook and become familiar with its information 

management and communications features. Maria has 

visited the Help desk and has watched you easily manage 

e-mail, contacts, and appointments. She knows 

that Outlook could help her, and she would like to 

use it to communicate with her teammates and coach 

and simplify team scheduling, but she needs some 

direction in getting started. 

Maria has asked you to help her in familiarizing 

herself with Outlook’s e-mail and contact management 

capabilities. She feels that becoming proficient with 

Outlook will make it easier to keep her teammates 

abreast of team meetings and schedule changes. 

As you read through this project, you will learn 

how to use Outlook to open, read, create, send, and 

organize e-mail messages. You also will learn how to 

insert a file attachment to an e-mail message, and create 

and attach an electronic signature. In addition, you 

will learn how to create, organize, and print a contact 

list. Finally, you will learn how to create a distribution 

list and track activities of a contact. 

P R O J E C T

What Is Microsoft Office Outlook 2003? 

Microsoft Office Outlook 2003 is a powerful communications and scheduling 

program that helps you communicate with others (Figures 1-1a through 1-1d), keep 

track of your contacts, and organize your busy schedule. Outlook allows you to send 

and receive electronic mail and permits you to engage in real-time messaging with 

family, friends, or coworkers using instant messaging. Outlook also provides you 

with the means to organize your contacts. Users easily can track e-mail messages, 

meetings, and notes with a particular contact. Outlook’s Calendar, Contacts, Tasks, 

and Notes components aid in this organization. Contact information readily is available 

from the Outlook Calendar, Mail, Contacts, and Task components by accessing 

the Find a Contact feature. Personal information management (PIM) programs such 

as Outlook provide a way for individuals and workgroups to organize, find, view, 

and share information easily. 

This latest version of Outlook has many new features, including a completely 

new look. The new Reading Pane takes the place of the Preview pane and allows 

for viewing twice as much information. A Junk E-mail filter has been added to help 

prevent unwanted messages. Quick flags make it easy to categorize and find your 

messages. Search Folders make it easy to find specific messages. Another new feature 

in Outlook allows you to have a unique signature for each e-mail account. 
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You will have mastered the material in this project when you can: 

Start Outlook 

Open, read, print, reply to, and delete electronic 

mail messages 

View a file attachment 

Create and insert an e-mail signature 

Compose, format, and send electronic mail 

messages 

Insert a file attachment in an e-mail message 

Flag and sort e-mail messages 

Set e-mail importance, sensitivity, and delivery 

options 

Create a personal folder 

Create and print a contact list 

Use the Find a Contact feature 

Organize the contact list 

Track activities of a contact 

Quit Outlook 

O b j e c t i v e s 
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(c) E-Mail Message with 

Attachment 

(a) Contact List 

User 

THE INTERNET 

(b) E-Mail Message Requesting Information 

Recipient 

FIGURE 1-1 

(d) E-Mail Attachment Opened

Project One — Communicating Over the Internet 

Project 1 illustrates the communications features of Outlook using the Mail 

component to compose, send, and read e-mail messages. In addition to utilizing 

Outlook’s communications tools, this project shows you how to create and organize 

a contact list using the Contacts component. Using the contact list (Figure 1-1a on 

the previous page), a user selects a recipient for an e-mail message and then sends an 

e-mail message requesting information from the recipient (Figure 1-1b). The recipient 

replies by sending an e-mail message (Figure 1-1c) and includes the requested information 

as an attachment (Figure 1-1d), or a file included with the e-mail message, 

that the recipient can open. 

Electronic Mail (E-Mail) 

Electronic mail (e-mail) is the transmission of messages and files via a computer 

network. E-mail has become an important means of exchanging messages and files 

between business associates, classmates and instructors, friends, and family. Businesses 

find that using e-mail to send documents electronically saves both time 

and money. Parents with students away at college or relatives who are scattered 

across the country find that communicating via e-mail is an inexpensive and easy 

way to stay in touch with their family members. In fact, exchanging e-mail messages 

is one of the more widely used features of the Internet. 

Outlook allows you to receive and store incoming e-mail messages, compose and 

send e-mail messages, and maintain a list of frequently used e-mail addresses. 

Starting and Customizing Outlook 

If you are stepping through this project on a computer and you want your screen 

to agree with the figures in this book, then you should set your computer’s resolution 

to 800 
 600. The following steps start Outlook and customize its window. 

To Start and Customize Outlook 

• Click the Start button on the 

Windows taskbar, point to All 

Programs on the Start menu, point 

to Microsoft Office on the All 

Programs submenu, and then point 

to Microsoft Office Outlook 2003 on 

the Microsoft Office submenu. 

Windows displays the Start 

menu, the All Programs 

submenu, and the Microsoft 

Office submenu (Figure 1-2). 

FIGURE 1-2 
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For more information about 

the features of Outlook 2003, 

visit the Outlook 2003 

More About Web page 

(scsite.com/out2003/more) 

and then click Microsoft 

Outlook 2003 Features. 

More About

• Click Microsoft Office Outlook 2003. If necessary, click the Mail button in the Navigation Pane and then 

click the Inbox folder in the All Mail Folders pane. 

• If the Inbox – Microsoft Office Outlook window is not maximized, double-click its title bar to 

maximize it. 

• Drag the right border of the Inbox message pane to the right so that the Inbox message pane and 

Reading Pane have the same width. 

• If the Language bar shows, right-click it and then click Close the Language bar on the shortcut menu. 

Outlook starts and displays the Inbox – Microsoft Outlook window as shown in Figure 1-3. 

FIGURE 1-3 

The screen shown in Figure 1-3 illustrates how the Outlook window looks the 

first time you start Outlook after setting up an e-mail account on most computers. 

If the Office Speech Recognition software is installed and active on your computer, 

then when you start Outlook, the Language bar may appear on the screen 

(Figure 1-2). The Language bar allows you to speak commands and dictate text. 

It usually is located on the right side of the Windows taskbar next to the notification 

area and changes to include the speech recognition functions available in Outlook. 

In this book, the Language bar is closed because it takes up computer resources 
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and with the Language bar active, the microphone can be turned on 

accidentally causing your computer to act in an unstable manner. 

The Inbox - Microsoft Outlook Window 

The Inbox - Microsoft Outlook window shown in Figure 1-3 on the previous 

page comprises a number of elements that you will use consistently as you work in 

the Outlook environment. Figure 1-4 illustrates the Standard toolbar, located below 

the title bar and the menu bar. The Standard toolbar contains buttons specific to 

Outlook. The button names indicate their functions. Each button can be clicked to 

perform a frequently used task, such as creating a new mail message, printing, or 

sending and receiving mail. 

FIGURE 1-4 

The Inbox – Microsoft Outlook window is divided into three panes: the 

Navigation Pane on the left side of the window, the Inbox message pane in the 

middle, and the Reading Pane on the right side of the window (Figure 1-5a). The 

following sections describe the panes and how you use them while working within 

the Mail component. 

NAVIGATION PANE The Navigation Pane (Figure 1-5a) is a new feature in 

Outlook 2003. It is set up to help you navigate Microsoft Outlook while using 

any of the components. It comprises one or more panes and two sets of buttons. 

Although the two sets of buttons remain constant, the area of the Navigation Pane 

above the buttons changes depending on the active component (Mail, Calendar, 

Contacts, or Tasks). When you click the Mail button, Outlook displays Mail in the 

title bar of the Navigation Pane. This pane includes two panes: Favorite Folders and 

All Mail Folders. The Favorite Folders pane contains duplicate names of your favorite 

folders in the All Mail Folders pane. To add a folder in the All Mail Folders to the list 

of favorite folders, right-click the folder and then click Add to Favorite Folders. 

Below the Favorite Folders pane, the All Mail Folders pane contains a set of folders 

associated with the communications tools of Outlook Mail (Deleted Items, 

Drafts, Inbox, Junk E-mail, Outbox, Sent Items, and Search Folders). 

The Deleted Items folder holds messages that you have deleted. As a safety precaution, 

you can retrieve deleted messages from the Deleted Items folder if you later 

decide to keep them. Deleting messages from the Deleted Items folder removes the 

messages permanently. The Drafts folder retains copies of messages that you are not 

yet ready to send. The Inbox folder is the destination for incoming mail. The Junk 

E-mail folder is the destination folder for unwanted messages or messages of an 

unknown origin. You can customize the settings in Outlook to direct only messages 

that meet certain criteria to the Inbox folder. Messages not meeting those criteria are 

sent to the Junk E-mail folder. The Outbox folder temporarily holds messages you 
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send until Outlook delivers the messages. The Sent 

Items folder retains copies of messages that you 

have sent. The Search Folders folder is actually a 

group of folders that allows you to group your 

messages easily in one of three ways — messages 

for follow up, large messages, or unread messages. 

Folders can contain e-mail messages, faxes, 

and files created in other Windows applications. 

Folders in bold type followed by a number in 

parentheses (Inbox (4)) indicate the number of 

messages in the folder that are unopened. Other 

folders may appear on your computer instead of or 

in addition to the folders shown in Figure 1-5a. 

The two sets of buttons at the bottom of the 

Navigation Pane contain shortcuts to the major 

components of Outlook (Mail, Calendar, Contacts, 

Tasks, Notes, Folder List, Shortcuts, and Configure 

buttons). 

MESSAGE PANE The Inbox message pane 

(shown in Figure 1-5a) lists the contents of the 

folder selected in the All Mail Folders pane. In 

Figure 1-5a, the Inbox folder is selected. Thus, the 

message pane lists the e-mails received. Figure 1-5b 

shows the Arranged By shortcut menu that appears 
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when you click or right-click the Arranged By column header in the Inbox message 

pane. Depending on the command you choose on the Arranged By shortcut menu 

(Date in Figure 1-5b on the previous page indicated by the check mark), Outlook 

displays a column header to the right indicating the sort order within the Arranged 

By grouping. This predefined pairing of a grouping and a sort (Arranged By: 

Date/Newest on top) is called an arrangement. Using these predefined arrangements 

allows you to sort your messages in a number of ways. Several small icons may 

appear to the right of a message: an exclamation point icon indicates that the message 

is high priority and should be read immediately, a paper clip icon indicates that 

the message contains an attachment. A message heading that appears in bold type 

with a closed envelope icon to the left identifies an unread e-mail message. An 

open envelope icon indicates a read message. In Figure 1-5a on the previous page, 

the first e-mail message contains the exclamation point icon indicating it is urgent. 

The second e-mail message, from Marci Laver, contains a closed envelope icon and a 

message heading that appears in bold type. It is highlighted and therefore is displayed 

in the Reading Pane on the right. The closed envelope icon and bold message 

heading indicate the e-mail message has not been read. The third message shown in 

Figure 1-5a contains an attachment as indicated by the paper clip icon. The e-mail 

messages on your computer may be different. 

The closed envelope icon is one of several icons, 

called message list icons, which appear to the left 

of the message heading. Message list icons indicate 

the status of the message. The icon may indicate an 

action that was performed by the sender or one that 

was performed by the recipient. The actions may 

include reading, replying to, forwarding, digitally 

signing, or encrypting a message. Table 1-1 contains 

a partial list of message list icons and the action 

performed on the mail message. 

Flag icons are displayed when the Flag Status 

column is visible (Figure 1-5a). To the right of the 

message header, a flag icon indicates the status of 

the message. Outlook allows you to prioritize messages 

in a manner you choose using message flags. 

To set priorities, you right-click a flag icon and then 

choose colors and notes on the shortcut menu. To 

view the information about the message flag, point 

to the flag in the message heading and Outlook 

will display information about the message in a 

ScreenTip. Flagging and sorting e-mail messages 

using the Flag Status column are discussed later in 

this project. 

READING PANE The Reading Pane (Figure 1-5a) contains the text of the selected 

e-mail message (Marci Laver). The message header appears at the top of the 

Reading Pane and contains the e-mail subject (Practice Schedule for Next Week), the 

sender’s name and/or e-mail address (Marci Laver [mlaver123@hotmail.com]), and 

the recipient’s e-mail address (mrosado123@comcast.net). Outlook displays the text 

of the highlighted e-mail message below the message header. The new Reading Pane 

is designed to provide almost twice as much information as the preview pane in previous 

versions of Outlook. In addition, using the View menu, you can display the 

Reading Pane to the right of the message pane (vertically), as shown in Figure 1-5a, 

or you can display it at the bottom of the message pane (horizontally) according to 

your personal preference. 
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Table 1-1 Message List Icons and Actions 

MESSAGE 

LIST ICON ACTION 

The message has been opened. 

The message has not been opened. 

The message has been replied to. 

The message has been forwarded. 

The message is in progress in the Drafts 

folder. 

The message is digitally signed and 

unopened. 

The message is digitally signed and 

has been opened. 

Reading E-Mail 

Messages 

If Outlook is not the active 

window on your screen, it 

still provides a mail notification 

alert informing you when 

you receive a new message. 

Outlook displays a semitransparent 

ScreenTip momentarily 

by the Outlook icon in the 

notification area showing the 

sender's name, subject of the 

message, and the first few 

words of the message body. 

More About

Opening and Reading E-Mail Messages 

In Figure 1-5a on page OUT 9, the message headings for each message appear in 

the message pane. Double-clicking the closed envelope icon in any heading opens the 

e-mail message and displays the text of the message in a separate window. The following 

step shows how to open the e-mail message from Marci Laver. 

To Open (Read) an E-Mail Message 

• Double-click the Marci 

Laver message heading 

in the Inbox Message 

pane (Figure 1-5a) and 

then maximize the Practice 

Schedule for Next Week window. 

Outlook displays the maximized Message 

window (Figure 1-6). The Message window 

contains a menu bar, Standard toolbar, 

identifying information about the e-mail 

message, and message pane. The subject of 

the e-mail message (Practice Schedule for 

Next Week) becomes the window title. 

When you double-click a message heading in the message pane, Outlook displays 

the message in a separate window, changes the closed envelope icon to an opened 

envelope icon, and no longer displays the message heading in bold type. 

Figure 1-7 illustrates the Standard toolbar in the Message window. The Standard 

toolbar is located below the title bar and menu bar. The buttons on the Standard 

toolbar allow you to select 

easily from a list of 

the most common 

responses to an 

e-mail. 
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Note: If you are stepping through this project on a computer and you want your screen to appear the 

same as the figures in the Mail Component section of this project, then you should ask your instructor 

to assist you (or see page OUT 61) to import Maria’s Inbox from the Data Disk. Once you have 

imported Maria’s Inbox, click the plus sign (+) next to the Inbox folder in the All Mail Folders list, 

and then select the Maria’s Inbox folder. See page xxiv at the front of this book for instructions for 

downloading the Data Disk or see you instructor for information about accessing files for this book. 
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Printing an E-Mail Message 

You can print the contents of an e-mail message before or after opening the 

message. The following steps describe how to print an opened e-mail message. 

To Print an Opened E-Mail Message 

• Point to the Print button on the 

Standard toolbar (Figure 1-8). 

FIGURE 1-8 

• Click the Print button. 

Outlook prints the message (Figure 1-9). 

The printed message consists of 

a header at the top of the page, 

the recipient’s name (Maria 

Rosado), and a horizontal line. Below the 

recipient’s name are the From, Sent, 

To, and Subject entries, and the 

e-mail message. A footer at the bottom 

of the page contains the page number. The 

contents of the header and footer on your 

printout may be different. 

FIGURE 1-9 

Closing an E-Mail Message 

The following step shows how to close the Message window. 
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To Close an E-Mail Message 

• Click the Close button on the title 

bar (Figure 1-8). 

Outlook closes the Message window and 

displays the Inbox window (Figure 1-10). 

FIGURE 1-10 

When you double-click a message heading with a closed envelope icon in the 

message pane, Outlook displays the corresponding message in the Message window. 

When you close the Message window, the Marci Laver message heading in the message 

pane no longer appears in bold type and the closed envelope icon changes to an 

open envelope icon to indicate the e-mail message has been opened. In addition, the 

Inbox folder in the All Mail Folders pane (Inbox (3)) indicates three e-mail messages 

remain unopened. 

Replying to an E-Mail Message 

The next step is to reply to the e-mail message from Marci Laver. The Reply 

button on the Standard toolbar in the Inbox window allows you to reply quickly to 

an e-mail message using the sender’s e-mail address as shown in the following steps. 

To Reply to an E-Mail Message 

• If necessary, click the Marci Laver 

message heading in the message 

pane (Figure 1-11). 

FIGURE 1-11 
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Reply 
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Spam Filters 

If an individual or company is 

not receiving e-mail from you, 

it is likely that the recipient's 

ISP spam filter is not allowing 

it through to their mailbox. 

Try sending the message in 

Plain Text format, because 

spam filters are less likely to 

drop an e-mail in Plain Text 

format. 

More About

• Click the Reply button on the Standard toolbar. 

• When Outlook displays the Message window for the reply, if necessary, 

double-click the title bar to maximize the window. 

• Type the e-mail reply as shown in Figure 1-12. 

Outlook displays the RE: Practice Schedule for Next Week - 

Message window (Figure 1-12). RE: indicates it is the reply, 

the subject of the message identifies the title of the window, 

and Message 

indicates it is 

the Message 

window. The 

menu, E-Mail 

toolbar, Mail 

toolbar, and 

three text boxes 

are displayed 

at the top of 

the window. 

The RE: entry 

and subject 

appear in the 

window title and 

Subject text box. 

The e-mail reply 

and original 

message appear 

in the message body. 

• Click the Send button. 

Outlook closes the Message window, stores 

the reply e-mail in the Outbox folder while 

it sends the message, moves the message 

to the Sent Items folder, and displays the 

Inbox window (Figure 1-13). The opened 

envelope icon to the left of the Marci Laver 

entry in the message pane contains an 

arrow to indicate a reply has been sent. 

In Figure 1-12, Outlook displays the underlined Marci Laver name in the To 

text box and the original subject is added automatically to the Subject text box. The 

original e-mail message is identified by the words, Original Message, and the From, 

Sent, and To entries in the message body. In addition, the window 
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FIGURE 1-13

contains two toolbars. The E-Mail toolbar and Mail toolbar appear below the menu 

bar. The E-Mail toolbar, shown in Figure 1-14a, allows you to change the appearance, 

size, and color of text; bold, italicize, or underline text; create a numbered or 

bulleted list; change paragraph indentation or align text; and create a link or insert a 

picture in an e-mail message. Figure 1-14b illustrates the Mail toolbar, which 

includes buttons that are useful when replying to a message. 

The Message Format box on the right side of the Mail toolbar is important 

because it allows you to change the format of the message. The options are HTML, 

Plain Text, and Rich Text and are summarized in Table 1-2. It is recommended that 

you use HTML format for your messages. 

Forwarding an E-Mail Message 

In addition to replying to a message, you also can forward the message to 

additional recipients with or without adding additional comments as shown in the 

steps on the next page. 
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MESSAGE 

FORMAT DESCRIPTION 

HTML HTML format is the default format used when you create a message in Outlook. 

HTML supports the inclusion of pictures and basic formatting, such as text 

formatting, numbering, bullets, and alignment. HTML is the recommended 

format for Internet mail because the most popular e-mail programs use it. 

Plain Text Plain Text format is understood by all e-mail programs and is the most likely 

format to make it through a company’s virus-filtering program. Plain text does 

not support basic formatting, such as bold, italic, colored fonts, or other text 

formatting. It also does not support pictures displayed directly in the message. 

Rich Text Rich Text Format (RTF) is a Microsoft format that only the latest versions of 

Microsoft Exchange Client and Outlook understand. RTF supports more 

formats than HTML or Plain Text, as well as linked objects and pictures. 

Table 1-2 Message Formats 

Replying to an 

E-Mail Message 

Many e-mail users prefer to 

reply to a message without 

including the original e-mail 

message along with their 

response. To remove the 

original message from all 

e-mail replies, click Tools on 

the menu bar, click Options, 

and then click the E-mail 

Options button in the 

Preferences sheet of the 

Options dialog box. In the 

E-mail Options dialog box, 

select Do not include original 

message text in the When 

replying to a message list. 

More About

To Forward an E-Mail Message 

• With the Inbox window active, 

click the Marci Laver message 

header in the message pane. 

• Click the Forward button on the 

Standard toolbar (Figure 1-15). 

FIGURE 1-15 

• When Outlook displays the 

Message window for the 

forwarded message, type 

kzimm123@hotmail.com 

in the To text box as the 

recipient’s e-mail address. (If you 

are stepping through this task, use 

an actual e-mail address in the To 

text box.) 

• Enter the forwarding message in 

the message body as 

shown in Figure 1-16. 

Outlook displays the FW: Practice Schedule 

for Next Week - Message window as 

shown in Figure 1-16. 

• Click the Send button. 

Outlook closes the Message window, stores 

the reply e-mail in the Outbox folder while 

it sends the message, moves the message 

to the Sent Items folder, and displays the 

Inbox window. 

Deleting an E-Mail Message 

After reading and replying to an e-mail message, you may want to delete the 

original e-mail message from the message list. Deleting a message removes the e-mail 

3

2

1 

OUT 16 • Outlook Project 1 • E-Mail and Contact Management with Outlook 

Microsoft Office 

Outlook 2003 

Forward 

button 

message heading 

selected 

Send 

button 

original e-mail 

message 

added 

message 

FW in Subject box 

and on title bar 

indicate message 

is a forward 

1. Right-click message 

heading, click Forward on 

shortcut menu 

2. Press CTRL+F 

3. In Voice Command mode, 

say “Message, Forward” 

Other Ways 

FIGURE 1-16

message from the Inbox folder. If you do not delete unwanted messages, large 

numbers of messages in the Inbox folder make it difficult to find and read new 

messages and wastes disk space. The following steps show how to delete the e-mail 

message from Marci Laver. 

To Delete an E-Mail Message 

• With the Inbox window active, 

click the Marci Laver message 

heading in the message pane. 

The highlighted Marci Laver message 

heading appears in the message 

pane and the e-mail message 

appears in the Reading Pane 

(Figure 1-17). The open envelope icon 

contains an arrow to indicate you have 

replied to the message. 

FIGURE 1-17 

• Click the Delete button on the 

Standard toolbar. 

Outlook moves the Marci Laver e-mail message 

from the Inbox folder to the Deleted 

Items folder and removes the e-mail entry 

from the message pane (Figure 1-18). 

FIGURE 1-18 

As you delete messages from the Inbox or Sent Items folders, the number of messages 

in the Deleted Items folder increases. To delete an e-mail message from the 

Deleted Items folder, click the Deleted Items folder icon in the All Mail Folders pane, 

highlight the message in the Deleted Items message pane, click the Delete button, and 

then click the Yes button in the Microsoft Office Outlook dialog box. You also can 

delete multiple messages at one time by clicking the first message and then holding 
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Other Ways

down the SHIFT key or CTRL key to click one or more messages. Use the SHIFT key to 

select a list of adjacent messages. Use the CTRL key to select nonadjacent messages. 

Once the messages are selected, click the Delete button on the Standard toolbar or 

press the DELETE key. 

Viewing a File Attachment 

The message from Kendra Zimmerman contains a file attachment. The paper clip 

icon in the message heading in Figure 1-19 indicates the e-mail message contains a 

file attachment (file or object). The Attachments line in the Reading Pane indicates 

an attachment as well. The following steps show how to open the message and view 

the contents of the file attachment. 

FIGURE 1-19 

To View a File Attachment 

• With the Inbox window active, 

double-click the Kendra Zimmerman 

message heading in the message 

pane. 

• If necessary, maximize the Re: 

Schedule - Message window. 

Outlook displays the Message window 

(Figure 1-20). The Attachments entry, 

containing an Excel icon, the file name 

(Woodland Schedule.xls), and 

the file size (15 KB) appear 

above the message body on 

the Attachments line. 

FIGURE 1-20 
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Formatting 

Changing the format of an 

e-mail message also can help 

prevent the possibility of virus 

infection. Many viruses are 

found in HTML formatted 

messages. To help protect 

against viruses, you can configure 

Outlook to display 

opened messages automatically 

in plain text. Click 

Options on the Tools menu 

and then click the E-mail 

Options button in the 

Preferences sheet of the 

Options dialog box. In the 

E-mail Options dialog box, 

select Read all standard mail 

in plain text in the Message 

handling area. 

More About

• Double-click the Woodland 

Schedule.xls icon on the 

Attachments line. 

• If Outlook displays the Opening 

Mail Attachment dialog box, click 

the Open button. 

The Microsoft Excel - Woodland Schedule 

window containing the schedule appears 

(Figure 1-21). 

• After viewing the worksheet, click 

the Close button on the right side 

of the title bar in the Excel 

window. 

• Click the Close button in Message 

window. 

The Excel window and Message window 

close. 

FIGURE 1-21 

File attachments can be any type of file from worksheets to documents to presentations 

to pictures. Files can be viewed only if your computer has the appropriate 

software. For example, if your computer does not have Excel installed, then you cannot 

view an Excel file attachment. The Opening Mail Attachment dialog box in Step 

2 gives you the option of viewing the attachment as you read the e-mail or saving it 

on disk to view at another time. 

Creating an E-Mail Signature 

An e-mail signature is a unique message automatically added to the end of an 

outgoing e-mail message. An e-mail signature can be much more than adding your 

name to the end of a message. It can consist of text and/or pictures. The type of signature 

you add may depend on the recipient of the message. For messages to family 

and friends, a first name may be sufficient, while messages to business contacts may 

include your full name, address, telephone number, and other business information. 

Outlook allows you to create a different signature for each e-mail account created 

in Outlook. The steps on the next page create and insert an e-mail signature in an 

e-mail message. 
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To Create and Insert an E-Mail Signature 

• With the Inbox window active, 

click Tools on the menu bar. 

Outlook displays the Tools menu 

(Figure 1-22). 

FIGURE 1-22 

• Click Options on the Tools menu. 

• When Outlook displays the 

Options dialog box, click the Mail 

Format tab. 

Outlook displays the Mail Format sheet in 

the Options dialog box (Figure 1-23). 

FIGURE 1-23 
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• Click the Signatures button. 

Outlook displays the Create Signature dialog 

box (Figure 1-24). 

FIGURE 1-24 

• Click the New button. 

• When Outlook displays the Create 

New Signature dialog box, type 

Team in the Enter a name for your 

new signature text box. 

Outlook displays the Create New Signature 

dialog box. Team is the name of the 

signature being created (Figure 1-25). 

FIGURE 1-25 
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• Click the Next button. 

• When Outlook displays the Edit 

Signature – [Team] dialog box, type 

Maria Rosado – Captain in the 

Signature text text box. 

Outlook displays the Edit Signature – 

[Team] dialog box as shown in Figure 1-26. 

FIGURE 1-26 

• Click the Finish button. 

Outlook displays the Create Signature dialog 

box with Team highlighted in the Signature 

text box. The newly created signature 

appears in the Preview area (Figure 1-27). 

FIGURE 1-27 
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• Click the OK button. 

• In the Signatures area of the 

Options dialog box, select the 

appropriate e-mail account (if you 

are stepping through this project, 

ask your instructor for the 

appropriate e-mail account). 

• If necessary, select Team in the 

Signature for new messages box 

and the Signature for replies and 

forwards box. 

Outlook displays the Options dialog box as 

shown in Figure 1-28. Team is selected as 

the signature for new messages and for 

replies and forwards. 

• Click the OK button. 

The signature settings are applied. 

The signature Maria Rosado – Captain now will be inserted automatically in 

all new messages as well as reply messages and forward messages. Signatures can be 

modified or removed at anytime by clicking the Edit or Remove buttons in the 

Create Signature dialog box (Figure 1-27). You can add a variety of signatures to 

Outlook for different purposes that include any specific characteristics that you 

desire. 

Creating Unique E-Mail Signatures for Multiple Accounts 

You can create unique signatures for different accounts by adding new signatures 

and selecting a different account in the Signatures area of the Options dialog box 

(Figure 1-28). For one account, you may want to insert a personal signature. In 

another, you may want to include a business or professional signature with contact 

and other information. 

Composing a New Mail Message 

In addition to opening and reading, replying to, forwarding, and deleting e-mail 

messages, you will have many occasions to compose and send new e-mail messages. 

When you compose an e-mail message, you must know the e-mail address of the 

recipient of the message, enter a brief one-line subject that identifies the purpose or 

contents of the message, and then type the message in the message body. 

You also can format an e-mail message to enhance the appearance of the 

message. Formatting attributes include changing the style, size, and color of the 

text in the document. As indicated earlier, Outlook allows you to choose from three 

formats: HTML, Plain Text, or Rich Text. 
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FIGURE 1-28 

1. Press ALT+T, press O 

2. In Voice Command mode, 

say “Tools, Options” 

Other Ways 

E-Mail Signatures 

Outlook allows you to add 

signatures to your e-mail 

messages that you create in 

Word 2003. Some of the 

advantages to creating them 

in Word is the ability to 

insert pictures and hyperlinks 

into the signature. 

More About

The following steps show how to compose a formatted e-mail message to Kendra 

Zimmerman with an attachment. 

To Compose an E-Mail Message 

• With the Inbox window active, 

point to the New Mail Message 

button on the Standard toolbar 

(Figure 1-29). 

FIGURE 1-29 

• Click the New Mail 

Message button. 

Outlook displays the Untitled - 

Message window with the 

signature Maria Rosado - 

Captain (Figure 1-30). 

The Message window 

contains a menu bar, two toolbars, three 

text boxes, and the message body. Outlook 

positions the insertion point in the To text 

box. 

FIGURE 1-30 
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• Type kzimm123@hotmail.com in 

the To text box, click the Subject 

text box, and then type Updated 

Practice Schedule in the Subject 

text box. 

• Press the TAB key. 

The destination e-mail address appears in 

the To text box, and the subject of the 

message appears in the Subject text box 

(Figure 1-31). The title bar of the Untitled 

Message window now appears with the 

subject of the e-mail message (Updated 

Practice Schedule). The insertion point 

appears in the message body. 

FIGURE 1-31 

• Type the e-mail message 

shown in Figure 1-32. 

FIGURE 1-32 

When you enter a message, you can use the DELETE key and BACKSPACE key to 

correct errors. Before pressing the DELETE key, select words, sentences, or paragraphs 

using the mouse. If you are using Microsoft Word as your e-mail editor and you 

have the appropriate Spelling options selected, then the spell checker will flag the 

misspelled words with a red wavy underline. Furthermore, the message will be spell 

checked before it is sent. To set the Spelling options, activate the Inbox window, click 

Tools on the menu bar, click Options on the Tools menu, and then click the Spelling 

tab in the Options dialog box. 
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Formatting an E-Mail Message 

When you compose a message in Outlook, the default message format is 

HTML (Hypertext Markup Language). This format allows you to do text formatting, 

numbering, bullets, alignment, signatures, and linking to Web pages. 

In addition to selecting the message format, Outlook allows you to apply additional 

formatting using the E-Mail toolbar. Formatting includes changing the appearance, 

size, and color of text; applying bold, italic, and underlines to text; creating a 

numbered or bulleted list, changing paragraph indentation or aligning text; creating 

a link, and inserting a picture into an e-mail message. 

The following steps center the text, UPDATED PRACTICE SCHEDULE, and 

changes its font size to 36-point. A font size is measured in points. A point is equal 

to 1/72 of one inch in height. Thus, a font size of 36 points is approximately 

one-half inch in height. 

To Format an E-Mail Message 

• Drag to select the text, UPDATED 

PRACTICE SCHEDULE, in the message 

body. 

The text, UPDATED PRACTICE SCHEDULE, 

is selected (Figure 1-33). 

FIGURE 1-33 

• Click the Center button on the 

E-Mail toolbar. 

Outlook centers the text, UPDATED 

PRACTICE SCHEDULE, on the first line of 

the e-mail message (Figure 1-34). The 

current font size is the default 10-point. 

FIGURE 1-34 
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• Click the Font Size box arrow on 

the E-Mail toolbar. 

Outlook displays the Font Size list 

(Figure 1-35). 

FIGURE 1-35 

• Scroll down the Font Size list, 

click 36, and then click the selected 

text to remove the selection. 

Outlook displays the text, UPDATED 

PRACTICE SCHEDULE, in 36-point font size 

(Figure 1-36). 

FIGURE 1-36 

You do not have to select the text UPDATED PRACTICE SCHEDULE to center 

it on the line because centering is a paragraph format. All you have to do is click 

within the text, and then click the Center button on the E-Mail toolbar. Font size, 

however, is a character format; therefore, you must select all the characters in the 

text before you select the new font size. 

Attaching a File to an E-Mail Message 

In some situations, a simple e-mail message is not sufficient to get the required 

information to the recipient. In these cases, you may want to attach a file to your 

e-mail message. Outlook allows you to attach almost any kind of file to your message. 

You may need to send a Word document, an Excel worksheet, a picture, 

or any number of file types. The steps on the next page show how to attach the 

Updated Practice Schedule.xls file to the e-mail message. 
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File Attachments 

Outlook allows other ways 

for a file to be inserted into a 

message. You can drag a file 

from any folder on your computer 

to a message, or you 

can copy and paste a file into 

a message as an attachment 

by right-clicking the file, clicking 

Copy on the shortcut 

menu, then in the Outlook 

message, clicking Paste on the 

Edit menu. 

More About

To Attach a File to an E-Mail Message 

• Insert the Data Disk in drive A. 

• Click the Insert File button on the 

Standard toolbar. 

Outlook displays the Insert File dialog box 

(Figure 1-37). 

FIGURE 1-37 

• Click the Look in box arrow and 

then click 31/2 Floppy (A:). 

• Click Updated Practice Schedule in 

the Insert File dialog box. 

Updated Practice Schedule file is highlighted 

(Figure 1-38). 

FIGURE 1-38 
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• Click the Insert button in the 

Insert File dialog box. 

Outlook displays the name of the file, 

Updated Practice Schedule.xls, in the 

Attachment box, along with an Excel icon 

and file size (Figure 1-39). 

FIGURE 1-39 

You can attach multiple documents to the same e-mail message. Simply perform 

the previous steps for each attachment. Keep in mind, however, that some Internet 

service providers have limits on the total size of e-mail messages they will accept. For 

example, if you attach pictures, which often are quite large, to an e-mail message, 

the recipient’s service provider may not allow it to go through. In such cases, the 

sender is not informed that the e-mail message did not get through to the recipient. It 

is recommended that you keep the sum of the file sizes attached to an e-mail message 

less than 500 kilobytes. 

Sending an E-Mail Message 

After composing, formatting, and adding an attachment to an e-mail message, 

the next step is to send the message as illustrated in the following step. 

To Send an E-Mail Message 

Click the Send button on the Standard toolbar. 

Outlook closes the Message window and temporarily stores the e-mail message in the Outbox folder 

while it sends the message, and then it moves the message to the Sent Items folder. 

Flagging, Sorting, and Filtering E-Mail Messages 

To the right of the message heading is the Flag Status column. The Flag Status 

column contains flags that can be assigned one of six different colors. One use for 

these flags could be to remind you to follow up on an issue. Color selection and the 

meaning of each color are entirely at the discretion of the user. For example, a red 

flag could mean the message needs immediate attention, a yellow flag may mean a 

response requires some information before you can reply, and a green flag simply 

may mean that the message requires a reply at your convenience (non-urgent). The 

steps on the next page show how to flag and sort e-mail messages. 
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Junk E-Mail 

Filters 

A new feature in Outlook is 

the Junk E-mail Filter. The 

filter is on by default. It automatically 

evaluates whether 

an unread message should be 

sent to the Junk E-mail folder. 

While you can configure the 

Junk E-mail Filter to your own 

personal settings, the default 

settings evaluate several factors, 

such as content, time 

the message was sent, and 

who sent the message. To 

change junk e-mail settings, 

click Options on the Tools 

menu, and then click the 

Junk E-mail button in the 

Preferences sheet of the 

Options dialog box. Make the 

preferred changes in the Junk 

E-mail Options dialog box. 

Note that the Junk E-mail 

folder is not available if you 

use an Exchange Server e-mail 

account. 

More About

To Flag E-Mail Messages 

• With the Inbox window active, 

right-click the Kendra Zimmerman 

message heading. 

• Point to Follow Up on the 

shortcut menu. 

Outlook displays the message shortcut 

menu and the Follow Up submenu with the 

Flag commands (Figure 1-40). 

FIGURE 1-40 

• Click the Red Flag command on 

the Follow Up submenu. 

• Repeat the Steps 1 and 2 to flag 

the remaining messages in the 

message pane. 

• Select different colors as 

necessary. 

The Kendra Zimmerman message now displays 

a red flag icon in the Flag Status column 

(Figure 1-41). The remaining messages 

also display colored flag icons. 

FIGURE 1-41 
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4. In Voice Command mode, 
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Other Ways

After flagging the appropriate messages, you can sort the messages by flag color. 

This is useful for grouping all the messages that require immediate attention as 

opposed to those messages that can be replied to at your convenience. The following 

steps show how to sort the messages by flag color. 

To Sort E-Mail Messages by Flag Color 

• With the Inbox window active, 

click View on the menu bar and 

then point to Arrange By. 

Outlook displays the View menu and the 

Arrange By submenu (Figure 1-42). 

FIGURE 1-42 

• Click Flag on the Arrange By 

submenu. 

Outlook displays the Inbox window with 

messages arranged by flag and sorted by 

color (red on top) (Figure 1-43). 

FIGURE 1-43 
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Outlook allows you to sort your messages several different ways using the 

Arrange By submenu (Figure 1-42 on the previous page). For example, you might 

want to see one particular person’s messages. In this case, you would choose From 

on the Arrange By submenu. To return the messages to the default view, click Date 

on the Arrange By submenu. 

After you have taken the appropriate action on a flagged message, you can indicate 

that no further action is required by changing the flag to a check mark by simply 

clicking the flag for that message. You also can remove the flag by right-clicking 

the flag and then clicking Clear Flag on the shortcut menu. 

Another way to organize your messages is to use a view filter. A view filter displays 

items stored in Outlook folders that meet your specific conditions. For example, 

you might want to view only messages from Kendra Zimmerman. You would 

specify that only items with Kendra Zimmerman in the From text box should appear 

in the message body. The following steps illustrate how to create and apply a view 

filter to show only messages from Kendra Zimmerman. 

To Create and Apply a View Filter 

• With the Inbox window active, 

click View on the menu bar. 

• Point to Arrange By on the View 

menu and then click Custom on the 

Arrange By submenu. 

Outlook displays the Customize View: 

Messages dialog box (Figure 1-44). 

FIGURE 1-44 
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• Click the Filter button. 

• When Outlook displays the Filter 

dialog box, click the From text box. 

• Type Kendra Zimmerman in the 

From text box. 

Outlook displays the Filter dialog box. The 

name, Kendra Zimmerman, appears in the 

From text box (Figure 1-45). 

FIGURE 1-45 

• Click the OK button in the Filter 

dialog box and the Customize View: 

Messages dialog box. 

The Inbox window is redisplayed with only 

messages from Kendra Zimmerman showing 

in the message pane (Figure 1-46). The 

words, Filter Applied, appear on the status 

bar in the lower-left corner of the window. 

FIGURE 1-46 
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Outlook displays a Filter Applied message on the status bar and the Inbox pane 

title bar when a view filter is applied to a selected folder. It also shows the total number 

of messages remaining in the Inbox folder on the status bar. To remove a view 

filter, click the Clear All button in the Filter dialog box (Figure 1-45 on the previous 

page). 

Setting E-Mail Message Importance, Sensitivity, 

and Delivery Options 

Outlook offers several ways in which you can customize your e-mail. You can 

either customize Outlook to treat all messages in the same manner, or you can customize 

a single message. Among the options available through Outlook are setting 

e-mail message importance and sensitivity. Setting message importance will indicate 

to the recipient the level of importance you have given to the message. For example, 

if you set the importance at high, a red exclamation point icon will appear with the 

message heading (Figure 1-47). Setting message sensitivity indicates whether the 

message is personal, private, or confidential. A message banner indicating the sensitivity 

of the message appears in the Reading Pane below the sender’s name in the 

message header as shown in Figure 1-47. 

Along with setting importance 

and sensitivity, Outlook also offers 

several delivery options. You can 

have replies to your message automatically 

forwarded, save sent messages 

in a location of your choice 

(default is Sent Items folder), or 

delay delivering a message until a 

specified date and time. 

The following steps illustrate 

how to set message importance, 

sensitivity, and delivery options in a 

single message. 

To Set Message Importance, Sensitivity, and Delivery Options 

in a Single Message 

• With the Inbox window 

active, click the New Mail 

Message button on the 

Standard toolbar. 

• Enter the appropriate 

message information as 

shown in Figure 1-48. 

Outlook 

displays the 

Hayley Message window with 

the new message entered 

(Figure 1-48). 

FIGURE 1-48 
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FIGURE 1-47 

Rules 

Another way to manage 

e-mail messages is to have 

Outlook apply rules when 

receiving and/or sending messages. 

Using rules, you can 

have messages automatically 

forwarded, categorized, or 

flagged for follow up, just to 

name a few of the available 

options. To create a rule, 

click Rules and Alerts on the 

Tools menu, and then click 

the New Rule button in the 

E-mail Rules sheet of the 

Rules and Alerts dialog box. 

More About 
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• Click the Options button on the 

Mail toolbar (Figure 1-48). 

Outlook displays the Message Options 

dialog box (Figure 1-49). 

FIGURE 1-49 

• Click the Importance box arrow 

and then select High in the 

Importance list. 

• Click the Sensitivity box arrow 

and then select Private in the 

Sensitivity list. 

• Click Do not deliver before in the 

Delivery options area to select it. 

• Select September 12, 2005 in the 

calendar and 12:00 PM as the time 

in the respective delivery boxes. 

Outlook displays the Message Options 

dialog box as shown in Figure 1-50. High is 

selected in the Importance box, Private is 

selected in the Sensitivity box, and the message 

delivery is set for 9/12/2005 at 12:00 

PM in the date and time boxes. 

FIGURE 1-50 
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• Click the Close button. 

Outlook closes the Message Options dialog 

box and displays the Message window 

(Figure 1-51). 

• Click the Send button on the 

Standard toolbar. 

Outlook closes the Message window and 

temporarily stores the e-mail message in 

the Outbox folder. The message will be sent 

on the specified date and time, and then 

Outlook will move the message to the Sent 

Items folder. 

FIGURE 1-51 

The recipient of the message will receive the message with the red exclamation 

point icon and the message indicating the e-mail is private like the one shown in 

Figure 1-47 on page OUT 34. 

As shown in the previous steps, the default level of importance and sensitivity is 

Normal. Outlook allows you to change the default level for either or both of these 

options. For example, you may want all of your outgoing messages to be treated as 

confidential by the recipients. It is important to know that marking an e-mail as 

personal, private, or confidential is advisory only. The recipient will still be able to 

forward the message to another person or copy the message into another e-mail. To 

learn about restricting the recipient’s actions on a message, see the More About on 

page OUT 38. 

The following steps show how to change the default level of importance and 

sensitivity for all outgoing messages. 

To Change the Default Level of Importance and Sensitivity 

• With the Inbox window active, 

click Tools on the menu bar and 

then click Options on the Tools 

menu. 

Outlook displays the Options dialog box 

(Figure 1-52). 

FIGURE 1-52 
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Options on submenu 

Other Ways 

Preferences 

tab 

Options 

dialog box 

E-mail Options 

button 

Importance: High 

button selected 

Send 

button

• In the Preferences sheet, click the 

E-mail Options button. 

Outlook displays the E-mail Options dialog 

box (Figure 1-53). 

FIGURE 1-53 

• Click the Advanced E-mail Options 

button. 

• When Outlook displays the 

Advanced E-mail Options dialog 

box, click the Set importance box 

arrow. 

Outlook displays the Advance E-mail 

Options dialog box with the Set importance 

list showing the available importance 

settings (Figure 1-54). 
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FIGURE 1-54

• Select High in the Set importance 

list. 

• Select Private in the Set 

sensitivity list. 

The default values for importance and 

sensitivity are set at High and Private, 

respectively (Figure 1-55). 

• Click the OK button in all three 

open dialog boxes. 

The Inbox window is redisplayed. 

The default importance and sensitivity settings have been changed. Any outgoing 

e-mail now will appear with the high importance icon and the message indicating the 

message is private in the recipient’s Inbox. 

Using Search Folders to Display Categories of E-Mail 

Messages 

A new feature in Outlook is the Search Folders folder in the All Mail Folders 

pane (Figure 1-56). The Search Folders folder includes a group of folders that 

allows you to group and view your messages quickly in one of three ways: (1) For 

Follow Up, (2) Large Messages, and (3) Unread Mail. For Follow Up messages are 

messages that you have flagged but have not taken action. These messages are sorted 

further by flag color (red, yellow, green, etc.). Large Messages are messages containing 

large file attachments. These messages are grouped by size: Large (100 to 500 

KB), Very Large (500 KB to 1 MB), and Huge (1 to 5 MB). Unread Mail comprises 

messages that have not been opened or have not been marked as read even though 

you may have read them via the Reading Pane. Figure 1-56 shows messages in the 

For Follow Up folder. 

Contacts 

The Contacts component of Outlook allows you to store information about 

individuals and companies. People with whom you communicate for school, 

business, or personal reasons are your contacts. To help organize information about 

personal contacts, some people keep names, addresses, and telephone numbers in 

business-card files and address books. With the Outlook Contacts component, you 

can create and maintain important contact information in a contact list, which is 

stored in the Contacts folder. Your contact list is like an electronic address book that 

allows you to store names, addresses, e-mail addresses, and more. Once the information 

has been entered, your contact list can be retrieved, sorted, edited, organized, or 

printed. Outlook also includes a Find option that lets you search for a contact name 

in your address book while you are using the Calendar, Inbox, or other Outlook 

components. 
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FIGURE 1-55 

Security Settings 

Clicking the Security Settings 

button (Figure 1-49 on page 

OUT 35) opens a dialog box 

that allows you to apply 

certain security restrictions 

on a message. For more 

information about security 

settings, visit the Outlook 

2003 More About Web page 

(scsite.com/out2003/more) 

and click Security Settings. 

More About

FIGURE 1-56 

When the Contacts folder is open, information about each contact appears on an 

address card in the default Address Cards view. Each address card includes fields 

such as name, address, and various telephone numbers, as well as e-mail and Web 

page addresses. Choose which fields are displayed on the cards using the View menu. 

Previously, an e-mail message was composed, signed, formatted, and sent to 

Kendra Zimmerman. Kendra’s e-mail address was typed into the To text box (see 

Figure 1-31 on page OUT 25). The following sections show how to (1) create a 

personal folder; (2) create a contact list; (3) edit contact information; (4) print 

contact information; (5) send an e-mail to a contact; and (6) delete a contact. 

Creating a Personal Folder 

The first step in creating the contact list is to create a personal folder in which 

the contact list will be stored. When only one person is working on a computer, a 

contact list can be stored in Outlook’s Contacts folder. If you share your computer 

with a roommate, lab partner, or coworker, you likely will want to store your 

contact list in a personal folder, which usually is added as a subfolder within the 

Contacts folder. The steps on the next page create a personal folder for Maria 

Rosado. 
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For Follow Up 

message pane 
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All Mail 
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Q: Can I create my own 

Search Folders to meet my 

personal specifications? 

A: Yes. Besides the three 

default Search Folders that 

Outlook provides, you also 

can create your own personal 

Search Folders using search 

criteria that you specify. To 

create a personal Search 

Folder, right-click Search 

Folders in the All Mail Folders 

pane, click New Search 

Folder on the shortcut menu, 

scroll down to the Custom 

category in the New Search 

Folder dialog box, and then 

select Create a custom 

Search Folder. Click the OK 

button. From this point on, 

you select criteria to meet 

your particular needs. 

& Q A 

Unread 

Mail folder

To Create a Personal Folder 

• Click the Contacts 

button in the 

Navigation Pane. 

• When Outlook 

displays the Contacts 

window, right-click 

Contacts in the My Contacts pane. 

Outlook displays the Contacts - Microsoft 

Outlook window and the Contacts shortcut 

menu (Figure 1-57). 

FIGURE 1-57 

• Click New Folder on the My 

Contacts shortcut menu. 

• When Outlook displays the Create 

New Folder dialog box, type 

Maria’s Contacts in the Name 

text box. 

• If necessary, select Contact Items 

in the Folder contains list. 

• Click Contacts in the Select where 

to place the folder list. 

The new folder, Maria’s Contacts becomes 

a subfolder of the Contacts folder 

(Figure 1-58). Maria’s Contacts appears in 

the Name text box. 

FIGURE 1-58 
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• Click the OK button. 

• Click Maria’s Contacts in the My 

Contacts list. 

Outlook displays a list of 

available folders in the 

My Contacts pane and 

displays an empty 

Contacts pane (Figure 1-59). 

FIGURE 1-59 

As indicated in the previous steps, it is relatively easy to create folders for your 

contacts. Most Outlook users have one folder for all their contacts. But you can create 

a folder for your family, another for friends, another for business associates, and 

so on. The number of folders you use for your contacts will depend on what works 

best for you. 

Figure 1-60 illustrates the Standard toolbar located below the menu bar in the 

Contacts window. 

Creating a Contact List 

The steps on the next page describe how to enter the contact information in 

Table 1-3 on the next page into the contact list. 
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FIGURE 1-60

To Create a Contact List 

• With the Contacts window active 

and Maria’s Contacts folder 

selected, click the New 

button on the Standard 

toolbar (Figure 1-59 on 

the previous page). 

• When Outlook displays 

the Untitled - Contact 

window, if necessary, 

maximize the window. 

• Type Kendra Zimmerman 

in the Full Name text box. 

• Click the Business text box in 

the Phone numbers area. 

Notice that Outlook automatically 

fills in the File as box, last name first 

(Figure 1-61). The name on the title bar of 

the Contact window changes to the Kendra 

Zimmerman - Contact window. 

FIGURE 1-61 
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NAME TELEPHONE ADDRESS E-MAIL ADDRESS 

Kendra Zimmerman Business: (219) 555-8520 188 Hohman Ave. kzimm123@hotmail.com 

Home: (219) 555-6547 Hammond, IN 46327 

Marci Laver (219) 555-0547 1097 Whitcomb St. 

Merrillville, IN 46410 mlaver123@hotmail.com 

Susan Hadley (219) 555-6387 9873 Porter Ave. 

Chesterton, IN 46304 shadley101@hotmail.com 

Patti Sabol (219) 555-7964 1631 Columbia Ave. 

Hammond, IN 46327 psabol123@hotmail.com 

Jodi Dickens (219) 555-3060 845 Meridian St. 

Valparaiso, IN 46385 jdickens123@hotmail.com 

Courtney Craig (219) 555-7015 3287 Southport Rd. 

Portage, IN 46368 ccraig101@hotmail.com 

Hayley Miller (708) 555-5204 732 Burnham Ave. 

Calumet City, IL 60409 hmiller101@hotmail.com 

Chris Johnson (219) 555-8041 1786 61st Ave. 

Hobart, IN 46342 cjohnson123@hotmail.com 

Table 1-3 Contact Information 

title bar displays 

contact's name 

Details 

tab 

Standard 

toolbar in 

Contact window 

Full Name 

text box 

File as box 

automatically 

filled in 

Addresses 

box arrow 

Home text 

box 

Business text 

box 

Addresses 

text box 

E-mail text 

box

• Type 2195558520 as the business 

telephone number and then click 

the Home text box. 

• Type 2195556547 as the 

Home telephone number. 

• Click the Addresses box arrow and 

select Home. 

• Click the text box in the 

Addresses area, type 188 Hohman 

Ave. and then press the ENTER key. 

• Type Hammond, IN 46327 to 

complete the address entry. 

• Click the E-mail text box. 

• Type kzimm123@hotmail.com 

as the e-mail address. 

Outlook displays the Kendra 

Zimmerman - Contact window as shown 

in Figure 1-62. 

FIGURE 1-62 

• Click the Save and Close button 

on the Standard toolbar. 

Outlook displays the Kendra Zimmerman 

address card in Address Cards view in the 

Maria’s Contacts pane (Figure 1-63). 

Address Cards is the 

current view by default. 

FIGURE 1-63 
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selected 
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• Click the New Contact 

button on the Standard 

toolbar. 

• Repeat Steps 2 

through 4 to 

enter the 

seven remaining 

contacts in 

Table 1-3 

on page 

OUT 42. 

Outlook displays the contact 

list as shown in Figure 1-64. 

Outlook automatically lists 

the contacts in alphabetical 

order. The letters, Cra – Zim, 

that appear on the right side 

of the Maria’s Contacts pane 

title bar indicate the range of 

contacts currently displayed 

(Craig to Zimmerman). 

FIGURE 1-64 

Because this contact list consists of only eight names, Outlook displays all of 

the contact names. The default view is Address Cards. With longer lists, however, 

you quickly can locate a specific contact by clicking a letters or numbers button on 

the Contact Index that appears along the right side of the Contacts window 

(Figure 1-64). 

After the contact list is complete, it can be viewed, edited, or updated at any 

time. You can make some changes by typing inside the card itself. To display and 

edit all the information for a contact, double-click the address card to display the 

Contacts window. Use this window to enter information about a contact, such as 

home telephone numbers or Web page addresses. Up to 19 different telephone 

numbers can be stored for each contact categorized by location and type (business, 

home, fax, mobile, pager, and so on). Clicking the Details tab (Figure 1-62 on the 

previous page) allows you to enter a contact’s department, manager’s name, nickname, 

and even birthday information. 

Changing the View and Sorting the Contacts List 

Although the Contacts folder is displayed in Address Cards view by default, 

several other views are available and can be selected in the Navigation Pane. The 

following steps show how to change the view from Address Cards to Phone List, sort 

the contact list in descending sequence, and then change back to Address Cards view. 
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1. On File menu point to 

New, click Contact on 

New submenu 

2. On Actions menu click 

New Contact 

3. Press CTRL+SHIFT+C 

4. In Voice Command mode, 

say “File, New, Contact” 

Other Ways

To Change the View and Sort the Contact List 

• With the Maria’s Contacts - Microsoft Outlook window active, click Phone List 

in the Current View pane of the Navigation Pane. 

• With the Phone List in ascending sequence by the File As field, click the File As column heading 

in the Contacts pane. 

Outlook changes the contact list view from Address Cards to Phone List and displays the contact list in descending sequence by last 

name (Figure 1-65). Notice the direction of the small arrow in the File As column heading. 

• After reviewing the 

contact list in 

Phone List view, 

click Address 

Cards in the Current 

View pane in the 

Navigation 

Pane. 

Outlook 

displays the 

contact list in 

ascending sequence 

in Address Cards 

view (Figure 1-64). 

To see how easy it is to change views of the contact list, click one of the view 

options in the Current View pane in the Navigation Pane. You also can sort by any 

one of the column headings in the Contacts pane (Icon, Attachment, Flag Status, Full 

Name, Company, File As, Business Phone, etc.) just by clicking the column heading 

(see Figure 1-65). Click a column heading once and Outlook sorts the contacts list 

into descending sequence. Click the same column heading again and Outlook sorts 

the contact list into ascending sequence. The arrow in the middle of the column 

heading indicates whether the contact list is in ascending sequence or descending 

sequence. When you switch from one view to another, the sequence of the contact 

list reverts back to what it was the last time the view was used. 

You can sort the views of the contact list, e-mail messages, and other Outlook 

information in many different ways. If you right-click a column heading in any 

Outlook component and point to the Arrange By command on the shortcut menu 

(Figure 1-66 on the next page) you can see the Arrange By commands. 
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FIGURE 1-66 

Finding a Contact 

The contact list created in this project is small. Many Outlook users have 

hundreds of names stored in their contact lists. This section shows you how to find a 

contact quickly using the Find a Contact box on the Standard toolbar. Enter a first 

or last name, in full or partially. An e-mail alias also can be used to find a contact 

quickly. To locate a contact previously searched for, click the find a Contact box 

arrow, and then select a name in the list. 

A contact record was created for Jodi Dickens. This record can be found easily 

by using the Find a Contact box to type a part of the contact name as shown in the 

following steps. 

To Find a Contact 

• Click the Find a Contact box on 

the Standard toolbar. 

• Type dic in the text box. 

The letters appear in the Find a Contact 

box (Figure 1-67). The letters, dic, are used 

to find the contact beginning with those 

letters. 

FIGURE 1-67 
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• Press the ENTER key. 

Outlook opens the Contact window 

(Figure 1-68). Currently, only one contact 

exists with the letters dic in its name. 

• Click the Close button on the 

right side of the title bar in the 

Contact window. 

FIGURE 1-68 

If more than one contact with the starting letters, dic, exists, Outlook displays a 

Choose Contact dialog box with the list of all contacts beginning with the string, dic. 

You then can select the appropriate contact from the Choose Contact dialog box. 

Organizing Contacts 

To help manage your contacts further, the contact list can be categorized and 

sorted in several ways. For example, you can group contacts into categories such as 

Key Customer, Business, Hot Contact, or even Ideas, Competition, and Strategies. In 

addition, you may want to create your own categories to group contacts by company, 

department, a particular project, a specific class, and so on. You also can 

sort by any part of the address; for example, you can sort by postal code for bulk 

mailings. 

For the contact list created in this project, it is appropriate to organize the 

contacts in a personal category. You can do this by selecting the contacts and 

then adding them to the personal category of the contact list. The steps on the next 

page illustrate this procedure. 
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then use the filtered list to 

begin a mail merge from 

Outlook. 

More About

To Organize Contacts 

• Click Tools on the menu bar and 

then click Organize on the Tools 

menu. 

• Click the name bar of the Susan 

Hadley contact record. 

• Hold down the CTRL key and then 

click the name bar of Marci Laver 

and Patti Sabol. 

• Release the CTRL key. 

• Click the Add contacts selected 

below to box arrow. 

Outlook displays the Ways to Organize 

Maria’s Contacts dialog box and a list of 

categories (Figure 1-69). Three of the eight 

records are selected. 

FIGURE 1-69 

• Click Personal in the list. 

• Click the Add button. 

Outlook adds the selected records to the 

Personal category and the word Done! 

appears next to the Add button 

(Figure 1-70). 

• Click the Close button on the 

Ways to Organize Maria’s Contacts 

dialog box. 

FIGURE 1-70 

The three contacts are organized into a category called Personal. Organizing 

contacts in different categories helps make searching for groups of names easier. 
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Displaying the Contacts in a Category 

By assigning the three contacts to a personal category, you can instruct Outlook 

to display only those contacts that belong to the category shown in the following 

steps. 

To Display the Contacts in a Category 

• With the Contacts window active, 

click the Find button on the 

Standard toolbar. 

• When Outlook displays the 

Find toolbar above the 

Contacts pane, type 

Personal in the Look 

for box. 

• If necessary, click Maria’s Contacts 

in the My Contacts pane so it 

appears in the Search In box. 

• Click the Find Now button on the 

Find toolbar. 

Outlook displays the three contacts 

that belong in the Personal category 

(Figure 1-71). 

• After viewing the contacts in the 

Personal category, click the Find 

button on the Standard toolbar. 

Outlook displays all the contacts in the 

Maria’s Contacts folder. 

You can use the Find button on the Standard toolbar to find contacts when the 

Contacts component is active, messages when the Mail component is active, appointments 

when the Calendar component is active, and tasks when the Tasks component 

is active. 

Previewing and Printing the Contact List 

Printing the contact list is an easy way to obtain a listing of people you 

frequently contact. Previewing the contact list before you print it helps ensure the 

printed list can be used for business mailings, invitations to social gatherings, or even 

a telephone or Christmas card list. The step on the next page describes how to 

preview and print the contact list. 
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FIGURE 1-71 

1. On Tools menu point to 

Find, click Find on Find 

submenu 

2. Press CTRL+E 

3. For advanced search, 

press CTRL+SHIFT+F 

4. In Voice Command mode, 

say “Tools, Find, Find” 

Other Ways

To Preview and Print the Contact List 

• With the Contacts window active, 

click the Print button on the 

Standard toolbar. 

Outlook displays the Print dialog box 

(Figure 1-72). In the Print dialog box you 

can select a format for the printout, print 

range, and number of copies. You can also 

change the orientation from portrait to landscape 

through the use of the Page Setup 

button. 

FIGURE 1-72 

• Click the Preview button. 

Outlook displays a preview of the printout 

(Figure 1-73). 

• After viewing the preview of the 

printed contacts list, click the Close 

button. 

• If the preview is acceptable, ready 

the printer. 

• Click the Print button on the 

Standard toolbar. 

• When Outlook displays the Print 

dialog box, click the OK button. 

Outlook prints the contact list. The printout 

should resemble the preview in Figure 1-73. 

FIGURE 1-73 
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1. On File menu click Print 

2. On File menu click Print 

Preview, click Print button 

in Print Preview window 

3. Press CTRL+P 

4. In Voice Command mode, 

say “File, Print” 

Other Ways

If you display a category of contacts and then click the Print button, Outlook 

will print only the contacts in that category. A printout can be customized by changing 

the Print style in the Print dialog box. These styles let you choose from a variety 

of formats along with choices for paper orientation and size. 

Using the Contact List to Address an E-Mail Message 

When you address an e-mail message, you must know the e-mail address of the 

recipient of the message. Previously, when an e-mail message was addressed, the 

e-mail address was typed in the To text box in the Message window (see Figure 1-31 

on page OUT 25). In addition to entering the e-mail address by typing the e-mail 

address, an e-mail address can be entered using the contact list. The following steps 

show how to use the contact list to address an e-mail message to Patti Sabol. 

To Use the Contact List to Address an E-Mail Message 

• Click the Mail button in the 

Navigation Pane to display 

the Inbox window. 

• Click the New Mail 

Message button on the 

Standard toolbar. 

• When Outlook 

displays the Untitled 

Message window, if 

necessary, double-click its title bar 

to maximize it. 

Outlook displays the Untitled Message window 

(Figure 1-74) with the insertion point in 

the To text box. 

FIGURE 1-74 

• Click the To button on the left 

side of the Message window. 

• When Outlook displays the Select 

Names dialog box, click the Show 

Names from the box arrow. 

Outlook displays the Select Names dialog 

box (Figure 1-75). The Show Names from 

the list displays the available contact lists 

from which to choose. 

FIGURE 1-75 
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More About

• Click Maria’s Contacts in the list. 

• Click the Patti Sabol entry in the 

E-mail Address list box. 

The Patti Sabol entry in the E-mail Address 

list box is selected (Figure 1-76). 

FIGURE 1-76 

• Click the To button in the 

Message Recipients area. 

Outlook displays the Patti Sabol entry in the 

To text box (Figure 1-77). 

FIGURE 1-77 
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Contacts folder with 

e-mail addresses 
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Cc button 

Bcc button 

OK button

• Click the OK button. 

• Click the Subject text box and 

then type Fund-raiser T-Shirts 

as the entry. 

• Press the TAB key. 

Outlook closes the Select Names dialog 

box, and displays the Patti Sabol entry in 

the To text box in the Message window 

(Figure 1-78). 

FIGURE 1-78 

• Type Patti, I need help! and 

then press the ENTER key twice. 

• Type The T-shirts for the 

team fund-raiser will be 

ready at 2:00 p.m. on Friday. 

I will be in class at that 

time, so I will need you to 

pick them up. 

Outlook displays the e-mail 

message in the message body 

(Figure 1-79). 

• Click the Send button. 

Outlook closes the Message window, displays 

the Inbox window, stores the e-mail 

message in the Outbox folder temporarily 

while it sends the message, and then moves 

the message to the Sent Items folder. 

FIGURE 1-79 

You can add as many names as you want to the To text box in Figure 1-77. You 

also can add names to the Cc text box. If you do not want those listed in the To text 

box or Cc text box to know you sent a copy to someone else, send a blind copy by 

adding the name to the Bcc text box. 

Creating and Modifying a Distribution List 

If you find yourself sending e-mail messages to the same group of people over 

and over, then you should consider creating a distribution list. A distribution list is 

similar to a category of contacts in that when you select the name of the distribution 

list as the recipient of an e-mail message, Outlook will send the message to all the 

7
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e-mail 
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window title 
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Subject text box 

1. Click Address Book 

button on Mail toolbar 

Other Ways 

Send 

button

members of the list. The following steps show how to create a distribution list titled 

Computer Classmates and add three members from the Maria’s Contacts list. 

To Create a Distribution List 

• With the Inbox window active, 

click the New Mail Message button 

arrow on the Standard toolbar. 

Outlook displays the New Mail Message 

menu (Figure 1-80). 

FIGURE 1-80 

• Click Distribution List. 

• When Outlook displays the 

Untitled - Distribution List 

window, type Computer 

Classmates in the Name 

text box, and then 

click the Select 

Members button. 

• When Outlook displays the Select 

Members dialog box, click the 

Show Names from the box arrow 

and click Maria’s Contacts. 

• Select Chris Johnson and then 

click the Members button. 

• Add Hayley Miller and Susan 

Hadley in the same manner to 

the Members list in the Add to 

distribution list area. 

Outlook displays the three members to add 

to the Computer Classmates Members list 

(Figure 1-81). The Members list is displayed 

in the Add to distribution list area at the 

bottom of the Select Members dialog box. 
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FIGURE 1-81

• Click the OK button. 

Outlook displays the members of the 

Computer Classmates distribution list in 

the Untitled - Distribution List window 

(Figure 1-82). 

FIGURE 1-82 

• Click the Save and Close button 

on the Standard toolbar. 

Outlook closes the Untitled - Distribution 

List window, adds the new distribution list to 

the contact list, and activates the Inbox 

window. 

• Click the Address Book button on 

the Standard toolbar. 

Outlook displays the Address Book window, 

which includes the Computer Classmates 

distribution list (Figure 1-83). 

• Click the Close button on the 

right side of the title bar in the 

Address Book window. 

FIGURE 1-83 
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Now if you want to send an e-mail message to Chris Johnson, Hayley Miller, 

and Susan Dudley, all you have to do is select the distribution list Computer 

Classmates as the recipient of the e-mail message. 

The Untitled - Distribution List window in Figure 1-82 on the previous page 

includes two buttons that are useful for modifying a distribution list. The Add New 

button lets you add a contact that is not in the contact list. The Remove button lets 

you delete the selected names in the distribution list. 

Saving Outlook Information in Different Formats 

You can save Outlook files on disk in a several formats. For example, you can 

save messages and contact lists in text format, which can be read or copied into 

other applications. The following steps show how to save a contact list on disk as a 

text file and display it in Notepad. 

To Save a Contact List as a Text File and Display It in Notepad 

• Insert the Data Disk in drive A. 

• With the Contacts window active, 

click the name bar of the first 

contact in the contact list. 

• Press CTRL+A to select all the 

contacts. 

• Click File on the menu bar. 

All the contacts are selected and Outlook 

displays the File menu (Figure 1-84). 

FIGURE 1-84 
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The Internet 

Outlook automatically creates 

a hyperlink when you type a 

Web page address or an 

e-mail address in the text box 

of a Contact window. If you 

are connected to an Internet 

browser, you can click the 

hyperlink to go to the 

destination quickly or send 

an e-mail message. 

More About

• Click Save As on the File menu. 

• When Outlook displays the Save 

As dialog box, type Maria’s 

Contacts in the File name text 

box. 

• If necessary, select Text Only in 

the Save as type box. 

• Click the Save in box arrow and 

then select 31/2 Floppy (A:). 

Outlook displays the Save As dialog box as 

shown in Figure 1-85. 

FIGURE 1-85 

• Click the Save button in the Save 

As dialog box. 

• Click the Start button on the 

Windows taskbar, point to All 

Programs on the Start menu, point 

to Accessories on the All Programs 

submenu, and then click Notepad 

on the Accessories submenu. 

• When Notepad starts, click the 

Maximize button on the title bar, 

click File on the 

menu bar, and 

then click Open. 

• When Outlook displays the Open 

dialog box, click the Files of type 

box arrow, click All Files, click the 

Look in box arrow, and then click 

31/2 Floppy (A:) in the Look in list. 

• Double-click Maria’s Contacts. 

Notepad displays Maria’s Contacts as a 

text file (Figure 1-86). 

• After viewing the text file, click 

the Close button on the right side 

of the Notepad title bar. 
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FIGURE 1-86

The different file formats that you can use to save information is dependent on 

the component you are working in. To view the different file formats for a component, 

click the Save as type arrow in the Save As dialog box. 

Tracking Activities for Contacts 

When you are dealing with several contacts, it can be useful to have all 

associated e-mails, documents, or other items related to the contact available 

quickly. Outlook makes this possible through the use of the Activities tab in the 

selected contact’s window. Clicking this tab for any contact in your contact list will 

provide you a list of all items related to that contact. Outlook searches for items 

linked only to the contact in the main Outlook folders (Contacts, Calendar, etc.); 

however, you can create and add new folders to be searched. The following steps 

illustrate how to track the activities of Kendra Zimmerman. 

To Track Activities for a Contact 

• With Contacts window active, 

double-click the Kendra Zimmerman 

contact heading. 

• Click the Activities tab. 

Outlook displays the Kendra Zimmerman – 

Contact window with the Activities sheet 

showing a list of items related to Kendra 

Zimmerman (Figure 1-87). 

• Click the Close button on the 

Kendra Zimmerman – Contact 

window. 

The list of items shown in Figure 1-87 consists entirely of e-mail messages. You 

also can link items such as files, tasks, and appointments. E-mail messages are automatically 

linked to the contact. 

Quitting Outlook 

The project is now complete and you are ready to quit Outlook. The following step 

describes how to quit Outlook. 

To Quit Outlook 

Click the Close button on the Outlook title bar. 

Outlook is closed, and the Windows desktop appears. 
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FIGURE 1-87 

The Quick 

Reference 

For a table that lists how to 

complete the tasks covered in 

this book using the mouse, 

menu, shortcut menu, and 

keyboard, see the Quick 

Reference Summary at the 

back of this book, or visit 

the Outlook 2003 Quick 

Reference Web page 

(scsite.com/out2003/ 

qr). 

More About 

Microsoft 

Certification 

The Microsoft Office 

Specialist Certification program 

provides an opportunity 

for you to obtain a valuable 

industry credential — proof 

that you have the Outlook 

2003 skills required by 

employers. For more information, 

see Appendix E or 

visit the Outlook 2003 

Certification Web page 

(scsite.com/out2003/ 

cert). 

More About

Project Summary 

In this project, you learned to use Outlook to open, read, print, reply to, forward, delete, sign, compose, format, 

and send e-mail messages. You opened and viewed file attachments as well as attached a file to an e-mail message. 

You learned how to flag, sort, and set importance and delivery options to e-mail messages. You added and 

deleted contacts to a contact list. Finally, you used the contact list to create a distribution list and track activities 

of a contact. 

What You Should Know 

Having completed this project, you should be able to perform the tasks below. The tasks are listed in the same 

order they were presented in this project. For a list of the buttons, menus, toolbars, and commands introduced in 

this project, see the Quick Reference Summary at the back of this book and refer to the Page Number column. 
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1. Start and Customize Outlook (OUT 6) 

2. Open (Read) an E-Mail Message (OUT 11) 

3. Print an Opened E-Mail Message (OUT 12) 

4. Close an E-Mail Message (OUT 13) 

5. Reply to an E-Mail Message (OUT 13) 

6. Forward an E-Mail Message (OUT 16) 

7. Delete an E-Mail Message (OUT 17) 

8. View a File Attachment (OUT 18) 

9. Create and Insert an E-Mail Signature (OUT 20) 

10. Compose an E-Mail Message (OUT 24) 

11. Format an E-Mail Message (OUT 26) 

12. Attach a File to an E-Mail Message (OUT 28) 

13. Send an E-Mail Message (OUT 29) 

14. Flag E-Mail Messages (OUT 30) 

15. Sort E-Mail Messages by Flag Color (OUT 31) 

16. Create and Apply a View Filter (OUT 32) 

17. Set Message Importance, Sensitivity, and Delivery 

Options in a Single Message (OUT 34) 

18. Change the Default Level of Importance and 

Sensitivity (OUT 36) 

19. Create a Personal Folder (OUT 40) 

20. Create a Contact List (OUT 42) 

21. Change the View and Sort the Contact List 

(OUT 45) 

22. Find a Contact (OUT 46) 

23. Organize Contacts (OUT 48) 

24. Display the Contacts in a Category (OUT 49) 

25. Preview and Print the Contact List (OUT 50) 

26. Use the Contact List to Address an E-Mail 

Message (OUT 51) 

27. Create a Distribution List (OUT 54) 

28. Save a Contact List as a Text File and Display It 

in Notepad (OUT 56) 

29. Track Activities for a Contact (OUT 58) 

30. Quit Outlook (OUT 58)

Instructions: To complete the Learn It Online exercises, start your browser, click the Address bar, and then 

enter the Web address scsite.com/out2003/learn. When the Outlook 2003 Learn It Online page is displayed, 

follow the instructions in the exercises below. Each exercise has instructions for printing your results, either for 

your own records or for submission to your instructor. 
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10 Project 

Reinforcement 

TF, MC, and SA 

Below Outlook Project 1, 

click the Project Reinforcement 

link. Print the quiz by 

clicking Print on the File 

menu for each page. Answer 

each question. 

Flash Cards 

Below Outlook Project 1, 

click the Flash Cards link and 

read the instructions. Type 20 

(or a number specified by 

your instructor) in the 

Number of playing cards text 

box, type your name in the 

Enter your Name text box, 

and then click the Flip Card 

button. When the flash card is 

displayed, read the question 

and then click the ANSWER 

box arrow to select an answer. 

Flip through Flash Cards. If 

your score is 15 (75%) correct 

or greater, click Print on the 

File menu to print your 

results. If your score is less 

than 15 (75%) correct, then 

redo this exercise by clicking 

the Replay button. 

Practice Test 

Below Outlook Project 1, 

click the Practice Test link. 

Answer each question, enter 

your first and last name at the 

bottom of the page, and then 

click the Grade Test button. 

When the graded practice test 

is displayed on your screen, 

click Print on the File menu to 

print a hard copy. Continue to 

take practice tests until you 

score 80% or better. 

Who Wants To 

Be a Computer 

Genius? 

Below Outlook Project 1, 

click the Computer Genius 

link. Read the instructions, 

enter your first and last name 

at the bottom of the page, and 

then click the PLAY button. 

When your score is displayed, 

click the PRINT RESULTS 

link to print a hard copy. 

Wheel of Terms 

Below Outlook Project 1, 

click the Wheel of Terms link. 

Read the instructions, and 

then enter your first and last 

name and your school name. 

Click the PLAY button. When 

your score is displayed, rightclick 

the score and then click 

Print on the shortcut menu to 

print a hard copy. 

Crossword 

Puzzle Challenge 

Below Outlook Project 1, 

click the Crossword Puzzle 

Challenge link. Read the 

instructions, and then enter 

your first and last name. Click 

the SUBMIT button. Work the 

crossword puzzle. When you 

are finished, click the Submit 

button. When the crossword 

puzzle is redisplayed, click the 

Print Puzzle button to print a 

hard copy. 

Tips and Tricks 

Below Outlook Project 1, 

click the Tips and Tricks link. 

Click a topic that pertains to 

Project 1. Right-click the 

information and then click 

Print on the shortcut menu. 

Construct a brief example of 

what the information relates 

to in Outlook to confirm you 

understand how to use the tip 

or trick. 

Newsgroups 

Below Outlook Project 1, 

click the Newsgroups link. 

Click a topic that pertains to 

Project 1. Print three 

comments. 

Expanding Your 

Horizons 

Below Outlook Project 1, click 

the Expanding Your Horizons 

link. Click a topic that pertains 

to Project 1. Print the information. 

Construct a brief example 

of what the information relates 

to in Outlook to confirm you 

understand the contents of the 

article. 

Search Sleuth 

Below Outlook Project 1, 

click the Search Sleuth link. 

To search for a term that pertains 

to this project, select a 

term below the Project 1 title 

and then use the Google 

search engine at google.com 

(or any major search engine) 

to display and print two Web 

pages that present information 

on the term. 

Outlook Online 

Training 

Below Outlook Project 1, 

click the Outlook Online 

Training link. When your 

browser displays the 

Microsoft Office Online Web 

page, click the Outlook link. 

Click one of the Outlook 

courses that covers one or 

more of the objectives listed at 

the beginning of the project 

on page OUT 4. Print the first 

page of the course before stepping 

through it. 

Office 

Marketplace 

Below Outlook Project 1, 

click the Office Marketplace 

link. When your browser displays 

the Microsoft Office 

Online Web page, click the 

Office Marketplace link. 

Click a topic that relates to 

Outlook. Print the first page. 

1 Creating a Contact List 

Instructions: Start Outlook. Create a Contacts folder using your name as the name of the new folder. Create a 

contact list using the people listed in Table 1-4. Use the Department text box in the Details sheet to enter the 

student’s grade level. 

Create a distribution list 

consisting of freshmen 

and sophomores. Sort 

the list by last name in 

descending sequence. 

When the list is complete, 

print the list in 

Card Style view and submit 

to your instructor. 

Importing Subfolders for the In the Lab Exercises — Follow these steps to import subfolders for the 

following In the Lab Exercises: 

1. Insert the Data Disk into drive A. 

2. Click File on the Outlook menu bar and then click Import and Export. 

3. In the Import and Export Wizard dialog box, click Import from another program or file and then click the 

Next button. 

4. In the Import a File dialog box, click Personal Folder File (.pst) and then click the Next button. 

5. In the Import Personal Folders dialog box, click the Browse button to access drive A, select the appropriate 

subfolder, click Open, and then click the Next button. 

6. In the Import Personal Folders dialog box, select the appropriate folder to import from and then click the 

Finish button. 

1 Creating a Distribution List and Sending E-Mail 

Problem: You are the volunteer campaign chairperson of a friend’s campaign for state senator. Part of your 

responsibilities is to solicit and organize campaign donations. To do so, you need to maintain and contact a list 

of past and potential donors. 

Instructions Part 1: Import the Lab 1-1 Contacts folder (Figure 1-88 on the next page) into Outlook. Create 

two distribution lists; one consisting of past donors, the other consisting of potential donors. The status of each 

contact can be found in the Job Title text box. Print each distribution list and submit to your instructor. 
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NAME TELEPHONE ADDRESS E-MAIL ADDRESS GRADE LEVEL 

Beth Thomas (219) 555-6434 9865 Wexford bthomas@isp.com Sophomore 

Jose Tinoco (219) 555-6374 846 W. 5th jtinoco@isp.com Senior 

David Price (219) 555-1470 752 Calumet dprice@isp.com Senior 

Kris Clark (219) 555-0560 1853 Colonial kclark@isp.com Freshman 

Judy Watson (219) 555-5431 1548 Clay jwatson@isp.com Sophomore 

Walter Stern (219) 555-5415 2187 Porter wstern@isp.com Junior 

Table 1-4 Contact Information 

(continued)

FIGURE 1-88 

Instructions Part 2: Do the following: 

1. Compose a message to each group created in Part 1. The message to past donors should thank them for 

their past support and request donations for this year's campaign. The message to potential donors should 

include a few reasons why it would be beneficial to have your candidate in office. 

2. Set the sensitivity for each message as confidential. 

3. Using Microsoft Word, create a document called Campaign Platform, and include this file as an attachment 

with your e-mail messages. 

4. Set the delivery for each message to November 1, 2005 at 9:00 a.m. 

5. Format your messages to past donors as Plain Text and your messages to potential donors as HTML. 

6. Print each e-mail message and hand them in to your instructor. 

Instructions Part 3: Save the Lab 1-1 contact list as a text file. Open the file using Notepad. Print the contact 

list from Notepad and hand it in to your instructor. 

2Flagging and Sorting Messages 

Problem: As student director of the Computer Help Center, you are responsible for responding to questions 

received via e-mail. Some questions require a more timely response than others do, so you need a way to sort the 

questions first by urgency and then by when they were received. At that point, you will be able to address the 

questions in an orderly manner. 

Creating a Distribution List and Sending E-Mail (continued) 
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FIGURE 1-89 

3 Creating an E-Mail Signature, Replying To, and Forwarding Messages 

Problem: With all the messages sorted and flagged, you now have to respond to the messages. You need to 

perform this task in an efficient manner as it is the Computer Center’s policy to respond to questions within 24 

hours. It is also required that the name of the person responding, the Computer Center’s telephone number, and 

its hours of operation appear on every reply. 

Instructions Part 1: Create an e-mail signature consisting of your name, title (Director), a telephone number 

(555-1234), and hours of operation (8:00 a.m. – 8:00 p.m.). Click the New Message button on the Standard 

toolbar. Print the blank message containing the signature and hand it in to your instructor. 

Instructions Part 2: Send a reply with the importance set at high to the messages flagged red. Forward the 

messages flagged yellow. You may use fictitious e-mail addresses for this exercise as the messages will not actually 

be sent. Hand in printouts of the replies and forwards to your instructor. 

Instructions Part 3: Do the following: 

1. Clear all the green flags from the non-urgent messages. Use Search Folders to display only the messages 

flagged for follow up. Make a list of the sender's name, subject, and flag color and hand it in to your 

instructor. 

2. Using information from Microsoft Outlook Help, create a unique signature for a separate e-mail account. 

See your instructor about setting up a separate e-mail account. 

3. Print a blank message containing the signature and hand it in to your instructor. 
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Instructions: Import the Lab 1-2 Inbox folder (Figure 1-89) into Outlook. Read through each message and 

appropriately flag each one. Use a red flag for messages requiring immediate attention, yellow for messages 

requiring information before you can respond and green for non-urgent, general questions. After you have 

flagged each message, sort the messages based on flag color.

5 Working Together Have each member of your team submit a design of a form for collecting 

contact information. Have them base the form on the available fields in the General and Details sheets 

in the Contact window. Have the team select the best form design. After selecting a form, Xerox copies 

for the entire class. Have your classmates fill out the form. Collect the forms and create a contact list 

from the collected information. Hand in printouts of the final contact list. 
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The difficulty of these case studies varies: 

are the least difficult and are more difficult. The last exercise is a group exercise. 

4 You recently accepted a position with an international construction company. Your first 

assignment is to make the main telephone and address file available to everyone in the firm. The file, 

which currently is maintained in a three-ring binder, contains names, addresses, telephone numbers, fax 

numbers, e-mail addresses, and Web site addresses of your company’s subcontractors and vendors. You 

decide to create a contact list using Outlook so everyone can access the same information and automatically 

dial and send e-mail and access Web sites. Create a contact list that includes at least the names, 

addresses, and Web site URLs of seven construction companies. Use fictitious company names and 

addresses or look up construction companies on the Web using an Internet search engine. Create a 

Contacts subfolder in which to store the contact list. Categorize the contacts by subcontractor or 

vendor. Print the contact list and submit to your instructor. 

1 Create a contact list of your family, friends, and colleagues. Include their names, addresses, 

telephone numbers, e-mail addresses (if any), and IM address (if any). Enter the employer for each one, 

if appropriate. For family members, use the Detail sheet to list birthdays and wedding anniversaries (if 

any). Print the contact list and hand it in to your instructor. 

2 Import the Cases 1-2 Contacts folder into Outlook. You are the Human Resources Director for 

a large department store. Your responsibilities include updating the company contact list whenever 

someone changes positions, receives a promotion, etc. Sheila Weston has received a promotion to 3rd 

Floor Manager and was rewarded with a private office (Room 301), private telephone ((815) 555- 

0943) and fax number ((815) 555-0944), and her own e-mail address (sweston@bigstore.com). The 

information in her current record contains the general telephone number and store’s e-mail. Find the 

Sheila Weston contact record and make the appropriate changes. Hand in a printout to your instructor. 

3 Import the Cases 1-3 Inbox folder into Outlook. You work in the IT department of a large 

company. Every day you receive several e-mail messages about various computer problems within the 

company. A coworker, Joe Smith, has been sending several e-mail messages to the IT department complaining 

that his problem has yet to be solved. You have been told to solve his problem. Apply a filter 

to the Cases 1-3 Inbox folder to display only the messages from Joe Smith. Respond to his latest e-mail 

message while sending a copy to your boss to show that you have found a resolution to Joe’s problem. 

Hand in a printout of your reply to your instructor. Add Joe Smith to your contact list. Track the activities 

of Joe Smith. List the first five entries from the Activities list and hand it in to your instructor. 

After printing your reply message, delete all the messages from Joe Smith and remove the filter. 

