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Filtering & Searching

With the volume of e-mail we receive, it can be time consuming trying to locate a specific one. Outlook's

FILTER and SeARCH features help to reduce the time it takes to find what you need.

Filter

The filter is sometimes your best starting point. For example, perhaps you
know the e-mail you are looking for has an attachment. Any folder can be s
filtered for this condition by clicking the FILTER E-MAIL button on the HOME E

Read s

= -
Q i ? [ Address Book

Unread/ Categorize Follow | f—————"
2 Up~ |7 Filter E-mail -

Unread
Has Attachments

tab and selecting HAS ATTACHMENTS. Fo— E Inis Week e
Wed 6/A6/2010 Loo Py | S Categorized |2
Tue6/15/2010 445 P | ¥ Flagged :
Tue 6/15/2010 4:33 PM 9 Important ;3

Mon6/14/20106:24PM | £ sentTo: Meor CC:Me 10
i Mon 6/14/2010 1250 BM o o Fifers
Thu 6/10/2010 5:39 PM — 420

Thu 6/10/2010 8:28 AM .

Basic Search
The basic Search can easily conduct a quick search of the currently selected folder. To begin the search:

1. Open the folder you need to search (e.g. Inbox, Sent Items, Deleted Items, etc.)
2. Click inside the searcH field at the top of the folder
3. Type your search criteria in the field and Outlook will automatically search that folder
4. Outlook will match whole or partial words in the FROM, SUBJECT and BODY fields:
A | Search Tools | Inbox - Mailbox - Stephen Linton-Smith - Microsoft Qutlook
File Home Send / Receive Folder WView Add-Ins Search
[ | = .
L _d Current Folder = @ |: %Thls Week = V Flagged S,
' All Subfolders 3ﬂ j 'JI; 3HSEnt To - ‘? Impaortant p x @
All Mail From Subject Has Categorized Recent Search Close
Items % All Qutlook Items Attachments - b= Unread gk More - Searches * Tools = | Search
Scope Refine Options Close
4 Favorites <
. i Kevin ®
=] Inbox 3}

Search results may be incomplete because items are still bein exed. Click here for more details.

O Unread Mail

[= sent Items B [t| O|@| From Subject Received w
.~ KevinG.Smith FW: Training co Tue 6/15/2010 4:33 PM
4 Mailbox - Stephen Linton-Smith ,_% Kevin G. smith RE: County Lin Enter Se@rch Thu 6/10/2010 9:25 AM
S \inbexE) [~ @ Kevin G. Smith FW: Timeshee Criteria Fri 5/21/2010 1:07 FM
7| Drafts =] 3eanH.Mclendon Time Sheet Trair Wed 5/12/2010 8:51 A...
[=) sent Items | 4 Graham Peel FW: Electronic Time sheet Fri 4/16/2010 1:13 PM

Narrow Your Search

You can narrow your search by using the seArRCH TooLs tab on the ribbon. The search tab is divided into
several groups: scope, refine and options.

Scope
The default search SCOPE is CURRENT FOLDER. However, if you choose ALL SUBFOLDERS, it will search any custom
mail folders you have created. Searching ALL MAIL 1TEMS will include SENT ITEMS, DELETED ITEMS and more.

Refine
Any of the refinement choices will add that criteria to the search field, therefore, it helps to add these
refinements first. For example, from:(Kevin)

| = | — . . .
(0] = = ‘ Search Tools ‘ Inbox - Mailbox - Stephen Linton-Smith
Cile Home Send / Receive Folder View Add-Ins Search
= -
| [ Current Folder 331 —] @ [ E] This Week = W Flagged p % Q
' All subfolders @ '—II; SﬂSEnt Ta = ‘? Important
All Mail From Subject Has Categorized Recent Search Close
Items @ All Outlook ltems Attachments - = Unread R More ~ Searches ~ Tools ~ | Search
Scope Refine Options Close
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Advanced Find
To execute more specific searches, use the ADVANCED FIND feature. To begin using ADVANCED FIND go to the

SEARCH tab, click SEARCH TOOLS > ADVANCED FIND

vin}

= — . . . .
.Q“ F= i B |,__u_._,_| Inbox - Mailbox - Stephen Linton-Smith - Microsoft Out
File Home Send / Receive Falder View Add-Ins Search
n [ Current Folder ,Bj =j @ | E&This Week - W Flagged p \-.;-1 E
L[ All Subfolders 5 ﬂ @ﬂ SentTo - ? Important
All Mail From Subject Has Categorized Recent |Search Close
Ttems l‘% All Outlook Items Attachments - [=4 Unread R More ~ Searches - [Tools *|| Search
Scope Refine Optig p'_ Indexing Status...
4 Favorites < &) Locations to Search ¥
[ Inbox [3) %) Advanced Find...
1 i =
0 Unread Mail 4 |2] 00| From Subject [ Find Public Folde
L:-] Sent Items [—4 KevinG.5mith FW: Training comp - =
Fa KevinG.Smith RE: County Line art| 2 Search Options...

4 Mailbox - Steohen Linton-Smith [=4 @ Kevin G. Smith

FW: Timesheet Videos

The search options in the ADVANCED FIND box are spread out over three tabs: MESSAGES, MORE CHOICES and
ADVANCED. Outside the tabs you have the following options:

%5 Advanced Find o B R
Lnnkfnr:‘Messages v‘ In: |Inhnx | [ Browse. .. ]
Messages ‘ More Choices | Advanced Find hlaw

Search for the word(s): | | Stop
In: ‘subiect Field onky L ‘ [New Search ]
(rom. ] \
[ Sent Ta... ] ‘ ‘
[Dwhere T am: ‘ ‘ (_\
Tirne: ‘nune - || ‘

LOOK FOR: choose what type of item to search for - Messages, Appointments, Tasks, etc
BROWSE: choose which folder(s) to search in
FIND NOW: execute the search

‘= Advanced Find o B 3
Luulgfur:‘Messages v‘ In: ‘Inbux ‘ [ Browse... ]
Messages ‘ Mare Choices |Advanced Find Row
| Categurm | A Stop
[CJonky items that are: Mew Search

[ only items with:

\
\
[Jwhaose importance is: ‘
\

[ only items which:

[Ctatch case

Size: (kilobytes)

|doasn't matter

Q

If you can’t find what you need on the first two tabs, the ADVANCED tab offers nearly 400 criteria options. The
below example shows how to search between a date range and the item is completed.

1.
2.

Click FIELD > ALL MAIL FIELDS > RECEIVED
For the CONDITION, select BETWEEN

In the vALUE field, type in the desired
date range separated by AND

Click ADD TO LIST to include that criteria in
your search

If desired, you can add more criteria
and/or click REMOVE to delete any criteria
in the list

=5 Advanced Find o B R
Loolgfor:|Messages V| In: |Inb0x | [ Browse. .. ]
Messages | More Choices | Advanced | Find Maw

Find items that match these criteria; Sem

Received between 5/1/2010 and 6/7/2010

Define mare crite

Condition: Walue:

|Flag Status | |equals w | |C0mpleted w |

Q
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Searching Archived Items

While Outlook can search in many ways, it cannot search the body of an archived message or its attachment.
To conduct such a search on archived items, you will need to conduct the search from Archive Manager.
(See next section)

Archiving

All e-mails older than 90 days are automatically archived. When an e-mail is archived, a copy is made and
placed in a separate program called ArchiveManager. However, you can still view any archived e-mail from
Outlook. You can tell which e-mails have been archived in one of two ways:

= The envelope icon will appear closed yet the item is not bolded

= Add the MESSAGE cLAss field to your columns. Rich-click any column header and select FIELD CHOOSER >
ALL MAIL FIELDS. Drag MESSAGE CLASS up to the column header area. Items that have been archived will
be listed as IPM.NOTE.AFTERMAIL

Acehfived) [= Erika Capin RE: Mew Employee Crientation Wed 3/17/2010 9:09 AM
FEi [ W0l Kevin G. Smith RE: Feedback on Retirement - H... Tue 3/16/2010 10:52 AM
1 KarenP. Gerding Supervisory Orientation Training  Mon 3/8/2010 1:21 PR

Viewing or Searching the Archive
To open your archive, launch your web browser and type go to the Outlook Web Access page at:
http://www.alachuacounty.us/po and click on ARCHIVED EMAIL MANAGER.

Home | Employment | Contact the Counky

——

Sll:al::fisgs Residents Businesses Visitors Ergs:&ggls:y CD?H::];! Employment Contact Us

‘webmail Redirect

Stay Engaged Alachua County Webmail Access

Video on Demand
meetings,
shows & more
- e Outlook Wiebacce:

+ Archived Email Manager

Community Update
Newsletter

* GovConnect
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1. Select a folder on the left to search
2. Enter your search criteria
3. Click the searcH button

Version 4.1.2.434

—h

@ Archive Manager

q. Email Search

When ArchiveManager appears, click any folder on the left to view its contents. To search the archive:

Logaed in as Stephen Linton-Smith @ Help €3 about

»

.0 Search for specific keywords contained in the subject line or body of & message, or within a fils attached to a message.

O Email search

B[] Cabinet

.4 calendar

#-85 Contacts

..... (03] Conversation
{3 Deleted Iterns

B Stephen Linton-Smith
(0] BES Users (Ken Hum

Histary

Search for|

search in: [¥]subject [¥]pody [ attachments

Enter

\l\Search Criteria

Ien Linton-Smith' mailbox in the 'Inbox' folder

----- [ Help Desk 018 |From To et Date Size
= T 1| @ |30hn Johnson John Johnson Guidelines for Review and Signaturs for Grant Applications and Grant Agreemsnts | 8/17/2010 5:50:10 PM 327 KB
E-;i Junk E-mail =] Gerry Bouchard Graham Peel; Stephe...|RE: Time Sheet Approval for Interns 6/16/2010 12:59:46 PM 12 KB

----- fa] Motes =] |Graham peel Stephen Lintan-Smith  |RE: Timesheet Schedule 6/15/2010 4:47:34 PM 19 KB

@[] RES Feeds (== Kevin . Smith Jim Santangelo FW: Training computers 6/15/2010 4:33:23 PM 5 KB
-l Sent Ttems | |Mew Horizons eTips Stephen Lintan-Smith  |New Haorizons Business/Office Professionals eTips 6/14/2010 6:24:05 PM 13 KB
] 0 | wellnesswarks Weekly Health Tip- Gym and Exercise Safety & Weskly Recipe- Wild Rice Black-e... |6/14/2010 12:48:59 PM 65 KB/

= Danna Bradbrook Sean H. McLendon; C...|RE: Utility Manager and Additional Training Option 6/10/2010 5:38:38 PM 22 KB

| 0 |Kevin G, Smith Stephen Linton-Smith  |RE: County Line article due 6/16/10 /102010 9:27:00 AM 53 KB/

¢ || |Sean H. Melendon Charlie R. Jackson; D..[RE: Utility Manager and Additional Training Option 6/9/2010 5:43:14 FM 20 KB

4| |account-recavery-nor..| Stephen Linton-Smith | Google Password Assistance 6/8/2010 10:42:27 PM S KB

] | Graham Peel Stephen Lintan-Srnith,. | RE: Timesheet Scheduls 6/6/2010 3:39:56 FM 16 KB

| |zean H. Mclendon Stephen Linton-Smith | Time Sheet pproval for Interns 6/8/2010 12:57:00 PM 7 KB

| |Mew Horizons eTips Stephen Lintan-Smith  |New Harizons Business/Office Professionals eTips 6/7/2010 4:18:48 PM 12 KB

] @ |30hn Johnsan John Johnson Grant Funding Training: Using eCivis Grants Navigatar 6/4/2010 4:35:03 FM 34 KB

| |soundLearningSalutio..| Stephen Lintan-Smith | The Disney Way Collection -- On Sale Mow! 6/3/2010 3:08:32 PM 8 KB

Why is the archive process different with Outlook?

The quick answer is, we are doing much more with Outlook and are using more efficient e-mail management
tools. We've reduced the number of e-mail servers from 11 to 5. Also, Archive Manager can reduce 500GB of
e-mail to 200GB. For example, if one e-mail is sent to 45 people, only one copy of the e-mail will be archived
and the other recipients will merely be referenced.

Rules

With the Rules feature you can automate your e-mail account by defining a set of Conditions and an Action(s)
to be taken if those conditions are met. For example, if messages are received from a specific person you can
have it marked with a green flag.

Example Rule #1: Moving Messages to a Folder

This example rule will move incoming messages from a specific sender to another folder

i TR S B [ Im| Finda €
1. Click MAIL from the Go MENU at the bottom left A ) B Facec
- Move | Rules |OneNote  Unread/ Categorize Follow N
2. From the HOME tab, click RULES > MANAGE RULES AND ALERTS - - Read - Upe | VFilte
. ) I — Always Move Messages From: Gerry Bouchard Fi
3. From the RULES AND ALERTS dialog box, click NEw RULE T ——
4. sSTEP 1: From the list of template options, select MOVE MESSAGES FROM Alvays Hove Messages Tor Beth nizer
SOMEONE TO A FOLDER g ;’::;Ei‘:‘es & Alerts...
5. sTEP 2: Click the links:
0 PEOPLE OR DISTRIBUTION LIST and select the name of the desired
sender
0 SPECIFIED FOLDER and select the folder you want to move the above sender's messages to
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Rules andAlerts s

E-rnail Rules | pa

&ﬂew Rule... _.. zeRule~ 53 Copy... >( Delete ~ % RunRules Mow,.. Options

Rulz {applied in the order shown) Actions
Junk-Send ko Trash {client-onky)
[ Ouk-of-OFfice - Internal
Clear categories on mail {recommended)
TechRepublic Move

Ex)

Rule description {click an underlined value to edit):

apply this rule after the message arrives
withiRockburst or ruceci or "1230reetings’ or MationalZeminars or lovelvingfi’ or ‘xiotech'in the sender's ad:
move it to the Deleted Ttems Folder

and mark it as read

£ ¥

[CEnable rules on all messages downloaded from RSS Feeds

d ]

Start From a template ar from a blank rule
Step 1: Select a template

Rules W

Stay Drganized

™3 Move messages from someone ko a folder

H’S Move messages with specific words in the sui Jder

{3 Move messages sent to a public group to a far

Y Flag messages from someone for Follow-up

L3 Move RSS items from a specific R55 Feed to a Folder
Stay Up to Date

Y. Display mail from someone in the New Ttem Alert Window

i) Play a sound when I get messages from someone

a Send an alert to my mobile device when I get messages from someone
Start from a blank rule

A Apply rule on messages 1 receive

=1 apply rule on messages 1 send

Step 2: Edit the rule description {click an underlined walue)

Apply this rule after the message arrives
from people or public group
move it to the specified Folder

and stop processing mare rules

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

Click NEXT several times (you can ignore the next few screens) until you arrive at the FINISH screen

Give your rule a name

If you want to apply the rule to existing messages, select the checkbox RUN THIS RULE NOW ON

MESSAGES ALREADY IN ""INBOX"
Click FINISH

Rules W

d

Finish rule setup.

Step 1: Specify a name for this rule

Lisa Balsamao

Step 2: Setup rule options

[]Run this rule naw on messages already in "Inbax"

Turn on this rule

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

Apply this rule after the message arrives
from Lisa Balsamo
move it ko the Apps Folder

and stop processing more rules

Cancel ]’ < Back

Finish |
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All rules created are listed on the main RULES AND ALERTS window. The rules will be applied in the order shown.
If you need to re-order them, select the rule name and click the up or down arrows across the top.

Rules and Aleris
E-mail Rules | Manage Alerts

[ Mew Rule... Change Rule = 53 Copy... X Delete

¥ Run Rules Maow,., Options

3

Rule {applied in the order shown)

ans

Move From Lisa Balsamo ko Apps Folder

X

Junk-Send to Trash (client-only)

[] out-of-office - Internal

Clear categories on mail (recommended)
TechRepublic Move

fe
fe
ES

Rule description {click an underlined value to edit):
Apply this rule after the message arrives
from Lisa Balsamo
move it bo the Apps folder
and stop processing more rules

[JEnable rules on all messages downloaded from RSS Feeds

a4 l [ Cancel ] [

Apply

Example Rule #2: Forward Messages to Another User

This example rule will forward incoming messages to another user if the subject contains a specific

word, but only if my name is not in the CC box.

From the HOME tab, click RULES > MANAGE RULES AND ALERTS

2. From the RULES AND ALERTS dialog box, click NEW RULE
Template

0 STEP 1: From the template listing under START FROM A BLANK RULE, select APPLY RULE ON

MESSAGES I RECEIVE
4. Condition

O STEP 1: SELECT CONDITION(S), select WITH SPECIFIC WORDS IN THE SUBJECT
O STEP 2: EDIT THE RULE DESCRIPTION, click the link sPEcIFIC WORDS and add as many as you want to

the list and click ok
0 Click NEXT
5. Action

O STEP 1: SELECT ACTIONS(S), choose FORWARD IT TO PEOPLE OR DISTRIBUTION LIST
O STEP 2: EDIT THE RULE DESCRIPTION, click the link PEOPLE OR DISTRIBUTION LIST and select the

recipients you want to forward the message to
0 Click NEXT
6. Exception

(0] STEP 1: SELECT EXCEPTION(S), choose EXCEPT WHERE MY NAME IS IN THE CC BOX

o Click NEXT
7. Give the rule a name and click FINISH
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Rules Wizard

X

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

[ fram people or public aroup -
with specific words in the subject

[] through the specified account

[ sent anly ko me

[7] where my name is in the To box

[ marked as importance

[ marked as sensitivity

[7] flagged For action

[ where ry name is in the Cc box

[ where my name is in the To or Cc box
["] where my name is not in the To box —
[] sent ta people or public group

[ with specific words in the body

[] with specific words in the subject or body

[ with specific words in the message header

[] with specific words in the recipient's address

[] with specific words in the sender's address

[] assigned ko cateqory category b

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

Apply this rule after the message arrives
withisp =iin the subject

Cancel ][ < Back ” Mext = ] [ Finish

Running Rules Manually
Running rules manually allows you to selectively apply them to messages already in a specific folder. Some
rules (marked cLIENT ONLY) will only run when you are logged into Outlook. Therefore, if you have a
Blackberry, it will not update rule processing until the next time you log into Outlook.

©ahrwNPE

Rules Wizard

Finish rule setup,

Step 1: Specify a name far this rule

(X)

SharePoint Forward to W31

Skep 2: Setup rule options
[]Run this rule now on messages already in "Inbox"

[¥]Turn on this rule

Skep 3: Review rule description (click an undetlined value to edit)

Apply this rule after the message arrives
with SharePoint in the subject

Forward it bo W31 Training Room

except where my name is in the Cc box

Cancel ][ < Back.

From the HOME tab, click RULES > MANAGE RULES AND ALERTS

Click RUN RULES NOW

Select the check box next to the rule you want to run
Click BrRowsE to select the folder that you want to apply the rule to
Select the category of messages that you want to apply the rule to: ALL, UNREAD Or READ

Click RUN NOW

Rules and Alerts

E-mail Rules | Manage Alerts

@ Mew Rule... Change Rule = =53 Copy... )( Delete * Run Rules Now,.. Options

Rule {applied in the order shown) Actiol
Junk-Send to Trash {client-onky) Z}‘C‘
[] Out-of-Office - Internal e
lear categories on mail {recommended) Z}‘C‘
TechRepublic Mave ]

Rule description {click an underlined value to edit):

Apply this rule after the message arrives
with ‘Rockhurst or 'ruceci’ or '1230reetings’ or "MationalSeminars' or lovelivingfit' or ‘victech'in the sender's adc
mowe it o the Deleted Ttems Folder

and mark it as read

< | »

[CJEnable rules on all messages downloaded from RSS Feeds
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Run Rules Now

Select rules to run:

X

[] Junk-Send ta Trash
[] Cuk-of-Office - Internal
[] Clear categories on mail (recommendsd)

[ Select Al ] [unselect AII]

Rule Description

Apply to message
with “techrepublic” in the sender's address
move it ko the "TechRepublic” Folder

Run in Falder: | iR

| Browse. ..

[inchude =

Apply rules ba: | )l Messages

Fun Mow

Close




Create a Rule Based on an Existing Message
A rule-creating shortcut is available if you'd like to create a rule based on a message you've already received.

1
2.
3.
4

5.

Open the folder that contains the message
Click once on the message in question

From the HOME tab, click RULES > CREATE RULE
You can apply basic rule options from the
resulting dialog box

To add more conditions, actions, or
exceptions to the rule, click the ADVANCED
OPTIONS button

To run the rule as soon as you have created
it, select the RUN THIS RULE NOW ON THE
MESSAGES ALREADY IN "FOLDER" check box on
the last page of the Rules Wizard

Create Rule

X

when I get e-mail with all of the selected conditions

Timesheet Scheduls

[ subject contains

|:| Sent ta

me only w

Do khe Following

[ Display in the New Item Alert window

‘windows 2P Mokify v E] E]

[IMave the iterm ko Folder: [ Select Folder... ]

[JRlay a selected sound:

[ Cancel ] [F\c_lvanced Options...]

Junk E-Mail

The Junk E-Mail filter is used to re-direct unwanted e-mails. The default filter setting of Low will only catch
the most obvious Junk E-Mails, however you can customize the filter to fit your needs.

Junk E-Mail Filter Options
To modify your junk e-mail filter:

1.
2.

From the HOME tab, select JUNK > JUNK E-MAIL OPTIONS

Protection Levels:

= NO AUTOMATIC FILTERING: Although this turns off the filter, Outlook will continue to act
upon messages received from anyone on your BLOCKED SENDERS LIST.

= LOW: Use only if you receive minimal junk e-mail.

= HIGH: Use if you receive a large amount of junk e-mail. However, periodically check your Junk

E-mail folder, because this high setting may

also catch legitimate messages as well.

= SAFE LISTS ONLY: Any messages received from someone not on your SAFE SENDERS LIST Or
sent to someone not on the SAFE RECIPIENTS LIST will be treated as junk e-mail messages.

OIS

File Home Send / Receive Folder View Add-Ins
Y =
2

Ignare x \ 0| ‘E
A Meetit
%= Clean Up ~ _l$
New  New |=——— Delete | Reply Reply Forwsrd B more-
E-mail Ttems + | | & Junk - All
_ New || & Block Sender —
4 Favorites Mever Block Sender
L5 Inbox 3) Never Block Sender's Domain [@example.com)
& Unread M

MNever Block this Group or Mailing List

& Junk E-mail Options...
= s TIPS

[ sent Item

4 Mailbox - Step
> [ 2] Inbox (3}
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Junk E-mail Options - Microsoft Exchange

Options | Safe Senders | Safe Recipients | Blocked Senders | Inkernationsl

i

Outlook can move messages that appear to be junk e-mail into a special
Jurk E-mail Folder.

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

()Mo Automatic Filtering, Mail From blocked senders is stil moved ko the
Junk E-mail folder.

(&Low: Move the most obvious junk e-mai o the Junk E-mail Folder ;

(CrHigh: Most junk e-mail is caught, but some regular mail may be caught
as well, Check your Junk E-mail Folder often,

() gafe Lists Only: Only mail from people ar domains on your Safe
Senders List or Safe Recipients List will be delivered to your Inbo,

[]Permanently delete suspected junk e-mail instead of moving it to the
Jurk E-mail folder

[[]Disable links and ather Functionality in phishing messages.
{recommended)

warn me about suspicious domain names in e-mail addresses.,
(recommended)




Automatically Deleting Junk E-Mail
To permanently delete your unwanted messages instead of sending it to the Junk E-mail folder:

1. From the HOME tab, select JUNK > JUNK E-MAIL OPTIONS

2. Select the check box: PERMANENTLY DELETE SUSPECTED JUNK E-MAIL INSTEAD OF MOVING IT TO THE JUNK E-
MAIL FOLDER

Move Legitimate Messages back to the Inbox

You should periodically review your Junk E-mail folder to ensure no legitimate items have been moved there.
Should you find a legitimate e-mail in the Junk E-mail folder:

1. On the Navigation Pane click the Junk E-MAIL folder

2. Right-click any legitimate messages and select JUNK > NOT JUNK

3. The selected message will be moved to your INBOX or to the folder in which they were stored
previously

4.

You will be prompted to add the sender or mailing list to your SAFE SENDERS LIST Of SAFE RECIPIENTS
LIST so that future messages will not be re-directed to the JUNK E-MAIL FOLDER

Safe and Block Lists
A specific e-mail address or internet domain can be added to your Safe or Block Lists. These lists include:

Safe Senders: Items received from those on this list will never be treated as junk e-mail
Safe Recipients: Items sent to those on this list will never be treated as junk e-mail

Blocked Senders: Items received from those on this list will always be treated as junk e-mail
Updating Your Safe or Block List

1. From the HOME tab, select JUNK > JUNK E-MAIL OPTIONS

2. Select the desired tab: SAFE SENDERS, SAFE RECIPIENTS OF BLOCKED SENDERS
3. Click ADD (To remove a name, select it and click REMOVE)
4

Enter the desired address or domain in the resulting box and then click ok

Junk E-mail Options - Microsoft Exchange g|

Options | Safe Senders | Safe Recipients | Elocked Senders || International

% E-mail from addresses ar domain names on your Safe Senders List will
*=| never be breated as junk e-mail.

imalachuacounty, us
@cityofgainesvile.org
@leoncountyfl.gov
eagendaadmin@cccrnailmb, alachua.fl.us

add...

Import from File. ..
Export bo File..,

Also trust e-mail From my Contacts
[ Automatically add peaple I e-mai ko the Safe Senders List

Ok ] [ Cancel
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Other Safe or Block Options

= The Global Address List is Safe
Addresses in the GLOBAL ADDRESS LIST are

automatical Iy considered safe. Options | Safe Senders | Safe Recipients | Blocked Senders || International

ﬁ E-mail from addresses or domain names on your Safe Senders List will
—=] never be treated as junk e-mail,

Junk E-mail Options - Microsoft Exchange

@Eityofgainesville.org
=  Trust Those In Your Contacts @leoncountyfl.gov

Another sAFE SENDERS option would be to treat those sapendaadmin@cecmamb.dlachua.fl.us
listed in your coNTACTs folder as safe. To do this,
return to the SAFE SENDERS list and place a check next
10 ALSO TRUST E-MAIL FROM MY CONTACTS.

imalachuacounty.us Add...

= Trust Those You E-Mail Regularly
For people who are not in your CONTACTS but you
correspond with them regularly, you can make them [V] Also trust e-mail from my Contacts
safe by going to the SAFE SENDERS tab and Selecting [] Automatically add peaple I e-mail to the Safe Senders List
the AUTOMATICALLY ADD PEOPLE | E-MAIL TO THE SAFE
SENDERS LIST check box.
[ Ok ] [ Cancel ]

= Quickly Add to Safe or Block List
Right-click the message in question and select JuNK E-MAIL, then choose one of the following:

Lopy

Quick Print

Beply

Reply All

Forward

Mark as Unread
Categorize »
Follow Up k
Find Related b

Quick Steps »

BERPNS AERDPLY &

Rules 4
Mave »
OneMote
"y Ignaore
& lunk * | & Block Sender
X Delete Mever Block Sender

Mever Block Sender's Domain (@example.com)

Mever Block this Group or Mailing List

lF«] NotJunk
& Junk E-mail Options...
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Import E-Mail Addresses into a Safe or Block List

If you have a long list of e-mail addresses you'd like to add to a SAFE LIST or BLOCK

LIST, you can import them rather than adding them one at a time. The file you B ImportContacts_Addre... |
import must be in text (>.7xT) file format with one entry per line. You can create a Eie Edt Format View Help

TXT file using NOTEPAD. The imported file does not require FIRST NAME, LAST NAME Or gw@whitehnuse. goy -
other fields. If they are included, they will be ignored. The only required element is ﬁg&“ﬁ.’ffﬁ?ﬁfiggﬁf

the e—mail address jmadison@whitehouse.gov
) jmonroe@whitehouse, gov
jga@whitehouse.gov

From the HOME tab, select JUNK > JUNK E-MAIL OPTIONS aj@whitehouse.gov
mv@whlt_ehouse.gov

Select the desired tab: SAFE SENDERS, SAFE RECIPIENTS OF BLOCKED SENDERS whh@whitshouse.gov
_]_t@whltghouse.go\.r

Click IMPORT FROM FILE Jkp@whitehouse. gov

zt@whitehouse.gov

Browse to the location that contains the file you want to import
Double-click the desired text file

abrwbdPeE

Look in: ImportExport v @ -0 X i E - Tools~
Cptions | Safe Senders | Safe Recipients | Blocked Senders | International |® |@ lQ == -
(Ceroupiise Export;

@ ImpartContacts_AddressOnly. bxt

My Recent [Z) ImportContacts_Detalled. txt
Docurments

ﬁ_: E-mail From addresses or domain names on your Safe Senders List will
—J never be treated as junk e-mail,

@alachuacounty.us Add... -
@cityofgainesville,org = ’|_
@leoncountyfl.gov

eagendaadmin@cccmailmb, alachua, fl.us Deshtop

My Computer

My MNetwaork,

Places
| Import From File.. e | 7 |
Export to File. .. Files of type: |Text Ol (bt - | Cancel

Alsa trust e-mail from my Contacts
[] Autamatically add people I e-mail ta the Safe Senders List

Disable Downloading of Pictures in HTML messages
* Click TOOLS = OPTIONS > SECURITY > CHANGE AUTOMATIC DOWNLOAD SETTINGS
= De-select DON'T DOWNLOAD PICTURES OR OTHER CONTENT AUTOMATICALLY IN HTML E-MAIL
= E-mail addresses or domain names on the sare LISTs will be treated as exceptions and the blocked
content will be downloaded
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Address Book: Import & Export

Importing Addresses

E-Mail addresses can be imported into your cONTACTS folder from external files. You’ll need to create the
imported file in a format Outlook can recognize. If you use Excel, the portion containing the names and
addresses must be a NAMED RANGE.

Go to the FILE tab and click OPEN > IMPORT

Select IMPORT FROM ANOTHER PROGRAM OR FILE then click NEXT

Select the type of file being imported (ex: MICROSOFT EXCEL) then click NEXT
Click BrowsE to find the file to be imported then click NEXT

P wbdP

Rl Contacts - Mailbox - Import and| Export Wizard

m Home Send / Receive Folder View Add-Ins
. Choose an action to perform:
& save
. 8 Open Calendar Export R55 Feeds ko an OPML file
S ~ave Atlachments 2 Open a calendar file in Outlook (ics, ves). Export to a file .
[l T Import & WCARD File {wef)
Info I Impart an iCalendar {.ics) or wCalendar file {ves
Impatt from anather program or file 3
@ Open Outlook Data File Import Internet Mail Account Settings
Open < 7 Opan an Outlook data file (.pst) Import Internet Mail and Addresses
F : Ve Import RSS Feeds from an OPML file
Print . Import RS35 Feeds from the Common Feed List
| Descripkion
REE ﬂ e § i . Import data from other programs or files, including
Import files, settings, and RSS Feeds inte Outlook. ACT!, Lokus Organizer, Outlook data files {.PSTY,
|23 options database files, text files, and others,
9 Exit
'] Other User's Folder
——  Openafolder shared by anoth
\—d < Back Mext = ] [ Cancel

Import a File Import a File

Select file bype to import From: File to import:

ACT! 3., 4.x, 2000 Contact Manager For \Windows A |es'|,OutIook‘l,ImportExport'l,Presidents.xls | [B[owsel]
Camma Separated Yalues (DOS) 1
Comma Separated Values (Windows)
Lokus Organizer 4.x
Lotus Organizer 5.x
[

Options

() Replace duplicates with items imporked
O allow duplicates o be created

< Back. ” [ext = ][ Cancel < Back ” Mext = ] [ Cancel
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5. Select your DESTINATION FOLDER (€x: CONTACTS) then click NEXT
6. Click maP cusTOM FIELDS to ensure the data will be matched to the correct fields when imported
7. Click ok then FINISH

Import a File

Select destination Folder:

= ?@ Mailbo - Skephen Linkon-Smith -~
[ Cabinet
i calendar

5 Deleted
[ Drafts L
Frequent Cont.

[ Groupise Archive

Fj Inbi

1 Infected

B 100rnal

3 Jurk E-mail

| Rlmkac

-

[ < Back ” Mext = l[ Cancel

Import a File

The Following actions will be performed:
Impart "POTUS" inta Fold

Map Custom Fields
Change Destinatiol

This may take a Few minutes and cannot be canceled.

< Back “ Finish l[ Cancel

Map Custom Fields ['x |

Drag the walues From the source file on the left, and drop them on the appropriate destination Field
on the right. Drag the item from the right to the left to remove it From the field mapping.

From: To:
Microsoft Excel Microsoft Office Outlook
POTUS Zontacts
value Field Mapped From S
Last Mame B Name W

First Mame
E-mail Address .ii..

E-mail Display Marme

~First Mame First Mame
iddle Name

Last Mame Last Mame
e 5uffic
Zompany pvy
< | >
< Previous Mext = ] [ Clear Map ] [ Default Map ]

I O | [ Cancel ]
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Exporting Addresses

Should you need your address book in another portable format, you can export it into a number of different
file formats. Exporting an address book does not delete them from the exported book, it merely makes a

copy. To begin exporting:

Go to the FILE tab and click OPEN > IMPORT

Select EXPORT TO A FILE and then click NEXT

Choose your desired exported FILE TYPE and then click NEXT

Select the FOLDER TO EXPORT and then click NEXT

Give your exported file a NAME and/or BROWSE to the desired save location and then click NEXT
MAPPING OF CUSTOM FIELDS is usually not necessary, therefore click FINISH

Browse to the location you saved the file and open it

No o hswdhe

Import and Export Wizard

Export to a File

Choose an action to perform:

Import a YCARD File (vl
Import an iCalendar or wiCaler

Import From another program o
Import Internet Mail Account Setting.
Import Internet Mail and Addresses

Create a File of bype:

Comma Separated Yalues (DOS)
Comma Separated Yalues (MWindows)
Microsoft Access
Ilicrosof!

Personal Folder File |, pst)

Tab Separated Yalues (DOS)
Tab Separated Yalues {windows)

Description
Export Qutlook information to a file for use in other
programs.
= Back Mext = ] [ Cancel ] [ < Back “ MNext = ] [ Cancel ]

Export to a

Select Folder to export From:

Export to a File

Save exported file as:

=25t Mailbo - Stephen Linkan-Smith ~
{4 cabinet N
G Calendar
e
5] Deleted
[ Drafts
=] Frequent
{1l GroupWWise Arcr.
3 Inbox
3 Infected
&l Journal

3 Junk E-mail

1 hickar b

|:ses\0utlnnk'l,1mpnrtExpnrt\Cnntacts.xls | [Bg:lwse ]

R

&
»

[ < Back. “ Plext = ] [ Cancel ] < Back. “ Plext = ] [ Cancel ]

Export to a File

The Following actions will be performed:

Expart "Contacts" from folder: Contacts

Map Custom Fields ...

This may take a few minutes and cannot be canceled.

<Back || Finish |[ Cancel

Page 14



Categories & Organize

Categories

To help manage your e-mail, you can assign a CATEGORY to any incoming item. By assigning a category to an

e-mail, you can locate it by one of the following methods:

= SORTING: VIEW tab > ARRANGEMENT group > CATEGORIES

] FIND: HOME tab > FILTER E-MAIL > CATEGORIZED

= COLUMNS: Add a cATEGORY column to your existing column header. To add a column to any existing

column headers:
o]

o

[ Acdress Baal
7 Filter E-mail =

Up =

Clear All Categaorias

I:‘ Administrative Services June 20¢
[ community Services Group TuWe ©
1 2
[ customer Service Team-Admin Services -
. Management — Department Directors |15 16
. Management — Managers ;; ;3 1
All Categaries..,
Set ¥ Clich July 201
uick Click...
9 - Tu'We ~

Creating Your Own Categories

Right click any column header and select FIELD CHOOSER
Select the desired column and drag to the column header area

Field Chooser

®

| Frequently-used fields

w

Auko Forwarded

Cateqgaries

jals

Conkacts

Conversation

Created

Do Mot Autodrchive

Cue By

Follow Up Flag

Message

riginator Delivery Requested

Read

bl

£

Mew

Outlook comes with a list of 20 categories, however you may want to create your own.

1.
2. Click the NEw button
3. Type in your desired category and click ok

SN "I i

Address Baal
Unread/ |Categarize| Follow

Read Up= | W Filter E-mail -

Administrative Services
Community Services Group
Customer Service Team—Admin Services

Management — Department Directars

%

Add New Category

(]
(]
a
|
|

IManagement — Managers

(1]
i

All Categories..,

Set Quick Click...

From the HOME tab, click CATEGORIZE > ALL CATEGORIES

Color Categories

B

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

Mame
[ [ iAdministrative Services]
Om \Commumty Services Gréup
[ [ Customer Service Team—Admin Services
][l tenagement — Dopartment Cirectors
[ Management — Managers

Management — Division Heads {not in Ma...
IManagement — Front Line Supervisars {n...
Management — Leadership Team (natin ...

Judicial Branch {not in Master Category L.,

Shorteut key
Rename

Delete

e

Color:

i
<

Sharteut Key:

(Mone) h

Marne: |

3
|

Color: Shorteut Key: | (Mone)

W

Cancel
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=)

E

Inbox Sorted By Categories

! 3@ From

Subject

a [ Categories: Mgmt — Supervisors (5 items)

Categories ‘Recei\red

»

[=4 LizD.Thomas FW: Mew Leave Request Submitted by JOLINDA LEE.  [] Mogmt - Supervisars Fri 4/30/2010 11:32 AM =
[=] Jolinda O, Lee FW: New County Website Launch (alachuacounty.us) [] Mamt - Supervisors Thu 4/15/2010 5:32 PM
-L,; Dan Kreitz RE: Web Access List and Training [0 Mgmt - Supervisars Mon 4/5/2010 11:25 AM
[~ lawrence E. OToole RE: Dist Lists in SharePoint [ Mgmt - Supervisors Wed 2/10/2010 6:36 PM
L}t Mike Castine questions about Word 2007 publishing options 0 Magmt - Supervisors Thu 8/13/2009 4:40 PM
4[] Categories: Mgmt - Division Heads (9 items)
[=4 Gerry Bouchard RE: Time Sheet Approval for Interns [0 Mgmt - Division Heads ~ Wed 6/16/2010 1:00 PM
[ Kevin G, Smith FW: Training computers [0 Mgmt - Division Heads ~ Tue 6/15/2010 4:33 PM
-L,; Kevin G. Smith RE: County Line article due 6/16/10 [0 Mgmt - Division Heads ~ Thu 6/10/2010 9:23 AM
[ W Kevin G. Smith FW: Timesheet Videos [] Mgmt - Division Heads ~ Fri 5/21/2010 1:07 PM
[-=d W Randall H. Reid FW: F¥11 Budget Allocation [Kick-off) Meeting Infor.. [] Mamt - Division Heads ~ Thu 4/1/2010 11:07 AM
[—4 W0 Randall H. Reid FW: Electronic Copy of 3/30/10 Fund Balance Presen... [] Mgmt - Division Heads  Thu 4/1/2010 10:14 &AM
[~ W Kevin G. Smith RE: Feedback on Retirement - HB 1319 [0 Mgmt - Division Heads ~ Tue 3/16/2010 10:52 AM
[=] Allen R, Torres RE: Go To Meeting [0 Mgmt - Division Heads ~ Tue 2/16/2010 3:52 PM
[ Kevin G, Smith RE: Supervisor Orientation Training [ Mgmt - Division Heads ~ Thu 2/11/2010 4:29 PM
4 (Categories: (none) (112 items, 3 unread)

[ Graham Peel
[—4 Mew Horizons eTips
[=d @ wellnessworks
[=4 DonnaEradbrook
7[=J SeanH.Mclendon
4 Graham Peel
Sean H. Mclendon
Mew Horizons eTips

D&

RE: Timesheet Schedule

Mew Horizons Business/Office Professionals eTips
‘Weekly Health Tip- Gym and Exercise Safety & Wee...
RE: Utility Manager and Additional Training Option
RE: Utility Manager and Additional Training Option
RE: Timesheet Schedule

Time Sheet Approval for Interns

Mew Horizons Business/Office Professionals eTips

Tue 8/15/2010 4:48 PM
Mon 6/14/2010 6:24 PM
Mon 6/14/2010 12:50 PM
Thu £/10,/2010 5:39 PM
Wed 6/9/2010 5:43 PM
Tue 6/3/2010 3:40 PM
Tue 6/8/2010 12:57 PM
Mon 6/7/2010 4:19 PM

Using Rules to Assign a Category
Rather than manually applying categories to existing or future e-mails, you can use a RULE.

1. Use whatever CONDITION you like

2. Under ACTIONS select ASSIGN IT TO THE CATEGORY then click the CATEGORY link and choose a category

3. From the final screen in the RULE Wi1zARD you can apply the rule to existing messages

4. To apply the category to messages in other folders you'll need to run the rule manually on each folder

Rules Wizard &

What do wou want ko do with the message?
Sktep 1: Select action(s)

[ move it to the specified Folder -

[ delete it

[ permanently delete it

[ move a copy ko the spedfied Folder

[ Forward it to people or distribution lisk

[ Forward it to people or distribution lisk as an attachment
[ redirect it to people or distribution lisk

[ have server reply using a spedfic message
[ reply using a specific kemplate

[ flag messane For action in & number of davs
[] flag message with a colored Flag

[] clear the Message Flag

£

Skep 21 Edit the rule description (click an underlined walue)

Apply this rule after the message arrives
with ‘Tax' or 'Reform' o 'Homestead' or 'Save Our Homes' in the subject
assign it to theiProperty Taxicategory

Cancel ] [ < Back ” Mext = l’ Firish
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Advanced Calendar Options

Scheduling Assistant

When planning a meeting, it is often necessary to check the availability of meeting attendees. With Outlook
you can search the calendars of other users to see if their calendar is blocked off for other meetings. You
cannot see what is on their calendar, just if something is on their calendar for the desired date.

Open a new MEETING REQUEST

Enter the meeting attendees in the TO field

Enter your desired START TIME and END TIME

From the MEETING tab, click the SCHEDULING ASSISTANT button

Each schedule will be listed horizontally

The start time and end time you pre-defined will be marked with a green start line and a red end line
If your desired time is not available, scroll the schedule to the right to locate a new time

Click and drag to select a new time frame

©® NG hMwDNE

Continue with the MEETING REQUEST as normal and send

™ r ¥ |7 Ti ¢ Planning - Meeting = B =
File Meeting | Inset  Format Text a @
x QCalendar l::-lf:'j (1] a I Busy 4% Recurrence HE &
(2 Forward ~ = @ Time Zones om
Delete \wppointment| Scheduling Cancel 3 - Categarize Z
(8] onenote hssistant. | Tnitation @37 | (12 MINUtes big Room Finder 13
Adtions Show Attendees Options F} Tags Zoom
@ Invitations have not been sent for this meeting.
To... |Kewn G. Smith; Brian Loveioy; Gerry Bouchard |
T
:J Subject: |T|mesneet Planning |
Send
Location: | ~ Rooms...
Starttime: | Wed 6/2/2010 MR - | [C] Al day event
Endtime: | Wed 6/2/2010 - [330PM -
iz
In Shared Folder. Calendar
E.E From Microsoft Exchange
Stephen Linton-5mith

4

BH9U0+ |- Timesheet Planning - Meeting o B
File Meeting Insert Format Text Review & e
‘9] Calendar c ¥ Recurrence
X P PR Y gmes  ° @
iz Forward - 8, @ Time Zones 1
Delete Appointment (Scheduling Cancel e 415 minutes - Categorize
W] onenote Assistant || Invitation 437 g Room Finder 4
Actions Show Attendees Options El Tags Zoom
1= 5end = Wednesday, June 02, 2010 T
. 4.00 .00 9:00 10:00 11:00 12:00 1.00 2:00 3:00 4:00 8
B, | All Attendees (F—
€2 Stephen Linton-Smith
© Keun G, Smin [
& Brian Loveioy
& Gerry Bouchard

Click & drag

Blocked
Times

to select
new time

Add Attendees... || Opti 7
dd Attendees ptions Start time:
Add Rooms... Endtime: "\
B Busy ' Tentative W Out of Office

B Stephen Linton-Smith

N Me Information

Qutside of working hours

gy -
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Calendar Groups
If you regularly search the calendars of the same group of people, you can create a calendar group and save it
for future use. To create a calendar group:

abrwbdpe

New
Group

Folder View

EEEE W,

Work Week Month Schedule Open

Mext 7

Days .

Add-Ins

Arranqe

Enter a NAME for the group and click ok
The address book will automatically appear - double-click on your desired names and click ok
That group will now appear as a shared calendar group
To initiate a new MEETING REQUEST to this group click NEW MEETING > NEW MEETING WITH ALL

View Calendar ~

| Manage C

4 »

3

5:00
6:00
7:00
800
5:00

June 03, 2010

10:00  Apps Team Meeting; Conf, Room A; DIS

11:00
12 pm
1:00

Brian's Team Meeting; Conf. Room B; DIS

2:00
3:00

Home

Send / Receive

s i
New New
Appointment |Meeting | ltems ~

b

New Today Nex‘t? Day

E MNew Meeting

&[] My cal
&[] ms Applications
&[] s Web Services
4[] s Mgmt
Kevin G. Smith
David W. Kochert
Allen R, Torres.
Ryan Evans
&[] sShared Calendars
&[] Other Calendars

L mail
ﬁ Calendar

8=| contacts

7] Tasks

Mew Meeting with All

ol C3 (& -

Publish

Create New Calendar Group

Create a new calendar group in the

MNavigation Pane.

Save as New Calendar Group
Saves the currently displayed calendar

From the Calendar’s HOME tab, click CALENDAR GROUPS > CREATE NEW CALENDAR GROUP

E l@ @ @ MAddrMsBﬂn'k

Calendar| E-mail Share
Groups *| Calendar Calendar Online ~ Permissions

Calendar

Find

new calendar group in the Mavigation Pane.

Show Manager's Team Calendars

Create New Calendar Group

Type a name for the new calendar group

Calendar - Mailbox - Stephen Linton-Smith -

o 2

Folder View

Work Week Month |Schedule Open Calendar E-mail Share Publish Calenda
Days Wee = Calendar~ Groups ~ | Calendar Calendar Online = Permissio
F] Arrange ru | Manage Calendars Share

Add-Ins

R = =

Microsoft Outlock (Trial)

= e R $

June 03, 2010

Calendar

S Kevin G. Smith

&

& David W. Kochert

|

S AlenR. Torres

a

8 Ryan Evans

|

‘Bam ‘gDD ‘IODD‘IIDD‘lzpm‘IDD ‘200 ‘300 |4DD |E

Thursday, June 03, 2010

Apps

Team
Conf. R
DIS &

[
N
) l
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Turning Off Acceptance/Decline Notifications

If you are the sender of a MEETING REQUEST, Outlook will, by default, send all notices of the recipient’s
response (ACCEPT, TENTATIVE, DECLINE) back to you. At times, it might not be necessary to track these
responses from recipients, therefore, Outlook allows you to turn the REQUEST RESPONSES off. This can only be
done on an ad-hoc basis. This setting cannot be turned off for all MEETING REQUESTS. TO turn REQUEST

RESPONSES off for an individual MEETING REQUEST:
1. Open a new MEETING REQUEST
2. From the meeting tab, click RESPONSE OPTIONS = REQUEST RESPONSES

3. When recipients click ACCEPT or DECLINE, no notice will be sent back to the meeting organizer

- = Untitled - Meeting o B R
Meeting Insert Format Text Review & @
3] Calend =0 Address Book VR 2
x _zl alendar ﬁ ,,;_J = 53] ress Boo ﬁ W susy | A ¥ Recurrence EE +
(g Forward ~ j_J 9‘/ Check Names 0 Time Zones ?
Delete Appointment|Scheduling Cancel ————"—| i i o Categorize
@ OneNote Assistant | Invitation @“J Response Options ~ A (15 minutes ._Q Room Finder - §
Actions Show V| Request Responses Options Tags Zoom
@ Invitations have not been sent for this meeting. v Allow New Time Propo
To...
U
EY Subject:
Send
Location: = Rooms..
Start time: Thu 6/3/2010 -~ | |8:00 AM - |:| All day event
End time: Thu 6/3,/2010 - |9:00 AM -
i

Open a Shared Calendar Via the Web

To view a shared calendar through ouTLOOK WEB ACCESS, you'll need to modify the web address. For example,
if you have shared access to the DIS calendar, you would modify the web addresses as follows:

= Original: https://webmail.alachuacounty.us/exchange
= Modified: https://webmail.alachuacounty.us/exchange/dis/calendar
0 When you are asked to log-in, use your own network log-in.

Delegate Permissions

Outlook offers the option of granting other users access to your account. Those granting permission determine
the level of access and which folders they can access. In addition, you need to determine if you want them to
be a Delegate. As a delegate, they can send mail on your behalf. The recipients of mail they send to on your
behalf will see your name (the grantor of delegate rights) in the FRomM column of their inbox. However, when
the recipient opens the e-mail the FrRowm field will read: from JOHN SMITH ON BEHALF OF RACHEL THOMPSON.

Share Share & Delegate
To share a folder, right-click on the folder and @ To grant delegate rights go to TooLs >
select SHARING. With Sharing rights, others OPTIONS > DELEGATES. Delegate rights include:
users can:
= Read items
. Read items . Read, create, modify, and delete items
= Read, create, modify, and delete = Send and respond to mail on your
items behalf

= Organize meetings on your behalf and
respond to meeting requests and task
requests sent to you
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Assigning a Delegate
1. From the HOME tab, click ACCOUNT SETTINGS > DELEGATE ACCESS

2. Click the AbD button and double-click the delegate's name from the GLOBAL ADDRESS LIST then click ok
3. Choose the PERMISSION LEVEL for the desired folders. Some other options include:

o Delegate receives copies of meeting-related items sent to me

o Send an e-mail to the delegate summarizing these permissions

o Allowing the delegate to see your private items

4. Click ok
ﬁb Home Send / Receive Folder View Add-Ins Options
Save As Freferences | Mail Setup || Mail Format || Spelling | Security | Other | Delegates
S 8
Account Information Delegates
L_@Q Save Attachments e A behalF. T 2 .
= elegates can send items on your behalf. To grant permission ko
N Microsoft Exchange others ko access vour Folders without also giving them
Info < Ll Microsoft Exchange send-on-behalf-of privileges, go to the Properties dialog box For each
Folder and change the options an the Permissions tab,
5p Add Account
Open
Bunt Account Settings
Modify settings for this account
Help additicnal connections.
Setti Access this account on the
23 ings = _—
i3 Options : https://wilmailca.alachuaf
; —<7| Account Settings...
9 Exit a‘;LI = g
&5, Add and remove accounts or change
“ existing connection settings.
Delegate Access
8?) Give others permission to receive
items and respond on your behal of |
a= Download Address Book... i
Download a copy of the Global
Address Book.
[o]4 ] [ Cancel ] [ Apply
Delegate Permissions: Lisa A. Bramos |

Delegate Permission Levels

The levels of permission that a delegate can be

HH]  Calendar |Edit0r {can read, create, and modify ikems) V| granted are listed below. Note that these rights
[ pelegate receives copies of mesting-related messages sent ko me appear similar .tO Standarq Shanng rlghts, .

however applying these rights through sharing

This delegate has the following permissions

o Iests oo ] alone will not grant SEND ON BEHALF privileges.
_,<| Inbox |F\uth0r {can read and create ibems) v | - - .
Permission Rights
8=| contacts |N0ne V| Reviewer Read items
. Motes |N0ne v| Author Read and create items
Editor Read, create, and modify items
Journal | Mone w |

[ automatically send a message to delegate summarizing these permissions
|:| Delegate can see my private items

[ o4 | [ Cancel
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Send E-Mail On Behalf of Your Supervisor

1. Open a new e-mail
2. Go to the opTIONS tab and click FROM
3. The From button will now appear on the new e-mail message
4. Click the FROM button and select OTHER E-MAIL ADDRESS
5. Select your supervisor’'s name from the Global Address List
6. If you leave the FrRowm field blank, the message is sent from you and not your supervisor
7. Send the message
EXIN"™ I Bl S EXIN™ B Bl
File Message Insert Options File Message Insert Options
- 8 - - - - -]
B colors E% g% j B colors il:l EE'
Fonts = 4 — Fonts ~ = ]
Themes Page Bee From Themes Page Bec From
~ [O]Effeds = ¢ - [O]Effeds ~ oo
Themes Show Fiel ‘ Themes Show Fields P
To... || From = Microsoft Exchange
= — [
— Cc... | — Microsoft Exchange
Send Send b
Subject: | Other E-mail Address..

[ The FROM field lists "DIS" as the sender ]

U [ @|From Subject
_@ DIs Timesheet Supervisor Training
[-] Graham Peel RE: Timesheet Schedule

[~ Mew Horizons eTips Mew Horizons Business,/Office Pro
[=d @ wellnessworks Weekly Health Tip- Gym and Exerc
[ DonnaBradbrook RE: Utility Manager and Addition:

[ When opened, the FROM field lists the sender as ]

"Mary L. Mercer on behalf of DIS"

From: Mary L. Mercer on behalf of DIS

Required: Graham Peel; Stephen Linton-5Smith
Optional:
Subject: Timesheet Supervisor Training

Useful Notes About Delegate Access
= Any user can add a Frowm field and select any name from the Global Address List. However, the
message will only be sent as someone else if that user has granted them send on behalf rights.

= When you are working as a delegate, messages that you send are recorded in YOUR SENT ITEMS
= When viewing your supervisor’s mailbox, messages you delete will go to YOUR DELETED ITEMS
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Sharing Folders

Granting Shared Access
To allow other users access to any of your folders:

o B =
Select the folder you want to share J =

1.
2. Go to the FOLDER tab and click FOLDER PERMISSIONS Autodrchive  Folder Folder
. i i i L i
3. From the PERMISSIONS tab, click the ApD button L (STeTE—— pERIES
4. Select a user from the GLOBAL ADDRESS LIST RN
5. With their name selected on the list, apply a PERMISSION LEVEL Or
use the permission check boxes
6. Also sharing the ToOP LEVEL MAILBOX makes the process easier for the user you granting access to.
Repeat the process from above and apply at least REVIEWER permissions to your MAILBOX
Advisory Board Properties [‘S__<|
General | Home Page Autonrchive| Permissions | Synchronization
Mame Permission Level
Default Mone
Anorymous Mone
W1 Training Foom Editor
[ Add... moye ] [ Properties. ..
Permissions
Permigsion Level: | Editor
Read . 4
O Mone Create items
(%) Full Details [(ereate subfolders
[VIEdit all
Delete ikems Other
() Mone [JFolder owner
0 Own [JFalder contact
@ al Falder visible
O, l [ Cancel
Permission Rights
Contributor Create items and files only. The folder cannot be viewed.
Reviewer Read items and files only.
Author Create and read items and files, and modify and delete items and files you create.
Publishing Author Create and read items and files, create subfolders, and modify and delete items
and files you create.
Editor Create, read, modify, and delete all items and files.
Publishing Editor Create, read, modify, and delete all items and files, and create subfolders.
Owner Create, read, modify, and delete all items and files, and create subfolders. As the
folder owner, you can change the permission levels others have for the folder.
Custom Perform activities defined by the folder owner.
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Viewing a Shared Folder

If you are the recipient of shared access to another user, any folder can be viewed using the process listed
below. However, this method can be time-consuming because when you need to view that user's folder again,
you need to click through the same process. If you regularly need to view that user's folder, have them share
their ToP-LEVEL MAILBOX (see above) with you and then add it to your folder list. (see below)

P wdPR

Go to the HOME tab and click OPEN > OTHER USER'S FOLDER

Click the NnAME button and select the user sharing their folder with you
Select the FOLDER TYPE the user has shared with you

Click ok

File H Send / R Fold Wi Add-Ii M
lome En eceive older iew ns ﬂpen ﬂther User 5 Fu[der

Save As

fH  Open Calendar

== Open a calendar file in Outlook (ics, wves). Namel o ] | |
- H =
Info
Folder tvpe: |Inbu:ux w |
Open 4 £ Open Outlook Data File
{ Open an Qutlook data file (pst).
Print - Cancel
Help Import
Import files, settings, and RSS Feeds into Outlook.
] Options ﬁ
B Eat
~ Other User's Folder
~—  Open afolder shared by another user.

Adding Another User's Mailbox to Your Folder List
If you have been granted shared access to another user's TOP-LEVEL MAILBOX, it is recommended that you add
that mailbox to your folder list for quicker access.

N e h~wDdhPE

Go to the FILE tab and click ACCOUNT SETTINGS > ACCOUNT SETTINGS

Select your account from the list and click CHANGE...

From the CHANGE ACCOUNT dialog box, click MORE SETTINGS

On the ADVANCED tab, click ADD

In the ADD MAILBOX box, type the name of the mailbox owner

Click oK, OK, NEXT then FINISH

You'll need to close and re-start Outlook before you can expand their mailbox to see their folders
Their account name should appear in your folder list

File Home Send / Receive Folder View Add-Tns Account Settings E\
R Save As E-mail Accounts
Account Information “fau can add or remove an account. ‘ou can select an account and change its settings.
_ Microsoft Exchange ﬁ‘
/ A B -mail | Data Files | RSS Feeds | SharePaint Lists | Internet Calendars | Published Calendars | Address Books
Info 4 Microsoft Exchange
& Add Account 4 Mew... FRepar.. [3f Change... W Removs
Open Hame Type
Eunt ~ Account Settings
a‘w Modify settings for this accoun
Help ==agd additional connections.
?;5““"‘ Access this account on the
n ings ~ .
] options g https://wilmailca.alachua.

u Account Settings...
#7: Add and remove accounts or change
“ existing connection settings,

B9 Exit

e

Selected sccount delivers new messages to the following location:

g?) Delegate Access Mailbos - Stephen Linton-SmithInbox

Give others permission to re

ftems and respond on your of in data file C:yDocuments and Settings)siintonsmitht,...\Outlookioutiookt . ost
8- Download Address Book... M
Download a copy of the Global N

Address Book.

Close
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Microsoft Exchange

LRI x| Security | Connection |
Server Settings
Enter the infarmation required to connect ko Microsoft Exchange or a compatible service,
Type the server name For your account, TF you dort know the server name, ask your
account provider. Aadd...
Server: |WILMAILMB. alachua.fl.us
Use Cached Exchange Mode Remove
Type the user name for your account,
Liser Name: | Stephen Linkon-Sith Cherk Name Cached Exchanos
Use Cach LG DT e
Dowrl
Add mailbasx:
[(Joownl| =
Mailbo: Modg
!
= g Duklook is ru oK
Exchange.
<Back HGEE RN -
[ Outlook Data File Settings... ]
[ [a]'4 ] [ Cancel Apply
Your
Mai Ibox 4 Mailbox - Stephen Linton-5mith
=[] Inbox 3}

@ Drrafts

(=4 sent Items
i fa] Deleted Hems

> CJ Cabinet
1A Conversation History
[ Infected
@ Junk E-mail
@ Cutbox
[ quarantine
[ RsS Feeds
L E;.'i Search Folders
I» L3 SyncIssuesl

[ SharePoint Lists
4 W51 Training Room

E Inbox

(= Sent Items
fa] Deleted tems

L Cabinet

> [f]) Rss Feeds

Shared
Mai Ibox
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Blackberry Quick Tips

Receipts: If you open a receipt-requested message on your Blackberry, the receipt will automatically be sent
back to the sender.

Recall: Messages cannot be recalled from Blackberry wireless devices

Appointment Acceptance: When accepting an appointment from your Blackberry, the acceptance
notification is automatically sent back to the meeting organizer.

Frequently Asked Questions

=  WORD ATTACHMENTS OPEN IN READING LAYOUT
1. Default layout for Word docs is FULL SCREEN READING VIEW

2. To change this, open Word and go to the FiILE tab and select oPTIONS

3. From the GENERAL category, clear the checkbox next to OPEN E-MAIL ATTACHMENTS IN FULL
SCREEN READING VIEW

- BUSY SEARCH ONLY SHOWS TWO MONTHS WORTH OF APPOINTMENTS
1. Go to the FILE tab and click oPTIONS

2. From the CALENDAR category navigate to the CALENDAR OPTIONS section and select FREE/BUSY
OPTIONS > OTHER FREE/BUSY....

3. Increase the Publishing option to "6 months / every 15 minutes.” More than 6 months is
acceptable if you need it, but if you decrease the minutes interval too much it might slow
down Outlook on your desktop.

- CUSTOM ADDRESS BOOK NOT SHOWING UP IN GLOBAL ADDRESS BOOK DIALOG BOX
1. Click coNTACTS from the o menu at the bottom left

2. Right click address book in question and select PROPERTIES
3. Select the OUTLOOK ADDRESS BOOK tab
4. Select the checkbox SHOW THIS FOLDER AS AN E-MAIL ADDRESS BOOK

Keyboard Shortcuts

CTRL + K Use in the TO field if the name entered does not auto complete (works for first or
last name)

CTRL + U Change selected e-mail into unread message

CTRL + D Delete an e-mail message

CTRL + N Create New item (based on what folder is open)

CTRL + R Reply to selected message

CTRL + F Forward selected message

SHIFT + DELETE Permanently delete a message
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