Outlook 2007

Privacy Statement

Our teachers and staff are known for going the extra mile in communicating with pafdiaisy use email to do

S0 as parents appreciate this method/e want to encourage you to continue to communicate with parents
abouti KSANJ OKAf RQa & O0K?2 2t HbvevedSiady $HuOHave begriRunderZhe impréssiGhY | A
that emails sent or received by us on a school district computer are private. Our school district attorney asked
that we remind staff that in the state dfennessee most school district documents are public records, with the
exception of documents that contain confidential student informatidrhnis means that any information

contained on a school district computer could be viewed by the public if sudjuaseis made.

Open Your WCS Email From Home
1. Open your Internet Browser (IF AOL is your provider, minimize your AOL window and open Internet Explore
2. Type webmail.wcs.edu in the Address box

Address viebmail, wes . edu
3. Type wcsyourloginname and password, click OK

wes.edu
User name: wistjaniew M
Passward: sens|

[ remember my password

4. You can changgour view using the View Option Button

e T Twa-Line Yisw

Messages

(1| From Unread Messages

Subject | By Sender

- wilkins, By Subject
RE: Hi Elz By Conversation Topic

_4}; Jeannie & |nread By Conversation Topic
Eiildlirg M Sent Ta

[ -

5 (74)

Startup¢ Open Word and click OK with the initials box before you open Outlook
1. Click File on the menu, Programs, Microsoft Office Outlook

2. Click Next on all screens and then select Finish

3. When you get the messagpelow click NO

If you didn't open WordFirst

File Edit View Go Tools Adions Help

S . Tl ettt 1. Hold down the Shift and Alt keys as you tap the
Mail « || L3 Inbox
ftustefulders A%, 40 8 From | subject Received | Size Delete Program
e [— 2. Select Task Manager
B e i - 3. Select End Task
oI o 4. When Outlook is closed, open Word
+ ij; g::::d:llems :sz\: You must restart Outlook after installing this component. 4 5 . Wh en the W| ndOW W|th you r | n |t|aIS 0 pens Cl |Ck
~ e = Do you want to go to the Microsoft Download Center to download
B 1 Inbox (222) = this component now? =
@ Junk E-mail [14 KB OK
(31 Outbox I Do not show this message again 3 6 C |Ose WO rd
() RSS Feeds v Ki .
’ Gz Yes No " 5
o i 4 Tech.. Indudes: Reducing E-Discovery Legal Ris... Mon6/2/... 33 ... 7. Open Outlook
5] catendar 2 @ Daryle Mon 6/2/... 1
- 4 FETCC.. FETC 2009: Reminder--Call for Speakers! Mon6/2/.. 12
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Function Page
Archives 15
Attachments 14
Calendarg Add US Holidays 20
Calendars 17
Calendars Print 19
Calendarg Share with Another User 17
Check Names 8
Contact List Print 13
Contacts; Create and Save From Received Email 9
Distribution List 11
Distribution List; Send a Meeting Invitation 12
Distribution List Sharing 13
Flags and Categories 6
Folders 7
Global Address Book 10
Home¢ Read WCS Email 1
Notification When Email Arrives 9
Quick Access Toolbar 4
ScreerLayouts 3
Signatures 16
To-Do Bar 21
Voting Using OutlookConduct a Poll 22
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Youseeno significant changes when you open Outlook 2007. You should be comfortable moving around the
interface tocreate newmessages, read messagesecate and open folders, select the calendar option, etc.

lv) Inbox - Microsoft Outlook = X

! File Edit View Go Tools Adions Help Type & question For kel =

idNew - | i (23 X | SaReply SiReplyto All (g Forward | 85 W | &7 | [ Send/Receive ~ (S | [ Searchaddressbooks  + | @ B B o

Mail « || [3 Inbox [ P~y
Favorite Folders # ||[ click here to enable Instant Search |
[ Inbox 3 B, 4 16/ From Subject Received Catega.. |¥ | =~

0 Unread Mall
[ Sent Items
Mail Folders

] All Mail Ttems

) Date: Today
4 Jody Kammerud RE: Office 2007 Training Wed 6/4/2008 1:31 PM
21 Sabrina Sayers webpage update Wed 6/4/2008 1:17 PM
= €6 Mailbox - Janie Well i Marguerite Kindlz  Hey Wed 6/4/2008 12:47 PM

a
& Deleted ltems
I.‘Z[ Drafts [5] I Date: Yesterday

= [Z) Inbox 3 (=1 TimMeneese Technology Commuinc... Tue 6/3/2008 2:33 PM

= [ 0607webmast, (%1 Sabrina Sayers RE: aditing SharePoint... Tue 6/3/2008 10:53 AM
= [ 0708webmast

(3 advertisen B ) page; | ast Week
3 summer sig -
23 supplemer & Holice Gilliland Microsoft Ward Sat 5/31/2008 11:45 P
1 0809webmast & BradJahnsan Wink presentation ere... \Wed 5/28/2008 2:09 P v
L snT o
: B Date: Two Weeks Ago
Mail
S a Tem Schoof Wight Help ed 572172008 12:43 Pl 14
8 20 ) 5 e three weeks Ago -
77 ttems ©2 Online with Micrasoft Exchange

The change comes when you perform certain functions such as when you click the New button to send a new
mail message

Office Button Quick Access Toolbar

,-15% H9 e Untitled - Message (HTML) ——— Help
Message Inzert Options Format Text < .;'@ TabS
EOEER (B § 5 Vi a4

= f l O
Paste B I U ||ab/ A | E | Address Check Attach Attach Business Calendar Signature | Follow Spelling* Rlbbon
F 4 = Book Mames File Item Card - ~ Up~ ~

Clipboard EW \ fone e — - prOOfi“__GrouDS

[[To. ]| Dialog Box Launcher |
J | |
| |

[ Cc...

Subject:

When you open a window for a new message on the Message Tab you have the option for attachments,
signature, spelling and many other features at your fingertips.

The Office Button Replaces File on a 2003 menu

F lg ) N o = - .

@ As you can see i designed to place the most
3 tew it essoge SN Oonkem frequently used function right at your fingertips

Jﬂ 1. Mail Message

7 cend T 2 Appointment W|th one C“Ck Of the button.
- - ﬁ 3. Meeting Request
H e 85 4 Contact ) )
. 9_;; DT You can not only save, print, create a new mail
= 8. Task
B s message, etc. but you can also create an
% 8. Choose Farm H . . .
K pete @ 2 croose ot Fom appointment, contact and distribution group.
_j Mave 13
76 Permission »

Print »

;M Praoperties
_T Close
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The Quck Access Toolbar

The toolbar can be customized by selecting the option button and clicking on the functions you wish to add to

the bar.
!/63;\" H9 U e+ % Unt
o Message e stomize Quick Access Toolbar
o V| Save
_j | calibri (Bo ~ |11 Quick Print
Paste _; B I u|™ Print Preview
Clip;-:uard I Spelling & Grammar
v | Undo
This message has not been se 7| Redo
Attach File

High Impartance

Low Impaortance

Farward

| Delete

Move ta Other Folder
Thanks, v || Previous ltem
Janig W_z]]s_ _ V| NextItem
Webmaster, Williamson
http: /fwww . wes.edu/
472-4102 Show Below the Ribbon
http: /fwwew . wes.edu/Cl

Mare Commands...

Minimize the Ribbaon

If you select More Commands other features can be added to the toolbar

V| MextItem
More Commands...

Sh-:aneIa%lhe Ribban i
Cuick Access Toolbar:

< Separatar> (&l save
[ Address Book.. ¥} Undo
il Attach File 5 Redo
9_/ Check Names 4 Previous Item
¥ Delete ¥ Mexttem
.»':-n\; Forward A.'? Spelling & Grammar
L] High Importance .;_-,; Farward
Aa HTML
J  LowImportance
3 Move to Other Falder..,
¥

Aa Plain Text RS’

4 Previous Item

Missing Buttons above your email messages:

¢4 0 From Subject Received Categ., ¥
1. Rightclickon the ba
2. Select Field Chooser
3. Scroll Down and select the filed that you previously deleted
Missing Messages
Make sure you did not click tHenext to the category above the meggagroups
I;l Date; Last Week
=3 @ Marbutlr@aol.com HHS Class of 83 Dir.., Thu 7/10/2005 10:20 AM

-LQ. Jackie Arthur RE: August 5 Wed 7,/9/2008 3:55 PM
'L% Sara Sweitzer RE: Updates and p... Tue 7/8/2008 5:19 PM
4 Beth Bivins Updates and pass... Tue 7/8/2005 1:55 PM
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Ribbons

The Ribboris available when you are creating or editing an ob@danges with each Tab
.- t—?/ Message Insert

SLH

B . EoEEE (B & () 8 5 (X v Y

Options Format Text @

Paste | B J U ||a‘3/' A ||§ Address Check || Attach Attach Business Calendar Signature | Fallow Spelling
\J’ = - Book Mames File Item Card ~ - Up~ -
Clipboard ™ Basic Text Mames Include Options ™ || Proofing | |

T - -
T
Message Insert

Options Format Text

Q — {2 Business Card ~ :l El@ [ shapes @ Hyperlink || [55] Text Box AS Drop Cap TC Equation
- —

j Calendar 22| SmartArt A Bookmark | Quick Parts _Sl Date & Time || § 2 Symbol
Attach Attach ) Table Picture  Clip - _ " i _
File tem |2% Signature = Art il Chart ..-ﬂ WordArt Fgd Object = Horizontal Line
Include Tables Illustrations Links Text Symbaols

s

U |

:—‘) Message Insert

j nliiculrorsv
= Fonts*

Cptions Farmat Text

. B 84 | AaPlinTed 0,0 =1 O a
’ BC 1 B ! | Request a Delivery Receipt =%
IR =" = [ Aa HTML] a g P

Themes Page Show  Show . Use Voting [7] pequest a Read Receipt Save jent Delay Direct
- @Effects T I Color Bce  From Auz Rich Text Buttons Item~ Delivery Replies To
Themes Fields Format Tracking Fi More Options [Fi
[y == T -
~ Message Insert Options Format Text

-] .
. | A A'|
E|

Paste ) |B I U abe x, X‘Aa“a'l’: A |

A j 32 Find
AR

y 4 13 Replace
Quick Change Zoom

Styles ~ Styles = W Select
Paragraph Styles Zaam Editing

Clipboard ™ Fant

Look for the dowrarrows
You might want to do more than what the option suggests:
'—% -
| Y
Fallow Spelling

e [pday |

Tomarraw

I
i 4

This Week

\

| Mext Week
W MNoDate

Y LCustom...

i

Add Reminder...

Look for the Dialog Box Launcher for more options:

calibri 6o ~ 11 - [ A &7|[32 ~ 1= /(2] ﬁ @l Q g E

|B I H”a‘b?.v é'”gl Address Check || Attach Attach Busin
= Book Mames File Item  Card
Basic Text £l Names Inclu

TG Fank | Character Spacing |
ject:
Font: Font style:

ra minute +Bady Regular

+Headings Ttalic
' Agency FB Bold
{(:] |E Algerian Biold Ttalic
e Ll Do e o Arial

Williamson County SchoolsOutlook 2007



Flags and Categories

After reading an email you can:
Flag it for to take care of at a later time, which then places it in JaskList Rightclick inside the flag area to
the right of the email for a list.

Categ.. ¥ |*

Today -
’\\?' &=| Contacts = ¥ Today
"(" Tomorrow
= = Password changes Y
W This Week ﬁ Tasks L
=g Might Help Y
Mext Week
W N7 Mextwee .. | Notes E51 Wink presentation creator A d
Y Mo Date =] Technology Commuincat... Y
= W custom.. L4 IE T -

You can define the categories for selection beside emails before you select them for emails.
Rightclick in a category location beside an enaaitl select All Categories

Categ... -

""""""""" % Clear All Categories

Create Category Search Folder...
Business

Purple Category

Red Category

Blue Category

Green Category

Crange Category

Dooeeed v

Yellow Category
All Categories...

m] ]
=]

Select a color and click Rename.

Color Categories

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

ame Shorteut key Mew, .,

[_] |Blue Category
[117) Business (Reirlis

[T Green Categary
[ orange Category
112 Purple Category
[0 Red Category

Delate

Caolor:

i
<

Type new text, click OK and you have uedi the meaning of the blue category button
Color Categories 2”2'

To assign Color Categories ko the currently selected items, use the checkboxes next to each
category, Toedit a category, select the category name and use the commands to the right,

Mame Shorkcuk key e, ..

O
][] Business
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Arrange the Order of Your Inbox

B¢ [ 3 From Subject Recejved Categ... i |‘

b

Il m a2 = a |

e Leftclick the From button and your email is sorted by the sender
Click the Received button and your email is sorted by date received
Click the Category button and yoamail is sorted by the categories you have defined and placed beside
the emails

Button Bar View
__A

i Mail g Place your cursor on the dots above the Mail Opti
and drag downward to get the Button Bar View ar
] calendar see more of your folder list. To access Public
. Folders Rules and Options, you must use the butt
&=| Contacts
bar.
@ Tasks
__J Notes ] Mail
(3~ | EedF kL]l -

Folders

Make a new folder for your Inbox

Rightclick the Inbox Foldel = [ Inbox ]
Left-click New Folder

Type the name for your folder

Click OK

Once you have created folders in your folder list, you can dnaagils into those folders from the received email
list.

Delete More than One Item at a Time
Leftclick on the first email to delete, scroll down and hold down the shift key to click the last item to delete,
press the Delete key on your keyboard.

=) Date: Today
L—'E\; Il Belinda Mass Microsoft Office 2007 Wed 6/4/2008 3:15 PM

(=) Date: Yesterday
=1 Tim Mcneese Technology Commui.. Tue 6/3/2003 2:358 PM \ o
- Sabrina Sayers RE: editing SharePoi... Tue §/3/2003 10:535 AM

(= Date: Last Week
'—4\3 Haolice Gilliland Microsoft Ward Sat 5/31/2008 11:43 PM
.~  Brad Johnson Wink presentation ¢... Wed 5/28/2008 2:09 PM e
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Empty the deleted items folder

Deleted items go to that folder in case you want to recover them. They are gone once and for all when you

empty the deleted items folder. Rightick on Deleted Items in the Navigation Pane and s&egity Deleted
Items Folder

{a] Deleted ftems Il —1  Tim Mcneese
L7 Drafts [{[=5 Cpen
= 4 Inbox | Cpen in Mew Window
& [ 0807
= [ 0708 @ Empty "Deleted kems" Folder
[da -

Check Names

You can locate the email address of a recipient by using the Check Names button on the Toolbar.
Type the first or last name of the recipient

Names that you have used previously appear
If the name you want does not appear, clibk Check Names button
To make sure this is the correct person, select Properties

You can see their school location by selecting the Member of Tab

If this is the person you want, click @Kreturn to the previous screen
Click OK to place this persanthe To: box
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