Create a Signature Line

A signature line contains your name and relevant
information and is automatically attached to every
email you send.

1.

. Click on the Mail

Select Tools on the menu bar and choose
Options

Edit Signature - [DBusiness]

P This trct il b Inchicked i cutgoing rad maesages:

Format tab

Click on the

Signatures button in
the lower right hand e
corner

Click on the New
button
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Name your signature and click the Next button
Fill in your signature information

Use the Format button to change the appearance
of your signature

6. Click the OK button

7. Click the OK button to close the Options window

Out of Office Assistant

Once the Out of Office assistant is turned on,
anyone sending an email to your Inbox will receive

a reply with your customized message.

1.
2.

. Type your

Select Tools on your menu bar

Select Out of

. : [ouoromcensitat |
Office Assistant

(& currently in the oifesl
T m currentdy Qut of the Dffice
Aupofiephy onky orce b0 each, sender with the folosing text:

Choose the
option Il am
currently Out of
the Office

These nes will be appbed b incomng meseages mhie you are out of the office:
ot Condtes Artion

7] Shows rubes For oll grofles

ok Canesl

message in the | (eee.
text box

Click OK

Reminders/Flags

Each item in your inbox has
a flag. By right-clicking on
this flag, you may color-code
your emails, set a reminder,
or mark that flag complete.
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RedFlag

Blue Flag

Yellow Flag
Green Flag
Crange Flag
Purple Flag

Flag Camplete
Add Reminder...
Clear Flag

Set Default Flag »

Outlook Web Access

You can access your email using any web

browser via Outlook Web Access (OWA). All you

need is Internet access.

The URL for OWA is: https://webmail.nasa.gov

Click on Headquarters. Log in as usual.

You will not be able to access your off-line files

(PSTs) in the Outlook Web Access client.

Meaning, any files that you have moved from

the server (which are folders such as the

“Inbox” and sub folders of the Inbox) into fold-

ers on your hard drive, won't be accessible

from OWA.

COMPUTER TRAINING CENTER

If you are interested in taking a class,
please contact the Computer Training

Center at 358-1111.

E-mail:ctc@hq.nasa.gov

Website:www.hq.nasa.gov/office/

codec/codeci/ITservices/ctc/ctc.htm
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Navigation

Use the Navigation Pane to Switch between different
features in Outlook by

clicking on each feature. It

is found at the bottom left hand corner of your
Outlook Window.

Preview Pane

The Preview Pane allows you to | = Mail
read the contents of your Inbox | " calendar
without opening the emall. It i
can be located to the right of =
your screen, the bottom of your | 21 Tasks
screen, or turned off by follow-
ing these steps while viewing
your Inbox:

| O [2] 2

1. Select View on the

menu ba r Wiew | 5o Tools  Actions  Help
Arrange By b e bo sl Faorwatd|
2. Select Reading [ ResdnaFane T
Pane =l AutoPreview 5 Battom

3. Choose e|ther Expand/Collapse Groups » IJ OFf

Right, Bottom, or
Off

Toolbars 3

¥

New Mail Desktop Alert

When you receive an email, this alert will appear on
your screen regardless of which application you have
open. Control the duration and appearance of the
alert by clicking on the down arrow in the upper right
hand corner of the alert.

Instruc 2 L
‘“Welcome to Outlook 20031
Please call 358-1111 to sign up for training! <end:=
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Creating Rules and Alerts

Rules and Alerts allow you to manage messages
coming into your mailbox. You can automatically have

certain emails
forwarded; have
the flag change
color for a
particular sender,
and many other
options. To create
a Rules or Alert:

Rules Wizard X

O Start From a blank rule

Step 1: Select a template

Stay Organized

der
L3 Move messages with specific words in the subject to a Folder
L™} Move messages sent ko a distribution list ko a Folder
X Delete a conversation
¥ Flag messages from someone with a colored flag

Stay Up to Date
4, Display mail from someane in the Mew Trem Alert Window

W Play a sound when T get messages from someane:
[ Send an slert to my mobile device when T get messages from someone

1. Select Tools on
the menu bar

Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives
from people or distribution st
move it o the specFied Folder

2. Select Rules

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

and Alerts
3. Click the New
Rule button

Note: Make your selections from the top pane (step
1) and the bottom pane (step 2). Note that the vari-
ables in step 2 depend on the variable selected in
step 1. Alink in step 2 must be clicked, and the re-
quired information must be supplied.

4. Continue through the wizard by clicking Next and
choosing any other options

5. Click the Finish  button

Create New Fold

ers

Marne:
Use folders in your | !
|nb0X to Organize Folder contains:

you r ema” Mail and Post kems v

Select where to place the Folder:

1- SeleCt File on = ‘E;ﬁ_Mai\hnx-Instrch e

j Calendar
the menu bar 3 Contacte

& Deleted Items

2. Select New and (A Drafts
choose Folder oo @
LQ Jurk E-mail
3. Type the new — Hotos
s [ out
folder S name Li-: S:nt?txems [y

and choose the

location.
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4. Click the OK button

Use the Global Address List

The Global Address list contains the names
of everyone working at NASA, including HQ
and all the centers, and can be used to ad-
dress emails, meeting invitations, and tasks.

i E_*,jﬂew -
1. Click on the New button, 4

or the down arrow next to it if you are not
in your mailbox, and select New Mail
Message

2. Click on the To button, o |
to open the Global Address List

3. Type in the name at the top or scroll
down to select from the list

Once you have selected a name, click on
an address button at the bottom of the
screen. Choose either To, CC, or BCC

Select Names

Type Mame or Select from List: Shows Names fram the:

| Global Address List v

[ Mame Business Phane Office

& Aamodt-1, Arn

@ Azran, James R, (MSFC)
@ Abadie, Marc 1. (15C) 281,244.5434 3082

@ Abadie, Reynald 1, (MAF-Lockhe... 504.257.3110 3100
@ Abadiotakis-1, Tassos (kSC)

@ Abary, Jonathan 5. (ISC-USRA) 2814832395 44:25
@ Abayad, All (WSTF-HTST) 505.524.5767 462

@ Abbas, Mian M, (MSFC)

@ Abbay, Asgedom (GSFC-CSC)  301.794.2664
@ Abbed-1, Jamal . (HQ) 202,358.2219 HQ:ES
@ Abbey, Jason T. (15C) 281,244.1365 1:270 %
<

Massage Recipients

4. Click the OK button

The individual you select will be added to the
open email message as a recipient.



