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Message formats

E-mail messages can be sent in three different formats. At the Institute the default
message format will have been set to Plain Text. This means that every time you
call up a new message it will be in Plain Text format. You may select any other
format for that new message or change the default setting to another format.

PLAIN TEXT Messages in this format do not include formatting. You may decide to

RICH TEXT

HTML

always use this format in case your recipients are using software which
can only read messages in plain text. All messages written and read in
Simeon are in this format.

This format allows you to add formatting to your text, such as character
formatting, bullets and alignment. If you select this format for your
message the formatting toolbar in the message window will be
activated. If you send a message in this format to anyone at the
Institute who has been upgraded to Outlook 2000 when they open the
message it will automatically open in Rich Text format and any
character formatting will be seen.

Message format information

(Rich Text)
® End of Term Party - Message [Rich Text) H=] E3
JEiIe Edit Wew Insert Farmat Tools Actions Help
NOTE | {=15end ’,’“Arial v|10 .|g|n 1|§ = iE
If you send a message in G [ale=in
. . oo |
this format to anyone still - _
. . . Subject:  |End of Term Part
using Simeon they will only il .
. -
be able to see the message Party Invite
in plaln teXt format l.e. a” All staff who have been involved with the Special Courses are invited to the
text is a”gned |eft’ no end of term party to be held on:
change in font size or 30th March, Nunn Hall, 5.00pm
colour, asterix in place of Kiystyna Huszeza =
bullets.

This format can include all the formatting as for Rich Text and in
addition can include horizontal lines, backgrounds, HTML styles and
Web pages. Do not use this format unless you are certain that the
recipient is able to read messages in this format as the appearance of
the text in HTML format messages when viewed with software without
HTML capabilities can be unpredictable.

Selecting a Different Format for an Individual Message

Once you select a new message window you can change the format from the default
format to another format:

1. Click Format on the message window menu bar

2. Click on the format you require
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TIP:

If you don’t see the format you require you will first need to change the message
format to Plain Text and then try again when you should see the format you require.
i.e. if you are in Rich Text format you will not see HTML on the menu until you have
converted the message to Plain Text format.

Changing the Default Message Format

Once most members of staff at the Institute have been upgraded to Outlook 2000
you may wish to change the default format to Rich Text. This is useful if you
frequently wish to use the formatting tools such as bold, font size, text colour, bullets
and alignment when writing your messages.

1. Select Options form the Tools menu on the Outlook window

2. Click on the Mail Format tab

3. From the Send in this message format options select Rich Text and then
click OK.

Now all your new messages will be written in Rich Text format.

Formatting Text

Message text can only be formatted if you are in Rich Text or HTML format. Once
you enter details into the To: Cc: and Subject fields and click inside the main
message area the formatting toolbar buttons become active (turn black from grey).
You are now able to select text and format it in the same way you would format text
in Microsoft Word or any other word processing package.

TIP:
If the formatting toolbar buttons are still greyed out when you click in the main
message area you are most probably still in Plain Text format.

Changing the Position of the Formatting Toolbar

The first time you start using Outlook you may find that the formatting toolbar
permanently lies to the right of the standard toolbar and therefore, most of the
buttons on the toolbar are off the screen. To access the rest of the toolbar buttons
you will need to click the double chevrons. If you rarely format your message text
you may wish to leave this setting as it.

. Start of Formatting toolbar
Message window

™ Untitled - Message [Rich Text)

J File Edit Yew Insert Format Tools Actions Help k P
J {=15end | = | ‘ m | 1 3 ‘ Ld | Ogtions... = J‘ZZ - BK’: €¥—_Click on the double
chevrons to see the rest

To... | | of the formatting toolbar
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If you wish to have the full formatting toolbar permanently positioned on a separate row:

1. Select Customise from the Tools menu on the message window
2. Click on the Options tab
3. Take the tick off the option Standard and Formatting toolbars share one row
B Untitled - Message [Rich Text) M=] &3
JEiIe Edit Wiew Insert Format Tools Ackions Help
Formatting Toolbar |2l S £ BB R0 B& ! 4| v o, B,
on separate row \de ST &| B 7 U Hggg = iZ iEiE |
To... ||

Formatting in Different Message Formats

In Rich Text and HTML formats you can go to the

J Format menu and call up the Font dialogue box
o Format menu and call up the Paragraph dialogue box

In HTML format you can go to the

o Format menu, select Background, and then select a colour for the
background
o Format menu, select Background, and then a picture to put in the
background from a small selection of pictures
J Insert menu and select a Horizontal line, Picture or Hyperlink
Font dialogue box Background colour and picture in HTML format
=
sl S JE\Ie Edit Wiew Insert Format Tools Actions Help
nes New Fomar = Bald E [ w ] cseod | |7 ] 8 @] ¢ 4| v | Bow .
Script «| [Regular g ancel it Sl ID’-.‘S"'. -
g;ﬂn?tlg‘glmts talic :‘\g LI JF\ria\ - | 0 - |é‘ B 7 R‘% === -
System Bold talic | |14 Italic |
o - de RO |
| Times New Foman | 3k o ||
[~ Effects [ Sample Bec... II
runder\ina Subect: I
Color: AaBbe:

NOTE

If you send a message with formatted text to a Simeon user all the formatting will be
lost as Simeon is only able to view messages in Plain Text format. The Simeon
recipients will be able to see all the text but any formatting changes such as in font
size, colour, alignment, underlining will not be seen.
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Attachments in Rich Text Format

When you attach files to messages in Rich Text format the icons for the attachments
are placed in the main text area of the message where the cursor was positioned
instead of being placed in an extra section added to the bottom of the message
window (as with messages in Plain Text format or those created using Simeon).

Compare the position of the icons in the two message formats below:

PLAIN TEXT FORMAT
IS[=] E3

JEiIe Edit Wiew Insert Fgrm% Tools  Actions  Help

2% CS Reports - Message [Plain Text)

Jigend|§| 1] || ' |Y |Ogtions... B

-

| - B I

= 2

Ta... ||Steve Huston
ce. ||

Subiject: ICS Reparts

Steve, here are those files | promised you ;I
First one still needs to be proof read
Second one needs the figues checked

Third ane is to go into the summary

I T

Tabs and  Datafor Excel BLCKCATE..
Tables e... as...

Mailing File Shortcuts

RICH TEXT FORMAT

J File Edit Wiew Insert Format Tools Actions Help
| =izt | @ 0 (@ ! v | Eogtons... 7
J Arial - B 7

To,.. ||Steve Huskon
e ]

Subject: ICS Reports

1 -

Steve, here are those files | promised you =

This one still needs to be proof read

Tabs and Tables
exencize sheet...

1

This one neads the figues checked

Data for Excel az
Database Cou...

This one ig to go into the summary

BLCKCAT.BMP

In Rich Text
format you can
place some
descriptive text
about each

\attachment right
next to the

relevant
attachment icon

Instead of e-mailing a file as an attachment you may wish to send a shortcut to the
file instead. This will only work if you and your recipients have access to a shared
folder or drive. At the Institute some staff do have shared drives and everyone has at
least Read Only Access to the O: drive.

Note:

You can only send shortcuts in Rich Text Format

TO SEND A SHORTCUT

1. Open a new message window and make sure you it is in Rich Text format

2. Follow the procedure on how to attach a file to a message and stop once you
have highlighted the file you require
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3. Select Insert as

Shortcut from down Insert File
Lookin: [L] winNT x| « | @ X CiE - Tooks -

arrow by the Insert
button

4. You will be taken back
to the message
window. Check that the
icon inserted into your
message has a
shortcut symbol.

)

Shortcut to Corverting
addresz. .

5. Click the Send button

RECEIVING MESSAGES WITH SHORTCUTS

F\ EBrief Guide ta Your Mew PC.pdf
EE intro ko MT.ppk

@Wlndnws MT Desktop exercise sheet.doc
@Windows MT file management exercise sheet.doc

File name: I

j Inserk = | .

Files of type: [l Files (*.*)

- Inserk
1 Insert as Text
J Insert as Atkachment
Insert as Shortcut

If you receive a message containing a shortcut to another file double click on the

shortcut icon to open the file. Remember that you are not opening a copy of the file
but the actual file located on the shared network folder or drive. If you are unable to
open the file in this way you may need to check if you have been granted access to

the network folder or drive.

Using Stationery with HTML format messages

Stationery is only available if you use HTML as your default message format.
Stationery contains background colour and images and can make your message
look like a web page. If you wish to use stationery you must set it as your default

message format and so every new message will have that background.

To Select Stationery and Apply it to the Default Message Format

Select Options form the Tools menu on the Outlook menu bar

Click on the Mail Format tab

3. By the option Send in this message format select HTML from the drop down

menu and then click OK.

4. Under Stationery and Fonts section select a stationery name in the Use This

Stationery by Default list box.

If you are not familiar with the stationery designs and wish to preview them
click on the Stationery Picker button and preview the different designs.

5. When you have selected one you like, click OK. It now becomes your default

message format.

Now whenever you create a new message the stationery will be present.
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To Send a Message Without Stationery

If you want to send a message without the stationery either open a new message
window and select a different format for that message, or change the default format
back to the previous format, e.g. rich text format

NOTE:

Not all e-mail programs can read HTML formatting. If you are sending HTML format
messages to Simeon users the results can be quite unpredictable.

Using Word as your e-mail editor

If you wish to take advantage of all the formatting features of Word, such as borders
and shading, tables, AutoText and the automatic spell check as you type you can opt
to use Word as the editor for your messages.

To Edit the Default Message Format so you can use Word for Editing

1.
2.
3.

Now whenever you create a new message
you will see

NOTE:

If you are working with HTML format as your default
you will not be able to use Word as your e-mail
editor unless you have Word 2000.

NOTE:
When working with Word as your editor any messages you reply to or forward will be in the
include and indent orginal message text format. You will not be able to send any messages
with the prefix each line of the original message text format even if this option is selected

from the settings.

Select Options from Tools menu on Outlook window.

Click the Mail Format tab
Tick the checkbox for the option Use Mic

rosoft Word to edit e-mail

messages (will only be possible if you have selected Plain Text or RTF format)

a Format menu which includes all the
commands that you expect to see
when using the Format menu with
Word

various toolbars from Word placed on
the edges of the message window, =

Egn dlﬂéwa
Im = Paragraph.

o

& Untitled - Message [Rich Text)

39

=T
Arial
= Bullets and Mumbering. ..

Normal

Barders and Shading. ..

Ce... ” £E Columns. ..

Tabs...
Subject: I

| e =

| ([ Tt et .
hange Case...

% AutoFormat. ..
Style Gallery...
Style...

%;_ EEund. . 3

% GhjeL

Out of Office Assistant

If you are going on holiday or know you will not be able to read your e-mails for the

next few days you can set up Outlook to send an automatic response to all incoming
mail by using the Out of Office Assistant. The response will be a message containing
text of your choice. In addition to an automatic response you can also set up rules so
messages arriving matching certain criteria (e.g. from a certain person), can have an
action automatically performed on it, (e.g. forwarded on to someone else or deleted).
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To Set Up an Automatic Response:

1. Make sure you are in any one Out of Dffice Assistant ]
of the e-mail folders and select = © tamcurentyinthe offce
Out of Office Assistant from « = smmordiedeE
AutoReply only once to each sender with the Following text:
the TOOIS menu on the OUt|OOk 1 a; :utrentTy ak a Conference in Mew York, expest to be back at the ;I
Wl ndOW ﬁnstitute on Tuesday 13th February
=
2. Click to select the option I am o _ _
. These rules will be applied to incoming messages while you are out of the office:
curren tly Out Of the Off’ce Skatus Conditions Actions
3. Enter the text you wish to be [t
sent out in the response [EEEE
4 CI |Ck OK Add Rule. .. I EditiEules. || Belete Fule | IV shaw rules For all profiles
' OF | Cancel | Help |
NOTE:

The automatic response will only be sent out
you many messages whilst you are away will

once. This means that anyone sending
only receive one automatic response

instead of one every time they send you a message. This is very helpful for users
who may have you listed on many of their distribution lists.

NOTE:

When you next open Outlook you will be asked if you wish to switch off the Out-of

Office Assistant.

Setting Rules for Incoming Messages when Out of Office is Activated

1. Select Out of Office Assistant from the Tools menu on the outlook window
to bring up the Out Of Office Assistant dialogue box
2. Click on the Add Rule button found in the bottom left hand corner of the
dialogue box and the following Edit Rule dialogue box should appear
3. Specify the criteria for messages Edit Rule [X]
you W|Sh tO aSSign aCtionS for —When a message artives that meets the Fallowing conditions: ’TI
eg. if you wish to select messages ehecca Wison; Biian Lienard Cancsl |
from certain people type their bep |
e-mail addresses in the From I Sent drectlytome I Copied (Cc)to me
field or click on the From % et | advanced.. |
button and select from the Messags body Checkiames |
add ress bOOkS Perh}m’é& actions: [ Do not process subsequert Fules
eg. if you wish to select messages ! [ aertwih | i |
which contains particula/ Koo
words type them in the 3 ovs b e
message body field. =R |
) B3 copyto Filders,. | |
4, Select an action from the bottom WO Fonserd -
half of the dialogue box, - .
o Method:  |Standard =l
eg. click in the forward check box _
and then type in the e-mail — 7 ¢ =™ [z
address you wish the specified | * ¥ custon  [IE_—_—_—_0"5 =] |
messages to be forwarded to
(or select a name from the global address book or contacts folder by clicking
on the To button.
5. Click OK
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Signatures

Signatures are endings to your messages which include information such as name,
post, address, telephone numbers, etc. In Outlook it is possible to create several
signatures and choose the appropriate one for each message you send. You can
also specify one of the signatures to be the default signature.

To Create a Signature

1. Select Options from the Tools menu on the Outlook window
2. Click the Mail Format tab

Click on the Signature Picker button found at the bottom of the Options
dialogue box

From the Signature Picker dialogue box which appears click the New button

5. The Create New Signature dialog box appears. Type a name for the signature
so you can identify it later (e.g. ioe formal, short, full) and then click Next

0. The Edit Signature dialogue box appears.  rym——m— 1]
Type the signature in the space provided T

TI P % This text will be included in outgoing mail messages:

If you wish to format any of
the text select the text, click

the Font or the Paragraph
button and select the \

formatting you require

styna Huszcza

IT Training Analyst
Institute of Education
0207612 6838

Font... Paragraph. .. Clear Advanced Edit... |

—viCard options

7 . CI ICk O K i&ttach this business card {wCard) b this signature: J
<None = -
Mew vCard From Contact... |
oK I Cancel |
To Set One Signature as the Default Options 71
Preferences I Mail Services  Mail Format ISpeIIing I Security I Other I Delegates I
H Message format
Se | eCt optl o ns fo rm the TOOIS men u hoose a format For outgeing mail and change advanced settings.
Select the Ma i I Fo rmat tab Send in this message Format: IMicrnan: Outlook Rich Text j
™ Use Microsoft Word to edit e-mail messages
U n d er the Slg natu reS SeCtIon CIICk On the I Send|sinhitzs fram bhe Intermes International Options.. . |
down arrow and select the signature you Statanery and Ferks
wish to set as the default from the drop V. Rttt
d OWﬂ | ISt WhICh appea rS Use this skationery by default: |<None> j
Fonts. .. | StatianemoFicker... |
Signature:
N OTE % Autarmatically incdude your signature or afl ectronic business
card {vCard) to outgoing messages.,

You have the option to make None the

Use this Signature by default:

d efa u |t I Don't use when replying or Forwarding Signature Picker... |
oK I Cancel Apply

Clear this check box if you wish
the signature to be included in all
your replies and forwards
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To Insert a Specific Signature into a Message

You may have many different signatures created and frequently need to select
different ones for different messages. It may be easier if you select the default
signature to be None (see above section) and select whichever signature you need
for each individual message

™ Untitled - Meszage (Rich Text)

1. Select Signature from the | Bie Edit view | mnsert Format Tooks Actions Help
Insert menu on the new | =5end | @ ¢ 0 Fe.. B0 @me !4 v ogos. | B,
. T Item., — — — = =
message window | e ma Elesdl===E22%

2. Select the signature you _ree | B
require from the list which ===l e

Subject: I
appearS ore. ..

|

Editing or Deleting a Signature

Select Options from the Tools menu
2. Click the Mail Format tab

Click on the Signature Picker button found at the bottom of the Options
dialogue box

4. The Signature Picker dialogue box will appear. Click once on the signature
you wish to edit or delete and then

¢ click the Edit button if you wish to edit the signature
¢ click the Delete button if you wish to delete the signature

Choosing a Format for Replies and Forwards

As with Simeon, when you reply/forward Outlook is able to mark the original text in
some way in order to differentiate it from the new lines text you are typing. Simeon
uses the method of prefixing each line of original text with a > symbol, but in Outlook
there are several formats to choose from to mark the original text.

1. Select Options from the Tools menu on &I HE
the Outlook window e
E After moving or deleting an open item: Iopen the previous ikem j
CI'Ck the Prefel"ences tab [ Close otiginal message on reply or forward
¥ Save copies of messages in Sent Items Folder
CIICk the E'Mail Options bUtton and the ™ Display a notification message when new mail arrives
E'ma" OptlonS dla|Ogue bOX appearS W automatically save unsent messages
4- SeleCt the ChOiceS you require Advanced E-mail Options. .. Tracking Options. .. |

COn replies and Forwards

€= whenreplying to a message

Bl g Prefi: each line of the original message

Forward format choices

sihen forwarding a message

Reply format choices \> IPreFix each line of the ariginal message j

Prefix each line with: =

Type own preﬂx Symb0| I ek i commen e i I
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SUMMARY OF FORMAT CHOICES

Prefix Each Line of the Original Message Text

This is the classic way of differentiating between the original text and the new
text and the best method to use if you are mostly receiving messages in Plain
Text. The default symbol used as the prefix is > but you may type whatever
symbol you wish.

Include Original Message Text

This is a good choice if you are frequently replying to messages which you
have received in Rich Text or HTML format as the text you type will appear in
blue. But this is not a good choice if you are frequently replying to messages
sent to you in Plain Text format as there will be no distinction between the
original and new text.

Attach Original Message
The original text will be sent in the form of an attachment and will be removed
from the reply or forward message window.

Include And Indent Original Message Text

This will indent the entire original message one inch to the right and enter
your new text aligned to the far left. This method has been noted for its
unreliability as sometimes it works and other times it does not.

Messages Incorrectly Addressed

Messages which you incorrectly address will be returned to your Inbox.

icon will containared | [ %@ From | Subject
backwards arrow 7% | Martin Udo MNext Week lunch
P Martin Udo Room Bookings
A

@& 0 System Administrat... Undeliverable; booking on 3 July

The text System Administrator / \The text Undeliverable will be

will be shown in the From field shown in the Subject field
TO Resend this Message & Undeliverable: Ikj - Report - Western European [Windows)
. J File Edit “iew Insert Tools Actions Help
1. Double click on the message | Elzendigan.. | of @ 03X |4« w - ).
line to open the message
] . ) Syskemn Administrator Senk:
2. You will be notified in the kKryskyna Huszcza
message to text as to which Subject: Undeliverable: [kj
intended reCipientS d|d not ‘Your message did not reach some ar all of the intended recipients,
receive your message Subject: Ikj
Sent; 04042001 11:53
3' CIICk on the Send Agaln bUtton The Following recipient{s) could naot be reached:
on the message toolbar.
t.willson@ioe, ac,uk’ on 04/04/2001 11:53
_ H H The recipient name is not recognized
4. CorreCt the e mall addresses In The MTS-1D of the original message is: c=GE;a= ;p=IafE;l=5TA01-01040410

the To and Cc fields and then | MSERCH: IMS: ToFE  Staff: STADL 3550 (D00B099C) 550 <r willson@ioe  ac, Uk,
click the Send button
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