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First Time Configuration of Outlook

The default view of Outlook looks different from GroupWise. If you prefer to use the
look of GroupWise, you will want to change the view by performing the following steps:

1. Click on View, Folder List to display your mailbox folders.
2. Click on View, Outlook Bar to remove the Outlook Shortcuts Bar.
File Edit Wiew Favorites Tools  Ackions  Help
&t (& [ Messages ==
Eluew - & 3 X GoReply RReplyto Al S Forward | = Send/Receive = - 3,
(& snaglt |2 windaw ..
1w ouklook: Inbox
Ouklook Shaortcuts Folder List x Look For: ~ Search In= Inbox Firnd Mow
= @ Outlook Today - [Mailbox - DCD |y 0 % | @|From Subject
@ g Ealetnd.:.r oz Brzezinski, Paula
antacts —
B ki, Paul Read:
Outlack Today {7 Deleted Items (67) g e -
Drafts {4 ! '
Eg Ir:l?a: ((20)) B Michigan Public Service ... Change a Light Day
Cg Journal [ MME Mew ACT Registration Deadline
Calendar <F Junk E-mal B4 Jim Farrell, Civil Service ... 2007 State Employees Charitable Canj
Mates [ Office of the Governor Celebrate Select Michigan Week and K
"?ﬁ %% Dutbox (1) B4 0 Brzezinski, Paula Re: Go Home
e 31 Sent Thems # Tuser3 (DIT) Accepted: Go Home
Contacts o Tasks 5 MDCD Conf Room B Re: Go Home
- ) Personal Folders @ MDCD Conf Room B Accepted: Go Home
(@ Deleted Items P Tuserl2 (DIT) Tentative: Go Home
b = B ed @ Tuser10 {DIT) Accepted: Go Home
e (20 +-1) Personal Folders a Tuserd (DIT) Accepted: Go Home
+ €2 Public Folders i DCD Training Go Home
' @ Tuser7 {DIT) training
Deleted Trems | Tusers (DIT) RE: Attachment
[ Tuserz (DIT) RE: Training today
4 ¥ DCD Training flag
A ¥ DCD Training 3
Tasks A DCD Training number 2
P Lu D Training Dl FE

NOTE: If you choose to use the Outlook Shortcuts bar, you have the option to drag
any item in the Folder List onto the Outlook Shortcuts bar. You may also
drag and drop shortcuts to Word, Excel, etc. from either your desktop or Start
menu so that they are available to you in Outlook.
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IMPORTANT

It is very important you change the setting for how the system handles an e-mail once
it has been read. By letting the next e-mail automatically open, you could be opening
up the door for a virus to infiltrate the State of Michigan e-mail system which then
opens up the potential to infect other computer systems. Therefore, please make the
following changes:

7o close the Preview Pane

1. From your Inbox folder, click on View, Preview Pane.
This is a toggle switch; by clicking on it you are turning if off. If you click on it
again, you will turn it back on.

2. Repeat this process for each folder in Outlook.

7o return to the Inbox after moving or deleting an open item

=

Click on Tools, Options.

Under Preferences, click on E-Mail Options.

3. Under Message handling, select return to the Inbox from the drop-down list
next to After moving or deleting an open item.

4. Click on OK.

N

Message handling

E After moving or deleting an open ikem:
[ Close original message on reply or Forward
[ Save copies of messages in Sent Items Folder
[ Display a notification message when new mail artives
¥ automatically save unsent messages

v Remove extra line breaks in plain bext messages

Advanced E-mail Options. .. Tracking Options. ..

on replies and Forwards

o= When replying to a message —

=0E IIncqu:Ie and indent original message text ;I z
when Forwarding a message _
IIncqu:Ie original message kext ;I E
Prefix eachline with: I;,

[ Mark my comments with: ITuser1 (DIT)

o4 I Cancel
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Notify in Outlook

Notify in Outlook works differently than in GroupWise. The Notify dialog box does not
display any information concerning the new mail message (who the sender is, what the
subject is, etc.). Without knowing this information, the notification of new mail may not
be very useful.

o

L]
lr) Mew mail has arrived. Would you like to read it now?

fes Mo |

Therefore, you have the option of turning this feature on or off. If you turn this feature
on remember if you select ‘yes’ to read the message but you cannot tell who the
message is from you might be allowing a virus into your system. The Notify will not
work unless you have Outlook minimized on your taskbar.

If you opt not to use this feature an envelope will appear in the lower right hand
side of your taskbar indicating you have new mail.

Remember if the “Display a notification message when new mail arrives’ is checked
opt to say ‘no’ when asked to read new mail. To turn if off, simply uncheck the box
entitled “Display a notification message when new mail arrives.”

This option is found in the E-mail Options.

Message handling

E After moving or deleting an open item: Ireturn ta the Inbo j
[ Cluse origingl message on reply or forward

[V save copies of messages in Sent Items folder

» | [Display a notification message when nevw mail arrives

¥ automatically save unsent messages

¥ Remove extra line breaks in plain kext messages
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IIl. Outlook Today

The Outlook Today page provides a preview of your day. By using Outlook Today, you
see at a glance your current appointments, a list of your tasks, and a summary of your
mailbox messages.

:I Friday, October 05, 2007 Custarnize Outlook Today ...
Calendar Tasks Messages
Monday Inbox 15

B 10000 AR - 12000 PR SEaff meetings (my office) Qutbos o
Calendar ]
Conkacks u}

7o Activate Outlook Today
1. Click on View, Go To, Outlook Today.

Customizing Outlook Today

Once the Outlook Today screen is displayed, you may customize what this overview
displays.

1. Click once on

Customize Outlook

Today in the Uppel’-l’ight > Customize Outlock Today

corner. Startup I Wihens startng, go deactly to Outiosk Todey
2. You may have Outlook Hessages o e s i PRSNG|

Today as your main

startup page by selecting e Sho ths s of days oy o [S ]

the first item: When Tasks T e 6 M

starting, go directly to B Seciols vkt g e ol

Outlook Today. Wil e [
3. Further customize your @ e @ esendes

Outlook Today by shvles Show Cutesk Tedayntieste:  [Ganied )

changing the folders that —— y
appear, calendar, tasks,
and styles.

4. Click on Save Changes
to close. The Save Changes option may be located in different locations on your
screen depending upon which style you select.
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lll. Signatures

Placing your signature at the end of your e-mail messages:

1. Click on Tools, Options, Mail format tab.

2. Click on the Signatures... button at the bottom of the screen in the Signature

section.

Signakure

Automatically include wour signature or akttach an electronic business
card (wCard) bo outgoing messages,

Signature For new messages:

Signature For replies and Forwards: I.;:N.;.ne;. j

Signatures. .. |

(] 4 I Cancel | apply

3.  To create a new signature, click on New...

Signature:
Edit, .. |
Remove |
Mty
Preview:

IUnable to preview selected signature, or no signature selected.

Ik I Zancel

BWP Migration to Microsoft Outlook 2002- Staff Development Unit
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N

10.

11.

Type a name for your signature
that will identify when the
signature should be used.

Click on Next.

Type in your signature
information. Itis
recommended you include your
name, office, and phone
number as a minimum amount
of information in your signature.
Click on OK.

You will need to repeat the
process for creating more
signatures.

After creating your signature(s),
select when it should be used.
In the drop-down boxes next to
Signature for new messages
and Signature for replies

Create New Signature

2=

1. Enter a name For wour new signature:

[

2. Choose how ko create your signature:

Ey

{* Start with a blank signature

| lUse this existing signature as 2 kemplate;
| =

{” Use this file as a kemplate:

Browse. .. |
Mext = I

Cancel |

-
=

\"a

dit Signature - [Outside Mail]l [? [X

Signature text
/‘?\é 5 This text will be induded in outgoing mail messages:

Elsie Duell, Manager
AWARE Support & Technology Section 1
Michigan Rehabilitation Services i ‘
Voicemail: (517)241-3457 i
Email: (517) DuellE@Michigan gov ™

| Advanced Edit... |

Font... | Paragraph. .. | Clear

wCard options

V_ﬁv' Attach this business card (vCard) to this signature:
b

i <MNone>

= |

Mew vCard from Contact. ..

oK | Cancel |

and forwards, you will now see the signature(s) you created as the Signature
box displays a list of all signatures created. You may choose to use the new
signature for either or both or none.

Click OK to close.

Now when you create new messages, your selected signature is automatically inserted.

BWP Migration to Microsoft Outlook 2002- Staff Development Unit

NOTE: If you wish to not have your signature appear at the bottom of a
message, simply open up a new message and highlight your signature and
press the delete key to remove your signature from the message.
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IV. Sending and Receiving Mail

7o Create and Send Mail

=

Click on File, New, Mail Message.

2. Type the first and last name of the recipient in the To and Cc boxes. To
select recipient names from the address book, click the To or Cc button. You
may also click on the Check Names button to verify the typed names.

3. Type the subject of the message. Refer to the E-mail Etiquette document

for bureau recommendations concerning Subject Lines in Appendix A.

e To add an attachment, click on Insert, File.

o TIP: On the toolbar, if you click on the down arrow next to the paperclip,
you may select either File or Item. Selecting Item will give you a list of all
your folders in Outlook allowing you to select any mail messages in any of your
Outlook folders.

4. After completing the message, click Send.

Saving a Message Started but NOT Completed

You have been working on a message and have to leave it for some reason, you may
save your message as a draft instead of having to cancel out and start over later.

1. Click on File, Save.
2. Close the message.

When you're ready to complete the message and send it:

3. Select your Drafts folder from your folder list (located under My Shortcuts on
the Outlook Shortcut bar).
4. Double-click the message you were working on to open it.

5. After finishing the message, click Send.

Your message will be sent and moved from the Drafts folder to your Sent Items.

To Read/Receive Mail

1. Select your Inbox.

2. In the message list, double-click the message you want to read.

3. If there is an attachment, place your mouse on the attachment name and

double-click on it. The document will open up in the appropriate software
application if the application is loaded on your system, i.e., Word, Excel,
PowerPoint.
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V. Message Options

There are four areas under Message options you may change that will affect the mail
message you are composing: Message settings, Security (not used), Voting and
Tracking options, and Delivery options.

Message Options

Message setkings Security
S 5 Importance: |Mormal hange security settings for this message,
1‘%
3

Sensitivity: Nu:urmal Security Setkings. .. |

Yoking and Tracking options

@ [ Use voting buttons: | j

| Request a delivery receipk For Ehis message

W Renquest a read receipk For this message

Delivery options

‘%\ [ Have replies sent to; | Select Mames. . |
|+ Save sent message ko: |Sent Items Browse. .. |

W Do not deliver before:  |10{25(2007 | [p:30am Rd
™ Expires after: | =] [
Attachment format: | Default |
Encoding: |Buto-Select |

Contacks. .. |
Caktegaties, .. |

Close

Message settings

Message settings allow you to change the priority or Importance and Sensitivity of
the mail message.

e The choices for Importance are Normal, High, or Low.
e The choices for Sensitivity are Normal, Private, Personal, or Confidential.

Note: It is not recommended you change the Security Settings in Outlook.

Voting and Tracking Options
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Voting options provide the recipient an opportunity to respond by submitting a vote to
your mail message by selecting the buttons that will appear. There are three voting
options:

Approve; Reject Yes, No Yes, No; Maybe

Tracking options allow the sender to request a receipt for when the message is
delivered and/or read. The two tracking options are:

e Request a delivery receipt for this message
e Request a read receipt for this message

TIP: Message settings and Voting and Tracking options may be set
globally by selecting Tools, Options from the Main Outlook screen.

NOTE: If you select the global option to receive a response when the message
you sent is opened — you will receive a message back for every message sent.

Delivery Options
Delivery options specify general options for how Outlook will deliver mail.

Replies are automatically sent back to you. However, if you want the replies to this
message sent to another person:

1. Put a check in the box next to Have replies sent to: and type their name or
select their name from the address book (by clicking on Select Names...)

Sent messages are automatically saved in your Sent Items folder. However, if you
want to change where the message is saved:

2. Put a check in the box next to Save sent message to: and Browse... to the
desired folder the message will be saved in.

You may mark this message for future delivery as follows:

1. Place a check in the box next to Do not deliver before:

2. Select a date and time for the message to be sent. The message will be
placed in your Outbox folder until the date and time specified. At that time
your message will automatically be sent and moved from your Outbox folder

to your Sent Items folder.

TIP: You may go to your Outbox folder to “retract” a message before it is sent
if desired and the recipient will never see the message.
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VI. Recall or Replace a Message You've Already Sent

This feature sends a message to the recipient asking for permission to retract the
message. They may accept or decline. If they decline they may read the original
message sent. However, if they accept, the message is recalled or replaced.

You may recall or replace only messages you send to recipients who are logged on and
using Outlook and who have_not read the message or moved the message out of their

Inboxes.
1. Open the message to recall or replace from your Sent Items folder.
2. Click on Actions, Recall This Message.
a. To recall the message, select Delete unread copies of this message.

b. To replace the message with a new one, select Delete unread copies and
replace with a new message.
- o T v .
Recall Inis Messase I\_El
Some recipients may have already read this message.
Message recall can delete or replace copies of this message in
recipient Inboxes, if they have not yet read this message.
Are you sure you want to:
* Delete unread copies of this message
" Delete unread copies and replace with @ new message
[+ Tell me if recall succeeds or fails for each redpient
0K | Cancel
3. To be notified about the success of the recall or replacement for each recipient,
select the checkbox: Tell me if recall succeeds or fails for each
recipient.
4. Click on OK.
5. Close the message window.

BWP Migration to Microsoft Outlook 2002~ Staff Development Unit Page 1 2



VIl. Creating an Appointment on Your Calendar

There are many ways to create an appointment on your calendar. An appointment is a
scheduled/blocked amount of time on your calendar you have scheduled yourself.

1. Click on File, New, Appointment.
2. Fill in the Subject and Location.
3. Select the starting and ending time.

= TIP: Select the All day event option when your appointment lasts the whole

day.
4. The Show time as options specifies how your chow tine o [ -
calendar looks to others by designating the time e LM
i : —————— [ Free =
an appointment takes as Busy, Free, Tentative, Tenkative
or Out of Office. -
5. Click on Save and Close. B Cut of OFfice

&= TIP: You may create an appointment by clicking directly in the calendar on
the date and time desired and typing in your appointment information.

BWP Migration to Microsoft Outlook 2002~ Staff Development Unit Page 1 3



« Calendar , november 02_” 4= outlook:Calendar l (]

Friday, Noverber 02 &l ¢ November 2007 }‘
SMTWTFS

8= 28293031 1[ ] 3
q® 45678 910
- s 111213141516 17
102 JET Data (MDCD Victor 4thFl ConfRm 1) I 1819 20 21 22 23 24
11% | 252627282930 |
2345678
1ZE 0 TaskPad ﬂ
o0 I type your appaintment information directly on the calendar.. .| | Click here to add a new Task
- [ |Electronic Delivery of Service...
2 oo | stack Printing
- []|Mew Proposal for Ticket Han...
0o [ |Fwd: AWARE 'bad news' letters
3= [rsa 113
4%
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VIII. Scheduling a meeting

A meeting is an appointment where you invite people to attend and/or reserve
resources for.

To schedule a meeting:

1. Click on File, New, Meeting Request.

2. To select recipient names from the address book, click the To or Cc button.
For each name entered, click Required, Optional, or Resources. (The
Required and Optional attendees appear in the To box and Resources appear in
the Location box.).

3. To reserve a resource (conference room or state vehicle) type the resource name
and select it from the list by clicking on it once. Then click on the
Resources-> button to add the resource to the box.

w

select Attendees and Resources EE

Showe Mames from the: |GI|:|I:|aI Address List -

Type Mame or Select from List:
MDCD

| Mame Required -= |
& MDCD 7th Floor Comp Train |
& MDCD CASBS Conf Room

MDCD Conf Room A/B |

MDCD Conf Room C Optional -=
MDCD Conf Room D 1
MDCD Conf Room F

Resources -= MDCD Victor 4th Fl MR

& MDCD_MRS_Training_Room

Mew. .. | Properties | Find... | Send Options. ..

oK | Cancel | Help |

Click on OK.

Now click on the Scheduling tab and use the scroll bars to view the
free/busy time for the invitees.

6. Select a time when all invitees are available. You may also use AutoPick
to find the next available free time for all invitees.

The default Show time as option is Busy.

8. Click on Send.

Sl

~
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IX. Canceling a Meeting

You may cancel meetings you have scheduled. To cancel a meeting you have

scheduled, from your Calendar:

1. Open the appointment by double clicking on it.

2. Click on Actions, Cancel Meeting.

Microsoft Outiook

1\ The attendees have not been notified that
=2 this meeting "Monthly Meeting - Elsie/Lori"

has been canceled. Choose one of the

following:

« Send cancellation and delete meeting.

" Delete without sending a cancellation.

o

oK Cancel
3. Select the Send cancellation and delete meeting option to notify all
attendees of the meeting cancellation and to remove it from their calendars.
4. Click on OK.
5. Click on Send to send the cancellation message to all attendees.

BWP Migration to Microsoft Outlook 2002- Staff Development Unit
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X. Making Your Calendar Accessible to Others

1. Right mouse click on the Calendar Icon on the Outlook Bar.
2. Choose Properties.
3. Click on the Permissions tab.
4. With Default highlighted, click on the Permission Level drop-down arrow.
5. Select Reviewer.
6. Click on OK.
20 x]
General I Home Page | Aukoarchive
Adrninistration I Forms Perrmissions I Synchronization
Mame: Fermission Lewvel:
i I
TuserZ (DIT) Reviewer
Tuserl (DIT) Editor
Tuserld (DIT) Edikor
Tuserll (DIT) Edikor
Tuser1Z (DITH Editar |
Add, .. I Remowve | Properkies. .. |
— Permissions
Permission Lewvel: IReviewer ;I
[T Create items [T Folder owner
v Read items I Falder comtack
[T cCreate subfolders [+ Falder wisible
Edit items ————— Delete ikems
£ maone @+ Mone
7 Own 7 Cn
Al onll

| (] 4 I Cancel apply Help

e You may change any of the options listed under each permission level selection.

e If you select Default, this grants everyone in the address book access to your
calendar.

e The default option is perfect for using with resources, such as a conference room
or state car.

e If you wish to allow specific staff access only, please select their name from the
address book and select the appropriate access rights.

NOTE: Remember only Outlook users may view your Outlook calendar.
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Xl. Delegating Permissions to Other Areas of Outlook

Outlook makes it possible for you to allow another person access to your Inbox and any
other Outlook folder you want. This process of granting someone permission to access
your folders, read and create items, and respond to requests is called delegate access.

You must grant these permissions before a delegate (staff member) may access any
folders in your e-mail account.

1. To grant delegate access, click on Tools, Options.
2. Click on the Delegates tab.
3. Click on Add.

options 2| x|

Preferences I Mail Setup I Mail Format I Spelling I Siecuriby | Other  Delegates |

Delegates

others to access wour Folders without also giving them
send-on-behalf-of privileaes, go to the Properties dialog bowx Far each
folder and change the options on the Permissions tab,

g Delegates can send ikems on your behalf, To grant permission bo

fdd...

Remove

PErmissions. ..

il

Propetties, ..

™| send mesting requests and responses only bomy delegates, mak ko
me

(] 4 I Zancel apply
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4. From Address Book, select the staff you wish to delegate access to.

5. Click on OK.

x

Show Mames From the:

IGIu:uI:uaI Address List j

Type Mame or Select Frarm Lisk:

Add Users

I Tarne
31 041 307-DEQ-Grand Rapids-149Y

® 1033

& 1570 ensusGroup

& 15700ATA

& 2007PRC, DNR.

& 21stCentury
4C0LD, 505 Help

.4|'\I\.Jl'r Lt ol N Y N

Propetties | Find... |

& 071107-MDOT-Transpo-Club-

pad -> | N

o ¥

(0] | Cancel | Help |

o

Select the folder/area of Outlook you wish to provide access rights to.

7. Select the level of access for each Outlook folder.

The options are:

e None
e Reviewer (can read
items)

e Author (can read
and create items)

e Editor (can read,
create, and modify
items)

BWP Migration to Microsoft Outlook 2002-

Delegate Permissions: Brzezinski, Paula 2=l

— This delegate has the following permissions

Lot s ETO P ditor (can read, create, and modify ibems)

¥ Delegate receives copies of meeting-related messages senk ko me

Tasks IEI:IitDr {can read, create, and modify ikems) j

Inbox INone j

Conkacts INune j

Makes INune j

Journal IN.:.ne j

[~ automnatically send a message to delegate summarizing these permissions

[ Delegate can see my private ikems

Ok I Cancel
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8. Select Automatically send a message to delegate summarizing these
permissions.
9. Click on OK.

NOTE: This process needs to be completed for each staff member you are granting
access.

XIl. Proxying to Another User’s Calendar

1. Click on File, Open, Other User’s Folder.
2. Type their name or use the address book to find their name by clicking on
Name.
Ppen Other Users Eolder E]
MName. .. |Clark Vicki (DLEG 0K |
Folder: |Calendar j Cancel |
Contacts
Inbox
Journal
Motes
Tasks
3. Select Calendar from the Folder drop-down list.

4. Click on OK.

NOTE: The other person must first give you access rights for you to proxy into
their calendar.

e TIP: Once you have performed this procedure, the person’s name remains listed
for future use by clicking File, Open.

Selected Items Ctrl+0
Other User's Folder...

Outlook Data File...

1 Clark, Vicki (DLEG) (Contacts)

2 MRS State Car 3 (Calendar)

3 Shuler, Kristen (DLEG) (Inbox)

4 Shuler, Kristen (DLEG) (Calendar)

5 AWARE-Support-Center (Inbox)

6 AWARE-Support-Center (Calendar)

7 MDCD Victor 4th FI MRS Exec Conf Room (Calendar)
8 Shader-Patterson, Lori (DLEG) (Calendar)

9 MDCD Conf Room A/B (Calendar)

10 Duell, Elsie (DLEG) (Contacts)
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Xlll. Using the Out of Office Assistant

When you're out of the office, use the Out of Office Assistant to manage your Inbox.

DUt or Urrice Assistant E*E
{* I am currently In the Office

" T am currently Qut of the Office
AutoReply only once to each sender with the following text:

I'm gone till next Friday December 31, 2007,

These rules will be applied to incoming messages while you are out of the office;

Status Conditions Actions

sl
[E20

Add Rule... | i ¥ Show rules for all profiles

Ok Cancel I Help |

=

From your Inbox folder, click on Tools, Out of Office Assistant.

Select the option: 1 am currently Out of the Office.

3. Type the message you want to send to others while you are out in the
AutoReply reply only once to each sender with the following text box.

4. Click on OK.

N

When you return and open Outlook, Outlook will automatically display the following
message:

Out Of Office Turned On

Cuk of Office is currently an, ‘Waould vou like to burn ik aff?

Yes Mo |

5. Select the option that fits your current status.

NOTE: Now you don’t have to remember to turn off your out of office rule. The
system automatically lets you know you have one set!
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XIV. Creating Distribution Lists (Personal Groups)

A Distribution List is a collection of contacts. It provides an easy way to send
messages to a group of people.

To create a Distribution List:

1. Click on File, New, Distribution List.

<\Untitled - Distribution st M (=]E3

File Edit View Insert Tools Actions Help -
& Save and Close & B v X @ .

Members ] Motes ]

Mame: |

Select Members. .. | Add Mew...
[ Mame E-mail J

There are no items to show in this view.

=
Cateqgories. .. | Private [
2. Name your distribution List. For example, if the group is all about training
then name the Distribution list Training.
3. Click on Select Members... to open the Address Book and to select the names

of staff you wish to make a member of this Distribution List.

After you have selected the desired names, click OK.

Click on Save and Close. Your new Distribution List will appear in the
Contacts folder.

ok

NOTE: There is no cc option available when sending messages by using a Distribution
List.
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XV. Archiving

Outlook keeps a copy of both created and received e-mail. To keep your mailbox
manageable, you need to save these messages to your computer (they cannot be saved
on a network drive.) You need to create an archive to save e-mail messages that are
important. You also need a way to automatically move these items to an archive
location. AutoArchive takes care of these processes for you.

AutoArchive is on by default and runs automatically at scheduled intervals.

@& TIP: For staff members who utilize two computers will want to select the
options “Do you want to be notified before archiving?” When you are at
your home computer you select ‘yes’. When you are away from your home
computer and the system asks you “Do you to archive now?” select ‘no.’
This will ensure that your archives are located on one computer only.

Old items are those that reach the archiving age you specify, and may include such
things as the original e-mail you received with the goals for a project you've been
assigned to.

After Outlook archives items for the first time, you will access items in the file directly
from Archive Folders in your Outlook Folder List. If you want, you may have
separate archive files for individual folders.

When you open the Archive Folders, you'll see that Outlook maintains your existing
folder structure. AutoArchive is turned on by default. You may change its default
settings as follows:

1. Click on Tools Options, and then click the Other tab.
2. Click AutoArchive.

3. Specify how often to run AutoArchive. We recommend a number less than 60
days.

AutoArchive may do one or both of the following for items in a folder:

e Permanently delete expired items.
e Delete or archive old items to an archive file.
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4. Place a checkmark in the Archive or delete old items.
5. Place a checkmark in Show archive folder in folder list.

AutoArchive

W Run Autodrchive every |25 il days
v Prompt before Auktodechive runs

During Aukodrchive:
| Delete expired items {e-mail Folders anly)
v Archive or delete old items
Iv Shaw archive Folder in Falder list

Default Folder settings For archiving

Clean out items older than |1 ﬂ |M|:|nth5 j

* Move old items ka:

C:Documents and SettingsidodtrainingiLocal 5

" Permanently delete old items

Apply these setkings ko all Falders now |

To specify different archive setkings for any Folder, right-click on
the Folder and choose Properties, then gao ko the Aukofrchive kab,

Retention palicy

@ The netwark administrator has not set rekention policies,

(a4 | Cancel |
6. Select the amount of time you wish to have your items archived. In this
example it is set to one month.
7. Click on Move old items to: The first time AutoArchive runs, Outlook

creates the archive file automatically in the following locations: C:\Documents and
Settings\yourusername\Local Settings\Application Data\Microsoft\Outlook\Archive.pst.
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XVI. Accessing Outlook Via the Internet

To access your Outlook e-mail on the Internet using Outlook Web Access, type in the
following address:

https://owae2k.state.mi.us/exchange

NOTE: It might be a good idea to save this address in your favorites for future use.

When the login screen appears, type in your username and e-mail password.
Your password is the same password you use when logging onto your computer.

The Internet version displays differently then the network version. An Internet packet
is being developed.

XVIl. Other Resources

Internal resources:

Contact Paula Brzezinski at (517) 335-5887 or Mary Luxton at (517) 373-2213 (or via e-
mail) for assistance in using Microsoft Outlook 2002.

External resources:

e If you'd like to try some Microsoft Online Outlook courses, use the following link:
http://office.microsoft.com/en-us/training/CR061832721033.aspx

e If you'd like to view the Outlook 2002 Help and How-to documents, use the
following link: http://office.microsoft.com/en-
us/outlook/FX100647211033.aspx?CTT=96&0rigin=CL100626971033
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