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'New Profile &f
f@ Create New Profile
|

Profile Name:
Juli
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Add New E-mail Account

Auto Account Setup

Szonntag, Julianna
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E-mail Address: !JSzunntag@wcupa.edu

Clicking Mext will contact your e-mail server and configure your Internet

Example: barbara@contoso.com
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General |
E@The following profiles are set up on this computer:
-

Add... Remove Properties Copy...

When starting Microsoft Office Outlook, use this profile:
" Prompt for a profile to be used
® Always use this profile
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Account Settings

|

Data Files
Outlook Data Files

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendarsl Published Calendars | Address Books

“aAdd... [5F Settings... @ Set as Default X Remove B Cpen

MName Filename Comment

Mailbox - Szonntag, Julia... Not available Default

Select a data file in the list, then click Settings for more details or click Open Folder to display the | . me More.
folder that contains the data file. To move or copy these files, you must first shut down Outlook.

) AB& B #
New Outlook Data File —— u

Types of storage:

iOffice Qutlook Personal Folders File (.pst)
Outlook 97-2002 Personal Folders File (.pst)

Description

Provides more storage capacity for items and folders.
Supports multilingual Unicode data. Mot compatible with
Outlook 97, 98, 2000, and 2002.
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L::" Create or Open QOutlook Data File
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@O'“ « Documents » Exchange » -

By Organize ~ 2 Views - [

|‘¢ | | Search

2|

-
Name

Esvonte Lifiks Date modif.. Type Size Tags
) ). Help Desk Files
K Music ] Calendar 2003
Mare »» “Jjs
“jszonntag
Folders M. ‘jPersonaI Folders(1) |
&Contacts » | "“Jpleonard
ﬁ Desktop =
': Documents
| Access
| backup
| Excel
| . Exchange
L_filelib i
File name: jszonntag.psﬂ -
Save as type: |Personal Folders Files vl
= Hide Folders Tools = [ OK I I Cancel ]
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General

Name:

Filename:

Format:

Comment

Change Password...

C:\Users\751SZONNT AG\Documents\Exchange\jszon

Personal Folders File (97-2002)
Changes the password used to
access the personal folder file

Reduces the size of your personal
folder file

” Cancel ]_ Apply
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Getting Startegy

\=r Tnbox - Microsoft Outlook / @Eﬁ

File Edit View Go Tools Actions Help Type a question for help -
P New v @ 3 X | G Reply =& Reply to All % Forward ;[,,E: & Send/Receive ¥ [ Search address books v @ 5’
[ e @Back @ | H & |9 | B | Messages =N -1 g
- =
Folder List « |< Inbox To-Do Bar » X
All Folders A |||5earch Inbox 2 v‘ X 4 June 2007 »
SuMo TuWe Th Fr Sa
2] All Outlook Items - Arranged By: Date Mewest o op |’: L
= 24 Mailbox - Szonntag, ) - A
i calendar = Tod i DA
= — . siscnc 10 11 12 13 14 15 16
= CLontacts B
PEY I . & Dungee, Treiva 1:00 PM 17 18 19 20 21[22| 23
i y - _ . 24 25 26 27 28 29 30
& Deleted Items (1) RE: Flat screen monitor
[ Drafts =1 David Masur, PennEnvironment Director 12:21 PM o
a e i PR o .10 - 11:
o Lgﬂq T;T::El PennEnvironment : You Helped Save Clean Energy in PA e
('@ Junk E-mail [2] = verizonbillpay@verizon.com 8:32 Al.vj ‘. &
| Notes Thank You for Your Direct Debit Payment g Dr. Smith togorrow at 4:00 )
i) Outbox % katalin.g.abraham@gsk.com 8:21 AM JueSSHENE 1200 Bnd
a ‘B RSS Feeds Fw: They Walk Among Us and Many Work Retail. \
A s Ay Department neeting today at 4:00
li=9 sent tems 2 Yesterday Wed 8:00 AMJ- 8:30 AM
H i1 Sync Issues
£ Conflicts &% Rich Hug Thu 4:43 PM
1A Local Failures - Message from the Superintendent Arranged By: Que Date =
R e & Mozzani, Pamela Thu 3:29 PM [Fype o new tfsk |
""" FW: Important notice of delay regarding your order #34...
=L £ Mozzani, Pamela Thu 1:51 PM 3 Y NoDjte
e RE: Pricing Test 0 i
o Calendar = ; . . . .
Mozzani, Pamela Thu 11:49 AM I 3 oYl s WA | g
CEE RN F. Wpricing | .
~ .
£3 Online with Microsoft Exchange
.0
#
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Folder List

€<

All Folders
2| All Outlook Items

3 %’1 Mailbox - Szonntag, J &

4 calendar
[43 Contacts

14 Cutis Bryan

# (3 Deleted ltems (1)

\_Dﬁ>#$E #e o+

L7 Drafts
# L] Inbox (1)
M Journal

L@ Junk E-mail [2]

= | Motes

3 Outbox
H L) RSS Feeds

[ Sent Items
# jd Sync Issues
# jd Sync Issuesl

M
et

b

& Tasks Yy
H LG Search Folders > °
4 M 2 2+
] Mail > & E#
ﬁ Calendar |:;::> 0 8
=| Contacts |:::>
+
| Folder List :::> %
] Shortcuts > "l
G
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Advanced Options

LB it

General settings

Startup in this folder: | Inbox

Browse...

[#]warn before permanently deleting items

|:| Provide feedback with sound

Show Paste Options buttons

Use Unicode Message Format when saving messages

[ Enable logging (troubleshooting)

Enable InfoPath E-Mail Forms

Sync RSS Feeds to the Commeon Feed List

[ Any RSS Feed item that is updated appears as a new item

Appearance options

Date Mavigator: 8 pt. Segoe UL
When viewing Motes, show time and date
Task working hours per day: 8

Task working hours per week: |40

In all Microsoft Office programs:

[] show Developer tab in the Ribbon

[ show add-in user interface errors

[ Reminder Options... l

[ Custom Forms... l

[ Service Options... l

[ OK ] l Cancel
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Select Folder

—d

Start

in this folder:

ﬁ Calendar
|84 Contacts

sad Cutis Bryan

‘] Deleted Items (1)

L,jj Drafts

=] inbox[&h
ﬁ Journal

@ Junk E-mail [2]

.| Notes
[,._-pi] Outbox
LE) RSS Feeds

= 't':;-ﬁ _Mailbox - Szonntag, Julianna - oK

Cancel
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B inbox - Microsoft Outlook

i Fe Edt View Go Tooks Actions Help

H©) Back @ | 4[4 [ 3} & | outiook:Inbox

: 20t @ Back @ | (A 5 [ ]

| (71| Messages

=]

EEY

égﬂﬂexu '| (3 ‘_‘, P, | & Reply =& Replhy to Al _;Fonjard|ﬁ5end,‘|{egewe v|&)ﬂnd 25

Folder List
All Folders
@ 4 Maibox - Szonntag, Julianr
ﬂ Calendar =R |Q|Size |Fr|:|m | Subject
85| Contact | 969 B Help Desk, Faculty/St... Outlook 2003
@ Deleted Item: =4 969 B Technology Purchase Laptop
t_‘_ﬂ Drafts = - 1 KB Jkszonntag@aol.com
(3 = 3 KB WCU Metworking & Tele... Mew Logon/Email Ac
Journa . :
L_d Junk E-mai =] 1 KB Dunleavy, Kevin RE: Laptops
aJ Motes (=] 9 KB Mustalish, Roger RE: phone change
|:=E Outbox = 0] 51 KB Kris Mack Anti's Bday - one mc
(=} sent Ttems (2@ 28 KB Thomas, Treiva 50 PCs.ds
@ [ sync Issues & 3 KB Wioskowiski, Jason virus alerts
531 Tasks = 20 KB Trish Ennis UHSeNews 58: Dally
:ﬂ Lq SearCh FD|dEr5 =} WA Pnieden Flaanne TR (R R
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O .“'-_lg P \ Untitled - Message (HTML) = | Lot
. Message Insert Options Format Text
& Cut 11 e | eSS || ,..| ﬂ @:\;] @ J@ ﬂ z v 53 Permission ~ ?

¥ High Importance

i [ T S R A == i= i | Address Check || Aftach Aftach Business Calendar Signature | Follow Spelling
To deliver y(-)Ur Format Pairter || . : Book Mames File tem Card * - Up ~ ¥ Low Importance -
message, click on oard Fl Basic Text Names Include Options 3 || Proofing
the send button
age has not been sent.
io,,, Enter email address here
= Enter email address for courtesy copy here
Sen
Subject: Enter an email subject title here
Click on é
these buttons jpe your message here. :
to open your r
address book
and choose
the recipients.
& o+ ) # 9 +
9 +& @ 0 J 8#+
n
#) # # # # 8 Contacts +
.0 8
P8 New
#) w44 8 o 88 @ > + . #
+ /I 8% 0 #+8& + ##) 0
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\\-_:e’)| Contact | Insert

@\H'ﬂﬁé¢_ﬁ];

4

Untitled - Contact

B B

(= | &

Format Text

©

) g Save & New ~ q; 83 Activities %—Lj &9 Assign Task @ v o y ﬁr
&l send - | = -] Certificates | @] Web Page || - = G | I ‘ ) |
Save & 5 E-mail Meetin Call || Business Picture Categorize Follow Spelling || Contact
| Close # Delete ” £ an Fielas || Z e £ Map || Card - . up- B | C o || Motes |
| Actions !I Show _I! Communicate | Options | Pmoﬁng_!!DneNote!
[Full Name.. | | |
Company: | | g
Jab title: | | ]
File as: | E"
Internet
@m0 | |
Display as: | | Nistes
Web page address: | | E'-QT’
IM address: | | “~
Phone numbers ]
[Business... ]E | |
ome ) | |
’Business Fa ]E] | |
[Mobile... =N |
Addresses
Business... E]
This is the mailing
address
Lutte. Nell ] 1323 [ 4
E-mail: Open
ﬂ Brint
= Mack, Kris
( 2% #) # # E-mail: %3 Send as Business Card
# :
Send Full Contact »
# #) 8 Mariadolesch
Create 2
Martin, Donr & Call Contact...
E-mail:
Follow Up 3
Melinda Grak Categorize 3
Meszaros, s X Delete
E-mail: Eﬁ Contact Motes
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9 # # 0 8%
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. a
Options ng
Other | Delegates | Attachment Security & Options
Preferences I Mail Setup | Mail Format | spelling

Message format

. g Choose a format for outgoing mail and change advanced settings.
- Compaose in this message format: [HI'ML =

[ nternetFormat... | [ internatienal Options...

HTML format

Reduce the file size of the message by remaving formatting information
that is not necessary to display the e-mail message

Rely on CS5 for font formatting

[ 5ave smart tags in e-mail

Stationery and Fonts
Iﬁ Use stationery to change your default font and style, change colors, and
‘

add backgrounds to your messages.
Stationery and Fonts...

Signatures
\:_ Create and edit signatures for outgoing messages, replies and forwards,

=

Editor options
j Change the editing settings for e-mail messages.
Editor Options...
i
OK ] ’ Cancel ] [ Apply
L I— S
[ R
Signatures and Stationery i (?] = |
-~ e ey oS S——

E-mail Signature | Personal Stationery

Select signature to edit

Choose default signature

Help Desk - E-mail account: |JSzonmag @wcupa.edu
Juli *
Plain MNew messages: |y

Replies/forwards: [pjajn

EN|E1|EN

Edit signature

@B |?B| B I Type a name for this signature:

— New Signature @lﬂ

|85 Business Card |E %

2 Ander;on Hall
610 436-3350

Email: helpdesk@wcupa edu

v

ok ] |

Cancel
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Signatures and Stationery ‘
- Li | — l—————— 0 v e

E-mail Signature | Personal Stationery

Select signature to edit Choose default signature
Help Desk - E-mail account: |J5mnn1ﬁg @wcupa.edu
Juli
Plain Mew messages: |y

Replies/forwards: |p|ain

-

(oo | [ mew ][ swve ][ mename |
Edit signature
: |Calibri{Eady} Elll :” B 7 U |_El| = = |85 Business Card |E %
Jane Doe -
West Chester University (d
West Chester, PA 19383
\ =
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. Delivery Options include where
Cl|qk onk;[he you want replies sent and choig
options button of delivery dates.
Click on Show Tracking Options gives you the choice of
BBC or Show requesting a delivery and/or read receipt. Using
From if you this option notifies you when your email has beer
would like these delivered and/or read by the recipient.
fields to appear
in the message
header.
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Click double arrows to collapse the pane, click
to close the pane.

X

Monthly calendar, click on the arrows to view

months past or future months.

Appointments and meetings

Flagged e-mail messages

A
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Quick Access Toolbar Tabs

]

NP

Groups
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