Outlook Email Tips
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i Saves message to Drafts folder by default.
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In this window, you can add a new contact, Type Mame or Select from Lisk; Showe Mames from the:
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¢z, Check Names. You can type in a partial
name and, as long as there is a match in the Global Address list or any of your Contacts folders, clicking
this button will put the complete address into the message.
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You can either mark a message * Urgent or ¥ Low Priority using the buttons found on the toolbar. Note
This can also be done using the Options screen shown on the first page of this flyer.

This allows you to Flag the message for later follow up.
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After receiving and opening a message, the above toolbar is available. Reply will auto fill in the sender’s
address. Reply to All will auto fill every recipient’s address in the same context the original messages was
addressed (i.e. To: or CC: fields.) Forward allows you to pass the message along to someone not contained in
the original recipient list. Other options are Print, Flag, Move, or Delete the message, change the Font Size
and get Help. The up and down arrows are for reading the preceding or proceeding messages in the list.
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