Microsoft Web Access Outlook 2003 Mail

Starting Outlook Web Access 2003

In this Microsoft Web Access Outlook 2003 tutorial, we’ll discuss a number of the basic
procedures used in creating, editing, sending and receiving Outlook Web Access 2003 mail
messages. In addition, we’ll also introduce other features essential to managing Outlook Web
Access 2003 mail messages.

Loading Outlook 2003 Web Access Mail

First, you’ll need to be in a browser such as Microsoft Internet Explorer. You can be in
Netscape Communicator, Mozilla, or some other browser, but we have noticed that ONLY
Microsoft Internet Explorer (version 5.1 or higher) allows you to see/use all of the features of
Outlook Web Access 2003. Mac users will notice that several of the features covered in this
tutorial are not available to them. However, the interface for both is very similar.

To access your Outlook web mail here at Hendrix, you’ll need to key in the Hendrix URL in
the Address line:

File Edit ‘iew Favorites Tools  Help
| d‘, A
%] 2] Cu

Address ré_i] hittp: e hendrix eduf

On the lower left corner of the screen, click on Email Web Access as shown here:
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Logging-on to Outlook Web Access Mail

You should see the following dialog box:
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If you are a student: In the Username field, enter 'STUDENTS\yourusername' -- pay
attention to which slash you are using, and replace 'yourusername' with your actual
username. For example, Sally Ann Jones would enter 'STUDENTS\jonessa'. If there is
anything in the 'Domain’ field, delete it. NOTE: the \ used MUST be the back slash found
under the backspace key.

If you are a member of the faculty or staff: In the Username field, enter
'HENDRIX\yourusername' -- pay attention to which slash you are using, and replace
'yourusername' with your actual username. For example, Sally Ann Jones would enter
'HENDRIX\jonessa'. If there is anything in the 'Domain’ field, delete it.

Enter your password in the 'Password' field and click OK. Your inbox will appear.

Left Mouse Button

In this tutorial, whenever we indicate that you need to click a mouse button, it will mean to
click the left mouse button — unless we indicate that you should click the right mouse

button. So, always move the cursor over the “place” we indicate and “click left” unless we
tell you otherwise.

New Look

The first thing you’ll notice, if you have used Outlook Web Access mail previously (any
version), is a whole new visual appearance. You’ll notice that there are more “items” where the
Outlook Bar used to be. You’ll also notice the screen is more colorful. 1f you have never used
Outlook before, this won’t cause any problems as we proceed through this tutorial.



Inbox

This should take you to your Outlook Inbox screen — similar to the one below.
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Janet Steele
Edwards, Amy
Deaner, Jean
Shaffer, Kimberly 'Kim'
April Cheek
MYoung5656@aol.com
Michols, Susan
MYoung5656 @aol.com
L.C. Room/Media Request Proces...
Pike, Scott
Burrowes, Tom
Burrowes, Tom
Cesar Augusto Soto Caballero
Pike, Scott
Teague, Kipp
ejcppl@copper.net

10l Camille Murray
Ramagli, Howard
Sherree Orrick
Murray, Lisa
Keefe, Sharon
Ramagli, Howard
Ryan Farrell
Bertett Silvia
JRTALK2me@aol.com

| subject

RE: Additional Software

Character Question

FW: New Room/Media Request

RE: Gov School

Re: Contact

Re: Blackboard

RE: Elackboard

Re: Blackboard

Mew Room/Media Request

RE: Excel training

RE: Registrant List for Colleges 6-3-04.xls
RE: Registrant List for Colleges 6-3-04.xls
sorry again

Excel training

testing new mail-enabled ITR group
Re: July Mews fm Coppolas
September

Email Update

2003 XP Office Professional
Outlook tutorial?

Donovan Lab & Check-in
Check-in/Start of School

Outlook 2003 Tutorial

RE: Silvia Bertetti

Re: Office tutorials

Thu 8/5/2004 3:05 PM
Thu 8/5/2004 2:33 PM
Thu 8/5/2004 2:02 PM
Thu B/5/2004 12:02 PM
Thu 8/5/2004 11:57 &M
Thu 8/5/2004 11:50 &AM
Thu 8/5/2004 11:45 &AM
Thu 8/5/2004 11:42 AM
Thu 8/5/2004 11:18 AM
Thu 8/5/2004 11:13 AM
Thu 8/5/2004 10:36 &AM
Thu 8/5/2004 10:24 &AM
Thu 8/5/2004 10:14 &AM
Thu 8/5/2004 9:57 AM
Thu 8/5/2004 9:45 AM
Thu 8/5/2004 :07 AM
Thu 8/5/2004 8:22 AM
Wed 8/4/2004 4: 10 PM
Wed 8/4/2004 2:33 FM
Wed 8/4/2004 9:01 AM
Tue 8/3/2004 3:56 PM
Tue 8/3/2004 2:55 PM
Tue B/3/2004 2:25 PM
Tue 8/3/2004 5:39 AM
Mon 8/2/2004 10:53 PM
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We are aware that the Menu screen image, shown above, is extremely small. To assist,

throughout this tutorial, we’ll enlarge different areas as we explain them.

When Outlook web mail appears, you will be in the Inbox where the mail you receive is

located. The screen should look something like this:

The mail messages that you have received are listed in chronological order.

RE: Additional Softwa

re

FW: Mew Room/Media Request

Understanding the above view

Notice in the blue “bar” at the top of the Inbox that it indicates the source (From), the

Items n to 23 of 1022

Thu 8/5/2004 3:05PM
Thu 8/5/2004 2:02 PM

Subject, time and date received (Received), and the size of the e-mail (Size).

Also note, to the left of each e-mail received, that there is an envelope, and maybe a paper
clip. The paper clip indicates that the incoming e-mail contains an attachment (a picture,
another document, etc.)



Different Views in Outlook Web Access 2003
_>
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When you first open Outlook Web Access 2003, your screen g backup
will normally look like the one at the top of Page 3. As 7 Calendar
indicated earlier, this is a much different “look” than previous &3 Contacts
versions of Outlook. We’ll start with the left side of the # {4 Deleted Items (10)
screen and work to the right. On the left side of the screen L) Drafts
you’ll see an image similar to the one on the right. This is L] [EITSE (10)
called the Navigation Pane. You’ll notice in the top area that fﬁ J””L”E" '|
it indicates Folders. Below Folders you will see the > 2 ;';':Efmm
folders you normally see in Outlook Mail. We’ll show you J Outbox
how to change things around in these areas, if you desire to, in f Sennt s
a little while. [ Sync Issues
L‘-}] Tasks
< ¥
SR A ——
Below the Mail area you’ll see a series of Buttons: Inbox, | Inbox
Calendar, Contacts, Tasks, Public Folders, Rules and fﬁ
Options. — -4 Calendar
5| Contacts
If you click on the Calendar button, the Calendar will -
appear on the right side of your screen. The same thing will =
happened when you click Contacts, etc. )} Public Folders
_ o | . Rales
Give this a try. When you are finished, click the Inbox again. 3 -
--| Options
The next logical question is how to change this Navigation : =
Pane so that it looks like you want it to. The upper portion | Folders il
of your Navigation Pane should look similar to the one on = = Murray, Tom
the right, but with your name. [ backup
+H| Calendar
4= Contacts
In the top portion of the Navigation Pane, to the right of Folders, you’ll see an
image of two rotating arrows (like the one on the right). When you move {}

your cursor over the symbol your cursor will change to a little pointy hand

and a Help Text box indicating Update all folders will appear. Anytime you

desire to update your Outlook Web Access 2003, click this button.
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You will also see, in the Folders area a small arrow
pointing up (see arrow image on right). If you move
your cursor over this arrow, the small pointy hand will
appear and it will indicate: Show/Hide Folders. If you
click the up arrow, your folders will disappear, and the
upper portion of the Navigation Pane will be blank. The up
arrow will change to a down arrow. If you desire to see
your folders, click the down arrow.

At the bottom of the Navigation Pane you will see
“buttons” indicating Inbox, Calendar, etc. When you click
these buttons, you will be taken to that feature. So, go ahead
and click the buttons as you desire. When you have explored
a bit, click again on the Inbox button. We’ll come back to
several of the buttons later in the tutorial.

At the very top of this area is a little down arrow with four
dots on either side (like the one below)
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--| Options

If you click on this “bar,” you will see your buttons disappear. This is the Enlarge/Shrink
Buttons Bar. So, you can “hide” your buttons just like you did your Folders. To see the buttons

again, simply click on the bar again and the buttons will re-appear.

Now we’ll concentrate on viewing your e-mail messages.

Different Views in Outlook 2003

You will notice that you can see a small portion of your incoming e-mail in the middle to
right portion of the screen. This is the default view — for Outlook Web Access 2003. There
are several different “ways” to set-up a “view” that you like best. We’ll now show you how to

set up the view that you like the best.



Button Bar at the top of the Inbox (Sent Items, and Folders)
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At the top of the Inbox, you’ll see a button bar that looks like the image above. In about the
middle of the bar, you’ll see a button that looks like two sheets of paper. To the right of that
button is a down-pointing triangle (see arrow above). Move your

cursor over this button and it will indicate: Show/Hide Reading =
Pane. Click on the down triangle and you will then see a drop-down F
menu like the one on the right. You may have a reading pane on the
right side of your screen, at the bottom of your screen, or none at all
(which is the default which now appears)

—

Mail Views

We’ll start with Right. Click as indicated above, and then click on Right (see arrow above).
Microsoft added this view to Outlook Web Access 2003 as another way to read your messages.
You will see the text of a message displayed on the right side of your screen like the image at
the top of the next page.
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Now we’ll repeat what we did on the last page, but place the
reading page on the Bottom.

Items to 25 of 1051
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41 Bentley, Monica RE: VBEA Conference Mon 8/9/2004 3:45 PM 25KB ¥ ~
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Now for the last choice. Repeat what you did on the last page, but
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You choose the Reading Pane that you like the best. You can choose a reading pane for each
mail folder (Inbox, Sent Items, etc.).

Reviewing messages in the Inbox

To view a message, simply double-click quickly on the message and the screen below will
appear.

B Inbox (Messages ~) Items to250f1052 [l 4 [ B
2 X [ [E - 2 ] @ st

¢ 100 rrom [suect reeve .

B  Murray, Tom Test Message Mon 8/9/2004 4:00 PM 7285 K

ﬁ Open
You could also RIGHT click on the message and then 4 Reply
click Open. & Reply toal
- Forward

You will now see a screen similar to the one below.

"aReply |--giReply to all -5 Forward| 5 (%5 |2 X |4 # | @Hep

From: Murray, Tom Sent: Mon 8/9/2004 3;59 FM
Tz Murray, Tom

Cc

Subject: Test Message

Attachments:

This is a test message

This screen is designed to review and respond to mail messages received.

Replying to a message

— Look at the button bar at the top of the
ga Reply ﬁ Reply to all % Forward screen (it will look like the image on the
left). Notice that you can click on Reply,
and, automatically reply to the person
who sent the message, or Reply to All (everyone included in the To: or Cc:). When you click-on
Reply and Reply to All, you will notice that Outlook 2003 “automatically” completes the To:
and/or Cc: in your outgoing message.




You then click in the “white” message area below the To, Cc, Bcc and Subject, and supplement
the original message with any additional comments you desire to make regarding the message.

3 SEE)
5_'|Ser1d§._‘z‘ = | _S v &/ LA ‘”_1 Options. ' & Help
Bt
Subject: RE: Test Message
Marmal % | A |TimesMew Roman % || 12 % é B I U=s = = := %E -gg =
This is the white area where you would t}*& text to respond to a message.
After you have made any comments, you can click the “Send” button and S %end

your Reply will be “mailed.”

Forwarding a message

If you desire to forward a message to someone or others, click on the Forward button (next to
the Reply and Reply to All buttons), then click in the To: or Cc: areas. We will be covering
Address Books and Contacts later in this “tutorial.” At this point, type in the e-mail address or
addresses of those to whom you want to forward the mail message. If you have more than one
address, separate them with a semi-colon (;). You can move down to the Address Book

section if you desire (Page 12).
Envelopes

Now that you have the “feel” for looking at messages in your Inbox, replying to and
forwarding them, please take a moment to look at the “little envelopes” next to each
message. When a message first arrives in your Inbox, and has not been read, you’ll
notice that the envelope is closed.

Once you have read the message, but not replied, the envelope will appear opened.

When you reply to or forward a message in Outlook Web Access 2003, you will
notice, when you view the message again in Inbox or Sent Items, it will now have
a small arrow attached to the envelope by the message. These arrows indicate
that the message has been forwarded or replied to. A purple arrow pointing to
the left indicate you have replied to a message, a blue arrow pointing to the right
indicates that you forwarded that message. The arrows will be the same as on the
Reply, Reply to All, and Forward buttons.

=
=



Deleting unwanted messages

2 X a—

= Nr=;

_:;; Reply _$' Reply to all _._} Forward

If you do not want to keep the message, you can click on the “X” button, in the button bar, to
send the message to a “Deleted Items folder.”

Note: This is NOT the “x” button in the upper right corner of the screen. If you do click-on
the upper right corner X, it will simply close the message and return you to the Inbox, etc.

We’ll discuss this in more detail later in Folders. When you delete a message in the Inbox, it is
sent to the Deleted Items folder to be “really deleted” or “recovered” later.

Moving from message to message in the Inbox

Notice the large blue Up and Down arrows in the button bar below the Menu bar. They are
only visible when you are “in a message.” These allow you to move forward and backward
(Previous Item and Next Item) between messages in the Inbox. Click on these arrows to see
how they work.

| e P

Printing a message

If you desire a “printed copy” of the message you can click-on the Printer in the button bar.

/

=

.-_;.. Reply ,,_-3 Reply to all ,_-L;,, Forward

A really BIG button

On EVERY screen in Outlook Web Access 2003 there is a HELP o

button. Help in Outlook Web Access is really wonderful. Itis like a| HEII:'
having a manual available when you are in the program. It is s
really well written and easy to navigate. Anytime you want help
on anything, click the button to the right. We’ll go into Help in more detail at the end of the
tutorial. There are several areas of Outlook Web Access that are explained so well that we will
not include them in this tutorial, but refer you to Help.
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Creating and sending a new e-mail message

If you are in the Inbox, Sent Items or another folder, and desire to send a new e-mail message
to a person or group of persons click-on the New Mail Message button in the button bar.

# Inbox (Messages ~ )

HdMNew ™ ._%?(._,ar:ﬁq\;

The below screen should appear.

2 Untitled -- Message - Microsoft Internet Explorer
send|(dll |2 F 0 |8 |§ 3 |2 options...| @ Help

Subject:

Attachments:

| Mormal V Al | Times Mew Romanv 12 v A B I UE

m||
1]
Il
I
11
ki
i
1%
i
-
=
=
-

First, click in the area to the right of To:. For now, type in the e-mail address of the person, or
persons, to whom you desire to send this e-mail message. Next, click in the area to the right of
Cc:. Again, type-in the name or names of others whom you would like to receive copies of this
message. If you type-in more than one e-mail address, separate the addresses with a semi-
colon (;). If you desire to use the Address Book, move down to the Address Book section (Page
12).

Now click-in the area to the right of Subject:, and type in a subject for your e-mail message if
you desire. You do not need a Subject description if you do not desire one.

Finally, click-in the white area below Subject:, and type in your e-mail message as you would
any memo to someone. You may move around, edit and change your message just like you
would do if you were in a word processor.

When you have completed your e-mail message, click-on the Send button in the
upper left hand corner of the screen.

i —Send

i

Check for new messages

Since you are on a web browser, you’ll need to check B InbOX (Messages )
and see if you have new messages that have arrived
since you began your mail session. To do this, click

the Check for New Messages button at the button T
bar on one of your folder screens (Inbox, etc).
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Quick note on folders

This is simply a quick note to tell you what happens when you send an e-mail message. When a
message is sent, a copy of your e-mail is automatically placed in your Sent Items folder. So,
you can access your sent message (by clicking-on the Sent Items folder — then opening your
message), edit it, and forward it, etc., until you decide to delete it later on. If you desire to keep
the e-mail you will be able to move it to another folder if you desire. We’ll go into detail on all
of this later. For now, just be aware that you have not “lost” your message. You do not need
to “copy yourself” in Outlook unless you want to get an additional copy of your e-mail.

Address Books

When you have clicked on New Message, Reply, Reply to All, or Forward, as indicated on
pages 8 and 9, or created a new e-mail message, page 11, you will see a screen similar to the
one below:

A Untitled - Message - Microsoft Internet Explorer

(—isend |l =3 |2 ¥ 8. % & |2 options...| @ Help

Subject:

If you are Replying or Replying to All on an e-mail message in your Inbox, then the addresses
from that e-mail will automatically appear in the To and Cc areas. If you don’t want to send
the e-mail to some of these addresses, you can simply click-on their name or e-mail address
and tap the Delete key. If you are Forwarding a message from the Inbox or Sending a new e-
mail message, then you can either type-in the address in the To or Cc area, or use the Global
Address List or Contacts Address Book.

To access these address books/lists click-on the To... , Cc..., or Bcc... “buttons” (See
arrows on the picture above). The Find Names — Web Page Dialog - Global Address
List menu box (at the top of the next page) will appear.
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Global Address List

We’ll look at several Address Lists and explain how each is utilized. First, we’ll look at the
Global Address List. WWhen you have clicked on either the To: or Cc: buttons the
below screen will appear:

‘A Find Names -- Web Page Dialog

Find names in: | Global Address List W |
Display name |murray |
Last name: | | First name: | |
Title: | | Alias: | |
Company: | |Degarh'nent: | |
Office: | | City: |
Mame Phone Alias Office Job title #
Murray, April Murray_A
Murray, Christopher 'Chris' MURRAY_C Fresk
Murray, Lewis MURRAY LW Soph
Murray, Lisa Murray_L Tech
Murray, Tom Murray_T Coan
b
¢ *
Add recipient to. .

When you are in the Reply, Reply to All, Forward or create a New e-mail message screen, and
need to add additional e-mail addresses, you can still type in the addresses or use a Global
Address List like the one above.

The Global Address List that you see above is created, and updated, when a person at the
institution/business selects to use Outlook mail. The Information Technology Staff places the
new user in the Global Address List. Thus, this address list is a current list of all Outlook mail
users (and it may also include other users who are not on Outlook — depending on your on
campus/business).

To use this list, simply click in the area to the right of Display name (see two top arrows

above) and type the last name of the person to whom you want to send the e-mail. Then click
the Find button on the right side of the menu screen (see arrow on right above.)
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When you click the Find button, all of the matching last names in your Global Address List
will appear in the lower section of the menu screen (see image on last page).

Select the person to whom you desire to send the message by clicking on their name. It will
be highlighted in blue like the image below.

Mame Phone Alias Office Job title M
Murray, April Murray_A
Murray, Christopher 'Chris' MURRAY _C Fres
Murray, Lewis MURRAY_LW Sopk
Murray, Lisa Murray_L Teck
> Murray, Tom Murray_T Coor.
bt
< >
Add recipient ta... [ To ][ C ][ Boc ] [ Properties... ] [C|DSE]

When you have selected your name (like we did in the image above) you will notice that the
bottom of the menu screen become “active.” You can now use the To, Cc, and Bcc buttons to
add this person to your message. Click the button of your choice and your selected name will be
added to those who will receive the message.

You can continue typing in new names for others in the Global Address List, clicking the Find
button and adding them to your message as indicated above.

When you have all the names you desire, simply click the Close button at the lower right corner
of the menu screen.

Contacts (in older versions of Outlook — Personal Address Book)

How can you create your own “automatic” address list for someone who is not on the
campus/business Outlook 2003 mail system (especially off campus/business addresses)? There
is a feature called Contacts to take care of this. A contact is just what it indicates. You create
your own Contacts (like a personal address book). First we’ll show you how to get to Contacts
and then how to add and delete addresses.
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When you click-on the To..., Cc..., or Bcc... buttons (Page 12) the Find Names — Web Page
Dialog menu screen appears. In the upper right corner of the Find Names in:, you will see
an area that indicates that this is the Global Address List. To the right of the title is a small
down arrow. Click on the down arrow and a menu screen similar to the one below appears.

‘2 Find Names -- Web Page Dialog

Find names in: | Global Address List w

Bl Global Address List
Last name: | First name: | |

Now, click on Contacts, and the screen below will appear. You will use this screen, just as you
used the Global Address List screen. In the Display name: area, type the name of the person
who you desire to add to your message, then click the Find button.

2 Find Names -- Web Page Dialog

sl Cnntacis S
Dizplay name |murray
Last name: First name:
L L e —
il S e e e e e Hasd G A e A R R
Office: T —
MName Phone E-mail Office Job tile Company
Murray, Br brai per.net
Murray, Br
Murray, Ke Cmic Corp.com
Murray, Pe pmiL
Murray, Pe pirriL
murraymig rrur 1. mil
Add redpient to... fc Bec Properties

Once your Contacts appear, click the name you desire to add to your message and then click
the To, Cc or Bcc buttons to add them to your message.

15



Adding Names to Contacts (like Personal Address Book in older versions)

There are many ways to add names to Contacts. We’ll show you several of the more popular
procedures. You will also discover other methods, as you become more familiar with Outlook
Web Access 2003.

Adding Names to your Contacts as you receive e-mail in your Inbox

Big Note: Right-click on an e-mail address when you receive a message from

someone when you know that this address is not in your Contacts. When you RIGHT click on
the address, your screen should look like the one below.

‘2 Re: software arriving - Microsoft Internet Explorer

" ZReply -3 Reply to all |\ Forward [( 5§ 3 |} X (& % | @ Hep

From: al Sl bk

To: Murray, Tor_Properties...

e Add To Contacts

Subject: Re: softwar  Add nder to Safe Senders List
Attachments: Add Sender to Blocked Senders List

You know this is a good address, because you received their message! Now, click on the Add to
Contacts choice (like we did in the image above). The Untitled — Contact menu screen (like
the one below) will appear. Notice the person’s e-mail address is already entered.

HSaveandC\usﬁd W >< \i')‘leﬂ @) Help

General I Details ‘

Last Name: ||

First Name: | Business Phone: ‘

Middle Name: | Home Phone: ‘

Job title: |

|

|

Mobile Phone: ‘ |

Company: | |
Fie

Display Mame:
Mailing address [ | |Kﬂran Frase |

e E-mail address: ||nber

| Assistant Phone |+

net |

City: ‘

State/Province: ‘

Postal Code: ‘

Country/Region: ‘

Web page address:

Attachments:

16



Now we’ll look at the Contacts menu screen in more detail. In the upper half of the screen, you
can fill in any information you desire.

2} Untitled -- Contact - Microsoft Internet Explorer

|l save and Close ;=4 [ | % jf')s_'||1_-ﬂ @) Help

General I Detzils |

Last Name: |Bimpster

FirstName:  [yyz1dg : Business Phone: |:
Middle Name: gy | Home Phone: |:
Job title: (Internet wizard | i [
Company: [Bimpster Enterprises | | Assistant Phone v ||

File As: | Last, First v

In the lower half of the screen, you can enter additional information, but especially important is
the e-mail address. It will have been automatically created by your right mouse click. If you
desire to change it, you can do so by editing the Display Name: and E-mail address: areas.

'

Business Address vl
Display Mame: :
Mailing address ] |'v".|'aI|:ID Bimpster
Street: E-mail address:

|I:uimpster@msn ,Com

City: | |
State/Province: | |
Postal Code: | |
Country/Region: | | Web page address:
When you have completed entering the information you desire in the Lﬂ Save and Close

Contacts menu screen, click the Save and Close button in the upper
right hand corner of the screen.

17



Manually adding e-mail address to your Contacts

Many times, friends will write you (the old fashioned way) or call you on the phone and furnish
their e-mail address. There is another way to add their e-mail address to your Contacts.

£i Outlook Web Access

E] Folders A%

4]

= g Murray, Tom
3 badwp
i calendar (1)

A Contacts menu screen similar to the one below will appear.

EConioci- DO

Snew ~ |53 % | O | @hep

In the Navigation Pane —
left side of the screen —
there are two choices to

access Contacts.

Click on Contacts

in the upper Folder
View, or the lower

button view.

| “}Log Off

Abbott, John

E-mail abbott

Abbott, John

E-mail Small@hotshot.com
Account-Update
Adams, John

E-mail jadams@hotmail.com
Adams, Kerry

E-mail kadams
a-kurtg@microsoft.com
Almond, Bob

E-mail ralmond

Almond, Jackie

E-mail Jackie
alouf@sbc.edu

Anderson 'Robert
ASCUE 2002
Banner, Joe

E-mail jbanner
Barber, Gloria

E-mail gbarbe:
beepetel@aol.com
Bennett, Dagrun
E-mail dbennett
bennett@acavax.lynchburg.edu
Benton, Don

E-mail donb

Berger, Joan

E-mail joanber

Bezos, Jeff

& E-mal jeffo
Bill and Melinda Gates
E-mail Eill and Melinda Gates
Bimpster, Waldo Ralph
E-mail bimpster @msn.com
Black, Doug
E-mail dblack:
Bonzo, Brown

E-mail bonzo@aol.com

Home Address 123 Microsoft Street Redmond, WA

98765-0044

Business Address 123 Easy Street Basketvile, HI

22257
Boudreau, Karen
E-mail karen_boudrea

Boyd, John
E-mail johnbd

To create a new contact “manually,” you must first click on the New

button in the upper left hand corner of the Contacts menu screen (see

arrow above).

S=|New ~

An Untitled Contact screen exactly like the one on Pages 16 and 17 will appear. Enter the
Contact information as you desire and then click the Save and Close button. You can view
your Contacts through the above screen by moving your cursor over the Contact and then

clicking the left mouse button twice quickly.
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Note on viewing e-mail addresses

Once you begin using Outlook 2003 Mail, you can check a person’s “information” by right
clicking the mouse on their name in the To or Cc areas. In the pop-up menu that appears,
click on Properties. If they are in your Global Address Book you will “see” how the system
administrator entered the information. If they are in your contacts list, you will see the Contacts
screen similar to the one above. This is very handy if you desire “quick” information about a
person in your system.

Personal Distribution Lists

Now that you have an idea of how to add individual names to Contacts, and are familiar with
the Global Address List, you may want to create a group of addresses to which you
frequently send e-mail. In Outlook Web Access 2003 this is called a Personal Distribution
List. To create a Distribution List, you will follow several steps, similar to those above.

To create a Personal Distribution List you will need to be in Contacts,
Inbox, Sent Items, Deleted Items, or a Folder. You will need to be in a
main screen where you can see the New Button. >

¥ Conta .S (Address

. . . Message
The image on the right is the same for all folders (Inbox, Sent Items, it

2
Contacts, etc). On the right side of the New button you’ll see a g Contuct
downward pointing triangle. Place your cursor on this triangle and & Distribution List
click on it. The drop down menu you see will include Distribution List 3 ek
— click on Distribution List. The Untitled -- Distribution List image G Folder
you see below will appear.

s 5ave and Clcse| x |SJ | &) Help
e ——
Add to Distribution List:
[ Name E-mail address

&] Done B nternet

19



We’ll now look at an enlarged view of the Distribution List menu screen on the last page.

‘A Untitled -- Distribution List - Microsoft Internet Explorer
|l save and Close | % ‘Eil] (@) Help

Add to Distribution List:

| \

B Name E-mail address

3 Untitled -- Distribution List -

In the area to the right of List Name:, type in a name for
your Distribution List (e.g. Lunch Bunch). =

This will display the Find
Names screen.

Notice that this screen looks el N\ ey

almost exactly like the Find Pty AN e

Names screen you used to Office: | | aty:|

address your messages. —
You’” use thls menu screen MName Phone Alias Office Job tite ad
just like you did for adding o e -

names to your To..., Cc... and Murray, Lt MURRAY LW Sop

Bcc... on Pages 12 — 14. Murray, Li Morray_L T

Type in a name that you want
to add to your Distribution List
in the Display name area (see
arrow). Then click the Find
button (see arrow). Select
your name in the lower area

Next, click on the Find Names button.

) Find Names - Web Page Dialog

Lunch Bunch

Add to Distribution List:

Find names in; | Global Address List

Display name |murray

Last name: l_‘

| Firstﬂame:|

)i

| £

| >

Add recipient to... Distribution List

[ Properties. .. ][CIQSE]

and then click the Distribution;-('

List button.
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As you add names to your Distribution List, using the Find Names menu screen, you will see
them added to your Distribution List each time you click the Distribution List button. When you
have added all the names from your Global Address and Contacts list, click the Close button at
the bottom of the Find Names Screen.

Distribution List

Add recipient to...

Properties... ][Clnse] ‘

You should now return to the Distribution List screen. Your screen should look similar to the
one below. You’ll see the name of your Distribution List in the List Name: area (and at the
top of the Distribution List screen) and the names of the Members in the area below.

Save and Close | 7% -‘j & Help

Murray, Tom

|85 Waldo Bimpster

|&5] Waldo Brown (waldo@aol.com)

|85 John Adams (adams@hotmail, com)

[N F T = | unch Bunch
Add to Distribution List:
1 HName E-mail address

murray
bimpster @msn. com

waldo@aol.com

jadams @hotmail. com

To remove members from the list simply click once on the member (see arrow below)
and then click-on the Remove button. You’ll notice that they are removed from your list.

N

~

Hame

Murray, Tom

Waldo Bimpster

Waldo Brown (waldo@aol. com)

John Adams (jadams@hotmail. com})

]

ANl

Remove

E-mail address
murray. t@ynchburg.edu

bimpster @msn.com
waldo@aol.com

jadams @hotmail.com

To add new members, simply repeat the steps on pages 19 to 21.
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The next time you “visit” Contacts, your screen will look something like the one below.
The name will be in bold, and there will be a “teeny” icon of a woman and a man on the right.

FE Contacts (address Cards ~) Items E wogofi162 [ € [ [

| jcole: Knode, Steve

Any time you desire to make changes to this Distribution List, just double-click quickly on
a list and you’ll be taken to that Distribution List screen that you used to create the list.

Sending Messages using your Distribution List

To send a message to everyone on your Distribution List type the name of the Distribution
List (e.g. Lunch Bunch) in the To: or Cc: areas of your message.

Folders

£i- Outlook Web Access

_j Folders |4 .
_ When you first opened Outlook Web Access 2003, the area to
= M”r:”;;mm the left of the screen looked something like the image to the
% czlesgar left. The icons you see take you to different features of
g5 Contacts Outlook (Calendar, etc.) or contain e-mail.
H 4] Deleted Items (10) ) o . .
(33| Drafis The icons we are concerned with in this tutorial are the ones
[ DT (10) that pertain to e-mail and hold messages (e.g. Inbox, Sent
&8l Journal Items, and Deleted Items).
Lg Junk E-mail
J Motes
= Outbox
= Sent Items
B [ 5ync Issues
[&] Tasks

NOTE: When Technical Support staff setup your Outlook and Outlook Web Access 2003
account, they create limits for the amount of mail messages you can have in your Inbox, Sent
Items, and Deleted Items folders. When you get near this limit, you will receive a cautionary
message, indicating that you need to delete messages that are no longer needed.

Frequently, you have certain messages that are related to a topic or group, and you would like to
retain for some period of time, and not have them “count” against your size limit.
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In your Office Outlook account, you are able to create folders which will save messages on your
hard drive (see the appropriate Outlook tutorial on how to do this). However, in Outlook Web
Access 2003, you can only setup folders to your Inbox, Sent Items or Deleted Items folders.

This will allow you to view the messages in both Outlook and Outlook Web Access 2003, but

will count against your capacity limit.

Creating Folders

To create a Folder (which is a part of your Inbox, Sent Items, or Deleted Items, do one of the

following steps.

You can either click the down triangle in the New button,

and then select Folder.

o) I (15)
4 % Update Folder

Lj Open
Open in Mew...

Mew Falder

L E

Or you can RIGHT click the
folder under which you desire
to have your special folder.

# Inbo  (Messages )

24 Message

Eﬁ Appaintment

& Contact

% Distribution List
i‘] Task

Post in This Folder

4 Folder D@"‘“

In either case, when the drop down menu appears, select Folder (see arrows above).

The following Create New Folder screen will
appear:

First, select a logical name for the folder.
For this tutorial we’ll use the title “Cindy’s
Special Items.” Type the name you desire in
the Name: area.

Next, move down the Create New Folder
screen with the elevator arrows (on the right
of the menu screen) until you see: Inbox, Sent
Items, or Deleted Items. Logically, Inbox or
Sent Items would be best, but you can choose
any folder. Click the folder you desire. We
chose Inbox in our image on the right. The
folder will turn blue.

Now, click OK.
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2 Create New Folder - Web Page ... E|

Marme:

|Cindy's Spedal Items |

Folder contains:
fvaittems |4
= = Murray, Tom ~
g badwp
ﬁ Calendar (1)
[&5] Contacts
= @ Deleted Items
LA Drafts
[ T (15)
/ 4@ Journal
@ Junk E-mail [Z]
_| Motes
= Cuthox
[=7 Sent [tems W

—




._] Folders v A ] ]
3 {5 Murray, Tom f  Thiswill p!ace the newly creatgd folder under the_: folder you
Fg backup chose (see image on left). Notice that our folder is “under”
4 Calendar (1) the Inbox. Also, notice that there is now a little minus “ —*
2 Contacts sign to the left of Inbox.
# {5 Deleted Items
[7 Drafts Anytime you see a little plus sign “ + * next to a folder, it
= [ 3 Inbox (16 indicates that there are other folders “below’ the folder.
Ca If you click the plus sign, you will see the folders.
&8 Journal

If you click the minus sign, the folders below the main folder will disappear and a plus sign will
appear. So, you can “show” or “hide” your folders as you choose.

Placing e-mail messages in your created Folders

Moving a single message

To “move” an e-mail message from one folder (Inbox, etc.) to another folder, you simply
click-on the e-mail message you want to move, hold down the left mouse button, and drag the
message to the Folder.

Singleto... RE: ts.exe Wed 8/11...

.. Outlook web ac... Wed 8/11...
Campbe... RE: Rebate Wed 8/11... Z...
Campbe... RE: Rebate Wed 8/11... Z...

= @ Deleted Items
A Drafts
= [ T (13)

3 Cindy's Spedial Items

e

DD PRI E

In the image above, we clicked on the highlighted message, held down the left mouse button,
and dragged the message from the Inbox to the Cindy’s Special Items folder. You will
notice, as you are “dragging” your e-mail message, a small box appears “attached” to the
cursor arrow. The cursor changes to a circle with a line through it (when you are over an
area where you can’t drop your message), and then changes again to the box with the arrow
when you have the cursor over an acceptable Folder. When you have the box symbol over your
Folder, release the left mouse button. This will move the message from one folder to another.
Try this with one of the messages in your Inbox.
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Moving Several Messages

4 e i

& OutlookWebAccess ™ Inbox (Messages +)

] e ENMERIREYE
5 Murray, Tom ' Subject |
Ld i‘;‘:lk”pd . .. Mail Server Anti... Wed 8/11... ;g?/:zgvirs;)l
ﬁ encar .. RE: Outlook we... Wed 8/11... 1... " .
3 Contacts o = messages with
@ f5] Deleted Items : Wed 8/11.. 3 ... this drag
|'_"Z|Draf'ts : Fraser, ... Outlook web ac... Wed 8/11...5... % technique
EREYinboxfesy “& Campbe... RE: Rebate Wed 8/11... 2... 7 '
3 Cindy's Spedal Items -3 ... RE: Rebate Wed 8/11... 2... K3
S8l Journal f& Singleto... RE: ts.exe Wed 8/11...4... ¥
[.@ Junk E-mail [7] 3 TechMet Flash: ... Wed 8/11... 3... [k
_n-_] Notes EE‘; Microsoft Exploring Windo... Wed 8/11... 3... e

To highlight several messages you need to learn a new skill. 1f you hold down one of the Ctrl
keys (at the bottom of the keyboard — one either side of the Space Bar) and then click on several
messages, you’ll notice that as you click each message it is highlighted (like image on above).

When you are ready to move the group of messages you highlighted, simply click on any of the
highlighted messages, and immediately hold down the left mouse button, and then drag all
the messages to the folder where you want the messages. If you click-on one of the messages
and don’t drag the cursor immediately, this will “turn-off” the multiple message selections and

you’ll have to start again. It’s kind of tricky the first time that you try this.

If you ever desire to “turn-off” the multiple highlights, you simply click-on any message and that

will remove the highlights and select the message on which you clicked.

You can still delete the messages when you no longer desire to retain them.

[ Fraser, ... RE: Qutook we... Wed 8/

¥ Follow Up
" Flag Complete
Clear Flag

:~| Mark as Read
<] Mark as Unread

X Delete

hl
Maove fCopy,. to’Folder
fo f Py

po

One more way to move messages — You can RIGHT
click on a message. When the drop down menu
appears, select Move/Copy to folder. When the
Move/Copy menu screen appears, simply click on the
folder to which you desire to move the message and it
will be moved.

There is also a Move/Copy
button in each folder Toolbar
which also works well.
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Moving, Deleting, and Recovering Mail Messages

You should now have a “feel” for Outlook Web Access 2003. Having just completed folders,
you can see that we can move a message from any folder to any folder simply by clicking on it
and dragging the message to another folder.

To delete a message, you have already learned that you can click on the message and then on the
“X” in the button bar (not the X in the upper right hand corner). If you click on the upper
right hand corner X, this will simply close the message and return you to the Inbox, etc.

When you delete an e-mail message in your Inbox, Sent Items, or a Folder, this places the
message in the Deleted Items “trash can.” You can “drag” an item from Deleted Items to any
folder to retrieve it, or use the methods above to recover a message to a folder.

“Really”” Deleting Messages

To “really” delete an e-mail message in the Deleted Items trash can, you can click-on the
message and click-on the “X” button, or tap the Delete key. Outlook Web Access 2003 will
ask you if you “really” want to delete the message. When you say “yes,” it’s gone. To delete
several individual messages at once, click-on the first message, then hold down the Ctrl key,
and while holding down Ctrl, click-on the other items. You will see that they turn “blue,”
indicating that you are “marking” them (just like we covered before). Now click the “X” button
or tap the Delete key.

F o = |sinen - |22
Because you are in a web browser, and not Outlook 3 [ Murray, Tom
on your office computer, you cannot use the Select = backup
all feature to delete everything in your Deleted i calendar (1)
Items folder. However, there is another really nice 83 Contacts
feature in Outlook Web Access 2003 that will allow @ (1
you to delete all the messages in your Deleted (7 Drafts BB Updzt= Folder
Items trashcan. RIGHT click on the Deleted Items [ Inbox (10) Nl
trashcan and a drop down menu will appear (see Jil Journal - == Il
image and arrow on right). Click the Empty ‘ﬂﬂg o EI:M o
Deleted Items selection. ju| Mot=s

[ Cuthox I

A message box will appear asking if you really want to delete all the items. If you do, click
OK.

Microsoft Internet Explorer El

.\;.':/ Are you sure you want to permanently delete all the items and subfolders in the Deleted Items folder?

oK l [ Cancel
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Adding, Sending, Receiving, Viewing, and Saving Attachments

There are many times when you want to send a Word document, Excel spreadsheet,
PowerPoint presentation, picture, or file of some type to someone, or be able to receive one.
Outlook Web Access 2003 makes this relatively simple. The items indicated above are sent as
“attachments” to your e-mail.

When you are sending an e-mail message
and want to “include” an attachment it is | lm
relatively easy. When you are in the
Untitled-Message, the Forward or Reply
screens, you will notice a “paperclip” in the button bar.
Boc...
Text Area - Cursor A
iNl:urmaI V A i'l'lmes Mew Roman

To add a file (attachment) to you message, you Must |
be in the “text” area to do so.

You cannot add an attachment if you are in the To..., Cc..., Bcc..., or Subject areas. You
will see your cursor “flashing” in the text area so you will know you are in the correct area. If
you are in the To..., Cc..., Bcc... or Subject areas, you will not “see” the paperclip clearly.
You will see a definite outline of a paperclip (like the one above) when you are in the text area.

This paperclip is the button that allows you to insert an attachment in your e-mail message.
Go to the place, in your e-mail message, where you want the attachment located (in the
Text Area). Most often, people place attachments at the beginning or end of their messages.

When you are at the point where you want the file (attachment) located, click on the
paperclip. The following Attachments menu screen will appear.

2 Attachments -- Web Page Dialog

Choose a file to attach:
i S Brwse..
When this Attachments | rowse
menu screen appears,
click the Browse Button Attach

on the right side of the
screen (see arrow at
right).

Current file attachments

Close




When you click the Browse button, the following Choose file menu screen will appear.

Look in: 1 i} My Documents :j = =5 E-

| 2 I3 Colligo Received Files Wppay DAV talk.doc

| (=] My Data Sources E:]DDEH; Revenue Analysis Wor
! My Recent My eBooks B pDay Revenue Analysis Wor

Documents IChmMy Library 3] D-Day volunteers.ppt
|
F My Music Epel Invoice.pub
- (C5My Motebook W) directions to lab.doc
Deskdop | )my Notes WFoR. doc
; |ﬂr~"ly Pictures E)hold for label.pub

E‘-'-"-Ilif]ch'.-".' to make a great 2003 Pl
|E|,_:|james monroe positions. doc
lﬂl_jjean suttenfield letter.doc
ﬂ:]literan:y Forum.ppt

__'j IC3My PSP Files
&ll‘v‘ly Webs

lﬂl_j 2002 tax letter.doc

* 1§ ASCUE 2004 presentation.ppt

£ |
_:.JJE 'IEII_:]CD about tutorialz-merge 2003.doc I%]Mailing Label.pub
My Computer W] Chaise letter.doc W) Microsoft Bio one page. doc
ﬂl_]ccullege buys text.doc @_]Mim:usu:uf't bio two page.doc
@ =& >
My Metwork  File name: 1;’-"-.5'3 UE 2004 presentation ppt _‘:j | Operi i
Flaces

Files of type: | & Files (=) | Cancel ]

When this Choose file menu screen appears, choose the location of your file (attachment) on
your computer (A or C drives, etc., or on a network drive) by using the Look in: area (see the
arrow above — we have chosen My Documents on the C: drive). Then choose the file by
clicking on it (we chose a PowerPoint file called ASCUE 2004 presentation.ppt for our
attachment). Click on Open. You will now return to your Attachments menu screen. Your
screen should look similar to the one below. Now click the Attach button (see arrow below).

2 Attachments -- Web Page Dialog

&) Help

Choose a file to attach:

|C: ‘Documents and Settings\MURRAY _T.LOGIMN-DOMAIMMy Documents\ASCLUE 2!:"]1

Add the file to the list

Attach
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When you click Attach, the lower portion of your Attachments menu screen will blink and look
similar to the image below.

Current file attachments
st [¥]: L1 ASCUE 2004 presentation.ppt

’[ Close

In order to “attach” your file to your message you’ll need to tell Outlook Web Access 2003 that
this is the file to attach. You do this by clicking in the little square to the left of your file.
When you do, a small check mark will appear in the box. When your screen looks similar to
the image above, click the Close button.

When you click the Close button, you will return to your message. The Attachments area of
your message should now show your attachment — similar to the image below.

Subject:

Attachments: | _] ASCUE 2004 presentation.pot{ 162KE)

When you or, another person, receives this attachment, all you have to do is double-click on the
attachment and it will load into the proper program! Or, you can RIGHT click the mouse on
the attachment, and a menu will appear. Once you have the document in its normal
“environment,” you can save it, etc. Pretty neat!

Calendar I |
.| Inbox

_>ﬁ Calendar
There is a personal calendar you can use that is included \[E’)
with Outlook Web Access 2003. You can access the & contacts
calendar by clicking-on the calendar icon in Outlook ;ﬂ Tasks
Shortcuts area on the left of your Outlook screen. You can
learn how to use this Calendar by clicking Help.

The Help in Outlook Web Access for Calendar, and all features, is 7 Help
excellent. Calendar Help covers each feature of the Calendar in great hoored

detail.
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Outlook Web Access Options

If you are used to Out of Office Assistant, Signature, and many other features in Outlook, most
of these are now located in the Options menu screen.

_— 1]
- Inbox
If you look at the bottom of the Navigation Pane on the ] calendar
left side of your screen you will see the Options button. &—| Contacts

Click the Options button.

We’ll now review several of the most popular topics in the Options "
menu. Most are self-explanatory, and you can peruse them if you desire. ‘ @l Help
Again the Help feature in Outlook Web Access 2003 is excellent, and

will guide you through each option.

Out of Office Assistant

|7l Save and Close | Close| @) Help If you are going to be away fr_om
your office computer for a period

of time, and you want to leave a
courtesy message for folks to let
- | @ Imaurrentlyin the office them know that you’ll be away,

Y 15 corioatl ok if e you can use the Out of Office
Assistant to do this. To activate
the Out of Office Assistant click-on

t of Office Assistant

AutoReply only once to each sender with the following text:

EI will be away from campus until Thursday, 5 _ A Tools in the Menu bar and then
[August 2004 at a technology conference. Twilbe = . . .
\reading my messages periodically. 3l click-on Out of Office Assistant...

Type the message that you want others to receive when they send you an e-mail message. Then
click in the small circle to the left of I am currently out of the Office. This message will be
sent to each person the first time that they send you an e-mail message telling them that you are
away from the office.

As you change various Options, like the Out of Office Assistant, you’ll need to
click Save and Close button at the top of the Options screen (see arrow above).
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When you return (to your office), and Qut Of Office Turned On
load Outlook, you will see a screen
prompt reminding you that Out of Out of Office is currenty on. Would you like to turn it off?
Office Assistant is active. You can
“turn off” the Assistant when you see
this message.

fes l [ Mo ]

Auto-Signature

There is an Outlook Web Access 2003 feature, which allows you to place a “designed”
signature at the end of your e-mail messages.

Scroll down the Options Menu screen until your screen looks like the image below.

Messaging Options

] Mumber of items to display per page:

After moving or deleting an item: | open the next item bl

Display a notification message when new mail arrives
Play a sound when new mail arrives

Automatically indude my signature on outgoing messages.

H? Edit Signature. .. |

| Ml editor font: | 12 pt. Times New Romen | [ Choose Font...

When the above screen appears click the Edit Signature button (see upper arrow above).

The Signature screen (image on right)

will appear. Type your signature as you Save and Close | Close| @) Help
desire it to look in your messages. Adjust
the Font and Font Size if you wish. ‘Mormal v | A | Arial vl 12 v A

When you have your signature just the
way you want it, click the Save and
Close button at the top of the screen.

Have a wonderful day,

Janet Steele
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Font for your messages

Below the Edit Signature button the menu screen indicates Mail editor font: (see lower arrow
on last page). If you desire a font different from the Arial font default, click the Choose Font
button and select the font you desire.

Other interesting features in Options

As you scroll down the Options screen, you will see that many of the Options that you normally
find in Outlook Mail (Tools — Options) in the Outlook Web Access 2003 Options area. Some of
the more often requested features are here.

Reading Pane Options

Spelling Options

Privacy and Junk E-mail Prevention
Appearance — change the color of your screen
Recover Deleted Items — that you delete-deleted

At your leisure, peruse the various Options. If you have any questions you .
can e-mail the address at the end of this tutorial or refer to the excellent @) Help
Help in Outlook Web Access 2003.

Other neat things in Outlook Web Access 2003

Grouping Messages

Messages

If you desire to group your messages there are two
ways to do this. The first method is to click the
Messages button next to the folder title (Inbox, Sent
Items, etc.) and select the grouping you desire from
the drop down menu list. Your menu should look
like the image on the right. Experiment here as you
like.

Unread Messages
Two-Line View
' By Sender
By Subject
By Conversation Topic
Unread By Conversation Topic

SentTo &

The second method is to _»FI—’-I_’_-—[
; 3 ' - . -
click one of the selections L D g | From Subject | Received /2]

in the button bar above the

messages. When you click any of the selections (From, Subject, Received, !, Attachments, etc.,
the messages will be sorted by your choice. Again, experiment as you desire.
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Multi-colored Flag selection

' | O | 1] | From |Su|::jen:t |F‘.EEEi'u'EL'.| |Size r
#®  Campbe... RE: Rebate Wed 8f11... 3...

In Outlook Web Access 2003
you can mark each message,
individually, as you desire,
with a different colored
importance flag. You can
then view your flags by color
groups.

Red Flag
Blue Flag
Yellow Flag

Orange Flag

—

¥

'?'

'-.rz

% Green Flag
?

% Purple Flag
~

Flag Complete

Clear Flag

In the preview screen, simply RIGHT click on the small “blank™ flag on the right of a
message. A “flag list” will appear as a drop-down menu (image above).

Click the flag color you desire.

Multi-colored flag grouping and Message Order

You can group/arrange your messages by Flag, once you’ve selected flags as indicated above.

* O ¥ From Subject Received | Size

Once you have “colored” your flags, to place them in order, simply click the small flag at the
end of the button bar above the messages (see image above).

Nice features while creating messages — Spell Checking
In Outlook Web Access 2003 you are also able to spell check your messages. In the button bar

at the top of the message there is a Spell Check button. Anytime you desire to spell check your
messages, simply click the Spell Check button.

After you have composed your message, click the Spell Check button (arrow above) and the
Spelling menu screen will open as shown at the top of the next page.
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23 Spelling - Outlook Web Access -- Web Page Dialog

checked.

——]- 5pelling Language:
ol Always check spelling before sending

_.L Check Document ] [ Cancel ]

Select the Spelling Language you desire and then click the Check Document button. An easy to
use Spell Check screen will appear for each misspelled word. When you have completed your
Spell Check, the check screen will close.

HELP

Once again, the Help in Outlook Web Access 2003 is really great and easy -

to understand. Anytime you have a question the Help button is available ‘ LE_;‘,.' Help
on each feature. If you still have a question, please don’t hesitate to

contact the e-mail address below.

Microsoft Office Tutorials
In addition to this tutorial other Office tutorials are available at:
http://www.officetutorials.com

This site is updated frequently with tutorial revisions as well as tutorials from a number of
collegiate institutions. Please feel free to visit and download as you desire.

Tutorial by Tom Murray, Lynchburg College, VA and Karen Fraser, Hendrix College, AR
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