@ BHS Outlook 2003 FAQ

Autofill Names

by Granger Meador

Save time on addressing your messages:

Outlook 2003 remembers the email

addresses you have used recently' So ! Flle Edt Wiew Insett Format  Tools  Actions  Help
when you begin typing a name into =Y VY TN
the TO: box of a new message,
Outlook 2003 will offer up similar To
names you have addressed previously.

meador@meador.arg

McCauley, Chuck <McCauleyCR=
Miller, Larry  =MillerLD =

Bec... Meadar, Granger <Meador, Granger =

HI
o]

If the name you want is highlighted,
hit ENTER or TAB to autofill the name.
If the name is somewhere down in the
list, either click on it or use the down
arrow key to select the one you
want and then hit ENTER or TAB.

i Flle Edit View Insert Format  Tools  Actions  Help

Sy Miller, william <MILLERMA =

If the name you want isn’t shown iizend |l d 6 0 a0 wie] St
but does appear in the district’s doe] Check Names

email directory, type in as much of

the name as seems necessary

FOLLOWED BY A SPACE and then
hit ENTER or TAB. Outlook will s
autofill the name if it finds a match.

Alternately, enter as much 5
of the name as you like

and then click on the ssond il | 6 oo 2 0 )3 8 8 e Ao @ B
Check Names icon. If

. . _T ™ doe, jane

Outlook can identify a

« . . LC... -
uniqgue name, it will be — Check Names X
e nte red for you . Su;je.c;:l' ot Microsoft Office Outlook does not recognize "doe, jane".

; If ywou have used a comma to separate addresses; click Cancel, replace the
commas with semicolons, and then click Send again.
If OutIOOk Cannot |dent|fy Select the address to use:
a unique name, a Check Granger Meador
. . Physice Teacl:\er & B-12 Scien {No Suggestions)

Names dialog box will e
open, offering choices e
such as Show More et amesserpoconor |
Names..., which will open
up the dlStrlCt dlreCtOI’y : [ Show More Mames, .. l [ Mew Contack,,, ]
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, E -
If the_ above met_hOdS aren’t | Advanced E-mail Options ['$_<|
working, they might be T

turned off. Save messages
Save unsent items in:

From the main Outlook 2003 [v] AutoSave unsent every: |3 minutes

v

screen open the Tools menu []1n folders ather than the Inbox, save replies with original message
and select OpthﬂS... [+] 5ave Forwarded messages
wehien new ikems arrive inomy Inbo

On the Preferences tab, click

i i + | Pl d
the E-mail Options button. el

Briefly change the mouse cursor
Show an envelope icon in the notification area

On the E-mail Options Display a Mew Mail Deskkop Alert (default Inbox only)

screen, click on the
Advanced E-mail Options
button... wWhen sending a message

[ Desktop Alert Settings. .. ]

. . Set importance: | Mormal
You will finally see the

. . Set sensitivity: | Mormal
screen shown at right. Click :

until there are check marks [IMessages expire after: dlais
beside the Automatic name [ ]allow comma as address separatar
checking and Suggest [+] Automatic name checking
names while Completing To ’ |% | Delete mestind reausst From Tnhoy when resnondinn
Cc, and Bcc fields options. [+] Suggest names while completing To, Cc, and Bee figlds
1 []Aadd properties to attachments to enable Reply with Changes
9 [ I ] [ Cancel ]
T T T T e e e ———

Address Book

You can always access the R R "
. . . H e | |8 gi=y arma aols CLions =
district-wide address book or e e - E = e =EP

your contacts list by either pidgend |l ) 0 B0 |9¢ e !

clicking on the To... button, or Address Book

the Address Book icon. |
e .
Boc.. ||
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	You can always access the district-wide address book or your

