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To Send to an Email address OUTSIDE of DoDDS:
1. Start your message.

2. On the “TO” line, type in the email address (make sure you enter it exactly as written). 

3. Press theTAB key on the keyboard.

4. If the email address is underlined, Outlook recognizes it as a correct email format.  Go ahead and finish your message and send it.  If it does not underline the address, it is not a correct email address and Outlook will not be able to send it (check with the person you got the address from – make sure it is EXACT).

5. Send your message!

Asking for a receipt:
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Start your message, address it, enter the subject, and type any information in the body of the message that you want. 
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Before you send it, click once on the OPTIONS button.

3. The “Message Options” window appears.
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Please refrain from making any changes in the Message Settings.  Marking a message HIGH importance tends to clog up the mail server.

5. Voting and Tracking options:

· Voting buttons can be used to create a message where recipients “vote” and the response is returned to the sender.
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“Tell me when this message has been delivered”: this option notifies you when the message has reached the post office server of the recipient

· “Tell me when this message has been read”: this option notifies you when the message has been opened by the recipient.
6. Delivery Options: Leave as shown unless you get assistance!

7. Click CLOSE.
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Attaching a file to a message:
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Start your message, address it, enter the subject, and type any information in the body of the message that you want.
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Click once on the paperclip button (under the Menu Bar) 
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Click on the arrow after PERSONAL to select the location of where the file is that you want to attach.
4. Find the file that you want to attach. Click on the name of the file once, and click OK.
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You should now see the attached file in the message area of your email.

Sorting inbox messages: 
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Look at the small buttons above the envelopes in your inbox.
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2. These buttons allow you to sort your inbox messages according to:

· ! – this puts all HIGH importance messages sent to you at the top of your inbox.

· Piece of paper – this sorts your messages by icon and groups them 

· Flag – this puts all flagged messages at the top of your inbox

· Paperclip – this puts all messages with attachments at the top of your inbox

3. You can also sort your inbox by who the message is from, the subject, or the date received. To sort by who the message is from (alphabetically), click once on the Heading FROM.  To sort by subject, click on the Heading SUBJECT.  To sort by the date received (chronologically), click on the Heading RECEIVED.  Notice the triangle to the right of the heading you clicked on.  Clicking on this triangle will arrange your messages differently (alphabetically or chronologically).  Click the triangle until you have the view you want.

NOTE:  You can only have your Inbox sorted ONE way at a time.

Creating your own signature to use on messages you send:


1. Click on TOOLS, then click OPTIONS.

2. Click on the MAIL FORMAT tab.

3. Click at the bottom of the box where it says SIGNATURE PICKER.


4. The “Signature Picker” window appears.  If you have already created any signatures, they appear in the window.


5. To create a new signature, click on NEW.

6. Type a “title” for your name (ex: personal, professional, Team Leader, etc).  

7. Click NEXT.

8. Type in what you want for your signature.

9. If you want to change the font, highlight the word(s) first, then click on FONT

10. Make your selection for Font, Font Style, Size, and Color.

11. Click OK.  You’ll now see your signature changed.


12. Click on PARAGRAPH to choose where you want the signature inserted, and whether or not you want a bullet in front of your signature.

13. When you have your signature the way you want it, click the FINISH button at the bottom of the “Edit Signature Button” window.


14. You should now see the SIGNATURE PICKER box with the signature title showing.  Click OK.

15. You should see your signature title showing in the box where it says, “Use This Signature By Default”.  This means that each time you begin a new Outlook message, this signature will automatically be put at the bottom of the message.


16. If you do not want that signature EVERY time, choose <NONE> from the list. 

17. If you want to change the signature that is included in every message by default, click on the down arrow and choose the signature you want.

18. Click APPLY, click OK

19. TO USE THE SIGNATURE: Create a new message – the default signature will appear.  If you chose NONE as the default, click on the “Signature” button in the toolbar.  Click on the signature you want.  It should now appear in the message area.

20. You can create more than one signature – experiment!!

To erase a signature:

1. Click TOOLS, click OPTIONS, click MAIL FORMAT, click SIGNATURE PICKER.
2. Click once on the signature you want to erase – it should now be highlighted.

3. Click on REMOVE, and click YES.
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