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Detailed Guide to Office 2010 - Outlook

In our day to day activities, we often think of Outlook as just a way to send and receive email, but it is
really so much more. If fully utilized, it can be one of the most important time-management tools in
your arsenal of software.

The purpose of this document is to share in greater detail how Outlook can be used to improve
efficiencies in your day to day routine. By design, this guide can be used as a replacement for the
Windows 7 and Microsoft Office 2010 Quick Start Guide section for “Microsoft Outlook 2010” and the
Outlook-related pieces of “Microsoft Office 2010 — Common Features”. Most of the quick start text is
duplicated in this document, but it does expand upon the discussion of the new and enhanced
functionality, as well as providing tips to make the overall conversion experience more satisfying.

This document can also serve the dual purpose of acting as a FAQ resource. The Table of Contents has
been set up primarily as a “How To”. It is our hope that you will find this document to be a beneficial
learning tool and Help guide, in addition to a useful trouble shooting guide.

Finally, you will also find additional links to Microsoft training or quick reference guides that are not
available in the Quick Start. These links provide you with more in-depth knowledge of the Microsoft
Outlook 2010 than the casual user generally wants to know.

We hope you find this guide to be useful as you dig deeper into the many features and functions of
Outlook 2010.
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Microsoft Outlook 2010

1. Your best first step is to look at the Getting Started video, accessed via the File / Help.
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2. Microsoft Office Backstage (Outlook) — This refers to the tab labeled File on each of your
Microsoft Office products and is basically where you will manage your files, as it primarily contains
most components from the Office 2003 File and Tools menu options. It would be to your advantage
to take a few minutes to become familiar with this screen.
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Outlook 2010:
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3. Ribbons - Ribbons and Backstage replace the functionality of your Outlook 2003 Toolbar selections,
including Menu Bar.

Outlook 2003:

Comparing 2003 menu selections to the 2010 The frequently used functions found in
ribbon selections, you see some duplication in Actions and Go are primarily found on the
names, such as View and Send/Receive. Home ribbon.

[&] inbox - Micr. ¢ Outlook
© Fle  Edit Wiew Go

| i New

Tools

actions

x| i~ Reply @Reply bo All b Forward (=3 | %Send,l‘Regeive - | %‘,}Fi_nd @- | B Typeacontacttofind - | (@) !

Help

Edit functions are found in multiple
ribbons, based on logical groupings.

Outlook 2010:

File (Backstage) & Home Tabs Ribbon tabs, based on functionality
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Adobe PDF

favorite icons on your 2003 toolbar, they can be

Logical grouping name added to your Quick Access Toolbar.

As noted above, the File (Backstage) option contains what you need to manage your Outlook files.

Ribbon Tip: Outlook ribbons will change, based on the functionality being used, just as your menu
options changed in Outlook 2003. Even within the same functional area, such as Mail, the ribbons
will vary, depending on whether you are reading mail, sending mail, or working in your Navigation or
To-Do Bar panes.

4. Quick Access Toolbar — As you review Outlook’s many ribbons, you may find a frequently used
function located on a ribbon other than Home. If it is truly frequently used, you may want to
consider adding it to the Quick Access Toolbar. Your starting point Quick Access Toolbar for your
Outlook Mailbox is as follows:

The default Quick Access Toolbar will include: Send/Receive,
Undo, and Quick Print.

Send /R



To add functions to your Quick Access, use one of the following steps.
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2. Right-click on ribbon; Select “Customize Quick Access Toolbar”




Home Send / Receive
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Key Tips — All you need to remember is to press the ALT key and the keyboard shortcuts will be
displayed.
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Outlook Options & Views

Set up your Outlook Options, as desired, including Signatures.

o9 s Click on the file tab and select Suck fons - __

Options under the Help |28 i —— il
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This includes the “Customize Ribbon” and

] Options
“ . ” .
& et - Quick Access Toolbar” options, as well.

Determine desired setup for each area that you use regularly.

Mail

Setting Inbox View:

Home Send / Receive Folder ! View 1 Adobe PDF

@ (& ﬁ) [¥] Show as Conversations %DE!EECWEIE!!D“S)@EW @IO R @ @ %

+ %) Add Columns

i [ I5] i i
Change View  Reset @Comersation Settings | &l Categories 'r Flag; Start Date Y Flag: Due Date l Navigation Reading To-Do | People | Reminders Openin New Close
View Settings View v ¥=Bpand/Collapse ™ | paner Paner Barv | Paner | Window Window Allltems

| Peaplz Pane| Window |

Current View Conversations ‘ drangement | Layout

Determine how you want your email arranged. (Date
Determine your

(Conversation) is a bit different, but great for keeping track
screen layout.

when multiple emails are needed for a given topic.)




Mail Layout Options:

Send /1
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3

Software Documentation
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Sales Conference Room;

Friday
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Arrange By: Flag: Due |
Type a new task
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Navigation Pane

If the Navigation Pane is activated, it can be
expanded, as shown here...

...or minimized. You can easily expand and

minimize, simply by clicking on the arrow.

When minimized, the pane will allow you to

navigate between your Favorite folders, as well

as select other Outlook functions, such as
Calendars and Tasks.

To-Do Bar

If the To-Do Bar is activated, it can be
expanded, as shown here...

...or minimized. Expand and minimize
simply by clicking the arrow.

Other useful features include:

1.

Calendar display and ability to move between
months using arrows.
Display of upcoming events on your personal

calendar.

Shortcut to add tasks, as well as display of upcoming
tasks.

Ability to adjust display size between events and
tasks. (Click on bar and drag up or down.)
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Normal View versus Reading Pane

Home Send / Receive Folder ~ View  Adobe PDF

>
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i | &
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g
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m” [ sentttems L) _crientation [
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Allfolders are up to date.  [%] Connected to Microsoft Exchange

VMI ”  Win7Conv >  Help et > effTEhE B () 1103AM

Normal vs. Reading View: Switching from the Normal to Reading view will increase the space used

by the Reading pane (if it is turned on) and will minimize the Navigation pane, the To-Do bar, and
the Ribbons.

ITEM EDI-ITEM STYLE COLOR SIZE UNIT-PRICE SELLING-UNIT NEW-STORE

001634393 M4585B5-wl BLACK 060120 00003.61 1
001634641 F20G5B6/1 BLACK 040100 00004.50 2
0018537356 C53001We-K1 WHITE M 00003.06e 1
001853758 C53000We-K1 WHITE M 00003.42 1
002640662 22000We-11 WHITE LARGE 00003, 51 L

»
b 3
=
OP0O120R2.PDF
Size: 2MB v
Last changed: Thursday, February 16, 2012 -
g
[ Message TL|OPO120R2.PDF (2 MB) 2
g
é 5
02/16/12 REINFRO CORPORAZTION PRGE 1
11:02:25 EDI ORDERED SKU BY STORE REFORT

@  See more sbout: VSE@!

All folders are up to date,  [3:] Connected ta Microsoft Exchange

ER
(AR [ P B ™ B VMl ¥ Win7Conv > HelpDesk ” = MyDocuments > « B ()

Attachments: An attachment can be viewed directly in the reading pane. A single click will open

most documents. Some documents, such as PDFs and TXTs will require the extra step of clicking

Preview file, for security reasons.

(Back to Top)
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Calendar

Setting Calendar View:
T T

Home nd / Receive Folder | View Adobe PDF

© Qo E zeoe- |8 | @ 5 8
e & overlay ——
Change View Reset Day | Wark | Week Month Schedule . Color Daily Task Mavigation Reading To-Do People Reminders Openin New Close

View ™ Settings View Week - View 4 Working Hours - List~ Pane~  Pane~ Bar~ Pane ~ Window  Window  All lkems
Current View | Arrangement | Color | Layout | Peaple Pane| ‘Window

These views are much the same as those As with Mail, you have multiple Layout

in vour previous version of Outlook. options, with the same basic functionality.

Working with your calendar:

Contextual Ribbon
| ESEnaar - SharenFipp nGrentro.com T Wherasort Gutia ok

Meeting Series

Send / Receive

Folder View Adobe PDF

[ B [ [ (54 Private
gk |~—-i N . $ ‘E7‘I 83 B show as:
=i - — B7 ¥ High Importance
Cpen Cancel Forward OneMNote | Add or Remove Contact Tracking i@ Reminder 1 Categorize
- Meeting ~ - Attendees Attendees - - - # Low Importance

Actions | Attendees Tags

The Calendar Tools ribbon appears when you are working inside the calendar doing functions
such as scheduling, cancelling, or changing a meeting. Contextual ribbons are a mainstay in
Office 2010 and are easily identified with a colored tab.

Navigation Pane

4 January 2012 |< [

SuMo TuWe Th Fr Sa . .

25 26 27 18 29 30 31 Middle section shows you calendars that you can
1 2 3 4 5 6 7

8 910 11 12 13 14 view. To select, simply click inside the checkbox.

15 16 17 18 19 20 21
22 23 24 25 26 27 28
9 303]1 2 3 ¢

[ Team: Lawson, Cathy %

4 [l Other Calendars i
_IS Calendar (9317) o .
Renfro Conference Ce Individuals with shared calendars can be added to your

Sales Conference Roo

Conference Roor list by clicking on Open Calendars on the Home ribbon

: and selecting either “From Address Book” or “Open
Lawson, Cathy

Marion, Kelly Shared Calendar”. They will appear in the Shared
Cecil, Sherry !
Stonestreet, Bruce Calendar sections.

Schwarz, Lisa
8 Mail
5 catentar |
Contacts

Folder

Send / Receive

5 5 %% R : D28 8 [T

View Adobe PDF

- B
New New

New | Today MNext7 Day | Work | Week Month Schedule Open  Calendar ~ E-mail  Share Publish Calendar

Appointment Meeting Trems * Days +  View | Calendar~ Groups+ Calendar Calendar Online * Permissions
@ Tasks B New | GoTo | Arrange | E From Address Book.. Share | Find
9 January 2012 ) # From Room List...
Folder List Subo TuWe Th Fr Sa 4 v January 30 - February 03, 20 # Fromintemet..
B 25 26 27 28 29 30 31 -
ol [&] ~ 123 4567 30 Riupes 31 Create New Blank Calendar... TR 2
= 8 910 11 1213 14 & Open Shared Calendar... E
Items: 13 | 15 16 17 18 19 20 21 T
— ST DT
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Actions

4 January 2012 ] 3

SuMo TuWe Th Fr Sa
25 26 27 28 29 30 31
1 2 3 45 8 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
930[32] 1 2 3 4

Access to Other Calendars, generally conference

rooms, is driven by your Public Folders Favorites.

> Team: Lawsaon, Cathy
4[] Other Calendars
_IS Calendar (9317)
Renfro Conference Ce
Sales Conference Roo
Conference Room -
4 Shared Calendars
Lawson, Cathy
Marion, Kelly
Cecil, Sherry
Stonestreet, Bruce

Clicking on the Folder List in the Navigation Pane

the bottom of that list to find your Public Folders

Schwarz, Lisa -
(-3 Mai [ Right-click on the chosen room
] cotendar Bl in “All Public Folders” and select
Contacts I “Add to Favorites”: This will
] ek fl automatically make the calendar
] Folder aon | available to you under “Other

Calendars”.

Viewing Multiple Calendars:

will display all of your folders in Outlook. Move to

rew | wolo

4 January 2012 »
SuMo TuWe Th Fr 5a
25 26 27 28 29 30 31
12 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
23031 2 3 ¢

4 Public Folders - SharonFlippin@renfrc e~ i
4 m Favorites
4| _IS Calendar (3317)
@ Conference Room - Main Offici
@ Renfro Conference Center (20 -
£ sales Conference Room (10-12]
4 [ All Public Folders

@ Admin Travel Calendar E
m Campeche UPS Data
g5l Carhartt Show Calendar

E Company Plane
|

R
‘ ¥
[~ Mmail

7] catendar

Contacts

o] Tasks

h Folder List

L] A -

For first time setup, you may want to select the View ribbon. While the Home ribbon has much of what

you may need for setup, the View ribbon does present additional options.

L 4 January 30 - Februa ry 03, 2012 search Renfro Conference Center (20 - O |
" calendar - SharonFlippin@renfro.com X 4 Renfro Conference Center (20 - 60) x
30 Mon 31 Tue 1 Wed 2 Thu 3 Fri 30 Mon 31 Tue 1 Wed 2 Thu = Fri A
' Help Desk Cc
=
gam -
‘Carhartt Star .+ Pre-SOP
Renfro
q 0o Conference
Center
0 Bowman,
Documentatiol
Planning /
Sales Conferen
11 0o Flippin, Shar % VMI End of Ye:
j2em
1 0o
Bruce Case -
meeting
2 0o
3 0o
400 Group meeting
RCC
Tasks: 5 Active tasks, 5 Completed tasks Hoskins, Joh ¢ =

Allfolders areuptodate. @ oniine | DEE O 100% (=
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...overlay, by clicking the arrow here. Note that with the overlay, each calendar is color-coded to

make it easy to determine which appointments belong to which calendars.

4 F January 30 - February 03' 20 Search Calendar (Ctrl=E) P‘
' & Calendar - SharonFlippin@renfro.com X \ % Renfro Conference Center (20 - 60) x "\
‘Carhartt Standing Review Meet 3 | Pre-S0OP
Renfro
g 00 Conference
= Center
Startery Bays FY13 Review; Renf | Bowman,
1090 Software Documentation Cortney
Planning / Strategy Meeting
Sales Conference Room
Flippin, Sharon — -
11% P VMI End of Year
12pm Click to add appointment
1 Lilv]
Bruce Case - meeting
2 Lilv]
3 Lilv]
4 00 Group meeting
Bl
Tasks: 5 Active tasks, 5 Completed tasks L B

All folders are up to date, Connected to Microsoft Exchange ‘ [0 B E O 100% @—U—

There does not appear to be a limit to the number of calendars you can select, but once you select

five, it will automatically revert to the Schedule View, as shown below.

4 » January 30 - Februd ‘Searcn Calendar [Ctrl=E) }Jl
gam | 1000 1100 12 pm IUU 200 300 400
| | | ‘ | | | | | ‘ | | | ‘ |
Tuesday, January 31, 2012
Calendar - SharonFlippi
Calendar - 2011
8 Renfro Conference e
meeting
8 Click to Research JCP Weekly Team
Sales Conference R add = -
appointn Sales Conference Sales Conference Ro
Room Bobbitt, Debbe
-3 _ SBU - Nike PreSOP Kohls PreSOP
Conference Room " Meeti Meeti
Main
Office
[ | Add a Calendar ...
[ u J (]

All falders are up to date. Connected to Microsoft Exchange | [0 B B8 O 100% (——)——

(Back to Top)
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Working with Attachments in Outlook 2010

Because of the enhanced security in the Office 2010 products, you will find that when you open email
attachments in Outlook 2010, they will open in Protected View. In order to change that attachment, you

can click on Enable Editing. Because of the default Protection settings, you will be required to do this
each and every time you open an attachment.

Click here to .
Protected View

enable editing.

. —
|H‘”'E“"§ﬁig};3 @Rﬂ'z!ale =

I Scorecard 06-18-12 (2)xls [Protected View] —_I'v"l'lcrosoft Excer‘

Home Insert Page Layout Formulas Data Review View Develope
0 Protected View  This file originated as an e-mail attachment and might be unsafe. Click for more details. Enable Editing

Q9 - ( | =P9/L9

" Kmart VMI Scorecard 06-18-12.s [Read-Only] [C

— You can now make changes, but note
Review View Developer Acrobat

o that the attachment is in Read-Only
ar Q Percentage - ﬁ‘ ﬁ g 5= Insert © z- %

= F¥ pelete + | [@ mode. You must do a “Save As” in
fé? @- $ v % o '(_-0-8 _if_lﬂ Conditional Format Cell Sort &

Formatting = as Table = Styles = EjFormatv 2 Filter Order to preserve yOUr Changes
it [F} Mumber (] Styles Cells Editi y

If you are not required to make changes to these documents on a regular basis, it is recommended that
you leave this setting at its default. However, if you must frequently open attachments and make
revisions to them, you may find this additional protection to be cumbersome.

How to Disengage Protected View:

If you are only receiving email attachments from sources that you trust, you may opt to turn off the
Protected View. Important: If you receive attachments from non-trusted sources, you may be taking a
risk to turn this off. The intent of the Protected View is to protect you from viruses.

If you have determined that you are not at risk, select “Click for more details” to start the
disengagement process.

| 5~ E:.'-f?% = 3 @Rﬁ'@ 4! 51!@11' =

- —
art VMI Scorecard 06-18-12 (2).xds [Protected View] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer Acrobat
0 Protected View  This file originated as an e-mail attachment and might be unsafe. Click for more details. Enable Editing
Qv - £ | =pgjLo
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This click will take you to T e ——
Y Krnart VMI Scorecard 06-18-12 (2).xls [Protected View] - |
Backstage, where you will

rli,l-'?vrdv}éa'ie

Home Inse

- " -
View Drevd

find a variety of options. To change your Protected

IAUVIBNWeI I  View Settings, click here.
rs\flippins\AppDatat\Local\Microsoft)

IH Save

Save As

E-mail attachment

[ Open
o Close

Protected View
This file criginated as an e-mail a

and might be unsafe,
ou trust the contents of the file, Ti

vy

Enabl
E:i?:in: Protected View Settings

Learn more about Protected View

You should only enable edityg

Rerant

Clicking on “Protected View Settings” will take you into the Trust Center. As the default, all boxes will be
checked on the Protected View input screen.

\ Trusted Publishers

Protected View

Trusted Locations ]
Protected View opens potentially dangerous files, without any security pro Click here ONLY to

to your computer, By disabling Protected View you could be exposing your .
Enable Protected View for files originating from the Internet dlsengage Protected

Trusted Documents

Add-ins Enable Protected View for files located in potentially unsafe logzs View for Outlook
ActiveX Settings [T] Enable Protected View for Qutlook attachments (&) attachments.
Macro Settings Data Execution Prevention

Protected View Enable Data Execution Prevention made ()

Important: Do not uncheck any of the other boxes. This is for your protection.
Characteristics of this change:

1. This process will need to be repeated for each of the Microsoft products, as desired. If you
make the change from an Excel workbook, it will only apply to subsequent Excel workbooks. If
you want to do the same for documents, you can follow the same process using a Word
document that has been opened in Protected View.

2. The opened attachment will still be in read-only mode. (See below for more on working in read-

only mode.)

How to Re-engage Protected View:
If you have disengaged protected view, you traditionally receive attachments from trusted sources.

However, there could be an occasion when you receive an attachment of which you are uncertain. Itis
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always better to be safe than sorry. It is relatively easy to re-engage Protected View BEFORE you open
that attachment.

1. Find an email with an attachment of the same program, i.e. Excel, Word, etc.

2. Select File \ Options \ Trust Center
(" Excel Options - » e X

G 1
enera @ Help keep your documents safe and your computer secure and healthy.

Formulas

Proofing Protecting your privacy

Save Microsoft cares about your privacy. For more information about how Microsoft Excel helps to protect your privacy, please
see the privacy statements.

Language

Show the Microsoft Excel privacy statement
Advanced Office.com privacy statement
Customer Experience Improvement Program

Customize Ribbon

Quick Access Toolbar Security & more

AddIns Learn more about protecting your privacy and security from Office.com.

) )
Trust Center Microsoft Trustworthy Computing

Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your =
computer secure, We recommend that you do not change these settings. Trust Center Settings...

3. This will take you to the Trust Center, as shown here.

Trusted Publishers

Protected View

Trusted Locations . i i . i
Protected View opens potentially dangerous files, without any security promp

to your computer, By disabling Protected View you could be exposing your co
Enable Protected View for files originating from the Internet

Trusted Documents

Add-ins Enable Protected View for files located in potentially unsafe locations

ActiveX Settings [T] Enable Protected View for Outlook attachments (i w
Macro Settings Data Execution Prevention

Protected View Enable Data Execution Prevention mode (i

4. Click OK on each screen. You should now be safe to open that attachment of which you are
unsure. However, to be sure the Protected View is engaged, you may opt to close the ‘safe’
attachment you just changed and reopen it. If you see Protected View at the top, you should be
safe with the questionable attachment.

How to Edit Attachments within the Email Message:
If your business process includes making changes to Outlook attachments and redistributing them

without saving to your Windows Explorer, you will find there is an additional step, due to the added
security in Outlook 2010. The process depends on whether you add the “Edit Message” functionality to
your Quick Access toolbar or not. If you do this frequently, you will find adding the function to your
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Quick Access toolbar will save you a step. In order to add it to the toolbar, you will need to open the
conceptual ribbon, Attachment Tools. The process is as follows:

Adding Edit Message Function to Quick Access Toolbar:

a. Open an email with an attachment and do a single-click on the attachment to highlight it.
Do not open it. This will open the Attachment Tools conceptual ribbon, as shown here.

1. Single-

click on the =y - 2. Right-click on Edit
attachment. ' Message.

107, i
e X .
Open  CQuick Save All Remove Select Copy Show Edit
Print Attachments Attachment All Message Message
[Actions Selection Message | Edit Attachment
File name: Kma I 5corecard 06-18-12.xls

Size: 1 MB
Author:  Bruce Stofestreet
Last changed: Mon@ay, June 18, 2012

b. When the dropdown appears, select “Add to Quick Access Toolbar”. The “Edit Message
function will appear in your Quick Access toolbar.

—
= R S E 3 |= - Attachment Tools mmion—'lhlee]wﬂaﬁons— mmiw
File. Message Adobe PDF Attachments
> =] O EnlEE e
BeR H X 53 e e

Open Quick Save Save All Remove Select  Copy Show Edit Add to Quick Access Toolbar
Print As  Attachments Attachment All Message Message
Actions Selection Message | Edit Attachmer] Customize Quick Access Toolbar..

File name: Threelnvites.docx Show Quick Access Toolbar Below the Ribbon
Size: 17 KB Customize the Ribbon...

Last changed: Friday, June 15, 2012 Minimize the Ribbon

To edit the message using the command on the Quick Access toolbar, employ the following process.

1. Open the email. You must actually open the email. This function will not appear when viewed

in the reading pane.

2. Click on the Edit Message icon. Once you do this, you can open the attachment and it is ready
to be edited.

3. Make your desired change(s) and Save the attachment.

4. To redistribute, you have the option to use one of these two approaches. Your email recipient
will receive a copy of the updated attachment and you will have a copy of the updated

attachment in your Sent folder.

a. Send from Excel using the Save & Send function.
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0. Go back to the original email and “Forward” to the desired party.

p. When you have completed the transmission and attempt to close the email, you will receive the
following prompt.

Microsoft Cutlook u

i h Do you want to save changes?

fYes | [ No ] [Cancel ]

— —

If you select “Yes”, it will save the change you just made to the original email. If you select “No”,
the original email will remain untouched and only the email in your Sent folder will contain the
changes.

To edit the message without the command on the Quick Access toolbar, employ the following process.

1. Open the email and do a single click on the attachment to highlight it. Do NOT open it. Do the
following steps first.

This will open the
Attachment Tools

1. Single-

. conceptual ribbon.
click on the P -
VIWI Scorecard 06-18-12 -

attachment.

x BN aj
Open Quick Save All Remove Select Copy Show Edit

Print Attachments Attachment All Message Message
ions Selection Message | Edit Attachment

2. Select Edit
Message.

File name: Kmart VIilglcorecard 06-13-12.xls
Size: 1 MB

2. Open the attachment and revise, as needed. Save the changes to the attachment. Pick up
at Step 4 above to complete.

Known Issue with Sending Email Directly from a Microsoft File:
If your business process includes making changes to Microsoft Office files, whether it be an Outlook

attachments or a Windows Explorer file, and redistributing them from the open file using the Send &
Send function, there is a potential issue of which you should be aware. While this does appear to occur
in very specific instances, it would be in your best interest to verify your individual results.
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The known exception is if you currently Send & Receive email from your local machine (PC or laptop),

rather than from the Outlook server. It is almost certain that when using the processes above, any text

typed within the body of the note will be stripped out once the message is sent, because of the

enhanced security within Office 2010. The email recipient(s) will receive the note, with only the subject

line and attachment intact.

r
A9 0 - TR Windows7Rollout Plansdsx - Mess
File Message | Inset  Options  FormatText  Review  Adobe PDF
3 & Cut Calibri (Bodh ~ 11 = A" A” | % SSH a‘ﬂ @
“—! 3 cop
Paste B 7 U ®-A- Address Check | Atta
- < Format Painter = - Book Mames | Fil
Clipboard Basic Text Names
From ~ | Flippin, Sharon
=1 To... Flippin, sharon;
Send
| =
Subject: Windows 7 Rollout Plan.xisx
Attached: ] windows 7 Rollout Plan.xlsx 84 KB
T 133G &
= What di
L

=Ny @« v H— 5 Sl Windows 7 Rollol
File Message

i Ionore x —QL _,‘}i] _3 £8l Meeting

&Junkv Delete  Reply Reply Forward E‘d More =
Al

Adobe PDF

(23 Did You Know

& Team E-mail

(4 Reply & Delete
Quick Ste

&
v
¥
Delete Respond

From:

To:

Cc

Subject:
| Message | IZI_]Windows 7 Rollout Plan.xisx (94 KB}

[

What your recipient sees on delivery.

Flippin, Sharon
Flippin, Sharon

‘Windows 7 Rollout Plan.xlsx

IR S-S TR T

There are multiple ways to address this issue, dependent on the location from which the file is being

sent. Below are the most common. Please note that the best known solution is to redirect your

Mailbox back to the Outlook server. You will no longer encounter this security issue and no further

action would be required. However, if you do not consider this a viable solution due to your mailbox

size, the following are possible options to work around the issue, with things to consider in your decision

making process. Remember... These are only needed IF you determine you have this issue.

1.
a.

Enter all necessary communications in the Subject Line.
The Subject Line is limited to a maximum of 255 characters, but anything beyond 200

characters may not be visible to all recipients, depending on their screen size.

Paste

# Format Painte
Clipboard

Basic Text

Basic Text functions, such as Bold and Italics are not available within the Subject Line.

A

w &

Address Check
Book Mames

0 =0 & °

Attach Attach Signature
File Hem+ - 1

Mames Include

From = Flippin, Sharon

To... Flippin, Sharon

Send
PECE
Subject:

Attached:

Instructions: Please review this document and return with comments no later than 12N on 31Aug2012

@_]Email Stripping Issue - Detailed Guide to Outlook 2010.doo (558 KB)

I

3

O O

two ways.

Send these messages in Plain Text, rather than HTML or Rich Text. This can be changed in one of

Temporary Change: Once you have initiated the email from your file, go to the Format Text
ribbon and change the HTML or Rich Text format to Plain Text. Using this process will only
impact the email you are currently in. Your next email will use your default format setting.
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Before
90 = = ]
Message  Insert  Options | FormatText | Review  Adobe PDE With HTML selected,

B oo T — note that you can
Ea Copy Aa Plain Text —
PoS® o Format Painter | AcRichTet | B 4 U sbe X x| - A - s= 8 change Fonts, as well as
Clipboard M | Format | Font | Paragraph

other text formats.

From = Flippin, Sharon

El To.. |F|igg'n, Sharon;
Send
oo ||
Subject: | HTML Format
e ...and your Signature
| format is as you
Staven K. Hippin originally set it.

Software Documentation Specialist
Renfro Corporation
336-719-8368

sharonflippin@renfro.com

After
EE[)= I s : :
Message Insert Options Format Text Review Adobe PDF After se|ECtIng Plaln TeXt’
¥ cut Aa HTML you lose format
Pajte o Format Painter | Ag Rich Text funCtlonallty' (NOte.
Clipboard |  Format | Paragraph Once you have changed
. LS| (I, Sheren it to Plain Text, it cannot
B To.. |F|igﬂ'n Sharon; q .
send = | be changed back within
Subject: |HTML Format that same email
_E"‘f"'f"'f"'?"'f'"?‘"f"".‘"'f"'?"""'f’" instance.)

Sharon K. Flippin
Software Documentation Specialist ...d nd you Iose your
Renfro Corporation
336-719-8368
sharonflippin@renfro.com

Signature format.

“Permanent” Change: If the loss of functionality does not impact you, you may find a more
permanent change to be desirable. This can be done by changing the default setting in File \
Options.

,
oncoomor iy U W WO W
-

Select Mail and change
i | Genera! @ Change the settings for messages you create and receive. 8

HTML or Rich Text to Plain

Calendar Compose messages

I Text here.
Contacts ‘. =% Change the editing settings for messages.
Tasks Compose messages in this format: | HTML ﬂ

.| Motes and Journal

Before making this change, however, you may want to consider the full impact.
a. Loss of all but the very basic style options, i.e. standard fonts only, with no bold, italics, and
highlighting.
b. Inability to insert most items such as pictures, tables, etc.
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3. Do not use the Save & Send option from a Microsoft Office file. Instead, originate your email
message from Outlook and attach the file. This would require you to save the file to either your
local machine or to a network location, select “New E-mail” in Outlook, and then select “Attach
File”.

a. This does take an extra step and, depending on how and where the file is stored, could take
more time as you sift through all files in that location.

Additional Resources

1. The Outlook Quick Reference Card provides you with further details on Outlook 2010.

2. For amore in-depth online training session, go to OQutlook 2010 Training. (40-50 minute session)

(Back to Top)
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http://office2010.microsoft.com/en-us/outlook-help/quick-reference-card-RZ101809884.aspx?lc=en-us&section=11&AxInstalled=1&c=0&mode=print
http://office.microsoft.com/en-us/outlook-help/make-the-switch-to-outlook-2010-RZ101809884.aspx



