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E-mail for Groups

Now that you are familiar with the basics of sending and receiving e-mail messages, you might have some questions about how to use e-mail to communicate with groups of people, like research partners, students in your classes, or student groups. This is where the “collaboration” benefits of Outlook really become apparent. This section will discuss different features available for communicating with groups and provide more tips and solutions for avoiding some of the potential stumbling blocks of using e-mail in the classroom.

Creating Profiles

A profile is information that defines how Outlook works, including what locations to deliver your e-mail to and which address book to use. Each computer can have one or more Outlook profiles. If students share a classroom computer, or you share an office computer with a research associate, each user can have their own profile. You can add, view, and change profiles from the Windows desktop. 

To create a profile

1. From the Windows desktop, click Start to display the Start menu. Point to Settings and then click Control Panel.

2. In the Control Panel, double-click Mail to display the default Properties dialog box.

3. On the Services tab, click Show Profiles to display a list of profiles available on the computer. 

4. Click Add to start the Microsoft Outlook Setup Wizard. Follow the steps in the Setup Wizard to create the new profile. If you are not familiar with some of the settings or information the Wizard prompts you for, consult the online Help, your network administrator, or your technology coordinator.

5. You must change Outlook’s options so that it prompts you to choose a profile when it opens. To do this, first open Outlook.

6. Click Tools, and then click Options. 

7. Select the Mail Services tab.

8. In the Startup Services section, select Prompt for a profile to be used, and then click OK.

9. Click File and then click Exit and Log Off to close Outlook. The next time you open Outlook, it will prompt you to choose a profile.

Sending Messages to Groups

Most of the time you will probably be sending e-mail to the same people over and over again, like colleagues, students, and family members. You can keep their e-mail addresses and other information about them such as a street address and personal home page URL in an electronic address book. If you need to send the same message to a group of people, like a class of students or a list of conference participants, you can build a distribution list of addresses. Then when you want to send the group a message, you can just enter the distribution list address instead of having to enter an address for each individual.

Creating a Personal Address Book

Before you can use a Personal Address Book, you must add the Personal Address Book information service to your Outlook profile. On the Tools menu, click Services and then click Add. Select Personal Address Book and click OK. You must close and restart Outlook before you can use the Personal Address Book. There is no Personal Address Book in Internet Only mode.

To add information to the address book
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 on the standard toolbar. The Address Book dialog box opens.

11. In the Show Names from the drop-down box, choose Personal Address Book.

12. Click the New Entry button [image: image2.png]


 on the dialog box’s toolbar.

13. Choose the type of entry you want to create (Microsoft Mail Address, Internet Address, Other Address, etc.) and then click OK.

14. Enter the person’s name and e-mail address in the appropriate fields. 

15. If you want, click the Business, Phone Numbers, or Notes tabs and enter additional information.

16. Click OK to save the information. 

17. Repeat steps 3 through 7 to add more addresses.

18. When finished, close the Address Book dialog box.

Building a Distribution List

If you frequently e-mail information to the same people, you can also build distribution lists. For example, you might build a distribution list of all the students in your class, a list of participants for a conference you are organizing, or a list of other educators with whom you share a research interest. Then, when you need to e-mail something to everyone in the group, such as an assignment, an agenda, or an interesting Web site link, you can choose the distribution list name from your address book instead of each address separately.

To build a distribution list
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. The Address Book dialog box opens. 

20. In the Show Names from the drop-down box, choose Personal Address Book.

21. Click the New Entry button [image: image4.png]


 on the dialog box’s toolbar.

22. Choose Personal Distribution List and then click OK.

23. Click Add/Remove Members. 

24. Select a name that you want to include in your distribution list, and click Members.

25. Repeat step 6 to add other names.

26. Click OK when you are finished.

27. Place the insertion point in the Name box and enter a name for the list.

28. When finished, click OK. The name of the distribution list will be in your Personal Address Book.

Replying to E-mail Messages

When you receive an e-mail message that requires a response, you have several options for replying:

· You can reply only to the person who sent the message.

· You can reply to the sender and all other people mentioned in the To and CC fields.

· You can forward the message to someone who did not receive the message.

To reply to an e-mail message

29. Make sure the message to which you want to reply is open.

30. Do one of the following:

· To reply only to the person who sent the message, click Reply. 

· To reply to all persons mentioned in the To and CC lines, click Reply to All.

· To forward the message to one or more people who did not receive the message, click Forward.

31. When the new message appears, type your reply at the top of the original message or, go to any place in the message where you want to insert a reply and begin typing. You can also edit the original message.

32. When finished, send the message as you normally do.

You can also customize the appearance of replies and forwarded messages. 

To customize the appearance of replies

33. On the Tools menu, click Options. The Options dialog box opens.

34. On the Preferences tab, click E-mail options. The E-mail options dialog box opens.

35. In the When replying to a message list, select the appearance option you prefer.

36. In the When forwarding a message list, select the appearance option you prefer.

37. If you have selected Prefix each line of the original message, you can specify a customized prefix. The default is “<.”

38. If you would like your reply comments marked with text such as your name or initials, select the check box and specify a mark.

39. Click OK to close the E-mail options dialog box and then click OK to close the Options dialog box.

Other Message Options

When sending messages to other people, you have several options for marking the messages. These options include:

· Setting Importance. This helps the recipients of your messages determine when they need to read and/or respond to the message. You can send messages marked as High, Normal, or Low importance. The default is Normal.

· Setting Sensitivity. You can mark a message with one of four sensitivity levels to help the recipient know if the message needs special handling. You can mark messages as Normal, Personal, Private, or Confidential. The default is Normal.

· Using Voting. Incorporate voting buttons into messages you send to students. For example, query students as to whether or not they would like a review session before a test and have them use voting buttons to return answers to you. (Workgroup mode only.)

· Tracking. Ask to be notified when the message has been delivered or when the message has been read. (Workgroup mode only.)

· Choosing Delivery Options. Chose who receives replies to your e-mails (if not you), choose where incoming mail is stored, and other options. (Workgroup mode only.)

To set other message options

Some message options are only available if you are using Outlook with Microsoft Exchange Server (Workgroup mode).

40. Make sure the message for which you want to select options is open.

41. Address and compose the message.

42. On the standard toolbar, click Options. The Message Options dialog box opens.

43. Do any or all of the following: 


44. Click Close to close the Message Options dialog box.

45. Send the message as you normally do.

Message Option Tips

Consider using message options for the following situations:

· Send confidential information such as grade reports with a sensitivity rating (personal, private, or confidential). Many students may share their e-mail accounts with roommates or family members.

· Mark time sensitive announcements with a high importance flag and request that students do the same, so that everyone knows to respond to those messages first. 

Create your own voting buttons for polling students or others. Type the button text in the Using voting buttons field. Type semi-colons between the text for each button. For example, if you are trying to collect student input to plan a service learning activity, you could create buttons that said “Hillview Retirement Center,” “Mountainview School,” and “Edgewood School,” by typing “Hillview Retirement Center; Mountainview School; Edgewood School” in the Using voting buttons field.

· Use Outlook’s feature that automatically tracks responses to voting messages. Open the voting message that you originally sent (probably in your Sent Items folder). Click the Tracking tab to see the reply totals and individual message status.

· Request notification when important messages have been delivered and read. For example, if you send out quizzes or assignments through e-mail, you can verify that students have read the messages.

· If you are collaborating on a project and want replies to your e-mail sent to someone else, use the Have replies sent to option. For example, if you are coordinating a conference but someone else is figuring out the schedule of presenters, you may send out a request for RSVP but want the replies to go directly to your coordinator. Or, you may want requests for information to go directly to a student or research assistant.

· Use delayed delivery to set up ahead of time assignments, study sheets, announcements, or whatever else you want to be sent at a future date. 

· If you are sending time-sensitive messages that become irrelevant after a certain date, set the message to expire.

· For an explanation of Categories and how to use them, see the online Help or ask the Outlook Office Assistant.

Recalling a Message

Every once in a while, do you wish you could just pull something out of the mail before it is read? With e-mail, you can try to recall messages.

To recall a message

46. Open your Sent Items folder (or wherever your sent messages are stored). 

47. Select the message you want to recall and open it.

48. Click Actions and then click Recall this message. The Recall This Message dialog box opens.

49. Select Delete unread copies of this message to recall the message without replacing it. Or, select Delete unread copies and replace with a new message if you want to update the message with a new one.

50. Select Tell me if recall succeeds or fails for each recipient if you want to be notified in your Inbox whether or not the recall has been successful.

Finding a Message

If you are using e-mail with students and others, you might eventually have a lot of messages stored in your folders. When you need to retrieve a saved message and can’t remember exactly where it is, Outlook can search through your messages using keywords to find what you are looking for quickly. For example, if you belong to a discussion group that posts messages about American literature and you remember a message about assignment ideas for teaching Emily Dickinson, you can have Outlook search your saved messages for “Emily Dickinson” to find all messages with those words in the text.

To use the Find button

51. Open the folder containing the message you want Outlook to search for.

52. Click Find on the toolbar, or on the Tools menu, click Find. The Find Messages dialog box opens at the top of the message pane.

53. In the Look for box, enter the word or phrase you want to find.

54. Leave the Search all text in message check box selected, or clear it to search only subject headings.

55. Click Find Now to initiate the search. Any messages with the word or phrase will be displayed in the message pane. If you do not find the message you were looking for, click Advanced Find to add more specific search criteria.

Sorting E-mail with Rules

A rule is a set of conditions and actions for processing and organizing your e-mail messages. Conditions identify messages for processing, and actions determine what kind of processing is performed. For example, you can define a rule that tells Outlook to forward all messages sent to you from students in Biology 101 section 3 to your lab assistants, or create a rule that tells Outlook to put all message with “Homework” in the subject field into a certain folder in your Personal Folders list.

If you receive a large volume of mail from several different groups (personal mail, mail from students, mail from colleagues, even junk mail) you can use the Outlook Rules Wizard to create your own rules to manage your messages automatically.

To create a rule

56. Open Outlook and click the Inbox folder to display its contents. 

57. On the Tools menu, click Rules Wizard. The Rules Wizard dialog box opens.

58. Click New. The Rules Wizard displays a list of the different types of rules you can create along with a description of the rule in the Rule description text box. 

59. Select the type of rule you want to create and click Next. 

60. Select the conditions for the rule as directed by the Rules Wizard and then click Next.

61. Specify the action for the rule as directed by the Rules Wizard and then click Next.

62. Specify any exceptions to the rule as directed by the Rules Wizard and then click Next.

63. Specify a name for the rule and select the Turn on this rule check box to activate it. 

64. Click Finish. The rule is added to the Rules Wizard list.

If at any time you have questions about defining values while creating your rules, ask the Office Assistant. For more information about managing your rules, such as changing the order in which rules are applied and turning rules on and off, consult the online Help or ask the Office Assistant. 


































































































































































































































































































�


If you are using Internet Only Outlook, you create groups instead of distribution lists. On the Tools menu, click Address Book and then click the New Group button to create the group list.
















































































�If you send out a voting message, put “Voting message” or “Open this voting message” in the Subject field. Recipients will only be able to see the voting buttons if they open the message; they will not see them in AutoPreview or Messages view from the Inbox.









































What you will do:�


Create an Outlook user profile�


Create an address book�


Create a distribution list�


Use message options












































Words to know:�


Address book—folder that contains names of contacts with their e-mail addresses and other information.�


Calendar—a component of Outlook to help users plan activities.�


Certificate—a digital identification used to send secure messages by way of the Internet.�


Intranet—an Internet-like environment accessible only within an organization such as a university.�


Rule—a directive for how messages are to be handled by Outlook or Exchange Server.�


Voting—an Outlook for sending a message in which recipients are asked to reply indicating their choice among two or more answers to a question.�
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You can save the address from a received message in your Personal Address Book. Open the message and then right-click the senders name or �e-mail address in the From field. Click Add to Personal Address Book. 
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