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3.6  Searching for Specific Messages

2 If you are trying to find a specific message or messages about a specific
B . topic then using the ‘Find’ feature will save you a good deal of time over
Find searching each message. You can also search specific folders, who
sent it, words in the subject or words in the message itself, for messages
received before or after a certain date, by flag, and by whether the message has an
attachment.

T

#= Find Message

File Edit WView Message

Look in: | inbox | Include subfolders

From: | |
You can
To: | | combine any
of these
Subject: | | [ Mew Searl:hj/ L selections
/ with your
Message: | [~ search
criteria.
Received before: ||:| w | [ Imes 35 attau:hAmﬂt-’;/
ATt T S ||:| 4 [ ] Message is flagged

Click on “Find Now” and OE will search for all messages meeting your criteria, then list
them below the Find Message window. To view a message, simply double-click on it.

3.7  Creating Folders

Creating your own folders allows you to organize your email messages. You can add a
new folder at any time by clicking on the folder under which you want the new folder (a
subfolder) to be shown. Messages can be moved from one folder to another by dragging
and dropping with the mouse.

As an illustration, we will create a folder called “Messages from FM”. Since we want it to

be under the Inbox folder, we begin by clicking on the Inbox folder. Then, choose File
(menu item), New, and Folder, as shown below.
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- Dutlook Express
FCM Edit View Tools Message Help

Mews Message

&
; Folder N Contact...
=
[ Import k
Export 3

Switch Identity...
Identities 4

Properties Alt+Enter

Work Offline

Exit

Create Folder

Folder name: oK
~ ) .4

{ Messages from FIM|
Selact the folder in which o creste the new folder

L'S,J Quttook Express i%
| B-€ Local Folders
| @2 Inbox
-4 Outbox
-4 Sent Trems
(3 Deleted Tiems

5B} Drafis

B

Folders X
I‘_;ﬂ Cutlook Express
=] @ Local Folders

@ Outbox

%B Sent Items
& Deleted Items

7B} Drafts

Click on File,
New, Folder to
begin the
process.

Type name of
new folder here.
You may use
spaces and
upper/lower case
letters.

When done
naming the folder
click on “OK” to
create the folder.

ER =1 nbox | The new folder appears in
— .
$E Messages from FM the list under Inbox.
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3.7.1 Viewing Folders Besides the Inbox

Click once on the folder name to change to the folder and see a list of messages in it.

If a folder has a ‘+’ sign next to it means there are sub folders. Click on the plus sign to
show the subfolders. When a folder is expanded to show subfolders it will have a ‘- sign
next to it. Click on the minus sign to hide the subfolders.

3.7.2 Moving Messages Between Folders

You can move a message from one folder to another by clicking on the message and
dragging it to the new location.

3.7.3 Sorting Messages in a Folder

In any of the folders — Inbox, Outbox, Sent Items, Deleted Items and Drafts - you can
sort the messages to appear in an order you would like. The default it that the newest
message always appears on the top. As an illustration, suppose you want to see all
messages you sent to Barbara Master. Click on Sent Items (to highlight it) then click
on ‘To’ in order to sort the messages by recipient.

t gl To s Subject Sent Account
@Ann Yablonski How is it going? 11/2/2002 12:37 PM YWestat FOS All
@ﬁ.ugust Schaeffer Test 11/2/2002 12:35PM Westat FOS messages
@ Barbara Master Hello 11/2/2002 12:29 PM Westat FOS to Barbara
@Barbara Master Meeting on Thursday 11/2/2002 12:31PM YWestat FOS Master
@Barbara Master [% Please study the manual 11/2/2002 12:36 PM Westat FOS appear
[PBarbara Siems This is & test 11/2/2002 12:29 PM Westat FOS together.
@ Judy Flowers Meeting on Thursday 11/2/2002 12:32 PM Westat FOS

The messages will appear alphabetically by sender. If you want to reverse the order
click on To again. You can now scroll down to view the messages you sent to a
particular person, which will now all be grouped together. The field by which messages
have been sorted contains an arrow pointing up or down to indicate the direction of the
sort order.

You can sort your messages by any of the fields from the list of messages displayed.
For example, in the Inbox, you can sort by the ! field, which sorts according to priority
that the message was sent, the Paper Clip sign field if you want to easily find messages
that had attachments, the Flag sign field, which sorts by whether the messages have
been flagged, the From field which sorts by the senders’ names, the Subject field,
which sorts alphabetically by subject title, and the Received field which sorts by date the
messages were received (default).
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3.8 Goodies

Outlook Express has many features that you may find useful. This section addresses
two of them. Customizing the layout ‘Main’ Outlook Express view (including adding back
accidently removed pieces) and creating an auto-signature.

3.8.1

Customizing Main View

With so many different ways to set up the ‘Main View’ of Outlook Express it is quite
possible that you would prefer the layout be different. This section will explain how to
change the layout of Outlook Express’ ‘Main View'.

First, what are the options? The different elements of the ‘Main View’ that you can have

shown or hidden are:

¥ Inbox - Outlook Fxpress

¢ File  Edt  Wiew Tools Message Help

SE Email testing

'D'Ei.éted Ite... \
L Folder List
RE \ Outlook Bar

ﬁ:aﬁs'i} ]
Contacts

| Contacts

_FIBARBARA MASTER

L FIBEY WASON

[ FIBILL FRASER.

[ BIBONNIE LEWIN

[FIBRENDA ENMIS

[HIBRENDA HIGGS

[FIBRIDGET KENAH

[ PICALLIE GILBERTI

[LFICAROLYN ESTES
EICATHY DINAMATA

=] == A
S & “8 = >< ==\ A% L7 .= Menu Bar
Create Mail Reply Reply all Forward Prrint Delete SendfRecy Addresses Find
| iews | Show B Messsages o] -+ Views Bar
FInbox Folder Bar
" Folders T @ % From Subject Reczived
Inbox (1] == a
{ 551 Outlook Express 1] [ NAERPOC Data Collzction Issue: 60301 4834790 (Mame of Sc...  &/7 118 PM
; =0 Local Folders a (@ Dward Moare File to update &1/2005 3144 PM
& Inbox (1) EADward Moore Laptops and IceWarp 10/26,/2005 9%2...
Outbox @ outbax
@ Sent Ttems
{7 Deleted Items (31) [%
AL 5B} Drafts (1)
‘Sent ltems =R

From: NAEPQC To: Harlanluxenberg@naepmail westat.com Cc: FIELDMAMAGER@NAEPMAIL, COM; FIELDDIRECTOR@NAEPMAIL COM /
Subject: Data Collection [ssue: B_0301 4834790 (Mame of School) f

~

Dear 3UPERVIZOR. MAME:

This 13 a computer-generated email resulting from data quality checls
that have been conducted on Admmstraten Schedule data recewved from
Pearson. The attached file shows the issueds) with this school's

student data. 4'___________--- Preview Pane

The data are recetved from Pearson once a week. Ifthere are issues
with data from other scheools, an email message will be sent regardng
each school

Preview Pane Header

3 messagefs), 1 unread

—_——

g Slart

g Working Criline

C 10:48 AM

option is.

*IMPORTANT* When you open up Outlook Express for the first time the Outlook Bar
and Views Bar will NOT be visible. They are visible in this image to show you what each
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If you wish to customize the layout of the ‘Main View’ then you need to:

Step 1
¥4 Inbox - Qit'=nl Express
Click on the ‘View’ tab, scroll down and click on ‘Layout’ |: rie EdtlBI0H Frocls  Message  Help
2 7 Frent Wiew 4
: JJ Sork By g
: Create Mail Columns... 3
F_Qldgrs Texk Size v |
3 Cutlook Ex{  Encoding L4
B9 Local i N
2 Int Mes:t 4
Doul Gororolder.. iy
S Ser
@ De,
f\"ﬂ D
1 : Es
@ Em  Refresh F5
Step 2

= Window Layout Properties

Select which of the elements you wish to

remove or add. A

Basic

o] i = I h hid ts of Outlook E to best suit

When you have finished making your yout neads. Chack the companss below (o view them,
selection click on ‘OK’. The box will close MlContacte [ Oubok Bar  []Views Bar
and the ‘Main View’ will refresh to reflect the [l FolderBar  [7] Stetus Bar
changes you decided upon. [ Foider Lt [#] Taokar

Prewview Pane

== Use the preview pane to quickly view a message without
opening a separate window,

Show preview pane
(%) Below messages () Beside messages

Show preview pane header

QK. l I Cancel

3.8.1.1 Where did my Folders/Contact Pane Go?!?!

If you found you have accidentally removed the ‘Contacts’ or ‘Folder List’ from
the ‘Main View’ you can add them back by following the steps in section 3.8.1.
Just makes sure that in Step 2 that there is checkmark in the box next to
‘Contacts’ and ‘Folder List’ (not ‘Folder Bar’ that is a different feature).
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Creating and Using an Auto-Signature

3.8.2

Adding a signature (name and contact
information) to e-mails you send is a useful
tool for providing people with your contact
information, especially if they are away from
their computer and only have a print out of
your e-mail.

Additionally, a well designed auto-signature
helps project the professional demeanor
associated with the NAEP assessment.

Subiject: |

Supervisor Mame

MAEF Representative
naepld01@naepmail westat.com
(555)555-5555

Creating an auto-signature is a very quick process. The steps are:

Step 1

In the Main OE View click
on ‘Tools’ in the menu bar
at the top. Scroll down and
click on ‘Options’.

File Edit  ¥ie

(.

Folders 1
E‘;ﬂ Outlook Express
=¥ Local Folders

& Inbo

G Outhox
S Sent Itg

s 7 N O

{7 Deletedd

¥ Inbox - Outlook ..., >ss

‘ Tools ’
gaf] and Feceive

Essage

Help

Synchronize All

Address Book, ..
Add Sender to Address Book,

Message Rules

Windows Messenger

Cptions, .,

Ctrl+Shift+B

Step 2

In the ‘Options’ window that opens, click on the ‘Signatures’ tab.

 Speling | Secunty
General | Fead |

Fie-:eipts" -_,- Send

Carnection (
Composk |

Signatures

Eeneral

-

Rl 1 ki il

E YWhen starting, go directly bo my ‘Inbox’ folder
E
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Step 3

In the signatures tab, click on the
‘New’ button

Step 4

A new, blank, signature is created
with the defaulted name of
‘Signature #1°. If you would like to
change this click on the rename
button (circled), though you do not
need to rename it.

| Gpeling | Seewity |
| General | Read | Receipts

i|- Send

Cornection | h
| Compose | Signatures

M aintenance |

Signature sethings
&®

Signatures -

Edit Signature

%

(] ]’ Cancel ][

Apply ]

¥4 Options

| 5 peﬁng I Security

_ Speling | Secuiy | Comnecon |
| General | Read | Receipts | Send

| Compase | Signatures

Signature settings —

Signatures —

éfé 3 ] &dd signatures to all outgoing messages

Diop't add signatures to f

Aeplies and Fonwards

Signature #1

s

Default signature

o D

:

| Mew

o

Edit Signature

% @) Test

Set as Defaul

OFie |

0K ][ Cahcel ][

Apply
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Step 5

Enter your signature (1) and select
if you want to have the signature
automatically added to all new
messages (2).

Additionally you can decide if you
want your signature added to all the
messages you reply to as well. Itis
recommended, at least at first, that
you do not attach signatures to your
replies to messages as well (make
sure the box next to (3) is checked).
You can always enable this feature
in the future.

| & Options
Spelling I Security I Connection
i ngerql Fiead Fie_c_eipt_s I Send

Signature settings

hrEE

Edit Signature

& 2 d signatures to all outgoing messages

Signature #1 Default signature

[555) 5555555

@ Text [John Doe
1 ] MAEP Representalive

OFile |

PIX

Maintenance

Compose | Signatures |

33 Don't add signatures to Replies and Fonwards
Signal

Mes

Femowve

Fename

Advanced...

Lok J

Cancel ][ Apply ]

That’s it. Your auto-signature will now be automatically attached to every new

message you send out.
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Outlook Express Quick Guide

OVERVIEW

L.

W

Nowk

Open Outlook Experess (OE) by double clicking on
the icon.

Draft all messages

Send all drafted messages and simultaneously
receive all incoming mail.

System disconnects

Read all messages and, if necessary generate replies
Repeat step 2 and 3 if necessary

Close OE

To create a message:

Cl.

C2.

C3.

C4.

Cs.

Ce.

C7.

C8.

Co.

Click Create Mail icon.

Address the message:

e If addressee is in your address list, begin typing
name of person in the field labeled “To:” and the
system will display names that match. Stop
typing when his/her name is displayed.

e If addressee is NOT in your address list, type
his/her complete email address in the field
labeled “To:”

Press Tab key to move to CC field.

If you want to send a copy of this message to
someone in addition to the addressee, follow steps in
number 2; otherwise, press Tab key to move to the
Subject field.

Give the message a subject.
Press Tab key to move to message area.

Type your message including your name at the end
(“sign” the message).

Proofread your message for spelling and grammar.

Click the Send icon to send the message to your

Outbox.

e Spell check will run. If a word is identified as
not being in the dictionary, you will be given an
opportunity to add it to the dictionary or ignore
it.

e GoToSl1

To create additional messages, go through Steps C1 —
C9 for each additional message.

Sending messages:

S1.

S2.

S3.

S4.

S5.

S6.

S7.

S8.

Click the Send/Recv icon.

Select the “service” you want to connect to:

e If you are at home, you can accept the
default “Connect to” setting of “1)Westat”.

e If you are in a hotel/motel, click on the
down arrow button and click on the 8 or 9
prefix option, whichever prefix is needed for
outgoing calls at the hotel/motel you are
staying in.

Press the Tab key to move to the User Name
field.

If your User name (NAEPXXXX) is not
displayed, type it in.

Press the Tab key to move to the Password field.
Type your password very carefully as it is case-
sensitive (it must be typed exactly as it was

given to you).

Make sure that the telephone line is plugged into
the computer.

Click on the Connect button.

To read messages:

Double click on the message information (under
From, Subject, Received) in the list of messages.
Read the message.

To close the message, click once on the red X in
the upper right corner.

To reply to a message:

Open the message by double clicking on it
Click on the Reply icon.

Type your reply and sign the message.
Click the Send icon.

Close Outlook Express by clicking on the red X in the
upper right corner.
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A Word file is available in your ‘NAEP Docs’ folder called “Business Card Template
2008.doc”. The file can be used to create your business cards. This has been set up to
print on the card stock that has been provided to you'.

The file contains a page with 10 cells, each cell representing a business card on the card
stock provided'; each box contains the text that will be printed on a business card form.
Before you print these, you will need to customize your information.

; NAME HERE
N AEP NAEP REPRESENTATIVE

NATIONAL AssessMENT ~ PHONE:

O DA TIONAE NAEP: 800-283-6237
PROGRESS

Address
city state ZIP
FirstLast @NAEPmail.westat.com

To customize the business cards, follow the steps below.
Step 1: Open the file in Word

Locate the file in “NAEP Docs” folder on your desktop and double click on the
file name (Business Card Template 2008.doc) to launch Word and open the file.

Step 2: Updating the Information
The easiest way to update the information will be to use Word’s “Find and Replace”

option to customize every occurrence of each word or phrase for the entire document at
once.

' The card stock for the business cards is Office Depot Ivory Business Cards for inkjet & laser printers. The
box notes that these are the same size as Avery 8376. 10 cards per sheet; SKU # 717-541. If you did not
receive a box or need additional cards, you can purchase a box and include the expense on your time sheet.
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