Outlook Tip—How to Create a Distribution List in Outlook
from Pegasus

Open Pegasus

File, Enter Offline Mode (so it doesn’t try to connect)
Addresses, Distribution Lists

Select a list, highlight and copy (Cntrl C) your addresses
Paste (Cntrl V) your addresses into Word

Above Edit, select Replace

In the Find What field enter Ap (means paragraph)

In the Replace With field enter ; (semicolon and a space)
Select Replace All, No, Close

Highlight and copy all your addresses

Open Outlook

File, New, select “Distribution List”

At Name: enter in what you want your distribution list called
Above Members, select “Select Members”

At the bottom of the popup window look for “Members->"
Paste your addresses from Word

Delete any extra semicolon at the end of your list

Click OK, Click Save & Close

Create New Mail Message

Click on CC... (this is where you want your distribution list to appear and also where it DOES
NOT list individual addresses)

Click on the down arrow under Address Book

Select Contacts

You should see the name of your distribution list, Double Click on the name
It shows next to the CC...

Click OK

Now you’re ready to type your message.



Outlook Tip—How to Create a Signature in Outlook

First lets set your options in Outlook to Rich Text (Ag Computing recommends Plain Text from
HTML) If Rich Text becomes a problem we’ll deal with it then.

Open Outlook

Tools, Options, click on Mail Format tab

Under Message format click on the Down Arrow

Select Rich Text

In that same window look for

Signatures, click on the Signatures button

Click on New, enter in the name of your signature, OK

Under Choose default signature

- Click down arrow of New Messages to the name of your signature
- Click down arrow of Replies/forwards to the name of your signature
Type in the box below for your signature

(Copy and paste a recommended confidentiality notice.)

When finished, Click on Save, then OK, OK

Signatures and Stationery

E-rnail Signature | Personal Stationery

Select signature ko edit Choose default signature
Debra JRumnford E-mail account: |Microsuft Exchange b |
Mew messages: |Debra 1 Rumfaord w |
Replies/forwards: |Debra 1 RumFard 3 |
[ Delete ] [ Mew ]
Edit signature
|\.-'er|:|ana L | | ] v| B 7 U | Aukamatic R4 | |§| = = | |8:Business Card Eﬂ ?"y

Thank you. ~

Debra J Rumford ="~.~= —
Deslktop Publishing Specialist/Technical Support

School of Family and Consumer Sciences

University of Idaho; Moscow ID 83844-3183

208-885-6547; fax 885-5751

drumford@uidaho.edu; http:/fwww.uidaho.edu/fes
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Confidentiality Motice: This email is intended anly for the use of the individual or entity to which it is addressed and may
contain information that is privileged, confidential and exempt from disclosure under applicable law. If you have received v
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Outlook Tip—Saving Replies with Original Message

If you would like to also be able to save your replies with the original message. Go to Tools, Options,
under Preference Tab, Email, click on Email Options button, under Message handling click on Advanced
Email Options button, under Save Messages (see below) checkmark In folders other than the Inbox, save
replies with original message. Ok, Ok, Apply, Ok.

Move or drag & drop the original message from the Inbox folder into a folder for example
“Communicator.” Open “Communicator” folder and open the original message and reply, you’ll
automatically see a copy of your reply in “Communicator” folder instead of the Sent Items folder.

Advanced E-mail Options

Save messages

AutoSave ikems in: | [EE
.ﬂ.utDSave ikems exvery: |3 minutes

In folders other than the Inbox, save replies with original message -«
Save forwarded messages

Wehen new ikems arrive in my Inbox

Play a sound

Brigfly change the mouse cursar

Show an envelope icon in the notification area
Display a Mew Mail Deskkop Alert (default Inbox anly)

[ Deskiop Alert Setkings. .. ]

When sending a message
Set importance: | Mormal
Set sensitiviky: | Mormal

[ IMessages expire after: daws

Allow comma as address separator

Autamatic name checking

Delete meeting request from Inbox when responding
Suggest names while completing To, Cc, and Bec Figlds
Press CTRLHEMTER to send messages
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Outlook Tip—Comma as an address separator

If you would like to also be able to use comma’s to separate your email addresses in the TO field (not
when creating a distribution list). Go to Tools, Options, under Preference Tab, Email, click on Email
Options button, under Message handling click on Advanced Email Options button, under When Sending
a Message (see below) checkmark Allow comma as address separator. Ok, Ok, Apply, Ok.

Advanced E-mail Options

Save messages
AutoSave items in: | Drafts o

AuboSave ikems every: |3 minukes

In folders ather than the Inbox, save replies with original message
Save forwarded messages

Wihen new items arrive in my Inbo

Flay & sound

Briefly change the mouse cursor

Show an envelope icon in the notification area
Display a Mew Mail Deskkop Alert (defaulk Inbox anly)

[ Deskiop Alert Setkings. ..

when sending a message

Set importance: | Mormal b
Set sensitiviky: | Mormal w
[ |Messages expire after: days

[#lilow comma as address separator <«
Automatic name checking
Delete meeting request from Inbox when responding

Suggest names while completing Ta, Co, and Bee Figlds
Press CTRLHEMTER ko send messages
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