Microsoft Outlook: Notes in Outlook
1) Open Microsoft Outlook 
2) Click on the scroll down arrow next to the “New” button
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3) Click on “Note”
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4) When the note page appears it may be very small, click on the corner of the window and drag to a size of your liking.
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5) Then click on the notes icon in the upper left corner of the screen and select “Save as” 
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6) Select an appropriate folder and save your note

Signatures

1) Click on “Tools” then scroll down to “Options” 
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2) Click on the “Mail Format” tab
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3) Click on the “Signatures…” Button
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4) Click on “New” 

[image: image8.png]ure
Favorite Folders e Outlook 2003
(3 1mbox m@microsoft. com]
3 Unwead et t
4 For Folow p
(=) sent Ttems. a
fosoft® Office
A Mail Foders lon of Outlook
2 & persoralFolders & Jesigned to help you
@ Deleted Items lon communications
[ZDrafts b may use your time
S tnbox basily manage the
(g xnkemsi iming e-mail
(3 Outbox
(5] sent Ttems bhat is possible with
together a list of our
Unable o preview selected signature, or no signature selected.
lence - Outlook helps
7 colendar Lip. and find e-mail
than before. The new
— Hre information on the
& cmeotr o Ceones | | o smalir moritors
] Tasks been redesigned to
Lo b and mer e
hg and more time v
T

|





5) In the “Enter a name for your new signature” field create a name for your signature. (ex. Professional, Friends)
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6) Then check wee it says “Start with blank signature” and click “Next”
7) Here you can create a signature and using the “Font, Clear, Paragraph, and Advanced” buttons you can create your signature.
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8) Click “Finished” when done then “OK”

Replying and Replying to all

1) When you receive an Email in out look you can do one of two things.  You can reply to the email using the “Reply” feature or you can use the “Reply to all” feature. 
2) To just reply to the person who sent you the email just click on the “Reply” button on the tool bar. 
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3) Then write your email and send it.

4) If you would like to reply to the person who sent you the email and everyone else who they emailed click on the reply to all button.
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5) Then write your email and send it.

