Outlook Instructions
New options in our web based email: You can now print your calendar by using the print button when in your calendar. Also, in the options you can now select a new border to place on the top of your online email to give it a more personal look. 
Folder Definitions:

1.  Use the link from your home website or go to www.outlook.com/hardin.kyschools.us  .  Use your email address and regular password to logon from any computer.

2.  All your personal folders will be found under the “inbox” folder.  You may have to click the little arrow next to “inbox” to get the folder to expand.  You can click it again to collapse it back when needed.

3. Any email you begin to type but do not send will be stored in your “drafts” folder.  You can access these and send later or delete them at a later time.

4. Junk email is a standard setting that Microsoft has and will place email in this folder if the sender is not recognized or is flagged for some reason.  Check this folder frequently as “good” emails may end up here.  If a “good” email ends up here, right click on it and choose “junk email” and then choose “Add sender to safe sender’s list” and future emails will arrive in your inbox instead of the junk email folder.

5. The Notes folder is a “sticky note” option for typing notes reminders etc.  Most people don’t use it but its there if you choose to.

6. RSS feeds.  You can subscribe to RSS feeds like news, weather, entertainment updates etc through their websites.  When you sign up for those, this folder will fill up VERY quick as RSS feeds come multiple times throughout the day as “news” breaks.  Be careful subscribing to those so you don’t fill up the folder with useless emails.

Using Email:

1.  Click on “new” to type a new email to someone.  Type the email address or name of the person you are emailing in the “to” box.  If the person is not a state employee, you will need the entire email address unless you have already added this person to your contacts.

2.  Click “options” to add a read receipt etc.

3. Click the paperclip to add an attachment.  The click browse to find the file you want to attach, once you have found it, click on it and then click on “attach”

4. You can use the “move” button to move email to a particular folder.

5. You can use the filter button to filter your inbox if you are looking for a particular email.  You can filter by date, person etc.

6. Under the “date” button, make sure you UNCHECK the conversation box.  This will keep your new emails showing up at the top of your inbox.

7. Use the “newest on top” button to change how you view your emails based on preference.

Adding a signature/Bcc to your email
1.  Click on “options”, top right of email page.  Click on settings.  Click on the mail tab.  You will see the word box for your signature. 

2. Also on this page you can choose your message format options such as Bcc (blind copy) or from options.

Out of office replies

1.  In the same options screen click the tab on the left that says “organize email”.  Here you can do automatic replies as well as inbox rules.   You can create your own out of office reply or use a template.

Calendar Use

1.  On the bottom left side of your screen is your calendar button.  Click it and your calendar comes up.  Here you can add appointments etc. and access it from any computer anywhere.

2. You can “share” your calendar with someone by clicking the “share” button at the top.  Choose “share a calendar” and then choose the calendar you want to share.  Then you will choose the people you want to share it with through an email box.  Make sure you choose the options you want this person to have.  Most people choose “all information” which gives the recipient all of the appointment information.  You can also check here if you want to share their calendar as well.

3. When you make an appointment, just click on the date and time you want the appointment and fill in the required parts.

4. When in the calendar there is a new button (print)  that will now allow you to print your calendar 

Contacts/Distribution Lists

1.  To add a new contact, click on the ‘contact’ button on the bottom left of your email.  Click on the drop down box next to the word “new” at the top.  Choose “contact”

2.  Enter the information you want to include and then save and close

3. To form a new distribution list, under the drop down box choose “group” instead of contact.  If the members can be selected using the global address book, select the word “members” and search for who you want to add to the group.  Double click their names or highlight and click “members” at the bottom.  Everyone you select should be seen at the bottom, next to the word “members”.  Once you have selected everyone, click “okay” and then click “add to the group”.  All members should be listed in the large box.  Name your group at the top and click “save and close”.

a. If it’s an out of network address, just put the email address next to the word “members” and click “add to the group”.

4. To add a member to an already formed group, double click on the group in your contact list, type the address in the members bar or choose members to select from the global address book.  Once you have found the member, click “add to the group”.

5.  To remove a member from an already formed group, double click on the group in your contact list, highlight the member you want removed and click “remove from group”.  DO NOT CLICK THE “X” AT THE TOP OF THE BOX; THIS WILL DELETE THE ENTIRE DISTRIBUTION LIST!

6. To forward a contact list to someone, highlight the group in your contacts (do not open, just highlight) and over to the right you will see the blue word “forward”.  Click on this and an email will open up.  Email the distribution list to anyone you choose.  They can then double click it and “save and close” to add to their contact list.

