
Top Ten Tips and Tricks for Educators and their Email 

With apologies to David Letterman 

 

10) The Auto Signature: 

There is an Outlook feature, which allows you to 
ǇƭŀŎŜ ŀ άŘŜǎƛƎƴŜŘέ ǎƛƎƴŀǘǳǊŜ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ȅƻǳǊ Ŝ-
mail messages.  You will need to be in one of the 
Main areas of Outlook to create a signature 
(Inbox, Sent Items, Deleted Items, etc.).   
 
To activate this feature, click-on Tools in the Menu 
Bar.  When the drop down menu appears, click-on 
Options. 
 
The Options menu screen at the top of the next page will appear. 



When the above screen appears click-ƻƴ ǘƘŜ aŀƛƭ CƻǊƳŀǘ άǘŀōέ όǎŜŜ ǳǇǇŜǊ ŀǊǊƻǿ ŀōƻǾŜύΦ   Lƴ ǘƘŜ ƭƻǿŜǊ 
portion of the Options menu screen you will see and area called Signature.  Click-on the Signatures 
button in this area (see lower 
arrow above). 
 
 

 
The following Create Signature 
menu screen will appear. 
 
 
Click-on the New button in this 
screen (see arrow to the right). 
 
The Create New Signature menu 
screen at the top of the next page 
will appear. 
  



 
When the Create New Signature screen 
ŀǇǇŜŀǊǎΣ ǘȅǇŜ ŀ άƴŀƳŜέ ŦƻǊ ȅƻǳǊ ǎƛƎƴŀǘǳǊŜ 
in the area under - 1. Enter a name for your 
new signature: (see the top right arrow ς 
we used Greg Butler). 
 
 
²ŜΩƭƭ ƭŜŀǾŜ нΦ /ƘƻƻǎŜ Ƙƻǿ ǘƻ ŎǊŜŀǘŜ ȅƻǳǊ 
signature as the default choice ς Start with 
a blank signature (see middle left arrow). 
 
Now click-on the Next Button (see lower 
left arrow).   
 
 

 
When the Edit Signature 
menu screen appears, type 
your Signature in the space 
under Signature text ς like 
we have done on the 
right.   
 
You can type anything you 
desire for your signature.  
You can type just your 
name, or name, title, 
ǇƘƻƴŜΣ C!·Σ ŜǘŎΦ  LǘΩǎ ȅƻǳǊ 
signature. 
 
Notice that there are 
several buttons below the 
Signature text ς Font, 
Paragraph, etc.  If you 
desire to change the font of 
your signature, highlight 
the text that you desire to 
change, and then click-on 
the Font button and select your font ς then click OK in the Font menu screen.  You can have several 
different fonts in your signature if you desire ς as well as color. 
 
When you have the signature you desire, click the Finish button.  This will take you back to the Create 
Signature menu screen.  Click OK.  The bottom portion of your Options menu screen should look similar 
to the image at the top of the next page. 
 



 
 
 
 
 
 
 
 
 
 
 
 
From now on, when you create a new message, reply to one, or forward one, you will see that you 
signature is automatically added at the end of the message. 
 
If you desire to edit your signature or create a new one follow the process above, choose the logical 
buttons to Edit, Remove, or create a New signature. 
 

9) Making a Group Schedule: 

Click on the Calendar. 
Click the Schedules button on the toolbar.   
¢ƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ƎǊƻǳǇ ǎŎƘŜŘǳƭŜ ŎƭƛŎƪ ǘƘŜ bŜǿΧ ōǳǘǘƻƴΦ 

 

 

 

 

 

 

 
Type a name for the new group schedule and click OK. 

 
 

 

 
 
 
 
 
 
 



 
 
 

Click under the Group Members heading to add a name to the group schedule.  Type in a partial 
or full name and press Enter on the keyboard.  This should verify the name with the Global 
Address List on the Exchange server. 

 

 

 

 

 

 

 

 

When all of the members of the group schedule have been entered, click on Save and Close. 
 

 

 

 

 

 

 

 

 

 

8) Making a Personal Distribution List: 

Select File | New | Distribution List from the menu.  

Alternatively, hit Ctrl-Shift-L (think list).  



Type the desired name under Name:  

The list name is what you will use to address messages to the list.  

Now, you can add new members immediately using the Add New... and Select Members... 
buttons.  

Click Save and Close.  

7) To use the Personal Distribution List: 

 Click the address book next to the To button 

 ¦ǎŜ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ ǘƻ ά{Ƙƻǿ ƴŀƳŜǎ ŦǊƻƳ /ƻƴǘŀŎǘǎέ option 

 Begin to type the distribution list name 

 When it appears, select the To button 

6) Driving Directions in Contacts: 

  

5) Block a Sender: 

http://email.about.com/cs/outlooktips/qt/et123003.htm


Right-click on a message from the sender.  

Point to Junk E-mail, and click either Add Sender to Safe Senders List, Add Sender to 
Blocked Senders List, or Add Recipient to Safe Recipients Lists.  

 

 

 

 

 

 

 

 

 

 

4) Blind Copy Messages: 

 

 

 

 

 

 

 

 

 

 

 



3) Working with Several Messages at the Same Time: 

Use a CRTL + Click to select several messages simultaneously.  These then can be deleted, 

moved, or printed at the same time. 

2) Flagging a Message for Follow-Up:  

For those email messages that require some follow up action, you can use flags as reminders. 

Flags allow you to choose the type of flag and to set a due date for the follow up action.  

To use flags:  

Click on Inbox on the Views bar  

Right-click on a message in the Inbox and then click on Follow Up on the shortcut menu  

Choose Flag for Follow Up from the Flag To list  

Change the flag color and due date as appropriate and then click on OK. A flag appears beside 

the message  

1) IŜȅΣ ǿŜΩǊŜ ŀƭƭ ƘǳƳŀƴΦ  ¦ƴǎŜƴŘƛƴƎ ŀƴ 9ƳŀƛƭΥ 

Open your Sent Items folder.  

Double-click the message you want recalled.  

On the Actions menu, click Recall This Message.  

To recall the message, click Delete unread copies of this message. To replace the message with 
another one, click Delete unread copies and replace with a new message, click OK, and then 
type a new message.  

To be notified about the success of the recall or replacement for each recipient, select the Tell 
me if recall succeeds or fails for each recipient check box.  

Click OK.  

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


