
Using Microsoft Outlook 2000 
For North Canton City Schools Staff 

 
Outlook is a powerful email program.  It has all the benefits of traditional email programs, but also has added 
features such as personal and shared calendars.  Additionally all of your email is stored on a central server, so 
you don’t have to worry about losing your messages, and you can access them anywhere through the web mail 
option.  In this handout we will cover many of the most common features of Outlook. 
 
Your Email Address 
 
As a staff member of North Canton City Schools, you have an email account.  Although you only have one 
account, you can actually have multiple addresses that go to that account.  For example, we have three different 
domain names that can all be used for your email address: 
 

·  viking.stark.k12.oh.us (such as abc1nc@viking.stark.k12.oh.us) 
·  northcanton.sparcc.org (such as abc1nc@northcanton.sparcc.org) 
·  northcantonschools.org (such as abc1nc@northcantonschools.org) 

 
You can give people any of these addresses, but “northcantonschools.org” is probably the easiest to remember 
and makes the most sense to people. 
 
Additionally you can request to change the first part of your email address if you want.  Your username is 
probably something like abc1nc (if you have been in the district for a while) or smithj  (if you are a newer 
employee).  Outlook allows us to give you a different “alias” for your email address. 
 
For example, instead of abc1nc@northcantonschools.org you could use mrclark@northcantonschools.org.  
Just let us know what alias you would like and we can add it as a valid email address for you.  Of course this is 
on a first-come-first-served basis in case two people want the same alias. 
 
Microsoft Outlook 
 
Outlook is the program we use for email, and there are two main versions of the program: 
 
First, there is the full version of the program which is run from your school computer.  Typically you will see a 
“Microsoft Outlook ” icon on your desktop, although you can also get to it through the “Start” menu.  When 
you are in the school buildings, this is the preferred way to access your email, since the full version of Outlook 
has the most features and options.  Depending upon your version of Office, you may have Outlook 2000, 
Outlook XP (2002), Outlook 2003, or even Outlook 2007.  This handout uses Outlook 2000 for the examples 
since that is still the most widely used in our district. 
 
Second, we also have a web version of Outlook that lets you check your email when you are not at school.  The 
web version is very nice, but does not have as many features as the full version and can be a little more difficult 
to navigate.  To access the web version of Outlook: 
1) Go to the NCCS homepage at www.northcantonschools.org 
2) Hover your mouse over the “WebMail ” link 
3) Choose “Outlook Web Mail ” from the drop down menu 
4) Log in as usual 
 
This handout will mostly focus on the full version of Outlook. 
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The Basic Outlook Screen 
 
Below is the typical look for the Outlook screen with descriptions: 
 
 
 
 
 
 
 
 

 
 
 
Outlook Address Books 
 
Outlook has two different address books – one shared and one personal. 
 
·  First there is the Global Contact List.  This is a shared address book that has all the addresses for all the 

staff in the school district and everyone is able to access it.  Anytime a new staff member joins us, they will 
automatically get added to this Global Contact List.  However, because it is shared, you are not able to make 
changes to it or add more addresses. 

 
·  Then there is your Contacts list.  This is a personal address book where you can add and edit entries 

however you like.  Other people do not see your personal “Contacts” list. 

Write a new message 

Print message 

Move message to folder 

Delete message 

Check for new 
messages 

Address book 

Message headers 

Message body Folder list 

Shortcut bar 
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NOTE: If you are unable to find your personal “Contacts” list  in Outlook, please contact a tech support 
person.  Sometimes we need to manually activate that option. 
 
Accessing the Different Address Books 
 
To get to your address books, you can do any of the 
following: 
·  Click “Tools” and then “Address Book” 
·  Or click the “Address Book” icon in your top toolbar 
·  Or press Ctrl-Shift-B  
 
Once the address book window opens, you can choose which 
address book you wish to see.  Just select the address book 
you want from the “Show Names” box.  Choose either 
“Global Contact List” for the shared address book or choose 
“Contacts” under “Outlook Address Book” for your 
personal addresses. 
 
 
How to Add an Email Address to Your Address Book 
 
You can only add email addresses to your personal “Contacts” list, 
not to the “Global Contact List”.  To add an address, you have 
two options.  First, there is the long way: 
 
1) Open the address book as usual (explained above) 
2) Choose “Contacts” under “Outlook Address Book” for your 

personal address book. 
3) Click “File” and then “New Entry” 
4) Now choose “New Contact” and click “OK” 
5) This will bring up a screen where 

you can enter all the details of the 
new contact.  Most are optional, but 
be sure to fill in “Full Name” and 
“E-mail”. 

6) When done entering the info, click 
“Save and Close” 

7) The entry will now be stored in your 
personal “Contacts” list. 

8) You can return to this screen to edit 
the contact later if needed. 

 
However, if you have received an email 
from someone, you can use a shortcut to 
add that person to your address book.  
This is the easy way: 
 
1) Locate the email from the person you 

wish to add to your address book. 
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2) Double-click on the message header in the navigation pane (that lists all the messages). 
3) This will open the message in its own window. 
4) Now locate the person’s email address in the header portion of the message in the new window. 
5) Right-click on their email address and choose “Add to Contacts”. 
6) This will open up the contact screen above, but with all the needed info already filled in. 
7) Feel free to add to or edit the info if needed, and then click “Save and Close” when done. 
 
Using Addresses from the Address Book 
 
Now that you have addresses in your address books, you will want to use them for sending messages.  There are 
several ways to do this: 
 
Option #1 - Automatic Lookup 
 
1) Start a new email message by clicking the “New” button in the top tool bar 
2) Now start typing in part of a person’s name in the “To” line of the new message 
3) At any point in the typing, press the “Ctrl” key  and the “K” key  at the same time.  This will cause Outlook 

to look up the email address for anyone whose name matches what you have typed so far. 
4) If there is more than one match, then you can pick from the list of suggested addresses. 
5) If there is only one match, the address will fill in automatically 
6) Note: The more you type in, the more accurate the match will be. 
 
Option #2 - Choosing from the Address Book 
 
1) Start a new email message by clicking the “New” 

button in the top tool bar 
2) Now click the “To” button .  This will open up a 

window with the address book 
3) Choose either “Global Contact List” for the shared 

address book or choose “Contacts” under “Outlook 
Address Book” for your personal addresses. 

4) Locate the person you want on the left side and 
click their name to select it 

5) Now click “To”, “ Cc” (carbon copy), or “Bcc” 
(blind carbon copy) to address the message to them. 

6) Click “OK” when done 
 
 
 
Using Listservs 
 
We have about 50 mailing lists (or listservs) already created for North Canton City Schools.  If you ever forget 
the address for one, you can get it from the “Global Contact List” as follows: 
 
1) Access the address book window as normal and choose the “Global Contact List” 
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2) Scroll down to the “L” section  or just 
start typing in the word “list” 

3) Now you will find all the listservs (in 
bold).  Choose the one you want and 
proceed as usual. 

 
If you ever wonder who all is on a listserv, 
you can find that out as well: 
 
1) Open the address book 
2) Locate the listserv 
3) Right-click on the listserv and choose 

“Properties” 
4) Now you will see a list of all the members 

of that listserv. 
 
Creating your own mailing lists 
 
Beyond the listservs we provide, you may want to create your own mailing lists.  This may be for parent email 
addresses, or a specific group of staff members, or such.  Below is how you create and use your own mailing 
lists: 
 
1. First you need to enter any needed addresses into your 

personal “Contacts” list.  You can see the specific 
directions for this earlier in this handout in the section 
titled “How to add an email address to your 
address book”.   

2. Once you have the addresses entered in your 
“Contacts” list, and while you are still in the address 
book, click “File” and then “New Entry” 

3. Now pick “New Distribution List ” and click “OK” 
4. This will open the “Distribution List ” window.  Start 

by giving the list a name by typing in the “Name” 
box. 

5. Now to add people to the group, click 
“Select Members” which will open a new 
window 

6. In the “Show Names” drop-down, choose 
“Global Contact List” for staff members or 
“Contacts” under “Outlook Address Book” 
for your personal address book 

7. Now select the people you want and click 
the “Add” button to add them to the list. 

8. Click “OK” when done adding members. 
9. Finally, click “Save and Close” to save the 

distribution list. 
10. That distribution list will now be added to 

your personal “Contacts” list and will 
appear in bold 
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Now that you have your own mailing list, you can send email to it and the message will go to all the people on 
the list.  The directions for sending email to one of your mailing lists is exactly the same as sending email to an 
individual person from your address book.  The only difference is you are choosing the mailing list.  You can 
see these directions earlier in this handout in the section titled “Using Addresses from the Address Book”. 
 
Sending and Receiving Attachments 
 
Just like most email programs, Outlook allows you to send and receive files, called attachments, along with 
your email messages.  Here is how this is done: 
 
Sending Attachments 
1) Start by composing an email as usual 
2) Then click on the paperclip icon in the 

top toolbar 
3) This will open a window where you 

need to browse to find the file you 
wish to send 

4) Select the file and click “Insert” 
5) Now the file is attached to your email 

and ready to be sent 
 
A note about file size – Since Outlook 
stores email on a central server, it is 
important that everyone try to keep their 
inboxes reasonably small.  Attachments 
are usually big and can add up quickly.  
Although it is certainly fine to send attachments, you may want to consider other options as well to share files 
with others.  Two options would be: 
·  You could put the file on the file server in the “Teacher to Teacher Transfers” folder and then let people 

know it is there. 
·  You could upload the file to the “Files Page” on your POW-PAK homepage and let people know it is there 

is they want it. 
 
Receiving Attachments 
1. If someone sends you an attachment, you will be able to tell because there will be a small paper clip icon in 

the message header. 
2. Then when you click the header to read the whole message, there will be a paper clip icon in the top right 

corner of the message. 
3. If you click on that paper clip icon, you will get a pop-up list of any attachments 
4. Next just click on one of the listed attachments to open the file. 
 
Another note about file size – As mentioned before, we want to keep our inboxes reasonably small since all 
the email is kept on a central server.  Because of this, it is recommended that if you need to keep an attachment 
permanently that you save the attachment to your M:Drive and then delete the email message to free up 
space on the email server.  You can save an attachment at least two different ways: 
 
·  Click on the message header, then click “File” and “Save Attachments” and choose the file you want to 

save.  Now browse to a place you want to save the file and click “Save” 
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·  Or you could open the attachment as described above, and then save the file using whatever program opens 
the attachment, probably by clicking “File” and “Save As” 

 
Setting an Out of Office Reply Message 
 
If you will be unable to receive email for an extended period of time, you may want to let people know.  
Outlook allows you to do this with the “Out of Office Assistant”.  Here’s how: 
 
1) First click “Tools” in the top menu bar. 
2) Next click “Out of Office Assistant” which will 

open a new window 
3) In this new window, type in the message you want 

sent while you are gone.  Type the message in the 
box labeled “AutoReply only once to each 
sender with the following text” 

4) When you are ready to activate the Out of Office 
message, just check the box labeled “I am 
currently Out of the Office” and click “OK” 

5) Now anyone who sends you an email will get 
your Out of Office reply one time. 

6) When you return, just come back to this screen 
and check the box titled “I am currently In the 
Office” to turn off this feature. 

 
Note: If you want to get more advanced, you can click the “Add Rule” button to create more specific actions 
based upon sender or message title or body content. 
 
 
Adding an Email Signature 
 
An email signature is a block of text that automatically gets added to the bottom of any message you send.  It 
usually contains your name, job title, address, phone 
number, and email address.  Often people will also 
include a favorite quote.  Having an email signature saves 
you lots of time, since you do not need to type in your 
contact information each time you send a message. 
 
Here is how you create and add an email signature: 
 
1) Click “Tools” in the top menu bar, then click 

“Options” 
2) Now click on the “Mail Format ” tab 
3) At the bottom you will find the “Signature” section 

where you need to click the “Signature Picker” 
button 

4) Here you can “Edit ” or “Remove” or create a “New” 
signature.  For now click “New” 

5) On the next screen give your signature a name for 
your reference, and select “Start with a blank 
signature”, then click “Next” 
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6) Now you can type in the text for your signature 
probably including your name and contact information 

7) Click “OK” when done entering the signature text, and 
continue to click “OK” to accept all the changes 

8) Note: One option you will want to decide about is if 
the signature will only go on new messages or on all 
messages including replies and forwards.  On the 
earlier “Mail Format ” tab you can check or uncheck 
the box labeled “Don’t use when replying or 
forwarding ” to control this. 

9) If you ever need to edit your signature, just go back 
through these steps and choose “Edit ” when you get to 
that step. 

 
And that is it.  Your signature will now be automatically 
added on to the bottom of your email messages. 
 
Outlook Calendar 
 
Outlook is more than just an email program.  It also has a full-featured calendar for you to use and even share 
if you wish.  You can get to your calendar several ways, such as: 
 
·  Click the “Calendar” icon in the Outlook Shortcut bar 
·  Or click the drop-down folder menu (which probably says “Inbox”) and choose “Calendar” from the list 
 
Once you get your calendar open, there will be a lot of information on the screen, so you will benefit from 
having your screen resolution set to a high level.  This will allow more information to be on the screen, although 
the text will be smaller.  Personally I would recommend a minimum resolution of 1024 by 768.  If you need to 
change your resolution, do the following: 
 
1) Minimize all your windows so that you can see your desktop 
2) Right-click on your desktop and choose “Properties” from the pop-up menu 
3) Now choose the “Settings” tab from the window that opens 
4) In the bottom-left portion of the window you will see a “Screen Resolution” section.  Move the slider there 

to adjust the resolution as needed. 
5) Click “OK” when done. 
 
Next, you may want to adjust the layout of the calendar window to fit your tastes.  You can click and drag the 
edges of the sections to change their sizes.  Also you can change how many days are being viewed by clicking 
the buttons in the top tool bar labeled “Day”, “ Work Week”, “ Week”, and “Month”. 
 
Adding Events to the Calendar 
 
You can add a new event to the calendar two ways: 
 
·  Go to the calendar and click the “New” button in the top tool bar 
·  Or go to the calendar and double-click on the calendar where you want to add the event 
 
Either way, you will now have a window where you can add your event as follows: 
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1) Type in a short description in the 
“Subject” box 

2) Adjust the “Start time” and “End 
time” as needed 

3) Optionally, type in more details in the 
large text box 

4) Optionally, adjust the “Reminder” 
for when Outlook should remind you 
about the event. 

5) Optionally, click “Recurrence” to 
make this a repeating event. 

6) Optionally, check “Private” if you 
plan to share your calendar with 
others and do not want the details of 
this item to display. 

7) Click “Save and Close” when done. 
 
 
Inviting Others to your Event 
 
If you add an event to your calendar that several people should know about or attend, you can “invite” those 
people and send the event to them.  If they accept the event, it will be automatically added to their calendar and 
you will be notified of their choice.  This is a great way to create, share, and organize meetings and events.  
Here’s how you do it: 
 
1) Add the event to your calendar as 

usual 
2) Next, click the “Invite Attendees” 

button in the top tool bar 
3) The window will now change and 

have some extra information 
4) In the “To” box add in the email 

addresses for the people or listservs 
you want to invite.  You can add in 
these addresses using any of the 
methods you normally use to 
address emails. 

5) You can see if these folks are 
available for the time you chose by 
clicking the “Attendee 
Availability ” tab.  This will show 
you the free and busy time for 
these people (based upon what they have entered in their calendars). 

6) If for any reason you change your mind, you can click the “Cancel Invitation” button. 
7) Once you have added the desired addresses, click the “Send” button to send out the invitations. 
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Sharing Calendars 
 
Sometimes you may want to give other people access to your calendar.  Perhaps you simply want them to be 
able to see your schedule.  Other times you may want to allow them to add items.  Outlook allows you to 
control all these options.  Here’s how: 
 
On your end, you need to change the “Permissions” for your calendar to allow people to have access to it: 
 
1) First, go to your calendar as usual 
2) Now click “File” then “Folder” then “Properties for 

Calendar” 
3) Click the “Permissions” tab in the new window that opens 
4) Now click the “Add” button to choose who to give permissions 

to.  You will get a list of available staff members.  Choose who 
ever you want and click the “Add->” button to select them and 
then click “OK” when done. 

5) When you have someone added to your list, you now need to 
decide what permissions to give them by choosing an option in 
the “Roles” box.  There are several available, but the most 
commonly used are: 
a) “None” – no access to your calendar 
b) “Reviewer” – allows the person to read your calendar 
c) “Author ” – allows the person to add and edit their own 

items to your calendar 
d) “Editor ” – allows the person to add and edit their own 

items as well as items you or others added 
6) Repeat the process for all the people you want to add and then 

click “OK” when done. 
 
Now your part is done.  At this point the people on the other end need to do their part, which is to open your 
calendar.  Here is how they (or you) do it: 
 
1) First open Outlook as usual 
2) Then click “File” then “Open” then “Other User’s Folder” 
3) This will open a small window where you can choose the 

user.  Click the “Name” button to get a staff listing, pick the 
user from there, and click “OK” to accept that name. 

4) Once you have the user’s name entered, choose “Calendar” from the drop-down box labeled “Folder” 
5) Now just click “OK” and then user’s calendar will open. 
6) You can adjust the layout of the user’s calendar, just like you can do with your own. 
7) Based upon the permissions the user gave you, you will be able to read and/or edit the calendar. 
8) When done with their calendar, just close out of that window. 
 
 
Using Folders for your Email 
 
Over time you may collect a large number of email messages.  It can become difficult to find a message that 
you need, unless you use some sort of organization.  Outlook allows you to create folders to hold your different 
messages and help you keep them organized.  Here’s how: 
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1) Click “File” then “New” then “Folder” 
2) This will open a new window. 
3) In the “Name” box, type in a name for your new folder. 
4) Next you need to choose where the new folder will go, by making a selection in the box labeled “Select 

where to place the folder” 
5) To make this selection, click on the folder that you want to hold the 

new folder. 
6) If needed expand the folders by clicking the plus (+) signs in front 

of them to see subfolders inside. 
7) When done, click “OK” and then new folder will be created. 
 
To access the new folder (or just see all the folders you have) you can 
do either of the following: 
·  Click the drop-down folder menu (which probably says “Inbox”) 

and choose the new folder from the list. 
·  Or click “View” and then “Folder List” to “pin open” the list so it 

stays visible. 
 
You can manually move messages from your Inbox into your new 
folders in at least two ways: 
 
1) Right-click on any message and choose “Move to Folder” 
2) Choose the destination folder from the list, expanding subfolders as needed 
3) Click “OK” 
 
1) Or “pin open” the folder list so you can see the destination folder 
2) Locate the message in your Inbox and then click, drag, and drop the message into the destination folder. 
 
 
Using Rules to Automatically Organize your Messages 
 
If you find yourself getting a lot of email messages, you can let Outlook help you automatically sort your mail.  
You can create rules that automatically file your incoming email messages into folders based upon who sent 
the message or its subject line or the content of the 
message or such.  Here is how: 
 
1) First, you should start by creating the folders you will 

want to use.  Just follow the instructions above to do 
that. 

2) Once you have the folders ready, begin making a rule 
by clicking “Tools” and “Rules Wizard” 

3) This will open the “Rules Wizard” window.  Click 
the “New” button to begin making a rule 

4) Now you will get a screen where you need to pick the 
type of rule you want.  There are several options but 
the two most common would be: 
a) “Move new messages from someone” – Use this 

if you want Outlook to automatically file any 
message you get from a certain person or persons 

b) “Move messages based on content” – Use this to 
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have Outlook scan the subject and/or body text 
of the message for specific key words and file 
the message based on that 

5) Once you make your choice, the wizard will walk 
you through the steps needed to complete the rule.  
Based upon the rule you will need to choose people 
or key words or folders or such. 

6) On the last step you will name the rule and click 
“Finish” 

7) The rule will now be active and will apply to any 
messages you receive. 

8) In the future you can return to the “Rules Wizard” 
screen to add, edit, or delete any rules. 

 
 
 
 
 
Printing Email Messages 
 
Most of the time it is pretty easy to print your email messages.  You can either: 
·  Click the printer icon  to print the message to your default printer 
·  Or click “File” then “Print ” to choose the print you want to print to. 
 
Sometimes though you may find that the email does not print correctly or does not allow you to choose a 
printer.  This can happen depending upon how the email message is formatted.  If this happens, here is what you 
do to properly print the message: 
 
1. First, double-click on the message header. 
2. This will open the email message in its own window 
3. Once the message is in its own window, you can print it out using either of the two normal methods 

explained above. 
 
 
Questions, comments, concerns?  E-Mail me at: 
 tech@northcantonschools.org  or  ecurts@neo.rr.com 
Copyright 2007-2008 – Eric Curts 
 


