OUTLOOK 2003 GOUGE SHEET

MID is currently pushing out Microsoft Office 2003 to NMCP users. We think you will enjoy the new features this product gives you. However, as with all new things, there will be some “growing pains” and a few new features, about which, we must alert you. Microsoft Outlook has the biggest changes, so we included those features below. As always, if your topic is not covered below, you may place a trouble call with our help desk at x7200. However, we encourage you to also use the great help features within Outlook or at the Microsoft website. 

Below is a listing of features that caught our attention while testing this product. Click on the link to select your problem area:

1.  What is happening when I first open up Outlook 2003 for the first time?

2.  Where is my Shortcut Bar?
3. Where is Photo Editor for viewing picture files?
4. What happened to my Public Folders?
5. When Email messages arrive, I see a desktop alert in the bottom right hand corner of my screen. How do I change or turn off this feature?
6. How do I change Views within MS Outlook? 
7. Importing Access 97 database tables? 
1.       OPENING OUTLOOK FOR THE FIRST TIME:  When you first open up                                                                                        

          Outlook 2003 for the first time, you will see the screen below. This is normal                                                   

          for the migration and no further intervention on your part is necessary.
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2.
SHORTCUT BAR: If you have installed Office 2003 and you are wondering where the Office Shortcut bar is, Microsoft has removed this feature from Office 2003. 

However, following the few steps I have written below, you can still create a shortcut bar if you choose. 


1. Right click on the Taskbar. The Taskbar is located along the bottom of our desktop.
2. Go to Toolbars
3. Choose New Toolbar
4. Browse to My Computer, Local Disk (C), Documents and Settings, All Users, Start Menu, Programs.
5. Click on Microsoft Office.


Now in the Taskbar you will see your new Microsoft Office Shortcut bar.  You can then drag it to location of choice.
3.
PHOTO EDITOR: is no longer installed with Office 2003; it is now a program called Microsoft Office Picture Manager.  Sometimes the file association needs to be fixed so .jpg’s will open properly.


If this problem occurs, follow these directions:

1. In the lower left corner of your desktop, right click on the start button and left click on the explore option.  

2. Then in the tool bar of that window, click on Tools, then Folder Options. 

3. Select the tab that says File Types. 

4. Scroll down through the list until you reach the file extension jpg.  

5. Highlight the JPG line item and ensure that it has internet explorer as the  application to open it with.

6. If not, then click the button that says change and find Microsoft Office Picture Manager in the list.

The screenshot below shows what the window should look like.  If you do not have an option for JPG’s in the list, then just click the New button, type in JPG, click ok, then select the internet explorer as the application to open it.

If you have any pictures that you could not open, then try them now to make sure this solution works. 
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4.  PUBLIC FOLDERS IN OUTLOOK:
The public folders are still there, they are just placed differently.  When you are in Outlook along the left side is your list of options ie: mail, calendar, contacts and tasks.  Below that are three icons. The firsts one is for notes.  The middle one when you click on it will give you the folder list including the public folders at the bottom of the list.

The next icon is for shortcuts, which you can use to map public folder items for quick access.   

5.  DESK TOP ALERTS FEATURE: Microsoft Office Outlook 2003 features a new method of e-mail notification named the Desktop Alerts feature. By default, the Desktop Alerts feature is turned on and notifies you when a new e-mal message arrives. 

MORE INFORMATION


To open the settings dialog box for the Desktop Alerts feature, follow these steps: 

1. On the Tools menu, click Options. 

2. On the Preferences tab, click E-mail Options. 

3. Click Advanced E-Mail Options. 

4. Click Desktop Alert Settings.

In the Desktop Alert Settings dialog box, you can configure the duration and the transparency of your Desktop Alert notifications for when a new e-mail message is received. To turn off the Desktop Alerts feature, click to clear the Display a New Mail Desktop Alert check box. 

You receive Desktop Alert notifications for new, unread e-mail messages that are delivered to the default Inbox of the default account in your profile. Additionally, Desktop Alert notifications only occur during scheduled Send/Receive operations or when a new e-mail message arrives after the initial synchronization. 

Desktop Alert notifications do not appear during the initial synchronization of an account or when you request a manual Send/Receive. 

If you are using message rules and a new e-mail message is moved out of the default account Inbox, you may not receive a Desktop Alert notification, or the Desktop Alert notification may not appear for the full duration of time that you configured in the settings for the Desktop Alerts feature. 

For more information about Desktop Alerts, click Microsoft Outlook Help on the Help menu, type desktop alerts in the Search for box in the Assistance pane, and then click Start searching to view the topic. 

6.  SWITCH TO ANOTHER VIEW:

On the View menu, point to Arrange By, point to Current View, and then click the view (view: Views give you different ways to look at the same information in a folder by putting it in different arrangements and formats. There are standard views for each folder. You can also create custom views.) you want. 

Note  Contacts, Tasks, Notes, and Journal display the available views for their respective view type (view type: The basic structure of a view. When you create a view, you must first select one of five view types (table, timeline, day/week/month, card, or icon) to determine how information will be arranged and formatted in your new view.) in the Current View pane. You can quickly change views by clicking the view you want in the Current View pane.


7. Importing Access 97 database tables :

Create a new blank database in Access 2003.  
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Using the pull down menu select ‘Get External Data’.
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     Select the Access 98 Data Tables and click ok.  Your new
     database will now contain your old data.
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