REMINDER: Emailed to a group account. Do NOT reply using the email group account.
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WHAT’s New? ]

mqu My Comments Feature in Outlook \

Placing your responses next to the statements within the
body of original message can speed-up replying to
emails but might look confusing.

By adding identifiers to your text replies, readers can
easily distinguish the text that you have added.

Follow these steps to setup this Outlook feature. /

NOTE: Productivl.T.yis a regular email publication of Information Security and
IT Governance under NCVI. For comments and suggestions, kindly email:
ict-process@pijlhuillier.com

<Back l | Next > I Missed an issue? Click here to visit the Productivl.T.y section
in MyLink for back issues.
OK Cancel
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HOW TO USE MARK MY COMMENTS FEATURE

1.

MS OUTLOOK 2003

On Tools menu, select Options.

et E

Iocls | Actions  Help

Send/Receive
1MAP Foldars...

Find

Address Book...  Ctrl+Shift+8
Organize

Rules and Alerts...

r;&S;; Clean; 4

Empty "Deleted [tems” Folder
acro

E-Ml Accounts..,

Customize...

Options. ..

E-mail Scan Properties..,

Scan for Viruses...

2. Under Preference tab, select E-mail Options.

1.

MS OUTLOOK 2007

On Tools menu, select Options.

] TActions Help

Send/Receive

!ﬁstant Search

Address Book...  Ctrl=Shift-B
Organize

Rules and Alerts...

Out of Office Assistant...

»

»

Mailbox Cleanup...
Empty "Deleted Items” Folder

Recover Deleted ltems

Forms

Macro

Account Settings...
Trust Center...

Customize...

Options...

2. Under Preference tab, select E-mail Options.
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)

Preferences ‘ Mai Setup | Mail Format | Spelling | Security | Other | Delegates | Preferences | mail Setup | Mail Format | Spe"ing | Other | Delegates|
E-mail ‘ E-mail
. Change the appearance of messages and the way they are handled. [ ] Change the appearance of messages and the way Y =1
L j s k [ Junk E-mail... ] | E-mail Options... |
= Junk E-mail... | E-mail Options. .. E !

Calendar

Calendar Customize the appearance of the Calendar.

o p : H )
ee, Customize the appearance of the Calendar; B i Default reminder: \15 minutes ¥ | | Calendar Options. ..
Default reminder: ! 15 minutes v | | calendar options... | o
Tasks = & Change the appearance of tisks.
= ] Change the appearance of tasks., ! l] Reminder time: [8:00 aAM v Task Options. .. |
Reminder time: [360 AM v ‘ Task Options... Contacts and Notes

Contacts 3 8 = Change default settings for contacts, journal, and notes.
g = Change default settings for contact and journal. F [ Contact Options... ] [ Journal Options... ] Lﬂote Options. .. J

[Contact Options... ] [ Journal Options... ] Search
Change the settings for indexing and search.
MNotes

Change the appearance of notes. 1 Search Options...

Mote Options. .. Mobile
=

Change the settings for mobile notification and messaging.
[ Motifications... ] [ Mobile Options... ]

[ OK ][ Cancel ]

3. On replies and forwards section of E-mail Options window,
select the Mark my comments with checkbox and type the
text that you want to use to identify your comments.

3. On replies and forwards section of E-mail Options window,
select the Mark my comments with checkbox and type the text
that you want to use to identify your comments.
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E-mail Options @ E-mail Options

Message handling Message handling
After moving or deleting an open item: | return to the Inbox v £ After moving or deleting an open item: ireturn to the Inbox vi
‘ [ Close original message on reply or forward [[Iclose original message on reply or forward
Save copies of messages in Sent Items folder [¥] save copies of messages in Sent Items folder
Automatically save unsent messages Automatically save unsent messages
Remove extra line breaks in plain text messages [V]Remove extra line breaks in plain text messages

[JRread all standard mail in plain text Shade message headers when reading mail
1624 il Gigitany Signed: ma : [ Advanced E-mail Options... ] [ Tracking Options. .. ]

[ Advanced E-mail Options... ] [ Tracking Options... ]

On replies and forwards
On replies and forwards &l When replying to a message
El = when replying to a message ‘ =3 'Include original message text v
= [Indude original messagetext v When forwardng 8 mescage |
When forwarding a message Include original message text v
iinclude original }ﬁessage téxt V » ‘
| ‘ Mark my comments with:
Mark my comments with: @ 4itprocess]

[ OK ][ Cancel ]

[ OK ][ Cancel ]

When you reply to the original message, your response will be preceded by the identifier you have set earlier enclosed in square brackets ([]).
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Please see responses below.

Thanks.

From: IT Process and Change Management Department
Sent: Monday, June 06, 2011 5:29 PM

To: Ferdinand Jr. G. Pekson

Subject: test

ProductivITy release

1. Release Number{[itprocess] tip 45|
2. Title:[itprocess] using Mark My Comments Feature

3. Application:[itprocess] MS Outlook]

Regards,

IT Process and Change Management Department

N
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