Eudora to Outlook 2003
	Action
	Eudora
	Outlook 2003

	
	
	

	Get new mail
	File - Check Mail 

or
Ctrl-M

or

Click Check Mail button on toolbar
	When in Inbox, click Send/Receive button on toolbar

or
Ctrl-M
or
Tools – Send/Receive

	Preview message
	Tools – Options – Viewing Message – Show Message in Preview Pane
	View – Reading Pane – (Choose Right, Bottom, or Off)

	Create filter (have certain types of incoming email go directly to another mailbox rather than the Inbox)
	Tools - Filters
	Right click on one of the messages that you want to filter in the Inbox or on sender’s name in open message and select Create Rule.  Then choose what type of emails you want to filter and which folder you want it to go into (click on the Select Folder button) and click on OK.  If you then check the box by “Run this rule now on messages already in the current folder,” already-received message of the type you have chosen will be moved to the chosen folder, as well as any future messages.

	Change level of Junk Email filtering
	
	To change the level of Junk email filtering, go to:

Tools – Options – Preferences tab – Junk E-mail button – Options
or

Right click on any email message – Junk E-mail – Junk E-mail Options


	Have email from specific sender sent automatically to Junk Email folder or never sent to Junk email folder
	
	Right click on message from sender – Junk E-mail – Add sender to Blocked Senders List (to have emails sent to Junk E-mail folder) or Add Sender to Safe Senders List (to prevent emails from going to Junk E-mail folder)

	Close an open message
	Click on x on right upper corner of message window
or

Ctrl-F4
	Click on x on right upper corner of message window
or

Alt-F4


	Action
	Eudora
	Outlook 2003

	
	
	

	Create new message
	Message – New Message
Or New Mail button on toolbar

or

Ctrl-N
	File – New – Mail Message

or

New button on left side of toolbar

or

Ctrl-N

	Attach a file to an email
	Message – Attach File 
or

Type path in Attached: field
	Insert - File 

or

Click Paperclip (Insert File) button on toolbar

	Send a Bcc
	Enter address in Bcc: field
	Click on Cc: and find name and click on Bcc: button or type address in Bcc: field, then click on OK or press Enter key

	View Word toolbars while composing email message
	(not available in Eudora)
	View – Ruler

and

View – Toolbars – (Choose toolbars – usually Standard and Formatting)

	Save an outgoing email message without sending it
	Ctrl-S

or

File – Save

(Message will stay in Out mailbox)
	Ctrl-S

or
File – Save
(Message can then be found in Drafts folder)

	Send email message
	Send button is on the right side of the toolbar
	Send button is on the left side of the toolbar

	
	
	

	Create a signature

(and have it be inserted automatically in every outgoing email)
	
	Tools – Options – Mail Format tab – Signature button – New button.  Type or copy-and-paste text into Signature text field – OK – OK.  If you want signatures to be automatically inserted into every new or reply email, indicate that in the Options window under Signatures (otherwise, make sure those fields say “none” and then click OK


	Manually Insert a signature
	
	1) Turn off Word editing before starting the new message:
While in your Inbox: Tools – Options – Mail Format.  Under Message format, make sure that “Use Microsoft Word 2003 to edit email messages” is NOT checked, then click OK.

2) Start new message and put cursor where you want to insert the signature:
Insert – Signature – Click on name of the signature you want to insert.


	Action
	Eudora
	Outlook 2003

	
	
	

	Create an Address Book entry (Contact) from an email message
	
	Right click on the email address in the open email message – fill in any information you want to add – Click on 
Save and Close button on the left side of the toolbar.

	Create an “alias” for a group of email addresses
	Tools – Address Book – New – Put alias in Nickname: field and type or copy-and-paste list of addresses into large addresses field
	File – New (or click on New button on the toolbar) – Distribution List. In window that comes up, type alias (name of group) in Name: field, then click on Select Members button on left side of toolbar.  Then, in the Members->: field at the bottom of the window that comes up, type in a list using semicolons (not commas) as separators or copy-and-paste a list (can have semicolons or be a vertical list) from somewhere else, then click on OK (or press Enter).  Then, click on Save and Close button on the left of the toolbar.

	Use group address in an outgoing message
	Type alias (nickname) in To: field
	Type alias (nickname) in To: field
or

Click on To: and choose Contacts from the Show names from the: field, highlight the name of your group, and then click on OK.

	
	
	

	Find an email in one mailbox
	Open mailbox you want to search in, Ctrl-F, choose search parameters
	Open mailbox you want to search in, then put search words in the Look For: field on the toolbar.  Then click Find Now on the toolbar.  When you are done with the search results, click on Clear on the toolbar to get back to the complete mailbox.

	Search for an email in multiple mailboxes or using multiple parameters
	Ctrl-F, choose search parameters, including which mailboxes to search
	Open a mailbox, then click on Options in the Look in: toolbar.  In window that opens up, click on the Browse button to the right of the In: field to choose more than one mailbox and fill in any additional search parameters.  Then click on the Find Now button.
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