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

Ganging Email Format in Outlook \

Microsoft Outlook enables its users to send and receive
their emails in three types. These three email types are:

« HTML

* Rich Text

* Plain Text
Each email type has its own characteristics that
differentiate it from the other. An Outlook user can
change the email type in just a few steps.

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

@( | | Next> l Missed an issue? Click here to visit the Productivl Ty section

in MyLink for back issues.
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e HTML email allows user to easily insert HTML tags, such as images, links, forms or scripts, into outgoing email

messages. It also allows incoming email messages with HTML tags to be viewed properly.

e Rich Text email offers options like bold, italics and underlined. It also allows the use of Bulleting and paragraph
alignment.

e DPlain Text email is considered as the safest type of email. If a user sends or receives email messages in plain text, that
user may have the assurance that no trojan, virus, or scripting can occur with that email. Plain text is simply plain text

where you can only type your message with no formatting at all.

1. On the Tools menu, choose Options.

| Jooks |jctions  Help

Recerve »
Instant Search »
) AddressBook..  CieshiteB
o % Organge D

Madbox Cleanup...
o) Empty "Deleted ltems" Folder

1
2 B
b Forms

Let 3
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3.

2. The Options dialog box will appear. Click the third tab, Mail Format.
Mo —
[Preferences | Mot senp i Formst Jpeting | Other

Message format
Choose a format for outgong mal and change advanced settngs,
Compose in this message format: (ymg v]
HTML format

[V Reduce the fle size of the message by removing formatting information
that is not necessary to deplay the e-mal message

In the drop-down menu, you have three options: HTML, Rich Text, Plain Text.

ngm e —

| Preferences | mai setup | Mo Format | speling | other |

Message format
Choose a format for outgoing mal and oh

HTML format
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4. Select the Email Type you want then click Ok.

e e

| Preferences | Mad Setup | Mad Format | speling [ Other |

Message format
Mamthwmwﬁmmmuw
4 Compose in ths message format: Lm-‘rm vt
HTML format

¥/Reduce the file size of the ge by r g fo g nformaton
that is not necessary to display the e-mal message

V| Rely on CSS for font formateng
I Save smart tags in e-mal
Stationery and Fonts

Use statonery to change your default font and style, change colors, and
*  add backgrounds 10 your messages.

Sonatures
»4 Create and edt signatures for cutgong messages, reples and forwards.

Editor oplions
Change the aditng settings for e-mad messages,
M [ e owmons ]
[ o [ cas ][ v )
ICTP_019_12222010 Page 4 of 7

Productivl.T.y tip 19_Changing_Email_Format_in_Outlook_12222010



HTML Email sample:

)\ "9 8 « + )5 Untitled - Message (HTML) i

o -
Message Insert Options Format Text @
g1 824  AaPlainText e =

81 8 =1 [ Re iy i 3 5.
L AR m quest a Delivery Receipt 2
=4 3 | (Ag HmL < ; il &
Themes|| Show Show 5 Use Voting Request a Read Receipt Save Sent
o Bcc  From Aa Rich Text Buttons ~ Item v &QI
Fields Format Tracking % || More Options ™

This message has not been sent.

| » &3]

This is message text in HTML format. Note that you can use many types of
formatting, including bold, italics, hyperlinks like http://www.living-with-
outlook.com and embed images in an HTML formatted message. HTML is the
default format of Outlook 2007.

Infermation Security:

it's a Shared Responsibility

LY. Governance:

Business Sense, Transparency,
& Accountabliity

DISCLAIMER
T
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Rich Text Email sample:

/6; B9 e 2 s Untitled - Message (Rich Text)
5L 4)

Message Insert Options Format Text

7y - 4 P T e
{AY E'_J E_) Aa Pisin Text jjg Request a Delivery Receipt

Aa HTML
Themes Show Show

_'iJ 2y
e

Use Voling  Request a Read Receipt
. Bee  From [A'R“" Tet|  Buttons ~ i e
Fields Format Tracking fe 'More Options =
To.. | |
=1
X
s
Syubject:

format, but is implemented in a Microsoft-proprietary manner
Formatting includes:

Paragraph alignment
¢ Bulleting

You can also make vour text bold, iralics and underline.

Messages in Rich Text format gives vou much the same formatting abilities as HTML
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|

Plain Text Email sample:

oA - VS e P -

[

A E‘ Q ﬁm“‘ IEEJ, Request a Delivery Receipt -j 25

| Themes  Show Use VOUNG  Request a Read Rece Save Sent
Bec Hom AaRichTet | puttons - = o Ttem = -
Fielos Format Tracking s | More Cptions '»

This message has not been sent.

@

SUD;ed:

g

This is the same message text in Plain Text format. It gives you |
little formatting ability beyond the use of spaces and tabs. 1
However, Outlook may still convert valid Internet addresses into
hyperlinks like http://www.living-with-outlook.com. Some
organizations make their users work with Plain Text format to
reduce the chance that messages will carry viruses or other bad
software.

Message insernt Options Format Text “
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