TROUBLESHOOTING MICROSOFT OUTLOOK

E-MAIL ERRORS

Follow these instructions only if you receive a “Check Names” error after sending an

e-mail to students using the SOLAR Class Roster.

Check Names

Select the address to use:

Microsoft Office Outlook does not recoanize *,".

If vou have used a comma to separate addresses; click Cancel, replace the
commas with semicolons, and then click Send again.

{No Suggestionsy

[ Show More Mames, .. ] [ Mew Contact... ]

Step 1: Open Microsoft Outlook (email) and click on Tools, then Options.
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Step 2: On the Preferences page, select E-mail Options.

Options

" Preferences [ Wail Setupiu Mail Format | :Spellingiii Other ‘irDeIegates;\

7 ; Change the appearance of messages and the way the andled.

Junk E-mail... ] E-mail Options... %
Customize the appearance of the Calendar.

Default reminder; ;_30 minutes :’J Calendar Options...

Calendar

Reminder time: :EU_U»"_\IE“ _:J Task Options. ..

Contacts and Notes
8; Change default settings for contacts, journal, and notes.

[Contact Options... ] [ Journal Options. .. ] [ Mote Options... l

Search
p Change the settings for indexing and search.

Search Options. ..

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

[ OK }[ Cancel ]

Step 3: On the E-mail Options page, select Advanced E-mail Options.

E-mail Options

Message handling

,
return to the Inbox

, After moving or deleting an open item: l

~ [ Close original message on reply or forward
Save copies of messages in Sent Items folder
Automatically save unsent messages
Remove extra line breaks in plain text messages
Shade me headers when reading mail

On replies and forwards -

-4 = When replying to a message

St [rIncIude aoriginal message text v ’
When forwarding a message
IIncIude original message text v ]

ach e with

! :
[
[ImMark my comments with:

[ OK I[ Cancel ]
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Step 4: On the Advanced E-mail Options page, check the “Allow comma as address
separator” checkbox to convert invalid commas to semicolons.

Note: Allow Outlook Explorer a few seconds to refresh the information.

Advanced E-mail Options

Save messages

AutoSave items in: | Drafts v E
: e ||
AutoSave items every: |3 minuktes
[J1n Folders other than the Inbox, save replies with original message
Save forwarded messages

When new items. arrive in my Inbox

Play a sound

Briefly change the mouse cursor

Show an envelope icon in the notification area
Display a Mew Mail Desktop Alert {default Inbox only)

[ Desktop Alert Settings... ]

When sending a message

Set importance: [Normal

Set sensitivity: [Normal

D Messages expire after: { l days

Allow comma as address separator h

Automatic name checking
Delete meeting request from Inbox when responding

Suggest names while completing To, Cc, and Bcc fields
Press CTRL+EMTER to send messages

[. OK ] [ Cancel ]
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