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Check Points In order to Avoid execution of

1. Goto Toolg, G Iptionse

: File Edit View Go

winmail.dat FileUsing Ms Outlook

Tools | Actions Help

Type a question for help

iadNew - | Y

Mail /
Favorite Folders
[ Inbox
A Unread Mail
[ sent items
(3 Inbox in vajun.nhq

Mail Folders

2] All Mail Items

= €5} Personal Fol§ers
&) Deleted Itms
[2) Drafts
[ Inbox
L@ Junk E-mail
[ Outbox
@ [ RSS Feeds

) Empty "Deleted Items" Folder

\ Options...

Send/Receive >

Instant Search >

Address Book... Ctrl+Shift+B
% Organize

(1 Rules and Alerts...

Mailbox Cleanup...

Eorms

Macro

Account Settings...
Trust Center...

Customize...

P\ ¥ i Send/Receive ~ (& | [

[ sent items
@ [0 Search Folders
® £ varun.nhg@nicin

~_

L~ Mail

§=| contacts

/] Tasks

bl (E

Search address books -l @5
Undeliverable: gbgfbgfbgfbgfbgfbgfbgfb
¥ || System Administrator
[ 2 Wed 5/18/2011 1:51 PM
Varun Singhal
-
Your message did not reach some or all of the intended recipients. M
Subject: FuW: gbgfbgfbgfbgfbgfbgfbgfb
Sent: 5/18/2011 1:51 PM
The following recipient(s) cannot be reached:
‘varun.nhg@nic.n’ on 5/18/2011 1:51 PM
550 5.1.2 unknown host or domain: varun.nhg@nic.n
v

1item

Send/Receive Status83% %~

2. Go to Mail FormatA In dMessage formad Selectd | ¢ a [ Plai2Te3E. &
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: File Edit View Go Tools Actions Help Type a question for help -
i3dNew - | & 3 X | CuReply i@ ReplytoAll (3 Forward | HF (% Send/Receive ~ (& | [ Search address books -l@ 5
Mail « |2 Inbox Undeliverable: gbgfbgfbgfbgfbgfbgfbgfb
Favorite Fold A vl ¥ i
SR [search inbox £ ~| ¥ || system Administrator
B‘; ";‘;:d — Arranged By: Date Newestontop =~ (| sent: Wed 5/18/2011 1:51 PM
2 To Varun Singhal
12 sent Reme — [ Last Week
(3 Inbox in varun.nhg@nic.in =
Mail Folders 2 || & ZySZZ’rivi:’a";'I:f’;:;;gmm - bgfbgﬂ:”'d 5"3 Your message did not reach some or all of the intended recipients. W
2] All Mail items. v ;-ld‘-ﬁ—-
: e ——— ) e
=] @ Personal Folders
3] Deleted Items — r
2 ences | Mail Setup | Mail Format | speling | Other |
[2) Drafts L N i Had
[ Inbox Message format Ot berreached::
Ligl Junk E-mail s, Choose a format for outgoing mail and change advanced settings.
L3} outbox Compose in this message format: = FL8/%11 1:51 {’M 3
@ [F] RSS Feeds hosk or domain: varun.nhg@nic.n
(=3 sent Items InternetFop: i Text
# [0 Search Folders Plain Text
~ N
# 3 varun.nhg@nic.in ™ L format % g
Reduce the file size of the message by removing formatting infoy
necessary to display the e-mail me:
Rely on CSS for font forma
[] Save smart tags in e-mail
Stationery and Fonts
'B Use stationery to change your default font and style, change colors, and
AC add backgrounds to your messages.
Stationery and Fonts...
;’, Create and edit signatures for outgoing messages, replies and forwards.
A
Editor options
~ j Change the editing settings for e-mail messages.
Ej Editor Options...
=
5] calendar
|8=| contacts
=
zﬂ Tasks.
Ll - v b
1tem Send/Receive Status 84% %

3. Go to Internet Formath In dOutlook Rich Text OptiofiselectéConvert to
HTML Format or dConvert to Plain Text Formai{Should be same as
selected in Message Format).
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¢ File Edit View Go Tools Actions Help Type a question for help -
yINew ~ | g5 (23 X | CaReply i@ReplytoAll i3 Forward |85 W | jSend/Receive ~ & | [{ Search address books S i
Mail « |2 Inbox Undeliverable: gbgfbgfbgfbgfbgfbgfbgfb
Favorite Folders 4 ||[search inbox £~ % || system Administrator
BHnbox Arranged By: Date Newestontop  +|~ Wed 5/18/2011 1:51 PM
£ Unread Mail To:  Varun Singhal
@5""“_‘"" . = Last Week
(3 Inbox in varun.nhq@nic.in =
Mail Folders 2 @Isy‘t'"_'“"""'ma“" wedm; Your message did not reach some or all of the intended recipients. W
2] All Mail items. -
= Options |2 % [Fngfogfogfogfbefb
=l ‘@ Personal Folders h

%g:l::edhems = [ai Setup | M ing [Other |
e -~ l\ annot be reached:

L5 nbox Message form:
Junk E-mail i
; oose a format for outgoing mail 18/2011 1:51 PN
L3} outbox Compose in this message format: S 3
@ [ RSS Feeds host or domain: varun.nhg@nic.n
(3 Sent Items [ intemet Format...
3 [0 search Folders -
# £ varun.nhg@nicin '
’ Interet Format . B2 ) TR W—
e
Outlook Rich Text options
When sending Outlook Rich Text messages to
Internet recipients, use this format:

change cdors, and

Pl Convert to HTML format
" Convert to Plain Text format
Send using Outiook Rich Text format

[ Encode attachments in UUENCODE format when
\ " sending a plain text message

7 *Rsmre Defaults OK Cancel

w

<

L@ - >
1tem Send/Receive Status 84% 2~

4. Go to Contac Click ondNew Contact (To add a new contact).
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-

>

5. In new contactc Hll required fields.



