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Microsoft Outlook: Creating Email Aliases
An email alias is an alternate name for an email address. For example, this simple, one-word nickname allows you to
substitute the email address “ais4203.spring2001@courses.msstate.edu” with the alias “4203”. This document
describes alias creation for the Microsoft Outlook Family, which includes the 97, 98, 2000, and Express versions of
this software. Novell Groupwise, Pine (via Ra), Pegasus Mail, Eudora, and IMP are described in the document,
Creating Email Aliases.
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OUTLOOK 97/98/EXPRESS

1. After you start Outlook, choose Tools » Address Book... from the menu bar.

2. In the Address Book window, choose File » New di View Took Help
Contact... from its menu. CEGlE:

ew ac
Mew Group...  Chl+G
Mew Eolder...  Ctl+R

Pioperties Al+Enter
Delete

Import »
Export »
Pirt... Chl+P

Exit

a. NOTE TO OUTLOOK 97 & 98 USERS: If you are prompted to select an entry type, choose Mail User,
then click OK. If no prompt is given, skip to step 3.

Select the ent

il User

3. In the Properties window, type a single, short, and easy to remember word into the Nickname text
box. Minimally, you need only fill in the

ropeities 2]
E-Mail addresses text box next. —

Name |Home | Businessl Pevsanall Other | NelMeetingl DigilalleI Uninel

g Enter name and e-mail infarmation sbout this contact here.

First: I Middle: I Last:
Title: I Display: ||

4. Click Add then, OK to save your new nickname.

HNickname: Isuzy

5. Inthe Address Book window, choose File » Exit to exit
the address book.

“Mail Addresses: suzyq 256K @wrafb. ga. mil

6. Now, every time you compose a message, you can
type the alias (previously typed in step 3) in the To
or Cc fields and Microsoft Outlook will recognize
your nickname, converting it upon sending to a full
email address.
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™ Send E-Mail using plain text only.
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OUTLOOK 2000

W& Contacts - Microsoft Outlook

1. After starting Outlook 2000, choose File » New » Contact e Edt vew Favories Tools actions Hep
from the menu bar. | QN
= Crhshift+L
SN CtrleShift+a
Save As... Task Ctrl+Shift-+
SavE BLLEChENtS ¥ @ [oke Chrl+Shift-+M
2. In the Untitled - Contact window, type a single, short, and Folder b ChasseFom..
easy to remember word into the File as: text box Minimally, Trmport and Expot... 2
you need only fill in the E-mail text box next. Page Setup ’
B. Prink Preview
& print... Chrl+p
Exit
EE Untitled - Contact H=] E3 I
JEiIe Edit Wiew Insert Format Tools Actions Help ‘
Jugaveandclose |§ ] | L4 ®@v“.vvv'
General l Details I Activities I Certificates I Al Fields ]
ﬂ i Full Name, . ‘il L,} Business :”
“h Job title: | Home :”
Company: | Business Fax ﬂl
File as: I Suzy A Mobile :”
Address... | D
Business :I """
‘ ¥ Web page address: |
[" This is the maiing address ‘
[ =l
3. Click Save and Close to save your entry and add it to your personal address book.
= save and Close
Ackivi
4. Now, every time you compose a message, you can type the alias (previously typed in the File As: box in

step 2) in the To or Ce fields and Microsoft Outlook 2000 will recognize your alias, converting it upon

sending to a full email address.

With Outlook (as well as other email programs), you can maximize the use of your newly created aliases by
generating an email list containing individual nicknames, then creating another single nickname that refers to
that list. When creating such an email list, Outlook will allow you to mix nicknames with full email addresses as
well. For more details on this and other email topics, be sure to visit http://www.its.msstate.edu/email.html .
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