Forwarding emails in Outlook 2003 (under email options)
The steps to set up Outlook 2003 to forward emails as attachments by default are shown below.

1. With Outlook open click on Tools in the tOp : File Edit View Go | Tools i Actions  Qutlook Connector

menu and choose Options. FSANew - | 23 X Send/Receive 8

Instant Search »

Address Book... Ctrl+5Shift+B
%4 Organize

Rules and Alerts...

Qut of Office Assistant...

Mailbox Cleanup...

Empty "Deleted Items” Folder

D @D

Recover Deleted Items...

Forms »
Macro 3
Account Settings...

Trust Center...

Customize...

Options...
S

optens L. = 2 With the Options window open, choose E-

Preferences | Mail Setup | Mai Format | speling | Other | Delegates| mail Optlons.
E-mail
3 ; Change the appearance of messages and the way they are handled.
[ Junk E-mail... J I E-mail Options. .. ]
Calendar

ij Customize the appearance of the Calendar.

= Default reminder: 15 minutes [=] [ calendar optiors...

Tasks

5‘]' Change the appearance of tasks.

Reminder time: 08:00 lz‘ Task Options...

Contacts and Notes

8 —| Change default settings for contacts, journal, and notes.
[Comactoutmns..‘ ] [ Journal Options. .. ] [ Note Options... ]

Search
p Change the settings for indexing and search.

Search Options...

Mobile

- Change the settings for mobile notification and messaging.
I Notifications. .. ] I Mobile Options. .. ]

E-mail O tions
3. Use the dropdown picklist under When g

Message handling

forwarding a message to select Attach original _ _ _
. . After moving or deleting an open item:
message. Then click OK to close that window, ] Close original message on reply or forward

and OK to close the Options window. [¥] save copies of messages in Sent Items folder

Automatically save unsent messages

Remove extra line breaks in plain text messages
Shade message headers when reading mail

[ Advanced E-mail Options... ] [ Tracking Options... ]
Now when you forward any emails they will be On repiies and forwards
forwarded as attachments. E4l= When replying to 3 message
=i [Indude original message text V]

When forwarding a message
Indude original message text -

Attach original message

Include original message text k
Include and indent original message text
Prefix each line of the original message
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