Using Outlook to Distribute and Track Policy

The instructions and screen shots in this document are from Outlook 2003.

IMPORTANT NOTE: For this process to work, the users must also adjust their
OUTLOOK settings. Download “End User Settings in Outlook” for instructions.

Item #1: Setting up an email account

Users may want to consider requesting an email account that will only be used to
distribute policy. This is a nice visual queue for the users that the email contents are a
policy that needs their attention. Our account was named “PDTraining” because our
training division was responsible for policy distribution and tracking. We do not use that
email account for anything else. Our IT Department set up the account and a log in for
us.

Item #2: Building Templates

Users may want to consider building templates in Outlook for the different types of
directives that will be issued. The use of a template keeps the format of policy
distribution consistent.

Step #1: You can not create an Outlook template if you are using Microsoft Office Word
as your e-mail editor. To turn off Word while designing your templates, while in
Outlook go to the Tools menu and click on Options.
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Step #2: In Options on the Mail Format tab, clear the check box next to “Use Microsoft
Office Word 2003 to edit e-mail messages”. Then click Apply.
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Step #3: In Outlook, on the File menu, point to New then click Mail Message or click
the “New” button on the standard toolbar.
Inbox - Microsoft Outlook

EEiT‘ Edit Wew Go Tools Actions Help  Adobe PDF
| Mew L ||_1_] Mail Message Chrl+N |1&g
n Open 4 ‘SJ Post in This Folder  Chrl+shife+s [
Close All Ttems T Folder... CErl+Shift+E i
] Save fs... Ll| Search Folder... CtrH+-Shift+P
Send to Laserfiche Mavigation Pane Shartcut. .. -
Save Attachments Y | EH Appointment Chrl+Shift+i
i Eolder b |i5 Meeting Reguest  CtrHShift+Q -
Data File Management. .. &= Contact Chrl+3hift+C o
Import and Export... & Distribution Lisk Ckrl+3hift+L
archive... < Task Crrl-+shift+K
Page Setup b |2zl Task Request Chrl+shift+1J
;}, Prink Preview é,'i Journal Entry Ckrl+3hift+3
=4 Print... Chrl+F o |l Mote Chrl+Shift+h [
work Offfine €4 Internet Fax Corbeshiftrx 9™
Exit Choose Farm. .. jgnl'::l
[ DR OTAr T O ]
[ Budget Stuff T ?.UIEII'-:"IJ:?EE: IF:LIJEI.I“IIIII mrremERE Tisk 1

2 0f 13




Step #4: When the email message opens give it an appropriate subject and compose your
content.

k Standard Operating Procedure - ENTER NUMBER AND TITLE HERE - Message (HTML)

File Edit ‘“iew Insert Format Tools Actions Help

i=igend |l S 6 Ha B (& 0 (038 2 7 8| ¥ |[5] 2 ootons.. Einrial - -|A|B 7 U|E=EZ =
o] |
=] |

Subject: |Standard Operating Procedure - EMTER MUMEER. AMD TITLE HERE

Add any "attention getting information" here. You can even give it some color and cha
the font/size.

Summary:

Instructions:

Note: We used the “attention getting” area to remind recipients to actually open the
email rather than use the preview pane, send in the read receipt, and to hit the voting
button. Some of these features will be discussed later. The summary section was used to
give any pertinent information regarding the policy such as significant changes. The
instruction section advised recipients to read the attached directive and direct any
questions to their supervisors. This area also included the location of the electronically
stored official copy of the policies. We made all policies available on a shared drive in
our system network.

Step #5: Click the “Options” button on the tool bar to open additional settings.
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Step #6: Voting buttons

There are some pre-set voting button options in the system using the drop-down
arrow at the end of the blank. You are able to create your own button options also. Put
the check mark in the box in front of “Use voting buttons:”. Either select one of the
available options or type in your own options. Since the issuance of policy is not really a
democracy, | give only one option-“I have read and understand the attached directive.” If
there is more than one option they must be separated by a semicolon.

" Message Options g|
Message settings Security
g Importance: | Mormal v Zhange security setkings For this message. b
Sensitivity: Marmnal i [ Securiby Setkings. .. ]

Yoting and Tracking options

@ Use voting buttons: |1 have read and understand the attached directive, w

Step #7: Delivery receipt
Checking the delivery receipt option assists you in the future when the recipients
, “Inever got that”.

(W L) '-'ULIII=| LILLLLI 25, ST T orEETS Term o mrmms e

[¢] Request a delivery receipt for this message

2 L - Y N

Step #8: Read receipt
Checking the read receipt option assists in the future also with the same issue as
in Step #7. It will show that they read it, but failed to vote.
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Step #9: Choose your Delivery Options. Since we use a generic email account that all
policies are issued from, sending the replies to others was not necessary. If choosing this
keep in mind that for everything you distribute you should be getting 2 email responses
from each person. So, if you issue one policy to 60 people, you will get one large
delivery receipt from the system that shows everyone to whom it was delivered, and then
you will get a read receipt from each individual and a “vote” from each individual. So
that is 121 reply emails that need to be opened. Further, you can set a time for delivery
and an expiration date, if desired and click Close.

NOTE: To appropriately track responses it is necessary to save sent messages to the Sent
Items folder. My experience has been that tracking does not work properly if you move
it to a different folder. None of the other settings were necessary for our distribution.

Delivery options

@ |:| Have replies sent to:
Save sent message bor | Sent Tkems
Do nat deliver befare:
[Expires after:
Attachment Format:
Encoding: Auto-Select v

4 0of 13



Step #10: You are ready to save, but you must save it as a Template. Click File then
Save As. The file name will be your subject line (change it if you wish). Choose the
“Outlook Template” as the file type. It should automatically be directed to save into the
correct file on your system. Click Save.
L-'." I -urel Dser e
Deskkop B by videos
L) DRConfig
)My Google Gadgets
)My eBonks
My Documents | ([C2) My Digital Editions
My Data Sources
- IS)My Alburns
;1))3 Iy vberlink.

My Computer | "=y vic) 8l Studio 2005

;!} Fie name:  |serating Procedure - ENTER MUMEER. AND TITLE HERE.oft

My Metwark

Places Save as bype! | Qutlook Templake (*,oft) |'v_

Tewxk Only (*,Ext)
[Cutlook Template (*.aft)

Qutlook Message Farmat (*.msg)
Cutlook Message Format - Unicode (*.msg)
HTML (*.hikrn; . hkral)

Step 11: Close the message that you used to create your template. If you are prompted
to save the message, click No. You have already saved the template and that is what you
need.

Follow all these steps to build templates for any other types of policy you distribute.
Examples: General Orders, Administrative Orders, Special Orders, Training
Bulletins...whatever works for your agency.

Item #3: Building Distribution Groups

To make policy distribution much simpler and to make tracking very efficient, you need
to set up distribution groups in the email account from which the directives will be
issued. Some examples might be All Personnel, All Sworn Personnel, Supervisors,
Criminal Investigations, Patrol, Traffic, Records, Dispatch...etc.

Step #1: In Outlook go to Tools then click on Address Book.
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Step #2: In the Address Book window either click on the “New Entry” button on the
toolbar or go to File, New Entry.
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Step #3: Click on New Distribution List and choose where you want the entry to be
stored from the drop down list at the bottom. Then click OK.
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Step# 4: Give your distribution group a name such as All Sworn or Patrol then click
“Select Members”. These directions assume that all persons to whom policy will be
issued are built in your email system.

an o amesrwwie v g Puope L s s [ R

I Fle Edit Wiew Insert  Tools  Actions  Help
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: [Select Members. .. ] [ Add Mew, ..

1| Mame E-mail
There are no ikems to show in this view,

Step #5: From the Select Members window using whatever list you need (screen shot is
showing the Global Address List), you can either type a name into the “Type Name or
Select from List:” box or you can scroll down the list to choose names. Click on the
name you want to include and then click on the “Members” button below the list OR just
double click on the name you want to include and it will be moved into the “Members”
list. After you have selected all the members needed for this distribution list, click OK.

Select Members E|
< Type Mame or Select fram Lisk: Show Mames from the:
B |brown | |Global Address List - |
N | Marne Business Phone Office
Brown, Andre 1570 ~
I Brown, Corky 1032 |
Erown, Juskin 2513 —
Erown, Pam
Eruce, Brittany 2179
Eruce, Kenny 2851
Building Maintenance
Bullard, Chris 222
Burlison, Robert 2350
Eurton, Steve 1092
Bushey, Jerry 2145
Bushart, Patky 1054
Bwrd, Ashley 2184
Bwrd, Jeranie 2140 v
< I >
Add ko distribution list:
[ Members - = ] | |
% ] [ ]
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Step #6: The selected persons now appear on the list. If you forgot someone, just click
on the “Select Members” to continue to add to the list. If you made a mistake, click on
the name you need to remove and click the “Remove” button. When done be sure to hit
Save and Close”. You now have a distribution list! This really makes life easier when
you start to distribute because with a few simple clicks, you can send to everyone on your
list rather than having to choose every individual each time. To build other distribution
lists just repeat the steps.

[ All Sworn - Distribution List M=1E3

i Fle Edit Yew Insert Took Actions  Help
M Hsaveandclose | S| 4 By ] ¢ X | e - @ '|'.Q,l!

IMembers | Motes

3
A Mame: |.0.II SIOET |

’ Select Members, ., ] [ Add Mews, ] [ Remove
1 Mame E-mail
==| Brown, Pam parn. brown@cedarhillt:, com
l ==l Bruce, Britkany brittany . bruce@cedarhilles:, com
==l Bruce, Kenny kenny . bruce@cedarhillt:, com
==/ Burlison, Robert robert.burlison@cedarhillt:, com
=] Burton, Steve steve,burton@cedarhillt: . com
==l Busby, Jerry jerry. busby@cedarhilltx. canm

Item #4: Issuing a policy using existing Templates and
Distribution Lists

Step #1: Bring up your template. Go to Tools/Forms/Choose Form.

] Inbox - Microsoft Dutlook
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Step #2: On the Choose Form window choose User Templates in File System (or if you
saved it somewhere other than the default location you will need to locate it there).

forooerom x
ity
Look In: |User Templakes in File System j Browse. .. | =%l =
Standard Forms Library N =
IC:'I,D:u:ur QOrganizational Forms Library ~—Microsoftl Tenplatest® ot
Personal Forms Library -
Form__[outook Folders | Size (Bytes) |
Adrminist Skandard Templates 16396
PRI EN L icer Templakes in File 16384
Skandar|{Inbo r 16596
Training Bulletin - EMTER M., 7/1/2009 10:53 AM 16596
Display name: Indministrative Order - ENTER. NUMEBER. AMD TITLE HERE Open I
File name: IAdministrative COrder - ENTER NMUMBER AMD TITLE HERE.oft Cancel |
Description: Advanced<< |
Deleke |
Contack: ersion: - "
Message class: IPM.MNote ml

Step #3: Choose the form that you need by clicking it to highlight it and click on Open
OR double click the form. In this example, we are showing the General Order form.

Notice that it looks like an email readx to be com: osed.
¥ General Order - ENTER NUMBER AND TITLE HERE - Message
Type a question for

File Edit Wew Insert Format Tools Table Window  Help

d=d5end | ) - |G & |52 El B | ¥ [ [ options... | HTML =
[ e ||

[ ... |

Subject: |General Order - ENTER MUMBER AND TITLE HERE

]
(I
]
¥
111
i
U}
i
o

ERTY s e R

T Attach as Adobe PDF H

OPEN THIS EMAIL TO READ THE CONTENTS AND ACTIVATE THE RETURN RECEIPT.
READING THIS EMAILIN THE PREVIEW PANE WILL NOT SEND THE REQUIRED RECEIPT.
PRESS THE VOTING BUTTON ABOVE THE "FROM:" LINE.

SUMMARY:

INSTRUCTIONS:
Read the attached general order and direct any questions to your supervisor. A PDF copy of this general order has been saved to the police share

drive S:\Written Directives\General Orders.
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Step #4: Edit your Subject line by adding the policy number and title. Line may look
like “General Order 204 —Administrative Investigations”. Add your summary notes and
any other instructions. | built my templates with standard instructions that did not
change. The summary notes changed with each issuance. Add your attachment file-
which is the policy/directive that you are distributing.

Recommendations:

v Only issue one policy per email. It makes it easier to track.

v'Insert your attachment file (the policy/directive that you are distributing) before
you fill in the “To:” line. It helps prevent you from sending the email without the
attachment.

v Use an email account that is ONLY used for policy distribution. It helps to keep
from having other non-policy related emails from getting mingled into the
account. We decided to reformat all of our policies during the TRP process. In
doing this, we reissued them. | have over 13,000 emails related to distribution
and tracking of policies.

v" Manage your distribution lists by updating them every time there is a new person
hired, a separation, or a transfer. This will make life much easier.

Step #5: To add an attachment, go to the Insert File icon or click on Insert then file.

Bile Edit ‘Wiew | Insert | Format Tools  Table window  Help
=send | ] ~ | [L Picture PR | Y options... + | HTML -

' 1
W, [T I
[ e y =

¥

Subject: General Jrder - ENTER NOMEER ARD TITLE HERE

H S| & By B | [calbr s - JA-IB I U

TH Attach as Adobe PDF H

Step 6: Find the necessary file and either double click it or highlight it and hit the Insert
button. The file will then go into your email as an attachment.

Eusertrie 2x|[
__ Lack in: I@' Deskiop j o - 3 Q x Ea j = Tools ~
D B

My Recent L visual MCT

El (et WordPerfect X3 -
= Documents B
S l’% 2 Basic employee list. xls R|
employee_list‘xls

A% |Microsoft Office Excel 2003

_,_/ I, Sharteut to admin.exe
My Documents Shartcut to TRP
Buvindows Media Player
-
58
My Computer
ar - | v to
| W) , e T
Y File name: I j Range. .. | Insert |~
Iy Metwork
Places Fles of type: [l Files (*,%) = Cancel
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Step 7: Pick a group from your distribution list by clicking on the “To” button and
opening the folder where you stored the list (example below has it in the Contacts folder).
Either double click on the list needed or click it once to highlight it and click the “To”
button at the bottom. Then click OK at the bottom of the window.

Note: If using a dedicated email account then your distribution lists for policy issuance
will not be mingled with other business/personal distribution lists.

| Er— x|

[ Type Mame or Select from List: Shaow Mames From the:

I Contacts j

(Cutlook Address Book.
| Contacts

I Mame

E Q—_Mdmin Bureau Global Address List .|
. |&allDepartment Members Al Address Lists
& Animal Services Division All Contacts E
| Crime Scene Unit All Groups
( g Criminal Investigations Divis| Al Rooms
| CS0 Section All Users
#Lieutenants Public Folders
&JPACT PACT [ ]
& Professional Standards Divis... Professional Stand...
i&]Property Section Property Section
& Public Service Section Public Service Sect... =
S P, ;I_I
5 v

Message Recipients

To-=

Bee -=

dad

Advanced W [8]4 I Cancel |

&

L

Step 8: Your final product should look something like below. There is no need to set
any of the options related to delivery, read receipts or voting buttons because you set all
of that when you created your template. You can check on the settings by clicking on the
“Options” button on the tool bar. Any changes you make will only be valid for this one
email-it will not change the saved template.

File Edit Wiew Insert Format Tools  Table ‘Window Help Type a question for h

dsend | 1) - | B 6@1} ¥ [ | [ ogtions... - | HTML

(7o, [ & Sworn Members -all

[l ce... |

Subject: |Ger\eva| Order - 204,00 Administrative Investigations

Attach. TT/General Order - 204,00 ADMIMISTRATIVE INVESTIGATIONS. pdf (569 KE) | (3 Attachment
HS| % B ~a .12.Av31g§§;k§zg;§§g§=

T Attach as Adobe PDF E

OPEN THIS EMAILTO READ THE CONTENTS AND ACTIVATE THE RETURN RECEIPT.
READING THIS EMAILIN THE PREVIEW PANE WILL NOT SEND THE REQUIRED RECEIPT.
PRESS THE VOTING BUTTON ABOVE THE "FROM:" LINE.

SUMMARY:

The significant and substantial changes include the following:

204.03 - Redefined “Complaint.”

204.08¢1, - Changes notification time from 24 hours to 48 hours,

204.08DL —Changes language related to employee’s responsibilities while on administrative leave.

204.08H. —Changes language related to weekly status reports.

204.09A. —Adds reference to other sections relating to Garrity warnings and empleyee’s responsibilities during a concurrent investigation.
204.11 —clarifies who is responsible for the payment of certain tests that are conducted during an administrative investigation.

204.13.E. — Adds additional infermation relating to the role of the Dallas County’'s Public Integrity Unit.

INSTRUCTIONS:
Read the attached general order and direct any questions to your supervisor. A PDF copy of this general order has been saved to the police shared
drive S:\Written Directives\General Orders.
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Step 9: Click the Send button. The fun begins when you start getting all of your receipts
and votes in.

Item #5: Track the policy.

Step #1: Open all of the read receipts and vote emails that you receive to have them
attach to the tracking on the email. You can open several at a time by highlighting
numerous emails, right clicking then choosing “Open Items”. After opening them, close
them. This attaches all of the tracking to your sent item.

=] Date: Older

Open Ikems
= Print...

L i Forward Thems

Fallows Up
Categories...
Mark as Read
Mark. as Unread
Delete

Mowve to Folder...

_ ¥ = Nelsan. Rohert Read: Standard Oneratinn Pracedore - PAT 10400 Theneckinns

Step #2:  Go to the “Sent Items” folder of your email. Choose the policy that you want
to track and click on the Tracking tab.

File Edt Wiew Inserk  Formak  Tools  Actions Help  Adobe PDF

iReply | iReply oAl | b Forward | & B | 54 | W | 2 | LS | e F e N .@E

Message I Tracking I

| This message was sent with High importance,

(= T ARk mimie—
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Step #3: The Tracking tab will show something like below depending upon your
settings. This example shows the delivery, read receipt, and vote. Each one shows a date
and time that the respective action occurred.

standard Operating Procedure - CID 205.00 Confidential Sources - Message (HTML)

File Edt Yiew Insert Format Tools Actions Help  Adobe PDF

aBeply | ClReplyto sl | g Forward | o B3| o | W |02 H|a-w N @)E

Message I Tracking I

This message was sent on 1/19/2010 12:03 PM.
Feply Totals: I have read the attached document 15

dams, Robert

Delivered:

1/19/2010 12:03 PM

Read:

1/20(2010 7:01 AM

1 have read the attached document: 1720720

Baatman, Roderic

Delivered:

1/19/2010 12:03 PM

Read:

1/20/2010 11:26 AM

1 have read the attached docurent: 120020

Bruce, Brittany

Delivered

1 1/19/2010 12:03 PM

Read

1 1/19/2010 12:06 PM

1 have read the attached docurent: 11920

Byrd, Jeramie

Delivered:

1/19/2010 12:03 PM

1 have read the attached document: 2/1/201

Chaffin, Razalyn

Delivered:

1/19/2010 12:03 PM

Read:

1/19/2010 1:58 PM

1 have read the attached document: 171920

Davidson, Rick

Delivered

1 1/19/2010 12:03 PM

Read

| 1)25/2010 2:45 PM

1 have read the attached document: 1/25§2C

Hutsaon, Wwilliam

Delivered:

1/19{2010 12:03 PM

Read:

1/20{2010 7:42 AM

1 have read the attached document: 1120720

Knott, Rhonda

Delivered:

1/19{2010 12:03 PM

Read:

1/19{2010 12:17 PM

I have read the attached document: 1719720

Lafferty, Steve

Delivered:

1/19/2010 12:03 PM

Read:

1/19(2010 1:56 PM

1 have read the attached document: 171920

Lyon, Patricia

Delivered:

1/19/2010 12:03 PM

Read:

1/19{2010 2:42 PM

1 have read the attached docurent: 171820

Reiss, Charles

Delivered

1 1/19/2010 12:03 PM

Read

| 1J21j2010 £:49 AM

1 have read the attached docurent: 172120

Rogers, Jana

Delivered:

1/19/2010 12:03 PM

Read:

1/19/2010 12:54 PM

1 have read the attached document: 1

Sandefur, Paul

Delivered:

1/19/2010 12:03 PM

Read: 2/1/2010 9:34 AM

1 have read the attached document: 2/1/201

woodall, Brandon

Delivered

1 1/19/2010 12:03 PM

Read:

1/19/201012:10 PM

1 have read the attached document: 1

[
J19j2t
i
i

FIES

Step 4: Review the listing and see who has not responded and take any action necessary.
Hint: You can highlight the entire list, copy it, and paste it into Excel then sort on the
appropriate column (for instance Response column which captures the “vote”). It will

group all of those who have not “voted” to give you a quick list.

Step 5: It is optional if you wish to save the list in another easily accessible format for
submission to the Texas Recognition Program. While on the Tracking tab go to
File/Print. This brings up a printer list. You may have Adobe as a printer. This will save
the file as a PDF for you instead of printing it.

These are GREAT options for electronic submission to the Texas Recognition Program.
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