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Introduction

Outlook *2003 is a powerful Information management application that allows you to co-ordinate projects using a variety

of different tools. These range from E-mail for communication, to the Calendar, which can be used for time management.

How to use this guide

This manual should be used as a point of reference following attendance of the Outlook *2003 training course. It covers

all the topics taught and aims to act as a support aid for any tasks carried out by the user after the course.

The manual is divided into sections, each section covering an aspect of the course. The table of contents lists the page

numbers of each section and the table of figures indicates the pages containing tables and diagrams.

Objectives

Sections begin with a list of objectives each with its own check box so that you can mark off those topics that you are

familiar with following the training.

Instructions

Those who have already used a similar application before may not need to read explanations on what each command does,
but would rather skip straight to the instructions to find out how to do it. Look out for the hand icon Fwhich precedes

a list of instructions.

Keyboard

Keys are referred to throughout the manual in the following way:
[ENTER] - denotes the return or enter key, [DELETE] - denotes the Delete key and so on.
Where a command requires two keys to be pressed, the manual displays this as follows:

[CTRL][P] - this means press the letter “p” while holding down the Control key.

Commands

When a command is referred to in the manual, the following distinctions have been made:

When menu commands are referred to, the manual will refer you to the menu bar - “Choose File from the menu bar

and then Print”.

When dialog box options are referred to, the following style has been used for the text - “In the Page Range section

of the Print dialog, click the Current Page option”
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Notes

Within each section, any items that need further explanation or extra attention devoted to them are denoted by shading.

For example:

“Outlook will not let you close a mail message that you haven'’t already saved without prompting you to save.”
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1 Understanding Outlook 2003

Objectives:

By the end of this section you will be able to:

o Understand the uses of Microsoft Outlook
o Get started
» Recognise Outlook screen elements

o Access Help
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1.1 What is Microsoft Outlook 2003?

Outlook ’2003 is an information management application that helps the user to co-ordinate messages, calendar activities,
contacts and tasks. It comprises a mailbox, a calendar, a contact list, notes and a journal. Outlook is designed for both
stand-alone computers and personal computer networks. If the user is connected to a network they can share their

information with others.

Outlook comes with a transport application known as Exchange. A transport application enables the flow of information
and must be installed to use OutlooK’s e-mail feature. E-mail is sent in and out of mailboxes in the same way as physical
mail goes through a postal service. Mailboxes can be set up for individual users or for multiple users. All networked users

with mail accounts can share information by using Outlook and a transport application such as Exchange.

1.2 Getting started with Outlook 2003

When Outlook 2003 is installed, the Setup program looks for the user’s user profile. A user profile is a group of settings
that define the setup of Outlook for a particular user. Only one user profile is needed to access Outlook, however, multiple
user profiles can be set up each with their own unique settings, e.g. if there is more than one person using Outlook, each

user should have their own user profile set up. The user’s administrator usually creates user profiles.

When setting up user profiles, certain information services can be included. An information service is a group of settings
that enables the user to send, store and receive messages and items, and indicates where to store addresses, e.g. in a

Personal Address Book.

When Outlook 2003 is launched, depending on the configuration, the user may be asked to enter a password.

(& To enter a password:
Keyboard

o Type the relevant password
o Press [ENTER]

When Outlook is started, the Office Assistant displays a dialog box welcoming the user and offering help on certain topics

Download free eBooks at bookboon.com



Outlook 2003: Part | Understanding Outlook 2003

1.3 The Outlook 2003 Screen

When Outlook 2003 is first started, the user is presented with the following screen:

Inhox - Microsoft Dutlook ] ;lilil

© Fle Edit Wiew Go Tools  Actions  Help Tvpe a question For help -

Dadbew v | 3 XK | CiaReply i Rephy to Al (3 Forward | 5 Sendireceive ~ | EpFind [ | [ Tvpeacontacttofind - | @) !

Favotite Folders

The Office Letter Standard Edition -

January 12, 2004

[ Inbax ; ; ;
(5 Deleted Items (3) Arranged Ey: Fromm The Office Letter Team [jpowell@office
L@] Drafts [1] o Extra line breaks in this message were removed,
L= Outbox = wordTips ) 7
[ Banner in Personal Fold To:  jtfreed@email. unce. edu
[ Sent Ttems =1 WordTips for 3 January 2004 1f3/2004
L2 Unread Mail WordTips
Ll For Follow Up [1] 20 WordTips for 27 December 2003 12/27/200% .
All Mai Folders WordTips
DD Banner (1) || = WordTips for 20 December 2003 12/20/2003 . OFFICE LETTER
{a] Deleted Irems WordTips
=l [ Mai o STANDARD EDITICH
[ OFriday (=l us Airways Promotions

Tips, Tricks, Tools, and
Techniques for Microsofr Office

[ 1230ealwith This
[ AuxServices j

2l US Airweays Mew Year's Resolution Fare Sale /...
U5 Airways Promotions

¥ Volume 3, Number 30
1+ Mail = ; :
b=d = U5 Airways E-Savers January 12, 2004

5.:133 Calendar i Us Airways Domestic E-Savers wed 1T
by
U5 Airways E-Savers

35 Contacts

fd Tasks

= The office Letter Team

IN THIS ISSUE
tandard Edition - January . :
-_.‘J | @ » Office: New RBesources and

|98 Items |i-| Cnline

Title bar

The Title Bar appears at the top of the Outlook window, registering the title of the application and the selected Outlook
folder. If the Outlook window is not maximised, by positioning the mouse over the title bar and clicking and dragging,

you can move the window to a new location on the screen.

Menus

The menu bar contains menus giving access to all the commands that can be carried out in Outlook. There are two methods
for accessing menus and their options - the menu bar and the shortcut menu.

Menu Bar

The menu bar displays all options available within Outlook. You can access a menu by clicking its name with the left

mouse button.

14
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(ZTo select a menu bar menu:

Mouse

Cusktomize. ..

Opkions. ..

L4+

+ Click on the menu title. A pull-down menu will appear listing all options available. To reveal the rest of the
menu click on the arrows at the bottom of the menu.

 Click the required menu option.

Or
Keyboard

« Hold down the [ALT] key and press the underlined letter of the menu title.

+ Type the underlined character of the required option.

UNLEASHING
CHANGE

MANAGEMENT

UCTOBER 18 & 19, 2018

DE RODE HOED
AMSTERDAM
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1.4 Shortcut menus

Open
&h print
¢ Reply
@ Reply ta Al
W Forward

.-‘

Follow Up. ..
&4 Mark as Unread

Cakegaries. ..

Find All [
35 Create Rule...

Junk. E-rmail 3
75 Delete
["'_," Move ko Folder, ..
5 Options...

The shortcut menus can only be accessed when the mouse is positioned over a message or another item and you click

the right mouse button. The options that appear on the shortcut menus may differ depending on what you have selected.
(& To select a shortcut menu option:
Mouse

+ Click with the right mouse button over an item. A pull-down menu will appear listing all options available.

o Click the required menu option.

Toolbars

Outlook has three different toolbars that can be displayed on the screen, the Standard toolbar, the Advanced toolbar and
the Web toolbar.

The Standard toolbar contains buttons for commonly carried out operations such as creating new messages, appointments
and actioning the selected items, whereas Advanced toolbar buttons are devoted to navigation, automation and
customisation of Outlook. When you hover your mouse over any toolbar button, Outlook will display a description of

what the button does.

Bl &
1| (New Mai Message

Show and hide toolbars

You can call up many more toolbars while you are working with Word giving you access to buttons that relate to specific

tasks.
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(& To show a toolbar:

Mouse

Cuskomize. ..

o Click the right mouse button anywhere over a displayed toolbar.
« From the resulting menu, click the toolbar you want to show.

o To hide a toolbar:

o Click the right mouse button anywhere over a displayed toolbar.
o The resulting menu will show you the currently displayed toolbars with a tick symbol next to them. Click the

toolbar you want to hide.

Viewing Information in Outlook

Default Outlook Description
Folder
Outlook Today Enables the user to keep track of your appointments and tasks in one window

along with keeping you informed of the e-mail you have.

Inbox Receives your incoming messages, enabling the user to send and receive
messages.

Calendar Enables the user to schedule appointments and events.

Contacts Enables the user to enter and keep track of business and personal contacts.

Tasks Enables the user to create and manage tasks.

Journal Records all items as they occur, such as accessing an office file, sending an e-mail
message

Notes Electronic “sticky notes", storing text information that enables the user to quickly

record reminders.

Deleted items Contains any items that the user deletes in Outlook before they are permanently
deleted.

Sent Items Keeps copies of messages that have been sent by the user.

Outbox Temporarily contains message that the user sends until they are delivered.

Drafts Stores incomplete messages enabling the user to go back to them to complete

and send later on.
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View Pane

To view and work with the items of information stored in a particular folder, you need to open that folder. Outlook will
then display the folder’s items in the View pane of the Outlook window and the Outlook menu commands and toolbar

buttons will change to provide the commands you need to manage the type of information kept in that folder.

1.5 Outlook Shortcuts

One of the fastest ways to open an Outlook folder is to use Shortcuts. Users can add shortcut groups that quickly open their
favourite and most frequently used folders. The user can add, remove or change the size of the shortcuts. The Shortcuts
section in the Navigation pane can be divided into groups to help organise the user’s information. These groups contain

related shortcuts. Users can also create their own groups.

(& To switch to shortcuts and Groups:

Mouse @i I

o Click the Shortcuts icon at the bottom of the navigation Shartcuts
o The navigation pane will display hyperlinks allowing you to set up a shortcut to a particular item, or a group

heading under which you can store a collection of shortcuts.

Keyboard

e Press [CTRL] 7

bookboon.com

Corporate elLibrary
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Management Time Management

Problem solving l Self-Confidence I Effectiveness

Project Management I Goal setting I Coaching
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(&~ To set up shortcuts:

Mouse

+ Click the Add New Shortcut hyperlink from the Navigation Pane.

+ Choose the item you wish to make a shortcut for from the Add to Navigation Pane dialog box.

Add to Mavigation Pane

Folder name: EMaiII:n:nx - Eddie Holder aw |

[+ C-.[_I?f Mailbio: - Eddie Holder
[+ g Personal Folders
# 3 Public Folders

[n] 4 ] [ Cancel

« Click OK. The shortcut will appear under the heading “Outlook shortcuts” at the top of the Navigation Pane.

(& To set up Groups:

Mouse

« Click the Add New Group hyperlink from the Navigation Pane.
o Type in a heading that best describes the group of shortcuts you will assign to the group - e.g. Messages and

schedule.
« The Group will appear in alphabetical order in the top half of the Navigation Pane.

If the Navigation pane is not displayed, choose the View, Navigation Pane command from the menu bar.

& To add shortcuts to groups:

Mouse

 Right-click over the group name and choose Add New Shortcut.

o Select the required shortcut from the resulting dialog box.

o If the shortcut already exists drag and drop it over the group name.

19
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(& To remove a shortcut:

Mouse

» Right-click over the shortcut and choose Delete shortcut from the menu

(& To remove a group:

Mouse

 Right-click over the group name and choose Remove Group from the menu.

Removing a group will also delete all shortcuts belonging to that group
(&~ To move a shortcut within the same group:
Mouse

+ Click and drag the shortcut required to a new location in the Navigation Pane.

o Release the mouse.

(& To move a shortcut to a different group:

Mouse

o Click and drag the shortcut onto the required group. The group expands to display its contents.
o Drag the shortcut to the required location within the group.

o Release the mouse.

(& To rename a group on the Outlook bar:

Menu

o Click the right mouse button on the group to rename, choose Rename Group.

« Type a new name for the group and press [ENTER].

Previewing Items

You can view the contents of an Outlook item without having to open it in a form.

AutoPreview

AutoPreview allows you to see the first three lines of messages in the main Outlook window.

(& To use AutoPreview

Mouse

e On the View menu, click AutoPreview or click the AutoPreview icon on the advanced toolbar.

@ﬁ eddie.halder@f. .. Mone
Year Oy Catalog Mo ChannelCategaory Publisher Units  Sales
1998 1 41210 Domnestic Drama Penguin  30,922.00 310,755.00
1999 2 30782 Domestic Tragedy Ic Millan 26,151.00 371,831.00
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o To hide the AutoPreview, repeat the above step.

To preview the first three lines of unread messages only, on the View menu, point to Arrange By, Current View, and then click

Customize Current View. Click Other Settings, and then click Preview unread items.

1.6 Reading Pane
In the Reading pane, you can read the content of an item, open attachments, follow a hyperlink, and respond to meeting

requests without having to open it in a separate form.

(&~ To use Reading pane

Mouse

o Click the Reading pane icon | on the advanced toolbar.

Struggling to get
interviews?

Professional CV consulting & writing assistance
from leading job experts in the UK.

H || Take a short-cut to your next job! TheCVagenCy
._- =] Improve your interview success rate by 70%. Visit thecvagency.co.uk for more info.

N
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3 Sent Items a ¥ enmuries makbe o ook 2000 i 1610212005 03:49
Al Mal Folders
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) Inbax (18)
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o To hide the Reading pane, repeat this step.
(& To position the Reading pane
Mouse

o Choose, View, Reading Pane from the menu bar.

o Choose the Right or Bottom from the sub-menu.

R

e i E\ e \&REPW =EReply to Al () Fonuar
3] | 4 [ 8y | vessazes =N

G0 Tools Actions  Help Type a question for help |+

Inbox L
Favorite Folders AmangedBy:Date  |Newestontop 1 ||| FW: A day course
B Inbox in Personal Folders = enguiries mailbox
(=4 Sent Items in Personal Folders = Today D
[ Inbox (18) . ; .
e Eddie Holder; John Caulfisld
| For Folbss Up &
[ sent Teems = vesterday |
Al Mail Folders (=1 TKB Wed 9149
=) 5! Mailbox - Eddie Holder 5 enquiries mailbo:
%gf:::‘zs‘]‘e'“’ @ @ uessio. From: Suzanne Georgel SMTP:SUZAMNE@CIRCLEAGENCY, COLUK]
1 EXCEL Logic (53) 1 5kB Tueta21 Sent: Thuljsday‘ ngruary 17, 2005 10:20:26 AM
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[ Junk E-mail [1] | & 15k T 172z o Subject: A day course
L5 outbox Grant Hook Auto forwarded by a Rule
- 2 i
@ [ search Folders e éﬁ "Et —_— THRLEA. b
3 £ Personal Folders PSR HEO Hello
&) Deleted Tkems L | '
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(2 tmbox Caiske orii 00 I How much would a half day/day course cost for one person on Excel and
= i Powerpoint?
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John Caulfield
=1 SKB Mon 1543 Many thanks,
enguiries mailbos: Suzanne =
1 11K Mon 10:57 -
enquiries mailbo:: Suzanne George
Senior Account Manager
@ Last Week The Circle Agency Limited
=1 5kB Sun0i24
hyyiies AbOY Switchboard: 0207 £33 0685 @
AERG sabizfz e -
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1.7 Reading pane options

You can set options to determine how messages are treated when viewed in the Reading Pane - for example, do you want
them to appear as read or stay unread.

(&~ To set Reading Pane options

Mouse

o Choose Tools, Options from the menu bar.
o Click the Other tab

Options

Preferences {| Mail Setup. Mail Format f Spelling. || Security | Orther Delegates;;

General
D I |:| Empty the Deleted Ikems folder upon exiting

Make Cutlook the default program for E-mail, Contacks, and
Calendar,

[ Mavigation Pane Opkions. ., ] [.ﬁ.dvanced Qpkions. ..

Autodrchive

L= Manages mailbox size by deleting old ikems or moving them ko an
% archive file and by deleting expired items,

[ Bukodrchive, ..

Reading Pane

Cuskamize aptions Far the Reading Pane.

Reading Pane. ..

Persaon Names
8 Enable the Person Mames Smart Tag
- [ ] pisplay Messenger Status in the From field

Ok, ] [ Cancel Applhy

 Click the Reading Pane... button.

23
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Reading Pane E|

Reading Pane opkions

[ 1Mark items as read when viewed in the Reading Pane;

Wit seconds before marking item as read

Mark, item as read when selection changes

Single key reading using space bar

[ Ok, J [ Cancel

o Set the options you require and click OK.

1.8 Microsoft Outlook Help

Outlook offers several quick ways to get help when performing particular tasks. You can select from a list of topics provided

by Help, or you can even type a help request in plain English, and Outlook will supply the answer using the Answer Wizard.

The Office Assistant

In Outlook 2003, you can use the Assistant to get help quickly by typing plain English questions or phrases.

S

e-learning
for kids

e The number 1 MOOC for Primary Education
e Free Digital Learning for Children 5-12
©15 Million Children Reached

About e-Learning for Kids Established in 2004, e-Learning for Kids is a global nonprofit foundation dedicated to fun and free learning on the
Internet for children ages 5 - 12 with courses in math, science, language arts, computers, health and environmental skills. Since 2005, more
than 15 million children in over 190 countries have benefitted from eLessons provided by EFK! An all-volunteer staff consists of education and
e-learning experts and business professionals from around the world committed to making difference. eLearning for Kids is actively seeking
funding, volunteers, sponsors and courseware developers; get involved! For more information, please visit www.e-learningforkids.org.

Xy

Click on the ad to read more
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(ZTo use the Assistant:

Mouse

o Choose “Help , Show the” from the menu bar to turn the assistant on if it has not been turned on.
«  When the Assistant is turned on, you can quickly display the Assistant and its balloon by choosing “Help,
Microsoft Outlook Help” from the menu bar, by clicking the Help toolbar button, or by pressing F1 on the

keyboard.

-
What would you like to do?

@ atachrment file types
blocked by Outlook

@ Print a list of messages,
contacts, or tasks

@ Customize Cutlook Today

® 'WEB: Take a tour of
Outlook 2002

@ About e-mail security

¥ See more...

To hide the balloon, click the Assistant again.

o Type a question or phrase and click the Search button.

o Scroll through the topics, if necessary, by clicking on See More or See Previous, then click on the required

topic. The help text will be displayed in the Help Window.

1.9 Ask a Question Box

Word 2003 provides a convenient new alternative to using the assistant, Ask a Question Box. You can get help by typing

a question or phrase in to the Ask a Question Box that you will find in the upper-right corner of the application and

then pressing Enter.

| aktachments | -

If you want to repeat a question you have already typed during the current session, you can simply select the question

from the drop-down list on the Ask a Question Box.
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1.10  The Help Window

attachments | -

© [Troliblefsk a Question)
gttachments:

@ Attachment file
types blocked by
Cutlook

@ Insert an
attachment

® Save an attachment

@ Openan
attachment

¥ See more...

Understanding Outlook 2003

The Help Window provides more options than either the Assistant or the Ask a Question Box.

(& To access the Help Window:

Mouse

o Ensure that the Assistant is turned off and choose “Help, Microsoft Office Outlook Help” from the menu bar,

or click the Help toolbar button, or press F1.

 Dutlook Help - x

Assistance _

Search Faor:

| |

@ Table of Contents

Cloy serser .
L1 Office Online

» Conneck to Microsoft OFfice
Oniline

» izet the latest news about using
Outlook,

*  Automatically update this list
From the web

Mare,..

i_(jj Assistance
@J Training

g‘& Communities
ﬁ Dowrloads

See also

» wwhat's Mew
= _iconkack L
bl

 Click on the topic you want more information about to expand it into sub-topics.

 Click on the sub-topic you are interested in to move to that specific page, on the right of the screen.
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2 Mail Messages

Objectives:

By the end of this section you will be able to:

o Understand mail terminology

o Compose, address and send mail messages
» Receive and read messages

+ Reply and forward messages

« Insert data into a message

o Use more than one e-mail account

8) FACT

Are you working in academia, research or
science? And have you ever thought about
working and moving to the Netherlands?

’ .
studying

51
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Factcards.nl offers all the
information that you need if
you wish to proceed your
career in the Netherlands.

The information is ordered in
the categories arriving, living,
studying, working and research
in the Netherlands and it is
freely and easily accessible
from your smartphone or
desktop.

Click on the ad to read more
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2.1 Mail Messages

In order to utilise the electronic mail feature available in Outlook 2003, the user must be familiar with the terminology

used to describe its various aspects

Terminology Description

The address book that contains all user, group, and distribution list e-mail
addresses in your organisation. The administrator creates and maintains this
address book. The Global Address List may also contain public folder e-mail
addresses.

The Global Address List

The Outlook Address Book is automatically created from contacts in the Contacts
Outlook Address Book folder. The contacts can be people inside and outside of your organization. When
you update your contacts, the Outlook Address Book is updated as well.

This is a customisable address book best used to store personal distribution lists
you frequently address messages to, such as a list of everyone on the racquetball
team. Personal Address Book files have a .pab extension and can be copied to a
disk.

Personal Address Book

A collection of user names, identified by one unique name that is used for

Personal Distribution List .
addressing messages to group users.

2.2 Composing mail messages

Outlook allows the user to compose new mail messages, send messages, receive messages and read incoming mail messages.
The messages are the basic unit of communication within Outlook. A message can contain multiple items, one of which
is the actual message. When composing a message, Outlook displays the Message form with an Options icon on the tool
bar. The Message form is used to add message recipients, a message subject and the body of the message. The Options

icon is used to set general, delivery and tracking options for the mail message.

Messages can be addressed to other Mail Recipients either via the Global Address List, which lists the names of the users,
or if the mailbox name of the recipient is known, it can be typed into the Message form. Using the Global Address List
ensures that the recipient is a valid Mail Address and that the recipient’s name is correctly entered. The Global Address

List is created and maintained by the Mail Administrator.

(&~ To compose a message:

Menu

o Choose File from the menu bar, New and Mail Message.
Or

Mouse

o+ Click on the Inbox folder, and then click on New Mail Message icon SINew = from the toolbar. The
following window with a title and menu bar, standard and formatting toolbars and message header will

appear.
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E¥ Untitled - Message (HTML)

3 .F_'i.le_- CEdit Wiew Insert  Format  Tools  Actions  Help

::d5end | bl | & =2 3 ] [ options... !”;-..—.a! v|||!ii' v|| A|lB I U |=E = =iz iz iEiE = -
(.. ]I |
[ e ]| |

Subject: | |

The Message Header and the rest of the screen consist of the message toolbar and the following sections.
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Section Description

To Displays the main recipient(s) of the message.

e Sends a “carbon copy” of the message to the recipient(s), and the recipient’s name(s) is
visible to other recipients of the message.
A subject can be entered or left blank in this section. Text typed in this section is

Subject displayed in the recipient’s Inbox View Pane conveying the contents and urgency of the
message.

Message . ;

area Contains the message and attachments being sent.

2.3 Addressing Messages

Messages can be sent to individual or multiple recipients. If the user knows the names of the recipients, they can be typed
in the To box with each recipient name separated from the next by a semicolon, otherwise the user can select recipients
from the Global Address List. The subject text typed is important, as this is displayed in the recipient’s Inbox. Once the
message has been addressed and the subject text typed, the user is then ready to type the message they require. The [TAB]

key is used to move from one area to the next.

&~ To select names:

Mouse

o In the To box,
o Click the button To... to select Names from the address books.

[ ]
B By 2020, wind could provide one-tenth of our planet's

ra I n p O W e r electricity needs. Already today, SKF's innovative know-

how is crucial to running a large proportion of the

world’s wind turbines.

Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our
stems for on-line condition monitoring and automatic
ication. We help make it more economical to create

Therefore we'need the best employees who can
eet this challenge!

Tﬁf Power of Knowledge Engineering

:’-_‘;i

Plug into The Power of Knowlé‘ngineering.
Visit us at www.skf.com/knowlet .

3 Click on the ad to read more
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Select Hames

Type Mame or Select From Lisk: Show Mames from the:
| | |Global Address List v |
J Marne Business Fhone Office

Administrator ~
fAlison Pretlove =

caralynn woodroffe

Cathi Hepworth

dave andelin

Eddie Holder

enguiries mailbox

Ewy Sophicles

garrekt Morris

jessia patel

John Caulfield b
2 | ¥

Message Recipients

E.ﬁ.lisnn Pretlove |

: |
e ) |
[ ) |

-

In the Type Name or Select from List box, select the required recipient name and either double click on it or
click  To-> |button to add the name to the recipient list. The [SHIFT] key can be used to select multiple
names from the list. The selected recipient name(s) will display in the To Message Recipients box.
Repeat step 2 to add further recipients and change the address book displayed at the top right corner of the
select names dialog box if you need to select names from different address book.
Select the name(s) of the recipient(s) who are to receive a copy of the message and click &&= | or

BEC-> | to add the selected names to the Cc and Bcc Message Recipients box. (The Bcc recipients will be
hidden from the rest of recipients list).

Click OK to return to the message form all the selected names will be displayed in the corresponding
address fields.

You can type the names of the recipients in the address fields, as you type, Outlook will constantly search
your address books for a match and as soon as a match is found, the full name will be displayed. To accept
the name displayed, press [ENTER], otherwise continue to type and press [ENTER] to separate the names
with a semi colon.

Press [TAB] to move to Subject.

Type the message subject.

Press [TAB] to move to the Message area.
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+ In the Message area, type the required message

Before you send a message, Microsoft Outlook automatically checks the names you type in the To, Cc, and Bcc boxes
against the names in the Address Book and against those contact folders that you've specified as Outlook Address Books.
If an exact match is found, the name is underlined. If multiple matches are found, a red, wavy line appears under the

name. Right-click the name to see the matches.

If multiple matches are found, and you have used the address before, the name you chose previously is displayed in the

box with a green, dashed underline to remind you that there are other matches. Right-click the name to see the matches.

8/

You can also manually check names in messages by clicking the Check Names button on the message toolbar.

24 Editing Message Text

Messages can be edited using the standard Windows editing techniques. Placing the insertion point at the relevant
position in the message and typing the new text can insert text. Any text to the right of the insertion point is pushed
along. Selecting it and simply typing the new text can replace text. Text can be repositioned within the message by using

the Cut, Copy and Paste procedures.

(F To select text:
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Mouse

o In the Message form, click and drag over the text to be selected.

(ZTo deselect text:

Mouse

+ Click away from the selected text.

(&F To delete text:
Keyboard

« Press [BACKSPACE] to delete any characters to the left of the insertion point.

o DPress [DELETE] to delete any characters to the right of the insertion point.

& To cut, copy and paste text:

Menu
+ Select the text to be cut or copied.
o Choose Edit from the menu bar, then Cut.
Or
« Choose Edit from the menu bar, then Copy.
o DPosition the insertion point where the text is to be inserted.
o Choose Edit from the menu bar, then Paste.
Mouse
o Select the text to be cut or copied.
o To cut the selected text, click dh .
Or

o To copy the selected text click ==
» DPosition the insertion point where the text is to be inserted.
« Click B paste the text.

2.5 Formatting text

A message can be enhanced by applying formats and changing its alignment. These changes can be made in two ways, via

the Format menu or using the formatting toolbar. The Formatting toolbar is used to apply the most commonly used formats.

24 Mormal ~ Arial =10 - B I 0O

Il
il

-+

]
e
I
I
(T}
1l
¥
il

O-#-A-

-

(Z To format text:

Menu

+ In the Message form, select the text to format.
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e Choose Format from the

menu bar, then Font.

+ Click the right mouse button on the selected text and choose Font.

+ The Font dialog box displays.

Font

Fonk | Character Spacing I Text Effects I
Eont: Font style:

Arial Black,
Arial Marrow
Eiook Antiqua
Bookman Cld Skyle

7] %]

IReguIar

Font color: Underline style: Underline color:

I Automatic j I(none) j I Automatic j
Effects

[~ strikethrough [~ Shadow [~ Small caps

[~ Double strikethrough [~ Cutline [~ &ll caps

[~ Superscript [~ Emboss [~ Hidden

[~ Subscript I~ Engrave
Prewview

Arial

This is a TrueType Font, This Font will be used on both printer and screen,

oK I Cancel

Font Options Description

Font Displays the fonts available for the current printer. Font refers to the design of the
typeface.

Font Style Displays the styles available for the selected font.

Size Displays the available sizes of the selected font. The larger the size, the bigger the
text.

Font Color Displays a variety of colours that can be applied to the selected text.

Underline style and
Underline colour

Underlines all characters, including spaces between words with a single line style
with the option of selected a colour underline.

Effects

Displays a combination of effects to be applied to the selected font.

Preview

Displays a sample of text with the selected formats for the user to view before
applying to selected text.

o Choose the formatting features required.
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o Choose OK.

Mouse

o Select the text to format.

o Click the required formatting button on the Formatting toolbar.

Paragraph Alignment

Paragraph alignment aligns selected text relative to the left and right margins. If no text is selected, the paragraph containing

the insertion point is aligned.

(& To align text:

Menu

o In the Message form, select the text required.

o Choose Format, Paragraph

o Click the right mouse button on the selected text and choose Paragraph. The Paragraph dialog box displays.

’ntiia iA)gx Graduate

b

Find out more and apply

AYA

redefining / standards ;

X

Click on the ad to read more
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Option Description

Left Aligns text to the left margin.

Centre Centres text between the left and right margins.

Right Aligns text to the right margin.

Justify Aligns text equally between the left and right margins.

Bullet Inserts a bullet at the left margin preceding each selected paragraph. The first
line of text following a bullet is automatically indented to the first tab position.

o Choose the required alignment.

o Choose OK.

o Select the text required.

o Click the required alignment button from the Formatting toolbar.

Left —— ||E§

Right

—Justify

Centre

2.6 Spelling and Grammar Checker

Outlook has the facility to check the spelling of any item including mail messages. When the Spell Checker is started,
any incorrect spellings are highlighted and alternative suggestions displayed. The Spelling option can be set to check all

messages automatically before they are sent.

(& To spell check a mail message:

Menu

o In the Message form, choose Tools from the menu bar, then Spelling and Grammar. The Spelling dialog box

displays, highlighting the first incorrect word.
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Spelling and Grammar: English (U.K.)

Mok in Dickionary
This is a message from Alison whatdyodo L [ Ignore Cnce ]

I [ Ignore Al ]

L [El:h:l ko Dickionarsy ]

Suggestions:

(no spelling suggestions)

Check grammar
Cpkions. .. Cancel
Option Description
Not in Dictionary Displays the first incorrect word.
Suggestions Lists proposed words from the dictionary.
Ignore Once Leaves the highlighted error unchanged throughout the message.

Leaves all instances of the highlighted error unchanged throughout the
document and continues to check the document. Word will ignore this

| All

gnore spelling error or type of grammar error throughout the rest of the current
Word session.

Add to Dictionary Adds the highlighted word to the dictionary.

Changes the word to the selected word shown in the “Change to” box. When
Change the selected error is a duplicate word, the Change button is replace with a
Delete button.

Changes all instances of the highlighted word to the selected word in the

Ch All
ange “Change to” box.

Adds the spelling error and its correction to the AutoCorrect list so that Word

Auto correct . . .
will correct it automatically as you type.

Opens the Spelling & Grammar Options dialog box, where you can open
Options a different custom dictionary or change the rules that Word uses to check
spelling and grammar.

Undo Reverses the last spelling change.
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Clear this check box if you don’t want Word to check the grammar in the active

Check grammar
9 document.

o Choose the required options.
Keyboard

e Press [F7]
« Choose the required options.
+ The Spelling dialog box automatically closes on completion and a dialog box displays, confirming that the

spell check is complete.
(&~ To set spelling options:
Menu

o In the Inbox folder, choose Tools from the menu bar, then Options. The Options dialog box displays.
« Choose the Spelling tab.
o Set the required options and click OK.

2.7 Sending Messages

Once the user has composed a mail message, the message can then be sent to the relevant recipients.

(&~ To send a message:

Menu

« Compose the message.

+ Choose File from the Menu bar, then click Send. The message is dispatched to the recipients.

« Compose the message.

« Click ‘=13 The message is sent to the recipients.
(& To view sent messages:
Mouse
o In the Navigation Pane, select the Sent Items folder.
+ A list of messages sent will display in the View Pane.
2.8 Saving unsent messages
Messages can be composed and saved to the Draft folder. When the message is ready to be sent, it can be opened from
draft, edited and sent.
(&~ To save message as a Draft:
Mouse

« Compose the message.
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o In the Message form, click X or press Esc to close the window and choose Yes to save changes to the item.
+ The saved message displays in the Draft folder with a E‘Esymbol attached to it.

Menu

« Compose the message.

+ In the Message form, choose File, Close and choose Yes to save changes to the item.

(&~ To open unsent messages:

Mouse

« In the Draft folder, double-click on the message to open.

o Make any amendments to the message.
« To send the message, click “=135nd

Cancelling messages

If the user chooses not to send a composed message, it is easily cancelled.

(& To cancel a message:

Mouse

« Compose the message.
« In the Message form click ‘X or press Esc to close the window.
» Choose No to save the changes to the item. The Message form automatically closes without sending or

saving the message.

29 Receiving and reading mail messages

All incoming mail messages are automatically stored in the user’s Inbox folder, making it easier for the user to find incoming
mail. When the contents of the Inbox folder is displayed in the View Pane, column headings display informing the user
of any messages that have been received. The column headings display the sender, subject details and the date and time
the message was received. By default, Outlook automatically applies the Messages with AutoPreview to the Inbox. This

view allows the user to see the first three lines of a message without having to physically open it.

You can get Outlook to notify you in different ways when new messages arrive

(&~ To notify when new messages arrive

Mouse

o Choose the Tools menu and click Options.
o Click the Preferences tab, and then click E-Mail Options.

o Click Advanced E-Mail Options and in the When new items arrive section select:
- Play a sound.

- Briefly change the mouse cursor.

- Show an envelope icon in the notification area
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- Display a New Mail Desktop Alert.

[E This is 3 preview of the Deskiop Alert,

Any unread messages are displayed in bold in the View Pane. When a message is opened, it is displayed in the Message

form allowing the user to view the previous or next message in the listing without going back to the Inbox.

(& To open a mail message:
+ In the Navigation Pane, choose Inbox.

o All messages received are displayed in the right hand side of the window in the View Pane.

Inbox - Microsoft Outlook |E
i Fle Edit Wew Go Tools  Actions  Help Twpe a question for help. =
Atew = | =4 X | i Reply ,__%Reply ta Al <k Farward | :_41 SendjReceive ~ | pri_nd L% | [ Type acontactbofind | @) !
1 @k 9 (3] Q| |5 Messones =EEY
Favorite Folders ¢ 01 @ From Subject Received  © |Size ¥ A
[[7 Inbox (1922) ) Tl
T toreadvda (4] Date: Yesterday
For Follow Up [Z] i
[ sent Ttems =l pate: wednesday
@ Deleted Tems (=1 Frances H... Avalabiity Update wed 19/01/... 3KB
4 outbox [1] 2 0 Cathi invoice wed 19/01/... 23 KB
All Mail Folders (=3 DHITCHE... MTC&IRIS Training Wed 19/01f... 9KE
=] %ﬁ Perconal Folders #|| =1 RichardMN... RE:Heritage Forms Training requirements Wed 19/01/.., 14KB r
@ Deleted Tkems ~ i : ... Re:Re 1 Training| . ed 19/01/...
L7 Drafts [3] || =1 0 jeangriggs... Excel course wed 1901/, 163 KB
(=1 Mishita.Pa... Re: Update Wed 19/01)... 13KB
g_—j Mail )
TR (=1 SusanKno... Fifth Floor fronk{S)-Epworth House wed 19/01).,. 9KEB
E Galanda (=1 Lightmkc@... Re: Twa steps at a time Wed 19/01)... SKE
e (= Emma wed 19/01(... 7KE 7
8= Ei:_h_ntac!:_s (=i Vicky Lefe... FW: Heritage Forms Training requirements wed 19/01/... 9KE W
= (=4 Snook, EN... RE:Enhancing Y¥our Productivity in Outlook 2000 wed 19/01f... SKEB =
/| Tasks || 0 Lightmbe@.... One step at a time wed 19/01/... 43KEB
—_ (=1 Mishita.Pa... Re:Update wed 19/01/... 1ZKB
o i 2
"J E 3 0 Michita Ds 1indate wled1aMt!  £1 KR b
3155 Items

o Messages are automatically grouped under day and week headings to make it easier to find them. You can
click the + and - signs to expand and collapse the groups to show and hide the messages in them.

« Double-click on the required message in the list. The Message form opens, displaying the selected message.

Menu

o In the View Pane, select the message required.
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o Choose File from the Menu bar, then click Open.

o Double Click on the message.

o The Message form opens, displaying the selected message.

B Re: Fw: 14th Jan training - message from Alison - Message (HTML)
 Fle Edt View Inset Format Tooks Actions Help Masdim

i uReply | <EReplyto Al | b Forward | 5 - [ o | ¥ |

From: 5 Helena.Barber@symbian. com Sent:  Fri07f01f2005 16:35
To: Helena, Barber@symbian, com

ot John Caulfield

Subject:  Re: Fw: 14th Jan training - message from Alison

[

HI John,

Further talking to the business and assessing the training needs | would also like to book 21st (Cambridge
office) and the 25th (Landaon).

Looking forward to hearing from you!
BR,

Helena.

i<

TURN TO THE EXPERTS FOR
SUBSCRIPTION CONSULTANCY

Subscrybe is one of the leading companies in Europe when it comes to innovation
and business development within subscription businesses.

We innovate new subscription business models or improve existing ones. We do
business reviews of existing subscription businesses and we develope acquisition and

retention strategies.

Learn more at linkedin.com/company/subscrybe or contact
Managing Director Morten Suhr Hansen at mha@subscrybe.dk

SUBSCRYBE - fofle fufur
)

Click on the ad to read more
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2.10  Moving between messages

In the Message form, it is possible to view any previous messages or messages that follow the current message without

having to return to the View Pane.
(&~ To view the previous message:
Mouse
+ In the Message form, click # The previous message from the View Pane displays.
(& To view the next message:
¥  Mouse
o In the Message form, click The previous message from the View Pane displays.

ER

@ Item Chrl+ =

Unread Ibem

Ikem in Conversation Topic
Item from Sender

High Importance Ikem

Flagoed Message

Last Ikem in Folder

You can click the down arrows next to the Next and Previous buttons to browse by different attributes of messages.
(&~ To close the message form:
Menu

e Choose File from the Menu bar, then click Close.
Or

Mouse

« Click  or Use the Esc key on the keyboard.

2.11  Replying to and forwarding messages

Once a message has been read, the user can, if required, reply to just the message sender or reply to the message sender
and all recipients of the original message. When replying to a message using the Reply to Sender or the Reply to All
option, the reply message is automatically addressed to the originator of the message. The Reply form also displays the
original message and the subject details of the message with the prefix RE:. The reply to the message can be typed above,

below or in the body of the original message. Reply text is in blue.
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(&~ To Reply to a Message:
Mouse

o In the Inbox folder, select the messace to reply to.

« To reply to the sender, click ¢ Reply

Or
o To Reply to All click @ Rl 9 )
+ The RE: message form displays. Type a reply message.
. Click =13end

Menu

« In the Inbox folder, select the message to reply to.

o Choose Compose, Reply or Reply to All

o Click the right mouse button on the selected message, choose Reply or Reply to AllL
« The RE: message form displays. Type the reply message.

« Choose File, Send.

E¥ RE: BIG Night Out!!! Il - Message

i Fle Edit Wiew Insert Format  Tools  Table  FlashPaper  Window  Help Type a question for help X
Pidgend | ) - |GH B |3 ¥ B | ¥ [ 1 options.. - | HTML -
(3 e alison pretlove <apretlove@yahoo.co.uk>; mike Psara@hotmail.com; jhoggi@gbe-europe.com; evysophocles@bokmail.com;
lightrtc@anl.com; chepworth@braa.org.uk; eddie.Holder@btopenwaorld. com; expertabiliby. net@zen.co.uk; stiddler@ywahon.com
(6 e
Subject: | RE: EIG Might Quttiiim
= =W ST -10._&.|B[g|§§
|
Fad
| can definitely make the 11" Feh T
Ali
From: alison pretlove [mailto:apretiove@yahoo.co.uk]
Sent: 07 January 2003 16:16
To: mike_Psara@hotmail.com; jhogg@qgbe-europe.com; evysophocles@hotmail.com; lightmic@aol.com;
john.caulfield@mictrainingsolutions.com; chepworth@bma.org.uk; eddie Holder@btopenwar|d.com;
expertability. net@zen.co.uk; sriddler@yahoo.com
Subject: BIG Might Outiliim =
. N
As everyone has been away and some people couldn't make the ¥mas get together, how d'vou fancy a night out? If =
you're interested, choose fram either the 11th or 18th Feb. Cathi and | are plotting to get John C "up West", so we
thaymht maavhe o fow drinle fallmwad b 5 rmasl fi in Chinstran?? e altarmative cianastinne ara walenma i
=[e|m =@ ¢ |

2.12  Forwarding Messages

Once a mail message has been read it can be forwarded to other Mail Users. The sender’s own comments can be added
to the message before it is sent to other members. As with replying to messages, the subject of the original message is
automatically entered in the Subject box with a prefix. in this case FW: indicating that the message is a forwarded message.

When forwarding a message the original message with the address information is automatically entered in the Message area.
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(&~ To Forward a Message:

Mouse

 In the Inbox folder, select the required message.

. Click = Forward . gy, message form displays.

e Click T2+ The Select Names dialog box displays.

+ Select the names of the recipients to receive the forwarded message.

o [If required, type a message in the Message area.
Click =13#nd

Menu

+ In the Inbox folder, select the required message.

o Choose Actions from the menu bar, Forward

o Click the right mouse button on the selected message, choose Forward.

o The Fw: message form displays. Follow steps 3 to 6 as mouse method.

2.13  Inserting data into a message

Information can be inserted or copied into other messages. Objects and files from other Windows applications be inserted

into messages.

(& To copy information between messages

Losmg track of your Ieads‘?

Bookboon leads the way
Get help toincrease the lead generat|on on your own webSIte Ask the experts

Interested in how we can help you? m
email ban@bookboon.com KN

X

Click on the ad to read more
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Menu

o Open the required message to copy information from.
o In the Message area, select the text to be copied.

« Choose Edit from the Menu bar and then Copy

Or
o Click the right mouse button over the selected text and choose Copy from the resulting short cut menu.
+ The copied item is stored in memory.
o Choose File from the Menu bar, then Close to close the message.
o Open the message to copy the information into
Or
« Compose a new message.
 DPosition the insertion point in the Message area.
« Choose Edit from the Menu bar, then Paste
Or

o Click the right mouse button in the Message area and choose Paste from the resulting short cut menu.

« The selected text is pasted into the message.

(& To copy information from a file:

Menu

o Open the required application and document.
o Select the required information to be copied.
« Choose Edit from the Menu bar, then Copy.

o Close the document and application.

o In Outlook, compose a message

Or
o Open an existing message.
 DPosition the insertion point in the Message area.
e Choose Edit from the Menu bar, then Paste

Or

o Click the right mouse button in the Message area and choose Paste from the resulting short cut menu.

+ The copied information is inserted at the insertion point.

Attaching files and objects to a message

One or more files or objects can be attached to a message.

(& To attach a file to a message:
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Menu

« Compose a new message or open an existing message.

Mail Messages

o In the Message area, choose Insert from the Menu bar, then File. The Insert File dialog box displays.

Insert File

Look in: | [5) Deskkop v | ]

QX o

~ Tools =

[=yoms

qu:"| wine company

&

My Recent I[E 2_Concepts to Mail
bocuments | & oz« - oct_Invoics
= ,@J Access 97
L !E_IJ Access 2002
Deskkop [E] aceess Tua

|= AdbeRdra0_enu_full

:IEJ_] alison Outlaak 2003

i@}nlthough the two companies are acknowledged competitars
@] Angel Bovd

= bank to date

B Ig-_]CDntract Al changes Accepted

My Documents

[ dnedu_vang
IEI]EBRD COurse |
IQJEBRD Course |
BERRD Cover 5
Ig-]Enterprise 200
Ingvy next bwo
el 17th D
B Esecel o7

B Excel 2000
) Esecel 2000 10t
EExcel 2002
I?:‘_*’}]Excel 2002 For
I3._.:|E>ccel Course ¢

o In the Look in box, select the drive required.

o+ Select the folder and filename required.

! !@]Contract &ll changes Accepted break 29th Mov @.I_.jExcel THA
My Computer !@Contract ver 4 all changes accepted break 22nd November Excel THA 19
- | < | ]
! g File name: | v| Insert |~
Iy Metwork
Flaces Files of bype: | all Files | Insert

Insert as Text

o Click on the Insert drop down arrow to select the method you want to insert the file.

The attached file displays in the Message header under Attach...

E® Untitled Message

Type a question for help =

I Fle Edt Wew Insert Format  Tools  Table FlashPaper  Window  Help *
faasend | ) - 101 8 53 ¢ 8 | ¥ [0S | B options. - | T -
&l To...  iohnaulfield@hotmail, com ;
ilice... |
Subject:
Attach... | ) pnged Bovd.doc (762 KB) =1 Attachment Gptions. .
H= RE T S v -A-BruEssEEFEEG)
—
A
Please check the following file... E|
Regards ™
£
Alison 2
¥
=Bl= = u g |3

Mouse

« Compose a new message or open an existing message.
o In the Message area, click 0 . The Insert File dialog displays

«+ Follow steps 3 to 6 as menu method.
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(&~ To set attachment options:

Mouse

+ Click the Attachment Options button to the right of the listed attachment(s) in the message header. The
Attachment Options task pane appears on the right of the screen
o Select the type of attachment you wish to create.

+ Click the X to close the task pane and keep your settings.

: Attachment Options v x
18 A

= Send attachments as

(%) Regular attachments

Each recipient gets a separate
copy of the attachments,

() shared attachments
Each recipient gets a copy that
iz also available in a Document
wtorkspace and can be
automatically updated with
changes made by others,

Create Document Warkspace
at:

i@ Tell me more...

[ show when attaching files

“I studied
English for 16 P
years but...
...1 finally

learned to

speak it in jus
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking
before and after my

unique course download
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(&~ To insert an Outlook item in message:

Mouse

o Click the down arrow next to the paperclip icon on the toolbar.

o Choose Item.

Insert Item E

Look,in:
[ Inbox (1923) Al e ]
: Journal
[ Morton Antisparm Folder Viemrkiae
__J Motes
LE] Outbaox =
[ Sent Items (%) Attachment
=
|&f] Tasks =
= bt
Ikems:
' OaTo | Subject |Sent @ 57|
= pate: Today
=1 “ohncadl., test Fri 21/01/2005 1...
= pate: Yesterday
 #  Peckover... Re: Ph * Thu 20701 i
& snoak, El. Thu 204012005 ...
= —aal. 1 Mles Tomimi;m = 4 ek @ e ke CIOCA Th.. Andod banne - \_’

o Select the item you wish to insert and click OK. The item will be inserted as an attachment or text

depending on which Insert As option you selected.

(& To attach an object to a message:

Menu

+ Compose a new message or open an existing message.

« In the Message area, choose Insert from the Menu bar, then Object. The Insert Object dialog box displays.
« Choose Create from File and choose Browse.

o Select the drive, folder and file containing the object and click Insert.

+ To display the object as an icon in the Message area, choose Display as Icon. Ensure the tick box is ticked.

o Choose OK. The attached object displays in the Message area as an application icon.

Opening attached files:

When a message with an attachment is received, the attachment is represented in the Inbox by a paper clip. Attached files

can be opened from a message as long as the corresponding application is available.

(& To open an attachment:
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Mouse

Open the message containing the attachment.
In the Message area, double-click on the application icon. The application the attachment belongs to opens
and loads the file.

When finished, exit the application in the normal way.

Saving an attachment

If the user wishes to keep an attached file, it can be saved to a folder or to a floppy disk.

(ZTo save an attachment:

Mouse

2.14

Open the message containing the attachment.

In the Message Header area, double-click on the Application icon. The application the attachment belongs to
opens and loads the file.

Choose File from the Menu bar, then Save As.

Select the drive and folder to save the file to.

If required, type a new filename.

Choose Save.

On completion, exit the application in the usual way.

Right click the attachment icon in the message header and choose Save as.
Select the drive and folder to save the file to.
If required, type a new filename.

Choose Save.

E-Mail Accounts

You can get the e-mail service you need by adding an e-mail account to Microsoft Outlook using the information provided

to you by your administrator or Internet service provider (ISP). Depending on your needs, you can add several e-mail

accounts to a single Outlook user profile. For example, you can add a Microsoft Exchange Server account to handle your

business e-mail and then add an Internet e-mail account, such as Hotmail, to handle your personal e-mail.

Outlook supports the following types of e-mail servers:

Microsoft Exchange Server

Internet E-mail: POP3, IMAP, HTTP

Additional Server Types
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To get started with an e-mail account, you need to tell Outlook:

Type of account (Exchange Server, POP3, IMAP, HTTP, or other)

Name of your incoming server and outgoing server

Your user name Your e-mail address (for example: username@provider.com)

Your password

Add an e-mail account

(& To add an e-mail account

Mouse

« On the Tools menu, click E-mail Accounts, select Add a new e-mail account, and then click Next.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

O Wiew or change existing e-mail accounts

Directory

(O add a new directory or address book.

@ () Wiew or change existing directories or address books

< Back | Mext = ][ Close ]

o Select the e-mail server used for your account, and then click Next.
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E-mail Accounts |z|

Server Type
You can choose the type of server vour new e-mail acaunt will work with,

Zonnect to an Exchange server to read e-mail, access public Folders, and share
documents,

O pror3
Connect ko a POPS e-mail server to download wour e-mail.
O 1MaP

Connect to an IMAP e-mail server ko download e-mail and synchronize mailbosx:
folders,

QOHTTP

Connect ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

() additional Server Types
Connect to anather warkgroup or 3rd-party mail server,

o In the appropriate boxes, type the information given to you by your Internet service provider (ISP) or
administrator. If you want to use Microsoft Outlook to connect to a Hotmail server, all you need to know is

your Hotmail e-mail address and password.

This e-book
ismadewith SETASIGN
SetaPDF

PDF components for PHP developers
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E-mail Accounts

Internet E-mail Settings {(POP3)
Each of these settings are required to get vour e-mail account working.

User Information Server Information

Your Mame: [ | Incoming mail server (POP3Y: |

E-mail Address: | | Qukgoing mail server (SMTRY: |

Logon Information Test Settings

User Mame: [ | after Filing out the information on this screen, we
; ' recommend wou test vour account by clicking the

Password: | button below, (Requires network connection)

Remember password

|:| Log on using Secure Password
Authentication (SPA)

Unless your ISP has indicated that your service uses Secure Password Authentication (SPA), do not select the Log on using

Secure Password Authentication (SPA) check box.

Unless specified by your ISP, all server and address entries are typed in lowercase letters. Some ISPs require a combination of
lowercase and uppercase letters for passwords to add further security. For example, passWorD. Check with your ISP to see if

it requires a case-sensitive password.

You have the option of having Outlook remember your password by typing it in the Password box and selecting the
Remember password check box. While this means that you won't have to type in your password each time you access the

account, it also means that the account is vulnerable to anyone who has access to your computer.

If you are adding a Microsoft Exchange Server account, click Check Names to verify that the server recognises your
name. The name and server you entered should become underlined. Be sure your computer is connected to your

network. If your name does not become underlined, contact your administrator.

If you are adding a POP3 server account, click Test Account Settings to verify that your account is working. If there
is missing or incorrect information, such as your password, you will be prompted to supply or correct it. Be sure

your computer is connected to the Internet.

o If you want to configure additional settings, such as how you want your computer to connect to your e-mail
server, click More Settings. Otherwise, click Next and click Finish. The new mail account will appear in the

Navigation Pane.
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E@ Hotrnail
(3 Deleted ltems

B Inbox

@ Outbox

[ 53 Sent ltems

EI@ Outlook Today - [Person

----- @ Deleted Items [1)
----- 5B} Drafts (2)
----- B2 Inbox

Remove an e-mail account

(& To remove an e-mail account

Mouse

+ On the Tools menu, click E-mail Accounts, select View or change existing e-mail accounts, and then click
Next.
o Click the e-mail account you want to delete, and then click Remove.

e Click Finish.

Make an e-mail account the default

If you are using more than one account, you can specify which account is the default so that it will be the first account
to be processed. Microsoft Outlook sends your messages using the default account unless you click the Accounts button

(next to the Send button) on the message to choose another account to use for that message.

(& To make an e-mail account the default

Mouse

« On the Tools menu, click E-mail Accounts.
o Select View or change existing e-mail accounts, and then click Next.

o In the list, click the e-mail account you want, and then click Set as Default.

Have replies sent to a different e-mail account

You can specify a different account to be used when a recipient sends a reply to your message. For example, if you send a
message and then go on holiday to visit a friend, you can tell Microsoft Outlook to send replies to your message to your

friend’s account.

(& To have replies to your messages sent to a different account

Mouse

« On the Tools menu, click E-mail Accounts.

o Select View or change existing e-mail accounts, and then click Next.

« In the list, click the e-mail account that you send the message from, and then click Change.

o Click More Settings, and then, in the Reply E-mail box, type the e-mail address of the account that you want

replies sent to.

Download free eBooks at bookboon.com



Outlook 2003: Part | Mail Messages

2.15  Change an e-mail account name

An e-mail account name is the name that appears in the list of e-mail accounts you have created. If you use more than
one e-mail account, when you create a new message you can click the Accounts button (next to the Send button) to see

the list of accounts and choose which to use to send the message.

(& To change a e-mail account name

Mouse

o On the Tools menu, click E-mail Accounts.

o Select View or change existing e-mail accounts, and then click Next.

o In the list, click the e-mail account you want, and then click Change.

o Click More Settings, and then type a new name for the account in the box.

o You can name the e-mail account anything you want.

EXPERIENCE THE POV
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3 Message Options

Objectives:

By the end of this section you will be able to:

o Set importance and sensitivity

o Ask for a read and delivery receipts
o Ask others to vote

« Divert replies

o Set delivery and expiry dates

o Flag messages for follow up

o Create an Autosignature

DO YOU WANT TO KNOW:

What your staff really want?

The top issues troubling them?

How to make staff assessments
work for you & them, painlessly?

How to retain your
top staff

FIND OUT NOW FOR FREE

Get your free trial

Because happy staff get more done

>/ Click on the ad to read more
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3.1

Message Options

Message Options

When composing a message, the user can set various message options before a message is sent.

(& To set message options:

Mouse

3.2

o Choose New Message and Click the 2] Options... icon.

Message Options

Message settings Security

Impoartance: -Ju:-r'rnal w i

Sensitivity: | Mormal v |

Woking and Tracking options

Change security settings For this message.

[ Security Settings. .. ]

X

[]Use waoting buttons: |

[[Jrequest a read receipt For this message

Delivery options

[[Jrequest a delivery receipt For this message

Select Mames, ., ]

@ |:| Have replies sent to: |

Save sent message ka! |Sent Items

Browse, ., ]

[]Do not deliver befare: |

[JExpires after: | I
Attachment Formak: | Defaulk L
Encoding: | Auko-Select

|
|

1
| {
|
|

Contacks. ., i

Cateqgories. .. !

- Clase

Importance

Contains three levels of message importance or priority: high, normal and low. Setting message priorities affects how

the message is routed from source to destination. High priority messages are routed to their destinations before normal

messages, and low priority messages are transmitted last. The default setting in Outlook is normal. A symbol displays

in the recipients View Pane indicating the message importance. High displays a red exclamation mark in the recipient’s

Inbox, Low displays a down arrow in the recipient’s Inbox. Normal messages have no symbol against them.

(&~ Change the importance level

Mouse

'
o Click the importance drop-down arrow and select High or Low or click = *

important.
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3.3 Sensitivity

You can mark your messages as Personal, Private or Confidential and the banner in message header will display the

selected option.

(&~ Define the sensitivity

Mouse

o Click the sensitivity drop-down arrow and select Personal, Private or Confidential.

Marking a message Private prevents the message from being modified after you send it.

34 Ask others to vote in a message

You can send out mail messages that need recipients to respond in a preset way. Microsoft Outlook calls this “voting” When
you set voting options in a message, Outlook creates buttons relating to the options that you specify for the recipients to

click. You can then track the results by viewing the votes.

(& To set Voting Options:

Mouse

o Select the Use voting buttons check box, and then click the voting button names you want to use in the box.

To create your own voting button names, delete the default button names, and then type any text you want. Separate the text

with semicolons. For example: Small; Large; Extra Large.

o Close and de-select the Save sent message to check box, and then enter the folder name where you want
the message saved and Close.
+ Click Send.

View vote responses to a message

To review the results of the voting, you use Outlook’s tracking.

(& To track voting responses:

Mouse

o Open the original message with the vote in it. This is usually in the Sent Items folder.
o Click the Tracking tab.

By default, responses that do not contain comments are recorded in the original message, and the responses are kept in the
Inbox. To automatically delete the response messages, on the E-mail tab in the Options dialog box (Tools menu), select the

Delete receipts and blank responses after processing check box.

(& To Copy the results of voting responses:

Mouse

« View the voting responses.
o Select the responses you want to copy. To select all rows, click the first row, and then hold down [SHIFT]

and click the last row.
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o To select nonadjacent rows, click the first row, and then hold down [CTRL] and click additional rows.
« On the Edit menu, click Copy.

 Switch to the other program or to the text box of the item you want to copy the information to.

o On the Edit menu, click Paste.

35 Read and Delivery Receipts

Outlook can notify when messages are delivered or read by returning a message to you verifying the date and time the
message arrived at the mailbox of the recipient “ Delivery Receipt” or verifying the date and time the message was opened

by the recipient “return Receipt”.

(& To be notified about a message
Mouse
o Under Voting and tracking options, select the Request a delivery receipt for this message or the Request a

read receipt for this message check box.

36 Have replies sent to

Outlook can send replies to a particular message to someone else, such as an assistant.

(&~ To have replies sent to some body else

MU IN5|I|:|IRE|D|C :q 2 NIC E=‘ LD WiI

IEAUMONMNT EST
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Mouse

o Check the Have replies sent to box and type the name of the person you want to receive the reply messages

in the space provided or click Select Names button to select the name from an address book.

3.7 Do not deliver before

When used, this option keeps the message in the sender’s Outbox folder until the date and time specified.

(&~ To not to deliver a message before a specific date

Mouse

+ Check the Do not deliver before box and specify the date and the time when you want the message to be

delivered.

3.8 Expiry Date

This option makes the message unavailable by deleting the message after the specified date and time provided the

recipient(s) has not read it.

(& To set an expiry date

Mouse

» Check the Expires after box and specify the date and the time when you want the message to become

unavailable.

3.9 Flagging Messages

The user can flag a message to remind them to follow up the message or they can flag a message with a request for the

recipient to follow it up. When a message is flagged, an icon displays in the Flag Status column of the View Pane.

Inbox _
!l O |°\?|Q|Fram Subiject |Received I;l
Flagged ——ry Training on 95 Mo 09703 ..
£ % 0 Microsoft  Welcome bo Microsoft Outlook! Mon 09/03/...

Flagged as complete

(&~ To flag a message:

Mouse

o From the View Pane, click the flag symbol next to the message you wish to flag. The flag will turn red.

(&~ To set different colour flags for messages:

61

Download free eBooks at bookboon.com



Outlook 2003: Part |

Mouse

Message Options

From the View pane, right-click over the flag symbol next to the message you wish to flag, select the colour

flag you require. The flag will appear next to the message.

Red Flag
Blue Flag
‘ellow Flag

Inhox - Microsoft Outlook EWE”X]
P File Edit  Wiew Go Tools  Actions  Help Type a question for help =
Padnen v | o 3 X | i Reply aReply to All i Forward | S SendjReceive - | '_‘?pFi_nd @ | [ | @) 2
§@|@3_5Ck ?)|LI_§J§|5},|"]|L§3|Messages .|jgg,_‘i!
W [iox =
Faworite Folders 4| 1|@|Fram | Subject |Received  |Size % | &
[ tnbox (1923 (= Outlook ... ‘Welcome to Microsaft Office Outlook 2003 Thu20f01... 43KB %
| Uread Mad = . RE: Photoshop Cou ontents Thu 20/
'[:% For Follow Up [5] (=i W amywi@... Re: Request For Oulook 2000 Training[Scanned] Thuzofo1... KB %
—1 Sent Items -,
; Emma RE: Mugs Thu 20/01... 18KE §&%
3 Deleted Items (2) d o !
LE Outbox (=3 Snook, ... RE:Training 1st Quarter 2004 Thu 20f01... 29KB *~
T (=3 Snook, ... RE: Training 1st Quarker 2004 Thu 20001... 24 KE
il Falders
- - f~ Hawkins... RE:ECDL Training Thu 20f01... Z1 KE
= @%rsonlc"' F°‘|1d9f5 5 || & Hawkins... RE:ECDL Training Thu 20/01... 14 KE E
‘a] Deleted Items (2 >
A heafte 141 v (=1 10 John Ca... Fw: Fw: PC Courses For 2004 HOF Thu 20f01... 169.., :
> (=1  Hawkins,.. RE: ECDL Training Thu 20f01... 9KE
_dm HQI _-'J___L:' @ : (=1 Lightmte... Re: P invoice Thu 20f01,.. 3KB [}

3156 Items

{ 4 < 4 < 4 A

(& To add a reminder to a flag:

Mouse

From the View pane, right-click the flag symbol next to the message you wish to set the

Choose Add reminder from the shortcut menu.

Flag for Follow Up

Flagging marks an item ta remind vau that it needs ko be Fallowed up. After
it has been Followed up, wou can mark it complete,

Flag to; | Vl Flag color: | \

v|

Due by INDne Vl !Nu:une W

[ completed

o (e

Set the options you require in the dialog box.
To assign a due date to the flag, in the Due By box select the date required.
Choose OK.
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« When the recipient receives a message with a flag, a comment on the purpose of the flag appears at the top

of the message.

i Follow up by 14 March 1

Cormpleted on 09 March 199

Menu

« Open the message to flag or compose a new message.

o Click ki icon on the standard toolbar and type a flag, e.g. write a report.

+ Set all other options as above and click OK.

By default, overdue items appear in red.

(&~ To Flag a Message as Complete:

Mouse

+ Right-click over the flag symbol next to the message you wish to flag as complete and choose Flag complete

from the shortcut menu
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Or
Menu
o Open the flagged message.
. w
o Click icon on the standard toolbar.
o Check Completed and click OK.
Inbox - Microsoft Outlook
i Fle Edt Wew Go  Tools  Actions  Help Type a question for help =
Pidew v | |25 X | i Reply ;—@Reply to Al - Forward | —_44 SendfRecsive - | f-pFi_nd L% | G | (&) _’
187 @eeck 4 [H 3|9 | $3 Messooes =K
W [ibon =
Favorite Folders t [0 @ From Subject |Received  |Size % A
[Z) Inbox (1923) = Outlook ... Welcome ko Microsoft OFfice Outlook 2003 Thu 20/01... 43KB %
| Liread Mai (=4 Peckove... RE: Photoshop Course Contents Thu 20001, 22KE +
oy Fot Follow Up [7] - . ReiR 0o canned] Thu 20f01..
e Sent Lkems = Emma  RE:Mugs Thu 20/01... 18KE «
@ Deleted Items (2) 2
() Outbox p_-ﬁ Snook, ... RE: Training 1st Quarter 2004 Thu 20/01... 29KE %
- =4 Snook, ... RE: Training 1st Quarker 2004 Thu 20/01... 24KE
Al Mail Falders - —
= 2 (=1 Hawkins... RE: ECDL Training Thu 20/01... Z1KE 7
= & PerSD“IE" FDC'IE'erS “1| & Hawkins... RE:ECDL Training Thu 20/01...
F% 2:::: r:fems 2 V|| & @1hn Ca... Fu: Fu: PC Courses for 2004 HOF Thu 20/01...
=3 Hawkins.,. RE: ECDL Training Thu 20/01...
i=1  Lightmitc... Re: Fw: invoice Thu 20/01...
3156 Items
Completed items appear with a tick in the flag column
(& To Clear a Flag:
Mouse
+ Right-click the flag symbol next to the message whose flag you wish to clear. Choose Clear flag from the
shortcut menu.
Menu

« Open the flagged message.
« Click icon on the standard toolbar.
o Click Clear Flag.

3.10  AutoSignature

An e-mail signature consists of text and/or pictures that are automatically added to the end of an outgoing e-mail message.
You can create custom signatures for different types of audiences. For example, use your first name for messages to friends
and family, or your full name and e-mail address for messages to business contacts. You can also use a signature to add

“boilerplate” text, such as an explanation of how you want others to respond to your messages.

(& Create a signature for messages
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Mouse

Message Options

From the main Outlook window, on the Tools menu, click Options, and then click the Mail Format tab.

In the Compose in this message format list, click the message form at that you want to use the signature

with.

Options

Preferences | Mail Setup | Mail Farmat | Spelling || Security | Other |

Message Format

9

: _] Choose a format For outgaoing mail and change advanced settings.,

Compase in this message format: HTr'-'1L b I

Ilse Microsaft Office Waord 2003 to edit e-mail messages
[ ]Use Microsoft Office Waord 2003 ko read Rich Text e-mail messages

[ Inkernet Format... ] [lnternatin:nnal Opkions. .. ]

Skakionery and Faonks

f Ise stationery ko change wour default font and style, change colors,
E and add backgrounds ko your messages,

Use this stationery by defaulk: | <Mone:= el
[ Eonts... ] [ Skakionery Picker. .. ]
Signatures
X
3-._1._;2 Select signatures for account: |pnp.clara.net b I
Signature far new messages: ! =ZMone = W |
Signature For replies and forwards; ! “Mone W |
[ Signatures. .. ]
04 l [ Cancel

Under Signature, click Signatures, and then click New.

In the Enter a name for your new signature box, enter a name.
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Create New Signature

Message Options

@ 1. Enter a name For your new signature;
Lo

2, Choose haow ko create your signature:
{5} Start with a blank signature

Lize this existing signature as a template:

) Use this File as a kemplate:

Browse. ..

[, Mext = ][ Cancel

]

o Under Choose how to create your signature, select the option you want and click Next.

« In the Signature text box, type the text you want to include in the signature. You can also paste text to this

box from another document.
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To change the paragraph or font format, select the text, click Font or Paragraph, and then select the options
you want. These options are not available if you use plain text as your message format.
To add an electronic business card - vCard - to the signature, under vCard options, select a vCard from the
list, or click New vCard from Contact.
Once you've created the signature, you can insert it in all new messages, in all messages you reply to or

forward, or just in a specific message.

(&~ Automatically insert a signature in all messages

Mouse

From the main Microsoft Outlook window, on the Tools menu, click Options, and then click the Mail
Format tab.

In the Compose in this message format list, click the message format that you want to use the signature with.

Options

Preferences | Mail Setup | Mail Farmat E.Spelling || Security || Other

Message Options

Message Format

b

___] Choose a Farmat For oukgoing mail and change advanced settinags,

- Compose in this message Format: | HTML w i

Ise Microsoft OFffice Word 2003 to edit e-mail messages
[]Use Microsoft Office Word 2003 to pead Rich Text e-mail messages

[ Internet Format... ][lnternatiu:unal Options. ..

Stationery and Fonks

f Ise stationery to change wour defaulk fonk and stvle, change colors,
L- and add backgrounds to vour messages,

Ise this stationery by default: i:mnne;: vi
[ Eaonts... ] [ Skationery Picker. ..
Signatures
! 1
,_2_'); Select signatures for account: |pnp.clara.net |
Signature far new messages: iFu:urmaI W |
Signature for replies and Forwards: ' v |
[ Signatures. .. ]
Ok ] [ Cancel ] [ Apply

Under Signature, choose the signatures that you want to use for new messages and for replies and forwards.

(&~ Manually insert a signature in an individual message
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Mouse

o Create or open the message.

+ In the message body, click where you want to insert the signature.

Insert | Format  Tools  Actions  Help
0 .. 2 !
Ttem... B 5 U0 =
K
Signature 3 Farmal
Mare...

o On the Insert menu, point to Signature, and then click the signature you want. If the signature you want is

not listed, click More, and in the Signature box, select the one you want to use.

If you are using Word as your email editor, the above option doesn’t appear on the Insert menu. You can however switch

between signatures by right-clicking on an existing signature.

3.11  Message Icons

Each message in the View Pane contains a Message Icon, the name of the sender, the message subject and the date and

time the message was received. The icon next to each message communicates information about the received message:
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Message Icons Description

High importance message

- -

1 Low importance message

—; Unread message

a Read message

an Notification of a delivered message
Notification of a read message

(&
Notification that a message was not delivered

@&

- Notification that a message was not read

a Message with an attachment

o9 Click on the ad to read more
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4 Organising your mail

Objectives:

By the end of this section you will be able to:

o Delete Messages

o Create folders

« Move and copy messages
o Sort items

« Find items

+ Filter messages

« Clean up mailbox

+ Use Out of Office

o Recall a message

o Print messages

©ne generation’s transformation is the next's status quo.

In the near future, people may soon think it's strange that
devices ever had to be “plugged in.” To obtain that status, there
needs to be “The Shift".

D TNy

www.alcatel-lucent.com/careers
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4.1 Organising Mail Messages

As you use Outlook and your e-mail account(s), you will need to delete, store messages in different related folders, sort

and find messages.

4.2 Deleting Messages

Once a message is no longer needed, the user can delete it. When a message is deleted, it is stored in the Deleted Items

folder. Deleted messages can be retrieved from the Deleted Items folder.

(&~ To Delete a Message:

Mouse

X

. Select the message to delete.
« Click
Or

+ Click and drag the selected message to the Deleted Items folder.

Menu

o Select the message to delete.
+ Choose Edit, Delete.
Or

o Click the right mouse button on the selected message, choose Delete. The deleted message is placed in the
Deleted Items folder.
Keyboard

o Select the message to delete and press [DELETE]. The deleted message is placed in the Deleted Items folder.
(&~ To Retrieve a Deleted Message:
Mouse

o In the Deleted Items folder, click and drag the message to be retrieved into the required folder, e.g. Inbox.

+ Release the mouse. The chosen message is now restored to the folder specified.

Deleting messages permanently

If messages are no longer required, they MUST be deleted from the deleted Items folder. If this is not done regularly and

error message will appear warning you that you have run out of space in your mail box.

& To delete a message from the deleted folder:

Mouse

o Open the Deleted Items folder.
o Select the items you want to delete (use the [SHIFT] key to block select or the [CTRL] key to select non-

adjacent items).
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& Are ywiou sure that wou want ko permanently delete the selecked itemis)?

+ Press [DELETE] on the keyboard. Outlook displays the following dialog box:-
+ Click Yes to delete the selected items.

If you want to delete everything from the Deleted Items folder, click the right mouse button over the folder icon and choose
Empty Deleted Items folder from the resulting shortcut menu.
Automatically empty the Deleted Items folder.

You can get Outlook to empty the deleted Items folder upon exiting Outlook.

(8~ To empty the Deleted Items folder upon exiting

Mouse

+ On the Tools menu, click Options, and then click the Other tab.

Options K B

Preferences I Mail Setup I Mail Format I Speling I Security  Other |

General

[~ Empty the Deleted Items Folder upon exiting

v Make Outlook the default program For E-mail, Contacts, and
Calendar,

o Select the Empty the Deleted Items folder upon exiting check box.
To turn off automatic emptying of the Deleted Items folder, clear the Empty the Deleted Items folder upon exiting check box.

4.3 Working with Folders

The ability to place all types of items in a folder enables the user to store related items in a common location, e.g.

spreadsheets, documents and mail messages.

Creating Folders

Users have the ability to create their own Personal folders for organising and storing information. Subfolders can also
be created for additional levels of organisation. Subfolders can be copied and moved within the tree structure. Personal

folders cannot be moved within the tree structure.
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(& To Create a New Folder:

Menu

e Choose File, New, Folder or Choose File, Folder, New Folder.

Create New Folder EJ

Marne:
[ |

Folder contains:

|Mail and Post Tkems b |

Seleck where ko place the Folder;

= ‘E@lf Personal Folders -
ﬁ Calendar )
|85 Contacts
@ Deleted Items ()
Lh:/j Drafts [3]
[ 7 Inboxr (1923)
Jd Journal
L@ Junk E-mai -
[ Morton AnkiSpam Faolder

| Motes

=8 Outboc bt

[ O, l [ Cancel

 In the Name box, type the name for the new folder.
« In the Folder contains box, select the type of items the folder is to contain, e.g. Mail Items.

o In the Select where to place the Folder box, choose the location for the folder, e.g. Inbox and click OK.

o Click the right mouse button on the Folder list, choose New Folder Click the arrow to the right of
o Choose Folder.

Renaming a folder

(&~ To Rename a Folder:

Menu

o Select the folder to rename.

o Choose File, Folder, Rename <<Folder name>>
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o Click the right mouse button on the folder to rename, choose Rename <<Folder name>>.

o Type new folder name and press [ENTER].

Expanding and Collapsing a folder

If the user has lots of subfolders, the Folders list can become long and lots of scrolling may be needed to find a particular
folder. The user can collapse and expand the Folders list and view just the folders required. Expandable folders are indicated

by a + symbol displayed next to them. Collapsible folders have a - symbol displayed next to them.

(&~ To Expand a Folder:

Mouse

o Click W on the folder to expand

Or

o Double-click on the folder to expand.
(&~ To Collapse a Folder:
Mouse

o Click ;on the folder to collapse

The Wake

the only emission we want to leave behind

Low-speed Engines Medium-speed Engines Turbochargers Propellers Propulsion Packages PrimeServ

The design of eco-friendly marine power and propulsion solutions is crucial for MAN Diesel & Turbo.
Power competencies are offered with the world’s largest engine programme — having outputs spanning
from 450 to 87,220 kW per engine. Get up front!

Find out more at www.mandieselturbo.com

Engineering the Future — since 1758.

MAN Diesel & Turbo
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o Double-click on the folder to collapse.

Moving and Copying Folders

Subfolders can be moved or copied within the tree structure. They can be moved or copied from one Personal folder to

another Personal folder. Personal folders cannot be moved within the tree structure.

(& To Move a Folder:

Menu

o In the Folder list, select the folder to move.

o Choose File, Folder, Move <<Folder name>>

Or
o Choose Edit, Move to Folder
Or
+ Click the right mouse button on the folder to move, choose Move <<Folder name>>.
+ In the Move the selected folder to the folder box, choose the new location for the folder, e.g. Inbox.
o Choose OK. The folder moves to become a subfolder of the folder selected in step.
Mouse
+ Click and drag the folder required to the new location in the Folder list, e.g. Inbox.
(& To Copy a Folder:
Menu
o Select the folder to copy.
+ Choose File, Folder, Copy <<Folder name>>
Or
o Choose Edit, Copy to Folder
Or

o Click the right mouse button on the folder to move, choose Copy <<Folder name>>.

o In the Copy the selected folder to the folder box, choose the location where the folder is to copy to, e.g.
Inbox.

o Choose OK.
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o DPress [CTRL] + click and drag the folder required to the new location, e.g. Inbox.

Deleting Folders

Folders and subfolders can be deleted from the Folder list. When deleting a subfolder, the contents of the folder are also
deleted. Subfolders can be retrieved from the Deleted Items folder.

(& To Delete a folder:

Menu

o Select the folder to delete.

o Choose File, Folder, Delete <<Folder name>>

Or

+ Click the right mouse button on the folder to be deleted, choose Delete <<folder name>>.

Mouse

o Select the folder to delete.
. Click %%

Deleted folders can be retrieved simply by clicking and dragging the folder required from Deleted Items folder to another
folder.

4.4 Moving Messages

Once the folders are set-up, then the users are able to store related items in folders, e.g. spreadsheets, documents and

mail messages.

(& Move an item to another folder:
Toolbar

o+ Select the item(s) you want to move.
o To select adjacent items, click the first item, and then hold down [SHIFT and click the last item.
o To select nonadjacent items, click the first item, and then hold down [CTRL] and click additional items.

(5% Goreply €Replytodl 4EF
Mus

Dirafts

rmu

(7% Move to Folder...  Ctrl+Shift+Y
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« To select all items, click the Edit menu, and then click Select All or press [CTRL][A] on the keyboard.

3
o Click Move to Folder D—‘ , and then click the name of the folder.
o If the folder isn’t listed, click Move to Folder, and then click the folder.

o Select the folder you want to move the item to and click OK.

Move ltems 7]

Move the selected items to the Folder:

E@§ Personal Folders I

----- ¢ Calendar

QK
----- @ Contacts Cancel |
----- (3 Deleted Items (1]

----- 5Bk Drafts (2] Mew, .. |

-1 Outbox

----- S Sent ltems

..... 0 Tasks

Mouse

o+ Select the item(s) you want to move.

o Click and drag the item(s) over the folder you want to move the item(s) to and release the mouse.

::,53
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UNLEASHING
CHANGE

NAGEMENT

UCTOBER 18 & 19, 2018

DE RODE HOED
AMSTERDAM

Download free eBooks at bookboon.com


http://s.bookboon.com/gee_change

Copying an Item

(& To copy an item:

Menu

o Select one or more items.
o On the Edit menu, click Copy.
o Select the folder that you want to paste the item into.

e On the Edit menu, click Paste.

Mouse

o Select the item(s) you want to copy.
o Click and drag the item(s) while holding down the [CTRL] key on the keyboard over the folder you want to

copy the item(s) to and release the mouse.

4.5 Public Folders

Public folders are an easy and effective way to collect, organise, and share information with others on your team or across

your organisation. You can use public folders to store any type of file or Outlook item.

Use public folders to:

+ Post information on an electronic bulletin board. People who use the bulletin board can participate in online
discussions. For example, a workgroup can review and provide feedback on new product ideas.

 Share Outlook items in a schedule, contact list, or task list. People can review information that is constantly
updated. For example, you might use a company calendar folder to publicise company meetings and
holidays, a group contacts folder to make information about the people who work on a project available to
everyone, and a team tasks folder to help everyone keep track of work on a project.

o Share files. People have fast access to files created in other programs, such as Microsoft Excel or Word. For
example, you might use an employee information folder to find information about company policies or a

product reference folder to get product information out to everyone who needs it.

Public folders are created and designed by administrators and others in your workgroup or organisation who have the
appropriate permission. If you have permission, you can set up your own public folders and give other people permission
to use them. If you want to be innovative, you can apply your own custom views, forms, custom fields, and rules to your

public folders.

Creating a public folder

To create a public folder, you must have permission to create folders in an existing public folder. For information about

how to obtain permission, see your administrator.

(& To create a public folder:
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o On the File menu, point to New, and then click Folder.

o In the Name box, enter a name for the folder.

+ In the Folder Contains box, click the type of folder you want to create. E.g. Mail and Post Items.

o In the Select where to place the folder list, click the location for the folder under the Public Folders and click
OK.

You can copy a private folder to a public folder to quickly start a public folder with existing items.

Setting permission levels

You must have Owner permission: With Owner permission you can create, read, modify, and delete all items and files and
create subfolders. As folder owner, you can change the permission level that others have for the folder. This permission does
not apply to delegates.) permission for a public folder to set sharing permissions for the folder. You can set permissions

for only one folder at a time.

(& To set permission levels:

Mouse

« In the Folder List, right-click the public folder you want to share, and then click Properties on the shortcut
menu.

o Click the Permissions tab.

» Click Add.

 In the Type name or select from list box, enter the name of the person you want to grant sharing
permissions to.

+ Click Add, and then click OK.

o In the Name box, click the name of the person you just added.

o Under Permissions, choose the settings you want and click OK.
You can assign everyone who has access to the folder the same permissions by clicking Default in the Name box.

Finding Public Folders

You will find all public folders in Outlook positioned under your own private mailbox area.

(&~ To open a public folder:

Mouse

o In the Folder List, click Public Folders, and then click the folder you want to open.
o If the folder you want to open is located within another folder, click the plus sign (+) next to each subfolder

until you find the folder you want.

(&~ Add a public folder shortcut to Favorites
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Mouse

o In the Folder List, right-click the public folder for which you want to add a shortcut, and then click Add to
Favorites on the shortcut menu.

o To change the name of the public folder that appears in your Favorites folder, type a new name in the
Favorite folder name box.

o To add shortcuts to subfolders of this public folder, click Options, and then select the options you want.

o Click Add.

(&~ Search for a public folder

Menu

« On the Tools menu, click Find Public Folder.

o To specify which set of public folders to search, click Browse.

o In the Contains text box, enter the text you want to use to search for the folder.

o In the In list, click the search criteria that you want the entry in the Contains text box to apply to.

o If you want to search by date, select the Folders created since check box and then select a date.

(& Post information in a public folder:

Mouse

o Open the public folder you want to post information in.
o To use the default form for posting information, on the File menu, point to New, and then click Post in This
Folder.

o In the form, enter the information you want to post.

bookboon.com
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o Click Post.

(& Reply to information posted in a public folder:

Mouse

o Open the public folder that contains posted information you want to reply to.
o Open the item or file you want to post a reply to.
+ To use the default form to reply to posted information, on the Actions menu, click Post Reply to Folder.

o In the form, enter the information you want to post. Click Post Reply.

(&~ Reply to the person who posted information in a public folder:

Mouse

o In the Folder List, click Public Folders, and then click the folder you want to open.

o If the folder you want to open is located within another folder, click the plus sign (+) next to each subfolder
until you find the folder you want.

o Select the item or file you want to reply to.

« Click Reply o Reply |

o Type your reply and click Send.

4.6 Sorting items

Sorting is a way of arranging items in ascending or descending order. You can sort items in any view, based on one field
or multiple fields, with the exception of the time-based views such as Day/Week/Month and timeline. For example, you
can sort a list of e-mail messages alphabetically by sender and then by subject. (The abbreviations RE and FW in the

Subject box are ignored when you sort messages alphabetically by subject).

By default, the most recently received messages are placed at the top of the View Pane. Messages can be sorted by

importance, icon, flag status, attachment, sender, or subject in Ascending or Descending order.

(&~ To sort a list of messages, contacts, notes, or files:

Mouse

o Select a folder whose items you would like to sort.

« On the View menu, point to Arrange By, Current View, and then click Customize Current View.
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Customize View: Messages

[ Other Settings. .. Fonts and other Table Wiew settings

[ Autornakic Formatting. . ] IUser defined Fonts on each message

[ Farmat Columns. .. Specify the display Formats For each Field

Descripkion

| Fields. .. | Header Stakus, Impartance, Flag Skatus, Icon, Atkachment, ...
[ Group By... l Mone

[ Sort... ] Received (descending)

[ Fiter... | off

[ Reset Current View ] QK

] [ Cancel

Click Sort.

Sort

Sark ikems by

" i) dscending

I Received

: {#) Descending

Then by

i(nnne} | "Sthaccnding
Diescendin

Then by

T

| |

Then by

| ..... | fseending
bescending

Select available Fields Fram:

| Frequently-used fields W |

3

Clear All

Organising your mail

In the Sort items by box, click a field to sort by. If the field you want isn't in the Sort items by box, click a

different field set in the Select available fields from box.

If the field you sort by is the same as the field items are grouped by, Microsoft Outlook sorts the group headings instead of the

items within each group. To sort the individual items in a group, click a field in the Sort items by box that is different from

the Group by field you have chosen.
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« Click Ascending or Descending for the sort order.
o To sort by an additional field, click a field in the Then by box and click OK.

Bl arm G hiart Rereived G

o If you are in a table view type, you can click a column heading to sort by that column.
o A triangle will appear on the column header indicating the sort order, e.g. a downward facing triangle

indicates a descending sort order.

4.7 Finding Items

As your Inbox grows in length with received messages there will come a time when you want to find a particular item

but you do not know which message it was in. Outlook provides a Find feature for such occasions.

(& To find a message:

Mouse

Loak, For: + SearchIn = Inbox Fird Fove l=ar Ciptions *

Struggling to get
interviews?

Professional CV consulting & writing assistance
from leading job experts in the UK.

e Take a short-cut to your next job!

._ ol Improve your interview success rate by 70%.

TheCVagency

Visit thecvagency.co.uk for more info.
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L Fi
« From the Standard toolbar, click the Find button == Find . The following find bar opens up above the

message headers.

« In the Look for box, type any text you want to search for in the most common fields of the item, or click the

arrow on the Look for box to use previous search text.

o Specify the folders you want to search. If you have more than one account, Microsoft Outlook searches the

folders in the current account only.

 Click Find Now, the search takes place and the results are displayed.

(& To stop the search:

Mouse

+ On the Find Bar, click Stop.

o To restart the search, click Find Now.

(& Clear the search results and display all the items in the current view:

Mouse

e Click Clear Results on the Find bar.

Advanced Find

You can also search for items or files using more complex criteria by using the advanced find.

(& To perform and advanced find:

Mouse

e On the Tools menu, click Find, Advanced Find

= Advanced Find

i Fle Edit  Wew Tools

Lool_afor:IMessages v| In: I_n_lg_o_x | [ Browse.., ]
Messages E-More Chaices | Advanced | Find how
Search For the ward(s): || e | zhop
In: |subject Fiedd anly v | [New Search ]
[ fom. ]| |
[ Sent Ta... ] | |
[Jwhere T am: | only person o i L\
Timne: |none v” rivkine |
Or
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= Ei
From the Standard toolbar, click the Find button A

In the Look for box, click the type of item or file you want to search for.

Organising your mail

and click “PHONS ™ 2 d Advanced Find.

If the folder you want to search does not appear in the In box, or you want to search more than one folder,

click Browse to select from a list.

Type any text you want to search for in the most common fields of the item, or click the arrow on the Look

for box to use previous search text.

Select the remaining search options you want, and then click Find Now.

Filtering Items

A filter is an easy way to view only those items or files that meet conditions you specify. For example, you can filter all

items with “Jane Brown” in the From box to see only items from Jane Brown. All of the other items are still in the folder

and can be seen again by removing the filter.

When a filter is applied to a selected folder, the status bar displays the words “Filter Applied” in the lower-left corner of

the screen.

(& To show or hide items or files with a filter:

Mouse

Click the folder you want to apply a filter to.

On the View menu, point to Arrange By, Current View, and then click Customize Current View.

Click the Filter button

Filter

Messages | More Choices | Advanced | 5qL
Search for the ward(s): || V;
In: |suhject field only ¥ |
[ Fom. || |
[ sentto. || |
Dﬂherelam: | EFSor o |
Time: |n0ne L I |

6] ] [ Cancel l [ Clear al

Select the filter options you want.

To filter using additional criteria such as a category or importance level, click the More Choices tab, and

then select the options you want.
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« If you select more than one option, only the items that meet all of the criteria appear. However, if you use
the same field to set multiple criteria, items that meet one criterion within that field are found.

« You can customise your criteria by using the Advanced tab.

+ Click Field.

o Point to the field set you want, and then click the field you want to use in the search criteria.

o In the Condition box, click the condition you want to use with the selected field. The conditions available
depend on the field selected.

f Filter 2] x|
|

Messagesl More Choices  Advanced |SQL I
Find items that match these criteria:
«Add criteria from below to this list =

Remmaye

Define more criteria:

gondition:' et
Frequenth-uged fields I |
b Beoo

e ol | Lt

From

All Document figlds

»
13
»
»
—  AllMailfiekds o et et
A1l Post fields v Ta cleeral |
»
13
»
»
»
»

All Contact figlds

All Appointment fields
ANl T ask fields
AllJoumal fields

Al Note fields

Uzer-defined fields in Inbos
Farrns. ..

-
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o If the condition requires a value, enter the value you want the field and condition to meet in the Value box.
+ Click OK.

4.9 Mailbox Cleanup

With Mailbox Cleanup feature, you can manage the size of your mailbox to improve the overall performance of Microsoft
Outlook.

(& To use Mailbox Cleanup:

Menu

+ On the Tools menu, click Mailbox Cleanup.

Mailbox Cleanup Kl E2

@ 0ou can use this tool o manage the size of your mailbox,

Waou can find types of items ta delete or move, empty the deleted
items folder, or wou can have Outlook transfer items to an archive
file:,

Click here | to see the size of your mailbox,

%) " Find items older than Igg ﬁdays
& Find items larger than |259 ::ijlobytes

Clicking sutodrchive will move ald ikems to the Autosrchive |

archive file on this computer. ¥ou can find these
items under Archive Folders in the Folder list,

Ermptying the deleted items Faolder permanenthy Emnipky |

deletes those items.,

Click. here | to see the size of vour deleted items Folder,
Cancel |

. Click _SIKRE® |, view the total size of your mailbox and of individual folders within it.
« Find items that are larger than a certain KB size or older than a certain date.
» Archive items using AutoArchive.

o View the size and Empty your Deleted Items folder.

410  Out of Office

If you’re not going to check e-mail while you're out of the office, use the Out of Office Assistant to manage your Inbox.
You can automatically respond to incoming mail. You can also create rules that automatically manage incoming messages
by telling Microsoft Outlook what action to take with them. For example, you can create rules to automatically move or

copy messages to other folders, to delete messages, to send custom replies, and so on.

(&~ Automatically reply to incoming messages while out of the office:
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Menu

On the Tools menu, click Out of Office Assistant.

Out of Office Assistant

()1 am currently In the Office:

(31 am currently Qut of the Office

AukoReply only once to each sender with the Following text;

|John. caulfield@mkctrainingsalutions.com

!Hi, 1 arn out of the office until 15th of January 2005, IF wou have training
|or booking request, please email engquiries@mousetraining, com or 3

By

Status Conditions Actions

These rules will be applied to incoming messages while vou are aut of the office;

Edit Rule...

Showe rules For all profiles

[ o

] ’ Cancel

Click I am currently Out of the Office.

Organising your mail

In the AutoReply only once to each sender with the following text box, type the message you want to send to

others while you are out.

(&~ To create rules to manage your mail while out of the office:

Menu

On the Tools menu, click Out of Office Assistant.
Click Add Rule.

Under When a message arrives that meets the following conditions, specify the conditions of the rule that

the message must meet for the action to occur.

89

Download free eBooks at bookboon.com



Outlook 2003: Part | Organising your mail

—When a message arrives that meets the following conditions:

4

\_u

Cancel

i 1]
ent To., | I Help |

[~ Sent directly tome [ Copied (Ccl ta me

Subject: I fdvanced... |
Message body: I Check Marnes |
Perform these actions: I Do not process subsequent rules

VI alerbwith  Action, . |
[ Delete

23 Moveto Folder... | |
B2 copyto Folder. .. | |
W& Forward T | |

Method: IStandard ﬂ
Col Rephewith  Template. ., |
¥ [ Custom I j I

o To specify more conditions, click Advanced, select the options you want, and then click OK.
o To specify that this rule must be the last one applied, select the Do not process subsequent rules check box.

o Under Perform these actions, select the options you want. You can select more than one option.

J FA CTCA R D S Factcards.nl offers all the

information that you need if
you wish to proceed your

Are you working in academia, research or :
career in the Netherlands.

science? And have you ever thought about

working and moving to the Netherlands? The information is ordered in
the categories arriving, living,
studying, working and research
- in the Netherlands and it is
Studying freely and easily accessible
e from your smartphone or

desktop.

0 Click on the ad to read more
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(ZTo turn an Out of Office Assistant rule on or off:

Menu

o Click Out of Office Assistant on the Tools menu.

« In the Status box, select or clear the check box next to the rule you want to turn on or off.

(& To edit the Out of Office Assistant rules:

Menu

+ Click Out of Office Assistant on the Tools menu.

 Click Edit Rule to change a specific rule. Make changes to the conditions and actions for the rule.

« Click the rule you want to move up or down in the list and click Move Up or Move Down to change the
order in which rules are applied for Out of Office Assistant.

 Click Delete Rule to delete the rule you want to delete.

411  Marking Messages as Read and Unread

Unread messages are displayed with bold text headers giving the user a visual identification of which messages still need
to be read. The user may decide from viewing the subject title, not to read the message or group of messages. An unread
message can be marked as read to remove the bold text from the message header. A message that has been read and

contains important or reference materials can be marked as unread allowing the user to see the message location at a glance.

(& To Mark a Message as Read:

Menu

« Select the required message.
» Choose Edit, Mark as Read

Or
« Click the right mouse button on the selected message, choose Mark as Read.
+ Bold formatting is removed from the message header.

(8~ To Mark a Message as Unread:

Menu

« Select the required message.
o Choose Edit, Mark as Unread

+ Click the right mouse button on the selected message, choose Mark as Unread.

o Bold formatting appears on the message header.
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4.12  Printing Messages

A range of messages can be printed by clicking on the first message required, pressing [SHIFT] and clicking on the last
message required. Several individual messages can also be selected by pressing [CTRL] whilst clicking on the messages

required.

(&~ To Print a Message:

Menu

o Open the required message

Or
o Select the message required from the View Pane.
o Choose File, Print. The Print dialog box displays.
+ Choose OK.

Mouse

o Select the message to print.

. & click

+ The selected messages are automatically printed.
413  Recalling Sent Messages

The user may want to recall a message that is inaccurate or inappropriate. A message can only be recalled if it has not

been read by the recipients or has not been moved out of the recipients’ Inboxes.

(& To Recall a Message:

Menu

o+ In the Sent Items folder, open the message to recall.

« Choose Actions, Recall this Message.
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Recall Thiz Mezzage K

Mo recipients have reported reading this message.

Message recall can delete or replace copies of this message in
recipient Inboxes, if they have not vet read this message,

Are wou sure you want bo:

%' Delete unread copies of this message
To receive notification
about the success of the

recall or replacement for 3l Tell me if recall succeeds or Fails For each recipient

each recipient, select
Cancel |

" Delete unread copies and replace with a new message

this check box

The Recall This Message dialog box displays.

To remove the sent message from the Inboxes of all the recipients who have not opened the message, choose

Delete unread copies of this message and choose OK

To remove the sent message from the Inboxes of all the recipients, and then open a new message that the
user can send to replace the original, choose Delete unread copies and replace with a new message, choose

OK, type and send the new message.

By 2020, wind could provide one-tenth of our planet's
electricity needs. Already today, SKF's innovative know-
how is crucial to running a large proportion of the
world’s wind turbines.
Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our
stems for on-line condition monitoring and automatic
ication. We help make it more economical to create
eaper energy out of thin air.
our experience, expertise, and creativity,
industries ca st performance beyond expectations.
Therefore we'need the best employees who can
eet this challenge!

T'% Power of Knowledge Engineering

T

\
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To replace a message, a new message must be sent. If a new message is not sent, the original message is still recalled.

414  Changing Column Headings

Column headings can be added, moved, removed or new column headings created in the View Pane. The width of the

column heading can also be sized to meet the user’s requirements.

(&~ To Add an Existing Column Heading:

Menu
Show Fields E

Aailable figlds: Show these Figlds in this order:

R add-> Tmpartance ;l o

c —l Icon l_l
Conversation _—l Flag Status —I
Created - Remove Attachment Saned

Do Mot Autodrchive From

Due By Subject

Message Received

Message Flag

Read

Sensikivicy

Sent

Size

To LI ew Field. .. | LI

Bruperbies Delete | [z e [k Bl |
Select available fields From:
Frequently-used fields j

o Choose View, Arrange By, Current View, Customize Current View, then select Fields. The Show Fields dialog
box displays.

o In the Available fields box, select the required field.

o Choose Add and click OK.

(8~ To Create a New Column Heading:

Menu

+ Repeat Step 1 above.

o Choose New Field. Type the required field name.

o Choose the field type and format required. Choose OK.

+ The name of the new field displays in the Show these fields in this order box. Choose OK.

(&~ To Move a Column Heading:

Menu

o Choose View, Arrange By, Current View, Customize Current View, Fields.
+ In the Show these fields in this order box, select the field to move.
» Choose Move Up to move the selected field up the listing
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o Choose Move Down to move the selected field down the listing.

« Choose OK.

(&~ To Remove a Column Heading:

Menu

o Choose View, Arrange By, Current View, Customize Views, select Fields.
o In the Show these fields In this order box, select the field to be removed.
« Choose Remove.

o Choose OK. The selected column heading is removed.

(& To Size a Column Heading:

Mouse

o Position the mouse pointer on the right edge of the required column headings.
o The mouse pointer changes to a double-headed arrow.
o Click and drag the column heading to the left to reduce the column or.

o Click and drag the column heading to the right to enlarge the column.

*ntiia i Graduate

Find out more and apply

AYA

redefining / standards ;

N

» Click on the ad to read more
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