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Introduction to Outlook 2002

When you have completed this learning module you will have seen how to:
e Create Messages

e Set Message Formats

o Attach Files to a Message

e Use Rules

e Use the Rules Wizard

e Add a Signature to a Message
¢ Organize Messages with Color
e Check Spelling and Grammar
¢ Use Message Stationery

e Customize Stationery

e Modify Message Formats

e Modify Settings

e Modify Delivery Options

e Open and Read a Message

e Open an Attachment

e Save an Attachment

e Reply to Messages

e Forward Messages

e Select Message Recipients

e Mark Messages as Unread

¢ Use the Preview Pane Options
e Mark Messages as Read

e Mark all Messages as Read

o Recall a Message

e Delete a Message

Outleek 2002

e Outlook 2002'is a fully integrated email system that allows you to have
accounts/for Internet, Exchange Server and Hotmail emails, and enables you
to be a client for alternate messaging systems.

e Outlook 2002 can be used as a time-tracking tool, with calendar, contents

and tasks — as well as a full email system, with access to web sites and
Internet newsgroups.

Delivery

e OQOutlook 2002 will run on various operating systems, including many earlier
versions of Windows. Email messages can be sent in HTML, Rich Textor
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Plain Text formats. Depending on the size, files from most outside
applications can be attached to an email.

Setting up Outlook 2002 to send and receive emails

e To send and receive email messages with Outlook 2002 you will need an
email account and Internet access.

e Contact your Administrator or your Internet service provider (ISP) to get
connected.

Creating Messages

Creating a Message

e You can create general messages with attachments in Outlook, and from
within Microsoft Word.

NOTE: Using Word to send a message allows you to use the capabilities
within Word, (like justification and borders) that are not available through
Outlook. Sending email messages through Word is practical when a current
document needs to be sent. Rather than moving between applications, it can
be more convenient to send via Word.

There are two ways to create a new mail message using Outlook:
e Click the New button in the Outlook toolbar to open a new message box:

& Inbox - Microsoft Dutlook

I S % K CoReply €5 Reply to Al 4 Farward

File p*+ e E-vepipes Tools  Actions Help
e Mail Message}

OR click on the arrow beside the New button to open the full drop-down
menu, and select Mail Message:

& Inbox - Microzoft Dutlook

Postlin This Folder  CEel4+-Shifk+5

e To use Word for sending an email, choose File > Send To from the main
menu, and select the required destination:
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File | Edit “iew Insert Fo

[ mew... Chrl+n

[ Open... Chrl4+0
Close

Save Chrl45

Save As,.,

Save as Web Page. ..
=i
e |

Search...
Versions...

‘Web Page Preview

Page Setup...
@_ Print Prexiew
&b Print... Chrl+P
| Send To L\\{ﬂ IMail Fecipient
Propetties Mail Recipient (For Review),..

Exit Mail Fecipient {as Attachment)...

Routing Recipient. ..

LR U T

Exchange Folder. ..

+4 Fax Recipient. ..

B ¢

Microsoft PowerPoink

Setting Message Formats

The three formats that are typically used within an Outlook email:

HTML
Rich Text
Plain Text

NOTE: The default setting for Outlook messages is HTML.

HTML - Enables you to create formatted pages containing pictures, animated
graphics, horizental linesger multimedia filesssAsbackground design camalso
be set for the messages. However, not all email programs can read the

HTML format.

Rich, Text/~ Enables you to'set font, font sizesgfont colors and format
paragraphs.“Objects and pictures can be embedded in the text. This is the
standard/Exchange format, so/it can be used when Outlook is being used as
an Exchange client.

NOTE: This format should not be used to send emails with attachments to
anyone not using Outlook or Windows Messaging, because the
attachment will not be accessible.

Plain Text — Allows you to send basic emails with unformatted text in the
body of the email. Files and Outlook items can be attached. This is typically
the best format, as it is accessible and readable by all other email
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applications.

To set the Mail Format in the Mail Format dialog box:

e From the main menu, choose Tools = Options to open the Options dialog
box, and click on the Mail Format tab:

Options

Preferences I Mail Setup  Mail Format |Spe|ling| Securit';-'l Other I

Message Format

Choose a format For outgoing mail and change advanced settings.,

Compose in this message Format: | Plain Text -

I [ lse Microsatt Word bo edit e-pHTML

I [ llse Micrasatt Ward be read B Ric TEXt

Inkternet Farmat... International Options. ..

Stationery and Fonts

|Jse stationery ko change vour default font and styvle, change colars,
and add backgrounds ko wour messages.

Use this skationery by defaulk: I{NDI‘IE} j

Fonts. .. | Stationer Ficker ., |

Signature

Automnatically include wour signature or attach an electronic business
card {wZard) bo outgoing messages.

Signature For new messages: |<None:=~ j

Signature For replies and Forwards: I{Ngne} j

Signatures. .. |

(0]4 I Cancel | il |

e The Compose in this message format drop-down field allows you to set
how all messages will be formatted.

Attaching a File to a Message

egNot,only can eharacterpsets, images, soundsiand files)be attachedstora

message, other, Outlook items can be insefrted into the body of a message as
well.

To attach a file to-amessage:
o From the message’s menu bar,/choose Insert > File:

Inserk I Format  Tools
|@] File... 5
Iterm...

OR click on the Paperclip icon within the message menu bar:
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BnERS
Actions Insérﬂ

Using Rules

¢ Rules consisting of actions, conditions and exceptions can be set within
Outlook to shape how messages and other items are organized.

e Actions - Sets what a rule will do.
e Conditions - Sets which items the rule is applied to.
o EXxceptions - Sets certain instances when the rule may not be applied.

o Basic rules can be created from the main menu when you are in a message
folder, by choosing Tools = Organize:

Tools Iﬂctiu:uns Help

Send/Receive 3

Send/Receive Settings 3

&ddress Book,..  Chrl+Shift+B

E Jrganize .

i)
@ Rules Wizard..,

e This will open the Ways to Organize Inbox area in the top portion of the
Message Information panel:

¥& Company email | address M

® Move message selected below to IIanx - I Move |

@ Create a rule to move new messages |frorn - | IJaneDUE

inko I Important emails - I Create |

and For more ady.

from or to choose new

he second field, select the name of the sender that you want to apply the
rule to.

¢ In the third field, select the folder where selected messages should be sent.

Using the Rules Wizard

To create rules with the Rules Wizard:
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e From the main menu, choose Tools > Rules Wizard to open the Rules
Wizard dialog box:

Rules Wizard EHE

Apply changes bo this Folder:

Inbox [pop, mail]

Apply rules in the Following order:

SO
[ ali

R

L1

[DElEte

[laye = Bl |

Rule description {click on an underlined value bo edit it):

QF | Cancel | EunNow...l Qptions. .. |

¢ Click on New to open the next Rules Wizard dialog box, where a new rule
can be created:

Rules Wizard EHE3

+ Etart creating a rule From a kemplate:

" Start from a blank rule

i 0 es from someone
! Makify me when important messages arrive
Mowe messages based on content;
Delete & conversation
Flag messages from someons
Assign cakegories to senk messages
: Assign categories based on conkent

h Maove messages I send to someane

d{ / Stop processing all Following rules

descriptinn“an underlirll to edl:

Apply this rule afker the message arrives

From people or diskribution list |.
. move jbko the specified Falder

IE Cancel = Bach I Mext = I Firizh

e Select the type of rule to be created from the top field. A description of the
rule will show in the bottom field.
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e The values that are underlined and in blue need to be set by clicking on each
one and making the appropriate selection.

e Once finished, click the Next = button to open the next window. You'll be
asked to select your choice of conditions that apply to the new rule:

Rules Wizard

which condition(s) do vau want to check?

from people or diskribution list -
[ with specific words in the subject
OreT— [ through the specified account
o 1 iment only to me
= | where my name is in the To box

e L marked as importance

ﬂ_ il ["] marked as sensitivity
[ r N e B [] Alagged For action
i if| [] where my name is in the Cc box

[] where my name is in the To or Cc box
[] where my name is not in the To bax
[ ] sent to people or distribution list LI

?}l o i Rule description (click on an underlined walue to edit i):

Apply this rule after the message arrives
= | sent only to me
SERT—— and from Jane Doe (janedoe@abc, com)
and marked as importance
move it ko the Travel Folder

I@ Cancel | < Back I Mext = I Finish |

e After checking the conditions for the rule in the top box, click on the first
underlined words in the bottom description box. This will open a dialog box
showing the contacts list:

Rule Address
Show Mames from the: Inthers j
Type Mame or Seleck From List:
I Specify the address of the sender:

| EE From - | (ianedoed@oon:. com) =]

i
i
oy - w N om

T, | Properties Find. .. |
Ok I Cancel | Help |

¢ Select a name, and click the From button to add it to the list field on the
right. One or multiple names can be applied to a single rule.
e Once all required names are selected, click OK.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 14 — Microsoft Outlook XP - Foundation Level Manual

Select the second underlined word in the lower field of the Wizard dialog box,
and Outlook will open the required list. If this is for the destination folder,
select the folder where you want the email placed.

Once the folder is selected, click OK.

Once all underlined words have been filled in as required, click Next to open
the next Rules Wizard dialog box:

Rules Wizard EHE

wWhat do wou wank ta do with the message? %
move it to the specified Folder

[] assign it ko the cateqory categaory
notify me using a specific message

-

[ ] delete it
: [] permanently delete it
r [ ] maove a copy ta the specified Folder
/[ Fforward it ko people or distribution lisk

| [] farward it ko people or distribut... as an attachment
- [ reply using a specific kemplate
[ Flag message For action in & number of days
[ clear the Message Flag
[ 1 mark it as importance LI

Rule description {click on an underlined value to edit it):

apply this rule after the message arrives
sent only to me
and from Doe {130
and marked as high importance
niotify me using Travel Mokice TM!
and move it to the Travel folder

IE Cancel | < Back | Mext = | Finish |

This page allows you to set what should be done with the message. A variety
of choices can be selected. The description at the bottom field in the dialog
box will alter as selections are checked.

Once finished, click Next to open the next Rules Wizard dialog box:
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Rules Wizard HE

add any

P ]
] except through the specified account:

P {f [ except if sent anly ko me
[ except where my name is in the To bos
_j [] except if it is marked as importance
] except if it is marked as sensitivity
[ except if it is Flagged Far ackion

[ except where my name is in the Co box

. 1 [] except if my name is in the To or Cc box
= [] except where my name is nok in the To box
[ ] except if sent to people or distribution list LI

Rule description {click on an underlined walue to edit i)

Apply this rule after the message arrives

sent only b me
o and fram Jane Doe {janedoe@abe.com)

and marked as high impartance
riokify re using Travel Mokice TN!
and rmove it ko the Travel Falder

IE Cancel | < Back. I Next = I Finizh |

e This opens the area where exceptions to the rule can be selected. You are
not obligated to set exceptions. Once selected, the description of the rule will
alter in the bottom field.

o If an exception has been set, select it within the bottom field, and set the
necessary details about the exception.

e Once finished, click Next to open the last Rules Wizard dialog box:

Rules Wizard [ 2]
Please specify a name For this rule:
I'I'ravel Tirme! ]:
‘ ™ Run this rule now on messages already in "Inbox".

v Turn on this rule

™ | Greate this rule on &l acemimnts

Rule description {click on an underlined walue to edit it):

Apply this rule after the message arrives
sent only to me
Elsliehll Jane Coe (janedoe@abe.com)
and marked as high impertance
niokify me using Travel Nokice I!
and move it to the Travel folder

IE Cancel | < Back | Text = | Finish I

e Provide a name for the rule within the Please specify a name for this rule
field.

e Selecting the Run this rule now on messages already in “Inbox”
checkbox will apply the rule to any past messages in the Inbox.
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e Selecting the Turn on this rule checkbox will apply the new rule to any new
messages.

o If available, selecting the Create this rule on all accounts checkbox applies
the rule to all available email accounts.

e Click Finish, and the original Wizard dialog box will open, showing the name
and completed description of the rule:

Rules Wizard 2 | x|

Apply changes ko this folder:

IInbox [pop, mail]

apply rules in the Following order:
Travel Time!

Copy...
Madify. .

Rename. ..

Delete

i

i = e itled=A Eieiny |

Rule description (click an an underlined value to edit it):

Apply this rule after the message arrives
sent only ko me
and from Jane Doe (janedoe@abe.com)
and marked as high importance
notify me using [IIERE I A=
and move it to the Travel Folder

a4 I Zancel | EunNow...l Ziptions., .. |

e By selecting the checkbox beside the rule name in the Apply rules in the
following order field, the rule will be applied. If not selected, the rule will
not be applied to any messages.

Tomodify arule:

e From the main menu, choose Tools > Rules Wizard to open the Rules
Wizard dialog box.

¢  Select the rule you want to modify,/and click the Medify button.

s Make any required changes and clicki Next to move| to other rules within the
rule set.

e Click Finish once the rule has been modified-

Adding a Signature to a Message

¢ From the main menu, choose Tools > Options to open the Options dialog
box.

e Select the Mail Format tab.

o Select the Signatures button at the bottom of the tab to open the Create
Signature dialog box:
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Create Signature

¢ Click the New button to open the Create New Signature dialog box, and
follow the steps to create a personal signature:

Create New Signature

ntitled

() lise s existing sianature asia templ ater

YOu can include your e,
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Edit Signature - [work]

—Signature bexk
% This text will be included in outgoing mail messages:

Jane Doe
ABRC Company
T, a2, cc\rd I

P | SR ETr e The. | Clear

Advanced Edit, .. |

—wCard options

Attach this business card {vCard) to this signature;

I::None:=

Mews wiZard From Contack. .. |

[

Finish I

Zancel |

¢ Selecting Advanced Edit will open a warning dialog box:

Microzoft Dutlook

N

continue?

Yes

This will launch an editor that is nok part of Microsaft Outlook. Do wou want to

e Click Yes.

e This will open the text of the signature within a Work Pad. Here you can
alter the font, size and color of the signature text.

¢ Multiple signatures can be created and saved, so a different signature can be

assigned to different messages.

To apply a specific signature to amessage being created:
e From the message window’s toolbar, select Insert > Signature and select

the desired signature:

El:til:lnw

i Formak

Jane Doe

Mare. ..

Organizing Messages with Color

¢ From the main menu, choose Tools > Organize to open the Ways to
Organize Inbox pane within the Inbox information area of Outlook.
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e On the left side of the Organize pane, select Using Colors to view the
Color pane:

Automatic Formazting. .. | x

® Color messages |Fr:lm ;I |Winter, Patrick,

Red Apply Colar |
® show messages sent only bo me in IBIue - I Turn on |

To wlew or edie your colonng, and for piore adyvanced optlons, click on
™= Junk E-Mai "Aukomatic Formatting” dove, /

n

e The default setting in the first field is from. To have message headers
colored on sent messages, select sent to from the drop-down menu:

inker, Patrick ‘(

@ show messages sent only o me in IEILIE - I Turn on |

¢ In the second field, enter the person’s name whose emails will be colored.
e Select a color from the color drop-down menu:

Color messages I from =]

Red - Apply Color I

Black %
Maroon es sent only ko r

Green
Cilive
Manwy
Purple
Teal
Gray

]LiITIE .—IT hF Fhe Folornn For

;
our coloring, and
Jatting" above,

pplied to
d Sent Ite

To set Spelling and Grammar checks:

¢ From the main menu, choose Tools > Options to open the Options dialog
box.

e Select the Spelling tab:
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Options HE

Preferances I Mail SEtUpI Mail Format  Spelling |Security I Other I

General opkions

ab ¥ ‘Always suggest replacements For misspelled words:
J ¥ Always check spelling before sending

[™ Ignote wards in UPPERCASE

™ Ignore words with numbers

¥ Ignote ariginal message kext in reply or Forward

¥ Use autoCorrect when Word isn't the e-mail editor,

AutoCorrect Opkions. ..

Edit: custom dictionary

add, change, or remove words From wour cuskam dickionary,

Edit... |
International dictionaries

%’ “hoose which dictionary to use when checking vour speliing,

Lanquange; IEninsh (.5 j

[al'4 I Cancel | i |

General Spelling Options - These options enable you to set how the
spelling and grammar check should behave. The AutoCorrect Options
button opens the AutoCorrect dialog box (the same as in Word):

AutoComect: Englizh [U.5.] EHE
AutoCorrect |
¥ Correct Two IMitial CApitals :
Exceptions. .. |
¥ Capitalize first letter of senkences

W Capitalize names of days
W Correct accidental use of cAPS LOCK key
—Iv¥ Replace text as you type

Replace: ith:

Edit Custom Dictionary - Selecting Edit in this section will open a Notepad
window listing words within the custom dictionary. Words can be added,
removed and edited from this list.

International dictionaries - By using the Language drop-down menu,
various international dictionaries can be selected for accurate spell checking.
The languages displayed are those that were selected when Office was

installed:
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International dictionaries
%’ “hoose which dictionary bo use when checking vour spelling,

Language: English {L1.5.) j

English {Australia)
English {Canada)

EnEIish EU.K.E J;L apply

|French (Canada)

Mail Customization

Using Message Stationary

e Stationary settings can only be used with messages in HTML format,
although any font settings made will be used with all messages.

¢ From the main menu, choose Tools > Options to open the Options dialog
box.

e Select the Mail Format tab:

Options

Preferences I Mail Setup  Mail Fﬂl’rﬁt |Spel|ing I Security I Other I

Message format

Choose a format For outgoing mail and change advanced settings.

Compose in this message farmat: |§E]

I | Use ilicrasart Word Eo edit e-mail messages
I™ | (lse Iicrasabs sWard beread Rick Text e-maimessages

Internet Format, . | International Cptions. .. |

Stationery and Fonts

IUse stationery ko change your defaulk Font and style, change colors,
and add backgrounds to wour messages.

IJse this stationery by default: I{None> ﬂ

Fonts. .. | Statimmers Fiekers .. |

Signature

Automatically include yvour signature or attach an electronic business
card {wCard) to oukgoing messages,

I Signature For nes
nakure For re

o The Use This Stationery drop-down menu allows you to choose a specific
stationery to use. The default is set at None:
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Stationery and Fonks

IJse stationery ko change wour default font and stvle, change colors,
and add backgrounds ko wour messages.

IJse this stationery by default: <honez j
<Mone > -
Fao
Signature Clear Day

Currency —

Automnatically include yvour signatu Fiesta
card (wCard) to oubgeing message - .

Iy
Signature for new messages: Junqle

-
Signature for replies and Forwards: %%E%wmg—:’

The Stationery Picker button will open the Stationery Picker dialog box,
where a list of stationeries can be selected from, and viewed in the bottom
portion of the dialog box. Here it is possible to select Edit, Remove or New
to manipulate the stationeries:

Edit. ..

Rermove

It

Mew, ..

3

If there is no appropriate stationery, select Get More Stationery and the
web browser will open a Microsoft Web page where there are alternate
stationery to choose from.

When selected, the Fonts button will open the Fonts dialog box, where fonts
can be selected for three separate areas, When composing a new
message, When replying and forwarding and When composing and
reading plain text:
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Fonts

—Message Fonts

% ‘When composing a new message:
|1 0 pt. Arial

‘When replying and Forwarding: %
|1 0 pt. Arial Choose Fort. ..

‘When composing and reading plain kext:

IlIZI pt. Courier New Choose Font...

I Autornatically display Rich Text in draft
font when using high contrast

Intermational Fonts. ..

—Stationery Fonts

Some skationeries have fonts associated with them, ¥ou
can choose ko always use your Fonts instead of the ones
specified in the stationery,

% Use the font specified in stationery (i specified)
 Use my Font when replying ko and forwarding messages

€ Always use my Fonts

o4 | Zancel |

By clicking on a Choose Font button, you can select the font, font style, font
size, font effects and font color for specific areas of text:

Font HE
Font: Font style;
Im IHeguIar ] I
Al Black = |italic Catiee] |
B dvial Marmow Bold
T Avial Unicods MS Bold Italic:
H Batang

T Book Antiqua
H Baookman Old Style ﬂ

 Effects
[~ Stikeout
™ Underline

— Sample

| AaBbYyiz

By having the Automatically display Rich Text in draft font when using
high contrast checkbox selected, you can make messages easier to read on
smaller monitors. Though the default setting is to have this checkbox
selected, it can be deselected.

Selecting the International Fonts button will open the International
Fonts dialog box, where a default font can be set to a selected language:
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Fonts K E

— Font gettings

Thai B

Turkish
Unicode
User Defined
*ietnanmese
ern European

Proportional fant: I.t’-‘-.lial j
Fired-width fant: ICourier M j
Font zize: I b ediurn j
Encoding: I\A-"estem European j
Default encading “westerm Eurapean % Set az Default |

ak. I Cancel |

Customizing Stationary

To create new stationery:

¢ From the main menu, choose Tools = Options to open the Options dialog
box.

e Select the Mail Format tab.

o If available, click on the Stationery Picker button.

e Click on the New button.

Modifying Message Formats

To alter the format for amessage about to be created:

e From the main menu, choose Actions > New Mail Message Using and
selecta new Format from the list provided:

‘ | Help
i Mew Mai Message Ckrl4-h

N&w tail ,age ‘;I Mn:-re Statln:-ner':.f

JEM 2b PAane by F-ma,

Microsoft QFFice 3

Plain Text
Rich Texk
HTML (Mo Skationersy)

e More Stationery - Will show a list of stationeries to select for this specific
email.
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Microsoft Word (HTML) - Will create the message using the HTML format
that can be used with stationery.

Microsoft Office - Will create the message either as an Access data page,
Excel spreadsheet, or a Word document. This allows you to open any of the
applications to create the document within Outlook.

Plain Text - Will create the message in the Plain Text format.

Rich Text - Will create the message in the Rich Text format.

HTML (No Stationery) - Will create the message using the HTML format
without stationery.

To alter the format for amessage already sent:
e Open a message from the Sent Items box.

NOTE: The sent message has to already be in a rich text or a Plain text
format prior to editing for the menu selection to present all three formats.

¢ In the menu bar of the Sent message, choose Edit = Edit Message:

Edit | Wiew Insert For

"]

]
2

Select Al Crrl+-A,

&4 Mark as Unread

| Edit Message h |
"

e Choose Format and select from Plain Text, HTML or Rich Text to alter the
message’s format:

Plain Text
BITML

Fich Text

Modifying the Settings

e The best method to alter any setting is through the Options dialog box.

¢ From the main menu, choose Tools = Options to open the Options dialog
box.

e Select from the Preferences, Mail Setup, Mail Format, Spelling, Security
and Other tabs to locate which settings need to be altered, and alter as
required.
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Modifying Delivery Options
o The delivery options of a message can be altered while creating the message.

¢ From the message’s menu bar, choose View > Options to open the
Message Options dialog box:

Meszage Dptions EHE
Message settings ————————————————— N Security
Il,_% Imporkance: I urru:l I % Change security settings For this message.
Sensitivity: Normal Secunty Setkings...
Wating and Tracking options
[™ Use voting buttons: I j
[ Request a delivery receipt For this message
¥ Request a read receipt For this message
Delivery options
@ ™ Have replies sent to: I Select Mames. .. |
¥ Save sent message bo: ISent Items Erowse... |
[™ Do naot deliver before: INone j |12:DD Al j
[~ Expires after: INone j |12:DD Al j
Attachment Format: IDefauIt - I
Encoding: IAuto—SeIect j
Conkacts... | I
Categories. .. | |

¢ The Message Settings area allows you to set the Importance and
Sensitivity options for the message:

Message settings
I@ Importance:

Sensitivity:

o_oThe Voting and Tracking, options,akrea allows,some mere interesting
selections. The'Use voting buttons option allowsyou to create a message
that'contains a question that recipients can vote on.

o _There are three predefined sets of voting buttensg@Approve; Reject, YeES;
No, and Yes; No; Maybe. New\voting buttons can also be defined. The

Tracking /options enables you'to' request a Read Receipt and/or a Delivery
Receipt of the message being sent:

Woting and Tracking options

@ ¥ Use woting buttons:

™ Request a delivery recei

es; Mo
¥ Request a read receipt | Ves; Mo;Mavbe
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‘oting and Tracking options

™ Use vating buttans:

Iv rRequest a delivery receipk For this message:

¥ Request a read receipt for this message

e The Delivery options area allows a multiple of options.
e The Have message placed in field directs which folder the sent message

should be placed.

e The Have replies sent to field selects the recipient of the reply — yourself,
or another person within the Contact list:

W Have replies sent ta: IJane Doe (janedoe@abe, com}

W Save senk message ko |Sent Ikems

Browse, .. |

e The Do notdeliver before fields allow you to set a message for a timed
delivery, using a drop-down calendar menu and a drop-down hourly menu:

W Do not deliver before: |1,|'24,|'III2

[~ Expires after: 1 Januaty 2002

3

S M TW T F 5

Aftachment Farmmal| =051 1 2 3 4 5
_ & 7 & 91011 12
Encading: 13 14 15 16 17 15 19
20 21 22 23] 25 26

Contacts. .. | | IR 29503 1 2

34 5 6 7 8 9
Categories. .. ||

Today I Maone I

J:G! [5:00 P =

|12:|:u:| AM I

[

o The Expires after field sets the expiry for a message after a certain date if

not viewed, thus removing itself from the recipients’ email. If the message is
viewed, then the expiry option will cease to be effective.

Qpening andgReplying -m

Opening and Reading a Message

e When new messages arrive, the header of the message will appear in bold
within the Inbox Information pane.

e [f the Folders Listis open, the number of new messages appears beside the

Inbox folder.

¢ One way to read a message is to double-click on the header line in the Inbox
Information pane, and the message box will open.

OR read the message through the Preview pane.

To openthe Preview pane:
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e From the main menu, choose View > Preview to have the Preview pane
open underneath the Inbox Information pane.

The message appears in full, and can be scrolled through for reading without
opening the message:

I Important emails - Microsoft Dutlook Mi=] E3
- File Edit Yiew Favorites Tools  Actions  Help Type a question for help =
- lNew - | € peply €5 Reply to Al 48 Forward | o send/Receive | % »

4 = & Im... . |] ilsli== ) outlook: Impartant emails
t| 01 || @|Fram

CQutlook Sho... |Subject

ar i 13| 2 T

My Shortcuts | 3 . e P
Jane Doe P Thank you For submitting

Talnbos ()
Bl Drafts =l
@Journal From: To:  n.wiliams@jmcore.com
Subject: Cc:

& Outlook L
$EIReceipts

|
EImportan Hello Jane Doe,

Thank yaou for submitting your Image by e-mail the Image has
been approved for black and white.. | will be able to place the
order over the telephone with you, at that point we can discuss

all the details.
Thanks
Other Short. ., John Smith
Jah/Ga'Mot ...
Miki's Persan...
|2 Items i

o For a faster, very brief look at a message, from the main menu choose View
> AutoPreview.

o The Inbox Information pane will preview the first three lines of the
message under the message header:

SAMPLE
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Thank yo

ap|
Jane Doe  Fw: Thank vou For submitting
Hello Jane Doe,
Thank. wou For submitting your Image by e-mail the Image has been
approved for black and white, . I will be able ko place the order over

From: To:
Subject: Cc:

Hello Jane Doe,

Thank you for submitting your Image by e-mail the Image has —
been approved for black and white.. [ will be able to place the

order over the telephone with you, at that point we can discuss

all the details. |

Opening an Attachment
If there is an attachment to the message, it is shown in three ways:

A paperclip icon will appear by the header name in the Inbox Information
pane:

If the Preview pane is open, the attachments’ names will show at the top of
the pane:

Attachments: 57 Eath.jpg (39 KE); 5 TG B TR LE)

Once\the message is open, .the name of the attachment is listed in the
Attachment field at the top of the message:

ﬂ’Mﬂ.ijlﬁE l

To open the attachment, double-click on the name either in the Preview
pane, or within the open message.

Saving an Attachment

To save attachments, first select the message in the Inbox Information pane
to highlight the message header.
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¢ From the main menu, choose File > Save Attachments.
o If there are multiple attachments and only one needs to be saved, simply

select the name of the file to save. To save all attachments with the
message, select All Attachments:

Save Attachments » | Bath.jpg
Folder 2 PGandred.jpg
Data File Management. . . | all attachments. .. M

o If the All Attachments option is selected, the Save All Attachments dialog
box will open, listing the attachments to be saved. If at this pointitis
decided that an attachment does not need to be saved, simply click on the
file to deselect it:

Save All Attachments EE

Attachments:

Bath. jpg
PiEandRed.j

e If only one attachment is saved, or if OK is clicked in the Save All
Attachments dialog box, the Save Attachment dialog box will open.
Locate the appropriate file where the attachment will be saved from the Save
In‘drop-down menu. Rename the attachment, if necessary, in the File
name field:
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Save Attachment E

Iﬁ My Documents j - & X + Tools =
|1 My eBooks

I by Pictures

|1 My Feceived Files

Documnent. gud

T L
e f
Y| 81y | &
S| 3

My Documents

&

o
[23
g
=
[=}
=)

_n
i1}
<
o
o
o

i

File name: 3akh. ipgl I ~ Save

web Falders ... o s l_-q" Fles File name or Web address (htkp: /) }ﬁ_ Cancel

Replying to a Message

Double-click on a message header in the Inbox Information pane to open a
message.
Click on the Reply button in the top message box menu:

ﬁqulEpI';.f to Al o Forward S5 ¥ [ X

s Feply

1T
m

ievs  Imsert  Formak  Tools  Actions  Help

This will open a reply message, with the sender from the original message in
the To field.

The message can be altered (even the original message) to create a smaller
message to send, or for editing purposes.
If a message was sent to multiple people, the Reply to All button allows you

to send a reply not only to the original sender, but to all other addresses
included in the original message as well:

W& d & ;
k Fruraak AT o0ls i
Reply ta gl

File  Edit

/

Forwarding a Message

Messages can also be forwarded to a separate contact.

Once a message is open, click on the Forward button in the message's menu
bar:

o Reply 50 Reply to A = LS

File Edit Miew Insert  Format === Ackions  Help
- B B - - Forveard |~ B
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e This will create a new message box, with the original email contained in the
body text. New text can be added above the original text, and the new
recipient entered within the To field.

Selecting a Message Recipient

To enter an email address to send amessage with different methods:

o If a new message has been created, type the email address directly into the
To field.

e Select the To button to open the Select Names dialog box:

selectnames

Show Mames From the:

Type Mame or Select from Lisk:

I Message Recipients

I Marne Jane Doe

Jane Doe

To-=
Zc-=
Bre -= |

IO I 1 K 131 i 1

i o

e, ., | Properties | Find. .. | Send Cptions. ..

(o4 I Cancel | Help |

o Select the desired recipient name from the left Name column, and click the
To -=> button to add the name to the Message Recipients column on the
right.

¢ Contacts can also be placed in the CC section, as well as the BCC section.
By placing a recipient in the BCC section, their email address will not be
visible to any/other recipients.

o In the Outlook bar, select the Contacts icon to open the contacts pane.

«_ Right-click on the desired contact; and select New/Message to Contact
from the pop-upsmenu:

e age o Conka

hk]

Mew Appoinkment with Contack

Marking Messages Unread

¢ Any new message that appears has an icon of a closed envelope beside it
before it is read:
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L]
+

[ |||

e Once the message is selected, or previewed, the icon changes to an open
envelope to show that it has been read:

L]
+

[ |¥|d]

¢ If a message has been read, but needs to be marked as unread, choose Edit
> Mark as Unread from the main menu:

(—] Mark as Read k40

|E Mark as Unread [y

Mark all as Read

Using the Preview pane Options — Marking Messages Read

o The Preview window has settings that allow you to set how messages are

automatically marked. Move the cursor to the top of the Preview pane until
the cursor arrow appears, and right-click:

| Subject

|Recei... | Size |~

¢/ 7% @] From

J: I sU J
= Jane Doe  Pw: Thank wau Far subritking

From: To: Preview Pane

Subjeck: Cc:
Header Information

| Preview Pane Opkions. .. %J

Fonts »

bt 1~ 1-

e Selecting Preview Pane from this pop-up menu will close the Preview
window.

e Selecting Header Information will reveal the message header information
in the Preview pane.

¢ Selecting Preview Pane Options willfopen the Preview Pane dialog box:
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Preview Pane

—Preview pane options

™ Mark messages as read in preview window;

i IE SECaNHs BERErE markingiten a5 read
W . Mark item as read when seleckion changes

¥ Eingle key reading using space bar

Ik I Cancel

e If the Mark item as read when selection changes checkbox is not
selected, then you will need to make use of the Mark as Read and Mark All
as Read commands.

e If the message has the unread icon, and needs to be marked as read, from
the main menu, choose Edit > Mark as Read:

|@ Mark as Read [, CEHQ
"

& Mark as Unread
Mark. all as Fead

o If there is a selection of messages that are connected, and all need to be
marked as Read, from the main menu, choose Edit = Mark All as Read:

(-~ Mark as Read Chrl+0
]| Mark as Unread

| Mark &ll a5 Read m

Recalling a Message

To be able torecall a message from being delivered, four conditions must be present:
e The recipientof the email must also have Outlook open.

e The recipient must be logged onto/Exchange.

¢ _Theyemail cannot have been opened yet.

e The message cannot have been moved fram the delivery folder to another
folder.

To recall amessage:

e Open the Sent Items folder from either the My Shortcuts area on the
Outlook bar or from within the Folder list, if displayed.
e Double-lick on the message to be recalled, opening it.

e From the message’s menu bar, choose Actions > Recall This Message:
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Recall This Message. ..

Resend This Message. ..

e This will open the Recall This Message dialog box:

Recall This Message EHE

Mo recipients have reported reading this message.

Message recall can delete or replace copies of this message in
recipient Inboxes, if they have nok yet read this message.

Are you sure you wank bo:
% Delete unread copies of this message

™ Delete unread copies and replace with a new message

rd Tell me if recall succesds ar Fails For each recipient

Cancel |

¢ Note that even though it may indicate that the recipient has not read the
message; this is an untrue statement as a Read Receipt was not requested.

o Itis very important that a Read Receipt is requested with any messages
that might have a chance of being recalled, as without the Read Receipt,
Outlook has no way of really knowing the status of the message.

o |If Delete unread copies of this message is selected, the message will
simply be deleted.

o If Delete unread copies and replace with a new message is selected,
the original message will open and can be edited. Clicking Send in the
Message’s menu will resend the edited message.

e Always have the Tell me if recall succeeds or fails checkbox selected, as
this will inform you immediately with a separate message on the status of the
recall.

Deleting a Message

To deletelamessage:
e _Select the header of the message.

¢ From the mainmmenu, click on the Delete jicon, and the message will be
moved ta the Deleted Items folder:

ilew ks oReply €5Reply to Al 4 Forward

File Edit Yiew Fapelete| Tools  Actions  Help

OR with the message to be removed selected, from the main menu, choose
Edit = Delete and the message will be moved to the Deleted Items folder:
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Select Al Chrl&

Fow

(%% Maove toFalder...  CtrShift+y

Review Questions

How would you:

e Create Messages?

e Set Message Formats?

e Attach Files to a Message?

e Use Rules?

e Use the Rules Wizard?

¢ Add a Signature to a Message”?
e Organize Messages with Color?
o Check Spelling and Grammar?
e Use Message Stationery?

e Customize Stationery?

¢ Modify Message Formats?

¢ Modify Settings?

e Modify Delivery Options?

e Open and Read a Message?

¢ Open an Attachment?

e Save an Attachment?

¢ Reply to Messages?

e Forward Messages?

e Select Message Recipients?

e Mark Messages as Unread?

e Use the Preview Pane Options?
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Outlook 2002 Interface

When you have completed this learning module you will have seen how to:

Use the Main Menu

Use the Standard Toolbar
Use the Advanced Toolbar
Use Outlook Shortcuts
Use My Shortcuts

Use Other Shortcuts

Use the Office Assistant
Customize Outlook Today
Customize a Toolbar
Create a New Toolbar
Create a Custom View
Add Time Zones

Outlook 2002 Workspace

Using the Main Menu

The Main Menu bar holds the various options and commands used within
Outlook 2002:

File

Edit
View
Favorites
Tools
Actions
Help

Italso includes an Ask a Question/ field where questions can be typed
directly.
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| (& Outlook Today - Microsaolft Outlook
I

- Fle Edt Yew Favorites Tooks  Actions  Help Type a question for help &
' iNew b Send/Receive | Ly Find Type acortact tofind o [2)
I
| . € Personal ... .| Addess [N e ©
|
Outiook Shortcuts calendar Tuesday, Janusy 29,2002 | tasks =]
Qutlock Today messages
(- Inboe 0
e Drafts 0
Calendar Qutboz o
Cornpariy email o
Eig Z Productions o
JMCORE Contacks o
Conkacts Erin Brand 0
‘Warnens Health 0
@ Stantan and Sylvester ]
Coursewiare writers 0
Tasks :]
My Shortcuts
Other Shorteuts
Jah/Ga'tiot Media Care Customize Outlook, Today ...
Nild's Personial Stuff =l
I 4

Using the Standard Toolbar

o The Standard Toolbar holds a variety of shortcut icons of actions found in the
Main Menu:

New (anything)
Print

Move to Folder
Delete

Reply

Reply to All
Forward
Send/Receive
Find, Organize
Address Book,
the Find a Contact field

rican b (6] ernate icons). Back
ure

e When Outlook is launched, the default setting has the Standard Toolbar
sitting below the Main Menu bar.

e To move the toolbar, place the cursor over a partition in the toolbar until the
arrow appears, click and drag to have the menu bar and toolbar alter
positions.

Refresh
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Using the Advanced Toolbar

From the main menu, choose View > Advanced Toolbar to open the
Advanced Toolbar under the main menu.

The Advanced Toolbar holds more icon shortcuts to actions located in the
main menu:

Outlook Today
Back

Forward

Up One Level
Folder List
Preview Pane
Print Preview
Undo

Rules Wizard
the Current View field
Group By Box
Field Chooser
Auto Preview
Toolbar Options

The advanced toolbar can be customized with alternate icons.

Using Outlook Shortcuts

From the main menu, choose View > Outlook Bar to open the Outlook Bar
with all shortcuts at the far left of Outlook’s workspace:

Outlook, Shurtcuts{%
@ Cutlook Today

¢ Calendar

G Contacts

by Shaortcuts

Other Shortcuts

Hew Group
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The Outlook Shortcuts area holds the Outlook Today, Calendar, Contacts,
Tasks, Notes and Deleted Items icons.

New shortcuts can be created by selecting and dragging a folder from the
Folder List onto the Outlook Bar.

By placing the cursor within the Outlook Bar and right-clicking, a pop-up
menu will appear:

Large Icons

o
o= Small Icons

add Mew Group
Remove Group

Rename Group

Cutlook Bar Shorteut, .,

Hide Outlook Bar

Here, the icon size can be altered, Groups (another word for the Shortcut
tabs) can be added, removed or renamed, a new Outlook bar Shortcut can
be created, and the Outlook Bar can be hidden.

By right-clicking on top of an icon, the pop-up menu that appears allows you
to alter that specific shortcut:

@ CIpEn

CpeEn in Mew Window

Advanced Find...

Remove from Cutlook Bar

Rename Shortouk

Properties

Using My Shortcuts

With the Outlook Bar visible, click/on the My Shortcuts tab at the bottom of
the bar to open the My Shortcuts bar and the tab will move to the top of the
bar.

The/My Shortcuts area holds the Inbox, Drafts, Journal and,Qutleok Update
icons:
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Outlook, Shortcuts

by Shorkouts
& Inboz

Bk Drafts
{ﬁJDurnal

@ COutlook Upd:

¢ New shortcuts can be created by dragging folders from the Folders List and
placing them onto the My Shortcuts area.

e By placing the cursor within the My Shortcuts bar and right-clicking, a pop-
up menu will appear:

Large Icons

o
2o~ Small Icons

Add Mew Group
Remove Group

Rename Group

Cutlook Bar Shorteut, .,

Catlook Bar Shortcut ko Web Page. ..

Hide Cutlook Bar

¢ With this menu, the icon size can be altered, Groups (another word for the
Shortcut tabs) can be added, removed or renamed, a new Outlook bar
Shortcut can be created, and the Outlook bar can be hidden.

¢ By right-clicking on top of an icon, the pop-up menu that appears allows you
to alter that specific shortcut:

ﬁ Qpen

Cpen in Mew \Windaw

Using Other Shortcuts
¢ With the Outlook Bar visible, click on the Other Shortcuts tab at the

bottom of the bar to open the Other Shortcuts bar and the tab will move to
the top of the bar.

e The Other Shortcuts area holds the My Computer, My Documents and My
Favorites icons:
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Outlook, Shortcuks

by Shorkouts

Other Shortcuts

by Computer

ty Documents

Favorites

[d

e By placing the cursor within the Other Shortcuts bar and right-clicking, the
same pop-up menu will appear as in the Other Shortcut bars. Here the
Icons and Groups can be altered.

e By right-clicking on top of an icon, the pop-up menu that appears enables
you to alter that specific shortcut.

Using the Office Assistant
e From the main menu, choose Help = Show Office Assistant:

Help I

@ Microsoft Qutlook Help F1

| Shows the Office Assistant
L

e This will open the familiar Microsoft paperclip Office Assistant program:

sistant will automatically ask a
, Journal, or

Customize Outlook Today
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Customizing Outlook Today

The Outlook Today panel is the first item seen when Outlook is launched, so
customize it to show you the items you need to be informed of immediately.
To open the Outlook Today panel, select the Outlook Today icon in either
the Outlook bar, or the Files List:

Friday, January 25, 2002

Customize Qutlook Today ...

Calendar Tasks Messages
Today r Make dentist Inbox ]
ink £
B LOOPW - 200 PR Mesk with :qpi:n ";en Drafts 2
Accountant [ Make ve Outho ]
appointment
Saturday ™ Get new pillaws
1z:00 PR - 1530 PR Brunch with .
o [~ Paint apartment

s

| |

The default setting of the Outlook Today panel will show the Calendar,
Tasks, and current Message information.
To customize the panel, select the Customize Outlook Today button:

Custaornize Cuthook Today ...

ol

This will open the Customize Outlook Today panel:

Customize Qutlook Today Save Changss  Cancel
Startup ¥ when starting, go directly ta Outlook Today %
Messages Show me these folders;  Choose Falders... I
Calendar show Ehis number of days inmy calendar IE
Tasks Inmy tasklist, show me: @& ol kasks

 Todaw's tasks
¥ Include tasks with no due date

Sart my task list by lm then by I(none) i
¢ [Ascending | Ascending
{* |Descending % | Descending

Styles Shiow Qutlook Today in this style: IStandard hd I

Startup - If unchecked, this will have Outlook start with the Message
Information panel showing. If checked, the Outlook Today panel will show.
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Calendar - The default setting shows 5 days of calendar items. This can be
altered.

Tasks - The default setting shows all tasks, but you can select to have only
today’s tasks appear. Tasks can also be sorted with the two separate sorting
fields.

Styles - The default style setting is Standard, which is the three column
format. There is also Standard (two columns), Standard (one column),
Summer and Winter. The Summer style has a yellow background with two
columns, and the Winter style has a white background with two columns.
Messages - If there are any other folders besides Inbox that may have
unread messages being sent to them, via a rule, selecting the Choose
Folders button will open the SelectFolder dialog box, where multiple
folders can be selected to show up in the Outlook Today Messages area:

Select Folder EHE

Eolders:

D@ Archive Folders K
El- (145 Personal Folders
""" I ¢% Calendar Cancel
""" 4% Contacts
----- ({3 Deleted ltems Clear &l
""" Witk Drafts [2)

Gl =} inbox Ji

""" D(ﬁ Journal

""" O Motes

""" WIeES Outbox

""" LI Sert Items

----- %3 Tasks

£l

Once all changes are done, select the Save Changes button at the top of the
panel, or Cancel to undo any changes.

Customizing the Toolbar

From the main menu, choose Tools = Customize to open the Customize
dialog box.
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e Select the Options tab:

Customize BHE3

Toolbars | Cammands

Personalized Menus and Toolbars
¥ show Standard and Formatting toolbars on bwo rows
[ always show Full menus

v Show full menus after a short delay

Reset my usage daka

Cther
r Large icons
[v List Font names in their Fonk
¥ Show ScreenTips on toolbars
[~ Show sharteut keys in ScreenTips

[Menu animations: I(Nu:une) vl

o

Show Standard and formatting toolbars on two rows - Sets the
Standard and Formatting toolbars onto two rows in forms such as a Message.
Always show full menus - When deselected, enables Outlook 2002’s
adaptive menu option, where only tools that are frequently used appear in
the toolbar. Any others are hidden.

Reset my usage data - Clicking this button resets all default menus and
toolbars if the Always show full menus checkbox is unselected.

Large Icons - Displays large icons within toolbars and menus. If unselected,
all icons will remain small. This is useful on small screens.

Creating a new Toolbar

e Begin by having the panel or form to be added to the toolbar visible.

¢ Fraom the main menu, choose Tools = Customize to open the Customize
dialag box.

e mSelect the Toolbars tab:
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Customize 2 | x|

Taoaolbars | Commands I Cpkions I

Toolbars:
W -
™ Advanced

IE Eer';u Ear FEEME . |
e

DElEte

di

Reset. ..

-
@I Close |

¢ Click the New button to open the New Toolbar dialog box:

Mew Toolbar

Toolbar name;
a8

K I Zancel |

o Enter a new name for the toolbar, and click OK.
e The new toolbar will now be listed in the Customize dialog box Toolbars
list, and a prototype toolbar will have been created beside the dialog box:

e Select the Commands tab in the Customize dialog box:
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Customize 2 | x|

To add a command tn%tnnlbar: select a category and drag the
command out of this dialog box to a toolbar,

Categories: Commands:

MNew » ﬂ

1 Mail Message

Toolbars fCo COptions I

Post in This Folder
Folder. ..
Appaintmant j

Selecked command:

[MESEHmbiEn | Iadise ection 'l

o

Select a category from the Categories list on the left for the first tool in the
new toolbar.

Select a command, menu or list from the Commands list on the right, and
drag it onto the prototype toolbar:

The icon will appear on the new toolbar. Repeat the above step as many
times as required for the needed tools to be on the new toolbar. The width of
the toolbar will increase with each addition.

Once done, click Close to close the customize dialog box.

Click and drag the new toolbar to its new position wherever it is needed.
Leaving it in place is called "docking".

Creating Custom Views

Begin by revealing a view that displays the items you want in the custom
view. 'For example, the contact listor & message folder.

From the main menu, choose View = Current View > Define Views,to
open the Define Views for'dialog box. The opened view will have its name
appear at the top of\the dialog box. If creating a custom view for the
Contacts area, then the|/dialog box header should read DefinegyViews for
“Contacts™:
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Define Views for "Contacts™

Wiews For Folder "Conkacks™:

Yiew Marne Can Be Used On View Type - e, ..
Address Cards All Conkact folders Card Copy... |
Detailed Address Cards All Contact Folders Card Mod
Phone List All Contact Falders Table —l_D Ifooc
B Category Al Contact Folders Table Rename. .. |
By Company All Contact Folders Table
By Location all Contact folders Table Delete |
B Follove-up Flag Al Contact Folders Table
w

r—Description

Fields: File #s, Follow Up Flag, Mailing Address, Business Phone, Companyy Main Phone,

Sort: File fis (ascending)

Filtes: Cff

[~ Only show views created For this Folder

Gl b YT I

Close |

Click the New button to open the Create a New View dialog box:

Create a New Yiew HE

Mame af new wiew:

Type of wiew:
Table
Timeline
Card

DrayMWeek/Month
Icon

Lo everyo

his folder nly tom

Can be used on
i_gﬁhis Faldet,

Enter a new name for the view in the Name of new view field.
Select the type of view to create from the Type of view list.
The Can be used on section allows you to set how the view will be used, this

folder, visible to everyone, this folder, visible only to me, or All Contact
folders.
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Once done, click OK and the View Summary dialog box will open:

Yiew Summary HE
—Description
|E|e|ds| Madified, Modified
Group By... I Mone
S, I
Fiter... | o
Other Settings. .. I Fonts and other Timeline Yiew settings
Butomatic Farmatting .. I User defined Fonts on each message
% (]9 | Cancel |

Various settings can be modified for the view in the View Summary dialog
box.

Fields - Allows you to select Start and End fields where in time the item is
shown. If both fields are the same, then all items are displayed.

Group By - Allows you to group items in any order.

Sort - If available, allows you to sort items.

Filter - Allows you to select certain items to be filtered by conditions in order
to be seen within the view.

Other Settings - Sets Fonts and any other available settings.

Automatic Formatting - If available, allows you to automatically set defined
fonts for specific messages.

Adding Additional Time Zones

Open the Calendar Information panel, by clicking on the Calendar icon in
the Outlook Bar, or Folders List.

From the main menu, choose Tools = Options to open the Options dialog
box.

ln.the Prefergnces tab in the Calendar section, click the Calendar,Options
button to open'the Calendar Options dialog box:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 50 — Microsoft Outlook XP - Foundation Level Manual

Calendar Dptions \

e o

In the Advanced options area, click the Time Zone button to open the
Time Zone dialog box:

Time Zone

{EMT-0%: 000 Eastern Time (S & Canada)

OX t ave a sec
ne:
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How would you:

Use the Main Menu?

Use the Standard Toolbar?
Use the Advanced Toolbar?
Use Outlook Shortcuts?
Use My Shortcuts?

Use Other Shortcuts?

Use the Office Assistant?
Customize Outlook Today?
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The Toolbars

When you have completed this learning module you will have seen how to:
e Use the Standard Toolbar

e Use the Outlook Today Toolbar

e Use the Plain Text Message Toolbar

e Use the HTML Message Toolbar

¢ Use the Rich Text Message Toolbar

e Use the Advanced Toolbar

e Use the Outlook Bar Shortcuts

¢ Use the Outlook Bar My Shortcuts

e Use the Outlook Bar Other Shortcuts

The Standard Toolbar

Using the New Mail Message Pull-down Menu

There are two ways that the New menu button can function:
e Place the cursor over the button, and click to create a new message:

ST &0 %
Eile: e Mail Message }En-'gr

e Click on the arrow beside the button to open the drop-down menu:

) Hew 'I S Y W | GeReply €8

5 Mail essage Chrl+h
%] Postin This Folder  Chrl+shift+5
* | Foldgr... Chrl+5hift+E
. Outlook Bar ShortCUke

["a| “Appiintment CrEHES hiFt -+
73 Mesting Request Chritahift+0
E Conkack Chrl+3hifk+C
ﬁj Cisgkribution Lisk Chrl+-Shift+L
| Task Chrl+ShifEHk
m Task Reqguest Chrl+Shift-+0
|14 Journal Entry Chrl+5hifk+]
Lo Mote CtrH-Shift+M
L]

Office Document Crrl+Shift+H
Choose Forni...

Outlook Data File, .
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e From this menu, any item can be created: Messages, Folders, Outlook Bar
Shortcuts, Appointments, Meeting Requests, Contacts, Distribution Lists,
Tasks, Task Requests, Journal Entries, Notes and even Word Documents.

Using the Print button

e The Print button allows you to print messages, attachments, calendars and
tasks — anything that is displayed in the main viewing area:

s Mew - [E' * |E¢‘
5

Using the Move to Folder button

e The Move to Folder button allows you to instantly move a selected message
between various folders:

%‘?{ GoRe

Maove to Folder

~lew

Using the Delete button

o The Delete button easily removes any selected item from a message or task,
to a calendar item:

reply message for
ithout having t

Using the Reply to All button

e The Reply to All button allows you to instantly create a reply message to all
recipients addressed in the original message without having to open it:
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Using the Forward button

e The Forward button allows you to instantly create a forwarding message to
another recipient without having to open it:

| €4 Reply €5 Reply to Al |
ites  Toals  Actions  Help Forward

Using the Send and Receive button

e The Send/Receive button allows you to instantly refresh any mail being
sent, or any mail coming in:

[Erome] 20
K

Using the Find button

e The Find button allows you to search for a message by contact name,
content, or from any area that messages may be held:

| % Send/Receive

Look For: - Eearu:h In~ Inbox Fird Maw Clear Options * X

Search In =, || Inbox Fird |

Inbox

&l Mail Folders

e Organize butto

e The Organize button opens the Ways to Organize Inbox view in the main
viewing area:

| %Sendmeg&ive | '@Fi_nd

-

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 55 — Microsoft Outlook XP - Foundation Level Manual

Using the Address Book button

e The Address Book button opens the Address book so you can search for and
select a contact name:

Tvpe a contack ko find |+

2

Using the Find a Contact field

¢ The Find a Contact field allows you to enter a contact name, and open the
contact’s information dialog box:

2.

| |_T|'§-'|:ue a conkack ko find | - |
Find a Contact |

Using the Help button
e The Help button instantly opens the Office Assistant:

| Type a conkack to find =

Microsoft Cutlook, Helpl

Using the Outlook Today Toolbar

¢ When Outlook Today is open in the main viewing area, it has its own
toolbar functions:

k L H LRSS outlook:boday

Using the Back button

Using the Forward button

e The Forward arrow button acts like an Internet application forward button,
allowing you to move forward to a page after moving back from it. This
button only becomes available once the Internet has been launched within
the Outlook main viewing area, and the Back button has been used:
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| Outloal Forward

Using the Web Search Feature

o The Web Search feature and field acts as an Internet launcher. Any web
application integrates with Outlook, so the web and any web pages can be
accessed through Outlook.

o Either type a web page address, or select the arrow at the end of the field to
open the drop-down menu containing a list of previously viewed sites:

outlook: boday T | - |

Using the Go button

e The Go button is used when a web page address is manually entered into the
Address field. Selecting this button will automatically start the search for the

page:

@ s[> E

Using the Stop button

e The Stop button acts like an Internet application stop feature. When
selected, the search for a page is stopped instantly:

Using the Refreshibutton

¢ mkhe Refresh button acts like an Internet application refresh feature! When
selected, the current page will refresh itself ifnecessary:

Using the Message Toolbars

e All Message boxes also have a toolbar that can be used to alter the text
within the message box. The toolbars for Plain Text messages, HTML
messages, and Rich Text messages allow different capabilities. The main
menu bar in a message box remains the same for all three formats.
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Using the Plain Text Message Toolbar
¢ A Plain Text message toolbar has only basic capabilities available:

25 Hello! - Meszage [Plain Text) =] B3
| -l L JAlr ru|jsssEEEE—.
[=Send = Accounts = = (=N G0 4| EOp_tions... A’ @ .
File Edit Miew Insert Format  Tools  Actions  Help % Type a question for help =

e Only the basic toolbar shortcuts are available: Send, Accounts, Save,
Print, Paste, Add Signature, Insert File, Address Book, Check Names,
Importance Levels, the Follow up flag feature, Options, Font Size and
Help. Advanced editing or style cannot be applied to the message text.

Using the HTML Message toolbar
e An HTML message toolbar has all editing capabilities available to use:

2 Hello! - Message [HTML]
Paragraph - | Times Mews Roman - 10 - & B 7

=Igend = Accounts = ® 0 £,

File Edit Yiew Insert Format Tools Ackions Help % Type a queskion far help =

e Paragraph style, including header and titles, can be inserted; Fonts, Font
Size and Color can be set. Alignment, Spacing and Horizontal Bar
insertion can all be applied to the HTML message text.

Using the Rich Text Message toolbar

¢ A Rich Text message toolbar has most of the same capabilities as an HTML
message:

™ Hello! - Meszage [Rich Text) !Em

Arial ST =

A BIU s,
= Accounts & = g ! m
Eile Wiew In bt Tools elp TypEMEuestion for help .
] | ]

e The only difference is that Paragraph style with headers and titles cannot be
inserted,/and Horizontal Bars are also not available for a Rich Text
message.

The Advanced Toolbar
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Using the Advanced Toolbar

e The Advanced Toolbar holds more icon shortcuts to actions located in the
main menu of Outlook.

Using the Outlook Today button

e The Outlook Today button allows you to quickly open the Outlook Today
pane in the main viewing area:

@, o |
Fil Dutlook Today L

Using the Back button

e The Back arrow button allows you to move back from the current view in the
viewing area to the preceding view:

9 [GE]
File % Yignw

Using the Forward button

e The Forward arrow button is active when using an Internet application
through Outlook, allowing you to move forward to pages already viewed:

ek [l E
© File Edit EFDrwardl

Using the Up One Level button

e The Up One Level button allows you to move up through the Folders List, if
the Folder List bar is not open:

e The Folder List button allows you to open the Folder List bar to view all
folders, or close, as needed:
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Folder List [~ x|
@ Archive Folders

E@' Outlaok, Taday - [Personal Falders]
----- % Calendar

----- §% Contacts

----- ¥ Deleted Items [2]

----- B} Drafts (2

ER = Inbox {if

{ﬁ Journal

----- Mates

-1, Outhax
| QE El | ----- £/ Sent tems

----- Tazks
Fav Faolder List [ols @

Using the Preview Pane button
e The Preview Pane button allows you to quickly open the message Preview
Pane under the Information view:

SEEE)

Favorites Presiew Pane |

Using the Print Preview button

e The Print Preview button allows you to open the Print Preview dialog box
and view the selected item in the Information view that is to be printed:

EEEEEE
Favorites T Print Preview

Using the Undo button
e The Undo button allows you to undo message deletions, without having to go

‘ ItemM tthr Lng | OUtE

Using the Rules Wizard button
e The Rules Wizard button allows you to quickly open the Rules Wizard:

| KT | @%Messages -

Akl Rules Wizard

| !
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Using the Current View field
e The Current View field allows you to sort how items are viewed.

¢ Ifin a message folder, you can define how the messages should appear; by
date, sender name and more.

If in the Contacts Information view, contacts can be sorted by name, phone
number and more:

||Messages |1\g ==dE
Help Current Yiew

With the Message Information view:

Messages with AutoPreview
By Fallaw-up Flag

Last Seven Days

Flagged For Mext Seven Davs
By Conversation Topic

By Sender

Untead Messages

Senk To

Message Timeline

Define Yiews, .,

¢ With the Contact Information view:

Address Cards

Address Cards
Detailed Address Cards
Phone Lisk

By Category

By Company

By Location

By Follow-up Flag
Define Yiews, .,

the Group By Box button

X but llows you to by sender name,
d, a re

To Group By Box messages:

e Click on the Group By Box button in the Advanced toolbar.
o A grey editing space will appear above the message information headers in
the Message Information view:

Draqg a column header here bo group by that column, I

' D|‘?’|Q|Frum |Su|:ujeu:t h |Received
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o Click on a column header that you want messages to be grouped by, and
drag it into the grey space:

[ an Subject e thiat colurnm,

' Subject

0 |% | @|Fram

¢ All messages below the header line will now be grouped according to the
header selected:

] ject : H alumn For wour archive/partfolio (1 item)
| Subject : Hey There Long Time no hear! (1 item)
| subject : Photos {1 item)

e Select the + (plus sign) button at the beginning of a group to expand and
view all messages contained.

e To remove the grouping, simply select and drag the header out of the grey
space back onto the header bar, where you want it to appear. Two red
arrows will appear, showing where the insertion will be:

Subject ¢

o Click on the Grouping By Box button again to remove the grey space above
the header.

Using the Field Chooser button
o The Field Chooser button allows you to open the Field Chooser dialog box

a new field can b lected ad essage inform
hea row:
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Field Chooser [ 7| x|
IFrequentIv-used Fields j

Created -
Do Mot Autosrchive
Due By

Fallows Up Flag

Junk E-mail Type

Message

Criginator Delivery Requested
Read

Sensitiviky

Sent

Size

E@as  F .
Field Chooser | DEEe |

e Click on a field and drag it onto the header row to insert:

ey
¥ @ From  Subject

3 B
Field Chooser *
IFraquantIr-usad Fiekds _ﬂ
|D0m Autodrchive
[oue By

Using the AutoPreview button

e The AutoPreview button allows you to quickly open the AutoPreview
function:

BEk
AutaPreview |

utlook Today, Ca ; n -

Tasks, Notes and Deleted Items icons.

Using the Outlook Today button

e The Outlook Today button allows you to quickly open the Outlook Today
view in the main viewing area:
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Outlook Shortouts |
I:Iuth:u:uk T u:u-:la_I,IL})
% Calendar
2 Contacts

o Tasks

MNotes
i3 Deleted ltems

Using the Calendar button

o The Calendar button allows you to quickly open the Calendar view in the
main viewing area:

‘ Ealendar[%

Using the Contacts button

e The Contacts button allows you to quickly open the Contacts view in the
main viewing area:

‘ @Euntacts%

Using the Tasks button

e The Tasks button allows you to quickly open the Tasks view in the main
viewing area:

the Notes view in the in

Using the Deleted Items button

e The Deleted Items button allows you to quickly open the Deleted Items
folder in the main viewing area:
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Deleted Items%

My Shortcuts

Using My Shortcuts

e The My Shortcuts area holds the Inbox, Drafts, Journal and Outlook Update
icons.

Using the Inbox button

e The Inbox button allows you to quickly open the Inbox Information view
in the main viewing area:

Cutlook Shortcuts

My Shortcuts
Inl:-e:-:[%
5 Drafts
¢3Joumdl

@ Cutlook Update

Using the Drafts button

e The Drafts button allows you to quickly open the Drafts folder view in the
main viewing area:

@Drafts%

[ he Jo tto
ur all q ly n the Jou | view in main
i a:
T

Using the Outlook Update button

e The Outlook Update button allows you to quickly open the Internet in the
main viewing area, set to the Microsoft Office Downloads page:
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Dutlu:u:uk Update[%

Other Shortcuts

Using Other Shortcuts

e The Other Shortcuts area holds the My Computer, My Documents and My
Favorites icons.

Using the My Computer button

e The My Computer button allows you to quickly open your computer files
within Outlook, like selecting the My Computer icon on the desktop:

Outlook Shortcuts

by Shortcuts

Other Shortcuts
I'v1_l,l Enmpute%
@ by Documents
Favorites

e All files can be accessed through the Folder List, which shows the contents
in the main viewing area:

Outlook Shartcuts x | |Name / |Type l;l
1, . 1 y
My Shortcuts =5 3% Floppy (A:) 3% Inch Floppy Disk
= () Local Disk.
Other Shartcuts Local Disk

ovable Disk.
Disc

Favarites

-- M etwark Neighbarkhoo

Mew Group

Using the My Documents button

e The My Documents button allows you to quickly access your My
Documents folder from the computer hard drive. The contents are shown in
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the main viewing area:

= My Documents

B My Computer

141 & 3% Floppy (&) File Folder wied 1/9/02 ... )
CR=g QYD Fie 23KB Tue 1/15/02... .
-

K |

|

f -

4§ My Documents -
b s Network, Neighborhood .
-
E

SAMPLE
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.

The IT Computer Courseware Library

Includes Windows 7 and Office 2010 Courseware

m
A complete library of quality training courses ﬂa ’ ! @

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES ~ * ADD YOUR OWHN NAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each

course, included w ith our printable coursew are. 0ver

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 f

The most cost effective courseware solution for your IT

training needs. Get ALL our courses, and all new courses web Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library'.
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