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Course Basics

Toolbars

The Title Bar

o The title bar is displayed along the top of almost all program, folder and dialog
box windows. It is used to display information such as the name of the
application (or folder) and the documentyou are working on. Information which
is displayed here may vary. The example shown illustrates the title bar for a
program called Microsoft Word, in which a document called Documentl has
been opened or saved:

il Document1 - Microsoft Word

File Edit “iew Inzet Fomat Toolz  Table “Window  Help

The Menu Bar

e The menu bar is located under the title bar, and contains a series of drop down
menus. The example shown illustrates the Microsoft Word Menu Bar:

FEile Edit “iew Inzert Format Toole Table 'Window  Help

To execute Menu commands

o "In most cases,/you are asked to use /the mouse to execute a series of menu
commands (e;g., File > Save As). /What this means is that you selectFile from
the,main menu, followed by Save As:

| E iew  Insert or Tono T able W Help
| Save Az %JE El e | ¥ iz} <t er v Cu -
[ Page Setup... | 2 | 3 \
&b Prirk..  ChlsP ' ' ' ' '
Properties
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The Tool Bar

e The tool bar contains a series of icons, which allow you to achieve a desired
effect as quickly as possible. In the example shown, taken from the Microsoft
Word Formatting toolbar, to make the selected text bold, you would click on the

Bold icon:

Formatting

24 Momal +Bold = Times Mew Roman = 12 = %j" U % %

1l
1L
i
i
]
)
>

-

+
+

The Status Bar

e Most application windows have a status bar displayed along the bottom of the
window. In the example illustrated, taken from Microsoft Word, the status bar

conveys information about the page within the document which you are working
on, along with other relevant information:

Page 1 Sec 1 13 Ak 1.3 Ln 3 ol 1 REC TRE ExT ©OWYR English

The Scroll Bar

e When a program or folder needs to display information within a window, two
sets of scroll bars may be displayed along the bottom and right side of the
window. By using the scroll bars it is possible to move to any position within a
document and also work on a document many times bigger than your physical
screen size.

TO0 moveWp and down withimiaw ind ows(usingfthe scrollfbar)
o _Toyscroll upwards 'in.a window, click on the upwards-pointing arrow at the top,of

the vertical /screllgbar:
e To move downwards in a window, click on the downwards-pointing arrow at the

bottom of the vertical scroll bar:

To move right to left within a window
e To move to the right-hand_side of a window, click on the right-hand arrow on

the horizontal scroll bar:
e To move to the left-hand side of a window, click on the left-hand arrow on the

horizontal scroll bar:
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File Management

Opening Files
e From the main menu, select File = Open command or click on the Open icon
and select the required file from the dialog box displayed:

Eile | Edit “iew |nzert Format Toolz  Table b
[ Mew.. Ctrl+H
|I#. Open... [ Chil+0 |
r‘\‘}
Cloze
Open | 7] x|
Lock in: |3Mynocunarts 31—-|QXE‘,v‘I’nd_s'
Mame
3] [Se
(53 My eBoak
Mooy | By e

= .3 My Pictures
\ﬁ I My Received Files

< | |

File namme: I ;I Cpen
Files of kype: |n|| Files (*,*) ;| Cancel

or on.

Saving Files

To save a new document

e From the main menu, select File > Save command or click on the Save icon
and from the dialog box displayed select the required folder. Enter a file name
and then click on the Save button:
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m Edit  “iew Inzett  Formmat  Toole Table
[ Mew.. Citrl+M
= Open.. Cirl+0
Cloze
|H Save [} Chil+5
5
Save Az

o After you have saved the file for the first time, clicking on the Save icon will
automatically save your document with the filename you gave it. It does not
give you the option to rename.

To save a document under another name and/or location

¢ The Save As command can be used to save a file under a different name, to
save a file in a different word processor format, or to save a file to a different
drive and/or folder. From the main menu, choose File > Save As command.

Note: The File = Save As command will rename the document on the screen
so that you can keep the earlier version, as well as saving any changes you have
made.

To create a new folder in which to save your document

e Click on the Create New Folder icon, displayed within the Save As dialog box.
e This will display the New Folder dialog box. Enter the name of the new folder,
and then click on the OK button:

=
&i File name: INew Dacument, doc

My Network -

Places Save as bype! IWurd Document {¥,doc)

Note: The folder will be created under the current folder.
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Closing Files

¢ Click on the Close Window icon displayed at the top-right of the document
window. Be sure to click on the Close Window icon, (as opposed to the Close

icon):

Type a question for help |+ |§|

Cloze Window

Installing the Sample Files

e Use Windows Explorer to create a folder called Outlook 2003 Foundation
Samples, in the My Documents folder.

o If you are installing the sample files from the CD-ROM, place the CD-ROM in the
CD drive and copy the files from the
outlook 2003_foundation_usa\exercise_files to the My
Documents\Outlook 2003 Foundation Samples folder.

o If these files have been copied to your network server, then ask your
trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

¢ Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may require
modification within a Windows mutliuser environment. Where possible pre-
install the relevant work files prior to use by students/delegates.
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Introduction to Outlook 2003

When you have completed this learning module you will have seen how to:
¢ Use the Main Menu

e Use the Standard Toolbar
e Use the Advanced Toolbar
e Use the Navigation Pane

e Use the Office Assistant

e Customize Outlook Today
e Customize a Toolbar

e Create a New Toolbar

e Create a Custom View

e Add Time Zones

e Use the Navigation Pane

What is Outlook 20037

Outlook 2003

e Qutlook 2003 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.

Outlook 2003 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

o Outlook 2003 will run on various' operating systems, including Windaows XP,
Windows ME, Windows NT and'Windows 2000. Email messages can be sent in
HTML, Rich'Text or Plain Text formats.'Depending on the size, files' from most
outside applications can be attached to an email.

M Setting up Outlook 2003 to send and receive emails

e To send and receive email messages with Outlook 2003 you will need an email
account and Internet access.
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e Contact your Administrator or your Internet service provider (ISP) to get

connected.

¢ If you use more than one email account, Outlook 2003 now allows you to view
multiple email accounts within the same window.

Outlook 2003 Workspace

M Exploring the Outlook 2003 Environment

e The Outlook 2003 environment has changed significantly from previous
versions. The Preview Pane has been replaced by the Reading Pane, which, by
default, is on the right side of the screen.

e The Outlook Bar has been replaced by the Navigation Pane:

Mavigation Pane

Falder Pane

Reading Pane

1
Welcome to Microsoft Outlook 2003

:Jmu-— <t Momakay
":;l"_"—l S Land Week
= Pl Fokiori
e

hicrasalt Oudook 2003 Team

T K Qufhak Uhaw

Thank youm for wsing Micissoh
Office Dutlack 3] Thes venksn
of Quakzak includss new
capabiities dessgned io felp you
[
EASURES COTIAT BAMNS
information w0 that you may use
e Rl g eficerly and misny
Rasily manage B S i raasng
firer of incoming e-mal

Using the Main Menu

¢ The Main Menu bar can display a range of drop down menus. It also includes
an Ask a Question field where questions can be typed directly.
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File Edit Yiew Go Tools  Achions Help  Type a question for help -

Using the Standard Toolbar

The Standard Toolbar holds a variety of shortcut icons of actions:

Getew ~ | = 23 X | CiReply 8 Reply to Al 3 Forward | S SendReceive | SpFind [8 | [ Tvpe acortacttofind | (3

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

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.

NOTE: The Standard toolbar changes depending on which view you have
selected in the Navigation Pane.

Using the Advanced Toolbar

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

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

&t | bBack o | @ A 9| 58| Messages

pbar ca custo w icons.
hanges/ dep ich view you
ation Pa

Using the Navigation Pane

The Navigation Pane is new to Outlook 2003. It replaces the Outlook Bar.
From the main menu, choose View = Navigation Pane

OR press the Alt + F1 key combination to open the Navigation Pane with
shortcuts at the far left of Outlook’s workspace:
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Wigl igo Tools  Actions He

Arrange By 3

==}

Reading Pane »

‘}d, AuktoPreview

Toolbars 3

e The Navigation Pane area holds the Mail, Calendar, Contacts, Tasks, Notes,
Folder List, Shortcuts, and Journal icons.

e By right clicking on any of the icons in the Navigation pane, a pop-up menu will

appear:

& | Contacts

] Tasks

e By selecting Navigation Pane Options, you will open the Navigation Pane
Options dialog box:

Mavigation Pane Options

Display buttons in this order

- S — |
Calendar
?am;l::tts Mowve Down |
Folder List |
Reset
Shorteuts =
Journal
’T‘ Cancel |

¢ Here you can choose which buttons to show in the pane, as well as the order in
ich they are

Using Offi

From

Help i

@ Microsoft Outlook Help F1

he Office istant:

Office on Microsoft.com

Conkact Us

e This will open the familiar Microsoft paperclip Office Assistant program:
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If opened in any area within Outlook, the Assistant will automatically ask a
question pertaining to the area, be it Notes, Journal, or the Calendar.

Customize Outlook Today

Customizing Outlook Today

The Outlook Today panel is the first item seen when Outlook is launched, so
you can customize it to show you the items you need to be informed of
immediately.

To open the Outlook Today page, click on the Shortcuts icon in the
Navigation pane and then click on the Outlook Today link:

Personal Folders - Outlook Today
Monday, October 20, 2003

Calendar Tasks Messages
Inba: 3
Drafts 0
Oukbox: 0

The default setting of the Outlook Today panel will show the Calendar, Tasks,
and current Messages information.

To customize jthe'panel, select the Customize Outlook Today button:
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This will open the Customize Outlook Today folder:

Personal Folders - Outlook Today Options

& Customize Outlook Today

Startup ¥ ‘hen starting, go directly to Outlook Today
Messages Show e thase folders: __ Choase Folders.,, |
Calendar Show this number of days in my calendar IE
Tasks In oy kask lst, show me: @ All tasks
 Today'stasks

¥ Includs tasks with mo due date

Sort my task list by: [Due Date =] thenby: [(none) =]

 Ascerding ©  Ascending
@ Descending & Descending

Styles Shiow Outlook Taday i ths style: Standard X

Startup - If unchecked, this will have Outlook start with the Folder pane
showing. If checked, the Outlook Today folder will show.

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 the Inbox that may have
unread messages being sent to them, because of a rule that was created,
selecting the ChBose Foldérs button'will open'the Se lectFolder dialogibox;
where multiple folders can be selected to show up inithe Qutlook Today
Messages area:
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Select Folder EHE

Folders:

=-O @ Archive Folders ¥
=145 Personal Faolders
----- [1%% Calendar Cancel
""" 143 Contacts
----- 143 Deleted ltems Clear All
""" w5} Drafts [2)

k=t Inbox {{l]

----- I3 Jounal

""" g2 Notes

----- WISES Outbox

""" (155 Sent ltems

----- 1% Tasks

El

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

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

Customize

Toolbars | Commands — Options |

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

¥ shaw Full menus after a shork delay

Reset menu and toolbar usage data

[V List Font names in their fonk

ow ScreenTips on kool
o shortcut keys in ScreenTi
Menu animations: |(Syskem default) | -

¢ Show Standard and formatting toolbars on two rows - Sets the Standard
and Formatting toolbars onto two rows in forms such as a Message.

e Always show full menus - When deselected, enables Outlook 2003’s adaptive
menu option, where only tools that are frequently used appear in the toolbar.
Any others are hidden.

e Resetmy usage menu and toolbar usage data - Clicking this button resets

all default menus and toolbars if the Always show full menus checkbox is
unselected.
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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 From the main menu, choose Tools = Customize to open the Customize

dialog box. Select the Toolbars tab:

Customize
Toolbars | Commands | Options |
Toolb.

B m——— o |
I Advanced
[¥! Menu Bar RLenanmie, .. |
¥ web

Delete |

Close

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

Hew Toolbar E

Toolbar name:

_ustom 1

ok I Cancel |

Enter a new name for the toolbar, and click OK.

The ‘new toolbar will now be listed in/the Customize dialog box's Toolbars list,
and a‘prototype toolbar will'have been created beside the dialog box:
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Select the Commands tab in the Customize dialog box:

Customize HE
Toolbars — Commands |g:ti0ns I

To add a command to a toolbar! select a category and drag the
command out of this dialog box to a toolbar.
‘Cakegories: Commands:

hew » ﬂ

4 Mail Message

Post in This Folder
Folder...
Search Folder...

T Appointment l]

Maodify. Selection 'I Rearrange Commands. .. |

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 desired 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 the position of your choosing.

Creating' Custom Viiew s

Begin by revealing a view that displays the items yod want in the custompview:
For example, the,contact list or a message folder.
From the main menu, chaoose View = Arrange By = Current View = Define
Views to jopen the Custom View Organizer dialog box. | Theropened view will
have its name appear at the top of the dialog box:
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[

Custom Yiew Organizer

Wiews For Folder "Contacks":

Wiew Mame Can Be Used Cn Yiew Tvpe - e, .
Address Cards Al Contack folders Card Capy... |
Detailed Address Cards Al Contact Folders Card )
Phone List &l Contact Folders Tahle M
By Category Al Contact Folders Table L |
By Compary Al Contact Folders Table
By Location all Contact Folders Table Reset |
By Follow-up Flag Al Contact Folders Table

-

~ Description

Fields: File Az, Foliow Up Flag, Mailing Address, Business Phone, Company Main Fhone,
Sork: File As {ascending)

Filter: OFf

[ Only show views created For this Folder

Apply ey | Close |

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

Create a New Yiew

Marne of new view:

Tuwpe of view:
Timeline

Card

Day Week/Month
Ican

Zan be used on

Enter a new name for‘theview 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 Customize View dialog box will open:

Customize View: Example of New View [ X]

Description

Icon, Attachment, Flag Status, Full Mame, Company, File As. ..
Group By, | Mone
Sotk... | File As (ascending)
Filker. .. | OFf
Other Settings... | Fonts and other Table Yiew settings
Automatic Formatting. .. | User defined fonts on each message
Format Columns.. . | Specify the display Farmats Far each field

Rieset Current Yiew | Ok | Caneel |

Various settings can be modified for the view in the Customize View dialog
box:

Fields - Allows you to select fields that are displayed in the customized view.
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.

Format Columns - Allows you to format the columns.

Adding Additional Time Zones

Epen the Calendar panegby clicking,on the,Calendar icon,in the Navigation
Pane; or in the list of folders.

From the main menu, choose Tools = Options to open the Options dialog box.
I'n'the,Preferences tab in the Calendar sectiongeclick the Calendar Options
button to openthe Calendar Options dialog box:
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Calendar Options

[ [
ECT— EEE—
atson 1 ) mm =

-

[ ] Pemeromons. | adrcioms. |

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

Time Zone

[

(GMT-0&:00) Pacific Time (U3 & Canada); Tijuana |_
r

r

Latel:

Tlirre 20me

eck box to have a seco time
Calendar e:
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Calendar

€3 Using the Navigation Pane

¢ The Navigation Pane is new to Outlook 2003 and replaced the Outlook Bar
from previous versions of Outlook. The Navigation Pane area holds the Mail,
Calendar, Contacts, Tasks, Notes, Folder List and Shortcuts icons.

Using the Mail button
e By clicking on the Mail button, your mail folders are made visible in the

Navigation Pane:

Favorite Folders
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Using the Calendar button

e By clicking on the Calendar button, the current month is displayed as well as
buttons to access all available calendars and open a shared calendar:

4 Cckober 2003 »
SMTWTFS
282930 1 2 3 4
S 6 78 91011
12 13 14 15 16 17 13
19 20 z1[22]23 24 25
2627 25293031 1
23465678

Iy Calendars
£ Calendar

Open a Shared Calendar. ..

4 Mail
1] calendar
&= Contacts
/] Tasks

€ RF

Using the Contacts button
¢ By clicking on the Contacts button, you have a number of different options

available to you. You can select the group of contacts you wish to see, the
View you would like to see them in, as well as options to Open Shared

Contacts and Customize Current View:

SAMPLE
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My Contacts
Contacts

Current View

Address Cards
Detailed Address Cards
Phone List

By Category

By Company

By Location

oooo0o0o®

By Follow-up Flag

Cpen Shared Contacts, ..
Customize Current Yiew, .

4 Mail
] calendar
Contacts
Tasks

€= NI

Using the Tasks button
e By clicking on the Tasks button, you can select which view you would like to see
them in, as well as options to Open shared tasks and Customize Current

VIPLE
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Using the Notes button

e By clicking on the Notes button at the bottom of the Navigation Pane, you can
select the view you wish to see your notes in as well as choose to Open Shared
Notes and Customize Current View:

My Mokes

[ Motes

Current Wiew
@ Icons
> Motes Lisk
3 Lask Seven Days
3 By Category
> By Color

Open Shared Motes. ..
Cuskomize Current Yiew, ..

4 Mail
] calendar
|8=| contacts
/] Tasks

SRR

1 Items %’—

Using the Folder List button

¢ By clicking on the Folder List button, all the folders available in Outlook are
displayed as well as options for Folder Sizes and Data File Management:

SAMPLE
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Folder List

all Folders

=1 &5t Personal Folders
| calendar
=] Contacts
&) Deleted Items (1)
@ Crafts
E Inbox (Z)
éi Journal
& Jurk E-mail
B Maotes
Qutbox
@ Sent Itkems
| Tasks
ﬁ Search Folders
ﬁ Hokrnail

Folder Sizes
Daka File Management. ..

] Mail
] Calendar
8=| Contacts
] Tasks

Qﬂ@ >

1 Items Folder List

Using the Shortcuts button

By clicking on the Shortcuts button, all your shortcuts are displayed as well as
options for Add New Group and Add New Shortcut:

El shortcuts
&6 outlook Today
& Junk E-mail

ﬁ Calendar

3;' Contacts

@ Tasks

VIPLE
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Adding New Shortcuts

New shortcuts can be created by clicking on the Shortcuts icon at the bottom
right corner of the Navigation pane.

e Click on Add New Shortcut:

Bl shortcuts
@' Outlook Today
& Junk E-mail

Add Rew Group
&idd Mew Shorkout %

o This will open the Add to Navigation Pane dialog box:

Add to Navigation Pane

Folder name: IJmk E-rmvail ﬂ

=] @ Persanal Folders
il Calendar
&3 Contacts
5 Deleted Ttems
L2 Drafts
Ly Inbox (3)
Jowrnal

LA Outhox
(=3 senk Items
2] Tasks

@ (£ Hotmail

o Select the folder you would like to add and click OK.
e The new shortcut will now be listed:

Shnrt::uts

ks
look Today
E-mail
Group
orkeut

Review Questions

How would you:

e Use the Main Menu?

e Use the Standard Toolbar?
e Use the Advanced Toolbar?
¢ Use the Navigation Pane?
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e Use the Office Assistant?

e Customize Outlook Today?
e Customize a Toolbar?

e Create a New Toolbar?

e Create a Custom View?

e Add Time Zones?

e Use the Navigation Pane?

SAMPLE
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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

The Standard Toolbar

Using the New 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:

I',t X | BReply |
|G | < ENew Mal Messagel

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

MPLE
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e From this menu, any item can be created: Messages, Folders, Search Folders,
Navigation Pane Shortcut, Appointments, Meeting Requests, Contacts,
Distribution Lists, Tasks, Task Requests, Journal Entries, Notes, Fax and Forms.

Using the Print button

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

LE X |
Print (Fax)

Using the Move to Folder button

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

@X | daRepl

Move bo Folder

Using the Delete button

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

create areply r
selected from the Inbox Information view without having to open it:

[aBerly
Reply|
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Using the Reply to All button

o 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:

Reply to Al

Using the Forward button

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

Forward

Using the Send and Receive button

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

[ 2o

Send/Receive

Using the Find button

. ind butt llows y 0 searc ra D act name
or from any ai here ges D
|

Look For: + Search In = Inbox Find Mow Clear Options = X

Search In~ !Inbox
Inbo:

all Mail Folders

Mail I Received
Ml T Sent

Choose Falders...
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Using the Create Rule button

e The Create Rule button opens the Create Rule dialog box where you can set
conditions and display options:

CeateRle @
- When I get e-mail with o of the selected conditions |
[~ Fram Enrien Gonzales
I~ Subject contains  [Please review attached file
[ Sentto [me anly =

Do th falloring
[ Display in the New Ttem Alert window

I~ Play a selected saund: [Windows <P Notify w Llﬂ Browse...

ﬂ%ﬂﬂ Twpe : - I |Mave o-mal ko folder:  [Select Folder Select Folder. .

Create Rule o ]| concel | advanced options.

Using the Address Book button

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

m’\{sype a conkar

Address Book

Using the Find a Contact field

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

Using the Help button
o The Help button instantly opens the Microsoft Outlook Help pane:

=

Microsaft Qutlook Help |

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



Page 35 - Outlook 2003 - Foundation Level Manual

The Outlook Today Toolbar

Using the Outlook Today Toolbar

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

<hBack = | ) fa &) | outlook:today -B

Using the Back button

e The Back arrow button acts like an Internet application back button, allowing
you to move back to past views as required:

B

Back

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:

<g Back
Forward

usingthe Web Search Feature

e The Web Search feature/and field acts as an Internet launcher. Any web

application integrates with Outlook, so thefweb 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:

ot Q | ouklook: boday | T&@

Address
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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:

@g |

stop)

Using the Refresh button

e The Refresh button acts like an Internet application refresh feature. When
selected, the current page will refresh itself if necessary:

faﬁ €
Refresh

The Message Toolbars

Using the Message Toolbars

o 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. You can select the
message format by selecting HTML, Rich Text or Plain Text from the
Message Format drop down menu on the email toolbar:

e-mail
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Using the Plain Text Message Toolbar
A Plain Text message toolbar has only basic capabilities available:

™ Fw: Please review attached file - Message
Fle Edit View Insert Formak Tools Table Window Help

dEA-B 2 U
8| v Lf} ] options... = | Plain Text

H S % By @ |C0urierNew
=d5erd | Accounts~ | ] - G & | @ ¢
Only the basic toolbar shortcuts are available: Save, Print, Send, Accounts,
Insert File, Address Book, Check Names, Permission, Importance, Message Flag,
Create Rule, Options and Message Format. Advanced editing or style cannot be

applied to the message text.

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

Type a question For help » X

B Fw: Please review attached file - Message
Table ‘window Help

File Edit Wiew Insert Format  Tools
I S 4 B | Courier Mew -0 -A-|B 7 U g
0 -| @8 @ % & ¥ |k otons.. ~|HM

i

e
11
111
|
‘i
i

=d5end | Accounts T

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 maost. of the same capabilities as an HTML

message:

- X

Tope a question For bl

”F’w’:

File

Il
[Tkd)

=0 WA B HE§= == =R

Gl iy Ry | o
B Al | 0 -V S s | S B oonll. - | RichTex:

Tal
10

A

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

¢ 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:

i%ﬂz Back

Cuatlook Today

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:

el
Back

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:

Using the Up One Level button

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

m-f,

Up One Level
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Using the Reading Pane button

e The Reading Pane button allows you to quickly open or close the Reading
Pane:

[ENCRCAE:
Reading 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:

't =]
Prink Preview

Using the Undo button

e The Undo button allows you to undo message deletions, without having to go
into the Deleted Items folder, finding the item, and dragging it out:

Mess

Indo Delete

M Using the Rules and Alerts button

o _The,Rules and,Alerts button replaced,the Rules \\izard button in earlier
versions of Outlook.

e  The Rules and Alerts button allows you to quickly open the Rules and Alerts
dialog, box:

Messages

Rules andﬁerts

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.
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e For example, if you are in the Contacts view, contacts can be sorted by name,
phone number, and more:

tddress Cards

Address Cards
Detailed Address Cards
Phone List

Ev Category

By Company

Ev Location

By Fallow-up Flag
Define Views. .,

e With the Message Information view:

Messages with AukoPreview
Last Seven Days
|Unread Messages in This Faolder
Sent To

Message Timeline

Define Wiews. .,

e With the Calendar Information view:

1= M
Daw/Week Mo
Active Appoinkments
Events

Annual Events
Recurring Appointments
By Categary

Define Yisws. ..,

Using the Group By Box button

e The Group By Box button allows you to group emails by sender name, b
headi ate rec d, and e: I E

To Group By Box messages:
e Click on the Group By Box button in the Advanced toolbar.

e A gray editing space will appear above the message information headers in the
Folder Pane view that indicates how the messages are grouped:
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Messages - | K_}

Group By Box

Arranged By Date |Newest on top v

¢ Click on Arranged By to show a drop down menu of grouping choices:

Last Week

(& Older

Subject
Tipe
Flsg
Attachments
E-mal Account
Importance
Catggories
Custom,..

[] show m Groups

o All messages below the header line will now be grouped according to the header
selected.

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

nged By and deselect Show in

o remove th

Using the AutoPreview button

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

(=4 Microsaft Outiook 2003 Team Thu 1016
Weleome to Mieresaft Cutlank 2003
Thark you For wsing Microsoft Office Outlock 20031 This version
of Cuitlook indudes new capablities designed bo help vou access, priortize,
ard act on business communications and information so that you may uss

3 older

AutoPreview '

Review Questions

How would you:

e Use the Standard Toolbar?

¢ Use the Outlook Today Toolbar?

e Use the Plain Text Message Toolbar?
e Use the HTML Message Toolbar?

e Use the Rich Text Message Toolbar?
e Use the Advanced Toolbar?

SAMPLE
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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 and Alerts Dialog Box
e Add a Signature to a Message
e Organize Messages with Color
e Check Spelling and Grammar
e Use Message Stationery

e Customize Stationery

e Modify Message Formats

e Modify Settings

o 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

e Use the Reading Pane Options
e Mark Messages as Read

¢ Mark all Messages as Read

o Recall a Message

e Delete a Message

Creating MgSsages § W 4 H Ses®™ [ J—

Creating a Message

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

For Example: 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
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document needs to be sent. Rather than moving between applications, it can be
more convenient to send via Word.

To create a new mail message using Outlook:
e Click the New button in the Outlook toolbar to open a new message box:

W| = B x | [-daReply @REDW to Al i Forward |
D o Message | LU= | L& || ) | Messages

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

{adnew ~|| S 25 X | ShEeply 6

%) Post in This Folder !grl+5hift+5

S appointment Ctrl+-Shift+4

e To use Word for sending an email, open Word and choose File > Send To from
the main menu, and select the required destination:

Took Table ‘Wndow Heb

a7 9-0 & 0 mEg
W g ry[EsEsEiE- =25
-ams- @l

R O R &

Ctrles

Setting Message Formats
e The three formats that are typically used within an Outlook email:

HTML
Rich Text
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Plain Text

NOTE: The default setting for Outlook messages is HT ML.

¢ HTML - Enables you to create formatted pages containing pictures, animated
graphics, horizontal lines or multimedia files. A background design can also be
set for the messages. However, not all email programs can read the HTML
format.

¢ Rich Text - Enables you to set font, font sizes, font 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.

e 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 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 HE
Preferences | Mail Setup  Mail Format ISpeI'lg] Sﬁ:u'i:yl Other |

Message format

Choose a Format For outgoing mall and change advanced settings.
Compase in this message Format: |HTML

shawrnail = l

Signature for new messages: <Hone> 'l
Signature For replies and forwards: <Mone > 'l

Signakures... |

| oK I Cancel | Apply |
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¢ 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

e Not only can character sets, images, sounds and files be attached to a
message, other Outlook items can be inserted into the body of a message as
well.

To attach a file to a message
¢ From the message’s menu toolbar, choose Insert = InsertFile:

Insert | Format Tools  Ta

Picture k

| Insert File. .. %J

£

OR click on the Paperclip icon within the message menu bar:

;g.udﬂ/

Insert File

Using Rules

o «#Rules consistingiof actiomsypiconditionssand exceptions camibe set withintOutlook
to shape how messages and other items are organized.

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

e Basic rules can be created from the main menu when you are in a message
folder, by choosing Tools > Organize:
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Tools i Actions  Help Type & ques

Send/Receive 3

Find 3

~|Iﬂ Address Book...  Ckrl+Shift+6

H

Rules and Alerts...

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

Ways to Organize Inbox
#® Move message seiected below to | Other folder... = I Move I
lcrutearuetomouwmslhuﬂ -” into

[Cther folder... =] | Greate |

To view or edk your rules, and For more advanced optiors, clics Rules and Alets'

shave,
=

To create a simple rule

e In the first Create a rule field, select either from or sent to, to choose how
new messages will be moved.

¢ In the 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 and Alerts Dialog Box

n the main menu, choose Tools = Rules and Alerts to open
Alerts dialog box:
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Select the “hew Rule” button to make a rule.

e Click on New Rule:

o This opens the next Rules Wizard dialog box, where a new rule can be created:

SAMPLE
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Rules Wizard x|

%" Start creating a rule From a template
= Start fram a blank rule

Step 1: Select a template

Stay Organized

*

e Messages from someone ko a folder

™3 Move messages with specific words in the subject to a folder
3 Move messages senk to a distribution lisk to a Folder
X Delete a conversation
¥ Flag messages from someone with a colored Flag
Stay Up to Date
e Display mail From somecone in the Mew Ttem Alert Window
&bl Play a sound when I get messages from someone
B Send an alert to my mobile device when I get messages From someons

Step 2: Edit the rule description {click an underlined value)

Apply this rule after the message antves
fromipeople or distribution list:
maove it to the specified Folder

Example: Move mail from my manager to my High Importance folder

Cancel | = Bachk I Mext = I Firish |

o Select the type of rule to be created from the top field. A description of the rule
will show in the bottom field.

e The values that are underlined and in blue need to be set by clicking on each
one and making the appropriate selection.

¢ 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 [ x|

Which condition{s) do yau want ta check?
Step 1: Select condition(s)

u] ject
[ through the specified account
[ sent anly ko me
[lpkiere my name is in the Todex
T markethas importance
[ ] marked as sensitivity
[ Alagged For action
[ ] where my name is in kg O box
[Bpbiere my name is in the To or Ccbosx
"] wherehmy name is nak in the To bok
[ sent'to people or distributionlist
[ with specific words in Ehe body

J rliption {click an Ld ‘v'l v

Apply this rule after the message arvives

from people or distribution list
display a specific message in the Mew Item Alert window

Cancel < Back I Mext = I Finish
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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 [ x|
Type Mame or Select from List: Show Mames from the:
|| IContacts j
=l

o of
From - | |

Advanced W | oK I Cancel |

2

e Select a name, and click the From button to add it to the list field below. One or
multiple names can be applied to a single rule:

Rule Address
Type Mame or Select from List: Show Mames From the:
I IContacts j
I Name | Display Name | E-mail Addre

Enrico Gonzales Enrico Gonzales {... egonzalest «

Jane Doe Jane Doe (jdoe...  jdos@jan

-
& 8 BR°
Enrizh Gonzalesieganzales@gonzales.com);

|Jane Doe {jdoe@{anedoe, comn)

4

e Once all required names are selected, click OK.
o 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.
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Once all underlined words have been filled in as required, click Next to open the
next Rules Wizard dialog box:

Rules Wizard

What dao you wank to do with the message?
Step 1: Select action{s)

ove it to the specified Folder
assign it ko the cateqory category
delete it

permanently delete it

mave a copy ko the specified Folder

Forward it ko people or distribution list

Forward it ko people or distribution list a5 an attachment
reply using a specific template

flag message For action in a number of davs

flag message with a colored flag

clear the Message Flag

mark it as importance

I R O

g
Kl

Step 2 Edit the rule description {click an underlined walue)

Apply this rule after the message arrives

fromiEnrico Gonzales (eqonzales@aonzales, com) or Jans Doe (jdos@janedos, con
and on this machine only

move it to the Personal Folders folder

4| | bl
Cancel | < Back I Mext = I 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:

Rules Wizard

Are there any exceptions?
Step 1: Select exception(s) (if necessary)

specific words
[ exeept through the specified account
except if sent anly ko me
except where my name is in the To box
except if it is marked as impSFEERce
except kit is marked as sensitivity,

]
]
]
]
[ ] exceptifit is flagged For @ction
]
[
[
=
]

exceptwhere my name is in'the ' box
except if my name is in'the To or O box
exeept where my nareis not in the Ta box
except ifsent to people or distribution list
excepkif the body contains specific wards

Apply this rule after the message arrives

from Entico Gonzales {egonzales@gonzales.com) or Jane Doe (jdoe@ianedos. con
and on this machine only
mowe it ko the Personal Folders Folder

L4 | o
Cancel < Back I Mext = I Finish |
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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.

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

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

Rules Wizard
Firish rule setup.

Step 1: Specify a name For this rule

|Using the Rules and Alerts dialog box

Step 2: Setup rule opkions
[ Run this rule now on messages already in "Hotmail”
Iv Turn on this rule

™ Create this rule on &l accaunts

Step 3: Review rule description (click an undetlined value to edit)

&pply this rule after the message arrives

fram Entico Gonzales {egonzales@gonzales com) o Jane Doe (jdoe@ijsnedos. con
and on this machine only

move it ta the; nal Folders Folder

1| |
Cancel | < Back | Iext = | Firish I

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

Selecting the Run this rule,now on jmessages,alteady iR
apply. the rule o any past messages/in the Inbox.

Selecting the/Turn on this rule checkbox will apply the new rule to any new
messages.

If available selecting the Create thisirule on all accounts checkbox applies
the rule to‘all available email accounts.

Click'Finish, and the'original Rules and Alerts dialog box will"open, showing
the name and completed description of the rule:

checkbox will
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Rules and Alerts

E-mail Rules | manage Alerts |

Apply changes o this Folder: |Inhn>< [janemail]

_yMewRule... ChangeRule~ —)Copy... X Delete |

+ Run Rules Naw,.. Optians

| Rule {applied in the order shown)
W

Actions

Rule description (click sn undsrlined valus to sdit):

Apply this rule after the message arrives

from Enrico Gonzales {eqonzales@gonzales.com) or Jane Doe (jdoe@ianedoe. com’
and an this machine only

move it to the Personal Folders folder

e 1

Cancel |

Apply |

e By selecting the checkbox beside the rule name in the Rule (applied in the
order shown) field, the rule will be applied. If not selected, the rule will not be

applied to any messages.

To modify arule

¢ From the main menu, choose Tools = Rules and Alerts to open the Rules and

Alerts dialog box.

o Select the rule you want to modify, and click the Change Rule button. From
the sub menu, select Edit Rule Settings:

Rules and Alerts

E-mail Rules |Manage Blerts |

[ ey

Rename Rulg

,

= 4 Displagirpthestlew Tem Alertwindow
Play a Sound. ..
Move ko Folder. ..
Copy ko Folder...
Mark as High Priarity

Rule description {

|

¥

I Mark as Low Priority
?

Flag Message...

Apply this rule 3
from Enrico Gon bt

F@janedoe. com}

Delete Message
and on this m — g

move it ko the Personal Folders Folder

[ ox 1]

Cancel

Apply
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o Make any required changes and click 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.
Select the Mail Format tab.

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

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

Create Signature B
Signature;

W

1l

Preview;

Unable to preview selected signature, or no signature selected.

o ] ol |

e Enter a name for the signature within the first field:

Create Hew Signature

kil

d
Chmwrl \
& =t ith & blank signatur
| IUse this existing|signature &s a kemplate:
| I
™ Use this file a5 a bemplate:

Browse, ., |
Mexk = I Cancel |
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e Select the Next button.
¢ In the next step, enter the desired signature (you can include your name, title,
company name, etc):

Edit Signature - [Adding a Signature to a Message]

~Signakure kext
% This text will be included in outgoing mail messages:

Enrico Gonzales
Gonzales Cormpany

<
Font... | Paragraph. .. Clear | Advanced Edit... I

—wiZard options

Attach this business card (vCard) to this signature:
T I <Mane = =

Mew wCard from Contact, ..

Finish | Cancel |

e Selecting Advanced Edit will open a warning dialog box:

Microgoft Dutlook

! E This will launch an editar that is not part of Microsoft Qutlook, Do vou want to conkinue?

es ’\\’J Mo I
Lk

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.

o Multiple signatures can be created and saved, so a different signature can be
assigned to different messages.

To appiyia spegific signatureito amessage beingicreated

e From the message window’s toolbar, select Insert > AutoText > Signature
andgselect the desired signature:
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Insert | Format  Tools Table window  Help

Break. . 3| ¥ | ] options.

Page Mumbers. ..

Dake and Time. ..

I .,

Field...
Mew... AlE+F3
Symbal,.. —_—
o Attention Line 3
B Coomrment
————— Closing 3
Reference 3
Header [Footer »
'Ig Web Component., ..
_— Mailing Instruckions  »
Pickure 3 "
Reference Initials — »
8 Diagram...
= g Reference Line 3
BN Teut Box
= - Salutation 3
Insert File...
- q
Signakure Comparnry
Bookmartk. .. . .
Subject Line »
s Hypetlink...  Ctrl+k

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.

¢ On the left side of the Organize pane, select Using Colors to view the Color
pane:

Ways to Organize Inbox Automatic Farmatting... | X =

® Color messages [from =] || lin
[red =] _Apply color_|
@ Show messages sent only to me in | Blue v.] Turnon |
To view or edit your coloring, and for more atlyanced options, clickon
“Automatic Formatting” above

1ge header[olo red

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

® show messages sent only bo me in IEILIE - I Turn on |
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Color messages Ifrnm =l

red =] | Apply Color |
Black |«

Maroon es sent only to r
areen
Clive
Mawy
Purple
Teal
Gray

ILime !—Iv +F Fhe Faliiram Far

e Selecting Apply Color will allow the selected color to be applied to any past
messages from and to the selected person in the Inbox and Sent Items folders.

4

b
our colaring, and
atting" above,

Checking the Spelling and Grammar

To set Spelling and Grammar checks
¢ From the main menu, choose Tools = Options to open the Options dialog box.

e Select the Spelling tab:

[ 7] %]

Options

Preferences | Mai Setup | Mai Format  Speling | securiy | Other |

General options
¥ Always suggest replacements For misspelled words

ab
J I always check spelling before sending
I Ignore words in UPPERCASE
™ Igrore words with numbers
v Ignore original message text in reply or Forward
¥ Use AutoCarrect when Word isn't the e-mail ediar

AutoCorrect Options... I

o 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):

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



Page 58 - Outlook 2003 - Foundation Level Manual

AutoComect: English [U.5.] EHE

AutoCorreck |

¥ Carrect Two INitial Capitals -
Exceplions. .. |

¥ Capitalize: First letter of sentences

¥ Capitalize names of days

¥ Correct accidental use of cAPS LOCK key
v Replace text as wou bype

Replace: Wit
i i’
(r B
() TH
abbout about x|
e | [Eeke |
[u]4 I Cancel |

o 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:

International dictionaries
% Choose which dictionary to use when checking your spelling.

Language: English (U.5.) j
English (Australia) ;I
English {Canada)
English L.k, _E Apply
|French {Canada) il pu—

Mail Customization B\ AF & \ W N

Using Message Stationary
¢ 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.
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Select the Mail Format tab:

Options

Preferences | Mail Setup  Mail Fﬂffﬁt ISpeIIing I Security I Other I

Message format

Choose a Farmat For oukgeoing mail and change advanced settings.,

Compose in this message Format:

Plain Text

7| sz micrasaft st boedit e-mal messaaes
I |ise Microsofs Word b read Rich Texk e-mallmessages

Inkternet Format. .. | International Cptions. .. |

Stationery and Fonts

Use stationery to change your default Font and style, change colors,
and add backgrounds to your messages.
Signakure

|<N0ne> j

Fonks... |
Signature For new messages:

Use this stationery by defaulk:

Stationery Ficket . |

Automatically include wour signature ar attach an electronic business
card (wCard) to outgoing messages.

|<N0ne> j
|<Nc-ne> j

Signatures... |

Signature For replies and Forwards:

o] I Cancel | Sl |

The Use This Stationery by default drop-down menu allows you to choose a
specific stationery to use. The default is setat None:

Stationery and Fonts
% Lse stationery to change waour default font and style, change colors,

Use this skationery by defaulk:

Fo
Clear Day

automatically include your signatu
card (wCard) bo outgaing message]

Currency
Fiesta
Glacier

and add backagrounds ko vour messages.
=Mone:= j
<Monez
Signature
Ty
re For nev messag Jungle
Sign or replies ancn:

Leaves

The Stationery Picker button \willlopen the Stationery Ricker dialog box,
where a list of stationeries can be/selected from, and viewed in the bottom
portion of the dialog'box. Here itis passible to select Edit, Remove or New to
manipulate the stationeries.

If there is no appropriate stationery, select Get More Stationery and the web
browser will open a Microsoft Web page where there is 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 E3

~Message fonts

% hen composing a new message:
|1 0 pt. Arial Choose Fant. .,
‘When replying and Forwarding:

I'I 0 pt. Arial Chaonse Fant. ., |

hen composing and reading plain bext:

IlEI pt. Courier MNew Zhoose Font, .,

v Autamatically display Rich Text in draft
font when using high conkrast

International Fonts. ..

 Stationery Fonks

Same stationeries 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 {f specified)
" Use my Fonk when replying to and Forwarding messages

" always use my fonts

[o]'4 | Cancel |

e 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 from the Font dialog
box:

Font HE
Eant: Font style: Size:
|Hegular Ok I
Al Black = |italic Lancel |
T Arial Narow Bold
T arial Uricode MS Bold Italic

. Batang

I Bockydntiqua

T Bookman Old Style
-

Westem

¢ 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:
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[ Autornatically display Rich Text in draft
fonk when using high contrask

Inkernational Fonts... |

o Selecting the International Fonts button will open the Fonts dialog box,
where a default font language can be selected:

Fonts HE
—Fonk settings
Thai -]

Western European

Proportional Font: I.ﬂ.rial

Fixxed-width Font: ICourier T

\_EILEIL

Fort size: IMedium
Encoding: IWestern European
Default encoding:  Western European Set as Default

oK I Cancel |

Customizing Stationary

Jorereatgnew statiohery

e  From the main menu, choose Tools' = Options to open the Options dialog box.
o “Select the Mail Format tab.

o If available; click'on the Stationery Picker button.

e  Click.on the New button.

e Select the desired options in the Create New Stationery dialog box:
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Create New Stationery [ x|

@ 1. Enter a name For your new stationery:
LIntitled

2. Choose how to create your stationery:
% Start with a blank stationery

€~ Use this existing stationery as a template:

IBIank j

" Use this file as a template:

Broinse, . |
Mext = I Cancel |

Click Next to open the Edit Stationery dialog box to select various options.
Click OK to save the changes and return to the Stationery Picker dialog box.

Modifying Message Formats

To alter the format for a message about to be created

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

Actions | Help
2 Mew Mail Message  Chrl+M SendjReceive ‘_’:pFind .f:} 5]
| MNew Mail Message sing 3 | Mare Skakionery...
i Reply ChrHR | Micrasaft Outlook (HTML) \
_‘_3 Replyto Al Chrl+ShiFEHR Microsaft Gffice
i Forward Chrl+-F PIain;; 'l
b
' ¥ RicH Text
\ HTML (Mo Skationery)

More Stationery - Will show a'list of stationeries to selectfor this specific
email.

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

To alter the format for a message 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  Faorr
¥} Undo crl+z |
& cut Ctrl+
Byl copy Chrl+iC
B paste Crrl+

Select all - Chrl+A

¥

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

Format | Tools  Actions  Help

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.

o 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
e The delivery options of a message can be altered while creating the message.

e Opena sentitem. From the message’s menu bar, choose View > Options to
open the Message Options dialog box:

Message Options B3
Message sethings Security

Importance: IM vl @ I™ | Enicrypt message contents and attachments
Sensitivity: lm I™ &dd digital signature bo cutgning message

Tracking options

I™ | Request S{MIME receipt For this message

I~ | Request a delivery receipt For this message
I~ Request a read receipt For this message

Celivery options

Hae replies sent ba: |

l_ Expires after: INone j |12:DD Al j
Contacks... ||
Categoaries. .. | I
Internet headers:

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

Message setkings
I@ Imporkance:

Sensikivity:

e The Tracking options area contains two options: Request a delivery receipt
forthis message and Request a read receiptfor this message:

e The Delivery options area allows a multiple of options.

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

Hawe replies sent ta; I
I Expires after: INone j |12:E|E| A j

Contacts., .. I
|

it

Cakeqgories. ..

Internet headers:

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.

Opening and Replying

Opening and Reading a Message

¢ When a new message arrives, the header of the message will appear in bold
within the Folder pane.

¢ In the Navigation Pane, the number of new messages appears beside the
Inbox folder:

= = Hotrmail
& Deleted Items
L] Inbox (2}
L] Junk Mail
L= Senk Ttems
L3l search Folders

s One'way to read a message is to double-click on the header line in the Folder
pane,’and the message box will open.

OR read the message in the Reading |pane, which'is an improved feature of
Outlook 2003. It replaces the Preview pane and allows you to view up to 40%

more text/on the screen which aids in reading long email messages andsaves
on printing.

(YRS open the Reading pane

¢ From the main menu, choose View > Reading Pane to select where you would
like the reading pane placed within the Outlook window:
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iew i@:u Tools  Actions  Help rules wizard
Arrange By ' I%Sendmegeive |

Mavigation Pane  Alt+F1

Right

I}a AutaPrewviewm Eoktam

Toolbars 3

i

£

o The default setting is on the right, however, if you prefer it on the bottom

(reminiscent of the preview pane), select Bottom. You can close it altogether
by selecting Off:

& Inbox - Microsoft 0 ffice Outlook 2003 Beta
(B K Yew Go ook Acins Hep ks wizard
Endew = | (B 5 K | dReply (hReplyto Al i3 Foryard | (% SendiRegeive | BoRnd (S W Type acerkect tofird ] ¢l
(B ek o | @E]8]00 [ Messses SISE-E |
Faorie Folders Arranged B Dais newestantop © - |f| Welcome to Microsoft Outiook 2003
3 box Microsoft Cutiook 2003 Team
Pueee 5 Todey ooy
Al Pl Folders 5 Last Week Tee New Cutlock User
= & Perscnal Foiders 4 Micrasoft Dutiock 2003 Team Thu 1016 =
) Deleted Items Wislcome bo Microsaft Outlook 2003 [B5] Thank you for using Micrasoft Office Outlook
LA Crafts (=) 2003! This varsion of Outlook ncludes mew
= # Older capabiliies designed to helo you sccess, prionilize,
(&) Jurk E-mal and 2ct 0N Business communcations and
L2 Qutbox wnformation s0 thal you may use yaur time mare
=i Sent Rems afficiently and more easily manage the ever-
# L search Folders increasing flow of incoming e-mail
B £ Hotrmal
5 Delted Items. To give you some idea of what is possible with
~rbax Cutlook 2003, we have put fogether a list of our
%ﬁm favorite new features.
"4 Search Fakders
Streamlined Mail Experience - Outlook helps
wou read, organize, follow-up, and find e-mail
messages mare efiiciently than before. The new
window layout displays mare information on the
screen al one time, even on smaller monitors. The
list of messages has bean redesigned 10 use space
more intelligendly. as a resull, you will spend lass
time scrolling and more time getting your work
L} Fail done. Automatic grouping of your messages helps
_— wou find and go to email messages anywhere in the
E Calendar list more quickly than before; you can even move of
= delete all messages in a group at oncel
- Contacts
ﬁ Tasks @ HNavigation Pane - The Navigstion Pane is more
than a sirmple kst of folders: | combines the main
hoa#e - navigation and sharing faatures of Cutloak into ane, :l

r

Tome [=E
The sage rs in ndc scrolled through for reading hout
ening the e:
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Welcome to Microsoft Outlook 2003
Micrasoft Outlook 2003 Team

Ta: Hew Outlook Liser

E Thank you for using Microsoft Office Outlook
20073! This warsion of Outlook includes new
capabilties designed to help you access, prontize,
andl act on busingss communications and
information so thal you may use your time mare
afficiently and more easily manage the ever-
increasing flow of incoming &-mail

To give you some idea of what is possible with
Outlook 2003, we have put together a list of our
favorite new faatures.

Streamlined Mail Experience - Outlook helps
o

you read, organize, followeup, and find e-mail
messages more efficiently than before. The new
window layout displays more information on the
screen at one time, even on smaller monitors. The
ligt of messages has been redesigned 1o use space
more inteliigently; as a result, you will spend less
time scrolling and more time getting your work
done. Automatic grouping of your messages helps
you find and go 1o e-mail messages anywhere in the
list more guickly than before; you can even move or
delete all messages in a group at oncel

{;} Navigation Pane . The MNavigation Pane is more
than a simple list of folders: i combines the main
navination and sharing features of Outlook into one, =]

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

e The Folder pane will preview the first three lines of the message under the
message header:

& Today

= Last Week

e ways:
in the Folder pane:

Arranged By Date |Newest on top

= Today

| Enrico Gonzales 9:01 PM
Flease review attached File ]

-] Shaw Residential ISP Postmaster 9:01 PM v
Delivery Motification: Delivery has Failed 1]
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If the Reading pane is open, the attachments’ names will show at the top of the
pane:

Please review attached file
2 Enrico Gonzales

Fallaw up

To:
Attachments: Business Plan.doc (20 KB)

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

% Please review attached file - Mezzage (HTML)

© Ele Edit Wiew Insert Format  Tools  Actions  Help

i Reply | @ Replyta Al | i Forward | = B | @ | ¥ ||

From 2 Enrico Gonzales [

To:

e

Subject: Flease review attached file

Attachments: Business Plan.doc (20 KE)

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

Saving an Attachment

To save attachments, first select the message in the Folder pane to highlight
the message header.

From the main menu, choose File > Save Attachments.
If there are multiple attachments and only one needs to be saved, simply select

e of t e to sa To sav a with the messa
All Attachm
Fi G0 To ‘Actions
Ney i Fort
Open 9 (& s
Clos
| save ;tbad-mnh » Clenk Listing.doc

Folder

Impark and Export..,. All Artachinents, .. [

Page Setup *

-

Business Plan.doc

Frrink Praview
Brink... P

s

Exit
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If the All Attachments option is selected, the Save All Attachments dialog
box will open, listing the attachments to be saved. If at this pointyou decide
that an attachment does not need to be saved, simply click on the file to

deselect it:

Save All Attachments [ x|
Attachments:

Client Listing, doc

Business Plan doc

If only one attachment is saved, and 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:

[7]]

Save Attachment

Save i I_J My Documents j G- lnd QA g ] Teos

 [eusiness Plan!
% % Cliert: Listing

MMy Recent
Documents

Deskbop

My Documents

My Computer

.. File pame:  |Business Flan.doc =
S
Save a5 Lype! |u Files [«
R ——

Replying to a Message
Double-click on a message header in the Folder pane to open a message.

Click on the Reply button in the top message box menu:

aReply || gReply to Al | 15
Frarm;: Reply [ Enrico Gonzales

To: Enrico Gonzales (eg
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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 notonly to the original sender, but to all other addresses included
in the original message as well:

~aReply || 4 Reply ta all| (2 Forward
My
From: --:',I Sent:  Reply bo Al |2EID3

To: Enrico Gonzales {egonzalesidc

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:

~aReply | =4 Reply ta Al =

. d
Fram: 24 Sent: Mon 10f20fzForwardjpry
To Enrico Gonzales (egonzales@gonzales. oo

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‘em ail address to send amessage with different methods:

If'asnew message has been created, type the email@ddress directly intortheTo
field:

Il Ed%end | decounts~ |l &

|a|_-.l.ﬁ Ta.. D\U

(G ce...

Subject:

OR select the To button to open the Select Names dialog box:
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Select Mames
Type Mame or Select From Lisk: Show Mames from the:
I IContacts j
I Mame | Display Mame | E-mail Address | E-mail Type

Enrico Gonzales Entico Gonzales ... egonzales@gonz, .. SMTP
Jane Doe Jane Doe (jdoe...  jdoe@janedoe.com SMTP

-
« | »

Message Recipients

Advanced W | 04 | Cancel |

4

Select the desired recipient name from the Name column, and click the To ->
button to add the name to the Message Recipients area on the lower portion
of the screen.

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.

Another way to view your contacts is to click on Contacts in the Navigation
pane to display the contacts in the Folder pane.

Right-click on the desired contact, and select New Message to Contact from
the pop-up menu:

E-mai: jdoe Open
Print:
& Forward

e

ewr Agpoinkmenk With Contack
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End of the preview sample

‘ 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:/MWwww .cheltenhamcourseware.com

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

The IT Computer Courseware Library

m
A complete library of quality training courses ﬂ@ ’ ’0.3

Includes Windows 7 and Office 2010 Courseware j E \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME 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. OVer

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

The'mostcost effectiveicoursew aressolution foryour IT
fraining 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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