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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:

| | File E iew  Insert or Too T able Help
| Save Az %JE El IS i) <P | v Cu -
[ Page Setup... L T - S
&b Prirk..  ChlsP ' ' ' ' '
Properties
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The Tool Bar

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

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

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.

Teomoveup and down withinawind ow fusingfthe'serell bar)

To scroll upwards in a window, click/on the upwards-painting arrow at the top of

theypvertical scroll bar:
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

To move to the right-hand side of a window, click on the right-hand arrow on

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

horizontal scroll bar: IZI

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



PAGE 9 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

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
History ) My eBooks

._Q My Mugic
= .3 My Pictures
\ﬁ I My Received Files

P | —
Desktop
3
Favarites
< | |
= File riarme: - -
My Metwork I = T
Places Files of kype: |n|| Files (*,*) ;| Cancel

Use the Look in drop-down menu to select the drive or folder which contains

me
e Openb
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:

on

Saving Files
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m Edit  “iew Inzett Formmat  Tool:  Table
[ Hew.. Crl+M
= Open.. Cirl+0
Cloze
|u Save l“} Chil+5
'
Save bs.

e 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

¢ 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 Filename:  [New Document doc | Save

Save as bypst [word Document (*doc) =l

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 - g

Cloze “Window

Installing the Sample Files

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

Copy the sample files for this course to the My Documents\Outlook 2003
Foundation Samples folder.

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.

SAMPLE
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Introduction to Outlook 2003

Outlook 2003 Workspace

€N Exploring the Outlook 2003 Environment
e Start Outlook 2003.

e The Outlook Bar has been replaced by the Navigation Pane in Outlook 2003:

Mavigation Pane Folder Pane Reading Pane

intox - beaoeall Ofhce (hutliook

» B
T
‘Welcome to Microsoft Outlook 2003
ko
2] Sk Do & MHombay Micrasalt Oudook 2003 Taam
| res | e
= ] Parsonial Fekderd Tos N Qutiook e
5] Dletesd Reema z
S Drafta 5] Thank you for wsing Miciesat
e & Db = Office Dutleok 203! This versien
i E— of Ouleak Ichuses e
= iy cagabiities designed to help pou
Sl Sar Rasea BotEss, priviite, and gel o
; _'""mr‘“" buipings commaunacatng sed

infoemation wo that you may uss
iiugr Rl g efcmnly and Mo

, oakily Fanage thik dved- iR rdagng
|L_ﬂ""- firer of incoeming el

E Cobrndar Tas some i of what is
e yeu
poriibl wath Ohtloak X3, wi
|_‘Jw harve put togesher a Nst of cur
| ;/J fwvorfte niw festures.
| R . o A Trgamnilmed all Evosslencs =l
111 Rewa

Click Cale

MPLE
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B Calondar - Micmsolt Dutinok ]
DB ER Yew go Jock Setons e Type s question for hel
@k @B B Q| otk Caendr
- Mlnew - |4 ¥ G g8 Todey _T_lmjjmmjm-,m L), Trpeacontactofed  n

©pan 4 Shared Cabinddar, ..

L Mot
’ﬁt‘-ﬂ.

|ymm

|ﬂ"" 29 = 31| Jawery 1, 2004)
|=_Jm-
|:2nuuun

| LRk
= ] oo

Click on Contacts to display your contacts.
Click on Tasks to display your tasks.

Using the Main Menu

Experiment with the Main Menu by clicking on the various options, and
expanding the menus. Notice the down arrows at the bottom of the menu.

Click on the arrows to fully expand the menu:

fetions  Help  create new email
,j__j tail Message Chri+h

P | %] postin This Folder  Crl+Shife+S

Edit  Yiew Go Tools

Open

Clasg All Trems 4 Folder... Ctrl+Shift+E

Search Folder..

Appointment

Outlook Data File. ..

Expand

Using the Standard Toolbar

Experiment with the Standard Toolbar by clicking on the various menu
options:

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



PAGE 14 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

3 New & 3 X | CReply i Reply to Al (53 Forward | =Y sendiRecsive ~ | BpFind 55 | [ Typeacontacttofind - | @)
|'-_='>|__§ rail MEssage Cerl+mN
%) Postin This Folder  Ctrl+Shift+3
[ Appointment CrH-Shift+4
e meeting Reguest  Ctrl+Shife+Q
8= Contact Chrl+3hift+C
& Task Chrl+Shift+
¥

¢ Select Calendar in the Navigation Pane and notice how the toolbar changes:

Standard

e Select Contacts in the Navigation Pane and notice how the toolbar changes:

Using the Advanced Toolbar

e Click on Mail in the Navigation Pane.

¢ From the main menu, choose View > Toolbars > Advanced to open the
Advanced Toolbar:

Advanced

* x
& | pgack o (& [ 4] 9 | [ | Messages AF=H=R

e to6lbar chan

€3 Using the Navigation Pane
¢ |If the Navigation Pane is not already open, from the main menu, choose View >
Navigation Pane:
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Wiew | Go Tooks Actions He
Arrange By 3

Reading Pane 3 q!

5 AutoPreview

Toolbars »
¥

¢ Right click on any of the icons in the Navigation Pane to display a pop-up menu:
Etdmdar

8| Contacts 2

| Tasks J

e Select Navigation Pane Options. This will open the Navigation Pane
Options dialog box:

Mavigation Pane Options [ x|

[are

[ vesw
Mave Down |
[ |

Resek

Check all the options to display all of the buttons in the Navigation Pane.
Click OK to close the Navigation Pane Options dialog box.

t Nav. n i D

e Hel o) e

Office on Microsoft.com

Conkack Ls

This will open the familiar Microsoft paperclip Office Assistant program.

Click on the Office Assistant to display the balloon in which you can type a
question.
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e Type create new email in the balloon. Click Search:

What would you like to do?

create new email

Options [kv Search

The help results will be displayed in the Search Results Task Pane:

Search Results v X

For additional and updated
content, search Microsoft Office
Cnline,

(@) Learn more

20 resulks

I@ About creating new items ﬂ

fram existing items

@) Create a message from a
contack

() Create a message ;I
Search
|OFFIine Help | 'l
|create niesy email |

@) Can't find it?

e Click on a topic to read the Help content.

SARPL

Customizing Outlook Today

Click on the Shortcuts icon in the Navigation Pane and click on the Outlook
Today link.

e Select the Customize Outlook Today button:
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e In the Customize Outlook Today folder, select the following options:

Startup - Checked.

Messages —Click on the Choose Folders button to open the Select Folder
dialog box. Check off Drafts, Inbox and Outbox. Click OK to close the dialog
box.

Calendar —Click on the down arrow and select 3 from the drop down menu.

Tasks — Leave all options as the default settings.

Styles — Click on the down arrow and select Winter from the drop down menu.

e Click on the Save Changes button at the top of the panel.

Customizing the Toolbar
¢ 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 F
[v Show ScreenTips on toolbars
Show shorbcut keys i enTips

el tions: [(Systern default) -

¢ Check off/Always show full menus.

e Click Close to close the dialog box.
e Click on any of the options on the main menu and notice how the menus are
fully expanded now.
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Creating a new Toolbar

From the main menu, choose Tools = Customize to open the Customize
dialog box. Select the Toolbars tab.
Click the New button to open the New Toolbar dialog box:

New Toolbar

Toolbar name:

Type Example of New Toolbar in the Toolbar name field 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:

F:

Select the Commands tab in the Customize dialog box:

Customize H

Toolpars ~ Commands I Options |

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

Commands:

Mew » ﬂ

Mail Message

Post in This Folder
Folder...

& WE

Search Folder. ..

i Appointment LI

Iadify Selechon 'l Rearrange Commands... I

N N =

Select File from. the Categories list on the left.
Click on Mail Message from the Commands list on the right. Drag and drop it
onto'the prototype toolbar:

The icon will appear on the new toolbar. Add another button to the toolbar by
dragging and dropping Post in This Folder from the Commands list onto the
prototype toolbar.

Click Close to close the Customize dialog box.
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Click on the “x” on the top right corner of the Example of New Toolbar to
close it.

Creating Custom Views

Click on Contacts in the Navigation Pane.

From the main menu, choose View > Arrange By = Current View > Define
Views to open the Custom View Organizer dialog box.

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

Create a New Yiew

Marme of new wiew:
|E><arnple af New View|

Type of view:
Timeline
Card

Day 'WeekiMonth
Icon

~Can be used on

& This Folder, visible ko everyone
€ This folder, visible only ta me
" all Cortact folders

K I Cancel |

Type Example of New View in the Name of new view field.
Select Table from the Type of view list.

Select This folder, visible to everyone from the Can be used on section
Click OK and the Customize View dialog box will open.
Leave all settings as the default in the Customize View dialog box.

Click OK to close the dialog box and return to the Custom View Organizer
dialogybox.

Be sure Example of New View is highlighted and click on Apply View:
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Custom Yiew Organizer

Wiews For Folder "Contacks":

Wigw MName

Can Be Used On Yiew Type

- Mew. ..

= Current

wiew settings >

all Contact folders Table

Copy. .. |

Madify. .. |

Rename. .. |

Delete |

Sark:

Filker:

Group By: Mone

Detailed Address Cards &l Contack Folders Card
Phone List all Contact folders Table
By Category All Contact Folders Table
By Company Al Contact Foldars Table
By Location All Contact Folders Tahle
By Follow-up Flag &ll Contact Folders Tahle
r— Description
Fields: Icon, Attachment,

File As {ascending)

Off

Flag Status, Full Mame, Company, File As, Business Phone, B

I ol show views created For this Folder

Apply Wiew ﬂ Close |

i

e The Contacts folder will now be displayed in a table format:

Contacts

D/e|¥|

Full Mame

| Company

|File as / |Business Phone |

s | |

Jane Doe

|xxxx

|DDE, Jane ||:123:| 456-7590 |

Adding Additional Time Zones

¢ Open the Calendar Pane, by clicking on the Calendar button in the Navigation
Pane, or in the list of folders.
e _From, the main mmenu, choese View >Dbay.

e From'the main menu again, choose Tools = Options to open the Options

dialog

box.

e IntheyPreferences tab in the Calendar sectionjclick the Calendar Options
button to openthe Calendar Options dialog box.

¢ In the Advanced options area, click the Time Zone button_to open the Time
Zone dialog box. Select the GMT-08:00 option from the Time Zone drop

menu:
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Time Zone E3

 Currenk time zone

Label: ||

Time zone; |(GMT-DB:DD) Pacific Time (U3 & Canada); Tijuana j

[~ adjust For daylight saving bime

Current bime: ISat 11/af2004 3:25 AM

— ¥ Show an additional time zone

Label: I

Time zone: I(GMT-ID:DD) Hawwaii j

™| &diust for daylight saving bime

Swap Time Zones | Ok I Cancel |

e Select the Show an additional time zone check box. Choose GMT-10:00
from the Time Zone drop down menu.

e Click OK to close the Time Zone dialog box.
e Click OK to close the Calendar Options dialog box.
e Click OK to close the Options dialog box and see the two time zones displayed:

Calendar

Saturday, Movember 06

n the Options
lendar

n
e dialog box. Deselect the ow an additional time zone option:
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Time Zone

[

(GMT-08:00) Pacific Time (US & Canada); Tijuana

e Click OK to close the Time Zone dialog box.
¢ Click OK to close the Calendar Options dialog box.
e Click OK to close the Options dialog box.

Using the Mail button

o Click on the Mail button. Your mail folders are made visible in the Navigation
Pane:

\MPLE
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Using the Calendar button
e Click on the Calendar button, the buttons to access all available calendars and
open a shared calendar are displayed.

Using the Contacts button

e Click on the Contacts button.

e Click on Address Cards to view your contacts as address cards in the Reading
Pane.

e Click on Phone List to view your contacts as a phone list in the Reading Pane.

Using the Tasks button

e Click on the Tasks button, and select Detailed List to view a detailed listing of
your tasks.

e Click on Task Timeline to view a time line of your tasks.

Using the Notes button

¢ Click on the Notes button at the bottom of the Navigation Pane.

e Select Icons from the Current View section to see your notes represented by
icons.

e Select By Color to see them organized by color.

Using the Folder List button

MPLE
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Using the Shortcuts button

¢ Click on the Shortcuts button to display a list of all shortcuts you may have
created as well as options for Add New Group and Add New Shortcut:

=l Shortcuts
46 Outlock Today
&) Jurk E-mail

Add New Group
Add New Shortout

| Mail

|8 Contacts

0 e

Adding New Shortcuts
o Click on the Shortcuts button in the Navigation Pane.
e Click on Add New Shortcut:

= Shortcuts
3 Outlook Today

Add New Group
Add New Shortcut
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Add to Mavigation Pane E

Junk E-rnail |

= ‘,‘5‘ Personal Folders
] Calendar
Contacts
3 Deleted Items
@ Drafts
@ Inbox (3}
3 Journal

[l Jurk E-mail
L Motes
Outhos
E Sent Ikems
Tasks

9 Hotmail

e Select the Junk E-mail folder and click OK.
¢ The new shortcut will now be listed:

Shortcuts

= Shortcuts

& outlook Today
(&) Junk E-mai

#dd Mew Group
Add Mew Sharkout

SAMPLE
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The Toolbars

The Standard Toolbar

Using the New Pull-down Menu
Select Mail in the Navigation Pane.

e Place the cursor over the New button on the Standard toolbar, and click to
create a new message:

Lol o 2
5 e essage

e Close the new message without saving.

o Click on the down arrow beside the New button to expand the drop-down
menu:

dnew ml o B X | SEerly B
34 Mai Message Chri+hl

) Postin This Fokder  Ctrkshift+5
4 Foider... Crlshift+€
L} searchFolder...  CirkShit+p
ayigation Pane Shartout,..
T aopointment Chrl+Shit+a
U] MestingRequest TSR+

8| Contact Chrl+Shift+C
& Distriutonlst  Oleshiftel
| Task Crr4shiftsk
sl Task Request Chrl+Shift+H)
M Jound Entry Curbeshift+]
| ot Chi+Shit+

CtrkShift+

AMPLE

Using the Print button

e Select Mail in the Navigation Pane.
¢ Select a mail message.

e Click on the Print button:
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%@3 X |
Print (Fax)

o The mail message that is selected will be printed on the default printer.

Using the Move to Folder button

Select Mail in the Navigation Pane.

e Select a mail message from the Inbox.

¢ Click on the Move to Folder button and select Move to Folder:

23K | CaReply SEReply to Al (5 Fo

e Select Deleted Items in the Move Items dialog box and click OK.

e Click on Deleted Items in the All Mail Folders section of the Navigation Pane.
Your message will now be in that folder.

Using the Delete button
¢ Select Mail in the Navigation Pane.
e Select a mail message from the Inbox.

o Click on the Delete button to remove the message to the Deleted Items
folder:

in the Navigation Pane.
¢ Select a mail message from the Inbox.
e Click on the Reply button:
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Notice how the sender’s address is already in the To field. Close the new
message without saving.

Using the Reply to All button

Select Mail in the Navigation Pane.
Select a mail message from the Inbox.
Click on the Reply to All button:

$‘ Feply ko Al 4, Fargar

Reply to all

Notice how all of the addresses the email was originally sent to are already in
the To field. Close the new message without saving.

Using the Forward button

Select Mail in the Navigation Pane.
Select a mail message from the Inbox.
Click on the Forward button:

= Forward [ -~ Sen
B wE

Forward

Notice how a new mail message is created with the original content already in
the body. Close the email without saving.

Using the Sendand Receive button

Select Mail /in.the_Navigation Pane.
Click on/'the Send/Receive button to[send or receive any email messages:

-_11 Send/Receive ‘*_3'&;;. Find :3

Send/Receive

Using the Find button

Select Mail in the Navigation Pane.
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Click on the Find button:

o

Type microsoft in the Look for field:

Lok Far:  microsoft » Search In= Inbox Fird Mo

Click on the down arrow by Search In and select Inbox:

Search In = !Inbox
Inbo:

&l 1ail Folders
Mail I Received

Ml I Sent

Choose Folders...

Click on Find Nowv.

All emails that contain “microsoft” in the Inbox will be displayed in the Folder
Pane.
Click on Clear to clear the search results:

Laak For:  microsaft + Search In~ Inbox Fird Mow -

Click on the “x” at the right to close the Find toolbar.

Using the Create Rule button

If a warning dialog box is displayed, check Please do not show me this
dialog again and click OK.
Check the Sent to option and select me only from the drop down menu.

Check Play a selected sound from the Do the following section:
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Create Rule E3

When I get e-mail with all of the selected conditions

[~ From Microsoft Quklook 2003 Team

[~ Subject contains IWelcome to Microsoft Outlook 2003
¥ Sent to Ime only j

Do the Following

[~ Display in the Mew Item Alert window

[ Play a selected sound: IWindows XP Matifyow | [ | | Browse. ., |
™ Move e-mail ta Folder: ISeIe-:t Falder Select Folder. .. |

a4 I Cancel | F\dvancedOptions...l

e Click OK to close the dialog box.

e Check Run this rule now on messages already in the current folder and
click OK:

"j The rule "Mew Outlook User” has been created.

[+ Bun this rule now on messages alieady in the current folder

N

Using the Address Book button

¢ Select Mail in the Navigation Pane.
e Click on the Address Book button to open the Address book:

(L. Tvpe & contac

Address Book,

e “Select,File = Close to close the Address books

Using the Find a Contact field
e Select Mail in the Navigation Pane.
e Click on the Find a Contact field:

|T';.f|:ue a contack ko find |% 2 H
Find & Contack
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Type Michael and press Enter.
If there is no contact by that name found, a dialog box will be displayed:

Microsoft Office Outlook

I E Cutlook could not Find the requested contact.

If there is a contact by that name, then their contact information will be
displayed.

Using the Help button

Select Mail in the Navigation Pane.
Click on the Microsoft Outlook Help button:

k—,

Microsaft Cutlook Help |

This instantly opens the Outlook Help task pane.
Close the task pane.

The Web Toolbar

@sing the Back button

Select Calendar in the Navigation Pane.

SelecyShortcuts inithe Navigation Pane.

Click on the Outlook Today shortcut.

Clickson the Back arrow button to return to the Calendar:

e,

Back.
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Using the Forward button
e Click on the Forward arrow button to return to Outlook Today:

¢aBack m& E
Forward

Using the Web Search Feature
o Type www.microsoft.com into the web search field and press Enter:

‘@Eﬂtk @M A& ﬁ ||WWW.miu:ru:usu:uFt.c|:um| .\

e Microsoft's main page will be displayed in the Outlook window.

Using the Stop button

e Type www.microsoft.com into the web search field and press Enter.
e Click on the Stop button to stop the search for the page instantly:

Using the Refresh button

. www.micresoft.com into the we ar i d press Enter.
Clic e Refr utton fresh pa
£
R.efr

The Message Toolbars

Using the Plain Text Message Toolbar
e Create a new mail message.
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Select Plain Text from the Email toolbar:

Plain Text |

HTML
Rich Texk

Notice how the toolbar changes to show only the basic toolbar shortcuts: Save,
Print, Send, Accounts, Insert File, Address Book, Check Names, Permission,
Importance, Message Flag, Create Rule, Options and Message Format.

Using the HTML Message toolbar

Create a new mail message.
Select HTML from the Email toolbar:

o

Rich Text k

Plain Text

Notice how the toolbar changes. 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

Create a new mail message.
Select Rich Text from the Email toolbar:

Rich TexE) |
HTML

Flair Text %

Notice how the toolbar changes. The only difference is thatiParagraphistyile
with headers and titles cannot be inserted, and Horizontal Bars are also not
available for a Rich Text message.

The Advanced Toolbar

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



PAGE 34 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

Using the Outlook Today button

o Click on the Outlook Today button to quickly open the Outlook Today pane in
the main viewing area:

iﬁ%ﬂz Back <

Cuatlook, Today

Using the Back button

¢ Click on the Calendar button in the Navigation Pane.
¢ Now click on the Outlook Today button.
e Click on the Back arrow button to move back to the Calendar view:

el
Back]

Using the Forward button
o Click the Forward arrow button to return to the Outlook Today view:

ENEIE
Bl

Using the Up One Level button
cts bu in the iga

e Lev tton t ve p (to the Outlook Today

Using the Reading Pane button
e Click on the Mail button in the Navigation Pane.
e Click on the Reading Pane button to quickly close the Reading Pane:
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Ekl |9 | ¢

Reading Pane

e Click on it again to reopen the Reading Pane.

Using the Print Preview button

o Click on the Mail button in the Navigation Pane

e Select a message from the Folder pane.

e Click on the Print Preview button to open the Print Preview dialog box:

nl@l

Prink Prewview

e Click Close to close the Print Preview dialog box.

Using the Undo button

o Click on the Mail button in the Navigation Pane

o Select a message from the Inbox in the Folder pane.
From the main menu, choose Edit > Delete.

Click on the Undo button to undo the message deletion:

| Mess

Indo Delete

sing the R d Al utto
. the d r utton o es d Alerts
a0

Rules and Alerts

e If you see a warning dialog box, click OK.
e Click Cancel to close the Rules and Alerts dialog box.
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Using the Current View field
Click on the Contacts button in the Navigation Pane.

Click on the down arrow beside the Current View field and experiment with
choosing various views:

Detailed Address Cards
Phone Lisk

By Caktegory

By Company

Ew Location

By Fallow-up Flag
Define Yiews. ..

Click on the Mail button in the Navigation Pane.

Click on the down arrow beside the Current View field and experiment with
choosing various views:

Messages with AutoPrewigw
Last Seven Days
IUnread Messages in This Folder
Sent To

Message Timeline

Define Yiews, .,

Click on the Calendar button in the Navigation Pane.

Click on the down arrow beside the Current View field and experiment with
choosing various views:

L

[ {Mankh
Day Week/Month Yiew With AutoPreview
Ackive sppoinkments

Ewvenks

Annual Events

Recurring Appointmenks

By Cabegory

Define Yigws. ..

Using the Group By Box button

e Click on the Mail button in the Navigation Pane.
o Click on the Group By Box button to display the Group By Box in the Folder
pane:
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Dy B

Group By Box

e Click on it again to remove the Group By Box.

Using the AutoPreview button
e Click on the AutoPreview button to open the AutoPreview function:

Arranged By: Date |Newest on top LT ‘-|

= Today

. @ Enrico Go

(=3 Microsoft Outlook 2003 Team £:27 P
Welcome bo Microsoft Outlook, 2003
Thank ywou For using Microsoft OFfice Qutlook 2003! This
wersion of
PAE— Ouklook includes new capabilities designed to help you access,

¢ Click on it again to remove the AutoPreview.

SAMPLE
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Creating Messages

Creating a Message
¢ Click on Mail in the Navigation Pane.
¢ Click the New button in the Outlook toolbar to open a new message

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

e Close the new message without saving.

Setting Message Formats

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

Options H

Preferences I Mail Setup  Mail Farmat ISpeIIing I Securityl Other I

Message Format

Choose a Format For outgoing mail and change advanced settings.
Compose in this message Format:  |HTML ﬂ

[V Use Microsoft Word to edit e-n HT';”—
[~ Use Microsoft ward to read Ri Rich Text
Internet Format. .. International COptions. .
Stationery and Fonts
wour defaulk Fon vle, change colors,
OUr MEessages,

Use stationery ko c
and add backgrou
i i |<N0ne>

=Mone =

<Mone = =~

Signatures... |

oK I Cancel | fit o[ |

e In the Message format section, choose HTML from the Compose in this
message format drop down list.

e Click OK to close the dialog box.
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Attaching a File to a Message

e Create a new mail message.
e From the message’s menu toolbar, choose Insert > File:

Insert thrmaI: Tools  Tat

Pickure 3

& Hyperlink. .. g!rlﬂ(

bt
W

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

Elﬂﬁvl

Insert File

¢ In the Insert File dialog box, browse to the Outlook 2003 Foundation
Samples and select the tele__booth.jpg file. Click on Insert.

e Close message without saving.

Using Rules

e Select Mail in the Navigation Pane.
e Click on Inbox.

e Choose Tools > Organize:

e This will open the Ways to Organize Inbox area in the top portion of the
Message Information panel:
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to l:'r'gﬁ:ﬂ lize [nbox Mew Folder... | Rules and Alerts. ., | X

# Move message selected below to | Deleked Tkems ;I Move |

EE] |Jsing Folders
To view ar edit your rules, and Ffor more advanced options, click 'Rules and Alerts'
B Using Colors above,

A 4

e Select a message in the Inbox that you would like to delete.
e Select Deleted Items from the drop down menu.

e Click on Move to move the message.

o Click on the “x” to close the Ways to Organize Inbox area.

Using the Rules and Alerts Dialog Box
¢ Select Mail in the Navigation Pane.

e From the main menu, choose Tools = Rules and Alerts to open the Rules and
Alerts dialog box.

e If you see a warning dialog box, check Please do not show me this dialog
again and click OK.

e Click on New Rule:

Fde = 2 copy  Kpebte | 1 4 funukes How,.. Ostions. o]

Select the "Mew Rule” butban to make a rule.

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

SAMPLE
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Rules Wizard E3

% Start creating a rule from a template
= start from a blank rule

Step 1: Select a template

Stay Organized
[ Move messages From someone to a Folder
: Move messages with specific waords in the subject to a Folder
3 Move messages sent ko a distribution list to a Folder
>‘: Delete a conversation
¥ Flag messages from someone with a colored flag
Stay Up to Date
= Display mail From someone in the Mew Ttam Alert window
W Play a sound when I get messages From someone
.|§ Send an alert to my mobile device when I get messages from someone

Step 2: Edit the rule description (click an undetlined value)

Apply this rule after the message arrives
with specific words in the subject
move it to the specified Folder

Example: Move mail with Project in the subject to my Project folder

Cancel | = Bacl: I Mexk = I Finish |

Select Move messages with specific words in the subject to a folder from
the Step 1 section.

Click on specific words in the Step 2 area.

In the Search Text dialog box, enter microsoft. Click on Add, then OK to
close the dialog box.

Click on specified in the Step 2 area.

Select Inbox from the list of folders. Click OK.

Click on the Next > button to open the next window. You'll be asked to select
your choice of conditions that apply to the new rule. Leave all options as the
default.

Clickion the Next\> button, and again, leave all options as they are.

Click on the Next > button again, and leave all options as they are.
EntenExample ofia Rule in the Specify a namegfor this rule field.

Click on Finish to'save the rule.

Click.on OK to close'the Rules'and Alerts dialog box.

Modifying a rule

Select Mail in the Navigation Pane.
From the main menu, choose Tools > Rules and Alerts to open the Rules and
Alerts dialog box.

Highlight Example of a rule, and click the Change Rule button. From the sub
menu, select Edit Rule Settings:
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Rules and Alerts EE
E-mai Rules | Manage alerts |
Apely changes to this foldsr: | nbox [janemail] |
5 bew Rude. q;u-g-Mvi:-‘;_\;opy... F Delete T L RunRules Now... Opbions
|Rrule (appiec|  Edit Rule Settings. . M | | Actians -
v! Enrico Gonza Rename Rule o K
s Display in the New Tbem Alert window
| Play a sound...
Move to Folder...
5 Copy to Folder...
¥ Mark as High Pricrity ot
Rude description ( B4 Mark as Low Priority
Apply this ne 4 ¥ Flag Message...
from Enrico Gonl @janedos.com)
and on this 7 Delete Message
maove it bo the Personal Folders Folder
[Toc ] comeel | apew |

Select sent only to me from the Step

Rules Wizard

which condition(s) do vou want ko check?
Step 1: Select condition(s)

1: Select condition(s) area:

on this machine only

with specific words in the subject
[ from people or diskribution list
[ through the specified account
isent only ko me

[ 1 where my name is in the To box
[ ] marked as importance

[ | marked as sensitiviey

[ flagged for action

[ ] where mey name is in the Cc box
[ | where ey narme is in the Toar Co box
[ where my name is not in the To box
[ ] sent to people or distribution lisk

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

Apply bhis rule after the message arrives

Click Finish to save the changes.
Click OK to close the Rules and Alerts

dialog box.

Adding a Signature to a Message
Select Mail in the Navigation Pane.

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

Enter Enrico Gonzales in the Enter a name for your new signature field.
Click on Next.

In the next step, type Enrico Gonzales in the Signature text field.
Highlight the entry and then click on Font to open the Font dialog box.
Select Times New Roman from the Font options and Italic from the Style
options.

Click OK.

Click Finish to close the Edit Signature dialog box.

Click OK to close the Create Signature dialog box.

Click on the down arrow for Signature for new messages option and select
Enrico Gonzales:

Signakures

b
é Select signakures For account: IHotmaiI j

-

Signature Far new messages:

Signature For replies and Forwards: Ie:N.:.ne:s

Click OK to close the Create Signature dialog box.

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.

To views or edit vour colaring, and For' more advanced options, click on
"Automatic Formatking” above,

[

In the first field select from.
In the second field, type Enrico Gonzales.
Select red from the color drop-down menu:
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Color messageslfrom =

our colaring, and

Mavy atting” above,

Purple

F thie caliran For o

e Select Apply Color to apply the rule.
o Click on the “x” to close the Ways to Organize Inbox area.

Checking the Spelling and Grammar
¢ From the main menu, choose Tools > Options to open the Options dialog box.
e Select the Spelling tab:

Dptions

o searty | other |

o
=
r
[
M
|

re sending opti

e Click OK to close the dialog box.
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Using Message Stationery

From the main menu, choose Tools > Options to open the Options dialog box.
Select the Mail Format tab.

Select Citrus Punch from the Use This Stationery by default drop-down
menu:

Stationery and Fonts

Use stationery ta change vour default Font and style, change colors,
and add backgrounds to wour messages.

Use this stationery by default: ZMone=> j
<Mane> -
Fa
Signature Clear Day

Currenc —
Automatically inchode vaur signatul o0 - ¥
card (vCard) to aukqaing messas - ey

Iy
Signature For new messages; Jungle

-
Signature for replies and Forwards: %ﬁﬁmﬁm—ﬂ

Click on OK to close the dialog box.

Create a new mail message and note the lovely stationery. Close the message
without saving.

Return to the Options dialog box and select <None=> from the Use This
Stationery by default drop-down menu.

Click OK to close the Options dialog box.

From the main menu, choose Tools = Options to open the Options dialog box.
Select the Mail Format tab.
Click on the Fonts button to open the Fonts dialog box

Fonts E
Message fonts

International Fonks... |

Stationery fonts

Some stationeries have fonts associated wikth them, You
can choose to aways use your fonts instead of the cnes
specified in the stationery,

% |Use the font specified in stationery {F specified)
" Use my Font when replying to and forwarding messages
 Always use my Fonts
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Click on the Choose Font button for When composing a new message.
Select Times New Roman from the Font options.

Click OK to close the Font dialog box.

Click OK to close the Fonts dialog box.

Click OK to close the Options dialog box.

Customizing Stationery

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

Click on the Stationery Picker button.

Click on the New button.

Type Example of New Stationery in the Enter a name for your new
stationery field:

Create New Stationery E
@ 1. Enter a name for your new stationery:
IExampIe of Mew Stationery

2. Choose how ko create your skationery:
(¢ Start with a blank stationery

" Use this existing stationery as a template:

ICIear Day j

™ Use this filz as a template:

Brawse. |
Mt = I Zancel |

ClickiNext to gpen the Edit Stationery dialog box.“ Click.on the Colar radio
button and select light green as a background color:
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Edit Stationery - [Example of New Stationery] [ x|

—Message Font

73 Choose the font and style you would like to use to compose
AC messages with this stationery:

|1D pt. Arial Change font... |

— Background

Stationery can have either a background pickure or a solid
background color, Select the background for this stationery:

 Picture: I j Browse. .. |
' Calor: I j

" Do not incly

Prewview:

¢ Click OK to save the changes
e Click OK to close the Stationery Picker dialog box.
¢ Click OK to close the Options dialog box.

Modifying Message Formats

¢ From the main menu, choose Actions > New Mail Message Using and select
Plain Text from the list provided:

Actions | Help

S Mew Mail Message  Chrl4M =] ﬁ m!
| Mew Mail Message Using » Example of Mew Stationery

Follow Up 3 Mare Stationety...

. Junk E-rnail 3 MigF@Eart Office Cutlookd{HTRML)

~4a Reply Erﬁ Migra=afk Office »
i Replyto Al Curfbshift+R | EIE p i
o Forward Chrl+F Rich Text

k HTML (Mo Skationery’)

o Close the new mail message without saving.

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

1 Undo Chrl+z
*| cut Chrl4
Byl copy Chrl+C
B paste Chrl+y

Select all  Chrl+a

33 Find.. |=4!

»
¥

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

Format Actions  Help

Send Picturas from the Internat

Modifying Delivery Options
Open a sent item. From the message’s menu bar, choose View = Options to
open the Message Options dialog box:
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e Select Low from the Importance drop down menu in the Message settings
area:

Message setkings

Impartance: IHigh l I

Loy

Sensitivity: rT— h

¢ Click on Close to set the delivery options.
e Close the mail message without saving.

Opening and Replying

Opening and Reading a Message

¢ Select Mail in the Navigation Pane.

o Double-lick on the header line of a mail message in the Folder pane, and the
message box will open in a new window

OR read the message in the Reading pane.

Opening the Reading pane
e From the main menu, choose View > Reading Pane > Off:

e The reading pane will be removed.
¢ From the main menu, choose View = Reading Pane = Bottom. The message

in now displayed at the bottom of the screen, reminiscent of the preview pane in
earlier versions of Outlook.

¢ From the main menu, choose View > Reading Pane > Right. This will return
the view to the default setting:
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23 st e o .
st Pk, _— . T—y—
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Eoie

Opening an Attachment

¢ Select Mail in the Navigation Pane.

o Select a message from the Folder Pane that has an attachment:

Arranged By: Date |Newest on top o A|

(=1 Microsoft Qutlook 2003 Team
wWelcame to Microsaft Qutlook 2003
Thank vou For using Micrasoft Office Outloak 20031 This
wersion of
Cutlook includes new capabilities designed to help wou access,

6127 PM

chment

Attachment: Business Plan.doc From Inbox - Microsoft

Outlook

Wiould wau like to open the file or save it ko wour campuker?

Cpen | Save I

Iv always ask before opening this bype of file

? J ou should only open atkachments From a truskbwaorthy source,

Cancel |

on

C

e name of the attachme

in the
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e Close the attachment.

Saving an Attachment

e Select a message in the Folder Pane that has an attachment.
e From the main menu, choose File > Save Attachments.

o Select the specific attachment you would like to save:

Edt Yew Go ool Actions Help  Typeaguestonforhelp -

Closa Al Ttems

Eolder b
Impart and Export...
Fage Setup L4
Prirt Preview

Bririt... Ctrbe
‘Work Offline

Exlt

Uk

¥

¢ In the Save Attachment dialog box, locate the Outlook 2003 Foundation
Samples folder using the Save In drop-down menu:

Replying to a Message
o Doublelick on a message header in the Folder pane to open a message.
o Click on the Reply button in the message box menu:

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



PAGE 52 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

[ @Replyto Al |
Fram: Reply [ Entico Ganzales
To! Enrico Gonzales (eg

o This will open a reply message, with the sender from the original message in the
To field. Close the mail message without saving.

e Close the original mail message.

Forwarding a Message
e Open a message and click on the Forward button in the message's menu bar:

© L uReply | - @Reply to Al & B |
From: 2 sent: won 10fz0f2Forvardem
To: Enrico Gonzales (egonzales@gonzales. co

e This will create a new message box, with the original email contained in the
body text. Close the mail message without saving.

o Close the original message.

Selecting a Message Recipient
o Create a new message and type an email address directly into the To field:

E i=13end | Accounts | W -

e N—
swec |

S O‘n th bu\ttoMIePdlaLbox E
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Select Names
Type Mame or Select from List: Show Mames From the:
ICor‘tatbs j
INU\e |thluy"ule |E-|11Jﬁd:l'uss |E-md‘|';fpe
rico Gonzales co Gonzales (.., egonzales@gonz, ., SMTP [ - |
Jane Doe Jane Doe (jdoe...  jdoe@janedos,com SMTP
] | _'I'I
Message Recipient:
To-> |
Ce-> |
Bee-> I
Advanced vI ok I Cancel |

o Select a 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.

OR

e Click on Contacts in the Navigation Pane to display your contacts in the Folder
pane.

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

om the mai enu, choose Edit >
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Edit | Yiew Go Tools Actions he

)
& o Chr
3 Copy ChrC
| paste Chrlv
Select Al Chr+A
X | Delete D
&y Move to Folder...  CerH-Shift+y
i Mark as Read CirQ
[ 1 Mark as Upread cuhuql

Mark &l as Read
¥

¢ Notice that the mail message is now bolded in the Folder Pane.

Using the Reading pane Options — Marking Messages Read

e Move your cursor to the top of the Reading pane until the cursor arrow appears
(outside of the email), and right-click:

Welcome | Reading Pane Options. .. %
2003 Header Information
Microsoft QI sig
Bottom
To: Hew Outly [&) off

— Texk Size »

¢ Select Reading Pane Options to open the Reading Pane dialog box:

Reading Pane |

Reading Pane options

[ Mark messages as read in preview window

e Check the Mark item as read when selection changes checkbox.
e Click OK to close the dialog box.

Recalling a Message
¢ Select Mail from the Navigation Pane.
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e Select an email from the Sent Items folder.
e Double—lick on the message to be recalled to open it.
e From the message’s menu bar, choose Actions > Recall This Message:

Actions | Help

& Mew Mail Message  Chrl4HM

Fallaw Lip »
I_i‘} Create Rule, .

Junk, E-mail 2
by Reply Ctrl+R.
i Replyto Al Ctrl+Shift+R
"f‘,' Post Reply ko Folder

bgh  Forward Chrl+F

| Recall This Message. ..

Resend This Message. .. L\EI

e This will open the Recall This Message dialog box:

Fecall This Message HE

Mo recipients have reported reading this message.

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

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

i~ Delete unread copies and replace with a new message

me y M

m el

e Leave/all options as the default.
o “Click"OK to'close the'dialog box-
e Close the mail message.

eeds or Fail ach reci

Deleting a Message
e Select Mail from the Navigation Pane.
e Select a message in the Inbox.
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e Click on the Delete icon, and the message will be moved to the Deleted Items
folder:

SAMPLE
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The Contact List

Adding a Contact

e From the main menu, choose File = New = Contact to open a new Contact
information box:

[ Jane Doe - Contact [_ O] x|

File Edit Wiew Insert  Format  Tools  Actions  Help
[Hsaveandclose Iy | = 0l | ¢ o S| e - \'J'YH

General I Details I Bictivities I Certificates I &l Fields I

Full Mame. .. | IJane Doe

E-mail... - ||'anedoe 500K, COMM J__le

1ab title: |ndministration Display as: IJane Doe (janedoe@:xe, oo
Comnpary: |><><><>< wieh page address: Ihtt Py, ccblobal com
File: as: IDoe, Jane

1M address: I

Phone numbers

Business. .. | - ||(123) 456-7590 =l
Home... | - | |
Business Fax... | - ||
Mobile... |v||

Addresses

Business... | b |

[~ This is the mailing

addeacs

¢ Enter the following information:

Full'Name — Jane Doe

Job title — Administration

Company —XXXX

Business Phonesnumber - (123) 456-7890
Email — janedoe @xxxx.com

¢ Click Save and Close to close the contact and have it entered in the contact
list.

e Press the Ctrl + Shift + C key combination.
o Enter the following information:

Full Name — Enrico Gonzales
Email — egonzales@gonzales.com
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Click Save and Close to close the contact and have it entered in the contact

list.

Finding a Contact

Type Jane Doe in the Find a Contact field on the Standard toolbar.

Press Enter to open the contact’s information box.

Editing a Contact

Select Contacts in the Navigation Pane.

Double click on the Jane Doe contact in the Folder Pane.
Enter www.cctglobal.com in the Web page address field.
Click Save and Close.

Sorting Contacts

Select Contacts in the Navigation Pane.

If not already visible, from the main menu, choose View = Toolbars >
Advanced Toolbar to open the Advanced Toolbar.

Select Detailed Address Cards from the Current View field:

Ba | @eack @ [ H & B 53 & )

Example of New View
Address Cards

Detailed Address Cards
Phone Lisk k
By Category

By Cormpany

By Lacakion

B Follow-up Flag

Define Views. ..

Creating @ Distribution List

Select Contacts in the Navigation Pane.

From the main menu, choose Actions = New Distribution List to open the
Distribution List dialog box.

Click the Select Members button to open the Select Members dialog box.
Double click on the Jane Doe contact from the Name list in the middle to place
it in the Add to distribution list on the bottom.

Double click on the Enrico Gonzales contact from the Name list in the middle
to place it in the Add to distribution list on the bottom.
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Click OK to return to the Distribution List dialog box.
Type Example of a distribution list in the Name field:

[FE Untitled - Distribution List

Insert  Tools  Actions Help

iledcaveanddclose [ S| 6 B ¥ D) (X [+ -+ - @ F

[ hotes |
Al A | B
e

Jane Doe (janedoe@ixxy, com) janedoe@xsyy, com

Click Save and Close.

SAMPLE
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Task Management

Adding a Task
e From the main menu, choose File > New > Task to open a new Task form:

Untitled - Task 1 [=]
File Edit Yiew Insert Format Tools Actions Help
lllsaveand dose | 4 Ba [ (0 | € Recurrence... | JassipnTask | 5, ¥ | X | & - & - EJE
Task ] Details ]
Subject: |
Duedate;  |Mone =| status: [vot started =]
Startdate:  |Mone | riceitys [ormal x| % Completer [0 =
I~ Reminder: [t x| [hene =l EI Owner! |lane Doe
|
|
Contacts, .. | | Categories... | | Private [

¢ Enter the following information into the Task dialog box:
Subject — Example of New Task
Due Date - Mon 11/10/2003

Startbate - Mon 11/10/2003
Status — Not started

e Priority - Set;thegpriority of the task, [to Low:
Mormal
[i7i00 |

High
e 96 Complete — Set the % complete to 25%:

% Complete: IZS% ::%

e Click on Save and Close to save the task.
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Update a Task

Click on the Tasks button in the Navigation Pane.

Click on the Simple List button in the Navigation Pane.
Double—lick on the Example of New Task.

Update the Status field to Waiting on someone else:

Staktus: | Completed j
o [Mok Started

A In Progress

— | Completed

PAE=E A W aiting on someone else

ki comnlaCeferred

Click Save and Close.

Editing a Task

Click on the Tasks button in the Navigation Pane.
Double-click on the Example of New Task.
Change the priority to high.

Click Save and Close.

Sorting Tasks

Click on the Tasks button in the Navigation Pane.

If not already visible, from the main menu, choose View > Toolbars >
Advanced Toaolbar to opemthe Advance dptoolbar:

Use the Current View field and select Overdue Tasks from the drop-down

menu:

Advancer

Simple Lisk
Detailed List
Active Tasks

Mext Seven Davs

By Categary k
Assignment
By Person Respaonsible
Completed Tasks

Task Timeline
Define Wiews...
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Assigning a Task

e Click on the Tasks button in the Navigation Pane.

¢ Double-click on the Example of New Task.

e From the main menu of the Task form, choose Actions > Assign Task:

Cactocs |oep

2] Mew Task Chrh+

S Send Status Report

5 Mark Complete

4% Recurence... ChrleG
Ship Cccurrence

& Fepl, Chrith

@ Replyto Al Cirl+Shift+R

L4 Forward Chrl+F

e Enter the Enrico Gonzales in the To field.

o Select the Keep an updated copy of this task on my task list option.

e Select the Send me a status report when this task is complete option.
e Click the Send button.

o Click Yes to clear any dialog box that may appear.

SAMPLE
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Notes and Journal

Notes Development

Creating a Note

¢ Click on the Notes icon in the Navigation Pane to open the Notes view in the
main viewing area. If there are no notes, the viewing area will be empty.
e From the main menu, choose Actions > New Note:

Actions I Help
[ New Note %CtrIH\J |

e Type Example of a Note in the newly created note:

< I
Example of a Mote

11/5/2004 10:38 AM

e Select the icon in the top left corner the note to open the options available for
editing, the note:

[X|
Mew Moke

Save 8s...

)( Delete

d Forward

2 Paste
Caolor 3
Cakeqories. ..
Contacts...

=4 FErint...

Close
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Select Color = Blue to change the background color of the note:

Click on the “x” in the upper right-hand corner to save and close the note.

Moving a Note

Double-click on Example of a Note to open it.
Place the cursor arrow over the blue bar at the top of the note.
Click and drag the note to move it:

=[x

Example af aMNate

10:38 A
the no

Assigning Contacts to a Note

Open Example of a Note.

Click on the Note options icon in the top left hand corner of the note to open
the drop-down menu.

Select Contacts:

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



PAGE 65 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

o This will open the Contacts for Note dialog box:

Contacts for Hote
Contacts, ., I I
Close |

e Type Jane Doe in the field.

e Click Close.
¢ Confirm that the note has been attached to the contact by opening the contact’s
information box. The note will appear in the contact’s Activities tab:

© Eie Edt View Insst Formst Toak  Actions  Hep
dsveondCore Y | ) ¥ £ 5-e -0 -1
General | Detais | activibes | Cortficstes | aFields |

Show: I.nl]tens vl Stop
[ |Subject  + In Foldar E

Resizing a Note

e Open Example of a Note.
o Click on the bottom right hand corner marker and drag to alter the size of the

note’s appearance:
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=X

Example of aMote

11/5/2004 10:39 AM Tl

e Close the note.

Assigning Categories to a Note
e Open Example of a Note.

e Click on the Note options icon in the top left hand corner of the note to open
the drop-down menu.

e Select Categories to open the Categories dialog box:

Categories ﬂ E I

Item(s) belong to these categories:

Personal Add to List |

Available categories:

Business .
Competition
Favorites

Gifts
GoalsiObjectives
Holiday

Holiday Cards
Hat Cantacks
Ideas
International
Key Cuskomer
Mlscellaneous

_||_||_|| I

o Select Personal from\the Available categories area.
¢ “Click" OK.

e To check that the category has been applied to the note, use the Current View
drop-down menu in the Advanced Toolbar, and select By Category.

e Close the note.

The Journal

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



PAGE 67 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

Using the Journal
Open the Journal by selecting from the main menu, Go > Journal:

Note: If this note dialog box opens, check Please do not show me this
dialog box again and then click Yes:

The Journal can automatically track Office
I 5 documents, and also e-mail associated with a
contact. However, the Activities tab on the
contact item iz the best way to track e-mail
and does not require the Journal.
Do you want to turn the Journal on?

[~ Please do not show me this dialog again

]

fes

In the Journal Options dialog box, click OK without checking any of the
options:

Journal Dptions [ x|

Journal

Hutomatically record these kems: For these contacts:

Enrico Gonzales
|| Jane Doz

(Y -rriail Messane

|| Meeting cancellation

|| Meeting request

| Meeting response
Task request

|| Task response

Also record files From:

: | Microsoft Excel
|| Microsaft PowerPaint
|| Microsoft Word

—Double-chicking a journial entry: ———
% Opens the journal entry

" Opens the kem referred to by
the journal entry

AutoArchive Journal Entries... |

=1

Cancel |

Creating New/JoeusnalEntries

From the main menu, chaose File = New = Journal Entry.
The Journal Entry window opens:
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¥ Example of a Journal Entiy - Journal Entry M=l E3

© File Edit Wiew Insert Format  Tools  Actions  Help

e saveandose | ) % Ba i 0 |WE (X +-v-@f

Subject: IExampIe of a Journal Enkry

Enkry Eype: IMeeting j Campanty'! IGonzaIesCo

Starttime:  |Sun 11{2/2003 | [10am =] start Timer |

Duration: |1 hiaur j Fause Tifmet |
[
| -

Contacks... | IEnrico Gonzales Cakegories. .. IIBusiness Private [

¢ Enter the following information:

Subject - Example of a Journal Entry

Entry Type — Select Meeting from the drop down menu
Company - Gonzales Co.

Start time - Sun 11/2/2003

Start Timer — Do not click on this

Duration — Select 1 hour from the drop down menu
Contacts — Enrico Gonzales

Categories — Business

¢ Click Save and Close.

SAMPLE
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Message Management

Sorting Messages

e Click on the Mail button in the Navigation Pane.
e Select the Inbox folder.

e Click on Arranged By and select Size:

Diate
=) Medium {25 - 100 K Conversation
1 Microsaft Outlook 200 From
Melcome ko Microsofg
Thark vou fg Io

version
of Qutiook includes

Enric .szs |
& Enrico Ly

Please review attach{ Subfect
Tiny (< 10 KB) Tipe
Flag

Attachments
E-mail Account
Importance
Catggaries

Custom...

Show in Groups

e Experiment by selecting various options.

Mowvig Messages betweep Folders
¢ Select a mail message from the Inbox,

e \ Drag the selected message from the Folder Pane over top of the Deleted
Items, folder:

g!ers .

[ Inbax

[ Tnbox in Hotmail 2 Today
All Mail Folders (=) Envico Gonzales 6127 BM
Please review attached File ]

4t Personal Folders
9 Archive Folders
= £ Hotmail

Deleted Items
L3 Inbox
L gl Junk E-Mail
L= sent Items
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Release the mouse button.

Searching for Messages

Click on the Find icon in the Standard toolbar to open the Find feature above
the Folder Pane viewing area:

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

Enter Gonzales in the Look for field.
Click on Search In and select All Mail Folders from the drop down menu:

Search In = | Drafts;Inbos; Qukt

Inboz:

Al 1ail Folders
Mail I Received
Mail I Sent

Inbiox

Choose Folders...

Click on Find Nowv.

All mail messages in all folders that contain “Gonzales” will be displayed in the
Folder pane.

Close the Find feature to remove the filter.

Using Search Folders

Click on the Mail button in the Navigation Pane.

Notice the Seareh Foldeks,listed in the, Foldeks,List in the Navigation,Pane:
Right.click on Search Folders and select New Search Folder:

Search Foldegs

=4 Hotmail

T

In the New Search Folder dialog box, choose Mail with attachments from
the Organizing Mail section.

Click OK.

Click on the Mail with attachments search folder to display all messages that
have attachments.
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Folder Management

Creating a New Folder
e From the main menu, choose File > Folder > New Folder.
e This will open the Create New Folder dialog box:

Create Mew Folder

Marne:

Folder contains:

IMaiI and Post Ikems j

Select where to place the Folder:

El % Personal Folders -
fﬁ Calendar
%=| Contacts
& Deleted Ttems
L7 Drafts
-] Inbox (3)
S Journal
fa) Jurk E-mail
El Motes
L] kb

4 Senk Thems

-

o] 4 I Cancel |

e In the Name field, type Example of New Folder.

¢ In the Folder contains drop-down menu, choose Mail and Post Items.
e In the Select where to place the folder area, select Personal Folders.
e Click OK.

e The new folder will be visible from the Folders List.

MowvingypEolders
e In the Folders'List, select the Example of New Folder folder.

¢ »Fromgsthe main menu, choose File > Folder > Move “Example of New
Folder”...:

| Folder ¢ | [ MNew Falder... Ctrl+Shift+E
Impott and Expoatt. .. |$_| Move "Exarple of Mew Faolder".. T
P Tk 9 1 - 1 n— 1 [N — 1 n Iﬁ‘s

e This will open the Move Folder dialog box.
e Select Inbox from the list.
e Click OK.
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e The folder will now be visible in its new position in the Folders List:

Favarite Folders

(3 Inbox

[ Sent Ttems
&ll Mail Folders

[ €6} personal Folders

(& Deleted Items
@ Crafts
[ Important emails

=] @ Inbozx

[t E::amnple of Mew Folder

Ea Junk E-mail
@ Outbox
Sent Items

(3] Search Folders

Deleting a Folder
¢ In the Folders List, select the Example of New Folder folder.
¢ Right-click on the selected folder and select Delete “Example of New Folder™:

ale! Damzama "o aranla AF Ma Ealdae!

e Click on Yes in the Microsoft Office Outlook dialog box to confirm the
deletion.

SAMPLE
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Meetings, Appointments and Events

Appointments

Adding an Appointment to the Calendar

Open the Calendar view by clicking on the Calendar icon in the Navigation
Pane.

Use the arrows in the Date Navigator until November 2003 is showing.
Select Sunday Nov 2 2003 from the Date Navigator.
Click on the 9:00 time slot:

Calendar

Sunday, Movember 02

sam
gtllj

Right-click to open the Calendar popup menu, and select New Appointment.
Enter the following information:

Subject -. Example of New Appointment
Location -. Boardroom

Start time — Leave as default

End time — Leave as default

e t
from rou I I
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Examnple of New Appaintment
Boardroom

TR | T
itz — =] [poan ||

EE— [ EE

Click Save and Close

Note: Click on Dismiss All if the Reminder dialog box is displayed. Click Yes
to confirm the dismissal.

Inviting Attendees

Click on the Calendar button in the Navigation Pane.

Select Nov 2 2003 from the Date Navigator

Right click on Example of New Appointment and select Open from the drop
down menu.

From the toolbar, click the Invite Attendees button:

= B
AR
In the To d Nnrico Z S

t For this meeting.

—

Click Send.
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Editing an Appointment
e Click on the Calendar button in the Navigation Pane.
e Select Nov 2 2003 from the Date Navigator

¢ Right click on Example of New Appointment and select Open from the drop
down menu.

e Change the end time to 10:00:

Starkbime:  |Sun 11/2/2003 x| [o0am =]

End time: f5un 11/z/2003 x| [3:0am =
2:00 &AM (0 minukes) .

2:30 AM {30 minukes)
v Reminder: |15 rminukes
10:30 aM (1.5 hu:uurg

11:00 AM (Z hours)
11:30 AM (2.5 hours)
12:00 PM (3hours) |

¢ Click Save and Close.

Setting Recurring Appointments
e Click on the Calendar button in the Navigation Pane.
e Select Nov 2 2003 from the Date Navigator.

e Right click on Example of New Appointment and select Open from the drop
down menu.

¢ In the appointment toolbar, click on the Recurrence button.
e Enter the following information:

Appointment Recurrence

 Range of recurrence
Stark: [5un 11/2/2003 j " Mo end dats
" End after: |12| occurrences

C Endby;  |Mon 8/2/2004 |

Ok Cancel | ReErnye Recurrencel

Appointment time options — Leave as Default
Recurrence pattern options —Monthly
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Range of recurrence options —End after 12 occurrences

Click OK.
Click Save and Close.
If prompted, click Yes to send an update to all attendees.

Assigning a Category to an Appointment

Click on the Calendar button in the Navigation Pane.

Select Nov 2 2003 from the Date Navigator.

Right click on Example of New Appointment and select Open from the drop
down menu.

Select Open the series in the Open Recurring Item dialog box.

Click OK.

Select the Categories button at the bottom of an Appointment information box
to open the Categories dialog box:

Al o List |

Iremis) belong ko these cateqaories:

Awailable categories:

Favarites
Gifts
Goals/Ohjectives
Holiday

Holiday Cards
Hot Conkacks
Ideas
Inkernational
Key Cuskomer
Miscelaneous

Personal
Fhane Calls j

Select, Business and Key Customer.
Click OK.
Click Save and Close.

Deleting an Appointment

Click on the Calendar button in the Navigation Pane.
Select Nov 2 2003 from the Date Navigator.

Right click on Example of New Appointment and select Delete from the drop
down menu.

Select Delete the series in the Confirm Delete dialog box and click OK.
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Events

Scheduling an Event

Open the Calendar view in the main viewing area.

Select September 11 2003 from the Date Navigator.

Click on the grey area at the top of the Appointment area, under the current
date header.

Type Jane’s Birthday:

Calendar

Thursday, September 11
lane's Birthday

Click outside of the Event area to add the bell icon, and add the event to the
calendar.

Note: Click on Dismiss All if the Reminder dialog box is displayed.

Removing an event

Select the Jane’s Birthday event.
Click the Delete button in the Standard toolbar.

SAMPEE

Setting Permissions

Select a public folder.

Right-click on the name of the folder to view the context menu.

In the context menu, select Properties to open the folder’s Properties dialog
box.

Select the Permissions tab. The Permissions tab is only available if you own
the public folders, and will only show those that you own.
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e Use the Add and Remove buttons to add new names and assign their
permission level, or remove names that no longer need access to the public
folder.

e Once all options have been set, click OK.

Viewing Other User’s Calendars

e To be able to view other users’ calendars, the Outlook system must be
connected through an Exchange server.

¢ Create a new appointment, or open an existing one.

e Select the Scheduling tab.

e Enter the users’ name in the All Attendees section, either by clicking on a

blank field, or by selecting the Add Others button, and choosing names from
the Address book:

| All Attendees
(=1 | (ianedos@xex.com)

Click bere to add a name

¢ Once the name is entered, the calendar beside the Name field will show if the
time is blocked off or if the user is available:

MW Busy B Tentative M Outof Office [ Mo Information %

Meetings
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Scheduling a Meeting

lic nd.
: Click

With the Calendar view open, from the main menu, choose File = New >
Meeting Request to open a new Meeting form:

© Ble Edt Wiew Insert Fomat Tooks Actions Help
‘id%end  Accounts~ 4 (] 40 B 40V Recumence... EECan:elInvitatim T X |@!

Appaintment | scheduing |

Inwitations have not been sent For this meeting,
This appointment occurs in the past,

To..., | IJane Dioe (janedoe@oca: com); Enrico Gonzales zales zales,com
Subject: IExample of & New Meeting

Location: IBoardrunm :l Label: ||:| Hane ;I
Starttime:  |Mon 11/3/2005 =| [zooam =] T allday event
Endtime:  [Mon 11/3/2003 =| [izooem =]
[V Reminder: [15 mintes = ﬁl Show time as: | Il Busy =l
Meeting Workspace... | [ This is an anline meeting using: |I"i|:rosoft Netheeting =l
-
||
Contacts... | | Categories. .. | | Private [~

Enter the following information:

To - Jane Doe and Enrico Gonzales
Subject - Example of New Meeting
Location - Boardroom

Reminder — checked

Start time— Mon 11/3/2003, 9:00

End — Mon 11/3/2003, 12:00

AMPEE

Changing an Existing Meeting

Open the Calendar view in the main viewing area.

Select November 3 2003 from the Date Navigator.

From the Appointment area in the Calendar, double-click on the Example of
New Meeting booking.

Change the End time to 10:00.

Click Save and Close.
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e If prompted, click Yes in the query dialog box asking if the updated meeting
should be sent again to invited attendees:

Microzoft Outlook E

‘ou have changed the meeting "Example of Mew Meeting", Would vou like to send this updated meeting ko the
[ attendess now?

Yes Mo | Cancel |

Replying to a Meeting Request
e Open the Calendar view in the main viewing area.
e Select November 3 2003 from the Date Navigator.

e From the Appointment area in the Calendar, double-click on the Example of
New Meeting booking.

e Enter your own email address in the To field.

e Click on Save and Close.

e Click on Mail in the Navigation Pane.

¢ Click on Send/Receive on the Standard Toolbar.

e When you receive the invitation in your Inbox, click on Accept:

ey .ﬂ.g:neq:ul:kE 27
Accept

e Because you are the organizer of the meeting, a dialog box will appear to let you
know that you do not need to respond to the meeting. Click OK:

Microsoft Office Outlook E

1 Az the meeting organizer, you do nok need to respond to the meeting.

» AR A

Tracking Meeting Responses
e Open the Calendar view in the main viewing area.
e Select November 3 2003 from the Date Navigator.

¢ From the Appointment area in the Calendar, double-click on the Example of
New Meeting booking.
e Select the Tracking tab.
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Updating a Meeting

Open the Calendar view in the main viewing area.
Select November 3 2003 from the Date Navigator.

From the Appointment area in the Calendar, double-click on the Example of
New Meeting booking.

Change the Location to My Office:

Location: IMy ffice j

Click the Send Update button on the box’s toolbar to send the update and close
the form:

0w | Oreann

eduling ] Trach 53end Update ko Atbendees and Cln:nse|

NOTE: If the Send Update button is not visible, maximize the meeting window.

Canceling a Meeting

Open the Calendar view in the main viewing area.
Select November 3 2003 from the Date Navigator.

From the Appointment area in the Calendar, double-click on the Example of
New Meeting booking.

From the form'’s toolbar, choose Actions > Cancel Meeting:

ductions '. Help
B new Appontmer:  Curkedd
O Recyrence... CtrleG
Add o Remoye Attendees. .
; Bephaiath Mossage ChrlR
w oo (a0 3
¥

IftheaMicrosoft Outlook dialog box/is displayedsselect Delete without sending
a cancellationand click OK.
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Outlook and the Web

Newsgroups

Using Newsgroups

¢ From the main menu, choose Go = News to open the Microsoft Outlook

Newsreader window:

% Microsoft Dutlook Newsreades

]Fla Edit Wiew Took Message  Help

‘ el Gl ! ey
a SendfRecy Addresses Find

Folders x|
% Outlook Newsreader
) Local Folders

Newsgroups

Set up & Newsqroups account...

| 38 wiorking Onine

Go lnﬂﬂl‘- J

Find a Message...
Tip of the day x

To track a specific
conyersation or
thread, first select a
message in the
conversation of
interest, Then click
the Message menu
and click watch
Conwversation.

Messages in a
watched
conversation will be
highlighted in red for
easy identification.

ﬂ No new messagas 4

o If the News option is not in the Go menu, complete the following steps. Click

the down arrow on the Standard toolbar.

Customize.

Select Add or Remove Buttons >

Ingthe Custemize dialoggbox gelickson,the Commands buttons:

Select Go in the Categories|list, then scroll down and find News in the
Commands list. Click on News in the Commands list and drag it up to Go in the
mainymenu. / When the drop down menu displayssthe list of commands, select
where you would'like \to place'the /News item and release/the mouse button.

e If thistwarning box is displayed, click Yes to make Outlook News your default

news client:

Outlook Express

N

Outlook Mews is ot currently vour default news client.
‘Wiould pou like to make it your default news client?

v &lwaps perform this check when starting Dutlook Mews

k|

Yes %l

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



PAGE 83 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

e In the Microsoft Outlook Newsreader dialog box, from the toolbar, choose Tools
> Accounts to open the Internet Accounts dialog box:

Intemet Accounts EE
A1 | News | Directory Service | Add »
Account Type Connection | Remayve
k- Active Directory directory service Local Area Network
el Bighoot Inteimet .. ditectory sanvice Local Ajea Netwark Properes
e VeriSign Intemet . ditectory senvice Local Area M etwork Gt as Defa |
ol wholwhee Inter... directory serice Local Area Metwork —
leriprit.... I
Ewxport... |
Set Oider.. |

e Select the News tab to view a list of news accounts.
e To add a news account, click the Add button, select News to open the Internet
Connection Wizard:

Intemnel Connection Wizard

Your Name

‘when pou post a message to a newsgroup of send an e-mail message, your display
name will appear in the From field. Type wour name a3 you would ke it o appear,

Display nanme: I
For example; John Smith

I e I Cancal |

o Followythe directions through the Wizard to set'up'a new news account.

e In the'last window, click Finish and/the Wizard window will close and return you
tosthe Internet Accounts dialog box, with{the newmews|server listed.

e Click*Close/towreturn.to the Microsoft Outlook Newsreader window.

Subscribing to a Newsgroup

e In Outlook 2003, from the main menu, choose Go = News to open the
Microsoft Outlook Newsreader window.

e In the left pane of the window, click on the name of a news server that shows
access to newsgroups you want to subscribe to.

e If this selected news server has not been accessed by you before, Outlook will
open a message telling you that you are not subscribed to any newsgroups, and
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ask if you want to view a list of newsgroups:

Dutlook Express

! ‘You are not subscribed to any newsgroups in this account. Would you like to view a list of
. available newsgroups now?

e | Mo |

Click Yes.
Outlook will start downloading a list of available newsgroups, and depending on
the size, this may take some time.

After the list of newsgroups has been downloaded, scroll until you find the first
one to subscribe to.

Select the newsgroup, and click Subscribe. An icon will appear to the left of
the newsgroup name to show that you have subscribed to it.

Once done subscribing, select the Subscribed tab at the top of the newsgroup
list.

A list of newsgroups that you are subscribed to will appear.
Click OK to close the list.

Reading Newsgroup Messages

Select a newsgroup in the Folders pane of the Newsreader window to access
that group’s messages.

After the newsgroup is selected, a list of message headers will appear in the top
pane on the right.

Select a message header.

If the message was downloaded earlier, the text appears in the lower-right pane
of the window.

If the message has not been downloaded yet, the bottom pane will state this.
Double—click the message header and the message can be viewed in a separate

dialog box. This is.considered downloading, so the next time this message is
accessed, it can be viewed in the battom pane of the/window.

ImMgsengeF . - m I

Using Instant Messenger

The MSN Messenger Service is available through Outlook for the Instant
Messaging capability.

To be able to use Messenger through Outlook, you must have a Hotmail or
Passport account.
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e From within Outlook, from the main menu, choose Tools = Options to open the
Options dialog box.
e Select the Other tab.

o Select the Enable the Person Names Smart Tag checkbox as well as the
Display Messenger Status in the From field checkbox:

Options EHE
Preferences | Mail Setup | Mail Format | Spelling |
Security Other | extendia Ankivirus AYE Email
General

(T [ Empty the Deleted Items Folder upon exiting
5]

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

Mavigation Pane Options. .. | Adwanced Options. .. |

Autodrchive
—_"_% Manages mailbox size by deleting old iters or moving them ko an

archive File and by deleting expired items.
Autodrchive. .. |

Reading Pane

Customize options for the Reading Pane,

Reading Pane. .. |

Ferson Mames

g Iv Enable the Person Mames Smart Tag
‘_J

% [v Display Messenger Status in the From field

[o]4 I Cancel | Apply | Helg |

e Once Messenger is installed, the MSN Messenger Service icon can be seen at
the right end of the Windows desktop taskbar beside the clock.

e Double-<lick on the icon to open the MSN Messenger Service sign-in dialog
box:

- G0 ko my e-mail inbox
%, Online

Mone of wour contacts are online
£ Mot Online

Mane of your contacts are offline

a2

-+ Add a Contact

A& Send an Instant Message
'L Send a File or Phota

Go ko Chat Rooms

More
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NetMeeting

Setting up NetMeeting

From within Outlook, from the main menu, choose Go > Internet Call>
Internet Call to open the NetMeeting Wizard:

NetMeeting

MetMeeting enables you to communicate with others
over the Intemet or your local Intranet. Uzing
NetMeating, you can:

- Tak to others

- Use video to see others and let others see pou
- Share applications and documents with ollhers
- Collaborate with others in shared applications

- Send files to others

- Draw with others in a shared Whiteboard

- Send messages to others in Chat

< Back | Mext » | Cancsl |

If the Internet Call option is not in the Go menu, complete the following steps.
Click the down arrow on the Standard toolbar. Select Add or Remove
Buttons > Customize. In the Customize dialog box, click on the Commands
button. Select Go in the Categories list, then scroll down and find Internet Call
in the Commands list. Click on Internet Call in the Commands list and drag it
up to Go in the main menu. When the drop down menu displays the list of
commands, select where you would like to place the Internet Call item and
release the mouse button.

Fellow through the Wizard steps and dialog boxes.. Any other programs that
play“on record sound must be closed/to go through the, Wizard.

Calendar ;/ W H W/ B B i i

Saving a Calendar as a Web Page

From the Navigation Pane, select the Calendar button to show the Calendar
view.

From the main menu, choose File = Save as Web Page to open the Save as
Web Page dialog box.
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e Enter the following settings into the Save as Web Page dialog box:

Save as Web Page

— Duration
Start date: |3at 1112003 -

— Dplions
v Include appointment details

[ Use background graphic: Browse,,,

Calendar title; I.ﬁ.ppaintments and tasks For This Month

File name: IC:'l,Du:u:uments and SettingsiMelissalDeskkop|Calendar), Browse. .,

Save as

¥ Open saved web page in browser Save I Cancel |

Start Date - 11/01/2003

End Date - 11/30/2003

Include appointment details - Checked

Calendar title - Appointments and Tasks for This Month
Open saved web page in browser - Checked

e Press the Browse button and navigate to the File name = Outlook 2003
Foundation Work Folder

e Enter Appointments_11 2003.htm into the name field and press the Select
button.

e Click the Save button to generate the Calendar (it will take a few minutes, so
be patient):
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- Sanday, Novennber 02, 2003 .

Exampbe of Hew
9:00 AM-10:00 AM (Boardrocen) (day 2 of evary 1 mord Trom
- - - 00 AM b 10:00 AM)

9:00 AW 900 AW e Wl0imliny, Niwetiibes 03, 2003 ..
Example of Haw | Example af New

Appointnent  Mesting

|Exampbe of New Mesting

9200 AR-10:00 AW (Boardracen)
; H=UJ - . 00 AW 2:00 PR
9 Excaimphe of a New Mesting
9:00 AM-12:00 P (Boandroomy

Note: To see an example of the calendar, open the

Appointments_11 2003.htm file from the Outlook 2003 Foundation
Samples folder.

SAMPLE
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Saving and Archiving

Save

Saving Messages

Create a new mail message.
Type Example of Saving a Message in the Subject field.
Type This is an example of how to save a message in the body of the email.

Click on the X icon in the top right had corner of the message box to close the
message. Outlook will respond with a query dialog box:

Microsoft Office Word [ x|

! "_\ Da vou wank to save the changes to "Example of Saving a Message'"?

Yes Mo | Cancel |

Click on Yes to save a copy of the message to the Drafts folder.

Saving in Alternate File Formats

From the Navigation Pane, select the Mail button.
Click on Drafts to show the Draft view.

Double-lick the email with the Example of Saving a Message subject line
from the Drafts area.

From the main/menu in the message/window, choose)File > Save As.

In the"Save In drop down [list, navigate to the folder]Outlook 2003
Foeundation/Work Folder.

From‘the Savesas;Type drop'down list, select the " Word Document (*.doc)
file type and click Save:

3aYe a5 BYPE |word Document (%, doc)

K

%ML Document (%, xml)

Single File Web Page (*.mht; *.mhtml)
web Page (*.htm; * . html)

web Page, Filkered {*.htm; *.htrl)
Document Template (*.dok) &

Note: To see an example of the Word Document, open the Example of Saving
a Message.doc file from the Outlook 2003 Foundation Samples folder.

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



PAGE 90 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

Archive

Setting AutoArchive options

¢ From the main menu, choose Tools = Options to open the Options dialog box.
e Select the Other tab, and select the AutoArchive button.
¢ This will open the AutoArchive dialog box:

AutoArchive [ x|
¥ Run Autodrchive every |14 i’davs

¥ Prompt before Autodrchive runs
During Autodrchive:
¥ Delete expired items (e-mail Folders only)
IV Archive or delete old items
Iv show archive Folder in Folder list

r—Default Folder settings For archiving

Clean out ikems older than |6 j IMonths "I

& Move old items ko

|C:'|,Dncuments and Settings\OwneriLocal Settil Browse. .. |

" Permanently delete old items

Apply these settings ko all Folders now |

Ta specify different archive settings For any Folder, right-click.
on the Folder and choose Properties, then go to the
Autodrchive bab,

Retention policy
@ The network administrator has nok set retention policies.

Retention Falicy Infarmation. .. |

oK I Cancel |

o Change the Run AutoArchive every option to 7 days.
e Click OK.
¢ Cliek OK to close the Options dialog box.

Archiving Messages Manually

o Select the Drafts folder in the Folders List.
e Select Example of Saving a Message.

e From the main menu, select File = Archive.
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e Leave all settings as the default and click OK:

5t Personal Folders
m Calendar
Contacks

fa] Deleted Items
oo 08
[ Important emails
@ Inbio
S 10uenal
@ Jurik E-rnail
Mokes

-
[

C\Documents and Settings| CwneriLocal Settings

SAMPLE
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