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Tutor Setup Information

e Prior to running this course, please make sure that the Outlook Inbox on each
computer to be used in the class is empty.

e Issue each person using a computer in the class with their own email address to be
used within the classroom.

e Issue each person taking the course with a short list of all the other email addresses
that are used by all the other computers within the classroom.

e At the end of the course, remove all files modified or created during the course, prior
to re-running the course.

e Atthe end of the course, reset all program and operating system defaults thatmay
have been modified during the course, prior to re-running the course.
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Outlook 2010 Setup & Configuration

Initial configuration

e When you start Outlook for the first time you may see the following screen.

Microsaft Outlook 2010 Startup

<

Microsoft Outlook 2010 Startup

Welcome to the Microsoft Outiook 2010 Startup Wizsrd, which wil guide you through the
process of configurng Microsoft Outiook 2010

e Click on the Next button to continue and you will see the following screen.

Account Configuration

E-mail Accounts

You can configure Outlook to connect to Internet E-mail, Mcrosoft Exchange, or
other E-mal server. Would you ke to configure an E-mal account?

@ ffes]

-« Back Mext > . Cancel |

e As Outlook can connect to many different types of E-mail system, you will need to
ask your tutor for instructions for proceeding beyond this point.
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A first look at Outlook 2010

Starting Outlook 2010

e Click on the Start button and then click on All Programs.

MNotepad
- P

0 CyberLink DVD Suite

' All Programs

| Search programs and files

Control Panel

Devices and Printers

Default Programs

Help and Support

e Click on Microsoft Office folder.

A
,*. Microsoft Office |

" Mozilla Firefox
. Mozilla Thunderbird
. Online Services

.. Paint Shop Pro 5

.. Recovery Manager
1 Skype

. SoftStylus

. Startup

. Windows Live

. WinRAR

4 Back

| | Search programs and files

Games
Recent Items
Computer
Control Panel

Devices and Printers

Default Programs

Help and Support

[Shit goum |+

e o J|%|®

e Click on Microsoft Outlook 2010.

rm Microsoft OneMote 201€

| |E-| Microsoft Outlook Zﬂld

|E| Microsoft PowerPoint 21
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e You will then see the Outlook program window displayed.

£ Microsoft Outiook Test Message
tantan %% Microsoft Outlook [rob.cheltenham@googlemailcom

Wt 14040010 1 B8
ookt Mewman

i This is n e<meil message sent automatically by Microsoft Outloak whils
testing the settings for vour account

Hin UBLARING dEeontnnL

™
T e
] Coniach
o] T
wl 2 (A -
o Connacted | T T 00

Fatet mrpined

The Microsoft Outlook 2010 Screen

e The Outlook screen has a number of buttons displayed towards the bottom-left of
the window. Clicking on these will display screens relevant to Mail, Calendar,

Contacts or Tasks.

L« Mail

5] calendar
&=| contacts
o] Tasks
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Contacts

e are i et st e
Double-cfick here to oreats 8 mew Contat,

W BAE meww BN B me e OB RBCM W

“There ane i em b shaw in B ew,
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¢ Inthis course we will be concentrating on the use of Outlook to send and receive
messages.

Help in Outlook 2010

¢ When using Outlook you can always press the F1 key for help. The F1 keyis a
function key displayed towards the top-left of your keyboard. This will display the
Outlook Help window, as illustrated.

-

& Outlook Help = (=l &3
(0% N M @ d
-~ B Search -
g vy I
=a.0ffice

products support images ternplates

Getting started with Outlook 2010

Getting started with Outlook 2010

| cﬁl’l\ Product team blog
,J' Use Automatic Replies when out of the
office

m

Find a message with Instant Search

Browse Qutlook 2010 support

Attachments E-mail messages
Calendar Microsoft Exchange
Contacts accounts | 4
E-mail accounts and Personalizing
profiles Views
see all
All Outlook | | @) Connected to Office.com

e Click on the Getting started with Outlook 2010 link and you will see the following.
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& Outlook Help

=X 6 GME @

» B Search -

usethe latestversion.

Dwthook Home > Outlook 2010 Help and How-To » Getting started with Outhook

Getting started with Outlook 2010

Ifyou know CQutlook 2007, used an earlierversion
of Qutlook, or have never used Cutlook before,
explore these resources to begin learning how to

WHAT'S YOUR SITUATION?

WHERE TO GO

Familiar with Qutlook 20077

Find out what iz new for Qutlook 2010 from the
last wversion.

Used an earlier version of Qutlook?

Take an online course to learn how to use this
wversion of Outlook and what it can do for you.

Missing the menus?
Uze an animated guide that letz vou point to

What's new in
Outlook 2010

Make the switch
to Qutlook 2010

Interactive menu
to ribbon guides

-

All Outlook | | @) Connected to Office.com

Click on the What’'s new in Outlook 2010 item and you will see the following.
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& Outlook Help = = EX

(€ > %@ & @M@ @ !

» B Search -

Dwthook Home > Outlook 2010 Help and How-To » Getting started with Outhook

What's new in Microsoft Outlook 2010

Microsoft Qutlook 2010 includes new features and capabilities to
help you stay connected with people and better manage your time
and information.

Expanded ribbon

First introduced in Microsoft Office Qutlook 2007, the ribbaon is part
ofthe Microsoft Office Fluent user interface. It is designed to help
you quickly find the commands that you need to complete a task.
Commands are organized in logical groups that are collected
together under tabs. In Qutlook 2010, the ribban has replaced the
former menus in the main Outlook window. In addition, the ribbon
can be customized to include custom tabs that you can personalize
to better match your work: style.
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Click on the Back button a few times (top-left of your window).

Your screen should look like this again.

You can use the vertical scroll bars to display more information further down this
window.
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Click on the Show Table of Contents icon (displayed within the Help toolbar).

) Outlook Help
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You will see a table of contents displayed down the left side of the Help window.
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Within the table of contents click (left part of the window) on E-Mail messages (you
may need to scroll down the table of contents to find this item). You will see this
item expands to display subjects relating to E-mail.
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Click on an item, such as Create an e-mail message. You will see the following.

©) Outlook Help

-+ 0G0 AU e

omd alterratrve text to a shape, picture,
(@) A ik containing spaces to an e-mail n—
(@) Add or remave a reminder furane—maln_l
emu tracking to e-mail messages I
@ Apoly stationery uruarhgrmtnem| |
@) Assin a color Gategary to an e-mail mess
o&umal: Comimon o repetitive tasks it
@ Automatically reply to e-mal messages
@) Be= notified when =-mal messages are del
ﬂdﬂmes:rnmd recetve settings when
echangn the default font for e-mall messa
@) Change the level of importance or sensit
adﬁnqenhathawersvhm you receive
omdtmclm;and grammar, perform res
Connect and send/receive e-mai messag

= P Search ~
Table of Contents = slg 3nd How-To » E-maf maszages =
Outiook Data Files {.pst and . 4 .
& G Create an e-mail message
QEMacmmlsmdpnﬁlu
\LjE-mail messages
0""” a return e-mail (maltos) bk in an 2-n 1. On the Home tab, in the New group, click <+ Show All
New E-Mail

@) Create an e-mail message |

oaumwaddme—mﬂms@m-
i — b
All Qutiook |
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2 Inthe Subject box, type the subject of the message.
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Click on the Customize your e-mail message. You will see detailed instructions
about how to customize a message.
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Customize your e-mail message

Creating an e-mall message in Microsoft Outiook 2010 offers you
the mast oplions and configurations of any Outlook feature. No
matter what type of message you are composing, whether
business or personal, you can always find a way to add your
unique shyle

Q) Thange wehat happens when you receive| ||

Outlook 2010 uses an editor based on Microsoft Word 2010 for -
mail messages, For detailed assistance with the edifing features
of this editor, start Word 2010, press F1, and then search in Word
Help

What do you want to do?

€

Set the delivery oplions

Change the appearanc

&

& Add fracking to your message

Set the delivery options

Sipubisakyy

| @ Connected to Office.com

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au

FOR USE AT THE LICENSED SITE(S) ONLY



Outlook 2010 Basics Page 18

e Have a quick read. Don'tworry about the details. The pointto remember is that if

you need help, press F1, and from the table of contents get exactly the answers you
need.

Searching for Help

e You can search for help information using the search facility within the Help window.
For instance to search for help about Keyboard Shortcuts within Outlook 2010,
type in the following.

¥ Outlook Help
5 ® %6 G Me @
keyboard shortcuts -~ 5 Search -

e Press the Enter key and you will see the following displayed.

¥ Outlook Help = = 3
= X% M e @ d

keyboard shertcuts + K Search -

Outlook Home

»

Search results for keyboard shortcuts

Keyboard shortcuts in Business Contact Manager

m

LE | A keyboard shortcut is any combination of keyst...

Keyboard shortcuts for Clip Organizer
=RTICLE | Toolbar shortcuts To do this Press Display the C..

Keyboard shortcuts for Micresoft Outleok 2010
TICLE | Mavigate and use the commands within Cutlook..,

About accessibility features in Business Contact Manager

ICLE | Business Contact Manager for Qutlook includes...

Accessibility Features in Microseft Office 2010
ARTICLE | Microsoft Office 2010 continues the dedication t...

Switch between different languages by setting the proofing lan...

CLE | If you create documents in several Latin-based la...

Type or edit text in a different language

“LE | When you need to type documents in different I...

Use the keyboard to work with Ribbon programs
ARTICLE | Office 2010 provides keyboard shortcuts for the..,

All Outlook | | ) Connected to Office.com

e Click on the item shown below.
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Keyboard shortcuts for Microsoft Qutlock 2010
ARTICLE | Mavigate and use the commands within Outlook...

e You will then see a window, similar to that shown below.

i) Outlook Help = = E3
B3N aMe @ d
keyboard shortcuts * 2 Search -

Outlock Home > Qutiook 2010 Help 2nd How-To > Accessibility -

Keyboard shortcuts for Microsoft Outlook
2010

m

Some of the contentin this topic may not be + Show All
applicable to some languages.

To print this topic, press the TAB key to select Show All at the top of
the topic, press ENTER, and then press CTRL+P. L8

Common procedures

+ Basic navigation

+ Search

+ Flags

+ Color Categories

+ Create an item or file
+ Procedures in all items

-+ E-mail
All Qutlook | | @ Connected to Office.com

¢ Click on an item, such as Basic navigation. You will then see keyboard shortcuts,
relating to basic navigation within Outlook displayed, as illustrated below.
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Keyboard shortcuts for Microsoft Outlook
2010

m

Some of the contentin this topic may not be + Show All —
applicable to some languages.

To print this topic, press the TAB key to select Show All at the top of
the topic, press ENTER, and then press CTRL+P.

Common procedures

TO DO THIS PRESS

Switch to Mail CTRL+1

Switch to Calendar. CTRL+Z

Switch to Contacts. CTRL+3

Switch to Tasks. CTRL+4

Switch to Notes. CTRL+5

Switch to Folder List in Navigation CTRL+6 N
Nonn

All Outlook | | @ Connected to Office.com

Printing help sheets

e Once you have found the help you need within the Outlook help, you can click on the
Print icon within the Help window toolbar. This will print out the help for you and you
can keep itin a folder for future reference. Trythis now.

) @ & M

cuts

A

Microsoft Outlook Navigation Pane
e The navigation pane is nomally displayed down the far left of the Outlook window.
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The navigation pane is used to access the various folders and tabs that together
make up the Outlook program.

Microsoft Outlook Ribbon

e The Outlook ribbon is displayed at the top of the Outlook window.

Home Send / Receive Folder View a 0
=  Ignore o NS pove to: ? (A3 Move = Find & Contact -
vy [y | W lgnore x ] U L Meeting 5 Movetor! = Mov 3 Unread/Read | 00
— == ‘_"\ Clean Up ~ - - " & To Manager * | B Rules - 14d Address Book
Mew  New Delete Reply Reply Forward B, ), - L allow Up ~
E-mail Rems~ | B Junk~ ,:||f ASCEY 34 Team E-mail = | M| OneNote ¥ ratiow up  Fifter E-mail =
D Respand Juick Steps Move Tags Find

e The ribbon has several tabs displayed across the top: File, Home, Send/Receive,
Folder & View in the above example. Other tabs may be available when you are
performing certain tasks.
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e Each tabis divided into many groups of related buttons.

e The icons/buttons displayed in each group can be clicked upon to perform certain
functions.

Closing Outlook

e Close Outlook by clicking on the Close icon in the top-right of the Microsoft Outlook
window.

- = KB
~ @
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Terminology & Concepts

What is email?

The word email (also spelt as e-mail) stands for ‘electronic mail' and describes the
sending of messages over networks. These messages can be just plain text or may
contain file attachments such as picture files. Once an email is sent they are stored
in electronic mailboxes until the person that you sent the e-mail to, requests to look
at new email sent to them.

The structure of an email address

Take a typical email address:
dave-cheltenham@gmail.com

The first part of the address “dave-cheltenham?”, is the user name and indicates the
person to whom the email is addressed.

The “@” symbol marks the end of the user name.

The “@” symbol is followed by one or more sub-domains, separated by periods. In
the example above the “gmail” is the sub-domain. Sub-domains are registered by
organizations or individuals to give themselves an intemet identity.

At the very end of the email address is the TLD or Top Level Domain. In the
example the TLD is “.com”, indicating an international company. There are other
TLDs such as “.net”, “.org”, “.biz" and “.info” designed to help you identify different
types of organization.

The advantages of using email

Fast: One of the great things about email is that you can send messages and files to
anyone in the word, almost instantly.

Mass communication: You can write one email and tell the computer to send it to
lots of different addresses. This is unlike a physically posted item. Spammers can
send out ‘junk email’ to millions of people in one go and this accounts for the ‘spam’
email thatmost people get once they start using email. This feature however can
also be used legitimately, to mail all the employees within a company or to send out
a newsletter to maybe thousands of people who have requested that they receive
the newsletter.

Low cost: The cost of sending information by email is a fraction of that involved
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when using the traditional mail system, especially when emailing to a different
country.

Worldwide portability: Once you have an email account set up, you should be able
to access your email from anywhere that has an Internet connection. Even many
holiday hotels now have an email connection for customers!

Time Zone friendly: If you live in Europe and phone someone in the western United
States at 9 am locally, you would either get no answer (because the office in the US
would be empty), or you could be waking them up in the middle of the night. The
great thing aboutsending an email is that you can send it anytime you want and the
recipient will read the mail when they want.

Web-based Email: Many email providers now offer a web-based interface for

accessing your email. This enables you to access your message from any web
enabled PC or device without the need to install software.

Recommendations for email content and use

e There are some simple rules when sending emails:

USE SHORT, ACCURATE SUBJECT DESCRIPTIONS: In a busy office situation, a
person mayreceive many emails a day. Prior to opening the email the only
indication that an email might be relevant to that person is the email subject header.
Keep emails simple, short and to the point!

Awoid using all upper case letters in amessage: The use of letters in UPPER CASE
is considered as shouting within an email. Use of all upper case (or all lower case)
can also make the message difficult to read.

BE BRIEF. People tend to 'skim read' email messages. If they are too long the
chances are that the recipient will miss important information buried within the
message.

USETHE SPELL CHECKER: Never send an email without spell checking the
contents first. This can give a really poor impression about your organization.

RESPECT PRIVACY AND CONHDENTIALLY: Never quote part of one person’s
email within another email without pemmission. In many cases there is a message
attached to the bottom of emails, waming that the email is confidential!

DON'T'FLAME': If some idiot emails you over something which is inappropriate, do
not respond and get into a series of increasingly hostile email exchanges. This is
called flaming. Never reply to unsolicited email (spam), unless you want to receive
even more rubbish in your email inbox!
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SMS (Short Message Service)

Commonly known as ‘texting’. SMS allows you to send and receive text messages
between mobile (cell) phones.

Voice over Internet Protocol (VolP)

Voice over Internet Protocol, (VoIP pronounced voyp), is a technology that allows
you to talk with other people via the Internet. You can talk for free to other people
using VoIP on their computers. You can even make calls to real telephones ata
much cheaper rate than normal. This system is ideal when you need to make a lot
of long distance or intemational calls. You can use VoIP by justinstalling a
microphone and headset, or you can purchase a special VolP compatible phone,
which will nomally plug into one of the USB sockets on your computer. Awell-
known VoIP product supplier is Skype, who produce a range of excellent phones.

Allows you to make inexpensive long-distance and international calls compared to
traditional phone systems.

You can search for contacts, worldwide.
You can combine speech with video when you use a Webcam.

Portable, people can contact you on the move as long as you have an Internet
connection. This is especially useful when travelling internationally, as international
calls using mobile (cell) phones are very expensive.

WARNING: A VoIP phone is not suitable for making emergency calls. If your
computer or intemet connection is unavailable you may not be able to use the VoIP
phone.

Also the voice quality may be worse compared to using a traditional phone.

Instant messaging

Instantmessaging (IM) provides a mechanism for real-time communication between
two or more people sending text messages via their computers. This is different
from sending an email which once sent may be read sometime later by the person
you sent the email to.

Some types of instant messaging software lets you speak rather than having to type
your messages. You can use your web cam so that you can see the person you are
talking to.
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Benefits of Instant Messaging:

Real-time communication:
Unlike leaving an email, IM allows you to communicate in real time and have a two

way convers ation.

Knowing whether contacts are online:
Unlike when sending a email, you can see if the person you want to send the
message to is online or not.

Low cost:
Compared to tradition phone calls, IM is very cost effective, especially when

combined with the flexibility of use and additional features compared to a traditional
phone call.

Ability to transfer files:
As well as sending text message you can attach files including pictures, sound,

video and other files.

Online (virtual) communities

Itis important to understanding the concept of online (virtual) communities. These
can take many forms including:

- Social networking websites

- Internet forums

- Chat rooms

- Online computer games

Social networking websites

These sites allow you to link up with other people, to share news, experience and
gossip. Some such as ‘Friends Reunited’ are specifically designed to let you find
friends that you have lost contact with.
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e Friends Reunited

H Reunited

Welcome to Friends Reunited

Reunite Share
Find ald ftiands and never losa
touch with your past. Search
of peaple at schools | photos, share
iv ies, clubs, armed forces celebrate big
and street timeline.

Keep friends and family up-to—
date with your profile, share

and

events with your

Sign in below

|I-!|‘.»-= your email address |

|!"|'.--: your password |

Forgotten password or changed email address?

v Keep me signed in

Friendship New to Friends Reunited?

Find and chat with peopla who Join in now, it's free, sasy and you'll be

back in touch in no timel

Reqgister

share your hobbies and interests.
Mest ne
and discover

le, share advice
something mew.

Help/FAQs

Contact us | Feedback | Press | Adverose | Blog | Success stories | Reporta problem | Terms and Conditons | Privacy Policy.

Internet forums (message boards /discussion boards)

¢ An Internet forum is a web based application that lets you join in online discussions.

You can post your views or comments for all in the forum to see and reactto. Try

searching the Web for information on message boards and you will find that there is

a discussion for you, whatever your interest!

Chat rooms

e The term ‘chatroom’ has had a lot of media attention over the last few years. The
term has evolved to include any web based mechanism to share your news with
other on the web. The communication is in real time, i.e. you can talk to other
individuals, rather than leaving messages. Try searching the Web for more
information and examples.

Online computer games

¢ Online games are games that are access and played via the Internet. In many
cases you can play against other people. Try searching the web use the phrase
‘online computer games’ and you will find lots of sites you can access.
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Security Issues

Spam

Spam is the bulk sending of unsolicited and often fraudulent email messages,
nomally trying to sell a commercial product or service. There are companies which
will sell lists of email addresses by the million. If you are a regular Internet user, then
the chances are that the providers of these lists will pick up your email address
(using a variety of sneaky techniques). As more and more companies buyin these
lists and use them in their marketing campaigns, you will receive more and more
spam emails, offering you an increasingly bizarre range of products and services! In
many countries the sending of spam is now against the law!

Increasingly unscrupulous marketing companies are using popup windows within
your Web browser to display unwanted messages. There are now many anti-popup
programs available to help block this newer type of spam.

Viruses

Be very careful about opening files which are attached to email messages as they
may contain viruses. You should know that Microsoft Word documents can contain
special types of virus, called macro viruses. Even pictures can contain virus like
code.

Phishing

Phishing refers to efforts to trick you into revealing your personal or financial
information. This is often done by sending out millions of emails at random claiming
to be from your bank or similar organizations and then requesting that you update
your details, using a link provided within the email. When you click on this link you
are taken to a web site that looks just like the real thing butis in fact a copy of a
banks web site. When you type in your details, you have just given the information
to criminals who will use that information in identity theft related crime.

Be careful of emails claiming to be from financial institutions or popular web sites
instructing you to click on a link and login. Often the link points to a clone of the
legitimate web site which is under the control of criminals. Should you click on the
link & log into the fake site you will have inadvertently given your password details
away. Never click on a link in an email, to be safe open your web browser and type
in the address for the web site, this way you can be sure that you are viewing the
legitimate site.

Modern web browsers such as Internet Explorer 7+ or Mo zlla Firefox 2+ have anti-
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phishing features that will display a warning if you visit a web site that has been
identified as fraudulent.

Digital signatures

e Adigital signature is a code which is attached to an email to uniquely identify the
sender. Like a traditional hand written signature the purpose of the digital signature
is to guarantee that the sender of the message is who he or she claims to be. Digital

signatures employ sophisticated encryption techniques to ensure that they cannot be
counterfeited.
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Sending Messages

Creating and sending your first email
e Startthe Outlook application.
e Click on the Mail button, located near to bottom of the navigation pane.

= |

j Calendal

8 | Contacts

o] Tasks

Fitter applicd

e Click on the Home tab.
e Click on the New E-mail button in the New group on the ribbon.

| = —
R d
I ] Home Send / Receive
.] "% 5 1gnore x
L im|
l- Clean Up =
MNew Mew - Delete
E-mail Jitems = P@JU”k'
Mew Delete

You will see the Message window displayed, as illustrated.

5| v Uriited - Messags HTML

e Firstyou need to enter the email address of the person you are sending the email to,
in the To section of the window. Your tutor should have given you a list of email
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addresses of the other people taking this course. Enter the email address of one of
these people.

To.. | |l

e Next you need to click within the Subject box and type in a title for your email. Type
in anytitle you want such as Message from <your name>.

Subject:

e We are now ready to type out the body text for your email. Click within the white
area of the window and you will see the insertion pointindicating that you can type
your message. In this case type in any message you want. Keep itshortas this is
justatestemail to see if you can send messages. Use amessage such as ‘Hello,
this is a quick email from <your name>to see if my email system is working’

To.. seh, cheltenham @amail. com

Subject: Test email from Rob

Hello, this is a quick email from <your name> to see if my email system is working

e Click on the Send button.

_—

Faste
= F Format Painter

Clipboard

To... seh, chelt

=1

|
Send

Subject: Test ema

e Thatwas it. You have justsentyour firstemail. As you can see using Outlook is
really simple, in fact easier than writing a traditional letter and a lot faster to deliver.

Checking that your email was sent

e Click on the Sent Items or Sent Mail folder icon in the navigation pane and you will
see that the email has been sent as expected.
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0| __11 s Sent Mail - rob.cheltenham@gmai

Home Send / Receive Folder View
Yy = @1 . g M :
] 'ﬁ 3 Ignore x 3 ¥ _é Pl Meeting Mave to:
i i % To Mana

[Ek Clean Up ~
Mew  New Delete | Reply Reply Forward 5 pmore -

E-mail Ttems= | g Junk~ Al 3 Team E-n
MNew Delete Respond Quick 5
4 Favorites <
Search Sent Mail (Ctrl+E) 2
] Inbox
- " Janar, -
[ Sent tems Arrange By: Date Mewest on top
{al Deleted Items
) 4 Today
L] Inbox
_____________________________________________________ | seb.cheltenham@gmail.com 14:26
- Test email from Rob
34 MNews Feed
poh i 4 Wednesday
L[S RSS Feeds
.~ Robert Newman Wed 15:48

L& Search Folders )
Microsoft Qutlook Test Message

4 rob.cheltenham @ gmail.com ol
L] Inbox
@ Deleted ltems

4| 7 [Google Mail]
[ Al Mail (1)
[ Bin (2}

J Drafts
=4 sent Mail
[ Spam
[ Starred
L@ Junk E-mail

Depending upon your email system, you may have more than one Sent ltems or
Sent Mail folders.

TIP: If you do not see an item listed here, wait a short while and see if it appears. If
you do not see it, try clicking on the Outbox icon and see if the item is waiting to be
sent. It should disappear from the Outbox and then appear in the Sent Emails box.
If you are still having problems, seek help from your tutor now.

Sending emails to more than one person at atime

Itis very easyto send your email to lots of people atthe same time. Click on the
New E-mail button again. Click on the To boxand type in the first email address
from the list your tutor has supplied. Then type in a comma and type in the next
email on the list (with no spaces). Carryon typing in the entire list of email
addresses, remembering to place a comma before each email address that you type
in.

In the Subject field, type in a subject for your email (anything will do).
In the bodytext area type in a shortmessage.

Click on the Send button and the same message will be sentto everyone on your
list.
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Receiving emails

e The restofthe class has now sentyou an email. Each email will have a different
subject and differentmessage content. If you can’t see any new messages, press
the F9 key to force Outlook to retrieve new emails.

gj Outlook Send/Receive Progress E'I = '@
1 of 2 Tasks have completed successfully

[] Don't show this dialog box during Send/Receive

Tasks | Errors

MName Progress Remaining

" rob.cheltenham@gmail. com - Sending Completed
¥ Synchronizing subscribed folders forr.,, 0 ]

rob.cheltenham@gmail.com - Sending

e To see what messages you have received, click on the Inbox folder icon.
Depending on your email system you may have more than one Inbox folder.

.

ﬂ‘ﬁ |=

ile Home Send / Receive
s [ %) Ignare
i Rumnn;

[Ek Clean up ~

Mew  Mew Delete
E-mail Items~ S Junk~
Mew Delete
4 Fayvarites <
| [ Inbox

[ sent Items

@ Deleted tems

[ Inbox

4 Mews Feed
= Outbox

LD RS5 Feeds

La Search Folders

4 rob.cheltenham@gmail.com

| [ Inbox |
@ Deleted tems

e The emails that you have received will be listed in the message list to the right of the
navigation pane.
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search Inbox [Ctrl+E) je
Arrange By: Date (Conversations) | Mewest on top =
4 Today

=] Future Projects
David Murray 14:52

=] Meeting (PowerPoint)
David Murray 14:49

Sending a copy of a message to another address

e To send a copyof a message to another email address, type the address into the Cc
(Carbon Copy) field.

To... seh, cheltenham @amail. com

L. infoi@example. com

What is a blind carbon copy?

e Ablind carbon copyis a copy of the message which is sentto someone in
secret, other recipients of the message will not know that the person has received a
copy of the message.

Sending a copy of a message to another address using blind carbon
copy

¢ Whilst composing your email in the Message window, display the Bcc field by
clicking on the Options tab selecting the Bcc button from the Show FHelds group on
the ribbon.

-

e Insert | Options Form

8 | 84
g | & :
—4 )

Boo From Permis:

-

Show Fields Permis:

e Type the address of the person you wish to receive the blind carbon copyinto the
Bcc text box.
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To.. sales @cctalobal. com

...
Send

Bce... info@example. com

Subject:

e Inthe example above the message is addressed to sales@cctglobal.com, in
addition a copy of the message will also be sentto info@example.com without the
knowledge of the other recipients.

Setting the message subject

e Enter a short overview of the message into the Subject field box.
Subject: Renew Contract?]

The message subjectshould be short butinformative. The recipient of the email
should be able to geta good idea of the content of the message from just looking at
the subject line, this makes managing large volumes of emails much less time
consuming.

Spell checking your message

e Click on the Review tab followed by the Spelling & Grammar button, or press the
F7 key.

.

5| H | = Renew Contract? - W

Message Insert Options Format Text Review
= ABC 1% =
@ i J\ EH 23 3% '1:

Spelling & Research Thesaurus Word | Translate Language
Grammar Count ~ ~

Proofing Language

e Outlook will now check the spelling of your message. If an incorrectly spelt word is
encountered the Spelling and Grammar dialog boxwill be displayed.
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Spelling and Grammar: English (IU.K.)

Mot in Dictionary:

Tihs|is a tset message. - Ignore Once
Ignore Al

Add to Dictionary

I

Suggestions:
. - Change
Tins
Tics Change All
Tips
Ties il AutoCorrect
[7] check grammar

Options... Cancel

The incorrectly spelt word is displayed in red, Outlook suggests correctly spelt words
from its dictionary.

e Selectthe correct spelling from the list of suggested words and click on the Change
button to correct the word.

¢ When Outlook reaches the end of your message the following dialog boxis
displayed.

-

Microsoft Outlook ==

The spelling chedk is complete.

ok | | Heb |

e Click on the OK button to close the dialog box and finish the spell checking session.

Attaching a file to a message

e Displaythe Message tab and click on the Attach File button from the Include
section.

_ﬂ| H g e ¥ |5 Renew Contract? - Message (HTML)
File l Message Insert Options Format Text Review
Bl Calibri Bod ~ 11~ A" A7 T - =~ & 335 %’J @ ] %r
L By Cop ;

Paste - B 7 U aBr. A~ %

. = = | €= £ | Address Check ||Attach | Attach Signature
- - Format Painter j Book MNames File |Item~ -
Clipboard Fl Basic Text Fl MNames Include
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Outlook will display the Insert FHle dialog box, locate and select the file you wish to
attach to your message.

1l Insert File @
\:‘JU |3 v Libraries » Documents » - |+¢|| Search Documents 2 l
Organize = Mew folder 3=+ [l IZE}II

0| Microsoft Outlook Docu ments_ library Amangeby: Folder =
Includes: 2 locations
X Favorites Mame Date medified Type
Pl Desktop
| Downloads J Excel 2010 Basics 12/04/2010 16:33 File folder
5| Recent Places = , Outlook Files 16/04/2010 14:15 File folder
' (] Test 16/04/201015:56  Microsoft W
3 Libraries
3 Docurments
J Music
k= Pictures
B videos
#& Homegroup
- [Py T 3
File name: Test - lAII Files "I
Tools = [ Insert |vl I Cancel I

Click on the Insert button. The Insert Fle dialog boxwill close, the attached file will
be shown below the Subject field.

Subject: Renew Contract?

Aftached: | Mot doc (12 KB

When you are attaching files to emails be aware of the file size. In general,
messages travelling across the internet with files greater than 5 megabytes in size
attached are likely to be returned undelivered. Certain files types such as Windows
executable (.EXE) files may also be rejected as they are common carriers of viruses
or malware.

Deleting an attached file from an outgoing message

Attached files are displayed below the Subject field. To delete an attached file, right
click on the file you wish to delete to display a popup menu.
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Subject: Renew Contract?

Attached: | ] Tesk doo (12 KE0
Open
Print

Saye Ae

Remove

Cut

Copy
Paste

Select All

Select the Remove command. The file is no longer attached to the message.

Issues when sending file attachments

There are a number of issues to consider such as:

File size limits:
If you attach a file of a certain size, then the coding necessary to attach the file to the
email will make the file size of the attached file larger than the original file size.

Many email system will set limits on the size of email attachment that they will
accept. These limits differ from one system to another. Also remember that the
larger the attached file the longer your email will take to be delivered.

File type restrictions:

Many email systems will block attached files if the attachments is an executable
file. This is because many virus and other malicious software types are spread
through the emailing of attached executable files. Even if you can attach an
executable file, do not be surprised if the email is rejected by the email software of
the person you are sending the file to.

Do not send to many attachments at the same time:

Sending a lot of simultaneous attachments (such as photographs), may exceed file
size attachment limits.

Netiquette:
Remember do notsend large file attachments to people who are not expecting them.
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Setting message importance (message priority)

e Click on the Message tab. Use the icons in the Tags group to assign importance to
your message.

E¥] d ¥ Renew Contract? - Message (HTML)
|- _ Insert Options Format Text Review
& Cut ; . A A 3:’35 a‘gyl N_i & ,T‘ ¥ Follow Up -
W Copy == — ¥ High Importance

Paste B 7 0 t \ E F = F & Address Check Attach Attach Signature
. ' Book MNames File [Item - . § LowImportance

Setting message sensitivity

e To setthe sensitivity of your message, click on the Message tab and then click on
the Message Options dialog boxlauncher icon as shown.

¥ ¥ Follow Up =

¥ HighImportance
Ire
I Low Importance

Tags a| | Zoom

e Adialog boxwill be displayed enabling you to setthe Importance & Sensitivity
options.

Settings

Setlings E
S tmportance: Sensioy;
Q Low Mormal
Sensitivity: _l.D'hI D Do not AUt
High Voting and Tracking optic Private
[T Do not Autw - N Confidential
— =1 - 1o

e Close the dialog box by clicking on the Close button.

Saving adraft copy of an e-mail

e Itis possible to save an email that you are currently writing to be completed and sent

ata later time.

e To do this,simply click on the Save icon, displayed at the top-left of the Message
window.
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Egl ™| =

=ile | Message Insert

You may now close the Message window by clicking on the Close icon.

= (=]
> @

L.

The message will be saved into the Drafts mail folder. To resume editing the
message open the Drafts mail folder from the navigation pane and double-click on
the message.
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Receiving, reading and replying to
messages

The Inbox folder

e The Inboxfolderis where you view & reply to email messages that you have
received.

Opening the Inbox folder

e To open the Inboxfolder, click on the word Inbox displayed in the navigation pane to
the left of the Outlook window.

| (& | =
Ol =5 v

Home 5end / Receive
= 54 Ignore
fis

2k Clean Up ~

Mew  Mew Delete
E-mail Items ~ F@Junkv
Mew Delete
4 Fayarites <
] Inbox

=5 Sent Items
’Q Deleted ltems
[~ Inbox (1]

4 Jutlook Data File

| [ Inbox
L2?| Drafts [1]
=5 Sent Items
{a] Deleted Items

LA Mews Feed
[= Cutbox

LE R55 Feeds

L& Search Folders

4 rob.cheltenhami@gmail.com

| -] Inbox (1] |
la] Deleted [tems

Depending on your email system you may have more than one Inbox folder. Open
the Inbox folder which contains the email messages which you have received.
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The Inbox screen

e Bydefaultthe Inboxscreenis displayed as below. The navigation pane is on the far
left with any message contained within the Inbox listed beside it. To the right of the
message listis the reading pane; the content of the message is displayed here.

lig i Inbex - robcheltenham@gmailcom - Microsalt Outioak = B OB
Send ! Recewe  Folder View )
- i Ignare x i 3 B Mesting A} Move toe 7 A3 Move ~ 23 Unread Read Find a Cantact =
= : 4, Cresn Up - . S - % To Manager - [ Rutes - Address Eood
Mew  Hew Delete | Reply Reply Farward By pigre ~ o T =
E-mail Bemp- | T Junk- Al # Mo 134 Team Email Nl onetlcte W Folom tp
: Quick Stept . Meve 3y
4 Favordes £ . »
1 b e # Future Projects ‘ Apit 2010 b
i o Yok [Careriathoni| Meweit on lap - : Mo Tuwe Th Fr 5a 5o
) Sent B Astange By Date Canversatians)| lewest an tap David Murray [davem@cctglobs a S
3l Deleted Hems Estra fine breaks in thi mersage were
i # Last Week gt
| i Future Prajects Fri 16/04/2000 14:57
P AT L _ Fuiemd 1o0.cheftenham @ gmail, cam
E teedback@cciglobal.com
} Inbax Fri 16,04 -
Hl Do b -3 Microsalt Outiook Test Message Hi,
= Sert hems ticrosaft Outisok
fa] Defetean
B D you have any feedback
1 Mews Feed from our customers on future
4 Outbox projects? Ho upcoming appointments
) RST Fesdt
S Search Fobter Regards
& rob.chefltenham@gmail.com
=3 Jnbos KL David Murray - Cheftenham
] Debeted Hems e Pty Lid
OASEware Ty, L, Arrange By Flag: Due Date| =
[ iGaaglz Mag Joondalup Business Centra
@ lunk E-mail 15 Barron Parade, loondalup,
i Pertonal WA 8027, Australia There are no femi te shaw in this
(3 Weceipts view,
B Search Folden
[ Travet
3 work
wrww.cheltenhameourseware,
= o com.au
Within Australia  Outside
B-| comtacs Australia
Phone 1300 852 204 Phone:
o] i 51 7 9300 1505
B Seem. | B
Nir R - e Sen | A | Py
Filter appiied W) Conneced | |TEIEE  100% (= +

Selecting a message

e To selecta message, click on the message in the list.

Search Inbox (Ctrl+E) D

Arrange By: Date (Conversations) | Newest on top =

4 Last Week

|-~y Future Projects
David Murray Fri 16,04 |
1 Meeting (PowerPoint)
David Murray Fri 16,04

[~ Microsoft Qutlook Test Message
Microsoft Outlook Wed 14,04

e Once a message is selected, the contents of that message will be displayed in the
reading pane.
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a _t’ - Inbox - rob.cheltenham@gmail.com - Microsoft Outlook = [E
| Flie, Home Send / Receive Falder View
e &l Ignore — ay " 7 1 To Man A3 Move = Find a Contact =
"J ._,j « Igno x ] () MMeeting Move to: -2 To Manager A} Move (53 Unceads Read "
5l Clean Up ~ v - 34 Team E-mail 4 Reply & Delete (59 Rules ~ L4} Address Book
Mew  MNew - Delete  Reply FReply Forward B, o = v llow 3
E-mail Ttems = % Junk = o Al  More +F Create New = | ¥l OneMote ¥ Foflow Up W Filter E-mail -
Mew Delete Respond Quick Steps - Maove Tags Find
4 Favorites £ - =
= nbox LIS #| Future Projects
A & By 2 (Cons sati i 5 - 5
3 Sent Tems AITENgGE Oy Dati (Conversationsj| Newest on top Da\”d Murray [davem@cdg‘ﬂbal,cﬂm]
‘3} Deleted Rems Gt Extra line breaks in this message were removed
a
L Inbax s - . Fri 16,04/2010 14:52
| Future Projects I T rob.cheltenham& gmail.com
4 Dutloak Data File David Murray Fn16m4; feedback@cctglobal.com
- [ Meeting [PowerPoint)
L Inbox Yavid Murray Eri 16/04 i =
> i
_"_U_ s 1) [ Microsoft Outlook Test Message !
U] Sent Items Microsoft Outlooh Wed 14 h feedback f " ; 5
(3 Deleted ltems Do you have any TOM OUr CL 5 on future projects?
::; z:’:;:“d Regards
f X
L) RSS Feeds .
i David Murray - Cheltenham Courseware Pty. Ltd.
4 rob.cheftenham@gmail.com Joondalup Business Centre
18 Aarran Darada Inandalin WA RNTT  Anstralia

Message Status icons

¢ Messages have icons associated with them to help you manage your emails.
. Future Projects
David Murray Fri 16,/04 :

| Meeting (PowerPoint) ?
David Murray Fri 16/04

L= Microsoft Qutlook Test Message
Microsoft Cutlook Wed 1404

j A closed envelope means that the message has not been read.

b=d

An open envelope is displayed nextto a message that has been viewed.

E You can attach flags to messages that you need to revisit at a later date. We
will see how to do this later.
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Reading a message

e Sometimes itis more convenientto view a message in a separate window; this
allows you to have multiple messages on view simultaneously. To do this double
click on the message, a new message window will open.

=) d > v ls Mesting (PowerPoint) - Message (Plain Text) e 5] @
il lessage = |Clos
- L R T 3[R Ryles v a* &)
W Ignore x J 1] | ligy Meeting |7 flave.fo LS [ e (Y Mark Unread ‘l% o] '\
- - == % To Manager - — .,‘i| CneNote Sy~
8, Junk - Delete  Reply Reply Forward B pgre - £ Team E-mail _| | Maove +] Adions - ¥ Follow Up - | Translate . | Zleom
All == d - ALEROTE: > ]
Delete Respond Quick Steps s Mo Tags a Editing Zoom
Follow up.
Extra line breaks in this message were removed
From David Murray [davem@ cciglobal. com) Sent: Fri 16/04/2010 14:49
To rob.cheftenhami@ gmail.com
Cc
Subject: Meeting (PowerPoint)
e
HiRob, i
-

| would like to set-up a meeting to go though the new PowerPoint course.
Is the 26th OK for you?

Regards

David Murray - Cheltenham Courseware Pty. Ltd.
Joondalup Business Centre
15 Barron Parade, Joondalup, WA 6027, Australia

Email: info@cheftenhamcourseware.com.au
Web: www.cheltenhamcourseware.com.au

Within Australia  OQutside Australia
Phone 1300852 204 Phone:+61 8 9300 1505
Fax: 1300852206 Fax: +61 89301 2575

xxxxx IR R IR E PRI E LI R I I E ST IS EE TS EETES

This e-mail and anv files transmitted with it have come from Cheltenham Courseware Phv. | .. and are confidential and intended ]

/D See more about: David Murray. L || | .-.

e The message window displays the message text along with the headers which show
who the message was from and the subject.

e To close the message window click on the Close icon in the top right of the window.

= = |

(A

e a5 T

Switching between open Message windows

e Double click on three messages to open them in their own Message window. Point
at the Outlook icon displayed on the Windows Taskbar at the bottom of your screen.
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5] Inbox - rob.cheltenham®@gmail.com - Microsoft Outlook

B Meeting (PowerPaint] - Message (Plain Text)
B Future Projects - Message (Plain Text)

B Microsoft Outlook Test Message - Message (HTML)

A menu will be displayed listing all of the open Outlook windows.
e To switch between messages click on the relevant entry in the menu.

e Use this method to view the 3 messages you opened. Once finished, close all the
message windows.

Forwarding a message

e Selectone of the messages in your inbox.
e Click on the Home tab.

e Click the Forward button displayed within the Respond group on the ribbon.

o 39 |- Inbox - rob.ct

Home Send / Receive Folder View

5 Ignore x |\_i |\_.B |\-—.-i Meeting
[k Clean up ~
Mew  MNew Delete  Reply Reply| Forward Ef; pore -
E-mail Ttems~ S Junk = e

MNew | Delete | 2spon |

e Anew Message window will open.
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| = = FPW: Meeting (PowerPoint) - Message (Plain Text)

File. Message Insert Options Format Teat Review & e
£ — = 1] % g @ j}‘ ¥ Follow Up ~

¥ HighImportance
Address Check  Attach Aftach Signature

- TA A

Paste . 'B r u | %

X

1=

I
1101
il
|
"

M ’ Book Mames  File Hem~ - § Low Importance
Clipboard 1 Basic Text Names Include Tags « | Loom

From = rob.cheltenham@ gmail.com
=1

Toy. |
Send =

I

Lo

I

Lo

Subject: FW: Meeting (PowerPoint)

----- Original Message-----

From: David Murray [mailto:davem@cctglobal.com]
Sent: 16 April 2010 14:49

To: rob.cheltenham@gmail.com

Subject: Meeting (PowerPoint)

HiRob,

I would like to set-up a meeting to go though the new PowerPoint course.
Is the 26th OK for you?

Regards

David Murray - Cheltenham Courseware Pty. Ltd.
Joondalup Business Centre

You will see the text of the original message is inserted for you. The subject of the
original message has also been copied with the text FW : inserted at the beginning,

this is done so that the recipient of the message can easily see that the message
has been forwarded.

If you wish you can add your own comments by typing them into the top of the
message text area.

Enter the email address, into the To address field, of the person that you would like
to forward the message to.

Click on the Send icon to send the message.

Send
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Opening or saving an attached file

e Ifamessage has a file attached, an icon and the file name for each attached file will
be displayed just below the message subject.

From: David Murray [davem@ cctglobal.com]
T rob.cheltenham@gmail.com

Cec

Subject: MNew Course

| Message | | 1, manual.zip (27 KE)

e Double-click on the file icon; the following dialog box will be displayed. You should
always be cautious about opening files sentto you by email.

r )

Opening Mail Attachment @

| You should only open attachments from a trustworthy source.,

Attachment: manual.zip from Mew Course - Message (Plain
Text)

Would you like to open the file or save it to your computer?

o) [

Always ask before opening this type of file

e To open the file click on the Open button. You also have the option to click on the
Save button, this will open the Save As window allowing you to save the file to your
drive for later use.

Replying to the sender of a message

e Selecta message from your Inboxthat you would like to reply to.
e Click on the Home tab.
e Click the Reply button displayed within the Respond group on the ribbon.

| = — -
= = Inbox - rob.c

Home Send / Receive Folder View
— %1 Ignore x .
1 1 A il ¥ %Mneetm
Jj I e = ’

|2k Clean Up -
MNew  Mew Delete || Reply ||Reply Forward B pjore -
E-mail Iems~ | & Junk > Al 5

Mew Delete Respond

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



Outlook 2010 Basics Page 49

¢ AMessage window will open containing the text of the message you are replying to.

ad L't‘ 5 RE: Future Projects - Message (Plain Text) - = o
[ Message Insert Options Format Text Review o @
— Tl .Y i n -
+ = = : -1 | & = ¥ Follow Up I
1 cci=Es @@ s (2 :
] ~ ! HighImportance
Paste B u \ = = B :¥ | Address Check Attach Atftach Signature Zoom
L B Book MNames File Item~ - § LowImportance
_lipboard Basic Text MNames Include Tags
From ~ rob.cheltenham@gmail com
W
r— To... David Murray <davem @cctalobal.com >
Send - -
Bec...
Subject: RE: Future Projects

-—---0riginal Message -----

From: David Murray [maifto:davem@cctglobal.com]
Sent: 16 April 2010 14:52

To: rob.cheftenham@gmail.com

Cc: feedback@cctglobal.com

Subject: Future Projects

HI,
Do you have any feedback from our customers on future projects?
Regards

David Murray - Cheltenham Courseware Pty. Ltd.

Joondalup Business Centre
15 Barron Parade, loondalup, WA 6027, Australia »

A\ See more about: David Murray., [ | .

Outlook automatically inserts the email address of the sender into the To field. The
subjectis also copied with the text RE: inserted at the start.

e Type your replyin the message text area, just above the original message.
e Send your message by clicking on the Send icon.

Send

Replying to the sender and all recipients of a message

e Open your Inbox folder and select a message that was sentto many recipients.
e Click on the Home tab.
e Click the Reply All button displayed within the Respond group on the ribbon.
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Ig“ _i] ) |+ Inbox - rob.cl
File Home Send / Receive Folder View
£ [‘_' 5 lanore = =2l .
[ x ‘ ‘ = ahdeetmg
% L}gClEaﬂ Up - %
MNew  Mew Delete | Reply | Reply Forward B prore -
E-mail Ttems~ | S Junk ~ Al =
MNew Delete Respond

e AMessage window will open containing the text of the message you are replying to.
3 d > | = RE: Future Projects - Message (Plain Teat) = @ =

!-'=:|5' | Message Insert Options Format Text Review [~ 9

=3 = T T g8 @] B¢ W Follow Up =

J v A @ 'l] _ml '—Z'I ' High[mp:rtar.rs A

Pa‘st! B 7 U aly X E = = i B ag:r;:& rC;:r:c!I( -‘-t;::h ;i:::? il\]n‘ature § Lowinporianis Zoom

ipboard Basic Text MNames Include Tags Zoam |

From rob.cheltenham@gmail.com
=] T0w David Murray <davemBEcctolobal, com >
Send
Ce feedhackBcctnlobal, com
Bee
Subject: Rf_ Fuiurt Fr.c-J:t.ts

—----0riginal Message--—

From: David Murray [maitto:davem@cctglobal.com]

Sent: 16 April 2010 14:52

To: rob.cheltenham@gmail.com

Cc: feedback@cctglobal.com

Subject: Future Projects

Hi,

Do you have any feedback from our customers on future projects?

Regards

;avld Murray - Cheltenham Courseware Pty. Ltd.

Joondalup Business Centre

15 Barron Parade, Joondalup, WA 6027, Australia -

/M See more about: David Murray. :D ~
You will see that Outlook has automatically inserted the email address of the sender,
plus anyrecipients of the original message.
Type your replyin the message text area, just above the original message.
Send your message by clicking on the Send icon.
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Send

Setting message reply options so that the original message is

inserted, or not inserted

e Click on the Fle tab and select the Options button from the menu on the left.

o]l | Inbox -
File Home Send / Receive Folder View
Save As .
Account Information
L_@Q Save Attachments
=3 rob.cheltenham@gmail.com
nfa 4 IMAP/SMTP
Add Account
Open
Print = Account Setting
aiu Meodify settings fori
Help A-__J.;t connections.
ccoun
Settings -
] Options
XK Euit
e Mailbox Cleanu|
[= }} Manage the size of y
—— archiving.

Outiook Opticns

Generat >’ - -
$ General options for working with Outiook

Mail

al User Intertace options

Contscty 4| Show Mind Toolbar en seledtion
7| Enabde Live Preview
Calar e Sibeer| v |

urnial — T

SepeenTin atyle:  Show feature descriptions in SoeenTips [=]

Persanalite your copy of MirosoR Offce

User name: | Robert
[nitiaks: R

Start up options

1 mtake Qutiook the default program for E-mall, Contacts, and Calendas

EE =
Detault Frograms..
ok | | Cancel |
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Select the Mail button from the list at the left of the Outlook Options dialog box.

Settings relating to email will be displayed in the main area.

Add-Ins
= Customize how items are marked as read when using the Reading Pane,
Trust Center =

Message arrival

rI When new messages arrive:

__I /] Play a sound

| Briefly change the mouse polinter
Show an erwvelope icon in the taskbar

< [

<

Enable preview for Rights Protected messages (May Impact perfarmancej

Conwersation Clean Up

J_ Cleaned-up items will go to this folder: Browse...

Outlook Options |- 7]
General < =
| Change the settings for messages you create and receve

Mail
Calendar Compose messages
Contacts _j‘:'- Change the editing settings for messages. Editar Options... =
Tasks Compose messages in this format | HTML |T|
Motes and Journal

"\3? | Aways check spelling before sending l Spelling and Autocormect,.. |
Search L

4| Ignore original message text in reply or forward
Mabile
-t f

ang / reate or modify signatures for messages, | Signatures...
Language Y Creat diffy it f |5 t
Advanced
Customize Ribbon ‘\l? Use stationery to change default fonts and styles, colors, and backgrounds, Stationery and Fonts.,. |

AL o e )
Quick Access Toolbar

Outiook panes

| Reading Pane..

Display a Desktop Alert | Desktop Alert Settings...

ok | [ coancet |

-

Scroll down the list of options until the Replies and forwards section is visible.

Tasks When replying to a message: Include original message text

Motes and Journal

When forwarding a message: Include original message text
Search

Preface each line in a plain-text message with: |>
Maobile

Outlook Options b
|¥| Use animations when expanding conversations and groups
General
Mail Replies and forwards
Calendar L%|\§ [] Close original message window when replying or forwarding
= |:| Preface comments with:  |Robert Mewman
Contacts

To control whether/how the original message is inserted when you replyto a
message click on the button to the right of the When replying to a message text.
Select the reply style that you require, try selecting Do not include original

mesSsage.
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Replies and forwards

,-_);I = |:| Close original message window when replying or forwarding
=Y

=t [] Preface comments with: |Robert Newman

Include original message text E
‘When forwarding a message: % Do not include original message

Preface each line in a plain-

When replying to a message:

(]

Attach ariginal message

Save messages

“ Automatically save items tha
T

= Save to this folder | Drafis
Includ d indent ariginal text
] When replying to a messag nclude and indent original message te Ider

Include original message text

Ak

Save forwarded messages
Save copies of messages in
Use Unicode format

Prefix each line of the original message

Click on the OK button to close the Outlook Options dialog box.

Try replying to a message from your Inbox, you should now find that the original
message is not now inserted into the message text area.

Re-open the Outlook Options dialog box and reset the reply style back to Include
original message text.

Printing a message

To print a message, first select the message by clicking on its entryin the message
list.

Click on the Hle tab and select Print from the menu on the left.

@ =9 | Inbox - rob.cheltenham@gmail.com -

m Home Send / Receive Folder View

Save As

Print Settings

L—EIQ Save Attachments @
Specify how you want the item to be printed and

then click Print.

Info Print
Open -
i Printer
5 4
Rt 4 , 7 Send To OneMote 2010 .
% Ready
Help
4y Print Options
] Options A
Print What
K Exit

Table Style

‘ Memo Style
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e Click on the Print icon.

Print

e The message is now printed.

Previewing a message before printing

e Selectthe message you wish to print preview.
e Click on the Hle tab and select Print from the menu on the left.

ol
J File Home Send / Ry

B save as

Ua Save Attachments
Info

Open

Print

| Help

e Apreview of how the message will be printed is shown to the right of the printing
options.

nat

1 I hwa Sty
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Printing Options

e More sophisticated printing settings can be accessed by clicking on the Fle tab and
selecting Print from the menu on the left.

v

File Home send / R
Save As

@Q Save Attachments

Info

Open

Print

il

Help

e Now click on the Print Options button.

v

@ 5 9 |
File Haome Send / Receive Folder View
Save As _
Print 5S¢
@g Save Attachments @
: Specify b
Info Print then clic
Open )
: Printer
: y
Print “ ;7 5end To OneNote 2(
%Reaclv
Help
5§ Print Optiens
:] Options ;
Print What
K Exit
=

e The options in this dialog box allow you to choose how many copies of the message
are printed and the style of printing.
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[ Print @ﬁ

Printer

Name: Send To OneNote 2010 (=]

Status:

Type: Send To Microsoft OneMote 2010 Driver

Where: [ Print to file
Comment:

Print style Copies

Table Style Page Setup... Mumber of pages:

% Mumber of copies: |1 =
. Mema Style .

Define Styles.. [] Collate copies
it

Page range
i@ Al
(7 Pages:

Type page numbers andfor page ranges separated by
commas counting from the start of the item. For
example, type 1, 3 or 5-12.

Print options

A Print attached files, Attachments will print to the
default printer anly,

[ Print ] [ Preview ] [ Cancel ]

e Clicking on the Print button will close the Print dialog box and print the message
using your chosen options.
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Manipulating Text and Files

Selecting a word within the Message window

e Open a newmessage window & enter 3 paragraphs of text.

MEdD O |= Untitled - Message (HTML) = = 53
File Message Insert Options Format Text Review & 0
= “ x| r= = feeral i g Follow Up = [ =]

) 0 calbrigoa-iu - A AT ECiEC 8 Qaﬁ o l[j <V ¥ Follow e 1
I ¥ High Importance
Paste B 7 abr. A . iF & Address Check | Attach Attach Signature Zoom
v j u A == .! .F Book Mames File  Item = v 4 LowImportance
Clipboard s Basic Text " MNames Include Tags « | Zoom
To.
—y Ce
Send
B
Subject:
_U‘.g]

This is some sample text for my email. Sending emails is a very efficient method of communication. This is some sample text for
my email. Sending emails is a very efficient method of communication. This is some sample text for my email. Sending emailsisa
very efficient method of communication. This is some sample text for my email. Sending emails is a very efficient mathod of
communication. This is some sample text for my email. Sending emails is a very efficient method of communication. This is some
sample text for my email. Sending emails is a very efficient method of communication. This is some sample text for my email.
Sending emails is a very efficient method of communication.

This is some sample text for my email. Sending emails is a very efficient method of communication. This is some sample text for
my email. Sending emails is a very efficient method of communication. This is some sample text for my email. Sendingemailsisa
very efficient method of communication. This is some sample text for my email. Sending emails is a very efficient method of
communication. This is some sample text for my email. Sending emails is a very efficient method of communication.

This is some sample text for my email. Sending emails is a very efficient method of communication. This is some sample text for
my email. Sending emails is a very efficient method of communication. This is some sample text for my email. Sending emailsisa
very efficient method of communication. This is some sample text for my email. Sending emails is a very efficient method of
communication.

e Selecta word by double clicking on the word of your choice. Once selected the
word will be highlighted.

wxt for my email. Sending emails is a
nail. Sending emals is a very efficier
ymails is a very effiient method of c

Selecting a line within the Message window

e Move your mouse pointer into the left margin next to the line you wantto select. The
mouse pointer will flip over to point to the right.
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This is some sample text foi
sample text for my email. &
for my email. Sending ema

Click the mouse button, the line will be selected and highlighted.

This is some sample text for my en
sample text for my email. Sending
for my email. Sending emailsisav

Selecting a paragraph within the Message window

Triple-click the left mouse button anywhere within the paragraph you want to select.

very ethicient method ot communication. |his s some sample text tor my email. Sending emails I1s a very etticient
method of communication.

This is some sample text for my email. Sending emails is a very efficient method of communication. This is some
sample text forrqy email. Sending emails is a very efficient method of communication. This is some sample text
for my email. Slglding emails is a very efficient method of communication. This is some sample text for my email.
Sending emails is a very efficient method of communication.

This is some sample text for my email. Sending emails is a very efficient method of communication. This is some

caranla favt Far mar nmnail | Candina amaile ic A wunnr afficinnd mnathad Af crnenminratinn . Thic ic crmn cammla faud

The selected paragraph will be highlighted.

Selecting all text within the Message window

Press the Ctrl-A key combination. All of the text in the message text area will now
be selected and highlighted.

This is some sample text for my email. Sending emails is a very efficient method of communication. This is some
sample text for my email. Sending emails is a very efficient method of communication. This is some sample text
for my email. Sending emails is a very efficient method of communication. This is some sample text for my email.
Sending emails is a very efficient method of communication. This is some sample text for my email. Sending
emails is a very efficient method of communication. This is some sample text for my email. Sending emails is a

very efficient method of communication. This is some sawle text for my email. Sending emails is a very efficient
method of communication.

This is some sample text for my email. Sending emails is a very efficient method of communication. This is some
sample text for my email. Sending emails is a very efficient method of communication. This is some sample text
for my email. Sending emails is a very efficient method of communication. This is some sample text for my email.
Sending emails is a very efficient method of communication.

This is some sample text for my email. Sending emails is a very efficient method of communication. This is some
sample text for my email. Sending emails is a very efficient method of communication. This is some sample text
for my email. Sending emails is a very efficient method of communication.

Click once on the message text to clear the selection.
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Selecting text using the mouse

e Locate the start of the text you want to select with your mouse pointer.

e Press the left mouse button and whilst keeping the mouse button pressed down,
move the mouse pointer to the last piece of text you wish to select.

e Release the mouse button, the text will remain selected and highlighted.

ext for my email. Sending emails is a very efficient method of communice
mail. Sending emails is a very efficient method of communicatiof. This is
emails is a very efficient method of communication. This is some sample 1

Copying text to the Clipboard from a message

e Selectthe text you wish to copy.

e Press the Ctrl-C key combination, or click the Copy icon in the Clipboard group on
the ribbon.

e

EXIN™ R L) =
Message Insert
J L. Calibri (Body = 11
Past = g
aste B 7 U %~
- ‘; -
Clipboard E

Pasting text from the Clipboard into a message

e Click your mouse at the end of the message to move the textinsertion point.

e Press the Ctrl-V key combination, or click the Paste icon in the Clipboard group on
the ribbon.

-

2l 9 =
Message Insert
J & Calibri (Body =~ 11
Past i by
aste B S U °2
> 7 =
Clipboars

Copying text from one message to another
e Open a second new message window.
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Re-display the first message containing your text.

Select some text of your choice and copy it to the clipboard.

Select the new message window and click within the message text area.
Paste text from the clipboard into the message text area.

Close the new message window and re-display the first message containing your
text.

Cutting text to the Clipboard from a message

Select the text you wish to cut/move to the clipboard.

Press the Ctrl-X key combination, or click the Cut icon in the Clipboard group on
the ribbon.

2l 9 =

| Message Insert Op

& Calibri [Body~ 11 -~ A
=F |
Paste ¥ B J U a'j;,?‘-é

Clipboard Basic

Moving text from one message to another

Select the text you wish to cut/move to the clipboard and press the Ctrl-X key
combination.

Open a new message window and click within the empty message text area.
Paste text from the clipboard into the message text area (by pressing Ctrl-V).

Close the new message window and re-display the first message containing your
text.

Copying text from another application into a message

Open the Windows Notepad application.
Enter some text into the Notepad window.
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| Untitled - Notepad = =R ==
File Edit Format View Help

This is some text that I would Tike to copy
into my message|.

e Press Ctrl-Ato selectthe textin the Notepad window.

e Press Ctrl-Cto copy the text to the clipboard.

e Re-displaythe Outlook message window containing your sample text.

e Click your mouse at the end of the message to move the text insertion point.
e Press the Ctrl-V keyto paste the text into your message.

FAINIE LEAL TWE 1INy Sinidil. TIAIE il > d vyely =i

for my email. Sending emails is a very efficient methot

This is some text that | would like to copy
into my message.

e Close the Notepad window by clicking on the close icon in the top-right of the
window.

Deleting text in a message

e Selectthe text you wish to delete.
e Press the Delete key.

Deleting text to the left of the insertion point

e Click atthe end of a word to move the insertion point to that location.

e To delete the letter immediately to the left of the insertion point press the
Backspace key.

Deleting text to the right of the insertion point

e Click at the start of a word to move the insertion point to that location.
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e To delete the letter immediately to the right of the insertion point press the Delete
key.
e Close the message window without sending the message.

Deleting an attached file from a message
e Locate amessage that has a file attached. Messages with files attached have the
paperclip icon displayed next to them.

4 Yesterday

-~ Mew Course

David Murray Mon 16:16

e Double click on the message to open itin amessage window. The attached files are
listed beneath the subject line.

e Right-click on the attached file you wish to delete and select the Remove
Attachment command from the menu.

Subject: MNew Course

-] Message | { manual.zip (27 KR
Preview

& Qpen
b

Quick Print

David Murray - Cheltenhan ﬁ cave i
Joondalup Business Centr g Save hs
15 Barron Parade, Joondal ¥ Remoye Attachment

53 Copy Attachments
Email: info@cheltenhamca

Web: www.cheltenhamce %

Select All

e The file is deleted from the message.
e Close the message window by clicking on the Close icon in the top-right of the
window. You will see the following dialog box.

Microsoft Qutlook @

The attachments of the message "™ew Course™ have been changed.

-

! 4, Do you want to save changes to this message?

[ Yes ] | Mo | | Cancel |

e Click on the Yes button to save the modified message.
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Contacts

What are contacts?

e The Outlook Contacts folder is an area where you can store information about
people you have regular communication with. The Contacts folder is your address
book.

Opening the Contacts folder

¢ Click on the Contacts button at the bottom of the navigation pane.

b= Mail
ﬁ Calendar

&=| contacts
:Z Tasks

|3 [8] -

Items: 5 |

e The Contacts folder will be displayed as illustrated.

=ofm F o

i i 1 = 3 1 o rorward Conte -
R B X S ows | &) | & 17 e

EEE

N - (1)
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Note: At this stage you may not see any contact cards displayed in the main screen
area.

Creating a contact

e Create a contact by clicking on the New Contact button, located in the New group
on the Home tab of the ribbon.

File Home send / Receive

=—1 _Ef
L
Mew |MNew Contact MNew Delete E-t

Contact Group Items

Mew Delete

)
[l I

o Wy Contacts <

e The Contact window will open as illustrated.

84 5 |= Untitied - Conftact [— TR C1 B
| File || contat Insert Format Text Review & g
WX ey S8 me D) N Y a
1 == '*'_4 p— —! @ Certificates — B e —— F 1 i
Save & Delete Save & Forward OneMote | |Geneml| Details __ E-mail Meeting More Address Check Bustness Picture Categorize Follow Private
Cloge v = . IS A Fieds . Book Names Card - . Up =
Show nicate Names ags | Zoom
Full Name-...
Company:
Job title
Filg a5
Internet
Bl E-mail..,
Djsplay as:
\splay Notes
Web page address: l.?'
IM address; ~

Phone numbers
Business..
Home.,
Butiness Fax..,
Maobile...

Addrasses

Business..

| This is the mailing
address

e Fillin the fields using the details of one of your fellow students. In particular make
sure that you enter their email address into the E-mail box.

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



Outlook 2010 Basics Page 65

Internet

Gl E-mail... -

e Click the Save & Close icon on the ribbon to close the Contact window and create
your contact.

FE™| =

ﬁ Contact | Insert

Save & |Delete Save & Forward
Close MNew - <

Actions

e You should now see a contact card displayed for your new contact.
BEloggs, Joe

Joe Bloggs
Pipe Waord Ltd

joeb@example.com

e Repeatthese steps to add atleast 2 more contacts.

Adding the sender of a message to contacts

e Open the Inboxfolder and select a message.

e Rightclick on the senders emails address (normally displayed just below the subject
line) and select the Add to Outlook Contacts command.
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David Murray [davem@cctglobal.com]

Extra lin 4 @ Cut d.
sentt 1 B3y Copy
To r

Davi IE__"I;

Add to Outlook Contacts are Pty. Ltd.

Joo —_——
15 Bz B 27, Australia
Contact Card

The Contacts window will open. Outlook will pre-fill as many fields as possible

using information from the email.

HEHd2™ e ¢ |= David Murray - Contact

o EBEOOR
@ Contact Insert Farmat Text Review o @
| x H 5_@‘._ . W | a.—l [BEL. (&3 Activities s 5 =l LEA 4 SH %! g [~ [ Y |f.|
. = mE | [y = feusr 7 % 4 I ¥
Il'.i & =1 @ =] 33 centficates | R -~ PN .
Save & Delete Save & Forward OneNote |General| Details E-mail Meeting More Address Check | Business Picture Categorize Follow Private
Close New ~ | B 20 Fielas - Book Mames Card E Up~
Actinns Show Communicate MNames Options Tags Zoom
Full Mame., David Murray David Murray
Company: § ! davem@cctglobal, com
Job titie:
File as: Murray, David
Internet
4l E-mail. - | | davem@cctalobal com |
Display as: David Murray |
= Hotes
Web page address: | I‘.‘,_; |
IM address: ]. =
Phone numbers |
Business... hd |
Home.., =Ji] |
Business Fax., <1 || |
Mabile... - |
Addresies
Business... =) e =
[ This ks the mailing b
address ap It
-
/Ay See more about: David Murray. LJ ~
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¢ Fill in the remaining fields and click on the Save & Close icon on the ribbon.

IHI ™ e 95

File Contact Insert

Sawve & |Delete Save & Forward
Close Mew = <

Actions

Addressing an email to a contact

e Open the Inboxfolder.

e Selectthe Home tab.

e Click on the New E-mail button displayed on the ribbon to open a new Message
window.

e Click on the To button.

Clipboard Bz

Ce..
Send

e The Select Names: Contacts dialog boxwill be displayed as illustrated.

Select Mames: Contacts @
Search: @ Nameonly () More columns  Address Book
Go Contacts - rob. cheltenham@gmail. com - Advanced Find
| MName Display Name E-mail Address
3 David Murray David Murray [davem@cttglobal com) davem@cctglobal com
& Hiral Patel Hiral Patel (hp@example.com) hpi@example.com
& Joe Blogas Joe Bloggs (joeb@example.com) joeb@example.com
& Robert Newman Robert Newman (robn@cctglobal.com) robn@cctglobal.com
4| i | P
To -
Cc-=
Bcc -
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Notice that your contacts are listed in the dialog box.

e Selectone of your contacts from the list by clicking on their name. The selected
contact will be highlighted.

e Click on the To -> button. The name of the contact will be inserted into the box
beside the button. This has told Outlook that you wish to address the email to this
person.

Ahmed Chalabi (ahmed @example.com)

You could also have clicked on the Cc or Bcc buttons to send them a carbon copy
of the email.

e Click on the OK button to close the Select Names: Contacts dialog box. Outlook
will copy the contacts email address into the Message window.

Clipboard Basic Text
From = rob.cheltenham@gmail.com
_u
E | To... Ahmed Chalabi (ahmed @example.com)

S5end
e,

Bee...

e Enter a subjectand some textinto the message text area.
e Sendthe message.

Deleting a contact

e Open the Contacts folder.
e Click on a contact you wish to delete. The contact will be selected and highlighted.
e Press the Delete key. The contact will be moved to the Deleted Items folder.

What is a contact group?

e Acontactgroup is a collection of contacts. Acontact group allows you to maintain a
list of contacts so that you can make contact with them as a group. For example you
may have a distribution list called “customers” allowing you to email details of new
products and offers to prospective customers.

Creating a new contact group

e Open the Contacts folder.
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e Selectthe Home tab.

e Click on the New Contact Group button contained within the New group on the
ribbon.

o] ™|+

El Home Send / Receive Folder L")
&l & [ X B &%

MNew | Mew Contact | New Delete E-mail Meetin
Contad Group tems

MNew Delete Communi

e The Contact Group window will be displayed.

Sldo 0 e s Untitled - Contact Group = =B &
|' File | Contact Group Insert Format Text Review & 0
X% | 8 & e HYAa
i =3 |8 =P S =F B
Save & Delete Forward |Members| Notes Add 1 i E-mail Meeting | Categorize Follow Private
Close Group Group = | Members * Member No - Up~
Actions il show Members | Communicate | Tags om
Mame:
J[Name = E-mail

There are no items to show In this view.

e Give your contact group a name by typing itinto the Name box. Use the name
Students.

Llase  Group Group = remiel
‘ Actions Show
Mame: |5tudents

3! Mame =&

e Click the Save & Close icon on the ribbon.
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2l d9 - ¥ |5

File Contact Group Inse
d X L @

Save & |Delete Forward | |Members
Close |Group Group~
Actions Sho

e Anew contact card will be created for your contact group.

Students

Students
Group

Adding an email address to a contact group
Open the Students contact group by double clicking on the Students contact card.

The Contact Group window will be displayed.
Click on the Add Members button, displayed in the Members group on the ribbon.

Students - Contact C

2| d * ¥ |3

File Contact Group Insert Format Text Review
—
iy | B |
m x = : gﬂ}'

Save & Delete Forward | |Members| Notes Add Femove Update
Close Group Group = Members ~|Membe
Actions Show Members

e From the displayed menu select the New E-mail Contact option.
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Format Text Review
i o
B Add
Members =

&7
£

E-mai

8 From Outlook Contacts ™M

From Address Book
34. Mew E-mail Contact

The cm e = ihmmm e b meen ©

- Lleia ..

The Add New Member dialog boxwill be displayed.

Add to Contacts

Add New Member ==
%% Display name:
E-mail address:
E-mail type: SMTF Custom type ]

Internet format: | Let Outlook decide the best sending format E

.

0K Cancel

Enter the name of one of your fellow students into the Display name box. Enter
their email address into the E-mail address box.

Add Mew Member

%% Display name: James Masters

E-mail address: | jm@example.com|

Click on the OK button

to add this email address to the contact group. You will find

that the person you added to the listis now displayed in the Contact Group window.
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CEIN™ &« ¥ |= Students - Contact Group

all=3 Contact Group Insert Format Text Review
Iéi?(g S L) & &5 HRE

Save & Delete Forward | |Members| Motes Add Remove Update = E-mail Meetin
Close Group Group~ Members = Member MNow
Actions Show FMembers Communicate

Mame: Students

| Name & E-mail
5= lames Masters jmEexample.com

e Repeatthese steps to add the other email addresses on the list provided by your
tutor.

e Save and close the Students contact group.

BEH9 U+ ¥+

File Contact Group Inse

dx = @

Save & |Delete Forward | |Members
Close |Group Group =

Actions Sho

Removing an email address from a contact group

e Open the Students contact group and select an email address you wantto delete
from the group. To selectan email address click on the name or email address, the

selected entry will be highlighted.
e Click the Remove Member button, displayed on the ribbon.

& (& (a8
4r = =

Add Femove JJpdate
Members = [Member | Mow

Members

e The email address will be removed from the contact group.
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Save and close the Students contact group.

CEN™ |+

ile Contact Group Inse

|
(X | B
Save & |Delete Forward | |Members

Close |Group Group =
Actions 5hao

Sending an email to a contact group

Open the Inbox folder.

Selectthe Home tab.

Click on the New E-mail button displayed on the ribbon to open a new Message
window.

Type the name of your contact group into the To box, in this case type Students.
After a few seconds Outlook will recognize that you have entered the name of a
contact group, a box containing a plus symbol will be displayed next to the contact
group name.

v omm—— T ) u ¥ ]
-

Clipboard Basic Text

To... Students

L

Enter a subject and some text into the message text area.
Send the message as nomal.
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Organizing Mail

Searching for a message

e Displaythe Inbox folder. Located above the list of messages is the Search box, as
illustrated.

search Inbox [Ctrl=E] B2

Arrange By: Date (Conversations)| Newest on top

e Type a word into the search box. Outlook will search the Inboxand list any
messages that contain that word.

0| & 11 = | Inbox - rob.cheltenham@gmail.com - Microsoft Outlook = = =
Hame Send / Recelve Foider View Search [~ 0
s |3 Current Folder - = ] Week - Y Flagged
’i All Subtolders — 8§, Sent o~ ¥ important
All Mai From Subject
ttems ‘I All Qutlook Hems Aftachments i Unread ok More -
5 fe
4 Favorites J ¢
Futur » i
) tnbiox Future Projects )
Arcanoe By: Date IComveisations) Hewest on lon :
(3 Sent ltems Atangeiy-De ENSItOnG] Hewt it otap David Murray [davem@cctglobal.com] ]
(3] Deleted ltems (2 Last W Extra line breaks in this message were remaved f
- ast Week
-] Inbox Fri 16,04/2010 14:52 'E
2| Future Projects rat cheltenham@gmall com i
4 Dutlaok Data File David Murray Fril6/od feedback @cciglobal.com H
2
] Imbont =B |
I Hi, ]
51 Dvairs L) Tre seazching again in All Mail fems, £
=3 Sent Hems 5
1) Deleted Nems 12) Do you have any feedback fram aur custamars on future projects? E
4 Mewrs Feed Re
gards
|44 Outbou h
) RSS Feeds _ E
SN EChae David Murray - Cheltenham Courseware Pty, Ltd, :
@ [ob, cheltenham @ gmail com Joondalup Business Centre E
i =
| \inbax 15 Barron Parade, Joondalup, WA 6027, Australia =
{3 Deleted ttams
% Email: info@cheltenhamcourseware .com.au
Ll [Gaagle Mai] Web: www.cheltenhamcourseware.com.au
L@ Junk E-mapt
Lt Within Australia  Outside Australia
Ll Receipts Phone 1300 852204 Phone: +61 & 9300 1505
3 Seanch Folders Fax: 1300 852 206 Fax: +61 89301 2575
B L P PP e
A Work
This e-mail and any files transmitted with it have come from Cheltenham
| Mall Courseware Pty. Ltd., and are confidential and intended salely for the use of
the intended recipient.
| Calendat Mo-one else may retain, use, copy, farward, distribute or place any reliance
an all or any of it in any form. If you receive this e-mail in error, please
8- Contacts cantact us. This e-mail and any attachments have been scanned for the
presence of computer viruses. However, itis always advisable to runavirus |
Ll - /& See more about: David Murray, __J__J__ i *
Filter applisd @ Connected | [ £3 100% (= - +

Searching for messages by sender, subject or content

e Click within the Search box, located above the message list.
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Search Inbox [Ctrl=E] 2

Arrange By: Date [Conversations)| Mewest ontop

e The Search tab will be displayed on the ribbon.

ﬂ| _j IS ‘ Search 0015 ‘ Inbox - rob.cheltenham@gmail.com - Microsoft OQutlock

Home Send / Receive Folder View Search

g [E3 Current Folder| 331 j @ EE—' [ This Week ~ W Flagged @ 2@” E

Al Subfolders ?_, SentTo - ‘i Important

All Mail From Subject Has Categorized Recent Search Close
Items % All Qutlook Items Attachments - [-=d Unread '# More ~ Searches * Tools = | Search
Scope Refine Options Close

e The buttons on the Refine group allow you to specify which areas of the messages
are searched. For example, if you wanted to search the message subject only you
would click on the Subject button and then enter your search word. Experiment with
these features.

Creating a new mail folder

e Open the Inboxfolder.
e Click on the Folder tab.

_ﬂ| _j & Inbox - reb.cheltenham@gmail.com - Micresoft Outlook
File. Home Send / Receive Folder Wiew
E LFy Copy Folder ¥ 1l N \ I I_-d il
- I B = . - = ¥
Mew Mew Search | Rename __ - B Mark All Clean Up Delete Purge | |Showin|| AutoArchive Folde Folder
Folder  Folder Folder Lo Uelete FOlder | ac Read Folder~ Al - Favorites Settings Permissions Properties
Mew Actions Clean Up Favarites Properties

e Click on the New Folder button in the New group on the ribbon.

EH'j |+

Mew [Mew Search | Fe
Folder Faolder F

Jew

e The Create New Folder dialog box will be displayed.
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Create Mew Folder @

Mame:

Folder contains:
IMaiI and Post Items -

Select where to place the folder:

a = rob.cheltenham@gmail.com *
U] Inbox
@ Deleted Items

» [ [Google Mail]

L@ Junk E-mail
1 Personal
[J Receipts
3 Travel
3 Work

m

[ oK ] I Cancel I

e Type the word Projects into the Name box.

Create Mew Folder @

MName:

Projects

e Click on the OK button. Asub-folder called Projects will now appear under the Inbox
folder in the navigation pane.

4| ] Inbox
|_J Projects
- |a] Deleted ltems

Moving a message to a different folder
e Open your Inboxfolder.
e Locate amessage and position the mouse pointer over it.

e Press the left mouse button and whilst keeping the button pressed down move the
mouse button to the Projects folder in the navigation pane.

Notice that the mouse pointer has a rectangle attached to it, this represents the
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message you are moving.

¢ Release the mouse button and the message will be moved to the Projects folder.

Deleting a mail folder

e Right-click on the Projects folder in the navigation pane.

4[] Inbox
4 Projects
- 3] Deleted Items B Openin Mew Window
* _d [Google Mail] [y Mew Folder..
L@ Junk E-mail 3§ Rename Folder
[ Personal L Fold
4 opy Faolder
[ Receipts s;—" =opy
L4 Search Folders 43 Move Folder
4 Trawvel Ls4 Delete Folder
Work ,
— ~] Mark All as Read

e Selectthe Delete Folder command from the menu. The following dialog boxis
displayed.

o )

Microsoft Qutlook @

! . Are you sure you want to delete the folder "Projects™ and move all of its contents into the Deleted Ttems folder?

e Click on the Yes button and the mail folder will be moved to the Deleted Iltems folder.

Sorting the contents of the Inbox

e Bydefault Outlook lists the contents of the Inbox folder in date order. You can
change this behavior by clicking on the Arrange By text located under the Search

box.

Search Inbox [Ctrl=E) =

%

Arrange By: Date (Conversations) | Mewest on top
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Search Inbox (Ctrl+E)

Arrange B},: Dat.:_l [Comare atinmcl | Blowsiact nom +|:|r:|
v | Date [Conversations)

4 Yesterday From
b= Mew Cou To
David M : 16:
.............................................. size
. 4 Last Week Subject
.~ Future P Type
David ki LEA
. Attachments !
b= Meeting
David b Account L&A
L Microsof Importance
Microsof LA
¥ | Showin Groups
£y Conversations d
g Miew Settings...

e Try selecting some of the other arrangement options such as Subject, FFom, To
and Size and observe the effect on the Inbox.

e Restore the Inbox back to date order.

Deleting a message

e To delete amessage, firstselect the message by clicking on its entryin the Inbox
message list.

e Click on the Delete button, displayed on the ribbon within the Delete group in the
Home tab.

]| 559 =

Cile. Home Send / Receive Folder View

Jj "% [%) lgnore x _%'I _%k]

2k Clean Up ~
Mew  MNew Delete Reply Reply F
E-mail Items~ |G Junk~ o

New Delete Re

e The message is moved to the Deleted Items folder.
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Opening the ‘Deleted ltems’ folder

Locate the Deleted Items folder listed in the Outlook navigation pane.

=] Inbox
L. Drafts [2]
—4 Sent Items
| 5 Deleted items (1)

[ Mews Feed
= Pathaw

Depending on your email system, you may have more than one Deleted ltems
folder.

Click on the Deleted Items text to open the Deleted Items folder.

Restoring a message from the ‘Deleted Items’ folder

The contents of the Deleted Items folder are displayed to the right of the navigation
pane.

Locate the message you deleted earlier and position the mouse pointer over it.

Press the left mouse button and whilst keeping the button pressed down move the
mouse pointer to the Inbox folder in the navigation pane.

Notice that the mouse pointer has a rectangle attached to it, this represents the
message you are moving.

Release the mouse button and the message will be deposited in the Inbox folder.

Emptying the ‘Deleted ltems’ folder

Open the Deleted ltems folder.
Select the Folder tab.

Click on the Empty Folder button contained within the Clean Up section of the
ribbon.

Deleted Items - Qutl

1]

Home Send / Receive Folder View
¥ U™y Copy Folder |J ] \II
S =» EK| €y
Mew Mew Search B hark All Run Rules Clean Ug Empty
Folder Folder . as Read Mow Folder =] Folder
Mew Actions Clean Up
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Automatically emptying the ‘Deleted Items’ folder when you exit
Outlook

Click on the Hle tab and select the Options button from the menu on the left.

0|9 |

File Haome
Save As

@Q Save Attachments

Info

.

Open
Print

Help

] Options

> Exit

The Outlook Options dialog boxwill be displayed.

Inbox -

Send / Receive Folder View

Account Information

=== rob.cheltenham@gmail.com
IMAP/SMTP

Add Account

= Account Setting
il\“ Maodify settings fori

: connections,
Account
Settings ~
| Mailbox Cleanu|
_ uj
G \ﬁ Manage the size of y
archiving.
1

Color scheme: | Sitver | w

Username:  Robert

Initizls ]

Start up apions

ScreenTip style: | Show Teatur

¥ Make Dutlook the defsult pregram for E-mail Comtacts, and Calandar

Outieok Options
General . . N
i ;‘ General options for warking with Cutloolke
Calendat Uset Interface options
Contacts ¥| Show Mini Toolbar on selection
| Enable Live Preview
Tasks

desoriptions in ScreenTips -

Personalize yous copy of Microsoft Office

Default Programs... |

Cancel |

Select the Advanced button from the list at the left of the Outlook Options dialog

box.
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e Tick the check boxlabeled Empty the Deleted Items folders when exiting
Outlook.

Outlook Options
General .J . . .
7' Options for working with Outlook.
Mail
Calendar Outlook panes
Contacts Customize Qutlook panes.

Tasks

Motes and Journal

Search

Outlook start and exit
Mobile
/| start Outiook in this folder: [ Jjinbox
Language .
||:| Empty Deleted Items folders when exiting Outlookl
l Advanced l

AutoArchive

e Click on the OK button to close the Outlook Options dialog box.

Flagging a message

e To flag a message click on the Hag icon displayed next to the message in the Inbox
folder.

.~ Future Projects

David Murray Fri 150
— Meeting [FowerPoint] ?
David Murray Fri 16,/04

— Microsoft Qutlook Test Message
Microsoft Qutlook Wed 14,04

Removing a flag mark from a mail message

e Toremove aflag from a message, right-click on the Hag icon and select the Clear
Flag command from the menu.
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—4 Future Projects ko ey E
David Murray Fri 16,04 V| Today @
\’ Tomaorrow lak
Y This Week
% Mext Week
V Mo Date
fee
¥ Custom..,
i Add Reminder...
" Mark Complete

Clear Flag "

155

158 Rarrmm Darada I

Set Quick Click...

Marking a message as unread

e To mark amessage that you have read as unread, right-click on the message on the
Inbox folder and select Mark as Unread command from the menu.

»—y Future Projects § e Tri

David Murray =3 Lopy ‘oh
B Quick Print -
4 Reply
il Reply All

=

ks Forward bu
% Mark as Unread
Om Categorize —d

?’ Follow Up 4

=Y - e oo . 1=

Marking a message as read

e To mark amessage that you have notread as read, right-click on the message on
the Inbox folder and select Mark as Read command from the menu.

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



Outlook 2010 Basics Page 83

| Future Projects ‘f
_______________ David MUf 2y cop, Fri16/04
Qhuick Print
Beply
Reply All
Forward

Mark as Read

Categorize L4
Follow Up k
Find Related »

Quick Steps k
More Actions *

XD we NP €E0L|E L4 &

Rules L4
Maove 3
Ignore
Junk 4
Delete
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Customizing Settings

Displaying or hiding the ribbon

e Click on the Minimize the Ribbon button, displayed at the top-right of the Outlook
window.

= EEE3

[l

3
1
e The ribbon is now hidden from view.

e Repeating the above restores the ribbon.

Adding an Inbox heading

e You can customize the information shown about each email listed in the Inbox
folder.

e Click on the View tab.

e Click on the View Settings button, displayed in the Current View group on the
ribbon.

0|59 |- Inbox - r

Home Send / Receive Folder View
— i 4—;; . i i
Lo | | 4 Date [Conversations) | "&bk From i To

)| S |
: = = [ama!

Changp View | Reset | [ Size =l subject 1 Type

View 7 Settings| |View

CTITTET. VITw Arrangement

e The Advanced View Settings dialog boxis displayed.
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Conditional Farmatting IUzer defined fonts on each message

Spedfy the display formats for each field

Advanced View Settings: Hide Messages Marked for Deletion @
Description
| Columns. .. | Importance, Icon, Header Status, Flag Status, Attachment,...
[ Group By... ] Conversation (ascending)
[ Sort... ] Received (descending)
[ Filter... ] Messages: Advanced
[ Qther Settings. .. ] Fonts and other Table View settings

Format Columns...

[ Reset Current View ] [ Ok ][ Cancel ]

e Click on the Columns button. The Show Columns dialog box will be displayed.

e o)

Show Columns @

Select available columns from:

Frequently-used fields |E|

Available columns; Show these columns in this order:
Auto Forwarded - Impartance p
Categories = Icon
Cc o Header Status
Contacts e Flag Status
Conversation = Attachment
Created From
Do Not AutoArchive New Column... | | o }eect
Cue Date Received
Expiration Date Size
Flag Completed Date
Follow Up Flag
IMAP Status
Message

Originator Delivery Regueste

Properties Delete Move Up Maove

This dialog box allows you to control the information displayed about each message
in the Inbox folder list. The Available columns list on the left of the dialog box
shows the fields that can be added, whilstthe Show these columns in this order
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listing on the rightshows the information that is to be displayed.

Available columns:

Auto Forwarded
Cateqgories

Cc

Contacts
Conversation
Created

Do Mot AutoArchive
Due Date
Expiration Date
Flag Completed Date
Follow Up Flag

Select Message from the Available columns listing.

IJ:F‘

m

’T

MNew

m
%]
[}
i
m

—
m

Click on the Add button to move the Message column across to the Show these

fields in this order list.

Available columns:

Flag Completed Date

Follow Up Flag

IMAF Status

Originator Delivery Requeste
Read

Received Representing Mam
Redpient Mame

Retention Policy

RSS Feed

Sensitivity

Sent

Start Date

Task Subject

To

o
t
[}
i
o
m

Show these columns in this order:

Importance -
Icon

Header Status

Flag Status

Attachment

From

Subject

Received

<- Remove |
Mew Column. .. |

m

Message

Mawve Lp Mo

Click on the Move Up button repeatedly until the Message field is displayed at the

top of the Show these columns in this order list.

Show these columns in this arder:

Message

F

IIII[.".'I Ll:ll | L
Icon
Header Status

Flag Status
AtHarhrmant

Click on the OK button to close the Show Columns dialog box.
Click on the OK button to close the Advanced View Settings dialog box.
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e The message listing will now change. You should now see that the first few lines of
the email are displayed instead of the subject line.

Before:
4 Future Projects
David Murray Fri 16,04
] Meeting (PowerPaint)
David Murray Fri 16,04
-~ Microsoft Outlook Test Message
Microsoft Cutlook Wed 14,04

After:

— David Murray
Hi, Do you have any feedback from our ...

— David Murray
Hi Rob, Iwould like to set-up a meeting...

—J Microsoft Qutlook
This is an e-mail message sent automatical...

Removing an Inbox heading

e Re-open the Show Columns dialog box.
e Select Message from the Show these columns in this order list.

Add - Message

Icon

<~ Remove Header Status
Flag Status
Attachment
From

Subject
Received

Size

Mew Column...

e Click on the Remove button. The Message column should now be moved from the
Show these columns in this order listto the Available columns listing.

e Click on the OK button to close the Show Fields dialog box.
e Click on the OK button to close the Advanced View Settings dialog box.

e The message listing will now change with the message subject displayed once
more.
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Resetting the Inbox headings

e Click on the View tab.
e Click on the Reset View button, displayed in the Current View group on the ribbon.

059 I
ile Home S5end / Receive Folder View

( ; | |2 pat (c ti ]]f«i-’BF
! I gl | | dare Onversations = rom
& ‘& :

Change View |Reset Iﬁ Size :'Es.Jbied
Wiew = Settings | View -

Current View

e The following dialog box will be displayed.

.

Microsoft Qutlook @

l . Are you sure you want to reset the view "Hide Messages Marked for Deletion” to its original settings?

e Click on the Yes button to reset the view.
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