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Installing the Sample Files

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

If you are installing the sample files from the CD-ROM, place the CD-ROM in the
CD drive and copy the files from the

outlook 2003 foundation_eur\exercise_files to the My Documents\Outlook
2003 Foundation Samples folder.

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

Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-user

environment (with individual profiles). The instructions above may require
modification within a Windows multi-user environment. Where possible pre-
install the relevant work files prior to use by students/delegates.

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



Page 6 - Outlook 2003 - Foundation Level Manual

Introduction to Outlook 2003

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

Use the Main Menu

Use the Standard Toolbar
Use the Advanced Toolbar
Use the Navigation Pane
Use the Office Assistant
Customise Outlook Today
Customise a Toolbar
Create a New Toolbar
Create a Custom View
Add Time Zones

Use the Navigation Pane

What is Outlook 20037

Outlook 2003

Outlook 2003 is a fullyintegrated email system that allows you to have accounts
for Internet, Exchange Server and Hotmail emails, and enables you to be a client
for alternate messaging systems.

Outlook 2003 can be used as a time-tracking tool, with calendar, contents and
tasks — as well as a full email system, with access to web sites, and Internet
newsgroups.

Delivery

Outlook 2003 will run on various operating systems, including Windows XP,
Windows ME, Windows NT and Windows 2000. Email messages can be sentin
HTML, Rich Textor Plain Text formats. Depending onithe size, files from most
outside applications can be‘attached ta an email.

Y Setting/up Outlook 2003 to send and receive emails

To send‘and receive 'emailmessages with Outlook 2003 you will'need anemail
account and Internet access.

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

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

Y Exploring the Outlook 2003 Environment

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

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

Mavigation Pane Falder Pane Feading Pane

& Inkasx - blesoesll D (uifook

1
Welcome to Microsoft Outlook 2003

1 S e & mosdday Microselt Ouseok 2003 Taam
| i T
= ] Personal Fekders Tos K Outlook Uver
3] Ceeted T a
."HD“"’ ool Thank yom for wslng Miciesol
% e & Dider L= ifice Guntbeok B3 This version
i E— of Outhzak isthudis new
) b capabiities designed 1o helo you
:i"'“’::mi Fotess, priviite, and 4ol o
£ Hotmad

B CORMIRNC NG frd
infovmition so that you may use
your R maony eficmnly and mons

z. Ragily FANage M e nCIdagng
| Madl firer of incteming e-ml

|Em T v your some sdia of what is
poiibin with Quilesk 05, wa
| .| Contacts harve put together a st of cur
| ;/J Tovnite new fustures.
| et H S Shasmlimed Ml Fensslencs =
18 mewer [Efomine

e All of these changes provide a streamlined interface for improved ease-of-use.

Using the Main Menu

e Main Menu bar holds the various options and commands used within
' > question

Using the Standard Toolbar

e The Standard Toolbar holds a variety of shortcut icons of actions:
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When Outlook is launched, the default setting has the Standard Toolbar sitting
below the Main Menu bar.

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

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

Using the Advanced Toolbar

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

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

Advanced * X

& | pBack o [ [H (& | 9 | [ | Messages A== RN

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

Using the Navigation Pane

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

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

Wiew | Go  Tools  Actions He

M Iendar ContL E

Folder List, Shortcuts, and Joumal icons.
By right clicking on any of the icons in the Navigation pane, a pop-up menu will
appear:

arrange By ]

. Mawigation Pane  Alt+F1
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Cpen in Mew \indow

4] Calendar
35] Contacks

‘a Tasks

Mawigation Pane Options. .. %

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

MHavigation Pane Options |

Display buttons in this order

[Mave o

[ ey
Move Down |
=

Reset

Falder List
shortcuts
[ Journal

| (a4 I Cancel |

e Here you can choose which buttons to show in the pane, as well as the order in
which they are shown.

Using the Office Assistant

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

Help i
F1
aMrdEffce Assslt programI

@ Microsaft Qutlook, Help
¢ Ifopened in any area within Outlook, the Assistant will automatically ask a
guestion pertaining to the area, be it Notes, Journal, or the Calendar.

Showe the Office Assistant
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Customise Outlook Today

Customising Outlook Today

e The Outlook Today panelis the firstitem seen when Outlook is launched, so
you can customise it to show you the items you need to be informed of
immediately.

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

Personal Folders - Outlook Today

02 November 2003 Customize Outlook Today ..

Calendar Tasks Messages
ri The picture that was requested Inbiox 1]
T{10§11/2003) Drafts 1]
Cukbios: 0

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

e To customise the panel, select the Customize Outlook Today button:
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e This will open the Customize Outlook Today folder:

Personal Folders - Outlook Today Options 73
—— &

Customize Qutlook Today Save Changes  Cancel

Startup I¥! ‘when starting, go directly to Outlook Today
Messages Shiow me these Falders: Choose Folders... |
Calendar Show this number of days in my calendar IE
Tasks In oy kask lisk, show me: @& all tasks

= Today's tasks
¥ Include tasks with no due date

Sort ey bask lisk by IDLIE Dake TI then by: |fnone) =

= Ascending i Ascending
f* Descending {* Descending
Styles Show Cutlook Today in this skyle: IStandard ;I

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

e Calendar - The default setting shows 5 days of calendar items. This can be
altered.

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

e1'Styles - The default stylessetting is Standardywhichpis, the three colum niformat:
There\is also/Standard (two columns), Standard (one.column), Summer and
Winter. The Summer style has a yellow background with two columns, and the
Winter style has a white background with two columns.

e Messages - Ifthere are any other/folders besides the Inbox that may have
unread messages being sent to them, because of a rule that was,created,
Selecting the Choose Folders button will open the Select Folder dialog box,
where multiple folders can be selected to show up in the Outlook Today
Messages area:
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Select Folder |
Folders:
B [J25F Personal Folders oK I
O :ﬁ Calendar
[1/85] Conkacts Cancel |
[1%5) Deleted Irems
W7 Drafts Clear Al |

[ Important emails

44 1ournal

Ll g Junk E-mail

[l | Makes

W= outbax

L= Sent Tkems

[ |2 Tasks
13 Hatmail

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

Customizing the Toolbar

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

Customize EH |

Toolbars | Commands  Oplions |

Personalized Menus and Toolbars

¥ show standard and Formatting boolbars on bwo rows
[ always show Full menus

¥ Shiows Full menus after a shork delay

Reset menu and toolbar usage data

Close

e Show Standard and formatting toolbars on two rows - Sets the Standard and
Formatting toolbars onto two rows in forms such as a Message.
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e Always show full menus - When deselected, enables Outlook 2003's adaptive
menu option, where onlytools that are frequently used appear in the toolbar. Any
others are hidden.

e Reset myusage menu and toolbar usage data - Clicking this button resets all
defaultmenus and toolbars if the Always show full menus checkbox is
unselected.

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

Creating anew Toolbar

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

Costomize @]

Toolbars | Commands | Cptions |

Toolbars:

Ml standard
v fdvanced
[ Menu Bar REMEME:
v web

=

[elete

ResetL. ..

dild

Close

s Clickthe New button to open the New Toolbar dialog box:

HMew Toolbar

"= W AY
(0] 4 I Cancel |

Toolb

_uskom 1

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

e The new toolbar will now be listed in the Customize dialog boxs Toolbars list,
and a prototype toolbar will have been created beside the dialog box:
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=

e Selectthe Commands tab in the Customize dialog box:

Customize

Toolbars — Commands | Options |

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

Categaties: Commands:

LS Mew -
Edit 4 j
Yigw 2l Mail Message

Favorites

a0 s Postin This Folder

Tools

Actians | Folder...

Help L3l Search Folder. ..

Macros

Menu Bar ;I 4| Appaintment ll

Madify Selection vl Rearrange Commands. .. |

Close

e Selecta categoryfrom the Categories list on the left for the first tool in the new
toolbar.

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

e The icon willlappear on the new toolbar. Repeat the above step as manytimes
asprequired/for the desired tools to be on the new.toelbar. The width of the
toolbar will'inerease with each addition.

e Once done, click Close to close the Customize dialog box.
o Click and'drag the new toolbar the position of your choosing.

Creating Custom Views
e Begin byrewvealing a view that displays the items you wantin the custom view.
For example, the contact list or a message folder.

e From the main menu, choose View > Arrange By > Current View > Define
Views to open the Custom View Organizer dialog box. The opened view will
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have its name appear at the top of the dialog box:

x|

Custom Yiew Organizer

Wiews for Folder "Contacks";

View MName Can Be Used On View Type - Mew, ..
&ddress Cards All Contact folders Card Copy... |
Detailed Address Cards &l Conkact Folders Zard :
Phone Lisk Al Contact Folders Table M
By Category Al Contact Folders Table Fleres |
By Comparry &l Contact Folders Table
By Location &l Conkact Folders Table Reset |
By Fallow-up Flag &l Conkact Folders Table

w

— Descripkion

Figlds: File A=, Follow Up Flag, Mailing Address, Business Phone, Companyy Main Phane,
Sort: File As {ascending)

Filker: Cff

[ Cnly show views created for this Folder

Al Wi | Close

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

Create a New View |

Mame of new wiew:

Type of vigw:

|J Timeline

Card
Dray e ek /Month
Ican ‘

Wer be ubed on A= =

¥ This folder, visible ko everyane
™ This Falder, visible only ko me
™ all Conkact Folders

()4 I Cancel

e Enter a new name for the view in the Name of new view field.
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Select the type of view to create from the Type of view list.

The Can be used on section allows you to set how the view will be used, this
folder, visible to everyone, this folder, visible only to me, or All Contact
folders.

Once done, click OK and the Customize View dialog boxwill open:

Customize Yiew: Example of Hew Yiew |
— Description
Fields. ., I Icon, Atkachment, Flag Status, Full Mame, Company, File &s...
Group By, .. | Mone
Sark... | File As {ascending)
Filter... | o
Other Setkings. .. | Fonts and other Table Wiew settings
Automatic Formatking. .. | IUser defined fonts on each message
Forrnat Columns. .. | Specify the display formats For each Field
Reset Current Yiew | (0] 4 Canicel

Various settings can be modified for the view in the Customize View dialog box:
Fields - Allows you to select fields that are displayed in the customised view.
Group By - Allows you to group items in any order.

Sort - If available, allows you to sortitems.

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

Other Settings - Sets fonts and any other available settings.

Automatic Formatting - If available, allows you to automatically set defined
fonts for specifiemessagess

Format Columns.- Allows you to format the columns.

Adding Additional Time'Zones

Open the Calendar pane, by clicking on the'Calendar icon‘in‘the Navigation
Pane, or in the list of folders.

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

In the Preferences tab in the Calendar section, click the Calendar Options
button to open the Calendar Options dialog box:
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Calendar Options E4 |

Calendar work week

[Mson WmMon W Tue W owed W Thu W Fri [T sat

First: day of week: ISunl:Ia-;.f j Skart bime: IDB:DD j
First week of year: IStarts onlanl  *| Endtime: |1?:|:||:| j

Calendar options

[~ Show week numbers in the Date Mavigator

o
= ¥ allow attendees to propose new times For meekings You organize

Llse this response when you propose new meeting times; ITE:ntati'-.-'e j

Background colaor: j Planner Options. .. | Add Halidays. .. |

[ Use selected background color on all calendars

Advanced options

[~ Enable alternate calendar: IEninsh j IGregDrian j Dpkions. .. |

¥ when sending meeting requests over the Internet, use iCalendar format

FreeBusy Opkions. .. | Resource Scheduling. .. | Time Zone, . |

OF I Cancel |

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

Time Zone |

Current time zone

Label; I

Tire zone:

[T | AdjustCm o G s W e

Swap Tirme Zones | 0.4 I Cancel

Select the Show an additional time zone check box to have a second time zone
appear beside the main time zone in the Calendar pane:
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17" 08™
18™ 09
19" 10™
20™11™
21%12™
22%13™

The Navigation Pane

€3 Using the Navigation Pane

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

Using the Mail button

e Byclicking on the Mail button, your mail folders are made visible in the
Navigation Pane:

SAMPLE
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Favorite Folders

g @

[ Sent: Ttems
All Mail Folders

@' Personal Folders
@ Hakrnail

@ Calendar

&=| Contacts

ﬁ Tasks

Eg -

Using the Calendar button

e Byclicking on the Calendar button, the currentmonth is displayed as well as
buttons to access all available calendars and open a shared calendar:

4 Cictober 2003 3
SM TWTF S
282930 1 2 3 4
56 7 8 91011
12 13 14 15 16 17 18
19 20 21[22]23 24 25
2627 282930 31 1
2345678

Iy Calendars

B Caa =

Using the Contacts button

e Byclicking on the Contacts button, you have a number of different options
available to you. You can select the group of contacts you wish to see, the View
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you would like to see them in, as well as options to Open Shared Contacts and
Customize Current View:

[y Contacks
85| Contacts

Current Wi
@ Address Cards
> Detalled Address Cards
{» Phone List
O By Cateqgary
> By Company
> By Location
> By Follow-up Flag

Open Shared Contacts. ..
Cuskarmize Current View. ..

4 Mail
] calendar
& contacts
/] Tasks

[EN RF.IR

Using the Tasks button

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

VIPLE

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

Current Yiew

@ Simple List

(73 Detailed List

3 Active Tasks

3 Mexk Seven Days

ﬁ Calendar
Contacks

@ Tasks

B3




Page 21 - Outlook 2003 - Foundation Level Manual

Using the Notes button

e Byclicking on the Notes button at the bottom of the Navigation Pane, you can

select the view you wish to see your notes in as well as choose to Open Shared
Notes and Customize Current View:

My Motes

[l Motes

Zurrent Wiew

® Icons

3 Motes List

3 Last Seven Days
3 By Category

3 By Calar

Open Shared Notes...
Customize Current Yiew, ..

E;g Mail
% Calendar
%=| Contacts
iz Tasks
s SFF
JItems M—

Using the Folder List button

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

VIPLE

All Folders
= @Personal Folders
FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cctglobal.com

[ Calendar

|84 Contacts

@ Deleted Items (1}
@ Drafts

@ Inbox ()

(ﬁ Journal
& Junk E-mail

@ Mail
% Calendar
\E Contacts
2 Tasks
2 2
1 Items Folder List




Page 22 - Outlook 2003 - Foundation Level Manual

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

El Shortcuts
5t cutlook Today
{&] Junk E-mail

Add Mew Group
Add Mew Shorteut

- Mail
1] calendar
&-| contacts
/] Tasks

0 ey

Adding New Shortcuts

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

e Click on Add New Shortcut:

E shortcuts
3t outlook Today

Add Mew Group
Add Mew Shartcut

AMPLE
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Add to Mavigation Pane |

Faolder name: IJunk E-mail j

B @' Personal Folders
ﬁ Calendar
|85 Contacts
{a] Deleted Ttems
E Crafts
@ Inbox (3}
E Journal
bl Junk E-roil
D. Motes
E Outbo

(=3 Sent Ttems

| Tasks

£ Hotmail

Ik I Cancel

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

E shortcuts
@ Cutlook Today
fa) Junk E-mail

Add Mew Group
Add Mew Shorkcuk

Review Questions

e Customise Outlook Today?
e Customise a Toolbar?

e Create a New Toolbar?

e Create a Custom View?

e Add Time Zones?

e Use the Navigation Pane?
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The Toolbars

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

e Use the Outlook Today Toolbar

e Use the Plain Text Message Toolbar

e Use the HTML Message Toolbar

e Use the Rich Text Message Toolbar

e Use the Advanced Toolbar

The Standard Toolbar

Using the New Pull-down Menu

There are two ways that the New menu button can function

e Place the cursor over the button, and click to create a new message:

T R
o @ENewMaiIMessageI

e Click on the arrow beside the button to open the drop-down menu:
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Bdnew rfl S BS X | BLReply 69
2 Mail Message Chrl+M
“ ] Postin This Folder  Cel+Shift+5
[y Folder... Ctrl+5hift+E
Lol Search Folder. .. Ctrl+5hift+P

Mavigation Pane Shartout, .
“H  Appointment Crl4+-Shift+4
-l Meeting Reguest  Ctrl+Shift-+Q
&= Contact Chel+5hift+C
@=| Distribution Lisk Ckrl+Shift+L
o Task ChrShift+E,
sl Task Request Ctrl+Shife+U
\_.iﬂ Journal Entry Ckrl+Shift+1
[L moke Chrl4-Shife+~
€4 Fax Chrlshife+3

Choose Farm...

Ctlook Data File. ..

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

Using the Print button

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

:3 P
e PHNE (Fau)

Using,the Move to Folder buttan

e The Move'to Folder button allows you to instantly move a Selected message
between yarious folders:

@?‘f i Repl

Maove ko Falder
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Using the Delete button

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

K[\ wE

Delete

Using the Reply button

e The Reply button allows you to instantly create a reply message for amessage
selected from the Inbox Information view without having to open it:

3, o0

Reply

Using the Reply to All button

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

4 Reply to Al 4, Farwar
Reply to Al

Using the Forward button

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

= Forward [ -~ Sen
B wE

— Forward

Using,the Send and Receive button

e The Send/Receive'button allows you to instantly refresh any mail being sent, or
anymail €oming in:

- | Send/Receive fp Find [~
Send/Receive
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Using the Find button

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

BrmE

Look For; ~ Search In~ Inbox Find Mow Clear Options = X
Search In = | Inbo
Inbio
All Mail Folders

Mail I Received

Mail I Sent

Choose Faolders, .,

Using the Create Rule button

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

Create Rule |

—when I get e-mail with all of the selecked conditions

[~ From Enrico Gonzales

[~ subject contains IF'Iease review attached file

[~ Sentto Ime anly j

— Do the Fallowing

[~ Display in the Mew Ikem Alert window

Type:
y |

Cr;te Rule

Using the Address Book button

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

ype a conkar
Address Book
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Using the Find a Contact field

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

|T';.f|:ue a contact ko find |% 2 E
Find a Contack

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

k-.-

Microsoft Outlook Help |

The Outlook Today Toolbar

Using the Outlook Today Toolbar

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

<0 Back fay 4 | outlook:today -B

Using the Back button

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

R,

‘%

Using the Forward button

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

< Back
Forward
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Using the Web Search Feature

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

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

a8 | outlook: baday | vd@

Address

Using the Stop button

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

e

stop)

Using the Refresh button

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

fﬁ €
Refresh

The Message Toolbars

Lsing the Message Toolbars

o All'Message boxes also have'a toolbar that can'be 'used to alter the textwithin
the message box. The toolbars for Plain Text messages, HTML messages, and
Rich' Text messages allow different capabilities. The mainmenu.bar in a
message box remains the same for all three Tormats. You can select the
message format by selecting HTML, Rich Text or Plain Text from the Message
Format drop down menu on the email toolbar:

=d5end | Accounts» | I - | G 8| @ ¥ B | ¥ | | [ options... -

4 This message has not been sent,

This message will be sent via Hotmail,
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NOTE: You mustcheck the Use Microsoft Office Word 2003 to edit e-mail
messages option in the Mail Format tab of the Options dialog box for these
options to be available

Using the Plain Text Message Toolbar
e APIlain Text message toolbar has only basic capabilities available:

¥ Fw: Please review attached file - Meszage Hi=] E3
File Edit Miew Insert Format  Tools  Table  window  Help Type a gquestion for help » X
= Courier Mew 10 A B I U |E = = |i= i &= ;?ﬂ
=15end | Accounts = | 0 - |G B, | @ ¥ B | ¥ | [#% ] 2] options... + | Plain Text -

e Onlythe basic toolbar shortcuts are available: Save, Print, Send, Accounts, Insert
File, Address Book, Check Names, Pemission, Importance, Message Flag,
Create Rule, Options and Message Format. Advanced editing or style cannot be
applied to the message text.

Using the HTML Message toolbar

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

™ Fw: Please review attached file - Message =] E3
File Edit “iew Insert Format  Tools  Table  Window  Help Type a question for help - = X
H S Coutier New -0 - A- B 7 U g = 4= i &= £’§ﬂ
=A5end | Accounts~ | I - |1 &, | @ Y B | ¥ [ | 2] options,., = | HTML -

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

Usingthe Rich Text Message toolbar

¢ “ARich Text message toolbar has most of the same€apabilities as an HTML
message:

& Pw: Pleaze review attached file -

File Edit ‘iew Insert Format  Tools  Table  Window  Help Type a question for help »

H S Courier Mew -0 - A~ B I U Eé i= = ‘E:.E*E:.Eﬁ
=15%end | accounts~ | U - |G 8 @ ¥ OB | ¥ | [ ] oplions... = | Rich Text -

Message

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

Using the Advanced Toolbar

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

Using the Outlook Today button

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

<3=' Back

Cuatlook, Today

Using the Back button

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

(<P Beck|
Back]

Using the Forward button

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

EElE
Bl

Using the Up One Level button

e The Up One Level button allows you to move up through the list of folders, even
if the/Folder List baris nat open:

EfEP

Up One Level

Using the Reading Pane button

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

Using the Print Preview button

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

_“3

Prink Preview

Using the Undo button

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

Mess

Indo Delete

Y Using the Rules and Alerts button

The Rules and Alerts button replaced the Rules Wizard button in earlier
versions of Outlook.

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

k Messages

Rules and Alerts

Usingthe Current View. field

TheCurrent View field allows you to sort howsitemsrare viewed.

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

For example, if you are in the Contacts view, contacts can be sorted by name,
phone number, and more:
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address Cards
Detailed Address Cards
Phone Lisk

By Categary

By Company

By Location

By Fallow-up Flag
Define Yiews. ..

¢ With the Message Information view:

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

Message Timeline

Define Yiews, .,

e With the Calendar Information view:

Day'Week/Manth
Dray'Week/Month Yiew With AukoPreview
Active Appaintments

Events

Annual Events

Fecurring Appointments

By Category

Define Wiews. .,

Using the Group By Box button

e The Group By Box button allows you to group emails by sender name, by
subject heading, date received, and more:

Arranged By: Date |I"-Jewest on top i
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e Click on Arranged By to show a drop down menu of grouping choices:

Inbox

Arranged By: Date

Monday

Conversation

Last Week B ﬁ

To

Older Fl:ll_ler

Size

Subiject

Type

Flag
attachments
E-mail Accaunt
Importance

Categaries

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

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

Arranged By Date |Newest an kop i *|

Two Weeks Ago

e Toremove the grouping, simply click on Arranged By and deselect Show in
Groups. Click on the Grouping By Box button again to remove the grey space
above the header.
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Using the AutoPreview button
e The AutoPreview button allows you to quickly open the AutoPreview function:

Arranged By Date |Newest on kop i 4|

Two Weeks Ago

= Three Weeks Ago

=1 Microsoft Outlook 2003 Team 17j10f2003
Welcome bo Microsoft Cutloaok 2003

Thank. you For using Microsaft Office Cuklook, it
20031 This wersion

m of Cutlook inchudes new capabilities designed to help wou

AutoPreview | Older

Review Questions

How would you:

e Use the Standard Toolbar?

e Use the Outlook Today Toolbar?

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

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

SAMPLE
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Mail

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

e SetMessage Formats

e Attach Files to a Message

e Use Rules

e Use the Rules and Alerts Dialog Box
e Add a Signature to a Message

e Organise Messages with Colour
e Check Spelling and Grammar

e Use Message Stationery

e Customise Stationery

e Modify Message Formats

e Modify Settings

e Modify Delivery Options

e Open and Read a Message

e Open an Attachment

e Save an Attachment

e Replyto Messages

e Forward Messages

e Select Message Recipients

e Mark Messages as Unread

e Use the Reading Pane Options
e Mark Messages as Read

e Mark all Messages as Read

e Recall a Message

e Delete a Message

Creating Messages

Creating a Message

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

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

e Click the New button in the Outlook toolbar to open a new message box:

& 15 o | [-daReply @Reply to Al i Forward |
H - ' P | =
:[@ | e Mail Messa;r L"i | 59| Messages

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

A3dnew - S 15 X | Eupeply 6§

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

S appointment Ctrl+-Shift+4

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

Eile hgdit Wiews Insert  Format  Tools  Table  ‘Window  Help

o E@lﬂvtﬂwg@mng@
Open... Chrl+0 === = =

Ig'EEE,,:'l}:::'
Close . .

-a=s-oEf
Save CtrHS
1 1 2 I 3

Save A, 3 I

Save as Web Page...

File Search. ..

okEg K Lo

Permission. ..

Wersions...

Web Page Preview

Page Setup. ..
(& Print Preview
=4 Erint... Chrl+P

s Mail Recipient

3% Service. ..

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

Rich Text
Plain Text

NOTE: The default setting for Outlook messages is HTML.
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HTML - Enables you to create formatted pages containing pictures, animated
graphics, horizontal lines or multimedia files. Abackground design can also be
set for the messages. However, not all email programs can read the HTML
format.

Rich Text - Enables you to set font, font sizes, font colours and format
paragraphs. Objects and pictures can be embedded in the text. This is the
standard Exchange format, so it can be used when Outlook is being used as an
Exchange client.

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

not be accessible.

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

To set the Mail Format in the Mail Format dialog box

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

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

Message Format

Stationery and Fonks

A%

Signature

%

Choose a format For outgoing mail and change advanced setkings.

Compose in this message format; |HTML j

¥ Use Microsoft Word to edit e-n HTHL
Rich Text

[ Use Microsoft Word to read Ri

Inkternet Format. .. International Opkions. ..

Ise stationery to change vour defaulk font and style, change colors,
and add backgrounds to vour messages.

Ise this skationery by defaulk: I-::N.:.ne;- j
Faonks. ., | Skationery Picker. .. |

e ]
Signature for new messages: I “Mone = j
Signakure For replies and Forwards; I{Nnnep j
Signakures. .. |

Ok, I Cancel | Appli |

e The Compose in this message format drop-down field allows you to set how all

messages will be formatted.

Attaching a File to a Message

e Notonlycan character sets, images, sounds and files be attached to a

message, other Outlook items can be inserted into the body of a message as

well.

To attaech afile to'a message

e From themessage’s menu toolbar, choose Insert > Insert File:

Insert | Format Tools  Ta

Picture

k

| Insert File. .. %J

L

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

Insert File

Using Rules

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

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

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

Tools h Actions  Help Type a ques
Send/Receive 3

Find 3

~|Iﬂ Address Book,..  Crl4-Shift+E

@- Fules and Alerts, .,

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

) Organize [Nk Mews Folder. .. | Rules and &lerts. .. | X

# Move message selected below ko | Deleted Thems ;I Mave |

% Using Folders

To wiew or edit your rules, and For more advanced options, click 'Rules and Alerts'

e Change the options in the drop down menu to the desired folder, category,
colour, etc.

M Using the Rules and Alerts Dialog Box
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To create rules with the Rules and Alerts dialog box

The Rules and Alerts dialog boxreplaces the Rules Wizard in previous versions
of Outlook.

From the main menu, choose Tools > Rules and Alerts to open the Rules and
Alerts dialog box:

Rules and Alerts EHE |

E-mail Rules |Manage dlerts I

Apply changes ko this Folder: Bl NERE =00

ﬁ New Ruls,.. Change Rule ~ 53 Copy... X Delete

| Fule (applied in the order shawn)

+ 4 RunRules Mow,.. Options

| Actions -

Select the "Mew Rule” bukton ko make a rule,

Rule description (click an underlined value to edit):

ok I Cancel Aol

e Click on New Rule:

E-mail Rules | Manage Alerts I

&pply changes ko this folder: Bl REE0E

Select the “flew Role" button to make s rale,

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

{*' Skart creating a rule From a kemplate
™ Skart From a blank rule

Sktep 1; Seleck a kemplate

Stay Organized

At Move messages From someone ko a Folder

.j Move messages with specific words in the subject to a folder
| Move messages sent to a distribution list to a Folder
>< Delete a conwersation
¥ Flag messages fram someone with a calared flag
Stay Up to Date
=P Display mail from someane in the New Themn alert Window
\E Play a sound when I get messages from someone
E Send an alert to my mobile device when I get messages from someone

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

Apply this rule after the message arrives
fromipeople or distribution lisk
move it ko the specified Folder

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

Cancel < Back I Mexk = I Finish |

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

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

Once finished, click the Next > button to open the next window. You'll be asked
to select your choice of conditions that apply to the new rule:
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Rules Wizard Ed |

Which condition(s) do ywau want o check?
Step 1: Select conditionis)

from people or distribution list
[ ] with specific words in the subject
[ through the specified accaunt
[ sent anly ta me

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

[] marked as sensitivity

[ flagged for action

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

[ ] with specific words in the body j

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

Apply this rule after the message arrives
from people or distribution lisk
display a specific message in the Mew Ikem Alert window

Cancel < Back I Mexk = I Firish

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

Type Mame or Select From List: Showe Mames From the:

|| ICDntacts j

o of
From - | |

Advanced W | (0] 4 I Cancel

4

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

Rule Address
Type Mame or Seleck From Lisk: Showe Mames From the:
I ICn:nntan:ts j
I Mame | Display Marne | E-mail Addre
Enrico Gonzales Entico Ganzales (., eqonzalest «
Jare Dioe Jane Doe (jdoe...  jdoe@jan

ol

Frarm -= Entico Gonzales (eqonzales@aonzales. comm);
Jane Doe (jdoe@janedoe, com)

Advanced W | (0] 4 I Cancel
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Once all required names are selected, click OK.

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

Once the folder is selected, click OK.

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

Rules Wizard E |

YWhat do wou wank to do with the message?
Step 1: Seleck action(s)

move it ko the specified Folder
[ ] assign it to the cakeqory category
[ delete i

[ ] permanently delete it

[ ] move a copy ko the specified Folder

[ Forward it to people or distribution list

[ ] Farward it bo people o diskribution lisk as an attachment
[ reply using a specific templake

[ ] Flag message For action in a number of days

[] Flag message with a colored fag

[ clear the Message Flag

[ rark it a5 imporkance

[ print it |

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

Apply this rule after the message arrives

fromiEntico Gonzales {egonzalesi@gonzales, com) or Jane Doe (jdoe@ianedoe. con
and on this machine onky

maove it ko the Personal Faolders Falder

1| | i
Cancel < Back I Mexk = I Finish |

This page allows you to setwhat should be done with the message. A variety of
choices can be selected. The description atthe bottom field in the dialog box will
alter as selections are checked.
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e Once finished, click Next to open the next Rules Wizard dialog box:

Rules Wizard [ x| |

Are there any exceptions?

Step 1: Select exception(s) (if necessary)

| ik iF From

[ ] except if the subject contains specific words
[ ] except through the specified account

[ except if sent only to me

[ ] except where my name is in the To box

[ ] except if it is marked as imporkance

[ ] except if it is marked as sensitivity

[ ] except if it is Flagged for action

[ except where my name is in the Cc box

[ ] except if my name is in the To or Co bo

[ ] except where my name is not in the To bosx
[ ] except if sent ko people or diskribution list

[ ] except if the body contains specific wards j

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

Apply khis rule after the message arrives

from Entico Gonzales (eqonzales@gonzales, com) of Jane Doe (jdos@janedos, con
and an this machine only

move it to the Personal Folders Folder

1| | -
Cancel | < Back I Mext = I Finish |

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

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

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

Finish rule setup.

Step 1: Specify a name For this rule

ILIsing the Rules and Alerts dialog box

Skep 2: Setup rule opkions
[ Run this rule now on messages already in "Hokmail"
¥ Turn on this rule

[T Greate this rule on &l accounts

Step 3: Review rule description {click an underlined walue ko edit)

Apply this rule after the message arrives
from Enrico Gonzales (eqonzales@gonzales, com) or Jane Doe (jdos@janedos, con
and an this machine only

move it to thePersonal FoldersFalder

<] |
Cancel < Back Mexk = | Finish I

Provide a name for the rule within the Please specify a name for this rule field.
Selecting the Run this rule now on messages already in “” checkboxwill
apply the rule to any pastmessages in the Inbox.

Selecting the Turn on this rule checkboxwill apply the new rule to any new
messages.

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

Click Fnish, and the original Rules and Alerts dialog box will open, showing the
name, and completed descnption of the rule:
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Rules and Alerts H |

E-mail Rules | Manage Alerts |

Apply changes to this folder: IInI:n:lx [ianemail] j
_ff} Mew Rule,.. Change Rule = =23 Copy... }‘.' Delete Run Rules Mow,,, Cptions
|Rule {applied in the order shown) | Actions -
W L

Rule description (click an undetlined walue to edit);

Apply Ehis rule after the message arrives

from Enrico Gonzales (egonzalesi@gonzales. com) ar Jane Doe (jdosi@janedoe, com)
and on this machine only

move it ko the Personal Folders Folder

| Ik I Cancel | apply

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

applied to any messages.

To modify arule
e From the main menu, choose Tools > Rules and Alerts to open the Rules and
Alerts dialog box.

¢ Select the rule you want to modify, and click the'Change Rule button. From‘the
sub menu, select Edit Rule 'Settings:
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Rules and Alerts EE |

E-mail Rules | Manage Alerts I

Apply changes to this Folder: IInl:lclx [ianemail] j

Q}ﬂew Rule... [Change Rule = | =3 Copy... #% Delete  © 1 Run Rules Mow... Options

|Rule l{appliec| Edit Rule Settings. .. . | Actions -

a3

Enrico Gonza Rename Rule by jane. .. LA

Display in the Mew Ikem Alert window

1w

X 4 € = (F & K

Play a Sound. ..
Movve ko Faolder, ..

Copy to Folder, ..

Mark, as High Priority -

Ruls deseriptior Mark. as Low Priority

Flag Message. ..
Bl 1 \
Delete Message sjanedoe. com)

Apply this rule 2
Fram Enrico Gory

and an this m i
move it ko the Personal Folders folder

| K I Cancel apply

Make anyrequired changes and click Next to move to other rules within the rule
set.

Click Hnish once the rule has been modified.

Adding a Signature to a Message

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

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

Clickithe New button to openthe Create New Signature dialog box, and follow
the steps to create a personal'signature:
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Create Signature

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

Create HNew Signature

| Inikik|ed

e Selectthe Next button.

¢ Inthe next step, enter the desired signature (you can include your name, title,
company name, etc):
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Edit Signature - [Adding a Signature to a Meszage] |

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

]
Enrico Gonzales
Gonzales Company
=
Font... | Paragraph... lear || Advanced Edit... I

—ward options

Aktach this business card (wCard) to this signature:
i I::I'-.I::une:b j

Mew wCard Fram Conkact, .,

Finish | Cancel |

e Selecting Advanced Edit will open a waming dialog box:

Microzoft Outlook Ed

! "_l., This will launch an editor that is naot part of Micrasaft Quklaok, Do wau wank to conkinue?

'fes,\\’J i [x] I
b

e Click Yes.

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

e _Multiple signatures can be created and saved, so a different signature can be
assigned to differentmessages.

To apply a speeific signature t0o ajmessage being created

e, From the/message window's toolbar, select Insert > AutoText > Signature and
select the desired signature:
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Insert thrmat Tools  Table  Window  Help
Break... U |@ =] optians.
Page Mumbers. ..

Date and Time. ..
[ awote ]
Field. ..
MeEw, .. alk+F3
Symbal. ..
R Attention Line k
Wl Comment
Clasing »
Reference 3
HeaderFooker 2

W% weh Component...

Mailing Instructions  »
Pickure k o
Reference Initials — »

&8 Diagram...

‘= & Reference Line 3

Bl Text Box

= - Salutation b
Insert File. .. [
Chiject, .. ] Q

Signature Comparny
Bookmark. .. ] ]
Subject Line »

& Hyperlink...,  Ctrl+K

Organizing Messages with Colour

e From the main menu, choose Tools > Organize to open the Ways to Organize
Inbox pane within the Inboxinformation area of Outlook.

e Onthe left side of the Organize pane, select Using Colors to view the Color
pane:

Automatic Formatting. .. | = u

] o
-

Using View

e The defaultsetting in the firstfield is from. To have message headers coloured
on sent messages, select sent to from the drop-down menu:
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# Color messages Ifrnm

Winter, Patrick, 1n/
Red -

& Show messages sent only bo me in IBlLIE - I Turn on |

¢ Inthe second field, enter the person’s name whose emails will be coloured.
e Selecta colour from the colour drop-down menu:

Color messages IFru:um =
Red - Apply Color I
Black. %
rgar':":"" s sent only tor

reen
. 1

ﬁlwe our coloring, and
Pj:;’ile Jatting" above.
Teal
Garay

]LiI'I'IE! JT hF Fhe Folornn For w

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

Checking the Spelling and Grammar

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

SAMPLE
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e Selectthe Spelling tab:

Options

[
[
n

-

ash o) o

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

SAMPLE
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AutoComrect: English [U_K.]

SukoiCarrect I
¥ Caorrect TWwo Initial Capitals :
Exceptions... |
[ Capitalize first letter of sentences
¥ Capitalize names of days

W Carrect accidental use of cAPS LOCK key
v Replace text as wou tvpe

Replace: With:

fl

{c) f’
[

{r}
{km)

abbaout abauk LI

Fold | Delete |

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

removed and edited from this list.

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

International dictionaries
% Choose which dictionary to use when checking vour speling,

Language: English (LK. j
English {Australia)
English (Canada

Englishi{L1.5.)
French (Canada)
French (France)
Spanish (Soainkadern Sarkl

Mail"Customization

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

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

Options [ 7]

Preferences I Mail Setup  Mail FDFE'I ISpeIIing I Security I Other I

Message Format

Choose a format For outgaoing mail and change advanced settings.

Compose in this message Format:

I™ | Use iicrasaftvard o edit e-mail messages
I™ | Uz Micrasaft Ward ke read Rich Text e-mai messages

Internet Format. .. | Inkernational Cptions. .. |

Stationetry and Fontks

Use stationery to change wour defaulk font and skyle, change colars,
and add backgrounds bo vour messages.

Use this stationery by default: I«::Nu:une:b j

Fonts. .. | StatiomersoFieker ., |

Signature

Autamatically include your signakure or atkach an electranic business
card (wCard) o outgoing messages,

Signature for new messages: I <Mone = j
Signature For replies and Forwards: I{N.;.ne;: j
Signatures. .. |

| (04 I Cancel | Gl |

The Use This Stationery by default drop-down menu allows you to choose a
specific stationeryto use. The defaultis set at None:

Skationery and Fonts

Ilse stationery o change wour defaulk Font and stvle, change colors,
and add backgrounds to your messages,

Ilse this skationery by defaulk: <Mone= j

<MNone=
. Cikrus Punich
Signat Clear Day

Currency

The Stationery Picker button will open the Stationery Picker dialog box, where
a list of stationeries can be selected from, and viewed in the bottom portion of the
dialog box. Here itis possible to select Edit, Remove or New to manipulate the
stationeries.
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If there is no appropriate stationery, select Get More Stationery and the web
browser will open a Microsoft Web page where there is alternate stationery to
choose from.

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

T

~ Message fonks

% WWhen composing a new message;

|1 0 pt. Arial Choose Fork, ..
“When replving and Forwarding:
|1 0 pt. Arial Choose Fork, ..

When composing and reading plain text:

i

IlIII pt. Courier New Choose Fork, ..

¥ Automatically display Rich Text in draft
fFonk when using high contrast

International Fonts., .,

—Stationery fonks

Some stationeries have Fonts associated wikh them. You
can choose to always use wour fonks instead of the ones
specified in the stationery,

¥ |Jze the font specified in skationery (if specified)
" Use my fonk when replying to and Forwarding messages

" Always use my fonts

0k, Cancel

By clicking on'aiChoose Font button; you can selectthe font, font style, font size,
font effects and font colour for, s pecific areas of text from the Font dialog box:
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Font
Eon: Fant ztyle;
Im IHeguIar
Arial Black [talic:
W dial Marrow Eold
T Arial Unicode M5 Bold Italic
% Batang
Book Antiqua
T Bookman Old Stle ™) =
— Effects — Sample
[ Shikeout
[ Underline AaBbYyZz
LCaolar:
| - x| | Scipt
IWestern ;I

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

v Automatically display Rich Text in draft
Font when using high contrast

g

International Fonks, ..

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

— Fonk settings

Thai ;|

Turkish
Unicode
zer Defined
Vietnamese

Weskern European

Proportional font: I.ﬁ.rial

Fixed-width Fonk: ICn:nurier Mew

|_ILI;ILIL

Fontk size: IMedium
Encoding: I'u'u'estern European
Default encoding: “Western European Siet as Default

Ik I Zancel |

Customizing Stationary

To create new stationery

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

If available, click on the Stationery Picker button.

Click on the New button.

Select the desired options in the Create New Stationery dialog box:

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



Page 60 - Outlook 2003 - Foundation Level Manual

Create Mew Stationery |

@ 1. Enter a name For your nev skationery:

2, Choose haow ko create wour skationery:
%' Skart with a blank skationery

™ Lse this existing stationery as a template:

IBIank j

™ Use this file a5 a template:

Browse... |
Mexk = I Zancel |

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

Modifying Message Formats

To alter the format for a message about to be created

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

Actions | Help
Sl Mew Mail Message  Chrl+M II Send/Receive \E'p Find (S5 | [0
| Mew Mail Message Using 3 | Mare Stationery...
j Beeply Chrl+R Micrasaft Wuk l{%
kol Reply to Al /£ Chrl4Shift+R Microsoft CFFice
bgh  Forward Ctrl+F Plain TEE M |
bt
. 4 Rich Text
HTML (Mo Skakionery

e More Stationery - Will show a list of stationeries to select for this specific email.

e Microsoft Word (HTML) - Will create the message using the HTML format that
can be used with stationery.

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

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

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

To alter the format for a message already sent

Open a message from the Sent Items box.

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

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

Edit | Wiew Insert  Forr

Select Al Chrl+d

| Edit Message [ |
&% Find...

F4

»
W

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

Format | Tools  Actions  Help

Shvle »
A Fort...
=N Paragraph...
. Background »

Encoding

3
Wl,(- A
v | HTL

Send Pickures From the'\Inkernsk

Modifying the Settings

The best method to alter any setting is through the Options dialog box.
From the main menu, choose Tools > Options to open the Options dialog box.

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

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

Meszzage Oplions |

Message settings Security

Importance: I v'I ™| Encrypt message contents and attachments
Sensitivity: Im [T add digitallsignature o outgoing message

™ | Request SIMIVE receipt far this message

Tracking options
I" | Request a delivery receipt for this message

™| Request a read receipt fior this message

Delivery options

Hawe replies sent: bo: I

| Expires after: II"-.I::une j IIZIIII:IIIIII j

Contacks,.. ||
Cakeqgories. .. | I

Internet headers:

Close

e The Message Settings area allows you to setthe Importance and Sensitivity
options for the message:

Message setkings

Importanze
) X

e The Trackingoptions area contains two options: Request a delivery receipt
for this message and Request a read receipt for this message:

Tracking options
™| Request a delivery: receipt for; bhis message
" | Reguest a read receipt for this message

e The Delivery options area allows a multiple of options.

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

Have replies sent ta; I

| Expires after; II"-.I::une j IEIIII:IZIEI j

Contacts, .. ||
Categaties. .. | I

The Expires after field sets the expiry for a message after a certain date if not
viewed, thus removing itself from the recipients’ email. If the message is viewed,
then the expiry option will cease to be effective.

Opening and Replying

Opening and Reading a Message

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

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

=| £ Hotmail
{a) Deleted Irems
L] Inbox (2}
2] Jurk Mail
L= Zent Items
L Search Folders

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

OR read the message in the Reading pane, which is an improved feature of
Outlook 2003. It replaces the Preview pane and allows you to view up to 40%
moretext on the screen which aids in' reading long email messages and saves on
printing.

£3 To open/the Reading pane

From the'main menu, choose View > Reading Pane to selectwhere you'would
like the reading pane placed within the Outlook window:
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Wiew | Go  Tools  Actions  Help rules wizard
Arrange By ¥ | - send/Receive |
Mavigation Pane  Alt+F1
Right
S AutoPreview I=| EBottom
Toolbars 2 Qff
¥ day

The defaultsetting is on the right, however, if you prefer it on the bottom
(reminiscent of the preview pane), select Bottom. You can close it altogether by

selecting Off:

& Inbox - Microsoft Dffice Dutlook 2003 Beta

© Ele Edt Wiew Go Iook Adions Help
ydtew i3 3 K ChReply iReply to Al (5 Forperd | SendjRegeive | SoFnd (8 | (3 Tree s cortecttofind 7 g!

rules wizard -

99| ek o m[HS 9 S vessaoes 2248
Favorits Foldees Arranged By; Dats Inewestontop  § - Welcome to Microsoft Outlook 2003
3 oo Microsoft Outlook 2003 Team
(5 et Ttems Today
All Mail Folders B Last Week To:  New Outhook Uisar
= &) Personal Folders 4 Mirosoft Dutlook 2003 Team Thu 10418 _ =
g Deleted Rtems \Walcome b Microscét Cutlook 2003 E Thank you for using Micresoft Office Outlook
LA Drafts 20031 This version of Outlook includes new
) Inbex [ oider capabilities designed to helo you sccess, priontize,
) Junk E-mal and act on business communications and
4] Cnuthore information 50 that you may use your time mare
. Serk Items efficiently and more easily manage the ever-
;—1 Search Folders increasing flow of incoming e-mail.
B Hatmail
faf Deleted ems To gwe you some idea of what is possibla with
:3 Inbos Outlook 2003, we have put together & list of our
% ;"e: :M:ai favorite new features
= ams
(24 Search Folders
@ Streamlined Mail Experience - Outiook helps
you read, organize, follow-up, and find e-mail
messages more efficiently than before. The new
window layout displays more information on the
screen at one time, even on smaller monttors. The
list of messages has been redesigned to use space
more intelligently; as a result, you will spend less
— time scrolling and more time getting your work
u Mail done. Automatic grouping of your messages helps
you find and go to e-mail messages anywhere in the
% Calendar list more quickly than before; you can even move or
H delete all messages in a group al oncel
Contacts
ﬁ T @ Navigation Pane . The Navigation Pane is more
than a simple list of folders: It combines the main
RaE= ;I navigation and sharing features of Qutlook into one, ﬂ

7 mems [ onine
The message and c scrolled through for reading without
ening th
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Welcome to Microsoft Outlook 2003
hicrosoft Outlook 2002 Team

Fallow up

To:  Mew Qutlook User

Thank you for using Microsoft Office Outlook
2003! This wersion of Outlaok includes new
capabilities designed to felp yvou access, priontize,
ahd act on business communications and
information so that you may use your time mare
efficiently and more easily manage the ever- —
increasing flow of incoming e-mail.

To give you some idea of what is possible with
Cutlook 2003, we have put together a list of aur
favorite new features.

Streamlined Mail Experience - Outlook helps
wou read, organize, fallow-up, and find e-mail
messages maore efficiently than befare. The new
window layout displays mare information on the
screen at one time, even on smaller monitors. The
list of messages has been redesigned to use space
mare intelligently; as a result, you will spend less
time scrolling and mare time getting your wark
done. Automatic grouping of your messages helps
wou find and go to e-mail messages anywhere in the
list more quickly than befare; you can even move or
delete all messages in a group at ance!

@ Navigation Pane - The Mavigation Pane is more
than a simple list of falders: It cambines the main
havigation and shating features of Outlook into ane, ;l

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

eview
preMee etgeunderi

r
The Folder p
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Arranged By Dake |Newest on bop =

Two Weeks Ago

H Three Weeks Ago

=1 Microsoft Outlook 2003 Team 16/10/2003
WWelcome to Microsoft Outlook 2003
Thank wau Far using Microsoft OFfice Qutlaak, 20031 This version v

of Cutlook inchudes new capabilities designed to help vou access, prioritize, and
act on business communications and information so that vou may use vour kime

older

Opening an Attachment
e Ifthere is an attachment to the message, itis shown in three ways.
e Apaperclip icon will appear to the right of the header name in the Folder pane:

Arranged By Date Mewesk on kop

= Today
i~ Jane Doe 19:54
Flease review the attached File 0

Last Week

Two Weeks Ago

o Ifthe Reading pane is open, the attachments’ names will show at the top of the
pane:

Iease re e att file
ane
: i 38 Formulas. x5 {15 KE)

e Once the message is open, the name of the attachment is listed in the
Attachment field at the top of the message:
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™ Pleaze review the attached file - Message [HTML)

" File Edit View Insert Format  Tools  Actions  Help
: CaReply | CliReply to Al | () Forward | (3 Ma | @ | v [ |23 X | & » % « A :ﬁ!

From: 2 3308 Doa [ Sent: Sun 02/11/2003 19:54
To:

[ H

Subject: Please review the atkached file

Ateachments: 3 \rormulas, s (15 KE)

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

Saving an Attachment

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

From the main menu, choose Fle > Save Attachments.

If there are multiple attachments and only one needs to be saved, simply select
the name of the file to save. To save all attachments with the message, select

All Attachments:

File | Edit Wiew Go Tools Actions Help

Me ¥ teply i Reply to &ll ) Forw
Qpen g L ﬁ} Sent To
Close all Tkems
Save Attachmerts J | Client Listing. doc
Folder 3 Business Plan,doc
Impart and Expart, .. all Atkachments., ..
Xs

Page Setup 3
'3 Prink Presiew
(=4 Frint... CkrlP
. Exit

s

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

Attachments:

Client Listing. doc

Business Plan.doc

=]
Close |

e Ifonlyone attachmentis saved, and OK is clicked in the Save All Attachments
dialog box, the Save Attachment dialog boxwill open. Locate the appropriate
file where the attachment will be saved from the Save In drop-down menu.
Rename the attachment, if necessary, in the File name field:

Save Attachment EHE
Save in: I:‘. My Documents j | ‘a Pt F j ~ Tools =

Business Plan
lient Listing

My Recent
Documents

(4

Desklop

7

My Documents

™\

Campuker

.
Business Flan.doc

Replying to a Message
e Double-click on amessage header in the Folder pane to open amessage.
e Click on the Reply button in the top message box menu:
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_aReply | gReplytoal | g
Frarm;: Reply [ Enrico Gonzales

To: Enrico Gonzales (eg

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

e The message can be altered (even the original message) to create a smaller
message to send, or for editing purposes.

e Ifa message was sentto multiple people, the Reply to All button allows you to
send a reply not only to the original sender, but to all other addresses included in
the original message as well:

& Reply ‘-H Reply bo &l || (2 Forward
b
From: ":"-. Sent:  Reply to Al |2E|D3

Tos Enrico Gonzales (egonzales@c

Forwarding a Message
e Messages can also be forwarded to a separate contact.

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

~&Peply | (4 Reply to Al =

. d
Fram: 4 Sent: Mo 10f20fz Forard jop
To: Enrico Gonzales (egonzales@gonzales. o

e This will create a new message box, with the original email contained in the body
text. New text can be added above the original text, and the new recipient
entered within the To field.

Selecting alMessage Recipient

To entéer an email address to/send a message with different
methods

e Ifanew message has been created, type the email address directly into the To
field:
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—1%end | accounts | (] -
|,yj Ta...

al
(G e
Subiject:

OR select the To button to open the Select Names dialog box:

Select Names
Type Mame or Select from Lisk: Shiow Mames from the:
I ICu:unI:acts j
I Mame Display Mame | E-mail Address | E-mail Tywpe

Enrico Gonzales Enrico Gonzales ... egonzales@gong,., SMTP u
Jane Doe Jane Coe {jdoe,.,  jdoe@janedoe.com SMTP

o
4| | Y

Message Fecipients

To-= I I
Cc-= | I
Brec -= | I

Advanced W | K, Zancel

4

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

Contacts cah,also be placed'in the CC section, aswell as the BCC section. By
placing a recipient in the BCC section,/their email address will not be visible to
anyother recipients.

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

Right-click on the desired contact, and select New Message to Contact from the
pop-up menu:
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{E-mail: jdoe Open
=4 Print
g Forward

|‘_| Mew Message ko Conbact

Mew Appoinkment with Conkact

Marking Messages Unread

e Anynew message that appears has an icon of a closed envelope beside it before
itis read:

B Microsoft Dutlook 2003 Team

m

|came ko Microsaft Cutlo

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

C

e Ifamessage has been read, but needs to be marked as unread, choose Edit >
Mark as Unread from the main menu

OR press the Ctrl + U key combination:

Edit | Wieww G0 Tools  Ackions  He

Cuk Chrl+
Copy Chrlaeis
Paste ChrlHY
Select All y U Ctrl-l-_.ﬁ. \
[__Jelete - - Ctrl-l-_D \

Move bo Folder...  Crel+ShiftHy

Mark as Read Chel+0

Mark as Unread kel

Fhell

Mark Al as Read

¥
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End of the preview sample

J CHELTENHAM

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

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

http:/MWwww.cctglobal.com

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

The IT Computer Courseware Library

e
A complete library of quality training courses ﬂa ’ G

Includes Windows 7 and Office 2010 Courseware ' M ' : f \

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

In addition you get HTML formatted versions of each
course, included with our printable courseware.

Investin a complete Computer Courseware
Library, including Windows 7 & Office 2010
st cost effecti are solutien forye

urses releas
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