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Installing the Sample Files

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

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

o If these files have been copied to your network server, then ask your

trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

SAMPLE
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Introduction to Outlook 2003

Outlook 2003 Workspace

™ Exploring the Outlook 2003 Environment
e Start Outlook 2003.

e The Outlook Bar has been replaced by the Navigation Pane in Outlook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

Mavigation Pane Folder Pane Reading Pane

Intox - beaoeadl Olfce

1
Welcome to Microsoft Outlook 2003

S ir— & mosday Microsolt Cuock 2003 Team
| amatpaiers | ek
= ] Parsonial Fekderd Tos N Qutiook e
5] Dletedd Baws P
S Drafta 5] Thank you for wsing Miciesat
5 bt & Dlder (B O#fice Dunlaok 2003] This versisn
e E— of Ouleak Ichuses e
= iy cagabiities designed to help pou
Sl Sar Rasea BotEss, priviite, and gel o
(8 5 Search Fokders Bssingad GRS HANG St
B ) oot infoemation wo that you may uss

iiugr Rl g efcmnly and Mo

- Radily FRanage B s A gng
|L_ﬂ""- firer of incoeming el
|Em Tis g you some iaa of what is

poidibin with Duflesk X003, wa

|_‘Jw harve put togesher a Nst of cur
I;/J— fwvorfte niw festures.
| N . I~ A Trgamnilmed all Evosslencs =l
111 Rewa =TT

e Click on Calendar to display the calendar:

SAMPLE
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E Calendar - Microzoft Dutlook
© Ble Edt Miew Go Tooks Actions Help Type a question For help =

E@pack @ B B | @ Q| outook:Calendar ,!
?ﬁw - | X i;i ﬁlTﬂ&F’lmD&! EWM jﬂ!d&|'§_pﬁ'ui &l Type acontacttofid = | @!

Calendar Calendar O

Cpen a Shared Calendar, .,

- 22 23 24 = %
| Mail
G| Contacts

/] Tasks 29 30 31| January 1, 2004 z

=tJldntll

] Folder List

Z 4=

0 Items

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

Using the Main Menu

o Experiment with the Main Menu by clicking on the various options, and
expanding the menus. Notice the down arrows at the bottom of the menu.
Click on the arrows to fully expand the menu:

SAMPLE
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Wieww Go  Tools  Actions  Help  create new emai -

,'ga [Mail Message Chrl+M
OpeEn L4 ‘j_*; Post in This Folder  Crrl+-5Shift+3
Close All Items Ty Folder... Chrl+-Shift+E
Save s Ll SearchFolder..,  Ctrl+Shift+P
Save Attachments v |EH  appointment Chrl+-Shift+4
Falder b |5 Mesting Reguest  Cerl+shift+Q
Import and Export... 85 Conkact Ckrl+Shift+C
Page Setup p | @ Distribution List Ckrl+5hife+L
& Print Preview & Task Cerl+Shift+E
=4 Frint... Chrl+p || MNote Chrl4-5hift+N

Exit: Choose Form, ..

¥ Outlook Data File...

Expand

Using the Standard Toolbar

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

tgaﬁew = | LB x | QR_epIy QRepIy to all aFnrﬂard | %Send,l‘Regeive - | %}Fi_nd @ | [} | Type acontacttofind - | @

3] Mail Méssage Chrl+M
Past in This Falder  Cerl+Shifk+5

Appainkrient Chrl+3hife+a

Conkact Chrl+3hift+C

=)
iz
B4 Meeting Request  Chrh-Shift+Q
[85]
Fi]

Task ChrlH+-3hif b4k
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Using the Advanced Toolbar
e Click on Mail in the Navigation Pane.

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

Advanced

& | mpack o [ & A9 |5 | Messages IR=F= R

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

Advanced * X

Bt | @Back @ |4 |5 [0 | 9 | TaskTimeline .

€3 Using the Navigation Pane

o If the Navigation Pane is not already open, from the main menu, choose
View > Navigation Pane:

Wiew | Go  Tools  Actions  He

Arrange By [

[l vevaationpane_atsrt )|

eading Pane 3

'}& AuboPreview

Toolbars 3

£

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

Qpen in Mew Window

Calendar

Options dialog box:
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Mavigation Pane Options

Display buttons in this order

Folder List
Shortcuts
Journal

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

Using the Office Assistant

¢ Click on the Mail button in the Navigation Pane.
e From the main menu, choose Help = Show the Office Assistant:

Help |

2 Microsoft Qutlook Help F1

| Show the Office Assistant E

Office on Microsoft, com

Conkack s

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

o Click on the Office Assistant to display the balloon in which you can type a
question.

e Type create new email in the balloon. Click Search:

r" R
wWhat would you like to do?

[Ereate newv ermajl J

Noptions gaarch ‘
N %V - o

=
67

e The help results will be displayed in the Search Results Task Pane:
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Search Results v X
I
For additional and updated

content, search Microsoft Office
Cnlire,

gl Learn more

20 resulks

I About creating new ikems ill
From existing ikems

) Create a message from a
contack

€ Create a message ;Il

Search
|0FFIine Help | v|
|create riev email | a

) Can't find it?

e Click on a topic to read the Help content.

Customise Outlook Today

Customising Outlook Today

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

e Select the Customize Outlook Today button:

e Inthe Customize Outlook Today/folder, selectthe following options:
Startup - Checked.
Messages —Click'on the Choose Falders button to open the Select Folder
dialog box. Check off Drafts, Inbox and Outbox. Click ©Ksteselose the
dialog box.
Calendar —Click on the down arrow and select 3 from the drop down menu.

Tasks — Leave all options as the default settings.

Styles — Click on the down arrow and select Winter from the drop down
menu.
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e Click on the Save Changes button at the top of the panel.

Customising the Toolbar

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

Cosomize @K

Toolbars | Commands ~ Cpkions |

Personalized Menus and Toalbars

¥ show Standard and Formatting boolbars on bwo rows
[ alwayvs show Full menus

[V Shows Full menus after a shork delay

Reset menu and toolbar usage data

[V List Font names in their Font
¥ show ScreenTips on toolbars
[ show shorkcut keys in ScreenTips

Menu animations: I(System default) j

Close

e Check off Always show full menus.
e Click Close to close the dialog box.

e Click on any of the options on the main menu and notice how the menus are
fully expanded now.

Creating a new Toolbar

o Fromythe mainimenu, choose Tools = Customize to open the Customize
dialog box. $Select the Toolbars tab.

e Click the Newv button to open the' New Toolbar dialog box:

Mew T oolbar
| oalDar na '

K I Cancel |

o Type Example of New Toolbar in the Toolbar name field and click OK.

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

FOR USE AT THE LICENSED SITE(S) ONLY
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E

e Select the Commands tab in the Customize dialog box:

Cuszstomize BHE |

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:

il News -
Edit 4 j
Yigw 2l Mail Message

Favorites

a0 s Postin This Folder

Tools

Ackions gy Folder...

Help LW Search Folder...

Macros

Menu Bar ;I 4| Appaintment ll

Madify Selection vl Rearrange Commands. .. |

Close

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

e The icon will appear on the new toolbar. Add another button to the toolbar
byrdragging and droppingiPost in This Faldersfrom thepCommandsilistonto
the prototype toalbar.

. Click Close/to close the Customize dialog box.

o Clickhon the “x” on\the top right corner of the Example of New Toalbar to
close it.

Creating Custom Views
e Click on Contacts in the Navigation Pane.

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

FOR USE AT THE LICENSED SITE(S) ONLY
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Click the New button to open the Create a New View dialog box:

Create a Hew Yiew |

Mame af new view:

IExampIe of Mews Yiew|

Type of wigw;

Timeline

Zard
DayWeek/Month
Icon

~Can be used on
¥ This Falder, visible to evervone
™ This folder, visible only to me
" all Conkact Folders

K I Zancel

Type Example of New View in the Name of new view field.

Select Table from the Type of view list.

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

Leave all settings as the default in the Customize View dialog box.

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

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

FOR USE AT THE LICENSED SITE(S) ONLY
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Custom Yiew Organizer

Yiews for Folder "Contacts";

Mew
Capy...
Maodify. ..
Rename...

Delete

e B

Sork:

Group Bv: Mone

File s (ascending)

Flag Skatus, Full Mame, Company, File fs, Business Phone, B

Filker: CIff

View Narme Can Be Used On View Type
Address Cards All Contact folders Card
Detailed Address Cards &l Contact Folders Card
Phone Lisk &l Contact folders Table
By Cateqory &l Conkact Folders Table
By Company all Conkact Folders Table
B Location Al Contact Folders Table
By Follow-up Flag &l Contact Folders Table
— Descripkion
Fields: Icon, atkachment,

[ only show views created For this Folder

Apply View J

Close

47

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

Contacts

[ |@|% | Full ame

| Comparry

|File as

|Eusiness Phome

Jane Doe

HERK

Doe, Jane

(011234123456

2]

Enrico Gonzales

Enrico Gonzales

AddinghAdditignal Time Zones
o Open the Calendar Pane, by clicking on the Calendar button in the
Nawvigation/Pane,'or in the list of folders.

e From the main‘menu, choose View = Day.

e From the main menu again, cheose 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.

e In the Advanced options area, click the Time Zone button to open the
Time Zone dialog box. Select the GMT option from the Time Zone drop

menu:

FOR USE AT THE LICENSED SITE(S) ONLY
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Time Zone |

—Current Lirme zone

Label: I

Time 2one; T T ) Gareemwich Mean Time @ Dublin, Edinburgh, Lisbe

[ adiust For davlight saving time

Current time: IThu 04/11 /2004 19:32

— [ show an additional time zone

Label: I

Tirne Zene: II{GMT+1EI:IIIEI]| Etisbane j

™ | adiust Far daylight saving bme

Swap Time Zones | Ik, I Cancel |

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

Click OK to close the Time Zone dialog box.

Click OK to close the Calendar Options dialog box.

Click OK to close the Options dialog box and see the two time zones
displayed:

Calendar

From the main menu again, 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.

In the Advanced options area, click the Time Zone button to open the
Time Zone dialog box. Deselect the Show an additional time zone
option:

FOR USE AT THE LICENSED SITE(S) ONLY
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Time Zone

I

==

r
Tire ZamEs |_’

™| Adjust for daylight saving tme:

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

Using the Mail button

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

SAMPLE
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Favarite Folders

= InboxJe)

[ Sent Trems
all Mail Folders

@ Personal Folders
@ Hotrnail

% Calendar

&=| Contacts

@ Tasks

SR

Using the Calendar button

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

Using the Contacts button

e Click on the Contacts button.

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

list in the Rea

led List to il

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

Using the Notes button
e Click on the Notes button at the bottom of the Navigation Pane.

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

FOR USE AT THE LICENSED SITE(S) ONLY
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e Select By Color to see them organized by colour.

Using the Folder List button
¢ Click on the Folder List button, to display all folders available in Outlook:

Folder List

&l Folders

= @' Personal Folders
ﬁ Calendar
|85 Conkacts
{a) Deleted Items (1)
@ Crafts
E Inbox (2]
(ﬁ Journal
fa) Junk E-mail
[l Makes
Duthos
E Sent Tkems
|&] Tasks
ﬁ Search Folders
ﬁ Hokrnail

Folder Sizes
Daka File Management, ..

] Mail
| Calendar
&/ contacts
] Tasks

Eﬂ@ >

1 Ikems Falder Listl
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Shortcuts

El Shortcuts
@' Cutlook Today
fal Jurk E-mail

Add Mew Group
Add Mew Sharkcuk

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

MPLE

FOR USE AT THE LICENSED SITE(S) ONLY
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Add to Mavigation Pane |

Faolder name: IJunk E-mail j

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

| Tasks

£ Hotmail

Ik I Cancel

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

E Shortcuts
@' Cukloaok, Todaw
i) Junk E-mail

Add Mew Group
add Mew shorkcuk

SAMPLE
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The Toolbars

The Standard Toolbar

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

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

G o 5
Mew Mail Message

e Close the new message without saving.
o Click on the down arrow beside the New button to expand the drop-down

T

&

menu:
Banew mf S B X | SLReply 68
2 Mail Message Chrl+M
%] Postin This Folder  Cel4+Shift+5
[y Folder... Ctri+-Shift+E
Lyl Search Folder...  CtrH-Shife+P
Mavigation Pane Shartout, .
| Appointment Chrl-Shift+4
ol Mesting Reguest  Chrl+Shift+Q
&= Contack Chel+5hifE+C
@=| Distribution Lisk Ckrl+Shift+L
& Task Chrl+Shift+E
sl Task Request Ctrl+Shife+L
B Journal Entry Ckrl+ShifE+1
[ Hoke Chrl+-ShiftR
ﬂ Fa Chel+5hif i
agcuse Farm... | IR
- ;tln:n:d;ata Eile. .. \ W |

e Select Mail Message.
e Close the new message without saving.

Using the Print button

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

FOR USE AT THE LICENSED SITE(S) ONLY
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Click on the Print button.

:3 X
Print {Fax)

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

Using the Move to Folder button

Select Mail in the Navigation Pane.
Select a mail message from the Inbox.
Click on the Move to Folder button and select Move to Folder:

23X | CReply @Replyto Al (3 Fo
| Move toFolder...  Cirl+Shift+y *

»
W

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

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

Using the Delete button

Select Mail in the Navigation Pane.

Select a mail message from the Inbox.

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

(K[

Delete

Usingthe Reply button

Select Mail /in the,Navigation Pane.
Select a mail message from the Inbox.
Click,on the'Reply button:

Py 4

Reply

Notice how the sender’s address is already in the To field. Close the new
message without saving.

FOR USE AT THE LICENSED SITE(S) ONLY
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Using the Reply to All button

e Select Mail in the Navigation Pane.

e Select a mail message from the Inbox.
e Click on the Reply to All button:

_,3" Feply ko Al _4 Fargar

Reply to all

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

Using the Forward button

e Select Mail in the Navigation Pane.

¢ Select a mail message from the Inbox.
e Click on the Forward button:

Forward

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

Using the Send and Receive button

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

Send/Receive

Using the Find button
e Select Mail'in the Navigation Pange.
e Click on the Fimd button:

B

e Type microsoft in the Look for field:

Look For:  microsoft * Search In~ Inbox Find Mo

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



PAGE 24 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

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

Search In = | Inbox
Inbo

&l Mail Folders
Mail I Received

Mail I Sent

Choose Folders., .,

e Click on Find Now.

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

Laook For: microsaft + Search In = Inbox Fird Mow

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

Using the Create Rule button

Select Mail in the Navigation Pane.
e Click on the Create Rule button:

M Twpe
Create Rule

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

e Check the Sent to option and select me only from the drop down menu.
e Check Play a selected sound from the Do the following section:

Create Rule

Do the Fallowing

[~ Display in the Mew Ttem Alert window

¥ Flav a selected sound: I'-.-'u'inu:ln:nws #P Mokifym o R | [ | | Browse, ., |

[~ Move e-mail ko Folder: |5l3|l3tt Folder Select Folder,., |

Ik I Cancel | Advanced Optiuns...l

FOR USE AT THE LICENSED SITE(S) ONLY
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e Click OK to close the dialog box.
e Check Run this rule now on messages already in the current folder and
click OK.

'j The rule "Hew Outlook Uszer" has been created.
[ ]

[+ Run thiz rule now on mezzages already in the current folder

L3

0]4

Using the Address Book button

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

ype a conkar
Address Book,

e Select File > Close to close the Address book.

Using the Find a Contact field

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

|T';.f|:ue a contact ko find |% 7] !
Find a Contact

Type Michael and press Enter.
If there is no contact by that name found, a dialog box will be displayed:

Microzoft Office Outlook

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

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

@k‘;

Microsaft Cutlook Help |

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

The Web Toolbar

Using the Back button

e Select Calendar in the Navigation Pane.

e Select Shortcuts in the Navigation Pane.

¢ Click on the Outlook Today shortcut.

e Click on the Back arrow button to return to the Calendar:

e

Back.

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

¢aBack 9 E
Forward

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

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

@g |

stop)
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Using the Refresh button

Type www.microsoft.com into the web search field and press Enter.
Click the Refresh button to refresh the page:

ﬁ €
Refresh

The Message Toolbars

Using the Plain Text Message Toolbar

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

Plain Texk |

HTML

Rich Texkt

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

Using the HTML Message toolbar

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

o

Rich Text g

Plaim, T ek

Notice how the toolbar changes. Paragraph style,/including header and
titles, can be inserted; Fonts, Font Size andsColour can be set.
Alignment, Spacing and Horizontal Bar insertion can all be applied to the
HTML message text.

Using the Rich Text Message toolbar

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

Flain Text %

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

The Advanced Toolbar

Using the Outlook Today button

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

<::= Back o>
Cutlook Today

Using the Back button

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

N

Back.

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

[E
e

Forward

bising the Up One Level button

o Click on the Contacts button in the Navigation Pane.

e Click on the Up One Level button to move one level up (to the Outlook
Today view):

5P

Up One Level
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Using the Reading Pane button
e Click on the Mail button in the Navigation Pane.
e Click on the Reading Pane button to quickly close the Reading Pane:

:

Reading Pane

e Click on it again to reopen the Reading Pane.

Using the Print Preview button

¢ Click on the Mail button in the Navigation Pane

e Select a message from the Folder pane.

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

't =]
Prink Preview

e Click Close to close the Print Preview dialog box.

Using the Undo button

o Click on the Mail button in the Navigation Pane

o Select a message from the Inbox in the Folder pane.

e From the main menu, choose Edit > Delete.

e Click on the Undo button to undo the message deletion:

k | Mess
Undo Delete

USing the Rules and Alekts button

s Click'on the Rules and Alerts button to open the Rules and Alerts dialog
box:

k Messanﬁ

Rules arF.ﬁ.Ierts

o If you see a warning dialog box, click OK.
e Click Cancel to close the Rules and Alerts dialog box.

Using the Current View field
e Click on the Contacts button in the Navigation Pane.
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e Click on the down arrow beside the Current View field and experiment with
choosing various views:

Address Cards

Address Cards
Detailed Address Cards
Phione List

Bw Category

Bvw Company

Bw Location

By Fallow-up Flag
Define Yiews. ..

¢ Click on the Mail button in the Navigation Pane
e Click on the down arrow beside the Current View field and experiment with
choosing various views:

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

Message Timeline

Define Yiews, .,

e Click on the Calendar button in the Navigation Pane

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

1awweek /Month

DawWeekMonth
Dy ek Month Yiew With AutoPreview
Active Appointments

Ewvents

Annual Events

Recurring Appaintrignts

By Category

Cefine Wiews...

Using the Group'By Box|button
o Click on the Mail button in‘the Navigation Pane.

o Click'on the Group By Box button ta display the Group By Box in the Folder
pane:

i
S4B
Group By Box

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

Click on the AutoPreview button to open the AutoPreview function:

arranged By Date |Newest an top v *|

Two Weeks Ago

= Three Weeks Ago

(=1 Microsoft Outlook 2003 Team
Welcome bo Microsoft Cutloaok 2003
Thank. you For using Microsaft Office Cuklook, v

20031 This wersion
m of Cutlook includes new capabilities designed ko help wou

AuboPreview | Older

171002003

o Click on it again to remove the AutoPreview.

SAMPLE
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Creating Messages

Creating a Message

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

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

e Close the new message without saving.

Setting Message Formats

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

Options |

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

Message Format

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
[ Use Microsoft Word to read Ri

Stationery and Fonks

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

Ise this skationery by defaulk: <Mane > j

Rich Text

Inkternet Format. .. International Opkions. ..

<Mone =

Signakures. .. |

Ok, I Cancel | Appli |
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¢ In the Message format section, choose HTML from the Compose in this
message format drop down list.

e Click OK to close the dialog box.

Attaching a File to a Message
e Create a new mail message.
e From the message’s menu toolbar, choose Insert = File:

Insert: iFgrmaI: Tools  Tat

Picture 3

& Hyperlink.. . g!rlﬂ(

¥

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

Elﬂﬁvl

Insert File

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

e Close message without saving.

Using Rules

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

e Choose Tools > Organize:

Tools h Actions  Help Type a ques

Send/Receive

e This will open the Ways to Organize Inbox area in the top portion of the
Message Information panel:
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".,."'u,".fj'-;..-'E: fio I:Ir'g.fjr"|iEE Inbo Mew Falder,. | Fules and Alerts.. . | X

® Move message selected below to | Deleted Items v| Mave |

%y Using Faolders
To wview or edit wour rules, and for more advanced options, click 'Rules and Alerts'
B Using Colors abowve.

. Usin:

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

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

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

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

If you see a warning dialog box, check Please do not show me this dialog
again and click OK.
Click on New Rule:

E-mail Rules | Manage Alerts I

&pple changes ko this folder: Bl NEE0E

Change Rule = E3 Copy... 7% Delete | + 4 RunRules Mow... Options

|Rule (appl Mg trder shown) | Actions -
- Mew Rule

Select the "Mew Rule" button ko make a rule,

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

SAMPLE
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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
5 Move messages From someone to a Folder

: Maove messages with specific waords in the
3 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

=, Display mail from someone in the Mew Item Alert Window

il Play a sound when I get messages from someone

.'3 Send an alert to my mobile device when I get messages from someone

subject to a folder

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

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

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

Cancel < Back I Mexk = I Finish

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

Click on specific words in the Step 2 area.

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

Click on specified in the Step 2 area.

Select Inbox from the list of folders. Click OK.

Click on the Next = button to open the next window. You'll be asked to

select your choice of conditions that apply to the new rule. Leave all options
as the default.

Click on the Next > button, and again, leave all options /as they are.
Click on the Next > button again, and leave all"options as they are.
Enter Example ofi@a Rule in'the Specify a name for this rule field.
Click on/Einish to save the rule.

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

Modifying a rule

Select Mail in the Navigation Pane

From the main menu, choose Tools > Rules and Alerts to open the Rules
and Alerts dialog box.
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¢ Highlight Example of a rule, and click the Change Rule button. From the
sub menu, select Edit Rule Settings:

Rules and Alerts E |

E-mail Rules | Manage Alerts I

&pply changes ka this Folder: III‘Il:n:lx [janemail] j

I_%Mew Fule... |Change Rule = |23 Copy... 2% Delete |+ 1 Run Rules Mow... Options

|Rule {applied| Edit Rule Settings. .. . | Actions .
Entico Gonza Rename Rule Wy jane. .. AT

Display in the Mew Ikem Alert window
Plav a Sound...

Move to Folder. ..

Copy to Folder, ..

Mark. as High Priarity -

Rule description ¢ Mark as Low Priority

Elag Message. ..
Delete Message Bl anedos, com)

Apply Ehis rule &
fFrom Enrico Gon

and on this m i
maove it ko the Personal Folders Folder

X % & = 7&K

| Ok, I Cancel | Apply

e Select sent only to me from the Step 1: Select condition(s) area:
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Rulez Wizard Ed |

Which condition(s) do wou want to check?
Step 1 Seleck conditiongs)

on this machine onky a
with specific words in the subject

[ From people ar distribukion lisk
[ through the specified account
i=ent only to me

[] where my name is in the To box

[ 1 marked as impartance

[T marked as sensitivity

[ ] Flagged Faor ackion

[] where my name is in the Cc box

[ ] where my name is in the To or Cc box

[ ] where my name is nok in the To box

[ 1 sent ta people or distribution lisk ;I

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

Apply this rule after the message arrives
sent only ko me

and with microsoft in the subject

and on this machine onky
move it ko the Inbox Folder

Cancel = Back I Mexk = I Finish

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

Adding a Signature to a Message

Select Mail in the Navigation Pane.

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

Select the MailFormat tab.

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

Click the Newsbutton to open the Create New Signature dialog box, and
follow the steps to'create a personalisignature.

Enter Enrico Gonzaleslin the Enterra name for your new signature field.
Click on Next.

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

Click OK.

Click Finish to close the Edit Signature dialog box.

Click OK to close the Create Signature dialog box.
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e Click on the down arrow for Signature for new messages option and select
Enrico Gonzales:

Signatures

h
ﬁi Select signatures For accounkt: IHntmaiI j

o

Signature For new messages:

Signature For replies and Forwards: I-::N.:.ne:b

¢ Click OK to close the Create Signature dialog box.

Organizing Messages with Colour

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

On the left side of the Organize pane, select Using Colors:

Aukornakic Formatking. .. | =

& Color messages |Fr|:|m - | |Enri|:|:| Gonzales in

IRed - I apply Color |
@ show messages sent only Eo me in IEILIE - I Turn on |

To wiew or edit your coloring, and For’ more advanced options, click on
"fukormatic Formatking” above.

Using Colors

8, Lsing Wiews
=

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

Color messages I from =]

IReu:I "I Apply Color I
e Select Apply Color to apply the rule.
e Click on the “x” to close the Ways to Organize Inbox area.

F the Falirmn Far s,
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Checking the Spelling and Grammar

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

e Select the Spelling tab:

Options |

Freferences I Mail Setupl Mail Format  Speling |Securit';.f I Okher I

General opkions
ab W Always suggest replacements For misspelled words
J [ Always check speling befare sending

[ Ignore words in UPPERCASE
[ Ignore words with numbers
¥ Ignore original message kexk in reply or forward

W Use autoCarrect when Word isn't the e-mail editor

AutoCorreck Opkions. ..

Edit custom dictionary
#dd, change, or remove words From wour custam dictionarsy,
Edit... |

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

Language: IEninsh (N j

Ik I Zancel | Apmly

e Check the Always check spelling before sending option.
e Click OK to close the dialog box.

Mail Customization W /8 B & § -

UsingdVliessage Stationery

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

e Select the Mail Format tab.

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

Ise stationery to change your defaulk font and stvle, change colors,
and add backgrounds to wour messages.

Lse this skationery by default: <Maone = j
<Mone > -
Fai
Signiakure Clear Day
i —
Autoratically include vour signatu Fi:rsrtzncy
card (vCard) bo oukgoing Message - e
Twey
Signature for new messages: Jundle

Leaves il

Signature Far replies and Forwards: R == - —— |

Click on OK to close the dialog box.

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

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

Click OK to close the Options dialog box.

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

Select the Mail Format tab.

Click on the Fonts button to open the Fonts dialog box

Fonts E |

—Message fonts

% When composing a new message:
|1 0 pt. Arial Choose Font...
When replving and Forwarding:

|1 0 pt. Arial Choose Fank... |

\When composing and reading plain besxt:

IlD pt. Courier New Choose Font...

Automatically display Rich Text in draft
v i
hen using high cap

{*' Use the font specified in stationery {if specified)
= Use my Font when replying ko and Forwarding messages

™ Always use my Fonts

Ok Cancel |

Click on the Choose Font button for When composing a new message.
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e Select Times New Roman from the Font options.
o Click OK to close the Font dialog box.

e Click OK to close the Fonts dialog box.

e Click OK to close the Options dialog box.

Customizing Stationery

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

e Select the Mail Format tab.

e Click on the Stationery Picker button.

o Click on the New button.

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

Create Mew Stationery |
@ 1. Enter a name for wour new skationery:
IExampIe af Mew Stationety

2, Choose how to create your skationery:
% Skart with a blank skationery

™ Lse this existing stationery as a template:

ICIear Dray j

™ Use this file as a template:

Browse.. . |
Mexk = I Zancel |

e _Click Next to open the Edit Stationery djalog box. Click on the Color radio
button and select light green as a background colour:
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Edit Stationery - [Example of HNew Stationery] |

—Message fonk

3 Choose the font and style ywou would like ko use to compose
+ messages with this stationery:
e

|1 0 pt. Arial Change Font... |

—Background

Stationety can have either a background picture or a solid
background color, Select the background For this stationery:

£~ Pickure: I j Browse, .. |
i Color: I j

£ Do not inclu

Y

Preview:

=

=l
Cancel |

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

Modifying Message Formats

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

Actions | Help

3 Mew Mail Message  Chrl+M =r m!
1N3'-"‘-' Mail Mes Lising ’1 Example oF Mew Stationers
Follow Up [ More Stakionery, ..

. Junk:, E-mail_ \ h_ Micru:usu:E Oa:e Quﬁu:uk [HTML) Yy
=3 B_epl';.-' EE-R N Micrasaft Cffice 9
il Rephyfiosll  Chrl+ShifeHR iText i i
& Forward Chrl+F Rich Texk "y

HTML (Mo Stationery)

e Close the new mail message without saving.
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Altering the format for a message already sent
e Open a message from the Sent Items box.

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

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

Edit | Yiew Inserk  Farr

¥ Undo Chrl+Z

& Cut Chrl+

Bl copy Chrl+C
B Paste el

Select Al Chrl+A

T

Find... Fet
b

W

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

Format hIl:u:uls acktions  Help

Skyle 2
A Fort...
=3 Paragraph...
Background »
Encoding »
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Meszage Options

‘i% Mormal

Hawe replies sent bod

e Select Low from the Importance drop down menu in the Message
settings area:

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

Readin S

¢ Select Mail in the Navigation Pane.

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

OR read the message in the Reading pane.
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€3 Opening the Reading pane
e From the main menu, choose View > Reading Pane > Off:

File Edt | Yiew | Go  Tools Ackions Help Type aquestion for belp -

Arrange By 3

| Reatngrae v mon
AuboPreview |_E| Bottarn

ExpandiCollapse Groups »

Toolbars 3

£«

e The reading pane will be removed.

¢ From the main menu, choose View = Reading Pane = Bottom. The
message in now displayed at the bottom of the screen, reminiscent of the
preview pane in earlier versions of Outlook.

¢ From the main menu, choose View = Reading Pane = Right. This will
return the view to the default setting:

& Inbox - Microsoft Difice Dutlook 2003 Beta

 Flle Edt Wew Go  Took  Actons  Help rues wizard -
it - 3 3 X | aBeply CHRestytoA) g Forsrd | sendRegeve | Zprnd [ W e s casitores = |
| sk o @ [[F]A) 9 (5 Messaes N=E - |
__ |
| Favorke Folders Auranged By: Date [Newestontop ¢ = Welcome to Microsoft Outlook 2003
3 Inbox Microsoft Outlook 2003 Team
St s @ Todar
i All Mail Folders S Last Week To: New COutlook User
S
= & Persona Foiders |4 Microsoft Outlook, 2003 Team Thu 1016 . =
(3] Deleted Therns Welcome ko Micrasoft Guilook 2003 Thank you for using Micresoft Office Outlook
@ Drrafts 2003! This version of Outlook includes new
L3 Inbax & Older capabilities designed o help you sccess, priontize,
"Q Junk: E-mail and act on business communications and
L) cutbox information so that you may use your time more
f_.35enr Ttems efficiently and more easily manage the ever.
3] [ Search Folders increasing flow of incoming e-mail.
= 3 Hotmal
(&] Deleted Items To give you some idea of what is possible with
[,Dlm Qutlook 2003, we have put together a list of our
L'%”‘k”" favorite new faatures,
3 Sent Items
[} Search Folders

e, follow-up, and find &
efficiently than before,
splays more infarmatio
@, even on smaller mo
has been redesigned t
1 as aresult, you will 5
d more time getting yo
grouping of your mess
0 e-mail messages an
than before; you can @
ges in a group at oncel

@ Navigation Pane - The Navigation Pane is more
than a simple list of folders: It combines the main
navigation and sharing features of Outlook into one, ;I

(& orine

Opening an Attachment
e Select Mail in the Navigation Pane.
¢ Select a message from the Folder Pane that has an attachment:
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& Last Week

[ Two Weeks Ago

e Open the attachment by double-clicking on the name of the attachment in
the Reading pane.

e Click on Open in the Opening Mail Attachment dialog box:

Opening M ail Attachment

¢ Close the attachment.

Saving an Attachment

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

SAMPL
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e Select the specific attachment you would like to save:

File igdit View Go Tools  Actions  Help  Type a question for help -

Mew k
Cpen »

Close all Ikems

Save As...
Save Attachments r || Business Plan.doc r\rxj
Folder »

Import and Export...

Page Setup r

Prink Preview

Wl e

Print. .. k4P

Wark OFfline

Exit

L

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

Save Attachment EH
Save in: IE] My Documents j o ov e Ia " [y ii = Tools-

Business Plan:
| Clierk Listing

VIPLE

Documents
E a File: marne: IBusiness Plan, doc j Save I

Py Mebwork

Places Save as bype: |n|| Files j Cancel |
i

Deskkop

e Click on Save to save the attachment.
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Replying to a Message
e Double—lick on a message header in the Folder pane to open a message.
e Click on the Reply button in the message box menu:

aReply | gReplytaal | 5

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. Close the mail message without saving.

o Close the original mail message.

Forwarding a Message

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

i daReply | (4 Reply to Al =

by
Fram: 2 Sent: Mon 10207z Forward|pm
To: Enrico Gonzales (egonzales@gonzales. oo

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

e Close the original message.

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

—1%end | accounts | (] -

OR click on the To button to open the Select Names dialog box:
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Select Hames

Type Mame or Select From Lisk:

Showe Mames from the:

ICu:unI:acts

[

I Marme

Enrico Gonzales

Jane Doe

al

Display Mame | E-mail Address
Enrico Gonzales (...

Jane Doe (jdoe, .,

egonzales@gonz. ..
jdoe@janedoe, com SMTP

Message Fecipients

SHTP

E-mail Tywpe

ddd

B -»

Advanced W

[

I

Zancel

4

the screen.

OR

Folder pane.

upmenu:
...............................................................
“E-nails jdoed I Dpen
=4 ‘Brint
(5= ;ﬂard_ - o b
-‘_'-| Mewy Message bo Contact
Mew Appoinkment with Conkact

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

Click on Contacts in the Navigation Pane to display your contacts in the

Right-click on_a contact, and select New Message to Contact from _the _pop-

Marking Messages Unread

Edit > Mark as Unread:

Select a mail message that has been read. From the main menu, choose
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Edit I Wigwy Go Tools  Actions  He

& Ccut Chrl+x
EE Chrl4-C
[Z Paste Chrl+y
Select All Chel+A
¥ Delete Chrl+D
5 Move ko Folder...  Cerl+shift+y
[=1 Mark as Read Chrl+Q
| ] Mark as Unread kel I
Mark Al as Read g

¥

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

Using the Reading pane Options — Marking Messages Read

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

Welcome
2003 Header Information

Microsoft Q] eight

=]
=]
To: Mew Cutly || Off

Reading Pane Opkions.. . Rg

Texk Size 3

=1 -

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

Reading Pane

v single key reading using space bar

(0] 4 I Cancel

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

e Select Mail from the Navigation Pane.

e Select an email from the Sent Items folder.

e Double—lick on the message to be recalled to open it.

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

ackions | Help

2 Mew Mail Message  Chri+-M

Follow Up »

ﬁ'} Create Rule...

Junk, E-mail »
& Reply kiR,
4 Replytoal  Chrl4+Shift+R

&

"f";' Post Reply ko Folder
% Forward Chrl4+F

Recall This Message...

Resend This Message. .. L\i

e This will open the Recall This Message dialog box:

Recall Thiz Mezzage EE3

Mo recipients have reported reading this message.

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

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

™ Delete unread copies and replace with a new message

¥ Tell me if recall succeeds or Fails For each recipient

o Leaveall optionsias, the default.
e Click OK o close the dialog box.
o Close the'mail message.

Deleting a Message
¢ Select Mail from the Navigation Pane.
e Select a message in the Inbox.

o Click on the Delete icon, and the message will be moved to the Deleted
Items folder:
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SAMPLE

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




PAGE 53 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

Contacts

The Contact List

Adding a Contact

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

= Jane Doe - Contact =] E3

File Edit “ew Insert  Format  Tools  Ackions  Help

[Hsaveandcose gy & 0 | ¢ 75 @] e - ® YH

General ] Detkails I Bckivities I Certificates I &ll Figlds ]

Full Mame. .. | |Jane Doe E-rnail. .. - || janEdoe@ . com ,I__j_jl

Job kitle: I.ﬂdministratiu:un ﬁ Display as: IJane Dioe (janedos@immg, oo
g
Company: IXXXX Web page address; I
File as: IDDEJ Jane j IM address: I
Phone numbers
=
Business... | - ||§E|11234-12345E.
Haorne. . | b “
Business Fax. .. | b ||
Mobile. .. |v||
Addresses
Business. .. | b |
[~ This is the mailing
address

Enter the following information:

FulllName -+ Jane Doe

Job title — Administration

Campany /— XXXX

Business'Phone number -1(0)1234-123456
Email — janedoe @xxxx.com

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

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

Full Name — Enrico Gonzales
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Email — egonzales@gonzales.com

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

Finding a Contact

e Type Jane Doe in the Find a Contact field on the Standard toolbar.
o Press Enter to open the contact’s information box.

Editing a Contact

e Select Contacts in the Navigation Pane.

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

Sorting Contacts

e Select Contacts in the Navigation Pane.

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

e Select Detailed Address Cards from the Current View field:

Advanced

Example of Mew Yiew
Address Cards

Detailed Address Cards
Phione Lisk k
Bw Category

By Company

BEw Location

By Follow-up Flag

Define Yiews. .,

Creating a Distribution List

e Select Contacts in the Navigation Pane.

e From the main'menu, choose Actions > New Distribution List to open the
Distribution List dialog box:

¢ “Click the'Select Members button to"open-the Select Members-dialog box.

o Double click on the Jane Doe contact from the Name list in the middle to
place it in the Add to distribution list on the bottom.

e Double click on the Enrico Gonzales contact from the Name list in the
middle to place it in the Add to distribution list on the bottom.

e Click OK to return to the Distribution List dialog box.

o Type Example of a distribution list in the Name field:
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ES Untitled - Distribution List

Insert  Tools  Actions  Help

[l saveandClose | S | X Ba @ ¢ X | & -9 -] @
——

Example of a distribution list]

_SelectVenbers... | __ addtew.. | Remove | __Updsiehon_|
AMewe o |Ewmal e

Jane Doe (janedoe@yysy, com) janedoe@iE9E, com

¢ Click Save and Close.

SAMPLE
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Task Management

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

Untitled - Task M=] 3

File  Edit Miew Insert Format  Tools  Ackions  Help

A saveand Close | 1 F 3 (] | 4vRecurrence... | i fssign Task | & # | X - ¥ - @B

Task I Details I

Subject: I

Due dake: INDI‘IE j Skakus; INu:uI: Skarted j

Skark date: INDI'IE j Priority: INu:urmaI "l % Complete: IU% ﬁ

™ Remindsr: INu:une j INu:une j (Elél Cuaner: IJane Doe
]
[ -

Conkacts.,., | I Cateqories., .. | I Private [

e Enter the following information into the Task dialog box:

Subject — Example of New Task
Due Date -/Mon 10/11/2003
Start Date - Mon 10/11/2003
Status — Notstarted

o Priority = Set the priority of the task,'to Low:

Pricrity: IHigh - I
Mormal

|1?-":EIEI High

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

Click on Save and Close to save the task.

Update a Task

Click on the Tasks button in the Navigation Pane.

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

Update the Status field to Waiting on someone else:

Skatus: | Campleted j
.o Mok Started
Priarity: In Progress
Completed

VA Waiting on someone else
I ie comnlaDeferred

Click Save and Close.

Editing a Task

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

Click Save and Close.

Sorting Tasks

Click on the Tasks button in the Navigation Pane.
If not already visible, from the main menu, choose View > Toolbars >
Advanced Toolbar to open the Advanced toolbar.

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

‘ Advanced

Sat | (D) Back

Cryerdue Tasks

By Category
Assignirnent

By Person Responsible
Completed Tasks

Task Timeline

Define Yiews. ..
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Assigning a Task

e Click on the Tasks button in the Navigation Pane.

¢ Double-click on the Example of New Task.

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

Ackions i Help

&1 Mew Task Chrl4+-1

L-?g Send Skatus Repart
5  Mark Complete

#_%¥ Recurrence... Chrl4+G

Skip Qccurrence

a Reply Chrl+R
B Replyto Al Chrleshife+R
i Forward Crtl+F

e Enter the Enrico Gonzales in the To field.
e Select the Keep an updated copy of this task on my task list option.

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

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

SAMPLE
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Notes and Journal

Notes Development

Creating a Note

e Click on the Notes icon in the Navigation Pane to open the Notes view in
the main viewing area. If there are no notes, the viewing area will be empty.

e From the main menu, choose Actions = New Note:

Actions I Help

Mew Mote  Ctrl+0
X

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

- I 3

Example of aMaote

02/11/2003 21:39

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

X
Mew Noke

Save As...

‘ Delete
"

b\ Flrward

[

0 '-'1_ B
Paste

N

Colar »
Categaries. ..

Contacts. ..

kL

Prink...

Close
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e Select Color > Blue to change the background colour of the note:

. [

[ Mew Noke
Save As...

X Delete

i Forward

& Cut

_EE Copy n

[ Paste

| Calar ] Elue
Cateqories, .. Green ‘
Contacts, ., Firik.

4 Print... ¥ellow
Close White

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

Moving a Note

¢ Double—lick on Example of a Note to open it.

o Place the cursor arrow over the blue bar at the top of the note.
¢ Click and drag the note to move it:

@qm
Example of a NDTe|

02 oo3 2
e C he

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

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

e Select Contacts:
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- I

El [ew Make

Save As...
>< Delete
T
g Forward
dh
53
[ Paste

Calar 3

Cateqories. .,

Contacts..,

(=4 Print...

Close

!

This will open the Contacts for Note dialog box:

Contactz for Note E3
Cantacts.,.. I I

Close |

Type Jane Doe in the field.
Click Close.
Confirm that the note has been attached to the contact by opening the

contact’s information box. The note will appear in the contact's Activities
tab:

= Jane Doe - Contact [_ O] |

File Edit Wiew Insert  Farmat  Tools  Actions  Help
[l saveandclose IgY | & Il | ¥ 2 40y &9~ | e - O-H

General ] Details ] Ackivities I Certificates I All Fields I

; IP.II Items

Motes
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¢ Click Save and Close.
e Close the note.

Resizing a Note

e Open Example of a Note.
e Click on the bottom right hand corner marker and drag to alter the size of the
note’s appearance:

=X

Example of a Nn‘re|

02/11/2003 21:42 S

e Close the note.

Assigning Categories to a Note

e Open Example of a Note.

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

e Select Categories to open the Categories dialog box:

Itemnis) belong ko these cateqories;

Personal Add ko Lisk |

*Jlable categnriei R a

Blsiness -
Campetition

Fawvarites

iGifts

Goals/Ohjectives

Halidax

Holidaw Cards

Haok Contacks

Ideas -
Inkernational

Kew Customer

Miscelaneous

|
[ANEEE WY NN

Phone Calls LI
Ok Cancel | Master Category List. .. |

:

e Select Personal from the Available categories area.
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e Click OK.

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

The Journal

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

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

Microzoft Outlook |

'j The Journal can automatically track Office
! documentz, and alzo e-mail azzociated with a
contact. However, the Activities tab on the
contact item iz the best way to track e-mail
and doez not require the Journal.
Do you want to turn the Journal on?

[T Please do not show me thiz dialog again

Yes Mo

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

Journal Options Ed |

— Journal

Butamnatically record these items: Far these conkacks:

| [ | Enrico Gonzales
dane Doe

[ | Meeking cancellakion
[ ] Meéting request

‘ ] Meeking response

[ | TAsk request
[ | 7ask response

ing a journal entey

the journal entry

[ | Microsoft PowerPoint " Dpens the item referred to by
[ Microsoft ward the journal entry

autodrchive Journal Entries., .. |

(0] 4 I Cancel |
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Creating New Journal Entries
e From the main menu, choose File = New > Journal Entry.
e The Journal Entry window opens:

05 Example of a Journal Entry - Journal Entry [_ O] x|

File Edit \Miew Inserk  Format  Tools  Actions  Help

[ saveandclose | = | % Ba & 0 @28 | X | &~ % - I@H

Subject: |Example of & Journal Entry

Entry bvpe: IMeeting D(d COmparny': IGDnzales Co,

Starttime:  [sunozfitjzoos o« [znsz | start Timer | .
Curation: Ilhcuur j Pause Timerl

.
Contacks... | |Enriu:c: Gonzales Caktegories. .. ||I:uusiness Private [

e Enter the following information:

Subject - Example of a Journal Entry

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

Start time - Sun 02/11/2003

Start Timer — Do not click on this

Duration — Select 1 hourgfrom the drop downsmenu
Contacts — Enrico Gonzales

Categories' — Business

¢ Clicki Save and Close.
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Message Management

Sorting Messages

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

o Click on Arranged By and select Size:

Arranged By: Size
Dake
= Medium (25 - 100K Conversakion
=1 Microsoft Sutloak 20 Fram
Welcome to Microsof
Thank, you o 15
WEFFian
of Cuwklook includes n
iz Enrico Gonzales Jize
Please review attach Subject
Tiny (< 10 KB) e
Flag
Atkachments
E-mail Account
Importance
Categaries
Cuskarm
Show in Groups

o Experiment by selecting various options.

Moving Messages\between Folders
s mSelect a mail message from the Inbox.

o Drag the selected message from/the Folder Pane over top of the Deleted
Items folder:
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Favorite Folders Arranged By: Size |Largest an kop 'F;I
(.3 Inbox (1)
[ Sent Ttems = ™Medium (25 - 100 KB)

All Mail Folders

B 895 Personal Folders
i Deleted Items
L7 Drafts E i
[ Important emails Q Enrico Gonzales 21,/10/2003 =
[~ Inbox (1} Flease review attached File ]
I_Ta Junk. E-mail
[ Quthox [ Tiny {< 10 KB)
@ Sent Tkems

[31 search Folders
£ Hatmail

¢ Release the mouse button.

Searching for Messages

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

Look For; ~ Search In~ Inbocx Find Mow Clear Options = X

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

Search In~ iDraFts;Ianx;Outt

Inbox

| &l Mail Folders [I;

Mail I Received

Mail I Sent

nbox
Il Mtal“Gonzaes" I be dsrlld in

e Close the Find feature to remove the filter.

Using Search Folders
e Click on the Mail button in the Navigation Pane.

¢ Notice the Search Folders listed in the Folders List in the Navigation
Pane.
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e Right click on Search Folders and select New Search Folder:

L For Follg

|:..'d Mew Search Folder...
4

3 Unread

4 Hotrnail

add to Shorkouks

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

e Click OK.

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

Folder Management

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

Create Hew Folder |
Marne:
Eaolder conkains:
IMaiI and Post Items j
Select where to place the folder:
= &3 Personal Folders -
| Calendar
8= Contacts
fa] Deleted Items
L;#| Drafts
L _4 Inbox 3}
- :ﬁ Journal
fal Jurk E-mail
ﬁl Miotes

P | ,u:ux
I

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

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

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

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



PAGE 68 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

Moving Folders
o In the Folders List, select the Example of New Folder.

e From the main menu, choose File > Folder > Move “Example of New
Folder”:

[Eeder ] ) e o chtshit e

Import and Expart, ..

Flmmm Tobiim . L R Tt 1 o - 11 on

o This will open the Move Folder dialog box.

e Select Inbox from the list.

e Click OK.

e The folder will now be visible in its new position in the Folders List:

Favorite Folders

[ 7 Inboz

(=4 Sent Trems
&ll Mail Folders

=l 5F Personal Folders
{a) Deleted Items

L7 Drafts

[ Important emails

= E Inbuo

Ea Junik. E-rnail %
@ Outbo
@ Sent Ikems

[ 5earch Folders

Deleting a Folder

¢ In the Folders List, select the Example of New Folder.
i lete “Example of New

tlook dialog b m

deletion.
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Meetings, Appointments and Events

Appointments

Adding an Appointment to the Calendar

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

e Use the arrows in the Date Navigator until November 2003 is showing.

e Select 2 Nov 2003 from the Date Navigator.

e Click on the 9:00 time slot:

02 Movember

08 oo
09 oo

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

Subject -. Example of New Appointment

Location -. Boardroom

Start time — Leave as default

End time — Leave as default

Reminder — Leave as default

Show time as — Select Busy from the drop down menu

SAMPLE
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§iil Example of New Appointment - Appointment -

File Edit Wew Insert Format  Tools  Actions  Help

|l save and Close | =4 (Il | 2% Recurrence.. _séjlgvite Attendees | § 3 | X - ~ | (& B

Appointment I Scheduling I

| This appointment accurs in the past. |

Subject: IExampIe of New Appointment

Lacation: IBDarernm j Label: ID None j

Start bime: | Sun 02/11/2003 | Jos:00 | T alday event

End tirme: [sun 02/11j2003 | Jos:30 |

v Reminder: |15 minutes j Jiz| Show bime as: I. Biusy j

| =
=

Conkacts, .. | I Cateqgaries. .. | I Private [

¢ Click Save and Close

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

Inviting Attendees

e Click on the Calendar button in the Navigation Pane.
o' Select 2 Nov /2003 fromithe Date Navigator

s Rightclick on Example |of New Appointment and select Open from the
drop down menu.

e Fromithe toolbar, click the I'nvite Attendees button:

=T TR
Invite Attendees
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e In the To field enter Enrico Gonzales.

Appointrent I Scheduling I

Invitations have not been sent For this meeting.

|
Subiject: |
|

j Label: ID Mone j

Lacation:

¢ Click Send.

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

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

e Change the end time to 10:00:

Starkbime:  |Sun 02(11/2003 | Jos:00 =

End kirne: |Sun 02/11/2003 j {03:30 -

09:00 {0 minutes) -
09:30 (30 minutes) |

[ Reminder: |15 minutes
10;30 §1.5 huu%

11:00 (2 hours)
Meeting Warkspace. .. | [ This is anl; 1 .30 (2.5 haurs)

12:00 (3 hours) -

Click Save and Close.

Setting Recurring Appointments

2lect Open from the
urrence button
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Appointment Recurrence |

— appointrment Eirme
Start: [09:30 ~|  End: [10:00 ~| Durations [30minutes | =]

—Recurrence pakkern

" Daily Recur every |1 weekis) on;

% eekly I sunday [7 Monday | Tuesday [ ‘Wednesday
" Manthly [ Thursday ¥ Friday [ saturday
£ Yearly

—Range of recurrence
Start: |Fri 31/10/2003 | " Mo end date
" End after: IIU OCCUNTENCES

" Endby:  |Fri0zfol/z004 |

o] 4 I Cancel | Rermmove Recurrencel

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

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

Assigning a Category to an Appointment
e Click on the Calendar button in the Navigation Pane.
e Select 2 Nov 2003 from the Date Navigator

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

o __Select Open the series.in the Open Recurting, ltem dialog box.

e Click OK.

o Select the Categories button at the bottom of an Appointment information
boxato open the Categories dialog box:
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Categories |

Add Ea Lisk |

Item(s) belong ko these categories:

Favarites

Gifts

Goals/Objectives

Holiday:

Holiday Cards

Hot Contacks

Ideas =
International

key Customer

Miscellaneaus

Personal
Phone Calls LI

i Cancel Master Cakegory Lisk. .. |

]

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

Deleting an Appointment

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

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

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

Events

e — — — — —

Scheduling an'Event

Open the Calendar view in the main viewing area.
Select 11 September 2003 from the Date Navigator

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

Type Jane’s Birthday:

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

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

Removing an event
e Select the Jane’s Birthday event.
¢ Click the Delete button in the Standard toolbar.

Using Permissions

Setting Permissions

e Select a public folder

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

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

o Select the Permissions tab. The Permissions tab is only available if you
own the public folders, and will only show those that you own.

e Use the Add and Remove buttons to add new names and assign their

permission level, or remove names that no longer need access to the public
folder.

e Once all options have been set, click OK.

Viewing Other User’s Calendars

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

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

¢ Select the Scheduling tab.

salEnter the usersiname impthe All Attende espsection, either by clickinggonpa

blank\field, or by.selecting the Add Others button, and choosing names from
the Address book:
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[janedoei@xoc:, com)
Click. here to add a name

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

00 4:00 8:00 Q.00 10:00 11:00 12:00 1

ing a
With the Ca
ing

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



PAGE 76 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

ﬁ'Example of HNew Meeting - Meeting

File Edit Mjew Insert Formak  Tools  Actions Help

el Saveand Close | =4 I | G &, | £+ ¥Recurrence... | [ Invite Attendees | ¥ ) * | i@

(-]
s

Appaoinkment I Scheduling I Tracking I

| Mo responses have been received For this meeting, |

To... | IJane Dioe (janedos@iddy, com); Enfico Gonzales (egonzalesi@gonzales, com)

Subject: IExampIe aof Mew Meeting

Location: IBDarerDm j Label: ||:| Mone j

Startime:  |Mon 037112003 | Josuoo | T il day evert

End tirne: [Mon 03f11/2003 | J1z:00 -

[ Reminder: |15 rninukes j Jig| Show time as: I. Busy j

Meeting Workspace. .. | [ This is an online meeting using: IMiu:ru:usu:uFt MetfMeeting j
=
=

Conkacks. .. | I Cateqgaries. .. | I Private [

Enter the following information:

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

Reminder — checked

Start time— Mon 03/11/2003, 9:00
End,— Mon 03711/2003 12:00

Click Send.

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

Changing an Existing Meeting

Open the Calendar view in the main viewing area.

Select 3 November 2003 from the Date Navigator

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

Change the End time to 10:00.

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

Microzoft Dutlook Ed

' You have changed the meeting "Example of Mew Meeting”, \Would you like to send this updated meeting to the
. attendees now?

Yes Mo | Zancel |

Replying to a Meeting Request

e Open the Calendar view in the main viewing area.

e Select 3 November 2003 from the Date Navigator

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

e Enter your own email address in the To field.

e Click on Save and Close.

¢ Click on Mail in the Navigation Pane.

e Click on Send/Receive on the Standard Toolbar.

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

vy .ﬁ.g:epté 27

Accept

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

Microzoft Office Outlook

! E &z the meeting arganizer, yaou do not need ko respond ko the meeting.

Tracking Meeting'Responses

e Open the Calendar view in the main viewing area.

e Select 3 November 2003 from' the Date[Navigator

o _From the Appointmentarea inthe Calendar, double-click'-onthe Example
of New Meeting booking.

e Select the Tracking tab.

Updating a Meeting
e Open the Calendar view in the main viewing area.
e Select 3 November 2003 from the Date Navigator
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From the Appointment area in the Calendar, double-click on the Example
of New Meeting booking.

Change the Location to My Office:

Location: IM';.-' Office j

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

01 8| Croarer

ieduling ] Trach 3end Update o Attendees and Clcuse|

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

Cancelling a Meeting

Open the Calendar view in the main viewing area.

Select 3 November 2003 from the Date Navigator

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

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

Actions | Help

_ﬁ Mew Appointrment ChrlHM

4 ¥ PRecurrence... Chrl+3

Add ar Remove Attendees. ..

|_: Cancel Meeting [ |
[ s
4 Reply with Message Chrl+R
= Forward Chrl+F

L

IT the, Microsoft Outlook dialog box is displayed, select Delete without
sending a cancellation and click/ OK.
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Outlook and the Web

Newsgroups

Using Newsgroups

e From the main menu, choose Go = News to open the Microsoft Outlook
Newsreader window:

% Microsoft Dutlook Newsreader =] B3

J File Edit VYiew Tools Message Help

7
£

‘ Create Mail

Igl

Send/Recy

-

A Iyil -

Addresses Find

. Outlook Newsreader

Folders

x|

ﬁ Outlook Mewsreader
=13 Local Folders

) 00K

Newsrea

er

Newsgroups

Set up a Newsgroups account...

Find a Message...

Go tomsnY =

Tip of the day *

To track a specific
conversation or
thread, first select a
message in the
canversation of
interest, Then click
the Message menu
and click Watch
Conversation.

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

4 Previous

@ Warking Online

|I‘_f;§] Mo new messages A

o |If the News option is not in the Go menu, complete the following steps.
Click the downparrow omgthe Standard toolbarmSelect Add or Re move
Buttons > Customize. In the Customize dialog box, click on the
Commands button. Select Go in/the Categories list, then scroll down and
findhNews /in the'Commands list./ Click on Newsgin the Commands list and
drag it up/to'Go'in the main'menu. When the drop down menu displays the
list of commands, select where you would like to place the News item and
release the mouse button.

news client:

If this warning box is displayed, click Yes to make Outlook News your default
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Outlook Ezpress | x| |

' Outlook, Mews iz not currently pour defaulk news client.
T whould you like to make it your default news client?

¥ always perform this check when starting Outlook Mews

Yes %l Mo

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

Internet Accounts [ 7] |

Al | Mews I Dhirectary Servicel &dd 3

Account | Type | Connection | Remove |
tive Directony directony zervice Local Area Hetwark, _
@ Bigfoot Internet ... directany service Local &rea Metwork Froperties |
%"JeriSign Intermet ... directany service Local &rea Metwork
) ) Set as [Default

%Whn\-’u’here Inter... directony service Local &rea Metwaork

Impaort. . |

Expart... |

Set Order... |

Cloze

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

Your Hame

YWhen you post a message o a newsgroup or end an e-mail message, your dizplay
name will appear in the From field. Tepe your name as pou would like it to appear.

Dizplay name; ||

Faor example: John Smith

< Back I et = I Cancel

Follow the directions through the Wizard to set up a new news account.

In the last window, click Finish and the Wizard window will close and return
you to the Internet Accounts dialog box, with the new news server listed.

Click Close to return to the Microsoft Outlook Newsreader window.

Subscribing to a Newsgroup

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

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

Ifithis selectedinews server has notlbeen accessedyby you before, Outlook
will'open a message telling you that you are not subscribed to any
newsgroups, and ask if you want to view a list of newsgroups:

ou are not subscnbed to
available newsgroups now?

Yes Ho

Click Yes.
Outlook will start downloading a list of available newsgroups, and depending
on the size, this may take some time.
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After the list of newsgroups has been downloaded, scroll until you find the
first one to subscribe to.

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

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

A list of newsgroups that you are subscribed to will appear.

Click OK to close the list.

Reading Newsgroup Messages

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

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

Select a message header.

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

If the message has not been downloaded yet, the bottom pane will state this.

Double-click the message header and the message can be viewed in a
separate dialog box. This is considered downloading, so the next time this
message is accessed, it can be viewed in the bottom pane of the window.

Instant Messenger

Using Instant Messenger

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

To be able to use Messenger through Outlook, you must have a Hotmail or
Passport account.

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

Select the Other tab.

Select the Enable the Person Names Smart Tag/checkbox as well as the
Display Messenger Status in the From fieldicheckbox:
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Options

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

le—click he ico pen th SN r vice sign
box

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




PAGE 84 - OUTLOOK 2003 - FOUNDATION LEV EL WORKBOOK

4 Windows Mezzenger =] E3

File #&ctions Tools Help
| |

My Skakus:
| - ®@hotmail.com (orline) 1101

) Your contact list [shown below] does nat et have anpane in it
Click Add a Contact below o gtart creating your ligt,

. a0 ko my e-mail inbox

g

# Online

Mone of wour conkacks are online
#. Mot Online

Mone of wour contacks are offline

-+ Add a Contact
A& Send an Instank Message
; :.;. Send a File ar Photo

<! o ko Chat Rooms
Maore
A ’ |
NetMeeting

Setting up NetMeeting

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

MetM eeting |

MHettdeeting enables pou to communicate with athers
aver the Internet or your local Intranet. Lzing
Hettdesting, you can:

- Talk to athers

< Back I MHest = I Cancel

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

Follow through the Wizard steps and dialog boxes. Any other programs that
play or record sound must be closed to go through the Wizard.

Calendar

Savinga Calendar as a Web Page

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

From the main menu, choose File > Save as Web Page to open the Save
as Web Page dialog box.

Enter the following settings into the Save as Web Page dialog box:

Save az Web Page |

— Duration
Start date: IS-EIt 01/11/z003 j End date: | SNERC BRRIENE] j

—Dpkions
¥ Include appointment details

[ Use background graphic: Browse, .. |

Save as

Calendar kitle: I.ﬁ.ppnintments and Tasks Far This Month
File name: IC:'I,D:::-:uments and SettingsyCwneriiy Documents) App Browse. .. |

v Open saved web page in browser m Cancel
|L -y | | -:-:l_

Start Date # 01/11/2003

End Date +30/11/2003

Include appointment details = Checked

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

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

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

Click the Save button to generate the Calendar (it will take a few minutes,
so be patient):
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Appointments and Tasks for This Month

- 26 November 2003 ——-

The picture that was I equested to be sent today
P 09:00-10:00 (From X600

26|
09:00 The

picture that was
reguested to be
senttoday

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

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

SAMPLE
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Saving and Archiving

Save

Saving Messages

Create a new mail message.
Type Example of Saving a Message in the Subject field.

Type This is an example of how to save a message in the body of the
email.

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

! "_n, Do o wank to save the changes to "Example of Saving a Message"?

‘fes Mo | Cancel |

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

Saving in Alternate File Formats

From the Navigation Pane, select the Mail button.

Click on Drafts to show the Draft view.

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

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

In the Save In drop down list, navigate to the folder Outlook 2003
Foundation Work Folder.

From the Save as Type drop down list, select the Word Document (*.doc)
filenty pe and ¢lick Save:

wiard Document (¥, doc) H

Save as bype:

fivord Document (% doci
=ML Document (¥, xml)
Single File Web Page (. mht; bkl
Web Page (*bkm; * html)

Wb Page, Fitered (¥ Rtm; * . Reml)
Document Templake *.dok)

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

Archive
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Setting AutoArchive options

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

e Select the Other tab, and select the AutoArchive button.

e This will open the AutoArchive dialog box:

AutoArchive |
¥ Run Autodrchive every |14 ﬂdays

¥ Prompt before Autosrchive runs
During Aukodrchive:
¥ Delete expired items (e-mail Folders only

v archive or delete ald items
¥ Show archive folder in folder list
—Defaulk folder settings faor archiving

Clean out items older than IEu ﬁ IMDnths j

* Move old items ko

IC:'I,D::u:uments and Settings\CwinerLocal Setti Browse, ., |

" Permanently delete old items

Apply these settings to all Folders now |

Tao specify different archive setkings Far any Falder, right-click
on the folder and choose Properties, then go ko the
Aukoarchive tab,

Retention policy
@ The netwaork administrakor has nok sek retention policies,

Retention Palicy Infarmatian. .. |

(o] 4 I Cancel |

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

Arehiving MeSsages Manually

e Selectithe/Draftsfolder in the Folders List.
e Select Example of Saving a Message.

¢ _From thé'main menu, select File > Archive.
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e Leave all settings as the default and click OK:

Gr Personal Folders

ﬁ Calendar
Contacks

fa] Deleted Ttems

Pilorants [8

[ Important emails

[ Inbax
A 1ourmal

L@ Junk E-mai

E‘ Mates

on 04j03fz003 ¥
I

Ci\Documents and SettingsyCwneriLocal Settings

SAMPLE
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