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Understanding Items

3 Mail Message Compose a message to be sent by e-mail.

_j Appointment Add an appointment to your calendar.

j Meeting Request Set up an appointment to which you invite other people or reserve resources such as a conference room.
§% | Contact Enter information about a person including their name, company, job title, and e-mail address.

& Distribution List Crate a collection of contacts that allows you to quickly send mass e-mails.

:Z] Task Enter to-do items that can be tracked until completion.

&_ﬁ Task Request Inform someone else of a task you would like them to perform.

B 5 oorial Bater Keep track of interactions and files that you create—such as e-mails or Word documents—in a timeline
o s view.

Note Jot something quickly in a note. Can be sorted using color categories.

Understanding The Message Window

@‘ HY « % )+ Sending an e-mail - Message (HTML) Elﬂlg

| Message | Insert Options  Format Text

@
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Paste 7 B I U/~ = | Address Check Attach Attach : Follow Spelling
- 7 | = ” & - | Book Mames || File  Item | Signature ~ || up~ il -

Clipboard || Basic Text Il mames Include | options || Proafing ||

] | Melissa Peterson;
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Subject: |Sending an e-mail

Type your message here.l

Jeanne Trudeau
Director of Business Development e
612.871. 5004

Office Bufton and Quick Access Toolbar: The Office Button e Send button: Click this to send the message once you've
allows you to see everything you can do to a message. finished composing it.

The Quick Access Toolbar contains common commands such as

Save and Undo. You can add more commands as well.

Ribbon: The tabs and groups of commands on the Ribbon G Message Area: Type your e-mail message here as you
replace the menus and toolbars found in the message window in would using a word processor.
previous versions of Outlook.

Recipients: Enter the e-mail addresses of the recipients in the e Signature: You can create a customized signature that
To field. Use the CC field to send a copy of the message to appears on your messages. You can include contact
recipients who are not directly involved, but might be interested information and even a logo.

in the message.

Subject line: Enter a title here so that recipients quickly know Seroll bar: Use the scroll bar to view different parts of a
the reason for your e-mail. long message.
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Using the Navigation Pane

Use this button to expand and

Mail
contract the Navigation Pane.

Favorite Folders

[ Inbox
) Unread Mail s ] C i e : 2
[ sent Items [ =] Mail ompose, manage, orgamze, send, and receive messages.
|:| Inbox
= %ﬁ Mailbox - Jeanne Trude

& 5] Deleted items (2} IE Unread Mail

7| Drafts 3] "
L Inbox Sent ltems

Mail Folders

2] All Mail 1t Contains all your recent incoming e-mail messages.
all Items

Contains all your unread messages.

Favorite
Folders

Stores copies of messages you have sent.

[ g Junk E-mail [9]
L[5 Outbox

= L[] RSS Feeds
[ sent tems

H 3 Synclssues

£} ._p Search Folders

All Mail Folders

j Calendar

&J Contacts

o] Tasks

Notes
Folder List
Shortcuts

B Configure buttons

Journal

Toolbars

Move
New message to

Message anev\lrfulder ni:essage

L%

‘I New v g 3 X

Print Delete

Reply to the
sender of the

Mailbox Provides a preview of your day; summarizes appointments, tasks, and new e-mail messages.
Deleted Items Works like the Windows Recycle Bin; where you can find deleted Outlook items.

Drafts Stores draft messages that you haven’t yet completed.

Contains messages that Outlook considers spam. You should check this folder periodically to check for

Fomk E-mnlh incorrectly flagged messages.

Outbox Temporanly stores any messages that yvou’ve composed that have not been sent.

RSS Feeds Allows you to access content that you've subscribed to via RSS feed, such as news and blogs.

Provides quick access to color categornzed messages, messages flagged for follow-up, messages with

Senrch Folders large attachments, and unread messages.

Enables you to view and schedule appointments, events, and meetings.

Stores addresses, numbers, e-mail addresses, and other information about people you contact.

Allows you to organize and manage to-do items.

Works like electronic sticky notes; allows you to jot down quick bits of information.
Displays all the folders in Microsoft Outlook.

Contains shortcuts (that you add yourself) to other folders, such as the My Documents folder.

Allows you to add or remove buttons from the Navigation Pane.

Records information about items you send or receive and files you create (not shown by default).

Open the

Fieg the Address Book

message

l

Forward the

message Find a contact

4 Reply @ Replr to All 4 Forward FMd ¥ | - Send/Receive v | il

Check for new
messages and send
messages in the
Outbox.

Reply to all
recipients of
the message.

Categorize
the message
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I R R Untitled - Message (HTML)

a
2 Message | Insert Options  Format Text

L & oo o - s (R g || 0 B
—j, Calibri (Ba * 11 A \_)| A aﬁ] =

a
Paste (B 1 u|®-A-= 52| Address Chedc Fallow | g | Speliing
B = = Book Names - || up- -
| cClipboard = Basic Text = Names Indude

v Click the Mail button in the Navigation
Pane. The mail folders appear in the =3

Navigation Pane. i

Click the New Mail Message button on

the Standard toolbar.

Enter the Recipient’s e-mail address in

the To, Cc and/or Bcc field(s).

Type the Subject of the e-mail in the

Subject field.

Composing and Sending an E-Mail
Message

Options ™ || Proofing

A message sent

Set Message Priority S
wi ig

v Click the Mail button in the Navigation
Pane and click the New button on the
Standard toolbar.

In the Options group of the Message tab,

. I in iaenne Trudesy - Hisaak Qutisal
few o Yool Actoms  Melp
W Reply o hft 1 Foemnd
3 Iy

hrvanged Ly Gabx Hawest or tap

© || Rayna Oden [rayna@customguide.com]

Importance

[ESEC)

- B

This mesaage was send with High importanse.
MR /162007 4:19 P4

click the High Importance or Low : ki £1F
- | Rayna Oden I
Importance button. e ‘ Mere 15 the Request fon Propossal (]

o High Importance: Inserts a red Tl Fr== o T
exclamation point next to the EEE.‘
message subject. S
Low Importance: Inserts a blue, e
downward-pointing arrow next to —
the message subject. LR
v' The Specified priority has been assigned

to the message.

4 Jeeasten Iz

= § (5 Rayna Oden 32007
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=i Rayna Oden 3272007

| Reed Stephens. ALz
mportant

4 Reed Stephens 3nze00

4 Reed Stephens 322000

11 kems

Attach File button —— @

Attaching A File to A Message

R =
Message | Inset  Options  FormatText @

o " = ‘v
Bl . waEEE 3 @) e X

3 i5| Address Check Follow | § | Spelling

v Click the Mail button in the Navigation
Pane and click the New button on the ol s e 5| opte
Standard toolbar. — =

v' Click the Insert tab on the Ribbon and T e [

click the Attach File button in the  Atachment) e fomseems

Today I learned how to compose and send an e-mail message.
Include group.
The Insert File dialog box appears.
Navigate to and select the file you want

to insert and Click Insert.

FY1 - Message (HTML)

Indude || Options % || Proafing

Jeanne Trudeau
Director of Business Development

Eso
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Receiving and Reading E-Mail

Outlook automatically checks for new messages and
displays them in your Inbox. But you can manually
check for messages anytime.

Retrieve e-mail manually

v Click the Mail button in the Navigation
Pane. The Inbox appears.

v' Click the Send/Receive button on the
Standard toolbar
Outlook checks for messages. Any new,
unread messages Appear in bold and
have a Closed envelope icon next to
them.
Double click on it to open it.

Replying to And Forwarding A Message

Reply to a message

Replying to an e-mail is like answering a letter—it
acknowledges your receipt of the message and
allows you to respond.

v" Click the Mail button in the Navigation
Pane and Double-click the message
that you want to reply to. The message
opens in its own window.

Click the Reply or Reply to All button
in the Respond group on the Ribbon.
Reply: Sends your reply to the author of
the message only.

Reply to All: Sends your reply to the
author and everyone else who received
the message.

v" Type your reply and click the Send
button.

Forward a message

v Click the Mail button in the Navigation
Pane and Double-click the message that

you want to forward. The message opens
in its own window.

Click the Forward button in
Respond group on the Ribbon.

the
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Sarah lones [sjones @customguide.com]
Wed 418007 1204 PV

From: Rued Stephens
Sent: Wednesday, April 18, 2007 12:03 FM
To: CuslomGuide
Subject: Lunch?

Anyone up for lunch?
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Reply Reply Forward
to All
Respond

EERTTED TR ToER
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Customer Feedback - Message (HTML)

Reply Reply Forward | Delete
to All
Respond

Jared Stein
CustomGuide

Subject: Customer Feedback

) N % x L3 Move to Folder ~
- — [ Create Rule

% &, safe Lists ~

Block Not Junk

[:] Other Actions = || sender —
Adtions

Junk E-mail

| v ™
== ]
Categorize Follow Mark as Find
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Sent: Wed 4/18/2007 1:33 PM

| Message | ®]Feedback.doc (26 KB}

Take a look at this great feedback we received!

fi’:?@ H9 6« + )=

RE: Customer Feedback - Message (HTML)
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=

Subject:

Options

Format Text
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Jared Stein; B CustomGuide;

RE: Customer Feedback

@
0 =3
» :§
e FX; § | seeliing
=AY ~

Include
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Options ™ || Proofing

Wow — great job everyone ]

From: Jared Stein

To: CustomGuide
Subject: Customer Feedback

Sent: Wednesday, April 18, 2007 1:

24 PM

Take a look at this great feedback we received!
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v In the To field, enter the e-mail
address(es) of the person(s) you want to
forward the message to.

v" Type any comments you wish to add to
the message, and click the Send button.

Message Button

Preview an Attachment S oo omme oo WMo ook
| Bl Edt ww Go Jook  Actoms  Help
|: 3ibew = | @ 23 X Beply i@Repbyto Al (G Forgard | By ¥ 1% Send/Regeile « (3 A Search eddiess bock

Mail “ || Inbox | fryee Listxds
% [[[ses . ®

A new feature in Outlook 2007, Attachment Preview
lets you preview an attachment before you open it.

wgog-eL | =

= || Updsted Employee List

v Click the Mail button in the Navigation s 2l samena
Pane and select the message containing <o -
the attachment. The message is shown
in the Reading pane.

Click the Attachment that you want to
preview, a warning message may appear
click Next.

Click Preview file. The attachment
appears in the Previewer. =1 Rayna Oden

Click the Message button to exit the Updated Emplayee List
Previewer.

= i

4 Raynadden 1130 M

3 tred fean

sy o tirpoy

Messages that contain an attachment
have a tiny paper clip icon next to them.
Open an Attachment

Opening Mail Attachment &lﬁ
v" Double-Click the Attachment that you —
want to open The Opening Mail ¥ \ You should only open attachments from a trustworthy source.
Attachment dialog box appears, © Attachment: Employee List.xls from Inbox in Jeanne Trudeau
reminding you that you should only open ~Micrasoft Qutiook
files from a trustworthy source. If you
trust the sender of the attachment, Suldioudcetnenhedlennsgve it to your computer?

continue to the next step.

v" Click Open.

Save an Attachment

v" Double-Click the Attachment that you

want to save. The Opening Mail
Attachment dialog box appears. v
Click Save. The Save As dialog box
appears.
Enter a new name for the file, if
necessary, and specify where you want
to save the file.

v" Click Save.

Deleting A Message

Click the Mail button in the Navigation
Pane and select the message you want
to delete.

Press the delete key form the keyboard.

Eso
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