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	Lesson 1: Getting Started with Email

	Pg
	Topic Heading
	Obj
	Instructor Notes
	Exercise Data Files:
Starting File / Saved File
	Timing (mins)

	1
	Lesson Objectives
	
	Review the objectives with students so they know what will be covered in the lesson.
Before you begin the course, if possible, set up the computers with the amcsweeney data file. You will add this data file into the existing Outlook profiles, wherein Outlook will set this up as a separate folder in the Navigation Pane. Make sure students minimize the default Inbox and use the one from the Outlook Student Data Files.
You will also need to set up the Tolano contacts within the student data file as an address book so students can see the contacts when they create messages. Navigate to the People element and right-click the Contacts for the student data file. Click Properties and then in the Outlook Address Book tab, click the Show this folder as an e-mail Address Book.
	
	5-10

	2
	Looking at the Screen
	
	Be sure to review the individual elements on the screen with students, pointing out various visual clues they can use to become familiar with the program and the look and consistency of features between programs. For instance, point out how the status bar displays the number of new or unused items, and even any reminders that may appear as you work within Outlook. Also point out how similar the zoom buttons and slider bar are between the Office programs.
Those who have used Outlook before will find the screen to be very similar to previous versions with some subtle differences, such as in the Navigation Pane and how the To-Do Bar no longer exists.
Point out the Peeks Bar and how the modules are known as elements. You can still refer to them as modules if it helps students understand how integrated Outlook is for sharing and collaborating information.
	A note is included to remind you to use the Tolano data file from the set of student data files so that students will have the Tolano contacts. This provides you with an address book to use when creating a new message.
The exercise starts with the students getting used to working with Outlook, navigating around the screen and switching between elements.

	15-30

	4
	· Using the Quick Access Toolbar
	
	Briefly discuss the Quick Access Toolbar; if students have used another Office program, they will see how similar these tools are. If they have not been introduced to this feature in the past, provide a brief summary of the standard tools for any of the Office products.
	
	5-15

	4
	· Using the Ribbon
	
	Discuss how the ribbon is structured, going over the logical layout of the commands by tabs and groups. If students are relatively new to computers and software, you may want to include a short review of basic and consistent elements such as dialog boxes, online help, etc. Walk students through a demonstration of the different ways you can show or hide a ribbon, giving examples of when you might want to hide the ribbon for a longer time such as to show more lines of the messages.
It isn’t necessary to spend a lot of time showing students how to access the ribbon using the keyboard. It should be enough to remind them that the Alt or F10 key display the keyboard buttons for the commands in the ribbon.
	
	10-20

	7
	· Using the Navigation Pane
	
	This has changed from previous versions of Outlook so be sure to get yourself comfortable with this prior to the class. Default display is vertical at the left side of the screen; however, if the Bars have been expanded, you will see the Folders list and the Peeks Bar appears across the bottom of the Navigation Pane.
It’s called the Peeks Bar because you can point at the icon on the bar to peek at that element, similar to having a quick glance at your daily schedule. 
You may want to check the computers before the class to determine which display is set in the classroom; usually the icons appear in the Peeks Bar when installed on a 32-bit machine whereas text appears when Outlook is installed on a 64-bit machine. Also, point out how this can be changed using the Compact Navigation command in the Advanced category of Options.
	
	10-20

	10
	Creating a New Message
	2.1.5
	For those who are relatively new to the concept of electronic mail, provide an analogy that allows them to relate this to the manual process for correspondence using paper. The process is still the same for addressing and entering the body of the correspondence; it is only the delivery mechanism that changes and that everything is done online.
When you have the students create a new message, do take a few minutes to review the blank form, making sure to cover the next two subheadings in detail with students.
	Students will create a message, addressed to Shauna Adams, and format simple text. A theme will be applied to this message.
The next new message is addressed to Lawrence Jang with a request for a file. Styles will be applied in the message as well as changing the text color.
The third new message will include a hyperlink and a picture.
	15-45

	11
	· Addressing a New Message
	2.1.5
	Take a moment to review how an email address is structured; this often is the main reason a message can’t be delivered – the address was entered incorrectly. It is important that students understand that an undeliverable message could be a result of using the wrong domain, misspelling the addressee’s or organization’s name, etc.
Point out that Outlook has a feature called AutoComplete that will begin to display names as you enter more email addresses. Sometimes people select the wrong email address for a person on the list or choose a name that does not show which email address will be used.
You may want to encourage students to use the address book when first learning to use Outlook; sometimes it is faster to click a name than to type it, especially if the name already exists in an address book or the AutoComplete list. However, there will be occasions when they will need to type in an address on their own.
Provide an example of the difference between Cc and Bcc, as well as other suggestions as to when you might use Bcc (sending a humorous email to everyone but don’t want their email addresses visible to each other in the To or Cc fields).
	
	

	12
	· Entering and Formatting Message Text
	2.2.1
2.2.3
	In general, people will likely just enter text into a message and then send it. The advantage of using email to correspond to others is that you can enhance the look, or access to information, directly in the message.
The default format for messages is HTML which enables the students to see the majority of content in a message, regardless of the type of machine or operating system where the message was generated. HTML is the common denominator for sharing information. Be sure to point out with examples why you might occasionally see messages in plain text.
One point not discussed in detail in this courseware is the mail editor, which offers many similar options as found in Word. This then reduces the amount of time needed to learn how to use formatting features if they are already familiar with an Office program. Remind students how they can format text before or after text is typed. As time permits, provide a quick introduction of the Advanced category within the Editor options button.
Applying Themes
Ensure students understand what themes are and how they work; themes are included in every Office Certification exam so students will become familiar with how themes can be used to set up consistency in their correspondence. 
Discuss when themes are best used, especially if you want to take advantage of the effects. You may want to provide an example of how you can customize an existing theme’s colors or fonts.
Working with Styles
Point out to students how styles can be found on the Format Text tab, where you will find more advanced formatting options. If students have used Word and been introduced to the Styles gallery, you shouldn’t need to allocate a lot of time to this topic. You may want to open a discussion with the class though in regards to using styles with a long message. Have students debate whether it is acceptable to send a long message with formatting included versus providing a document as an attachment instead. There is no right or wrong answer as much as this becomes preference or directed by company standards.
If students have taken Word 2013 Core prior to this course, you may also want to briefly discuss Style Sets that can be used instead of themes or styles. How often styles are used will depend on the type of messages and how much content you include in messages. Having access to this feature is very advantageous when you want to include marketing or promotional information in the message.
	
	

	16
	· Inserting Items in Messages
	2.2.2
2.2.4
	While there are a number of items that can be inserted into a message, the focus here is on hyperlinks and pictures. Attachments follow this topic so you can lead students from inserting simple information to attaching files instead.
Be sure to provide examples of when or why you would use hyperlinks in the message, as in the case of sending a web address, a link to a location on the network, an email address, etc.
If students are already familiar with inserting pictures in an Office program, you may be able to shorten this discussion. Otherwise, walk students through a demonstration of how to insert a picture and then how the handles can be used to size the picture in the message. As time permits, have students try some of the different effects that can be applied to a picture. These features are generally reserved for documents using another program than Outlook to enhance or change the appearance of the picture; however, it is worth showing students what options are available if the only program they will be using is Outlook to share views of the pictures (versus sending the picture as an attachment).
	
	20-30

	20
	· Working with Attachments
	1.3.3
1.3.4
2.1.4
	Open your discussion about attachments with reference to how long a typical message should be, and whether it is better to share information in a message or to provide the recipient a copy of a file they can peruse at their leisure. The size of a message increases regardless of which method is used; however, the overall size of the message will depend on what has been included in the message area and what format and size the attachment file is.
As part of the discussion about attachments, speak to the issue of how much time it may take to send or receive a large attachment. Not a lot of people have Internet connections that are restricted to 5Mb or less, but there are still some regions where Internet connections are limited or have other restrictions when working with web-based email programs. Include in the discussion deleting the attachment if it is no longer needed with the message which will then reduce the size of your Outlook file.
	Students will create a new message and attach a PDF file and a vCard.
The second part of the exercise has students sending a new message with an Outlook item.
	20-30

	24
	· Using Message Options
	2.1.9
2.1.10
2.1.12
	Take a few moments to review the different types of options that can be set with messages. Allocate extra time so students can try sending messages with options such as voting or delivery receipts. Point out how some features will only work with an Exchange server such as delaying the delivery date of a message.
Ensure students understand how you can use Private to mark items that you don’t want others to see, even if access is delegated (covered in Lesson 6 of this courseware).
	Students will create a new message that includes voting buttons.
Students will also create another new message to send and receive receipt notices.
	20-30

	28
	Reading and Viewing Messages
	
	While not an exam objective, you will be asked how to check for new messages if new messages don’t arrive as quickly as expected. There is no need to provide any details on why email may be slow to arrive; if asked, provide a brief discussion and relate back to the delays in regular postal mail for those who are very new to the electronic mail process.
Have students try changing the view of the Reading Pane, giving them a chance to decide whether they want to have messages show instantly or only when the message is opened in a window.
	Students will open and reply to messages they’ve received. They will also apply some of the features such as flags to generate reminders and preview attachments.
Students will also create a new message to save in another format and then view the saved message in Word.
	15-30

	28
	· Checking for New Messages
	
	
	
	

	29
	· Using the Reading Pane
	
	
	
	

	30
	· Saving Messages
	1.3.7
	Make sure students understand this is not the same as saving an unfinished message to the Drafts folder.
This should be considered with a message you have received and want to use the information in another document or for other purposes. Briefly discuss the different file types.
	
	10-20

	30
	· Saving Attachments
	1.3.3
	You likely will have covered this topic when discussing attachments. However, expand the discussion so students understand that saving a message means you are saving the contents of the message text, not the attachments. Even if the student does not think they may use the attachment, it may be wise to save it to a location on the local drive where they can access it at a later date, as needed.
By the same token, ensure they understand that they should remove attachments from messages if they are no longer needed. Other examples of why you might want to remove an attachment from a message include if the attachment was flagged by the antivirus program or to reduce the overall size of your Outlook data file.
	
	10-20

	31
	· Replying to a Message
	2.1.7
2.1.8
	Ensure students understand the difference between when you want to use Reply versus Reply All, and in fact, learning to recognize if you need to include everyone in the original message with your reply. Open a discussion with the class so people can share their ideas; for example, if a message is sent to everyone in the company congratulating a sales rep on a big sale, if you want to reply, do you want to share your reply with everyone or just the sales rep? If a message is sent to everyone with voting buttons, do you want to share your vote with everyone or just the sender? What about if you get a message with a revenue figure in the content, you are listed in the Cc field but notice this is not the latest revenue figure, do you address the error with the originator only or let everyone else know at the same time? In some cases it may be better to reply only to the originator while others may require you to let everyone know.
Address how easy it can be to set up the “style” on how replies appear if you want others to clearly identify the message is a reply and not a new message. This is discussed again in Lesson 6 in more detail.
	
	15-30

	32
	· Forwarding a Message
	2.1.2
	Give students examples of when you might need to forward a message, such as someone wants a copy of the message for a meeting or archival purposes.
	
	10-20

	32
	· Marking Messages as Read or Unread
	2.3.7
	Provide examples of why you might want to mark a message as unread; for example, reminds you to look in your Inbox when you return from a meeting or want to view it again later on a mobile device.
	
	10-20

	33
	· Flagging Messages
	2.3.8
	This is an important feature when organizing messages, especially those you want to track or mark as things to do. There is little difference between flagging an item using the command from the ribbon versus right-clicking the flag icon. Students may prefer to use the icon as it is clearly visible with the message.
Briefly review the Set Quick Click command and how it can be advantageous to set a “default” flag for messages. Which one this is will depend on the purpose of setting a default flag.
	
	15-30

	34
	· Using the Reminders Window
	2.3.11
	The upcoming exercise will enable students to see how to flag a message as well as how the reminder works. You may want to step them through a short exercise that includes a reminder to walk students through the options.
Briefly introduce how the default length of time set for reminders is 15 minutes but this can be changed in the File Options area. This is also discussed in Lesson 6.
	
	10-20

	39
	Printing Messages
	1.3.1
	One main reason for using email is to try and reduce the amount of paper used for correspondence; however, paper trails can be a valuable resource as it is possible to “lose” your correspondence online. 
Briefly review the different styles for printing messages and then the printing options so students can see how flexible Outlook has made the printing option.
	
	10-20

	42
	Review Questions
	
	There are a number of ways you can have students complete the review questions to ensure students comprehend the concepts and are comfortable with the topics in this lesson:
· As a group for open discussion and participation by all students.
· In smaller groups for discussion between the members of those groups.
· Students can answer the review questions on their own and exchange papers so they can mark each other’s papers.
· Students can answer the review questions on their own and check the answers from a printed copy of the Answers (available from the Instructor Resources).
	
	15-30

	
	
	
	
	Total (Hours)
	4.0-8.0






