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Lesson 1: Getting Started
with Email

Lesson Objectives

In this lesson, you will learn to identify Outlook program items, beginning with Mail, where you will compose,

send, receive and view email messages. Upon completion of this lesson, you should be able to:

O

|
|
O
O

use the Ribbon and Quick Access Toolbar O
use the Navigation Pane and Peeks Bar O
configure mail settings O
compose, address, and format message text O
O

insert items into a message

set message options

work with attachments in messages
read and view messages

reply to or forward messages

save and print messages

What is Microsoft Outlook

Microsoft Outlook is a personal time and information management program that you can use for:

e sending and reading e-mail messages
e scheduling appointments

e managing contacts

e creating a to-do list

e recording notes

With Outlook, you can organize and share information on your desktop and communicate with other people

inside and outside of your organization.
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Lesson 1 Getting Started with Email

Looking at the Screen

When you start Outlook, it appears with the most commonly used feature to communicate and share
information with others — Mail. Your screen should appear similar to the following:

File Quick Access Help Ribbon Ribbon Display
Tab Toolbar Options

P Search
File Home Send / Receive Folder View Developer Help
= % @ E 5 5 & [FMeeting | T Moveto:? —* To Manager EJ;I % 9 ]| FI] Search People Al
[5Z Clean Up ~ St 2 — DM~ 2 Team Email ~ Done o (B Address Book
New  New Delete Archive | Reply Reply Forward <5 Reply & Del Z Create N ~| | Move Rules | Unread/ Categorize Follow Read
Email ems~ | S&Junk~ All £ More - J Reply & Delete &7 Create New - - - Read ~ Up~ | S Filter Email~ | Aloud
New Delete Respond Quick Steps [F] Move Tags Find Speech 2
N . (i) This item cannot be displayed in the Reading Pane. Open the item to read its cantents,
> Favorites Al Unread ByDate~ T -
Shauna Adams = Collapse
~ : o
Andrew McSweeney Task Request: Standard Themes 1/5/2017 the Ribbon
<This item contains active content, Open the item to read its contents.>
Inbox 4
Sent ltems
dsingh@tolano.com
Deleted tems Spring Brochure 12/5/2016
Drafts Hi, Andrew | was speaking to Lawrence last week and he mentioned you were looking for a
Junk E-mail -
Nicole Locklear
Outbox Business Cards 5/16/2012
RSS Feeds Hi, Drew I'm at the printer's location right now and just canfirmed your business cards are
Search Folders
Lawrence Jang
Anticipated Arrival 5/10/2012
Hey, Drew Still anticipating to be in Seattle the week before the office is scheduled to
M s
Iterds: 4 Unread: 4 T T T ﬁ¢ T
Folders  Peeks Split Active Folder Status Split Reading View Zoom
Pane Bar Bar Items Bar Bar Pane Buttons Slider

Figure 1-1 - Main Outlook screen
File tab — When clicked, this displays the Backstage view to select commands for organizing Outlook.
Quick Access Toolbar — Provides quick access to frequently used commands.

Ribbon — A collection of tabs providing easy access to a group of commands for specific purposes such as
changing the view, creating folders, or checking for new mail.

Collapse the Ribbon — Collapses or minimizes the Ribbon to show more items in the Contents Pane.
Navigation/Folders Pane — Move or navigate between the different mail folders in the Mail module.
Peeks Bar — Move or navigate between the different Outlook modules.

Split bars — Use to resize the panes; point the mouse cursor at a split bar to display 4k and drag the bar to
adjust the size of the pane.

Active Folder — Display the contents of the active (selected) folder in the Folders Pane.

Status Bar — Provides information on the number of items stored in a folder.

Reading Pane — Display the contents for the group item selected in the Navigation Pane.

View Buttons — Alternate between different views for the Outlook element; these vary with the active

element.
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Lesson 1

Using the Navigation Pane

The Navigation Pane is an efficient way of switching between different elements in Outlook and you
can customize it to your needs. The contents in the Navigation Pane will vary according to the element
in use.

When you start Outlook, the Navigation Bar (or the Folders pane when in Mail) and the Peeks Bar
appear for further action. You can set these two bars to appear at the left side of the screen in collapsed
mode by clicking the ¢ button, as seen in Figure 1-10 at the right. Click the * button to expand the
Navigation Bar and click the = to pin (always show) the Navigation Bar.

As you begin to use folders frequently, the Navigation Bar will contain buttons for the folders listed in
the Favorites group, or those folders you want to access quickly or frequently use. This is also referred
to as the Folders Bar, more often when in the Mail module.

w

Pubs - General

k Ref Info

Quic

=
The Peeks Bar sits below the Navigation Bar/Pane, enabling you to point at an icon for a quick glance
at any outstanding items for that element. As noted earlier, you can choose to display this in Compact o
. . . . . A
mode (shows icons only) or with full text. The following previews use the Compact view.
You can then click on a date or item in the list to open that item to the screen; alternatively, click the
icon to move and open the Outlook module.

Whether you display the full pane or keep it collapsed will depend on how you choose

Figure 1-2 -Collapsed
Navigation Pane

to organize your messages. For instance, someone who receives a lot of messages may

set up folders by the senders or projects to store messages away from the Inbox, thereby leaving only current
messages in the Inbox folder. Others may choose to leave all messages in the Inbox and delete messages

that are no longer relevant. The decision on how to organize your messages may be driven by standards set
up for an organization or within departments.

Mavigation Options

Maximum number of visible items: ﬂ =
Compact Mavigation

Display in this order
Mail
Calendar

People
Tasks Move Down

Motes
Folders
Shortcuts

Move Up

Reset Cancel

Figure 1-3 - Navigation Options

You can choose how the Navigation Pane appears by default. Click
File, click Options, and then click Advanced. In the Outlook panes
area, click Navigation.

Notice how you can change the order of those modules you use
frequently, or reset the modules to the default order Outlook
provides.

Learn to set Outlook display for quick access

In this exercise you will set Outlook to display in a certain manner for quick access to messages. You will also

become familiar with some of the navigation tools in the main screen.

1 Start Outlook, if not already open on the screen.

The Outlook data file used for this course, is for Andrew McSweeney and this is where you will find

specific items mentioned such as appointments, contacts, or tasks.
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Lesson 1 Getting Started with Email

Take a moment to review how Outlook appears on your screen. Then, at the left side of the screen click
the » or < button to expand or collapse the Folders Bar to display the full Folder Pane. If this is the first
time Outlook has been started on this computer, you will expand the Bar.

Click the # to pin the Folders Bar and keep it expanded.

At the top right of the screen, click the (Ribbon Display Options) button to display the menu and
then click Auto-hide Ribbon.

The Ribbon no longer appears across the top of the screen; this view is helpful when you want to see
more of the screen and access to the Ribbon only as needed. Alternatively, you can use the Ribbon
Display Options buttons once more to set other actions for the Ribbon.

Double-click the Title bar, click the Ribbon Display Options button, click Show Tabs and Commands
from the menu.

Your screen should return to the same view prior to step 1.
In the Peeks Bar, point at the Calendar icon to preview the current month, and then click the Calendar.

Today's date should be highlighted in a shaded box, along with a note indicating whether you have
anything scheduled for today.

Click the ... in the Peeks Bar and then click Notes.

Click the Mail icon to return to the Inbox display.

Customizing the View

Objective 2.3.7

You can customize the view for any of Outlook’s modules to your preferences, such as turning off the preview

to show more messages on the screen, turning the Reading Pane off, and so on.

Home Send / Receive Folder View Help

G 2B 9D | (1 show s Conversons e & om fo T Revesse or = imli a m|m B

~| =1 Add Columns

Change View Reset Message B categories P Frag Status P Flage Start Date [= Use Tighter Folder Reading To-Do | Reminders Openin New Close
- . - Bal

View > Settings View Preview ¥ Spacing Pane> Pane >

Window Window  All ltems

Current View Messages Arrangement Layout Window

Figure 1-4 - View tab for Mail

Learn to customize options

In this exercise you will customize some options in Outlook and then change them back to the default.

1

2
3
4

(9]

Click File, click Options, and then click Advanced.

In the Outlook panes area, click Navigation.

Change the Maximum number of visible items to 5. Click Compact Navigation to turn this off.
Click OK twice to exit the dialog boxes.

Notice how the Peeks Bar has text instead of icons.

Click ... in the Peeks Bar and click Navigation Options. Click Compact Navigation. Click OK.
Click File, and click Options. Click Search from the list of categories in the left pane.

In the Results area, click All mailboxes to have Outlook search all mailbox folders.
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Getting Started with Email Lesson 1

Creating a New Message

To send a message, open the mail editor, address the message, type and format the message text, and then
send the message. Before sending it, you can flag the message or set send options.

When you finish composing the message, you will want to send it to the recipients. The message is
temporarily stored in the Outbox folder until the mail server retrieves it and delivers it to the recipient via the
Internet or your organization’s network. If you set a delay for delivery of the message, it is stored in the
Outbox folder until the designated delivery time.

Note: The delay option works only with a dedicated mail server such as Microsoft Exchange. The delay
delivery option is discussed later in the lesson.

To create a new message:

e on the Home tab, in the New group, click New Email; or

e on the Home tab in the new group, click New Items and then click E-mail Message; or

e press CTRL+N.

Untitled - Message (HTML})

File Message Insert Draw Options Format Text Review Help Q  Tell me what you want to do
Q] o2 | UAtachFier | P Follow Up - Q D
s | High Importance @J ) ’
Paste Address Check X ‘ Dictate Insights View
~ Book Mames 12 signature - J, Low Importance ~ Templates
Clipboard 5 Basic Text Names Include Tags =l voice Sensitivity Wy Templates ~

To

B

Send Cc

R Address Fields

Subject

Body of Message

Figure 1-5 - New Message

Addressing a New Message

An email address has the format shown at the right, consisting of two parts: a domain and a name. The
domain identifies the mail server's location on the Internet. The name identifies the storage location (mailbox)
on the server where the message is stored until the recipient is ready to receive it.

There are two ways to address a message:

e type the name or mail address directly in the address box; or

To Mick Klassen <nklassen@tolano.com>; ' ihanover@tolano.com;
Cc Micole Locklear < nlocklear@tolanc.coms:

Figure 1-6 - Address Fields

e select the name from the Address Book.
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Select Names: Contacts

Display Name

Search: (® Name only (C) More columns  Address Book
Go Contacts - Other Address Books ~ Advanced Find
| Mame Email Address

& Blair Miller

A C Guanzon

8 Daniel Inex
£ David Singh

2 Abigail Colby
& Amar Boutros
£ Andrew McSweeney

A Brittany Cooke
8 Christie Akira

A Curtis Gorski

8 Edward Tanaka
£ Frances Nakamura

Abigail Colby [acolby@tolano.com)

Amar Boutros [aboutros@tolano.com)
Andrew McSweeney [amcsweeney@tolano.com)
Elair Miller (bmiller@tolano.com])

Erittany Cooke (bcooke@tolano.com)

C. Guanzon [gguanzon@tolano.com)
Christie Akira [cakira@tolano.com)

Curtis Gorski [cgorski@tolano.com)

Daniel Inex [dinex@tolano.com)

David Singh [dsingh@tolano.com)

Edward Tanaka (etanaka@tolano.com)
Frances Makamura [fnakamura@tolano.com)

aboutros@tolano.com
amcsweeney@tolano.com
bmiller@tolano.com
bcooke@tolano.com
cjguanzon@tolano.com
cakira@tolano.com
cgorski@tolano.com
dinex@tolano.com
dsingh@tolano.com
etanaka@tolano.com
fnakamura@tolano.com

To Nick Klassen: ihanover@tolana.com
Cc Nicole Locklear
Bee

o | (o]

Figure 1-7 - Address Book

—  Click the first letter of the name for Outlook to search for the first name that matches the characters.
—  Select the name of the recipient and then click the address field to add the name in that field.

— To select consecutive names in the Address Book, click to select the first name in the list, press SHIFT
and click the last name in the list to select everyone from the first name to the last name in the list.

— To select individual names, select a name, press CTRL and then click each name you want to include
in the address field.

To address a message to multiple recipients, type a semi-colon (;) or a comma (,) as the separator character
between the names being entered into an address field.

Outlook provides you with the option to send a Carbon copy (Cc) as well as a Blind carbon copy (Bcc).
e Recipients addressed in the Cc box are visible to all other recipients of the message.

e Recipients addressed in the Bcc box receive a copy of the message, but their names are hidden from
other recipients of the message.

By default, the Bcc and the From fields are turned off in the New Message window and can be activated from
the Show Fields group of the Options tab. Note that once turned on, these fields will appear for every new
message until you turn the fields off using the same procedure.

Using @mention
Objective 2.1.3

When you want to draw a recipient's attention, you can use the @ symbol to display a list of contacts.
Depending on the how the network was set up, you may see names of people as well as the names of any
groups. For instance, by typing a @ in the body message, Andrew could choose from the following list:

@ . This symbol has become a standard with social media and is used to tag or

lan Hanover
ihanover@tolano.com
Nick Klassen
nklassen@tolanc.com
Nicole Locklear
nlocklear@tolanc.com

Figure 8 - @ mention

mention something specific in the message or post. As you begin entering
characters for the special mention, the items in the list will change narrow to
match the characters being entered.
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Getting Started with Email Lesson 1

Entering and Formatting Message Text

Once you have addressed the message and entered a subject, you are ready to type and format the text for
your message. You can format text as you type or after typing it. Outlook provides you with numerous
formatting options.

Formatting refers to the process of enhancing the appearance or position of the text by applying attributes
such as a different font, changing the color of text, or adding bullets to text in a list. This does not address
the mail format used to send messages. In fact, text formatting is not possible if the mail format option is set
to Plain Text. HTML format is the default which displays all pictures and formatted text; Outlook will also
convert any messages it receives in Rich Text format into HTML format so you can view the entire contents
of the message.

View Iis email in your browser =

CClLearning

Webinar Series

Learn about Jasperactive MOS Online

Monday, November 9, 2020 - 1:00 pm to 2:00 pm (EST)

Register Here

Jas tive

S Online

Figure 1-9 - HTML Message

Plain Text removes any formatting applied in a message, making the message easy to read and small to send.
However, it appears very plain, as seen in the following compared to the HTML version previously:

https://click.email. microsoftemail.com/?qs=a3a0c856cd2 2c0f6302876d68a029d7c677a3ce05d21009b8fb493d0f3ffcec04a739d87beaf8671

The MCP Flash is a newsletter for Microsoft Certified Professionals. Did you know that daily and weekly delivery options are now available?
https://click.email. microsoftemail.com/ ?qs=a3a0c856cd2 2c0f653340caa5c252066f39c560017953bd5b29830ee18cf4814002f34ee9f3das6e your
subscription preferences.

Special Offers

Are you a recognized expert?

By blogging on the Gooroo.io platform you get an opportunity to share your knowledge and verify you know your stuff. MCPs also get fast-track approval to
the Gooroo Ambassador Program. Find out more here https://click.email.microsoftemail.com/?

qs=3f09dc38858f91d532b5d0c0ed8629d2b3557 ccbEch30e85f8934680fe33a97c17043 1eef9548d7d.

Figure 1-10 - Plain Text Message

Inserting Items in Messages

In addition to text, you can add other items into the body of the message to help the recipient find specific
information. Items can be inserted directly into the message area or included as attachments (discussed
later). You need only to position the cursor where the item is to be inserted and then activate the appropriate
command.
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Lesson 1 Getting Started with Email

Inserting Hyperlinks
Objective 2.2.1
Consider entering a hyperlink when you can point the recipient to a web site address for more information,
or to include someone’s email address. When the recipient clicks this link in the message, they are directed
to the web site address or Outlook will create a new message addressed to this contact.
To insert a hyperlink manually:
e click the Insert tab and, in the Links group, click Hyperlink; or
e press CTRL+K; or
e right-click in the body message and then click Hyperlink.

Insert Hyperlink
Link tao: Text to display: ScreenTip..,
Look in: | Documents ~| (B fEi
Existing File
or Web Page - Bookmark...
Current
Folder Target Frame...
Place in This
Document Browsed
Pages
Create Mew Recent
Document Files
v
Address: v
E-mail

Address
OK Cancel

Figure 1-11 - Insert Hyperlink dialog box

Inserting Pictures

Objective 2.2.2
You can insert a picture directly into a message, such as a new product or a photograph. This differs from
sending an attachment as this option inserts the item directly into the body of the message; it does not send

a copy of the original file.

You can also make adjustments to the picture to correct the brightness or contrast, or to add an effect to it.
To change the quality of the picture, you need a dedicated graphics design program such as Adobe lllustrator.

To insert a picture or clip art image, position the cursor where you want to place the image in the message.
Then click the Insert tab, in the Illustrations group, and click the corresponding option to use:

e Use the Pictures command when you have a picture or video file saved on your local drive, network
drive, or on the cloud (such as OneDrive).
e Use Online Pictures when you want to search for a drawing, movie, sound or stock photograph of a

specific topic from the Internet.

The inserted image is automatically selected, showing small boxes called handles around the perimeter of
the image. Click the Format tab of the Picture Tools Ribbon to make adjustments, as necessary for the image.

Web Site - Message (HTML) Picture T
File  Message Insert Draw  Options  FormatText  Review  Help  Format @ Tell me what you want to do
24 Bl Color~ = Z Picture Border ~ v = ChiBring Forward ~ [E5 e .
£4 &~ || e s Fen P e b | e o F 1Mless
E[3 Artistic Effects v i P R E ~| & Picture Effects ~ [Ty Send Backward ~ I
Remove  Corrections 2. = Alt Wrap Crop (g g7
Background ~ Text Textv (W Selection Pane 2~ o =
Adjust Picture Styles | Accessibility Amrange Size [

Figure 1-12 Picture Tools Format tab
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Getting Started with Email Lesson 1

An alternative to inserting the picture within the body of the message is to send it as an attachment. Sending
the pictures as an attachment (discussed later in this lesson) makes the message larger than including the
picture within the message body.

Learn to create and format messages

In this exercise, you will create a new message and use various formatting options to enhance the text before
you send the message.

1 On the Home tab, in the New group, click New Email to create a new message.

2 In the To field, type: sadams@tolano.com. In the Cc field, enter the email address provided for you in
this class.

3 In the Subject field, type: Standard theme for messages
4 In the body text, type the following:
Hi Shauna,

Further to our discussion last week, | like the Facet theme for use in the Seattle office. | have
applied this theme in this message for you to view the color scheme.

Let us know which themes make the short list for internal messages so | can then poll the other
Travel Directors.

Thanks!
Andrew
5 Double-click the word Facet in the first paragraph and in the Mini toolbar, click Bold.
This word is now in boldface characters.
Now try applying the theme mentioned in the message body text.
6 Click the Options tab and, in the Themes group, click Themes.

7 Look at the different themes and then click Facet.

Notice how the colors for the buttons in the Themes group changed to match the main color scheme
for this theme.

8 Click Send to send this message.
Now use another method to create a new message.

9 Press CTRL+N to create a new message. In the To field type: ljang@tolano.com. In the Cc field, enter the
email address provided for you in this class. In the Subject field, type: Winter Newsletter.

10 Click in the message body area and type the following:
Hi Lawrence,

I'm trying to find a copy of the newsletter we released last year — would you have a copy you can
send me? | believe it started with the following:

Tolano Adventures — Newsletter
Volume 5, Winter Edition

3272-1v1.00 © CCl Learning Solutions Inc. 9
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11 Type: @sha to begin entering Shauna Adams and then press ENTER when e [ | Premw

. . . . . | High Importance
you see her name in the list. Then continue typing the rest of the email: AUBch) Link Signature e

File > | Low Importance

Recent Items

is looking to expand the number of times our newsletters are distributed in

the year. KZ] Attach Item >
Thanks! W‘ Browse Web Locations >
Andrew [F Browse This PC...

12 Select the title that starts with Tolano Adventures and then click the Format Text tab, in the Styles group,
point at the Heading 1 style.

Outlook previews how the text will appear if you click this style. Notice how Outlook has the original
style, Normal, highlighted at the same time to remind you this is the original style applied to the text.
This is an example of how you can use styles to format the text to emphasize items or set consistent
formatting in the message.

13 Click Heading 1 to apply this style to the selected text.
The text should now have the formatting options associated with this style.

23 Send the message.

Working with Attachments

You may sometimes need to include with your message a file that was created in another program, or if you
have a lot of information to share. While Outlook enables you to insert a large variety of items into a message,
you may find it more convenient to receive an attachment instead of having the item embedded in the
message itself.

Depending on the type of file attached, the recipient may have to convert the file to a different format to
successfully open and read the attachment. For example, if you send a Microsoft Word document to a
recipient who uses WordPerfect, the recipient will have to convert the attached file to a different format to
be able to view its contents. Also be conscious of the size of the attachment and how the message may not
be delivered if the item is too large. For instance, you may be sending a presentation with 5 slides but the
one slide that has an embedded video, the total size of the presentation file may be larger than your Internet
connection allows.

Including Attachments
Objective 2.1.1

You can attach files to a new message, or to a message you want to reply or forward; the attachment can be
included before or after you type the message text. Note that Outlook blocks some attachments as part of
its internal security, as with files which have .exe, .bat or .com extensions. You can reduce the security level
or use different file formats, such as using zip compression software to send such files.

Items can be included from within Outlook such as a contact card or a message, or an external data file such
as a Word or Excel file, several images, or a video.

To add a file to a message, on the Message or Insert tab, in the Include group, click Attach File.

Depending on what you have worked on, this drop-down menu may also include a list of the files recently
used. To select one of these files, click the file in the list; alternatively, click one of the other commands to
navigate to where the file can be located and selected.

10
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There are no restrictions regarding the location of the file. As noted previously, you will need to be careful
attaching files that may be flagged as a security risk by the recipient’s mail server, or a file that is undeliverable
because it is too large.

Learn to add an attachment

In this exercise, you will send a new message that includes an attachment, along with an Outlook item.
1 Press CTRL+N to create a new message and click the To button to display the address book.

2 Scroll in the list to see the names, click Lawrence Jang and then click the To button. In the Cc field, type
the email address assigned to you for this class (or use your personal email address). Type a comma and
then type: nklassen@tolano.com. Then click OK to return to the new message window.

Notice how Outlook updated the email addresses to show a semi-colon instead of the comma you
entered in step 2. By default, Outlook uses the semi-colon to separate email addresses and will revert to
this symbol prior to sending the message.

3 In the Subject field, type: Org chart.

4 Click in the body text area and type:
Attached is the most recent organization chart for Tolano Adventures, as well as the
contact information of the new lawyer in our building.

5 On the Message tab, in the Include group, click Attach File and then click Browse This PC.

6 Navigate to the student data files and click the Tolano Organization Chart.pdf file. Press CTRL and then
click the Julie Neuman item.

You should now have two files selected to include as attachments with this message.

7 Click Insert.

Reading and Viewing Messages

As you begin using email you will start to receive a variety of messages. Important messages may require
immediate attention while others may contain general information that you can read later. Outlook provides
different ways to scan and prioritize your messages.

Replying to a Message
Objective 2.1.4
You can respond to a message at any time. Depending on who was addressed in the message, you can reply
to just the sender (Reply) or to all recipients of the message (Reply to All).
To reply to the sender without opening the message in a separate window, click the message and:
e on the Home tab, in the Respond group, click Reply; or
e press CTRL+R; or
e right-click the message and click Reply.

To reply to the sender from an open message:
e on the Message tab, in the Respond group, click Reply; or
e press CTRL+R.

3272-1v1.00 © CCl Learning Solutions Inc. 1
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To reply to all recipients without first opening the message in a separate window, click the message and:
e on the Home tab, in the Respond group, click Reply All; or

e press CTRL+SHIFT+R; or

e right-click the message and click Reply All.

To reply to all recipients from an open message:

e on the Message tab, in the Respond group, click Reply All; or

e press CTRL+SHIFT+R.

Forwarding a Message

Objective 2.1.4

If a message requires action from someone else, you can send a copy of the message that person using the
Forward option. You can also customize the format or layout of forwarded messages using the Stationery
and Fonts button in the Options for Outlook.

To forward the message to someone without first opening the message in a separate window, click the
message to select it and:

e on the Home tab, in the Respond group, click Forward; or

e press CTRL+F; or

e right-click the message and then click Forward.
To forward the message to someone from an open message:

e on the Message tab, in the Respond group, click Forward; or

e press CTRL+F.

Learn to open and respond to messages

In this exercise you will open and respond to messages received, work with attachments and set other
options.

1 Click Inbox in the Navigation Pane if not already active.

2 In the list, press F9 to activate the Send/Receive feature then click the Budget for New Proposal
message.

The message contents display in the Reading Pane at the right of the screen. You should also notice the
Reply, Reply All, and Forward buttons appear above the message so you can respond instantly to it.

3 Click the Reply button in the Reading Pane.

This notification appears as a result of requesting a receipt when the recipient has read the message you
sent previously.

4 Click Yes to send the receipt back to Andrew, indicating you have read the message.
5 If necessary, enter the email address assigned to you in this class and then type the following:
I will schedule the meeting via Skype, for an hour in length.

Thanks!

12
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Getting Started with Email Lesson 1

In addition to seeing the RE: text in the Subject field, you should notice that the original text of the
message appears below your response. You may also notice [Draft] appears in orange at the left of the
original message, reminding you that this message has not been sent yet.

Click Send to send the reply.
Point at the original message in the Inbox and right-click the flag icon.

Click Add Reminder and change the time to be approximately 10 min from the current time. Click OK.

O© 00 N o

Click the Org chart message with the attachment icon.

10 In the Reading Pane, click the Julie Neuman attachment.

€ Back to message

Last changed: Thursday, November 4, 2010
Julie Neurnan.vcf - A Tular.m Organization Chart.pdf
5KB oF | 203 KB
Full Name... Julie Neuman
Company Meuman & Associates
Job title Lawyer
File as Meuman, Julie
Internet
@ Email... jneuman@neuman-associgtes.com
Display as Julie Neuman (jneuman@neuman-associates.com)

Web page address
IM address Jjules.neuman@hotmail.com

Phone numbers

Business... (540) 555-0022
Home...
Business Fax...
Mobile... (540) 663-0044
Addresses
Business... #5719 300 1715t Street
New York, NY 98082
This is the Usa
mailing address

Map It

Outlook now displays the contents of this attachment because it is in a format that Outlook recognizes
and can add it directly into the Contacts area.

11 In the Reading Pane, click the Tolano Organization Chart attachment.

Message (3] Julie Neuman.v (2 KB) L Tolano Organization Chart.pdf (199 KB)

{ Youshould only preview files from a trustworthy source.

Previewing the file might not show the full content of the file. To see the most complete, up-to-date content, open the file.
Preview file

7] Always wamn before previewing this type of file.

In this case Outlook displays a message indicating it cannot preview the contents of the attachment
automatically, and includes a warning to ensure the contents are secure prior to opening it.

12 Click Preview file.

Now that you have previewed the contents of both files, you can save them to your data file folder.
13 Click Back to message in the Reading Pane to return to the message contents.

14 Right-click either attachment file and then click Save All Attachments.

22 Close Word without saving this file.
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Getting Started with Email

Printing Messages

Objective 1.4.1

Sending messages to print provides you with a hard copy trail of conversations as well as the option to

archive items for record keeping purposes. While keeping the messages online gives you the option to track

conversations, there will be instances where a printed hard copy of the message is required.

To print one or more messages, select the message(s), click the File tab, and then click Print.

©

{n Info

Open & Export

Save As

Save Attachments

Print

Office Account

Feedback

Options

Exit

CCI - General - swong@ccilearning.com -

Specify how you want the
%] itern to be printed and
then click Print.

Printer

XEROX PS

“% Ready
F'g. Print Options

Settings

Table Style

Memo Style

Outlook

®@® ?» - o x

Laxia Wynne

CCiLearning
o e - ki "

t yous o ot P Teame i, da
. M roct walles o Scusgh how 10 gt

4 nfl >

Figure 1-13 - Print

Outlook displays a preview of the message using the default print options:

e Use the middle panel to set up what is to print and from which printer. Click Print Options to set the

printer options, as well as choose to print any attachments with this message.

Learn to print messages

In this exercise you will print some of the messages you received.

1 Click a message in the Inbox. Then click File and then click Print.

H W N

0 N o un

In the Settings area, click Table Style.

Click the B (Actual Size) button at the lower right corner to zoom into the list of messages.
Click the ‘@ (One Page) button to return to full page view for the message.

Click Memo Style in the Settings area to show only one message at a time.

If your teacher indicates, click Print to send this message to the printer.

Choose another message and try changing some of the options for the message.

Click the arrow at the top left of the window to exit the Print window.
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Getting Started with Email

Lesson 1

Lesson Summary

Now that you have completed this lesson, you should be able to:

M use the Ribbon and Quick Access Toolbar

N 8 @ X

Key Terms

Term

use the Folder Pane and Peeks Bar
configure mail settings
compose, address, and format message text

insert items into a message

set message options
work with attachments in messages
read and view messages

reply to or forward messages

N B 8 A F

save and print messages

Definition

Navigation Bar

The bar at the left side that displays a list of folders for storing messages, including
the Inbox, Draft, Sent Mail, Deleted Items, and so on.

Peeks Bar

The across the bottom of the screen, above the Status bar that displays the
components you can use in Outlook: Mail, Calendar, Contacts/People, Tasks, and
More Options.

Address Book

Similar to a manual address box, this lists all the contacts in your Outlook, including
a Global Address for the organization, as applicable. You can use this to select
recipients to send messages to, copy, or blind copy.

Reminders

Set these when you want to be reminded to perform an action such as attend a
meeting, complete a task, or send a message.

Quiz Questions

1. What is the purpose of the Navigation Pane?

a. This displays the list of recipients who sent you messages recently.

b. This displays the folders you can navigate to within Outlook.

c. This displays the various modules or mini programs available in Outlook.

d. This enables you to navigate to other Office applications without exiting Outlook.

3. Which character can you use to separate multiple email addresses in the To field based on the default

settings?
a. /(slash)
b. :(colon)

c. . (period)

d. ; (semicolon)
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5. How can you send an email to a new recipient not in your contacts list?

a
b.
C.
d.

e.

Click the To button to navigate to the Contacts folder and select the name.
Click the To button to select the name from an Address Book.

Type the name of the person or his/her email address in the To field.

Click Reply in the message from the contact you want to send email.

Paste the name from a message in the Contacts list to see it in the Address Book.

12. Why would you want to add a flag to a message?

a
b.

o

To automatically move this message to an Urgent folder.
To remind you that an action is required.
To associate the message with a contact.

To change the text of the message to red as a reminder.

16
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