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Learning Objectives

B After studying this chapter, you will be able to:

> |dentify the elements of Outlook
> Start the Outlook program
> Navigate the Outlook screen

> Get help on Outlook topics
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What’s New in Outlook 20167

B New Office theme

B Improve file-attachment

m “Tell me what you want process

to do” help feature B Faster, broader Search
m Create and browse feature

groups via the Ribbon m Clutter folder

B Archive an emall
message via the Ribbon
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Introducing Outlook 2016

B Outlook: An electronic communication program with
five major elements:

> Email (electronic mail)
> People

> Calendar

> Tasks

> Notes
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Starting Outlook

B Windows 10 Options:

> Start menu
> Shortcut icon

> Tile
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Navigating the Outlook Window

Outlook Today - Outlook

Quick Access
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toolbar Send f Receive Folder View Add-ins Muance PDF '-;-' Tell me what you want to do
Ijl |T| Reply Mave Unread/ Read ||Search People
- jﬂ ] Reply All ~| | s Rules~ Categorize EE Address Book
Mew  Mew Delete Archive _ ) )
Rbb t b Email ltems~ | €9~ Forward FTammm Eanail *| | O, OneNate Follow Up Filter Email
I on a S MNew Delete Respond Quick Steps F} IMove Tags Find -
4 Favorites < Monday, August 01, 2016 Customize Outlook Today ...
Inbox
Calendar Tasks Messages
Sent ltems
Deleted It Today Setup Visit at Silverton Inbox 0
eleted ltems
B 1200 0 400 1 Bark for Life (Minto [ F;Ti‘gfzgfg}'t Center Dfaﬁzts 0
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Brown Park) 0 Prepare contract for Silver Lo
4 outlook data file Tuesday Falls Oaks (8/5/2015)
. B:00 AM - 9:30 A Budget Meeting D Write Community Network
nbox Grant (8/5/20165
Thursday rant (8/5/ )
Drafts 10:30 AW - 12:00 P Visit to Silver Creek Oaks
Sent ltems
Folder pane To-Do
Deleted ltems
Junk Email bar
Outbox
RSS Feeds \
Search Folders Contents
pane
e @ ﬁ H -
/ SNED
Navigation bar Status bar v
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Navigating the Outlook Screen

® Folder pane
» Easy access to switch to another component

» Can be minimized, if desired

« | __——Favorites list

4 Favorites /

Inbox 7

w

Sent [tems

Folder pane
4 Outlook Data File //

[ Inbox T
Drafts [1]

Sent ltems

Deleted ltems

All Falders Sent [tems Inbox T

Junk E-mail
Outbaox
R55 Feeds

Search Folders

Minimized

Folder pane 0
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Navigating the Outlook Window

B Ribbon provides easy access to common commands

> Displays groups of actions as related to a specific command

Related actions grouped by
contextual tabs across the top

File Message Insert Options Farmat Text Review Muance PDF Q' Tell me what you want to do

skl Cut wal o (i - ™ Follow Up -
& E2 &% U £
Copy . ! High Importance
Paste B I U Address Check Attach Attach Signature
- Format Painter Book Names File~ ltem~ - & Low Importance
Clipboard fa Basic Text MNames Include Tags P

e

Command groups

B Reading Pane
> Display to the right of or below the Inbox

<
> Matter of personal preference
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Quick Access Toolbar

B Customizing with buttons you use most

Hom Customize Quick Access Toolbar

vy
o |
=" & .
Mew  Mew
Email [tems~ !

o

Mew

4 Favorites

Inbox T
Sent ltems

Deleted ltems

4 putlook dat:

............... n

inbox;

Sent ltems

Deleted ltems

Print

Save As
Send/Receive All Folders
Update Folder

Reply

Reply All

Forward

Delete

Undo

Ermnpty Deleted [tems
Touch/Mouse Mode

Find a Contact

More Commands...

Show Below the Ribbon

/

af

=

__— Add/Remove buttons by
choosing from a list of
commonly used commands
or choose More Commands.

y Remove from Quick Access Toolbar

Customnize Quick Access Toolbar...

«E— Add to Quick Access Toolbar

ke

Right-click a
button to add/
remove it.

Custormize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
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Getting Help

10

B Topics linked to keywords

> Display the Help window to
browse through topics

¢ F1 key

Help

e e Search help

Top Categories

» Get started

» Troubleshooting problems

» Work with email

» Work with calendar

» Work with contacts

> Archive and store Outlook items
» Work with groups

» Work with tasks

- x
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