"%
LABYRINTH

LEARNING™



Learning Objectives

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

> Set email options
> Send messages
» Handle incoming messages

» Organize messages
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Getting Started with Outlook Email

B Sources for email accounts

> Internet service provider (ISP)
» Company/corporate email servers

> Webmail: Outlook.com, Gmail, Yahoo!

B Email settings required | " uem s . e

» User information ® et Account
> Server information
> Logon information
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Sending Messages

B All email addresses follow the same format

> No spaces

» Username and domain name separated with @

annhitchcock@outlook.com

Username Domain name
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Sending Messages

B Separate multiple recipients’ email addresses in the
same box with semicolons

From - annhitchcock@outlook.com - BCC fleld

=1 ipi

To... Stephen Sinatra reC|p|ents
Send cannot be seen

Cc.. Samuel Yashon

by others
Bec... annhitchcock@outiook. com
Subject Planning Meeting for Silver Creek Caks

Hi Stephen,
Will you please send out a reminder for our planning meeting regarding the Silver Creek Oaks grant?
Thanks!
Ann

Tao.. st
E/Mtephen.sinatra@}rahnn.mm >
PreViOUSIy — Bee... annhitchcock@outlook. com; ﬁ«
Iearned emall |ISt subject Planning Meeting for Silver Creek Oaks LABYRINTH
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Sending Messages

B Use signatures to save time

Message Insert Options Format Text Review Muance PDF Q' Tell me what you want to do
-9 Cut A |a al .‘,\.n mj fl | z, [* Follow U
Il H 1
D Copy v@ _ ! High Im
Paste B I U A Address Check  Attach Attach Signature
- Format Painter Book MNames | File~ [ltem~ - Low lmp
Clipboard T Basic Text Mames Includs Personal 5
Professional -
To...
=1 Reply
Send ce Signatures... r
Subhiact
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Attach Files to Messages

B Send files with email messages

= Untitled - Message (HTML)

Insert Options Format Text Review Muance PDF ' Tell me what you want to do

alls s 21 a® . -
D Cut 1 A A . |;,, aI ff“ [HJ @J _'3 |
Copy I
Paste B I U A Address Check @ Attach Attach Signature
- Format Painter Book Mames  Filew [|tem - -
Clipboard I Basic Text Mames Recent ltems
- @ FSTH_2013_ Budget
To.. :
~ | ChlUserstPublic\Docu
1= [
Ce = Meeting_Minutes_lul
send g W ChUsershPublichDocu
Subject '
| E Meeting_Minutes_lul
= ChUserstPublichDocu
To... piperannelliott@gmail, com Press Release July30|
Ann Hitchcock ChUsers\PublichDocu
Executive Director Cc... stephen.sinatra@yahoo, com; .
Professional
From Shelter to Home o L et CY el Plass b
Bee...
Subject Press Release for From Shelter to Home
Attached F‘ress Release July30.dooe (42 KB AttaChed flle
Tip! If you use a form of the word “attach” in your email text but V

don’t attach a file, Outlook will remind you to do so when you send. LABYRINTH
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Sending Messages

B Proof your emails before sending

RIght-CIICk a -Eﬂb\{@ﬁcrﬁ!k Qags? | would like t Spelling and Grammar: English (United States) 7 ot
iner t : 1
. Silver
pOtentlaI ) Mot in Dictionary:
spelling error Sliver Will you please crop in to see me before you leave ~ lgnore Once
. Salver for Siulerl Creek Oacs?
tO dISplay lgrare All
. Silvers
OptIOI‘IS to .| | Add to Dictionary
lgnare All
correct . Suggestions:
Add to Dictionary :
Change
Who ls... Sliver
salver Change All
D Smart Lookup Silvers
AutoCorrect
% Hyperlink...
|:| Check grammar
Options... Undao Cancel

Spell Check dialog box
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Handling Incoming Messages

> Set a time interval

> Send/Receive > Send/Receive Groups

B New messages appear in the Contents pane with

icons next to them

B You can set Outlook to for messages automatically

> Subject line is bold and blue to indicate new/unread

All Unread
4 Older

Outlook.com Team
Welcome to your new Outlook.com inbox
Thanks for being one of the first users of our

4 Today

Press Release for From Shelter to Home
Hi Piper, A recently awarded grant by our

By Date =  Oldest +
9/28/2015
Attachment included
8:55 PM '}( V
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Handling Incoming Messages

B Saving attachments

> Right-click and choose to save it
B Replying to emails

» Automatically adds the sender’s email address to the
To box

> Subject line text shows “RE:”

Subject RE: Please Beview the Minutes

> Reply All automatically sends to all the original

recipients
<
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Handling Incoming Messages

B Forwarding emails

> Sends a copy of it to new addressees
> Attachments are forwarded with the message

> Subject line text shows “FW:”

Subject FW: Review of Annual Budget
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Handling Incoming Messages

B Printing messages

> Prints the sender’s and recipient’s name, subject, date, and
message

B Printing attachments

> Print an email message from Outlook and its attachments from
their associated programs (e.g., print a Word doc from within
Word).
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Organizing Your Messages

B Folders and subfolders keep messages organized

Haome Send f Receive Falder View Add-ins ¢ Tell me what you want to do
Copy Folder 7 A #* Clean Up Folder = = P
rB D. Zl gan -p- older \E—| =
Move Folder — Delete All ) _
Mew Mew Search | Rename Mark All Run Rules  Show All Showin  Autofrchive  Folder Falder
Folder  Folder Folder Delete Folder | acRead Mow Folders AtoZ = RecoverDeleted ltems | Fayorites  Settings  Permissions Properties
MNew Actions Clean Up Favorites Properties
Triangle indicates A annhitchcock@outlook.com
subfolders within : :
}Inbux Holds all incoming messages
/ Eugene Field
Bold folder name Silver Creek Oaks K £ all t
. s - ntm
indicates subfolders Drafts m“"’W eeps a copy of all se essages
dlsplayed Sent [temns
Deleted ltems Holds a copy of deleted
Junk E-mail messages until emptied
Holds sent messages until—— Outbox
the process is completed Search Folders
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Organizing Your Messages

B Move a message to a folder

> Drag the messages over the desired folder

> Choose Home > Move > Move

B Select multiple messages to move
» Hold down [Ctrl] and click individual messages

» Hold down [Shift], click the first message, and then click
the last message (selects the entire group)
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Organizing Your Messages

B Rules

> Tell Outlook what to do with certain messages
¢ Move it to a certain folder

¢ Play a selected sound

When | get e-mail with all of the selected conditions
[ | From Ann Hitchcock
Subject contains | Silver Creek Oaks

[ |sentto |Sadie James W
Do the following

|:| Display in the Mew [tem Alert window

[]Play a selected sound: Windows Motify Em| | | Erowse...

Move the item to folder: | Silver Creek Oaks Select Folder...
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Organizing Your Messages

B Quick Steps
> Automate repetitive tasks
> Use built-in ones as is or customize
> Create your own7

¥ Move to: 7 EE'; To Mangfer
=1 Team Email v Dan

E{"— Reply & Delete ¥ Create New =

Cuick Steps M

Home tab
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Organizing Your Messages

B Search for messages
> In a selected folder

> All mail folders

minutes o Current Mailbox -
All Unread By Date =  Oldest +
4 Today
Ann Hitchcock (0
Please Review the Minutes 547 AR
Hello Team, Thank you for a productive meeting.

Showing a result of a search on “minutes”
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Organizing Your Messages

B Deleting messages
> Moves a message to the Deleted Items folder

> Undelete: Drag the message out of Deleted Items into
the desired folder

> Empty Deleted Iltems: Messages are permanently
removed from the computer
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Organizing Your Messages

B Archive folder

> Retain emails you may need later but prevent them
from cluttering your Inbox

> Create subfolders for better organization

> Home > Delete > Archive
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