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Learning Objectives

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

» Set emall options
> Send messages
» Handle incoming messages

» QOrganize messages
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Outlook Emall

B Sources for email accounts

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

> Webmail: Outlook.com, Gmail, Yahoo!
B Email account settings required
> User information
» Server information
» Logon information
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Sending Messages

B All emalil addresses follow the same format

> NoO spaces

» Username and domain name separated with @

annhitchcock@outlook.com

Username Domain name
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Sending Messages (cont.)

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

From - annhitchcock@outlook.com L— BCC fleld
=] ipi
To... Stephen Sinatra reCIpIentS
send cannot be seen
CCu Samuel Vashon
by others.
Bec... annhitchoock@outlook. com
Subject Planning Meeting for Silver Creek Oaks
Hi Stephen,
Will you please send out a reminder for our planning meeting regarding the Silver Creek Oaks grant?
Thanks!
Ann

To... st
j_’ge/g—’tephEﬂ-Siﬂatra@}rahnn.mm >
PreViOUS|y — Bec.., annhitchcock @outlook, com; l\
Iearned ema” ||St Subject Planning Meeting for Silver Creek Oaks LABYRINTH
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Sending Messages (cont.)

B Use signatures to save time

Message Insert Options Format Text Review Muance PDF Q Tell me what you want to do
o Cut - A 2z 2% @ f ? ™ Fallow U
Iy H [ i
D Copy v@ _ ' HighIm
Paste I U A Address Check  Attach Attach Signature
= Format Painter Book Mames | File~ [tem~ - ¥ Low Imp
Clipboard r Basic Text Mames Includs Personal 5

Professional

To..
=1 ] Reply
CC... .
Send ‘ - Signatures...
Suhiart 4
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Attaching Files

B You can send files with email messages.

- Untitled - Message (HTML)
Insert Options Format Text Review Muance PDF Q' Tell me what you want to do
g % Cut , . . 22l =% iy s, | P
r: 14 - : ' e i H“ - f
[ com EH % Fak
Paste ) B T U | A &= 3 Address Check Attach Attach Signature
E * Format Painter Book Mames @ Fle= Iltem -~ = v
Clipboard la Basic Text Names Recent ltems
== F5TH_Budget
Ta... = ; s . g
) iz CAUsersi\PublichDocu
- ': i
Lo m— Meeting_Minutes_Jull
Send ﬂ CUsers\Public\Docu
Subject
a— Meeting_Minutes_Jul
ﬁ ChUzers\Public\Docu
Ta... piperanneliott@amiil, com —  Press_Release_July30)
i ChlUsersi\Public\Docu
Ann Hitchcock ... stephen. sinatra @yahoo.com;
Executive Director :
-| Professional
From Shelter to Home Bec... £\ llearrA Dick Danale

Subject Press Release for From Shelter to Home J

Attached F‘ress Release July30.doct (42 KEp= AttaChed flle
Tip! If you use a form of the word “attach” in your email text but
don’t attach a file, Outlook will remind you to do so when you send
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Sending Messages

B Proof your emails before sending them.

ng ht-click a El I:;Creek Oacs? | would Iiket1 Spelling and Grammar: English (United States) 7 x
iner : [
. Silver
pOtentlaI . Mot in Dictionary:
Spelling error Sliver Will you please crop in to see me before you leave » lgnaore Once
. Salver for Siulerl Creek Dacs?
tO d|Sp|ay St lgnaore All
. ilvers
options to .| | Add o Dictionary
t Ignore All

correct. Suggestions:

Add to Dictionary 99 =

siver .| Change
Whao ls... Sliver
- 5_al1.rer Change All
D Smart Lockup Silvers
AutoCorrect
% Hyperlink...
|:| Check grammar
Dptions... Undao Cancel

The Spelling and Grammar dialog box
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Handling Incoming Messages

B Outlook receives messages automatically.

> Click Send/Receive-> Send/Receive Groups.

B New messages appear in the Contents.

> The subject line is bold and blue to indicate the
message is new/unread.

Search Current Mailbox el Current Mailbox -

All Unread By Date w |

4 Today

Alex Scott 1]
Please Review 9:20 AM
Hi &nn, Can you please take
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Handling Incoming Messages (cont.)

B Saving attachments
> Right-click and choose to save lit.
B Replying to emails

> Replying automatically adds the sender’s email address
to the To box.

> The Subject line text shows “RE.”

Subject RE: Please Review the Minutes

> Reply All automatically sends to all the original

recipients.
o
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Handling Incoming Messages

B Forwarding emails
» Forwarding sends a copy of it to new addressees.
> Attachments are forwarded with the message.

> The Subject line text shows “FW:”

Subject FW: Review of Annual Budget
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Handling Incoming Messages (cont.)

B Flagging messages

> Messages stand out.

B Printing messages

> This 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 (for example, print a Word doc from
within Word).
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Organizing Messages

View Add-ins

' Tell me what you want to do

B Folders and subfolders keep messages organized.

Home Send / Receive Folder
Copy Folder K’_\ IT\ A % Clean Up Folder = —
M o Z = =
Maowve Folder o Delete All ) ]
Mew Mew Search Fename Mark All Run Rules  Show All Showin  AutoArchive  Folder Folder
Folder  Folder Folder Delete Folder | acRead Now FoldersAtoZ = RecoverDeleted ltems | Faygrites | Settings  Permissions Propertied
MNew Actions Clean Up Favorites Properties
- - e
This t”angle = 4 annhitchcock@outlook.com

indicates there are
subfolders.

13

4 |mbioa
Eugene Field
Silver Creek Oaks
Drafts (This computer only)
Sent ltems
Deleted Items
Junk E-mail
Outbox

Search Folders

<
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Organizing 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 (this selects the entire group).

B Favorites
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Organizing Messages (cont.)

B Quick Steps
> These automate repetitive tasks.
» Use built-in ones as is or customize them.
> Create your own. 7

X Mowve to: 7 EE} To Mangfer
=1 Team Email v Don

=] Reply & Delete ¥ Create New

1]

Cuick 5teps Ma

Home tab
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Organizing Messages (cont.)

B Rules

> Rules tell Outlook what to do with certain messages.
¢ Messages can be moved to a certain folder.

¢ Outlook can play a selected sound when a message
meeting the selected criteria arrives.

When | get e-mail with all of the selected conditions

|:| From Ann Hitchcock

Subject contains | 5ilver Creek Caks

Dienttn Sadie James W

Do the following
|:| Display in the Mew Item Alert window

|:| Play a selected sound: Windows Motify Em [ J [ | Browse..,

Move the item to folder: | Silver Creek Oaks Select Folder... \
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Organizing Messages (cont.)

B Sort messages

B Search for messages
> In a selected folder

> All mall folders

minutes x Current Mailbox -
All Unread By Date =  Oldest &
4 Today
Ann Hitchcock (]
Please Review the Minutes SudT AM
Hello Team, Thank you for a productive meeting,

The results of a search for “minutes”
S
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Organizing Messages (cont.)

B Deleting messages
» This moves a message to the Deleted Items folder.

» Undelete drags the message out of Deleted Items into
the desired folder.

> Empty Deleted Items permanently removes messages
from the computer.

&
LABYRINTH

18 LEARNING™



Organizing Messages (cont.)

m Archive folder

> This allows you to retain emails you may need later
while preventing them from cluttering your Inbox.

> Create subfolders for better organization.

» Choose Home—->Delete—> Archive.
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