
Email System
Section-1
Getting Started with MS Outlook 2

1.1 What is Outlook?

Outlook is a popular messaging and information/time management program.  The program can be used by a single individual in an isolated setting or it can be used by a group of individuals on a network.

With Outlook, you can:

· Send and receive electronic mail (e-mail) messages.

· Schedule appointments, events and meetings.

· Store names, addresses and other information about your personal and business contacts.

· Create a to-do list and manage the tasks on this list.

· Record ideas, reminders and other notes.

· Maintain a journal for tracking the work you do.
1.2 
Starting Outlook

 XE "Starting Outlook" Start outlook.  Once it is started, you can the leave program open on the Windows desktop, or you can minimize it and then access it at a later time.
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The Outlook Application Window
The initial Outlook Application window includes the following elements:

Title bar XE "Title bar" 
This displays the name of the program and the name of the current folder.  (In Outlook, all information is stored in folders.)  The standard Windows Control menu icon and window sizing buttons appear at the left end and right end of this bar, respectively.

Menu bar XE "Menu bar" 
This displays the program's primary commands.

Toolbar XE "Standard toolbar" 
This displays a number of shortcut buttons XE "shortcut buttons"  for performing common Outlook operations.  (The options that are available depend on the folder in which you are working.)  When you point to any of these buttons, the name of the button appears in a small window (ScreenTip) next to the mouse pointer.

Navigation Pane XE "Navigation Pane" 
This displays buttons for accessing the various Outlook components and folders.  The contents of the current folder appear in the pane to the immediate right.  When you start Outlook, the Inbox folder is opened, by default, and the various Mail folders are listed in this pane.

Reading Pane XE "Reading Pane" 
This displays the contents of the Outlook item that is currently selected in the pane to the immediate left.  In the illustration that follows, this pane is empty since the Inbox folder is empty.

Scroll bar
It allows you to scroll over an email message if it is more than one page long. 

Status bar XE "Status bar" 
This displays helpful information (for example, the number of messages in your Inbox) as you use the program.

Note: Outlook includes other toolbars with shortcuts related to specific tasks.  You can display any of these toolbars by choosing the View, Toolbars command XE "View, Toolbars command" 

 XE "commands:View, Toolbars"  (or by right-clicking on any visible toolbar) and by selecting the toolbar name on the submenu that appears.  You can also hide any toolbar by deselecting the toolbar name on the same submenu.
1.3
Working with Outlook Menus and Toolbars

The menus that you initially access from the Menu bar are called short menus since they include only a basic set of commonly-used options.  You can expand a short menu and display the full menu -- that is, one that includes additional options, by clicking on the chevron (the two down arrows) at the bottom of the menu.  (Note that a menu will expand automatically if you continue pointing for a few seconds to the command that displayed it.)  Any option selected on this expanded menu is added to the basic set of options, thereby creating a personalized menu that reflects your needs.  The same option is removed from the basic set of options after a period of time if you no longer use it.
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Short Menu XE "Short Menu"              
Full Menu     
         Shortcut Menu

  XE "Shortcut Menu" 
Note-1: If you prefer to work only with full menus, you can do so by choosing the Tools, Customize command XE "Tools, Customize command" 

 XE "commands:Tools, Customize"  and by selecting the Always show full menus option in the Customize dialog box.  You can also restore personalized menus (and toolbars) to their original state by clicking on the Reset menu and toolbar usage data button in the same dialog box.
To help you work even more efficiently, Outlook also provides a number of shortcut menus.  A shortcut menu includes options that are relevant to a particular screen element or area of an Outlook item and is displayed by clicking the right mouse button.  For example, if you position the mouse pointer in your Calendar and right-click the mouse button, the shortcut menu above is displayed.
A toolbar may sometimes include only a subset of the available buttons.  In this case, you can display a list of additional buttons and other options by clicking on the Toolbar Options button at the right side of the toolbar.  Any button selected in this list is added to the associated toolbar.  To make room for the new option, a button not used recently is moved to the Toolbar Options list.

Note-2: Selecting the Add or Remove Buttons option in the Toolbar Options list (described above) and then selecting a toolbar name in the list of options that is subsequently displayed, lists all of the available buttons for that toolbar.  Selecting or deselecting an option in this list respectively adds or removes the associated button to or from the toolbar.

1.4
Working in the Navigation Pane

The buttons at the bottom of the Navigation Pane provide access to the various Outlook components and the various folders in which Outlook information is stored.

[image: image23.png]OUtlook Tod=y = MicrosorOUtIook:

Fie Edt View Go Took Actions Hep
BiNew | F | T send/Receive ~|Ep Find | [ Type a cor
% @pack @ | B

£ @ | outlook:today

Favorite Folders Monday, April 10, 2006
(23 mbox
(3 unread Mail Calendar Tasks Messages
(3 For Folow Up. Tnbox )
[ mbox in imap.cs.pitt.edu Drafts 0
2 s Outbox 0

[ mbox in imap.pitt.edu
(1 mbox in Hotmail

Al Mail Folders

@ £ Hotmail
@ 3 imap.cs.pitt.edu
@ (3§ imap.pitt.edu

NHCEgLoESE?




[image: image24.png]@&




[image: image4.png]Favorte Folders

(D 1box
(5 5ent Ttems
@ Deleted tems
(ZAoratts

Al il Foders

i personalFolders 2]
) Deleted tems
(ZADrafts
(S 1box
(g JunkEmal
() outbox
(5 5ent Ttems H
(3 Search Folders

(23 For Folow Lp

@ arcemal |

[ Mail
Contacts
7] Tasks

NP T E





Navigation Pane XE "Navigation Pane" 
Note-1: You can turn the display of the Navigation Pane off and on by choosing the 

[View| Navigation Pane] command or [Alt+F1] XE "commands:View, Navigation Pane" 

 XE "View, Navigation Pane command" .
Note-2: You can increase or decrease the area in which the Navigation Pane buttons appear by dragging the blue border that appears immediately above the top button.

1.5  
Self Paced Activity (Navigation Pane)
In this activity, you will modify the display of buttons in the Navigation Pane.  You will then use the Navigation Pane buttons to access various Outlook components and to display the Folder List. 
Do the following:
Make sure that the Outlook Application window is displayed and that the Inbox folder is currently open.
You will begin by modifying the display of buttons in the Navigation Pane.  This pane should currently display several large buttons (labeled Mail, Calendar, Contacts, etc.) and one or more smaller buttons at the bottom of the pane.

	ACTION (You Do)
	COMPUTER RESPONSE / Comments

	1.
Click on the Configure buttons icon XE "Configure buttons icon"  at the bottom of the Navigation Pane.
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	A list of options is displayed (as illustrated below).

	[image: image6.png]Shaw Mare Buttons
Show Eemer Buttons
Naylgation Pane Options.

#dd or Remove Buttons >





	2.
Point to Add or Remove Buttons.
	A list of the available buttons is displayed.  You can add or remove any of the listed buttons to or from the Navigation Pane by respectively selecting or deselecting the associated option.

	3.
Click on the Journal option.

NOTE:  If the Journal button already appears in the Navigation Pane, simply click in any blank area of the Inbox listing to close the Add or Remove Buttons list.
	The Journal button is added to the bottom row of buttons in the Navigation Pane.

	4.
Click again on the Configure buttons icon.  Then, in the list that appears, click on Navigation Pane Options.
	The Navigation Pane Options dialog box XE "Navigation Pane Options dialog box"  is displayed (as illustrated below).  From this dialog box, you can add or remove any of the listed buttons to or from the Navigation Pane by respectively selecting or deselecting the associated check box.  You can also change the order in which a button appears by selecting the button name and by using the Move Up or Move Down button.
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	5.
If the order and/or selection of options in the dialog box on your screen differs from the order and selection of options in the dialog box illustrated above, click on the Reset button (to restore the default order and selection).  Then click on the Journal option (to once again select that option).
	

	6.
Click on the OK button.
	The dialog box is closed.

	7.
If the Navigation Pane displays more than, or fewer than, four large buttons (labeled Mail, Calendar, Contacts and Tasks), point to the blue border above the top button.  Press and hold down the mouse button, and drag the blue border either upward (to display additional buttons) or downward (to display fewer buttons).  Then release the mouse button.
	When you are finished, the Navigation Pane buttons should appear as illustrated at the beginning of this subsection.

	8.
Click again on the Configure buttons icon, and click on Show Fewer Buttons in the list of options.
	The Tasks button now appears as a small button at the bottom of the Navigation Pane.

	9.
Click once again on the Configure buttons icon, and click on Show More Buttons in the list of options.
	The Tasks button once again appears as a large button.  Next, you will use the Navigation Pane buttons to access various Outlook components and to display the Folder List.

	10.
Click on the Calendar button XE "Calendar button" 

 XE "buttons:Calendar" .
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	The Calendar folder is opened, and the Outlook Calendar is displayed.

	11.
Click on the Contacts button XE "Contacts button" 

 XE "buttons:Contacts" .
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	The Contacts folder is opened, and the Outlook Contact list is displayed.

	12.
Click on the Tasks button XE "Tasks button" 

 XE "buttons:Tasks" .
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	The Tasks folder is opened, and the Outlook Task list is displayed.

	13.
Click on the Notes button XE "Notes button" 

 XE "buttons:Notes" .
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NOTE:  This button appears in the bottom row of the Navigation Pane.
	The Notes folder is opened.

	14.
Click on the Folder List button XE "Folder List button" 

 XE "buttons:Folder List" .
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NOTE:  This button also appears in the bottom row of the Navigation Pane.
	A list of Outlook folders is displayed in the Navigation Pane.

	15.
In the Folder List, click on the Calendar icon.
	The Calendar folder is reopened.

	16.
Click on the Mail button XE "Mail button" 

 XE "buttons:Mail" .
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	The Inbox folder is reopened.

	17.
In the section with the title All Mail Folders within the Navigation Pane, click on the top-level folder  

       (i.e. Personal Folders)
	The Outlook Today screen is displayed.  This screen lists your appointments and tasks, the number of unread mail messages in your Inbox, and the number of items in the Drafts and Outbox folders.

	Exiting from Outlook

 XE "Exiting from Outlook" When you are finished using Outlook, you can exit from the program either by choosing the File, Exit command XE "File, Exit command" 

 XE "commands:File, Exit"  or by clicking on the Close button for the Application window.
18.
Choose the File, Exit command XE "File, Exit command" .
	The program is exited, and the Windows desktop is redisplayed.

	Start Outlook once again
	


1.6
Selecting the Mail Module

When you open outlook, the navigation pane on the left side will be open by default to the 


All Mail View and Favorite Folders. The current selected module by default is the Mail module.
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Note-1: The splitter bar can be resized by dragging it down in order for the navigation pane to 
have more space. This may result in the 6-buttons to be minimized including the shortcuts icon. 
Dragging the splitter bar up will result in the 6-buttons to appear again. 

Note-2: The view pane is the large area opposite of the navigation pane. The Folder banner 
at the top next to the Mail module shows the name of the open folder, which is the Personal 
Folders.
1.7
Selecting the Calendar Module


Clicking the calendar icon in the navigation pane on the left side selects and opens the 
calendar module. 
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1.8
Selecting the Shortcuts Module


The shortcuts icon            at the bottom of the navigation pane opens the shortcuts module. 



By default, the following options will appear as in the figure 


to the right:


Outlook Today 


Add New Group 


Add New Shortcut


Creating a new group will enable us to better organize your desktop and outlook folders.
SECTION 2

Using the Mail Module
2.1 
What is an email client?


An email client is the mail program that has its own interface and is able to contact the mail 
server to retrieve mail messages and update it according to the activities made by the user at 
the mail client side. Examples of mail clients 
are Outlook, Eudora, Mulberry, Pine, Web 
Mailers, etc.


To use email in the internet, every user has a unique email address. The Domain Name System 
(DNS) is used to communicate with others using email. The standard email address is denoted 
using the syntax:
User-name@domain.domain-code

The username is the account ID of the user at the domain, and the domain-code denotes 
the type of organization.


khalifa@cs.pitt.edu  
//author user-name at the computer science domain at the University of Pittsburgh.

khalifa@pitt.edu
//user-name at the University of Pittsburgh’s domain (pitt.edu)

novacky@cs.pitt.edu 
//author user-name at the cs.pitt.edu domain at the University of Pittsburgh.
2.2
Self Paced Activity (Creating an E-mail Account)

Before you start using Outlook for the first time to read mail and to send/receive messages, you 
need to create an email account using the E-mail Accounts Wizard. Do the following:

1.
In Outlook, select E-Mail Accounts from the Tools menu. The wizard below appears.


2.
In the E-Mail Accounts | Server Type, select IMAP and click Next>.
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3. 
In the E-Mail Accounts | Internet Email Settings (IMAP), fill out the information.


Depending on your service provider, the information for the mail servers varies. 


At the University of Pittsburgh, the incoming mail server is:  imap.pitt.edu



The outgoing mail server (Simple Mail Transfer Protocol – SMTP) is:  smtp.pitt.edu


Click the More Settings button and fill out the organization and Reply E-mail options.
[image: image16.png]E-mail Accounts

Internet E-mail Settings (IMAP)
Each of these settings are required to get your e-mail account working.

User Information Server Information

i o s
E-mail Address: | khalifa@cs.pitt.edu Outgoing mail server (SMTP):

Logon Information

|Remember password

Your Name:

User Name:

Password:

[[]Log on using Secure Password
‘Authentication (SPA)

Internet E-mail Settings

General | outgoing Server | Connection | Advanced|

Mail Account

Type the name by which you would like to refer to this
‘account. For example: "Work" or "Microsoft Mail Server"

im;

e |

Other User Information

Organization: ~|University of Fittsburgh
Reply E-mail: ~[khalifa@cspitt.edu

7






4.
Click Next> and Finish. 


The email account will be created and will be listed in the All Mail Folders pane.
2.3
Creating and Sending a Mail Message

 XE "Creating and Sending a Mail Message" 

 XE "Mail Message:Creating and Sending a" With Outlook, you can share information with others in your workgroup through mail messages.
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Mail Message

To create a mail message:

· With the Inbox folder open, choose the File, New, Mail Message XE "File, New, Mail Message command" 

 XE "commands:File, New, Mail Message"  or Actions, New Mail Message command XE "Actions, New Mail Message command" 

 XE "commands:Actions, New Mail Message" , or click on the New Mail Message button.

· In the Message form, enter:

· The name(s)/e-mail address(es) of the recipient(s) of the message.  You can specify this information either by typing the name/e-mail address in the To box or by clicking on the To button and by selecting the appropriate entry in the Select Names dialog box, which is then displayed.  (Multiple entries in the To box should be separated by a semicolon.)

· The subject of the message.

· The text of the message.
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New Mail Message Button XE "New Mail Message Button" 

 XE "Buttons:New Mail Message" 
To send a mail message:

· In the Message form, click on the Send button.
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Send Button XE "Send Button" 

 XE "Buttons:Send" 
1. The form that is displayed by clicking on the New button depends on the folder that is currently open.  When the Inbox folder is open, clicking on the New button displays the Message form (as mentioned on the previous page), allowing you to create a mail message.  You can create any other type of item (for example, an appointment, contact or task) from the Inbox folder by expanding the New button and by selecting the desired item in the list that appears.

2. If you begin a message and close the Message form without sending the message, Outlook displays a prompt box, asking you if you would like to save the changes.  If you click on the Yes button, the program saves the message in the Drafts folder.  Double-clicking on the message listing in this folder redisplays the message in the Message form, allowing you to make any necessary changes and send the message at a later time.  The Drafts folder also serves as a message backup since Outlook automatically saves a copy of an unfinished message in this folder after a specific period of time (three minutes, by default).   If, for some reason, you are disconnected from the program before you have a chance to send the message, you can retrieve this copy from the Drafts folder.

2.4 
Email Message Formats
With Outlook, you can send and receive mail message in three message formats XE "message formats" :

HTML XE "HTML format" 
This format (the default) allows you to create and view mail messages that include text attributes (for example, bold, italic and colored fonts), text alignment (for example, centering and right-alignment), bullets, numbering, and such things as pictures and links to Web pages.

Outlook Rich Text XE "Outlook Rich Text format" 
This format allows you to create and view mail messages that include text attributes, text alignment, bullets and numbering.  This option also supports linked objects.  (A linked object, in this case, is one that is inserted into an Outlook item but maintains a link to the external application in which it was created so that any change in the external file is reflected in the Outlook item.)

Plain Text XE "Plain Text format" 
This format allows you to create and view mail messages without special formatting of any kind.

You can also choose from two e-mail editors to create mail messages:  the Microsoft Office Word editor and the Outlook editor.  Using the Microsoft Office Word editor (the default if you have Microsoft Office Word 2003 installed), you can take advantage of many of Microsoft Office Word's features (for example, AutoCorrect, tables and styles).  The mail message illustrated at the beginning of this subsection, appears in the Message form displayed with the Microsoft Office Word editor.

Note-1: You can change the message format for the current mail message by choosing the Actions, New Mail Message Using command XE "Actions, New Mail Message Using command" 

 XE "commands:Actions, New Mail Message Using"  (from the Inbox listing) and by selecting the desired format on the submenu that appears.  You can also 
change the default message format for all mail messages by choosing the Tools, 
Options command and by selecting the desired option in the Compose in this 
message format box on the Mail Format panel of the Options dialog box.

Note-2: You can switch from one e-mail editor to the other by choosing the Tools, Options command and by selecting or deselecting the Use Microsoft Office Word 2003 to edit e-mail messages option on the Mail Format panel of the Options dialog box.  Selecting the Use Microsoft Office Word 2003 to read Rich Text e-mail messages option on the same panel displays Outlook Rich Text messages you receive in the Microsoft Office Word window.

2.5Self Paced Activity (Creating & Send an E-mail Message)
In this activity, you will create and send a mail message to another individual.

Do the following steps:
1. Make sure that the Outlook Application window is displayed and that the Inbox folder is open.

	ACTION (You Do)
	COMPUTER RESPONSE / Comments

	1.
Click on the New Mail Message button on the Standard toolbar.

NOTE:  Click on the button itself, not on the down arrow at the right side of the button.  If the Office Assistant appears, with a prompt for creating an e-mail signature and e-mail stationery, click on the No thanks option.
	The Message form is displayed.  If you are using the Microsoft Office Word e-mail editor, this window displays that program's E-mail toolbar, as well as Outlook's Standard toolbar.  If you are using the Outlook e-mail editor, this window displays Outlook's Standard and Formatting toolbars, which, by default, appear side-by-side on the same row.

NOTE:  Notice also that the formatting options on the E-mail or Formatting toolbar are currently dimmed, indicating that they are unavailable.  These options become available when the insertion point is located in the message area of the form if you use the HTML or Outlook Rich Text message format.  (If you use the Plain Text message format, the options on the above toolbars remain dimmed.)

	2.
Click on the To button XE "To button" .
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	The Select Names dialog box appears, listing the entries in your Address Book.  You will now specify the recipient of the message.

	2. Enter an email address you like to send the email to (use your instructor’s email and send him an email.  

Enter your own email address in the CC field so that you can get a copy of the email you are about to send out. If you have a list of other users, click on the entry of each user then click on the 
To -> button.
	The recipient is selected.

NOTE:  You can delete an entry from the recipient list, if necessary, by selecting it and by pressing [DEL].

	4.
Click on the OK button.
	The Message form is redisplayed.  Notice that the name or e-mail address of the recipient now appears in the To box.

	5. Click in the Subject box.
Type:  Lab activity-Using Outlook EMail
Press [TAB]. 

Or simply choose any subject!
	The subject of the message is entered, and the insertion point moves to the message area.

	6. Type:  We will be launching a major European sales campaign in the next three months.  Your input would be greatly appreciated.

Or type any message!
Send your feedback on how you find Outlook to use. Is it easy, difficult, or just as easy as any other mail system?
Feel free to write any feedback or note!
	The text of the message is entered.  You will now send it.

NOTE:  The Importance: High and Importance: Low buttons can be used to assign high and low importance, respectively, to mail messages.  (If neither button is selected, a message is given normal importance.)  The Options button displays a dialog box in which you can set various delivery and tracking options for the message.

	7.
Click on the Send button on the Standard toolbar.
	The message is sent, and the Message form is closed.

NOTE:  When you receive a message, a small transparent box, called a Desktop Alert, appears in the lower-right corner of the screen, displaying the name of the sender, as well as the subject and the first two lines of the message.  If you position the mouse pointer over the Desktop Alert, the box becomes solid.  You can open the message by clicking on this box or perform other operations by using the various buttons in the box.

	8.
If the message sent to you does not appear in the Inbox listing, click on the Send/Receive button on the Standard toolbar.
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NOTE:  Click on the button itself, not on the down arrow at the right side of the button.
	The message sent to you should now be listed in your Inbox (assuming that it has been sent).


	9.
In either the Favorite Folders or All Mail Folders section of the Navigation Pane, click on Sent Items.
	The contents of the Sent Items folder are displayed.  Notice that the message you have sent is listed.


Lab 12

Outlook
Activity Sheet




Score_________

Total = 40 points
Name____________________________________

    




Directions: Place this sheet on top of all completed activities and staple them.  Number any printed documents with the activity number listed below.  Hand in all completed activities at the end of the lab period to your lab instructor.  Point value shown after each activity.

1. Do the Self Paced Activity (Creating an E-Mail Account) in section 2.2.  
Capture the Outlook window with your name on top of the document showing the email account you created in the Self Paced Activity and hand-in a copy of the captured window (40)

Note: reading the Outlook document should provide good feedback on using Outlook, formatting the email message, and using the various modules with Outlook.
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