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MS Outlook: Intermediate

Lesson Notes
Author: Pamela Schmidt

Menus and Toolbars

Customize Menus and Toolbars
A Menu Bar is often seen at the top of
a window, under the Title Bar. This Customize
menu can be customized.

Choose Tools, Customize to change
the menu and toolbar options_ Personalized Menus and Toolbars

Toolbars | Commands | Cpkions

~ . Always show full menys N
The fiShow ScreenTlps.oﬁ 06l bar so
shows a pop up with the tool name
when the mouse is held over the tool. | Reset menu and toolbar usage data |

Cther

i~ Reply to All |02 Forward | —j <

[] Large icons
W List Fonk names in their Font
Reply to All (Ctri+-Shift+R) Show ScreenTips on toolbars

[] show shorkcut keys in ScreenTips

The AShow shortcut| KeenarimdioR: unfold v
ScreenTips0 shows [ he key gk
combination for that specific tool if Randorn
available.

Close




Create New Toolbars
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To create a new toolbar from the menu choose Tools, Customize.
On the Toolbars tab click on the

AfnNewéo button. u
I'n the fANew Tool bal bl | Bndafdsd opBnO x key in
the desired name.

N . Toolbars:
Once the nAOKO but t0eerutanntaiattass U
empty toolbar will be created. [¥] Advanced =

-

AfCommandsollt

Clickont h e

drag the desired tools to the toolbar.

Customize

Toolbars

Options

Menu Bar

L
| Mew Toolbar
i

I Toolbar name:

command out of this dialog box to a toolbar,

To add a command ko a toolbar: select a category and drag the

Cakegoties: Carmrands:

EP | [ e S
Wiew 2 Mail Message .

Eivnrltes #.)| Postin This Folder Reset

mfns ) |Cag Folder.. Delete

Help Lol Search Folder...

m:;z:;ar % B8 Aopointment v Mame: Checlk for Update

Madify Selection = [ Rearrange Commands, ..

Copy Button Image
Paste Button Image

Reset Button Image

PH51 * X

Toadd aniconc hoos e

l mageo and sel
To remove the text, cl i
Styl ebo

To change the look of the button choose

AREdI t Button |

Edit Button Imags... ect a cat i B _Cheu:l_i For Lpdates
| hange Button Image >| T @ & [I] E] E'i'].ll
Default Style 2o dbwo|n
AChangeaz]Byd R 1
ect thed;emli_wI :. Y A X
ext Only (in Menus ‘ﬁ' )
) = m % [
c k on N\ D eIInag% a_Hu:I !rex‘i A B
@« » 4 8 @
Begin & Group o ow b T
ma g e o) Assign Hyperlink r i O o e [ | T hd
Modify Selectinn"] [Eearrangu SULLLLL LS DT |

Close
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Navigation Pane

The Outlook Navigation Pane displays icons to quickly switch Favotite Folders
between the different folders and parts of outlook. [ Inbox (121) ~
The Navigation Pane can be turned on and off from the menu by L_:l Inbox in Proicere - |
choosing View, Navigation Pane or by using the keyboard | :";’““_ “‘Pl"sl“uct_"r
_ Lo Inbx i Famela prolicel
shortcut Alt-F1. i = (33 For Follow Up [34]
Fi = L tnread Mait
The width of the Navigation Pane can be changed by ™~ 1 1= gz”ttbéfms
dragging the edge of the Navigation Pane. & - b
All Mail Folders
i . 1 Dogs (12 i
The folder area can be increased or decreased by dragging the ::ﬂ' Df:fi; [gji
. v
edge of the icon area up and down. . T
Jraftes [=1 4 Mail
il | Folder List
:ﬁ Calendar
In the Navigation Pane which icons show and the order of the %-| Contacts
icons can be changed by using the little chevron arrow at the =
bottom of the Navigation Pane to bring up the menu and /| Tasks
choosingi Navi gati on Pane Optionseéo R
L1 4 show More Buttons __ ) §|
B .. o Buttons Navigation Pane Options S
| Mepliaien Pite SplabEo: Disﬂa':.-' buttons in this order
_» add or Remaove Bukkons 3 i EFl:lldEr List
= | Calendar
| z Contacks
¥ | Tasks
et
+| Shorbouts
|| Journal
[ (0].4 l [ Cancel ]
Adding mail folders to the Favorite List
Right click on the mail folder to be addedtotheli st , t hen choose

off the pop um menu.

Add ko Favarite Folders

nAdd

t

o



MS Outlook: Intermediate
Outlook Today

Outlook Today displays on one screen the calendar, tasks, messages
Clicking on APersonal Fol derso wildl
All Mail Folders

Personal Folders - Outlook Today

= E‘-fr Personal Folders —_—
& £l Business Conkact M

Tuesday, October 24, 2006

Customize Outlook Today ...

Calendar Tasks Messages
Today 0 %Tronlfazt“eélooutgi)ng neads ;:?:5 12;
[Pl Eethritiesizans: Qutbox i}
. Central Library - Inbox 1
The look and options of Outlook Today can be i Inbox 246
changed by choosi

1 Bi_ographssio— Nazn;y__F_
ng fAClureet omi ze Ou'tl 'k
Todayéo ’

e TAor GiRS-
ALC - {Outlook 0165 (Mone)

Advanced) (Adult O Breast Cancer Web

Learning Center) site dlick (Mone)
Monday O Billable time problem
ALCw - MS with (Mone)
Intermediate
(wireless Lab)
Customize Outlook Today ...

ALC - Mouse 101
(2601-12)

fKemn=ville Hinh

w
Personal Folders - Outlook Today Options
Customize Outlook Today
Startup When skarting, go directly to Qutlook Today
Messages Show me these Folders: Choose Folders, ..
Calendar Show this number of davys in my calendar | 7 %
Tasks In vy bask list, show me: () Alltasks
(%) Today's tasks
Include tasks with no due date
Sort mey task lisk by | Due Dake w | thenby: | fnone) w
(" Ascending Ascending
(%) Descending Descending
Styles Show Dutlook Today in this skvle: Standard A




Mail
Options
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To change the E-mail options, from the
menu choose Tools, Options.

Junk E-mail

Options tab T change how
strict Outlook should be when
moving items to the Junk E-
mail folder.

Qpkions

=

Safe Senders and Safe
Recipients tab i add
addresses that should never be
treated as junk e-mail.

Note: newsletters often have to
be added to this list.

Blocked Senders tab i list
address that should always
block. Addresses on this list
will be automatically moved to
the deleted folder.

Options

Preferences | Mail Setup | Mail Farmat | Speling || Security | Other

E-mail
“; Changs the appearancs of messages and the way they are handied.
[JgnkE-rnmI | ’ E-mail Options... ]
Calenuw

Customize the appearance of the Cariar,

Default reminder: 15 minutes | | Calendar Options...
Tasks
= Change the appearance of tasks,
Remindar time: 8:00 AM ~ Task Options. ..
Contacts
8 “hange default settings for contact and journal.
. Conkact Options. .. ] [ Journal Options. .. ]
Motes

hange the appearance of notes.

Maote Options. ..

K ] ’ Cancel

Junk E-mail Options

Safe Senders | Safe Recipients | Blocked Senders || Inkernational

Ctlaok, can move messages thak appear to be junk e-mail inko a special
Junk, E-mail Folder,

hoose the level of junk e-mail protection you want:

{3 Mo Automatic Filtering, Mail from blocked senders is still moved to
the Junk E-mail Folder,

{(®Low: Move the most obvious junk e-mail ko the Junk E-mail Folder,

"y High: Mast junk e-mail is caught, but some regular mail may be
caught as wel, Check yaur Junk E-mail folder often,

(") 5afe Lists Only: Only mail From peapls or damains on your Safe
Senders List or Safe Recipients Lisk will be delivered to vour Inbo,

[]Permanently delete suspected junk e-mail instead of moving it ko the
Jurik E-mail Folder

Don't kurn on links in messages that might connect ko unsafe or
fraudulent sites, To help protect vour security, we recommend that
waoll leave this check box selected,

Ik l [ Cancel
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E-Mail Options

E-mail Options

Advanced E-mail Options

Message handling

g After moving or deleting an open ikem:

On replies and forwards

=
=Ly |Include original message text V|

Desktop
duration of the visual alerts, and allows the
alerts to be made transparent.

Desktop Alert Settings §|

Curation

Haw long should the Desktop Alett appear?

J Long

Short

30 seconds

Transparency

Haow transparent should the Desktop Alert be?

Solid J Clear
40% transparent
[ 4 ] [ Cancel ]

Al er tsetsSheet t i n 0] Eﬁ.utuﬁave unsent every:

X

return ko the Inbo w

Close ariginal message on reply or Fof@PEn EEE prex;il_:;:us ikern
open the next ikem
[] 5ave copies of messages in Sent I ‘rakur

Automatically save unsent messages
Remave extra line breaks in plain text messages
[Jread all standard mail in plain ket

l Advanced E-mail Options, .. ] [ Tracking Options. .. ]

Wehen replying to a message

When Forwarding a message

|Iru:|uu:|e original message text w |

Mark. my comments with:

|Pamela |

Advanced E-mail Options

Save messages

Save unsent ikems in:

minukes

In Folders other than the Inbox, save replies with original message

Save forwarded messages

Wehen new ikems arrive in my Inbos

Play a sound

Briefly change the mouse cursor

Show an envelope icon in the notification area
Display a Mew Mail Deskiop Alert (default Inbox only)

[ Deskkop Alert Settings. .. ]

When sending a message

Set importance: | Mormal b |

Set sensitiviky: | Marmal w |

[(IMessages expire after: I:I davs
Allowe comma as address separator
Automatic name checking

Delete meeting request From Inbox when responding

Suggest names while cormpleting To, Cc, and Bee Fields
[] add properties ko attachments ko enable Reply with Changes

K ] [ Cancel

]




Mail Setup

Send/ Recei veé

How often Outlook checks for
new mail is set under this
option.
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Options

Preferences | Mail Setup | Mail Format | Speling | Security | Other

E-rnail Accounts

g Getup e-mail accounts and directaries,

=

[ E-mail Accounts., .,

Send/Receive

L Set send and receive settings For e-mail messages and documents,
-

[]send immediately when connected Send/Receive. ..

Data Files

#,  Change settings for the files Qutlook uses to store e-mail rmessages
ﬁé and documents,

[ Data Files. ..

Dial-up
i@ Zontrol how Qutlook connects to your dial-up accounts,
(%) warn befare switching an existing dial-up connection
) Always use an existing dial-up connection
[ ] automatically dial during a background Send/Receive

[]Hang up when finished with a manual Send/Receive

Send/Receive Groups

— '-ﬂﬁ 8 Send/Receive group conkains a collection of Qutlaok accounts and

G folders, You can specify the tasks that will be performed on the group
= during a send|receive.

Group Mame Send/Receive when

All Accounts Cnline and Ofline

Edit. ..

COpYy...

Remove

1=
2]
]IIIE

Eename

Setting for group "All Accounts"

Include this group in send|receive (F30,
Schedule an automatic send|receive every | 30 = | minukes.
[ ]Perform an automatic sendjreceive when exiting.

WWhen Qutlook is OFfline

Include this group in send|receive (F30,
[ ]5chedule an automatic sendjreceive every minutes.

Close
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Mail Format
. Options
Message format i choose the P
format for new messages and ) Freferences | Mail Setup | Mail Format | Speling | Security || Other
the program to use as the email
editor. Message Formak
. . = Choose a Format For outgoing mail and change advanced settings.
Stationary and Fonts i _Ejj
choose the default font and the Compesinhizinsssaoafoing
default background for new IJse Microsoft Office \Waord 200f
- ) !
messages. IJse Microsoft Office \Word 200 Plain Toxt
Note: the fonts and Stationary | Inkernek Format. .. ] l International Options. ..
can be changed for individual Stationery and Fonts
emails at the time the email is Y3 Use stationery ko change vour default font and style, change colors,
A.rﬂ and add backgrounds ko wour messages.
created. “
Use this skationery by defaulk; | <hone w |
[ Fonks, .. ] [ Skationery Picker. ., ]
) ] Signatures
Signatures T to save time \
when Creating emails. create a ﬁ; Select signatures for account; |F'ru:uiu:ere - Hotrnail w |
default Slgnature- Signature for new messages: |P'r|:|i|:ere w |
Signature for replies and forwards: |F‘amela w |
[ Signatures, .. ]
New Signature i click on new ok || cancel || pply |
Create Signature
Signature:
@ Instructar Edit...
Sleaee In the dialog box give your signature a name.
Slver W=0Too0 Create New Signature
1. Enter a name For your new signature:
G Edit Signature - [Proicere]
Pamela Schmidt 2. Choose how ko create your signat| — Signature text
Pr‘esiden‘l‘ Proicere Inc. (%) Start with a blank signature 2: This text will be included in outgoing mail messages:
(757) 368'3 166 OUse this existing signature as a kg ~
() Use this file as a template: PC[mElCl SChmldf ]
| - : President, Proicere, Inc. ]
(757) 368-3166
-
W [ Font... ] [ Paragraph... ] [ Clear ] [ Advanced Edit... ]
wZard options
V= Attach this business card (vCard) ta this signature:
Click the fiNexto button the kegey | n ]
the desire signature.
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Spelling Options E|E|
Click the AAl ways check : _

spe L1in 9 befor eF'reFegenéesn I"zljalliSethgMall Fu:urlPato Speling | Security | Other

have Outlook spell check a General options

message before Sendlng' AB Always suggest replacements For misspelled words

[¥]ialways check spelling before sending:
Ignore words in UPPERCASE

[C]1gnore words with pumbers
Ignore original message text in reply or Forward

Use AutoCorrect when Word isn't the e-mail editor

[ AutoCorreck Options. ..

Edit custom dickionary

ﬁ];gl» Add, change, or remove words From your custom dickionary,

Edit...

International dictionaries

AB Choose which dictionary o use when checking your spelling.

Language: English (U.5.) w

Options
SeCUflty Preferences | Mail Setup | Mail Format | Speling | ecurity [ Other

Click the

Encrypted e-mail

ncC h an g e § [JEncrypt contents and attachments For outgoing messages
Automatic t [Jadd digital signature to oukgoing messages
Download Zend clear text signed message when sendiflaULC G Lnlel B Te O GNPV TR T RTY a1
Settin 9 §€eo0 t[kaequest 5/MIME receipt for all S{MIME signe ‘fou can control whether Outlook automatically downloads and displays
reStriCt the pictures when vou open an HTML e-mail message.
automatic Security Zones Blocking pictures in e-mail messages can help protect your privacy, Pickures in
d | di ] ] HTML e-mail can require Outlook ko download the pictures From a server,
ownloading Security zones allow you to customize whether | Communicating to an external server in this way can verify to the sender
of piCtureS conkent can be run in HTML messages, that your e-mail address is walid, possibly making you the target of mare junk
' e mailings.
EOLE a Restricted sites A [
Download Pictures [#]Don't download pickures or other conkent aukomatically in HTML e-mail
[ change Automatic Download Settings... | Permit downloads in e-mail messages from senders and to
= recipients defined in the Safe Senders and Safe Recipients Lists
Digital IDs (Certificates) used by the Junk E-mail Filker
= Digital IDs ar Certificates are documents that al Permit downloads From Web sites in this security zone: Trusted
|_‘a identity in electronic transactions, Zone
Import/Expart... Warn me before downloading content when editing, forwarding, or
replying ko e-mail
(a4 ] [ Cancel

ok [_Cancel |1 Apply |

9
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Other

Options

Preferences | Mail Setup || Mail Format | Speling 5&curity| Other

General

D) [ IEmpty the Deleted Itemns Folder upon exiting:

Make Cuklook the defaulk program For E-mail, Contacks, and
Calendar.

The initial window opened (it : | [advanced options... |
when Outlook is started Havigation Pane Options. e

can be set under the Autadrchive

ifAdvanced Optli o Otanages mailb _ _
button P SS Yy Advanced Options E'

General setkings

Reading Pane Startup in this Folder: | Outloak Taday | [ Browse... |
Click on the If j_%la &UftﬂlﬂiZE‘gﬂpti warn before permanently deleting items
Paned button |[to change
how Outlook treats mail Provide feedback with sound
Opened In the Readlng Person Mames SEI:IW Paste Options buttans
Pane. % Enable the Ilse Unicode Message Format when saving messages
Enable logging (troubleshootin
Sl Cle 0ging { )
’ [ ]allcw script in shared Folders
Reading Pane E' Allow script in Public Folders
Reading Pane options Appearance options
[ Imark items as read when viewed in the Reading Pane! Diate MNavigatar: Fant. .. ] |B pt. Tahoma
I:I When viewing Mokes, show time and date

Mark item as read when selection changes Task working hours per day:

Single ke reading using space bar Task working hours per week: |40

[ Reminder Options. ,

Ik l [ Cancel

[ add-In Manager. .. ]
[ |

COM Add-Ins...

i
[ Cuskom Forms... ]
]

[ Service Opions, ..

[ Ok ] [ Cancel
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New Mail Message
There are several things that can be changed in a new mail message.

Click the down arrow
to the right of the
AOptionséodo button.

E-Mail Signature
Brings up the dialog
box to create or
change signatures.
This is similar to the
one found under the
AnMai l Format o under
AOptionsao

Stationery

Brings up the dialog
box to look of the email

message.
Click on the fAthemeo
button to actually

change the

background of the e-
mail message.

Note: adding stationery will make the email
message larger. Some email programs will
not allow the viewing of stationary as a
background and will send the background
as an attachment.
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