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MS Outlook Express: Basics 
Lesson Notes 

Author: Pamela Schmidt 

E-Mail 
Electronic Mail  

There are two types of mail services. 

1. Mail is generated on the users systems.  The user then ties into their Internet 
Service Provider (ISP) where their mailbox resides in a post office.  The mail is transferred to 
the mailbox at the post office (service provider).  Any mail at the post office will be 
transferred to the users system.   

Advantage: mail can be generated and stored locally.  The user needs only connect to the 
service to transfer the mail. 

Disadvantage:  Difficult to check e-mail away from computer used to sign into the service. 

2. The user signs onto the providers web site then receives and creates e-mail 
messages at the site.  Advantage: can check e-mail from any computer that has internet 
access. 
Disadvantage:  Must be online to write and read mail. 

3. Sometimes the two services can be combined.  Cox and Verizon allow access from 
both a local e-mail program, or signing into their web site. 

Note: People do not have to be on the same internet service to exchange mail, just as a 
person in one city is not using the same U.S. Post Office as a person in another city.  The 
Post Office’s send mail to each other and then distribute it among its patrons.  Internet e-
mail is handled in a similar fashion. 

E-Mail Address 
The parts of an e-mail address are your post office box and the post office (referred to as 
the Domain). 

instructorvbpr@hotmail.com 

instructorvbpr is the post office box and it is @ (at) hotmail.com which is the post office or 
Domain. 

E-Mail Programs 
There are several e-mail programs.  MS Outlook, MS Outlook Express, Windows Mail, 
Endora, Lotus Notes Mail, CC Mail, Netscape Communicator, etc. 
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Opening MS Outlook Express 
To open MS Outlook Express, click on the Launch Outlook Express icon on the 
Quick Launch Tool Bar, or use the icon on the desktop and double click. 

The MS Outlook Express window will open.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Maximize the window if the screen working area is too small. 
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The MS Outlook Express screen 
The screen can be customized.  This screen shows the folders and the contents 
(messages). 
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Changing the Layout Properties 
To change the layout, from the menu choose View, Layout 

 

 

 

 

The Window Layout Properties dialog box will appear.  To turn the desired features on or 
off, click the corresponding check boxes 
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Columns 
The e-mail list is divided into columns.  Each column has a heading with the name of the 
column. 

 

 

 

 

 

Columns can be added, removed, or reordered by using the 
View, Columns feature. 

 

When the dialog box appears, check any columns to be added, 
uncheck columns to be removed. 

 

 

Use the Move Up and Move Down 
buttons to reorder the columns. 

 

 

 

The size of the columns can be set in this 
dialog box, but can be changed while in 
the Outlook Express screen. 

 

 

 

Sorting 
Columns can be sorted by clicking on the column names.  Clicking the From column name 
will sort the list in alphabetical order A to Z.  Clicking the From column name again will sort 
the list in alphabetical order Z to A. 
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Creating a New Message 
Click on the New Mail button on the toolbar. 

 

The New Message dialog box will appear. 

 

In the white box to the 
right of the TO button, 
key in the address. 

 

Enter a Subject in the 
white box to the right of 
the word Subject. 

 

Enter the body of the 
message in the large 
area at the bottom of the 
dialog box. 

 

Hint: use the tab key to 
move from one field to 
another. 

 

Click the send button to authorize the e-mail program to send the message.   

 

 

 

 

Note:  if you are not online, the message will remain in the Outbox until connection is made 
to the internet. 

 

If the message does not leave the Outbox right away, click on the Send/Receive button. 
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Attachments 
An attachment is a file that rides piggy back on the e-mail.  An attachment will keep its 
original format.  i.e.  a MS Word document will still be a MS Word document when 
unattached by the receiver. 

 

To attach a file to an e-mail: 

Create the e-mail message.. 

 

 

 

 

 

 

Use the Attach button to 
attach a file. 

 

 

 

 

 

A dialog box will appear.  Find 
the file to be attached. 

 

 

 

 

 

 

After the file has been 
attached, a new line will appear 
in the e-mail message showing 
the attached file. 
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Saving a Draft 
If an e-mail is not complete, it can be closed and sent at a later date.  By default, it will be 
saved in the folder Draft. 

 

To close an e-mail without sending, use the close button in the upper right hand 
corner of the message.   

 

A dialog box will appear asking if the e-mail message should be saved. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The message will be stored in the Draft folder.  To send a draft, open the draft by double 
clicking on it and select the send button. 
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Open/Read a Message 
To open a message, double click on the message.\ 

 

 

 

 

E-mails with a paper click have an attachment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

MS Outlook Express: Basics 

 10 

Forward 
Forwarding allows a received message to be forwarded to another 
recipient.  

 

When the Forward button is selected, a new message window will appear. The subject line 
will have an FW before the subject.  The original message will be moved down in the 
message area allowing a new message to be typed above it. 
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Reply/Reply All 
Reply allows a response to a received message to be sent 
back to the sender. 

Reply to All allows a response to a received message to be 
sent back to the sender and everyone who had received the 
original message. 

 

 

When the Reply or Reply All button is selected, a new message window will appear with the 
addresses already entered. The subject line will have an RE before the subject.  The original 
message will be moved down in the message area allowing a new message to be typed 
above it. 
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Address Book/Contacts 
Addresses can be added to the address book by clicking on the 
address book button on the toolbar.   

 

 

To add an address from a received e-mail, double click on the From address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A dialog box will appear. 

 

 

 

 

 

 

 

 

Select the Add to Address Book 
button. 
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New Contact 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Set the main address as the default address. 
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Home information can be 
added by clicking on the 
Home tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Business information can 
be added by clicking on 
the business tab. 
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The map button will take you onto the internet to expedia.com where a map will display if 
available. 
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Personal information can be added by clicking the Personal tab. 
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Notes can be added under the Other tab 
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Digital ID’s 
“How do digital IDs work? 

A digital ID is composed of a 

"public key," a "private key," 

and a "digital signature." When 

you digitally sign your 

messages, you are adding your 

digital signature and public key 

to the message. The 

combination of a digital 

signature and public key is 

called a "certificate." 

Recipients can use your digital 

signature to verify your identity 

and use your public key to send 

you encrypted mail that only you can read by using your private key. In order to 

send encrypted messages, your address book must contain digital IDs for the 

recipients. That way, you can their public keys to encrypt the messages. When a 

recipient gets an encrypted message, their private key is used to decrypt the 

message for reading.  

Before you can start sending digitally signed messages, you must obtain a digital 

ID and set up your mail account to use it. If you are sending encrypted messages, 

your address book must contain a digital ID for each recipient.  

Where do you get digital IDs? 

Digital IDs are issued by independent certification authorities. When you apply 

for a digital ID at a certification authority's Web site, they verify your identity 

before issuing an ID. There are different classes of digital IDs, each certifying to 

a different level of trustworthiness. For more information, use the Help at the 

certification authority's Web site. 

In order to obtain someone else's digital ID, you can request they send you 

digitally signed mail, or you can search the digital ID database on a certification 

authority's Web site. You can also search Internet directory services that list 

digital IDs along with other properties. “
1
 

 

 

 

 

 

                                                 
1
 Quoted from MS Outlook Express help file “About Digital ID’s” 
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New Group 
Creating contact groups allows one email to be sent to several 
people at the same time. 

 

To create a group, from within the Address Book choose the New 
button, then choose New Group. 

 

A dialog box will open. 

Enter a name for the 
group 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Members for 
the group from the 
contacts. 

 

 

 

 

 



 

MS Outlook Express: Basics 

 20 

New Folder 
Saved email can be stored in 
folders.  

 

To create a new file from the 
menu choose File, New, Folder  
or File, Folder, New. 

 

 

 

 

 

Enter a name for the folder. 
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Rules 
Rules can be made from 
existing messages. 

 

 

From the menu choose, 
Tools, Rules 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Block Sender 
Senders can be blocked by using the Block Sender feature. 
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Identities 
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Accounts 
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Mail 
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Newsgroups 
“A newsgroup is a collection of messages posted by individuals to a news server, a computer that can host 

thousands of newsgroups.”
2
 

In order to access newsgroups using Outlook Express, your internet provider must provide links to the news 

servers.    
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 Quoted from MS Outlook Express help file “About Newsgroups” 
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Options 
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Compact Folders 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


