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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.

&% Inbox - Outlook Express - Pamela H=] E3
J File  Edt “iew Toolz Meszage Help |
= .
(B . & @ g X = . P
Mew bail Feply FReply All Faorward Prirt [elete Send/Recy Addreszes Find
= Inbox Pamela
Falders X | | From | Subject | Received © | =
%3 Outlaok Express £ Disney Orline Guest 5. Fe: Disney: Disney Mail 11/11,/00 4:59 P
EI@ Lacal Folders B news@familytree. _. Holiday Specials from Famil...  11/11/00 3:2._.
@ Inbox (2] i1 Reminder@MyFa. . Keep in touch - fasterand F... 111000 10:-._.
E- nbox £59 support{@picus. com Picuz' Commitment to Continued 5. 11/10/00 5:54 P
@ Outbox £59 memories(@clazsmates. .. Memory Mail [HE0E59751] 114900 7: 439 Ak
..... S Sent ltems £ Save.com Weekly Ne..  SAVE: Bundle up with Fall § avings 1148/00171:44 P
_____ @ Deleted Items (3] £ suppnrt@p!c:us.c:n:nm Ma !nterrupt!nn !n serv!ce 1148/00 12:53 P
£ supporbi@picus.com Mo intermuption in zervice 11/8/00 12:48 PM
""" & Drafts £ follow-upi@iclazsmates....  Classtates.com Registration [#60..  11/5/0010:42 AM
-5 Family £ P-ban D And You Thought The Web Could...  11/3/00 10:35 PM
553 Friends £y P-Man D 11/3/00 938 P
£ P-Man D Hey, Thought Thiz Was A Funny 5.0 11300 3355 P
i-$E Lea £ FamilyT ree |E:-:|:Iu$ive for Online Family Tree Ereatl:ursi A0 315 PM
-5 Mise £ ww. campbellzoup.co... Fe: 08790684 114300 71:14 P
_____ 1 Saved Mail £ v camphelzoup co. . Re: 03730704 11/3/0012:26 PM
B Wk £ BCT Shack Mewsletter | Decorated For Holloweenl! 10430400 12:06 P b
_ 59 contact@nubrawatch.c.. Fe: login page won't dizplay 10428400 729 Prd
[ Hotrnail £°3 Teacher Fw: wbpra, download multiple files .. 10/26/00 5:47 PR |
|2EI meszage(z], £ unread |§ Wiorking Offline o

Maximize the window if the screen working area is

maximize

!E E e




g)roliceyer gnc

MS Outlook Express: Basics

The MS Outlook Express screen

The screen can be customized. This screen shows the folders and the contents
sages).

(mes

minimize, maxi

menu w8 Inbox - Outlook Express - Pamela
bar __,_._.J File  Edt Wiew Toolz Meszage Help |
= ! 53
toolbar- LB . ¢ @ @ X 2 .
=T Mew Mail Reply Feply Al Fonward Frink Delete Send/Recy Addrezzes Current
# Inbox o folder
Folders = |l a | Fromm | Subject | Recsived 2]
fPIder I‘_;.fl Outlook Express I 5 supporti@picus. com Mo interuption in service 11/8/0012: 44
I|5t — i 59 Follow-upt@classmates....  ClassMates.com Fegistration ($60...  11/5/00 10:4;
= @ Local Folders
3y PMan D And*ou Thought The Web Could...  17./3/00 10:2!
-G b 2) 2P Man D 11/3/00 938
@ Outbox £ PMan D Hey, Thought ThisWaz & Funng 5., 11/3/003:25
..... $3 Sent ltems £51 FamilyTree Eucluzive for Online Family Tree Cr... 11/3/009:15
_____ @ Deleted Items | 5 vy, campbelzoup.co..  Fe: 053790684 11/3/001:14
v campbellzoup.co.. Re: :
] bell Re: 08730704 11/3/00 12221
""" & Drafts N EZRCT Shack Mewsletter | Decorated For Holloweel! 10730400 120
#-5E Family b £ contactk@nutrawatch.c... Fe: login page won't display 10728400 72!
w-SE Friends i~ Teacher Fww: wbpr3, download multiple it .. 10/26/00 5:4°
L postmaster@alps. com oo ail Link to SMTP Undeliveraby,.  10/26/00 10
A= Leo =% " ellan, Ann dog question for CHN 10/25/00 4:508
-5 Misc ;l 1] -

|ED mezzage(z), 2 unread

¥
\ |Q Wwiorking Online |

N A

_—
Status bar /

N\

N\
folder content list

scroll bar for folders

scroll bar for
content list
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Changing the Layout Properties

To change the layout, from the menu choose View, Layout View  Toolt Message Helr
] Current Yigwm r
Sart By 3
— Coluninz. .

| rr—

The Window Layout Properties dialog box will appear. To turn the desired features on or
off, click the corresponding check boxes

& Inbox - Outlook Express - Pamela M= E
J File  Edt “iew Toolz Message Help |
P & @ 5 X | g . S
MHew b ail Feply Feply Al Farward Print Delete Send/Recy Addreszes Find N
J WiEws ISh-:-w Al Meszages st\ \

Folders \ ﬂl Frarm | Subject | Received & 2
Qutlook, Express i ine & )
=63 Loca e T8 Window Layout Properties
] Hemmdel(
[]---'@ Inbox [2]
@ Outbox =
----- S Sent ltems :
i itz of Outldok Express to best suit
""" @ Deleted Items (3] : ety below to wiew them.
""" & Drafts X v Contacts: v Olutlook Bar v Views Bar
- Family [v Eclder Bar Status Bar
iS5 Friends = [Fom e v FolderList | ¥ Tookbar
i SA Leo : Re: Dizn Customize Toolbar...
w5 Mise
..... SE1 Saved Mai A 1 f Preview Pane
Contacts - - n| cali |55[ sze t_he prEview pane to quickly view a meszage without
I—j | i experl enc opening a separate window.
alma | lynn :
Iﬁf-‘«lyssa S chmidt it can be ane |7 Show preview pane
@ Apita Coakley comments lik ' Below messages ™ Beside meszages
% anna claver fl th awa*_.;! ¥ Show preview pane header
Anthony Eady
[F Barbara Fson = 1

20 meszage(z). 2 unread &
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Columns
The e-mail list is divided into columns. Each column has a heading with the name of the
column.
| wa | = | 8] From | Subject | Received ©

pschmidtidizene_.. Internet Explorer Hotice: Chesape... 5/26701 2:10
i=d pschmidt@zerie...  Internet Explorer Notice: Yirginia ... 5/26/01 2:07.
54 Muystic Color Lab our Mystic Online Photo Account R0/ 547 Pb

Columns can be added, removed, or reordered by using the

. Yiew Tools Message Hel
View, Columns feature. ;

Current higw 3
Sort By 3
When the dialog box appears, check any columns to be added, - Lol

uncheck columns to be removed. Columns |

Check the columng that you would like vizible in thiz view. Uze
the Move Up and Move Down buttons ta rearder the columns

hiowerer vou fike.
Use the Move Up and Move Down

buttons to reorder the columns. fawe e |
Flag
Attachment Ml
Fram Shiaw |
Subject __

The size of the columns can be set in this Received ﬁl

dialog box, but can be changed while in L Priorly -] Beset |

the Outlook Express screen.
The zelected column hould be I 29 pixels wide.

(] I Cancel |

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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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.

i Dinner Party | _ O] x|

J Ele  Edit \iew lnhzert Format  Tool:  Messzage Help |

5 0% @ & - & v 0 o | M B2 7.

Send (B0 [Eopy  Faste Undo Check Speling | Attach  Priority Sign  Encrypt  Offline  Inzert ..

Frorm: Ipschmidt@series2ﬂﬂﬂ.com [zchmidt) d

To: quleo@hotmail.com

E&Cc |

[ Beo: I

Subiject: | Dirner Party
[Biia dedZ. Bz uA|Z=ZEsElsesss -0

YWe are planning a dinner party. Do you think you can attend? Everyone is gaing to

bring something. Let me know)|

|

I 4

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

=
Send

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.

‘@,

Send/Recy
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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.

. . % documentation for M5 Outlook Express class M[=] E3
To attach a file to an e-mail: H S

Create the e-mail message..

File  Edit “iew Inzert Faormat  Toaols  Message Help |

|
J"—%‘&ﬁ%%mﬂq“ﬁf | et .

(St Copy Fazte  Undo Check Speling | Attach | Priority

: : _ | Attach File
Frarm: Ipschmldt@serlesEDDD.com [zchimidt] =

[EE T Ivbprﬂ@seriesmﬂﬂ.cum
Ce: |
Boeo: |

Subject; Idocumentatiun for WS Outlook, Express class

Use the Attach button to [l e B 7 UA =
attach a file.

b

=

111
(Tt}
1l
kL
1l
Ul
[

lﬂ] This is the documentation for the MS

Outlook Express class. The documentis a
Attach MS Word document |

S L |

A dialog box wil appear. Find  [FERSCY ST - >
the flle tO be attached. Lack jn: ﬁ r-,-1_|r| Diocurmetts j ﬁl

1 My Pictures
Cletxt.ini

@ ghannion roze. bif
L-_E. test doc
EI‘ W'l | Should win the Lotters ppt

After the file has been

attached, a new line will appear = Filename: | Aftach |
in the e-mail message showing _ : S
the attached file. Files of type: [ Al Files (%) o Cancdl |

[T take Shortcut ta this file

Subject: I-:Iu:u:umentatiu:un for M5 Outlook Express class

Attach: @ k5 Outlook, Express.doc
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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.

File  Edit iew Inzert

i documentation for MS Outlook Express class 10| =]

Format  Toolz  Meszage Help |

J
ja‘&ﬁ%am

g, %0 4. >
Send [t Copy Faste Unda Check Speling | Attach  Priarity
From: Ipschmidt@seriesEDDD.mm [=hrnidt] j
To: Ivbprﬂ@seriesEDDD.mm
[ Ce: |
[l Boc: |
Subject:
ubiest | documentat Outlook Express |

Attach: E iMS Dkl

Do you want to gave changes o this mesgage?

[eial | = £»
L. Mo | Carcel | j‘
This is the
Outlook Express class. The documentisa
| Z
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.
Folders x|t ]e]1e [ Subject
----- @ Deleted Items [35] d d @vhprﬂ@serieﬂﬂﬂﬂ.cum documentation
_____ 4 Kl @uﬂeu@hutmail.cum Dinner Party
Poa m B 4poefolks@
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Open/Read a Message
To open a message, double click on the message.\

Bt | % | A From | Subject | Received
B pschmidi@szerie._.  Internet Explorer Notice: Chesape...  5/26701 2:
B pzchmidti@zerie._. Internet Explorer Hotice: ¥irginia ... 5/26701 2
=k M ystic Color Lab our kMystic Online Phaoto Account A/25/01 504
d @ Linda Pargonz Repetition and redundancy ad nauseum Rf2R/01 25
E-mails with a paper click have an attachment.
& Your Mystic Online Photo Account Hi=] 3
J File  Edt “iew Toolz Meszage Help |
o QB = X > < E5:
Feply Feply Al Fanward Frint Delete Prewviouz M et Addrezzes
From: tdyztic: Color Lab
D ate: Friday, kap 25, 2001 5:48 P
To: PSCHMIDT@SERIES2000.COM
Subject:  Your Muyzstic Online Phota Account
NEW! Mystic Online PhotoCenter - LOWER :I
PRICES!
VIEW YOUR PHOTOS ONLINE - NOW ONLY
$2.95
Dear P Schmidit,
=l
| Y
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Forward

Forwarding allows a received message to be forwarded to another E}ﬂ

recipient. S

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.

B
J File Edit “iew Inzert Format  Tools  Meszage Help |

"—%‘X%Eﬂﬂvﬂfﬁ’@ﬂ,‘ >
Send [Et Fapy Easte hdo Check Speling | Attach  Prionty

From: Ipschmidt@picusnet.cnm [picLznet] j
[GER To ||

G Cc: |

G Boc: |

Subject: IFw: “our Mustic Online Photo Account

| A EBZ oA == === >

----- Original Message -----

From: Mystic Caolor Lab

To: PECHMIDTESERIES2000. SOk

Sent: Friday, May 25, 2001 5:458 FM
Subject: Your Mystic Online Photo Account

NEW! Muyvstic Online PhotoCenter - LOWER

(B

10
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Reply/Reply All

Reply allows a response to a received message to be sent
back to the sender. ﬂﬁi’] ﬁﬂ)
Reply to All allows a response to a received message to be Reply Reply All

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.

E: Re: Your Mystic Online Photo Account
J File Edit “iew Inzert Format  Tools  Message ﬂelp| |
3% B @ e 50 . >
Send [Et Fapy Pazte  [hdo Check Speling | Attach  Prionty
Fram; Ipschmidt@picusnet.cnm [picLznet] j
To: IMgstic Color Lab
G Cc: |
G Boc: |
Subject: IHE: four Mystic Online Photo Account
[Bial s /B I UA ZZEEE EE
----- Original Message -----
From: kystic Color Lab
To: PECHMIDTESERIESZ2000. COM
Sent: Friday, May 25, 2001 5:458 FM
Subject: Your Mystic Online Photo Account
NEW! Mvstic Online PhotoCenter - LOWER El
| 7
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Address Book/Contacts

Addresses can be added to the address book by clicking on the Eﬁ.
address book button on the toolbar. ==
Addrezzes

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

J File Edit “iew Toolz Message Help ‘

Q@ﬁ«a)@ﬂ%%@v‘

Fieply Feply Al Forward Print Delete Frevious 1 et Addreszes

From:

Date: I ecril 20, 2007 801 PM
To: o
Subject: Ouicken

Attach: i) uuickwasic].doc (187 KE)

\ =

To add address to contact list,
double click on the name

sl B

Teacher Properties HE
A d|a|09 bOX WI" appear Summary | M ame I Home I Businessl Pelsonall Other I NetMeetingI DigitalleI

Surnmary of infarmation about this cantact

Mame:  Teacher
E-Mail sddress:  teacherizenez 2000 com
Harme Phate:
Pager:
b abile:
Perzonal Web Page:
Business Phone:

Business Fax:

Job Title:

Department:

Select the Add to Address Book Ofice:
button . Company Marme:

Buziness Web Page:

[k Caticel

12
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New Contact

Teacher Properties EHE

M ame |H|:-me I Businessl F'ersu:unall Other I NetMeetingI DigitalleI

g Enter name and e-mail infarmatian abaut thiz contact here.

Eirst: ache kiddle: I Last; I
Title: I Diizplay: ITeacher d Mickname: I
EMail Addresses: | el |
teacher@zenes 2000 com [Default E-Mail] Edit |
Bemove |
Set az Default |
[T Send E-Mail using plain text only.
] 4 I Cancel I
E-Mail Addresses: vhpraf@zenez 2000, com Add

Edit

Set the main address as the default address.

teacher@zeries2000. com Edit
vhpr3@szeriez2000.com [Default E-Mail)

Remowe

Set as Defadlt

RTTT T I I TP T T I T TP P TITIT T TT T H

13
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Home information can be Teacher Properties BHE
added by clicking on the
Home tab. Mame Home lEusiness] F'ersu:unal] Other ] NetMeeting] Crigital IDS]
Pl
E!E Enter home-related information about thiz contact here.
Street Address: =l Phone: |757-426-0022
-] Faz |
City: |‘Jirginia Beach fabile: |

State/Province: |"-.J'.-“-‘-.

Zip Code: |23456

Country/F egion; |

[ Default Yiew Map

Wb Page; |htt|31a’f ﬂ

k. | Cancel |
Teacher Properties K E3

Business informaﬁon can Mame ] Home Business lF'ersu:unaI] Other ] NetMeeting] Digital IDS]
be added by clicking on
the business tab.

Enter businesz-related information about this cantact here.

Company: ess Anne Fecreation Center — Job Title: |
Street Addiess: Memo Parkway J Department; |
J Offize: |
City: |virginia Beach Phone: |?5?-425-nuzz1
State/Province: |\.f,£-., Fau: |
Zip Code; |234EE Fager: |
Countiy/R egion: | P Phore: |

[ Default Miew ap
Web Page: ||“|tt|:|:.-".-" Go

k. | Cancel |

14
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The map button will take you onto the internet to expedia.com where a map will display if
available.

CHEVY = WE'LL BE THERE

sSSP DN | GHIR

Expedlﬂ.comp Welcome - Already & member? Sign in

mm hotels m packages @ destinations WHFTTN business tools

Search: I m EZ| sitemap | |f|.| My Trips | {3 My Profile | @ Cus
Getting Started Search results
Find a Map » Ferrell Pky, Yirginia Beach, A, 23456
Get Driving Directions Print this map Sawve this map E-mail this map
My Maps & Routes -
7 . Gunn Hall.~
Link to Map or Route .Expedia: T

£ Ferrell Pky,
X t i ’
S5 FLIGHTS W ies RO Virginia Beach, VA,
Departing fram: 23456 ‘/
Morfolk P
Coing to; $ oodhomse
Corner
il VirgihiaBe
5 HOTELS -
iy =
in ircginis Beach (149) Himmio
g CAR RENTALS — / Hicle: lakel
in Maorfolk (149)
@ GLIDE 22001 hicrosoft|Cop @ 2000:NawTechy GOT, Inc. andfor
Travel Information Compusearch
km 0 A 1 1.5 2
T—_— R -
mi 15 = : Srmall - 296240
f ' L3

15
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Personal information can be added by clicking the Personal tab.

Teacher Properties

M ame I Home I Businesz Personal | Other I NetMeetingI DigitalleI

@ Enter perzonal information about this contact here.

K E3

Spouse: I
Children: Add
Edit |
Hemave |
Gender:
Bithday: [P June 12,1343 =
Anniverzan: IF August 12,1967 j
Ok, I Cancel
Birthday: [P May 262001 =
_ May 2001 [+
Anniversan:
Sun Mon Tue Wed Thu Fri Sat
280901 2 3 4 B
E 7 &8 9 10 11 12
132 14 15 16 17 18 19
0021 2 23 24 5 G
&8 Mmoo 3N 1z
34 5 B 7 &8 1
= 1 Today: 526701

16
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Notes can be added under the Other tab

Teacher Properties

Teachers system in clazsoom

17
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Digital ID,S Teacher Properties BE

N L. Name | Home | Business | Persanal | Dther | Nethesting Diital IDs |

How do digital IDs work?
A digital ID is composed of a
"public key," a "private key," Select an E-Mail address:
and a "digital signature.” When vbp3@sarizs2000.com
you digitally sign your Digital ID's associated with the selected E-Mail address:
messages, you are adding your
digital signature and public key fianoge
to the message. The Gt ais st
combination of a digital
signature and public key is
called a “certificate.” Import .

% Add, remaove, and view Digital 1Dz for this contact.

Froperies

Expart.

e LIf

Recipients can use your digital
signature to verify your identity ok | Concel |
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 IDsal ong with other properties. *

'Quoted from MS Outl ook Express help file “About Digital
18
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NeW Group ! Address Book
Creating contact groups allows one email to be sent to several File Edit ‘iew Toal
people at the same time. .

MHew Fropertiez
To create a group, from within the Address Book choose the New btz Lortizg...
button, then choose New Group. EEW E"ljd”p'"
ew Folder. ..

A dialog box will open.

Enter a name for the
group

Select Members for
the group from the
contacts.

K E3

Family Properties

Group l Group Details |

3

Group Mame:

Type a name for your group, and then add members. After creating the group, vou can
add or remove itemz at any time.

|Famil51 0 Memberjz)

To add a perzon to the group, select the perzon from wour address book, or create a new contact
it pour address book, or just type the name and e-mail of the person and click Add.

Select Members
MHew Contact

[aroup kembers:

M ame: |

Select Group Members J
Type name or zelect from list:
| Find.. | J
|F'ame|a's Contacts j Members:
M arne | E-Mails [ Select = EZ|Pamela 5 chmidt

E=]Brian Fair bf airzpt E=]Teta

ﬁll(lﬁ People involve. .

€ Parnela Schmidt pachmid

ExlParnela Schidt [teta - b, teta of

E=IProicere. Inc. Froicers

Ex] Teacher whpraE:

E=ITeta beta_of_

ﬁ_IVB PR Classroom

N I 4L

Mew Contact | Froperties | F j
] | Cancel |
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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.

File Edit Miew Tools Meszage Help

MNew

Open Chrl+0
Save ba..
Saventtachments,..

Sranve as Statiaren. .

]

Imoort

Create Folder

Eolder name:

Farnward

&»ﬂ‘

= X

Frint Delete

‘x I?‘P\I?IﬂlFrnm

Ctrl+5hift+E

Select the folder in which to create the new folder:

I‘_;EJ Outlock, Express

E@ Local Folders

E@ |mbax

----- B Cute Pictures
----- $E Info to forward
----- B Jokes

----- B Postmaster

----- SE removals
-1, Outbox

----- T3 Sent Ibems
----- 3 Deleted ltems

----- B Cute Little Programs

----- B Inbox to clean up

----- B Needs Follow Up
----- B Picus - Eagles Mest

i

----- B Problems to solve for students

Cancel

]
[ o ]
_ Carcel |

20
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Rules
Rules can be made from

existing messages. New Mail Rule KK

Select your Conditiohz and Actions first, then specify the values in the Description.

1. Select the Conditionz for your mle:

From the menu choose, YWhere the From line containg people
T00|S, Rules [ wihere the Subject line containg specific words
[ \where the meszage body containe specific words

[ “where the To line contain: people ;l
2. Select the Actiong for pour rule;
[ tdave it ta the specified folder ﬂ
[ Copy it ta the specified folder

O Delete it
[ Forward it to people ;l

3. Rule Dezcrption [click on an underlined walue to edit it]:

Apply this rule after the meszage arnves
Where the From line containg 'service®@info. musticeolorlab, com'

4. Mame of the e
Hew Mail Rule #3

k. I Cancel

Block Sender

Senders can be blocked by using the Block Sender feature.
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ldentities

File Edit “iew Toolz Meszag:
Hew 3
Open Chrl+0
Save ba...

Hrawe Attanhmemnts..
Erawe au Statiarern..

Enlder 3
Irnpirt 3
Expart 3
Erirt. .. Chrl+F
Switch [denfity. .

Add Mew [dentity...
Manage |dentities. ..

Properties Alt+E nter
Lopnff Pamela

T New ldentity |

| dertiby

L

!‘—'; Type your name; ITeacherI

Paszward

Y'ou can add a pagzwiord to thiz identity. 'ou will be prormpted ta enter
thiz paszwaord any time you switch vour identity, ar make changes to it

Tell me mare... |

[ fizk me for & paszword when | start [Ehange Eassmond |

] I Cancel |

Manage |ldentities

| 79 Click Mew to add a new identity. Select an identity name
'__f"t and click Properties to modify the identity, or click Remove

to delete the identity from the computer.

|dentity names:

Leo =1

Pamela !Default

Identity Added =

HEmaye

Froperties

Do wou want ko switch to Teacher now'?
take Default

Stal

Cloze

bk
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: Switch ldentity %

'ou are curently connected ta the [nkemet. Do vou want ko keep the cument connection
for the nest identiby?

Internet Connection Yizard

Setting up Internet M ail

The Internet Connection ‘Wizard haz detected previously inztalled e-mail zaftware, Yaou

ah have your Internet mail account zettingz imported, 20 you can continue o use them
with your new mail prograrm.

" Create a new nkermet mail account

i illze an existing Internet mail account

icrosaft Wwindows Meszzaging or Exchange or Outlook,

I Mext » I Cancel |

Internet Connection YYizard

Your Hame

YWhen you zend e-mail, your name will appear in the From field of the outgoing meszage.
Type your name az you would like it to appear.

Display name: Teacher WEPRY

Faor example: John Smith

< Back | Hest > | Caricel
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Internet Connection Yizard

Internet E-mail Address

Your e-mail addrezs is the address other people uze to send e-mail meszages ta vou.

* | already have an e-mail address that I'd like o uze.

E-mail addrezs: |v|:uprEl@seriESEElEID.-:Dm

For example: someonei@microzoft. com

" I'd like ta sign up far a new account from: | J

< Back | Hest » | Cancel

Internet Connection YWizard

E-mail Server Hames

by incoming mail zerver iz a |F'|:|F'3 - | =erver.

Incoming mail [FOP3, IMAP or HT TR server:

|mail.seriesEEIEIEI. cam

A SMTP server iz the server that iz uged for pour outgoing e-mail.

Dutgoing mail [SMTP] zerver:
|l series2000. cor

< Back | Mest = | Cancel
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Internet Connection YYizard

Internet Mail Logon

Type the account name and pazswaord your Internet service provider has given you,

Account name: |'-.f|:u|:an|

HHMHH

Pazzword:

[v Remember pazsword

[f waur Internet zervice provider requires vou ta use Secure Passward Authentication
[SPA] to access vour mail account, select the 'Log On Using Secure Passward
Authentication [SPA]' check bos.

[ Log on using Secure Password Authentication [SPA)

Internet Connection YWizard

Congratulations

Y'ou have successfully entered all of the information required to et up pour accaunt,

To zave these zettings, click Finish.

Cancel

< Back

File Edit Yiew

Hew

Too
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Switch Identities |

| 3 Teacher iz the current identity

T o zwitch identities, select the name below. To add or
modify an identity, click Manage |dentities.

Log OFff Current |dentity
Leo

Eazaynnd I

Manage |dentities. .. | | k. I Canicel |

: Switch Identity =

& Y'ou are currently connected ta the [nternet. Do pou want to keep the curent connection

for the nest identity?
Mo |
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Accounts
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Newsgroups

“A newsgroup is a collection of messueghhtsanipad st ed
thousands 0% newsgroups.”

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

Internet Accounts |

Ml | Mal  Mews | Ditectory Service | Add >

Aocount | Tvpe | Connection | Eemayve |
Broperties |

Seh as [Iefault |
Irnport... |
Ewmmrt.. |

setirdern.. |

Cloze

Internet Connection Wizard |

Your Hame

YWhen you post a message o a newsgroup or zend an e-mail message, vour dizplay
name will appear in the From field. Tepe your name az vou would like it b0 appear.

Dizplay name:

Faor example: John Smith

Quoted from MS Outl ook Express help fiile “About Newsgroup

< Black I Mest = I Cancel
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Internet Connection YWizard
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Compact Folders
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