/

N
? 'fi?:?‘ibﬁag For AL AgES

Computez s )i mur arvee uit (rs v mosro= /b2 r o w= kanils2ge’ @) (¢ xpe: lence free
of charge. Whilst we endeavour to give the best advice possible there is no guarantee on
the information given. Our handout sheets attempt to provide the easiest method to
achieve the goal for the target c uc @i le i {h) || x0 jed that changes in computer
type, manufacturer and software versions may invalidate some of the examples provided.
E&OE.






W o

\  Outlook
-/ ! Outloo




a eMail Processing Tool
from Microsoft, and a part of
Microsoft Office

Similar to
*  Mailbird
Inky
Mozilla Thunderbird
Opera Mail
Zimbra
em Client
Claws Mail
And many more ...

It is an eMail CLIENT, unlike
e Web based eMail tools

Which are free but simple...

eMail CLIENT:
Email client is a desktop
application:
Enables configuring one or
more email addresses to:
Receive
Read
Compose
Send emails
Through the desktop
interface.

It provides a central
interface for receiving,
composing and sending
emails of configured email
address(s).

Outlook is NOT best for:
+ Nomadic users
Using multiple platforms
Having limited local storage
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eMail Client

At a pre-defined time (or when
invoked manually by user) the
email client fetches new emails
from the email service provider's
hosted and managed mailbox.
These eMails are stored locally

Similarly when sending emails, the
email client talks to the service
provider to deliver messages to

the email server

Moreover, the email client can be
used to configure multiple email
addresses from different email

service providers.

Webmail (or web-based email) is
any email client implemented as a
web application running on a web
server.
Examples of webmail providers
are AOL Mail, Gmail,
Outlook.com and Yahoo!

You use your WEB BROWSER to

look at your eMails

* The eMails remain on the Web
Server

@
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eMail Service Providers

A Service Provider does what is
says, it provides the eMail service

Common Service Providers include:

BT e iCloud Mail
Yahoo *  Talktalk
Sky +  Outlook Mail
gMail . efc, etfc ..

These Service Providers may also
provide other services, such as:
* Your connection to the
Internet
+ Search Engines (Goole, Yahoo)

They usually provide a WEB based
Client to their email service

A Web Client can be used
instead...

@
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BT / Yahoo Mail

Main Service & O

Provider Account
BT YAHOO!

Inbox (11

Inbox and Folder
Structure

ComputerPals 116

List of eMails in the
Inbox folder

yahoo.com

Your Amazon.co.ck order of "ARTIST 2 PECE MAHL STICK..” bas been dispatched

MG Rerwards Club e Statement Reminder: Your February MG Rewards Cub ¢Statement is Resdy
safum@emaron co uk
o
PET SUPERMARKE T Past - your Last chance for 19% offselected products’
Don'tforget: James will see you Fridey
Great savings on Ford Fiesta ahernatives via carwow
Husrry Offer Ends Soce FREE Scheninciks Watercclour Set When You Join Today!
Science fiction Kindle Books o sale

Gate sign

@
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Outlook

Main Service
Provider Account

Inbox and Folder
Structure,
synchronised from
the eMail account

Send { Rscewe  Folder  View  Mcilse Art Spam

Inbon - concaptusl eng

0 Toll e st s et 13

List of eMails in the
Highlighted folder
- Inbox

HI-FI | Home Cinema | Headphones

Highlighted eMail,
With buttons to
reply, forward etc..
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OUTLOOK
Configuration

POP and IMAP Account Settings

Account Name User information Tk Acomant Setigs

Lagon information

Automatic Login Information
Username
Password

Local Data File:
This holds a local copy of all of
your eMails
This is already over 900Mb ®

)
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OUTLOOK Tabs

Send / Receive

X

Delete

Folder  View

— [ | fGxIgnore
i

New  New
Email Items ~

7 Clean Up ~
f@Junk i

New Delete McAfee Anti-Spam

Provides:
*  Reply
+  Reply toall on the
address list
Forward

McAfee Anti-Spam

i_:_é “77%, =3 [ Meeting
Reply Reply Forward [7

All

Move:
*  Manually to a specific Folder
Automatically via a rule
To OneNote

Inbox - conceptual_engineering@btinternet.com - Outlook

Q Tell me what you want to do

Respond

<l

@ ) >  Search People

= —l [ Address Book

Move Rules OneNote Unread/ Follow Ve
= = Read Up~

Quick Steps & Move Tags Find

important - con... (3 To Manager M
=9 Team Email
% Create New

[ Reply & Delete
Sas Send/Receive
All Folders

Send/Receive

{§More - Iter Email »

Tags:
*  Mark as Unread
»  Put aReminder Flag

@
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OUTLOOK Tabs

$- -
File Home  Send /Receive  Folder

Q é} I [ show as Conversations

Change View Reset Message
View - Settings View Preview ~

Current View

Conversations View
+  Groups eMails by

Layout:

+ Different ways to look at your

eMails

A o

Inbox - conceptual_engineering@btinternet.com - Outlook

Q Tell me what you want to do

Tl Reverse Sort
- =] Add Columns

0 Attachments g! Account +~ Expand/Collapse -

Pane~ Pane~ Bar~ Pane ~

People Pane

Windows:

Folder Reading To-Do  People

=
L
&

Reminders Open in New Close All
Window  ltems

Window

+  Open in Separate Windows
*  Show those with Reminders

Provides Different Views:
Date
Subject
From
Type
To
Etc ..

»  Close all Open windows

@
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Text Area:
o UTLOO K NCW ex . r‘yeo?J can also embed Pictures,

Documents ... in here

e o
Send
Button

O o Untitled - Message (HTML)
Insert Options FormatText Review ) Tell me what you want to do

21 ) , ;
L ol & P Followu
= Ve U 4 |
i mportance
Address Check Attach Attach Signature
Book Nemes File~ ltem~ - ow Importz:

Names indlude

Settings. Security
Imgortance |Normal v Jo Change security sttings for this message
Sensitivity  Normal v Security Settings...
[[]Do not AutoArchive this item
Voting and Tracking options
LL [[]Use voting buttons
[_]Request a delivery receipt for this message
[[]Request a read receipt for this message Spec IG| S EN D FZGTUI"CS'
Address Bar: Delvery epions o S
From @5 [JHave replies sentto Delivery / Read Receipt
- To (100 not deliver before | None 00:00 Timed Delivery

. cC =
. [ expires after i Etc ...
*  Bcc - Ideal for eMails to P ¢

many people, who think it
is only just to them ©

Save copy of sent message
Contacts.

Categories ¥ | None

(@)

©ComputerPals 2017

12



OUTLOOK isNOT

best for:

Being a Nomad

Using multiple platforms
> Tablet

> Laptop

> Desktop

» Phone

Small Local Storage
ie: My PST file is 900Mb

HOWEVER ...
Anything is possible,
just ask ©
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So WHAT do YOU
want to try today?

Just Ask a Volunteer

@
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Also _ W' X _
in this series of 4 3 v

4

Microsoft Visio
Word 2016 Excel 2016 2010
rd

Microsoft
& f;llowing pp::;;«z:q:';e iy Project 2010 2 Publisher 2016

ma
i
Windows

OneNote Access 2016 PowerShell...

Aorice

e Microsoft Edge Outlook

l Microsoft Expression

The small print: ComputerPals is run by volunteers who provide their own knowledge and experience free of charge. = =

Whilst we endeavour to give the best advice possible there is no warrantee on the information given. Our handout M[chSOﬂ: O'H:ICE
sheets attempt to provide the easiest method to achieve the goal for the target audience, it should be noted that
changes in computer type, manufacturer and software versions may invalidate some of the examples provided. EAOE.
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