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Enter the Outlook 98 Program

· Open Microsoft Outlook 98 by double clicking on the Microsoft Outlook icon on the desktop computer screen.

Outlook has a variety of options including email, calendar, to-do list, notes, etc.  The focus of Beginning Outlook is cover email basics.  Notice that the screen shows a standard toolbar with pull-down menus similar to all Microsoft applications (File, Edit, View, etc.) along with a button bar.  Place the cursor over any of the icons on the button bar to reveal a brief description.  You are also encouraged to use the Help option as well.
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Setting Defaults

Outlook allows for individual flexibility in screen views, options, etc.  However, it is recommended that you set the defaults to the following until additional experience has been gained:

· Set Default View- Click 'View', then if there is not already a check mark beside each, click the following: 'Outlook Bar', 'Folder List', 'Preview Pane', 'Status Bar' until each appears with a check mark.

· Set Delete Discarded Messages Upon Exit- Click 'Tools', 'Options', 'Other', click in 'Empty the Deleted Items Folder Upon Exiting', then 'OK.'
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Your screen should now look similar to this:
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Folder List
Preview Pane - Preview of the Selected Email Message


Parts of the Screen

· Short Cut Bar- Allows you to move between various functions such as your inbox, the calendar, etc.  

· Folder List- Allows you to move between various folders such as your Inbox, Sent Items, Deleted Items and Drafts.

· Inbox folder- Contains all incoming email messages.  Both read and unread messages stay here until they are moved or deleted.

· Sent Items folder- Contains a copy of all outgoing email messages.

· Deleted Items folder- Contains items that have been deleted.  When items are deleted, they stay here until Outlook is exited.

· Drafts folder- Contains messages that have been created but not sent.  

· Email messages- In the inbox, the area on the screen where incoming email messages are listed.  A message is "selected" when it is highlighted in blue.

· Message Preview Pane- In the inbox, the area of the screen where the selected email message is displayed.


Email - Reading a message

· Select (click on) an email message. A closed envelope icon and bold type indicate "New" messages.  An open envelope icon indicates messages that have already been read.

· The message is displayed in the preview pane.  Scroll through the message to read.

· To see the message full screen, double click the message.  The message is now on a full screen by itself.  To exit from the full screen back to the main screen, click 'X' in the right-hand corner.

· To read a message with an attachment, open the message full screen and double-click the attachment icon.  The attachment will open using the application for which it is formatted, for example, Word.   



Attachment Icon


Email - What to do once you've read the message

Once a message has been read there are several possibilities for dealing with the message:

· Leave the message where it is.  Although the message has been read, it will remain in the inbox until some other action is taken.

· Move the message to a different folder.  Although creating folders is not discussed in this handout, it is possible to create and store messages in various folders.

· Delete the message.  To delete a message, select the message and press the 'Delete' key or the 'X' on the button bar. The deleted message is sent to the 'Deleted Items' folder and will be emptied upon exit of the Outlook application.

· Reply to the message.  (Discussed in the Sending Messages section.)
· Forward the message.                     "                         "

Email - Sending a message

· Click the 'New Mail Message' icon on the button bar.  

· This opens a new mail message screen.

· Tab to or click in the 'Subject:' field and key the subject of the message.
· Tab to or click in the body of the message (below the subject field) and key the message.

· Click in the 'To:' field and type the email address of the person to whom the message is being sent. This may be done in several ways:

· 1. Key the full email address of the recipient, for example, djones@fc.peachnet.edu.  Mail sent to those outside of the Floyd College network must be addressed this way.  

· 2. If the recipient is a Floyd College employee, key the first letter of the first name and up to 7 letters of the last name in the To: field, for example, djones.  When the computer recognizes the name it will replace it with an underlined version of the full name, for example, DAVID JONES.  If the computer does not recognize the name, click in the body of the message which can sometimes hasten recognition.  Multiple addressees may be added using a comma as separation, for example, 'To: dshipp,dmott,swindels'.

· 3. Use the Outlook address book to find a Floyd College employee's email address.

· A. With the cursor in the To: field, click on the To… button.
· B. This brings up the address book screen.

· C. Type the name of the message recipient in the name field, beginning with the first name, for example, david mott.  This will bring up the section of the list where the name is found.  

· D. Once the name is located on the list, double click the name, which moves it to the To-> field.

· E. Multiple addressees can be added to the list by double clicking each  addressee's name.

· F. When all of the addressees have been added, click 'OK'.
· G. The name(s) of the recipients now display in the To: field of the message.

· Once a message has been addressed in one of these ways, click the 'Send' button to send the message.


Email - Replying to and Forwarding a message

Replying to a message:

· To reply to a message that has been read, click the 'Reply' button.

· Note the 'To:' and 'Subject:' fields are completed and the cursor is at the top of the message ready to reply.

· Type the reply.

· Click the 'Send' button. 

Forwarding a message:

· To forward a message that has been read, click the 'Forward' button.

· Type the forwarding email address in the 'To:' field.

· Click at the top of the message and type any comments to be forwarded with the message.

· Click the 'Send' button.


Email - Drafts

Once a message has been created, it may be saved instead of sent.  To save the drafted message:

· Click 'File', 'Save'.

· The message will be saved in the 'Drafts' folder.  

· To edit or send the message at a later date, click on the 'Drafts' folder, then double click the message to open it.


· Email - Send A Message With An Attachment

· Follow the instructions for sending a message.
· Before sending the message, click the “paper clip” icon on the tool bar. 

· From this window, find the file you want to insert (whether it’s stored on the C:, A:, etc.) and double-click it.  An icon for the file now appears in your message.

· Send the message as usual.

Exit the Outlook 98 Program

· Close Microsoft Outlook 98 by clicking the 'X' in the top right-hand corner.  The following message appears.

· Click 'yes' to actually delete all of the items you deleted throughout the course of the session.

· Outlook will give a 'Please wait while Outlook exits' message, then it will close.


