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Module 2: Communicating with Mail
Objectives:
At the completion of this lesson you will be able to: 
· Understand the Ribbon
· Use the Inbox
· Compose a New Message
· Forward and Reply to Messages
· Manage Messages Using Folders
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The Ribbon
As mentioned in Module 1, the Ribbon is the strip of buttons and icons located at the top of the Outlook 2010 screen. 
Above the Ribbon are a number of tabs, such as Home, Send/Receive, Folder and View. Clicking on a tab displays a different selection of buttons on the Ribbon.
 When you create a new message or open a message in a separate window, the Ribbon displays a different selection of tabs that are specific to working with an email message. For example, when you create a new message the Ribbon displays Message, Insert, Options, Format Text and Review tabs, (see Figure 1 below). 

[image: ]
[bookmark: _Ref345422043]Figure 1: The Message Windows Ribbon
Clicking on an option on the Ribbon may lead to further options contained in a contextual menu (a.k.a. drop down menu) that relate specifically to the chosen option.
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New Mail Alert
When new mail arrives in your Inbox, Outlook notifies you. Whether you are working in Outlook or another program, Outlook plays a sound alert, displays an envelope icon on the taskbar and briefly changes your mouse pointer to the shape of an envelope to notify you when new mail arrives.
You will also get a screen prompt in the lower right hand corner of the screen that will fade away after around 5 seconds (Figure 2).
[image: ]
[bookmark: _Ref345422126]Figure 2: Mail prompt for new messages
The Inbox, the Outbox, the Sent Items folder, and the Deleted Items folder display the same context-sensitive Mail buttons on the Ribbon Home tab.
Table 2‑1 summarizes the functions of these buttons.
	Button
	Name
	Function

	[image: ]
	New Mail Message
	Opens the New Mail Message window so you can compose and send a message. The New Items menu let you create other items like appointments, contacts or tasks.

	[image: ]
	Forward
	Converts a received message into a new message, to which you can add comments and then send to someone else.
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	Reply to All
	Converts a message you received into a new message to which you can add comments. Then you can send the message and your comments to the sender and to everyone else who received the original message.

	[image: ]
	Reply
	Converts a message you received into a new message to which you can add comments. Then you can send your comments to the sender.
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Table 2‑1: The Mail Buttons
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Checking for New Messages
If Outlook is connected to an Exchange server, the server will notify Outlook of new messages as soon as they arrive. Outlook will display notifications as described in the previous section.
If your email is stored on a POP3 or IMAP server then Outlook checks your ”post office”  server for new messages on a timed basis. If you are unsure what kind of email server you have then please consult with your IT department. The default checking time is every ten minutes. You can override this feature and check for new messages any time you want using the Send/Receive button on the Quick Access Toolbar.


To check for new messages:

1. From the Quick Access Toolbar, choose Send and Receive All Folders, or press the F9 key.




In the following exercise, you will check for new messages.

	1.
	From the Quick Access Toolbar, choose Send and Receive
	Any incoming messages are delivered to your Inbox.
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Viewing and Opening Messages
Messages that others have sent you are stored in your Inbox. If you select the Inbox folder in the Navigation Pane, a list of your messages appears in the information viewer. Unread messages appear in bold in the message list. 
Each entry in the message list displays icons that give you summary information about the message, such as who sent it and its subject, as described in Table 2.22‑2. 
	Column header
	Function
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	Indicates message importance; high priority,  low priority or blank

	[image: ][image: ][image: ][image: ]
	Indicates message status; unread, read, replied or forwarded.
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	Indicates whether there is an attachment.
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	Identifies the sender of the message.

	[image: ]
	Identifies the subject of the message.
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	Indicates when the message was received.
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	Indicates Category of message

	[image: ] [image: ]
	Flag status; flagged or unflagged.



[bookmark: _Ref357500133]Table 2‑2:  Message icons






Outlook 2010 uses the Reading Pane to preview messages by default. Simply select the desired message and it will be previewed in the Reading pane as illustrated in Figure 3. You can also double click a message to open it in a separate window.

[image: ][image: ]
[bookmark: _Ref345506142]Figure 3: The Message Window with a Received Message Shown in the Reading Pane


To view messages:

1. If necessary, on the Navigation Pane, click the Inbox shortcut.
2. Select the desired message

To open a message full screen:

1.	If necessary, on the Navigation Pane, click the Inbox shortcut.
2.	In the message list, double-click the message.









In the following exercise, you will preview messages and you will open a message.

		1.
	From the View tab on the Ribbon, choose Change View, choose Preview
	All messages display their first three lines.

		2.
	In the message list, double-click the Outlook message
	The Message window opens.

		3.
	Read the message
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When you have finished reading a message, you should close it. The message still appears in your message list, but the text that appears is no longer bold, indicating that it has been read.


To close a message:

1.	In the Message window, click the Close button.




In the following exercise, you will close a message.

		1.
	In the Outlook message window, click the Close button
	The message is closed. The text that appears is no longer bold in the message list. 
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Sorting Messages
You can sort your messages in the message list by a variety of criteria like date, subject, sender or importance. To sort your messages, simply click the “Arrange By:” button in the column header and choose a sorting criterion.
Next to the Arrange By: button there is a button which dictates whether the sorting is ascending or descending. The button label changes depending on the sorting criterion, so for example if the sort criterion is name, the button label will be “A on top” for ascending or “Z on top” for descending order. If the criterion is by date, then the button will be labelled “Oldest on top” or “Newest on top” and so on, as called out on Figure 4 below.
[image: ]
[bookmark: _Ref346273120][bookmark: _Ref346273111]Figure 4: The “Arrange By”: and “Newest on top” buttons


To sort messages:

1. In the message list, click the “Arrange by:” column header.
2. Choose the column by which you wish to sort.
3. Choose to sort by ascending or descending order.






In the following exercise, you will sort messages.

		1.
	Click the Sent Items shortcut in the folder list
	The contents of the Sent Items folder appear in the information viewer.

		2.
	Click Arrange by and choose Importance
	The messages are sorted based on the importance marker with High importance messages shown first.

		3.
	Click Arrange by and choose Date
	The messages are sorted by date order.

		4.
	Click the button next to the “Arrange by” button.
	The sort order is reversed.
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You can filter your data in each Outlook folder by selecting a filter from the Current View drop-down list. When you filter messages, you display a specified subset of messages. 
The Inbox Current View drop-down list gives you numerous criteria to use to filter the messages. Table 2‑3 summarizes the Inbox Current View filters.

	Name
	Function

	Compact
	Shows the sender and subject line of all messages in the folder.

	Single
	Shows single line of all messages in the folder

	Preview
	Shows the subject line and the first three lines of all unread messages in the folder. Shows the subject line only of other messages.



[bookmark: _Ref380397376]Table 2‑3: The Inbox Current View Filters




To filter messages:

1.	On the Ribbon, click View. 
2.	From the Current View section, select View Settings
3.	Choose OK.



In the following exercise, you will filter messages.

		1.
	Make sure you are in the Sent Items folder
	

		2.
	On the Ribbon, click Date (Conversations)
	The messages are grouped by subject.

		3.
	On the Ribbon, click Flag: Start date
	The messages are all grouped as normal; no messages are flagged.

		4.
	Filter the messages by To.
	The messages are grouped by the name of the recipient.
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Composing a New Message
To compose a new message, you use the New Message window, shown in Figure 5. You can open the New Message window from any Mail folder by clicking the New Mail Message button on the Ribbon. 

[image: ]
[bookmark: _Ref345421960][bookmark: _Ref345421951]Figure 5: The New Message Window with a New Message to Send
To create and send a message, you must do three things. First, you must address the message. Second, you must type the body of the message, and third, you must send the message.
The Ribbon on the New Message window differs from the Ribbon in the message window as it has more tabs available, Shown in Figure 6, facilitate creating, formatting, checking, addressing and sending the message..



[image: ]
[bookmark: _Ref345422812]Figure 6: Compose Message Ribbon
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To address a message to a user in your organisation, simply type their full name or user name in the “To…” address field. If the recipient is not in your organisation and you do not have a contact for them in Contacts, you must provide their email address.
A user name is a unique name assigned to each Outlook user on your network, it is the name you use to log on to the network.
You can address a message to more than one recipient by separating each user name with a comma or a semicolon. If you’d like to send a courtesy copy of your message, type the recipient’s name in the “Cc…” field.
You can also type the first few characters of the recipient’s user name and then, if Outlook can match the characters you typed with a user name, Outlook fills in the remainder of the name for you automatically. When an underline appears beneath a name in the ‘To…’ text box, it indicates that Outlook has verified the name as a valid recipient.
You should always type a short subject in the Subject text box. Your subject becomes the text in the line that the recipient sees in his or her message list when not using AutoPreview or the first line when using AutoPreview. 
You can navigate from field to field by pressing Tab or by positioning the mouse pointer in the desired field and clicking the mouse button. After you’ve finished addressing the message, you can move to the message area and type your message.


To address and type a message:

Check names method
1.	In any Mail folder, on the Ribbon, click the New Mail Message button.
2.	In the New Message window, in the “To…” text box, type the recipient’s user name.
3.	If sending the message to multiple recipients, type a comma (,) or type semicolon (;), and then type the next name.
4.	If desired, in the Cc… text box, type a user name(s).
5.	In the Subject text box, type a short subject.
6.	In the message area, type the text of your message.




Dialog box method
1.	In any Mail folder, on the Ribbon, click the New Mail Message button.
2.	In the New Message window, choose To…
3.	In the Select Names dialog box, select a name from the list.
4.	Choose To…
5.	Repeat steps 3 and 4 as necessary.
6.	Choose OK.
7.	If desired, choose Cc…
8.	In the Select Names dialog box, select a name from the list.
9.	Choose To…
	10.	Repeat steps 8 and 9 as necessary.
	11.	Choose OK.
	12.	In the Subject text box, type a short subject.
	13.	In the message area, type the text of your message.





In the following exercise, you will address a message. Then, you will type your message.

		1.
	On the Ribbon, click the New Mail Message button
	The New Message window appears.

		2.
	If necessary, maximize the New Message window
	

		3.
	In the To… text box, type your partner’s user name. Please check with your instructor is you are unsure how to proceed
	

		4.
	Choose Cc...
	The Select Names dialog box appears.

		5.
	Select your instructor’s name
	

		6.
	Click the “Cc ->” button
	Ensure the the Instructor name appears in the CC-> field

		7.
	Click OK
	The New Message window reappears.

		8.
	In the Subject text box, type Mail Activated
	

		9.
	In the message area, type the following text, including the grammatical error: My mailbox has been activated. I look forward to communication with you electronically.
	

	10.
	Do not close or send the message yet.
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Editing Text
After you type a message, you might need to make some changes before you mail the message. There might be misspelled words or grammatical errors. You might decide to add or delete text. In Outlook, you can edit—insert, delete, and replace text—in any message you are composing.
The procedure for inserting and deleting text in Outlook is the same as in most Microsoft Word. You add text by placing the insertion point where you want to insert the text and typing the text. You move the insertion point by positioning the cursor with the mouse or arrow keys. There are two ways to delete text. You can position the insertion point in the correct location and press Delete or Backspace, or you can select the text with the cursor (drag the mouse to highlight the desired text) and press Delete.
Selecting text and then typing the replacement text lets you replace many characters quickly. You can easily replace a single word or a block of text ranging from a few words to several paragraphs.


To insert text:

1.	Position the insertion point where you want to insert the text.
2.	Type the text.

To delete text:

1.	Position the insertion point behind the first character you want to delete.
2.	Press BACKSPACE
	or
1.	Position the insertion point in front of the first character you want to delete.
2.	Press DELETE
	or
1.	Position the cursor in front of the first character you want to delete.
2.	Drag the cursor over the text to be deleted.
3.	Press BACKSPACE or DELETE


To replace a block of text:

1.	Position the cursor in front of the first character you want to replace.
2.	Drag the cursor over the text to be replaced.
3.	Type the replacement text.

To replace a word:

1.	Double-click the word.
2.	Type the replacement text.





In the following exercise, you will edit text.

		1.
	In the message you just typed, in the first sentence, place the insertion point between the word activated and the period
	

		2.
	Press SPACEBAR and then type today 
	The text is inserted, and existing text is pushed forward.

		3.
	Place the insertion point after the word communication in the second sentence
	

		4.
	Press BACKSPACE twice 
	Two letters are deleted.

		5.
	Without moving the insertion point, type ng
	Two letters are inserted.

		6.
	In the first sentence, position the cursor in front of the h in the word has 
	

		7.
	Drag to select the words has been
	

		8.
	Type is
	The text is replaced.

		9.
	In the second sentence, double-click the word electronically
	The word is selected.

		10.
	Type via e-mail
	The word is replaced.

	11. 
	Do not close or send the message yet.
	



[bookmark: _Toc290647037]
Formatting Text
The Ribbon contains two areas for editing text in the Message window. In the Basic Text group of the Message tab (see Figure 7) you can bold, italicize, and underline text. You can also change the colour of the text, add bullets, and change the alignment. In addition, you can change your font with the Font and Font Size drop-down lists. 

[image: ]
[bookmark: _Ref345422954]Figure 7: Basic Text editing tools
In the Format Text tab (see Figure 8) more advance commands such as Styles can be accessed. 

[image: ]
[bookmark: _Ref345423076]Figure 8: Format Text Ribbon



Table 2-5 2‑5 describes the buttons on the Basic Text grouping. 


	Button
	Name
	Function

	[image: BoldItalicUnderline copy]
	Bold, Italic, Underline
	Bolds the selected text. Italicizes the selected text. Underlines the selected text.

	[image: fontcolour copy]
	Highlight Text, Change font colour
	Highlights text as would a highlighter pen. Changes the font colour

	[image: Alignment copy]
	Align Left, Centre, Align Right
	Left-aligns selected text
in the message. Centre-aligns selected text 
in the message. Right-aligns selected text 
in the message

	[image: indent copy]
	Increase indent, Decrease indent
	Increases and Decreases the indentation of the text

	[image: ]
	Font Type
	Changes the font type e.g. Arial, times etc.

	[image: ]
	Font Size
	Changes the font size

	[image: increase copy]
	Grow Font, Shrink Font
	Increases and decreases font size

	[image: bullets copy]
	Bullets, Numbering
	Changes the selected text to bulleted text so that it starts with a bullet. Changes the selected text to numbered text so that it starts with a number.

	[image: clearformat copy]
	Clear Formatting
	Clears all formatting on selected text.



[bookmark: _Ref357417132]Table 2‑5: Basic text formatting tools

Note: Many other mail programs can process only ASCII, or plain text, messages. Users of these programs will receive your message successfully, but will not see your formatting.


To format text:

1.	Select the text you want to format.
2.	Select the message Ribbon, on the Basic Text Group, click the desired button.
3.	If desired, from the Font drop-down list, select a font.
4.	If desired, from the Font Size drop-down list, select a font size.





In the following exercise, you will format text. Continue working with the message from the previous exercises

		1.
	In the first sentence, select the word Mailbox 
	The word is highlighted.

		2.
	On the Ribbon, click the Italic button
	The word is italicized.

		3.
	In the second sentence, select the words via e-mail 
	The words are highlighted.

		4.
	On the Ribbon, click the drop-down arrow to the right of the Font Colour button
	The colour palette is displayed.

		5.
	Choose Blue
	The words are coloured blue.

		6.
	Select the word today
	The word is highlighted.

		7.
	From the Font drop-down list, select any font
	The font for the word is changed.

		8.
	From the Font size drop-down list, select 12
	The font size for the word is changed to 12 points.

		9.
	On the Ribbon, click the Centre button
	The message is centred.

		10.
	On the Ribbon, click the Align Right button 
	The message is right-aligned.

		11.
	On the Ribbon, click the Align Left button
	The message is left-aligned.

	12. 
	Do not close or send the message yet.
	




[bookmark: _Toc290647038]
Using AutoComplete
AutoComplete automatically types such words as dates and days of the week that are commonly found in messages. For example, if you type “mond”, AutoComplete assumes you are typing Monday and shows the word Monday as a tip in a box above your text.  If you indeed want to type the word Monday, you press Enter to accept the AutoComplete text and then type your next word. If you don’t want to type Monday, you should just continue typing.


To use AutoComplete:

1.	Begin to type a word.
2.	When the AutoComplete tip appears, press ENTER

[bookmark: _Toc290647040][bookmark: _Toc290647039]Correcting Spelling as You Type
As you type your message, your spelling errors appear underlined with a wavy red line. You can correct them as you type or wait until you send your message to correct them. 


To correct spelling as you type:

1.	When a wavy red line appears below a word, examine the word and, if necessary, retype it correctly.
or
1.	When a wavy red line appears below a word, right-click the word.
2.	From the shortcut menu, choose the correct word.

 





In the following exercise, you will check spelling as you type.

		1.
	Position the insertion point at the end of the first paragraph, press ENTER twice, and then type the following text, including the errors:
The followingis a preposed itinerary. If you have any concirns, please let me know!
	A wavy red line appears below followingis, below preposed, and below concirns.

		2.
	Place the insertion point after the g in followingis and press SPACEBAR
	The spelling is corrected, and the wavy red line disappears.

		3.
	Right-click the word preposed
	A shortcut menu appears with two suggested replacement words.

		4.
	Choose proposed
	The spelling is corrected and the wavy red line disappears. One spelling error remains.

	5. 
	Do not close or send the message yet.
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[bookmark: _Toc346633743]Sending a Message
When you have finished typing the message, click the Send button on the Ribbon. When you click the Send button, Outlook places your message in the Outbox. If you are connected to an Exchange server the message will be send within a few seconds. If your organisation uses a different email server, Outlook will send the message/s at the predetermined Send/Receive interval (10 minutes by default). If the message is successful sent, a copy will be stored in your Sent Items folder.
You can set an option from the Tools menu to run a final spelling check when you send your message. If you set this option, then, when you send your message, if you still have a misspelled word, the Spelling dialog box, shown in Figure 9, appears, and it shows you your errors. 

[image: ]
[bookmark: _Ref345423331]Figure 9: The Spelling Dialog Box







To send a message:

1.	In the New Message window, on the Ribbon, click the Send button.
2.	If necessary, in the Spelling dialog box, in the Not in dictionary area, examine the word that appears in the red font.
3.	If the word is spelled correctly, choose Ignore or Ignore All to accept the word for this message only or choose Add to add the word to your custom dictionary.
or
3.	If the word is spelled incorrectly, in the Suggestions area, select the correctly spelled word, if available, or correct the spelling in the Not in dictionary area.
4.	Choose Change or Change All to correct the spelling for this message.
5.	Repeat steps 2 through 4 as necessary.




In the following exercise, you will send a message.

		1.
	Make sure the message is still open
	

		2.
	On the Ribbon, click the Send button
	The Spelling dialog box appears. The Not in dictionary area displays the word concirns in red. The Suggestions area suggests the word with the correct spelling.

		3.
	Choose Change
	The spelling error is corrected.

		4.
	If your name appears, choose Add
	Your name is added to the Custom Dictionary. 

		5.
	If necessary, correct spelling errors you made while entering the message text
	The message is sent.
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Creating a Signature
You can automatically include your name, a standard message, or any other text at the end of every message you send. If you don’t want to include a signature on a message, you can simply delete it.
Outlook contains no signatures by default so you need to create at least one signature to use this feature.


To create a Signature:

1.	Click the File button to enter Backstage view
2.	Click Options
3.	In the Outlook Options dialog box, click the Mail menu link
4.	Click the Signatures button
5. In the Signatures and Stationery dialog box, Click the New button
6. In the New Signature dialog box, type a name for the new signature and click OK
7. Compose your signature in the Edit Signature area
8. Once your signature is typed up and formatted, click the Save button
9. Click OK to close the Signatures and Stationery dialog box
10. Click OK to close the Outlook Options dialog box






In the following exercise, you will create a signature.

		1.
	Click the File button to enter Backstage view
	Backstage view opens

		2.
	Click Options
	The Outlook Options dialog box is displayed

		3.
	In the Outlook Options dialog box, click the Mail menu link
	The Mail options are displayed

		4.
	Click the Signatures button
	The Signatures and Stationery dialog box is displayed

		5.
	In the Signatures and Stationery dialog box, Click the New button
	The New Signature dialog box is displayed

		6.
	In the New Signature dialog box, type “Default” OK
	A blank signature is created with the name Default.

		7.
	In the Edit Signature area, type your title, initial and surname and press Enter. Type your job title and press Enter. Type your company name.
	The signature text is created

		8.
	Click the Save button
	The signature is saved.

		9.
	Click OK to close the Signatures and Stationery dialog box
	The Signatures and Stationery dialog box is closed

		10.
	Click OK to close the Outlook Options dialog box
	The Outlook Options dialog box is closed.

	11. 
	Click the New Email button on the Ribbon and confirm that your new signature has been included by default.
	





[bookmark: _Toc346633745]Forwarding and Replying to Messages
Outlook lets you forward and reply to messages that you receive. If you want to forward a message to someone who did not receive the original, use the Forward button on the Ribbon. The Reply to Sender button lets you respond to the originator of the message, while the Reply to All buttons lets you respond to all the individuals who received the message. 
Forwarding a Message
When you open a message and then click the Forward button, a New Message window opens containing the message you want to forward, as shown in Figure 10. The title bar shows an envelope icon followed by the letters FW: and then displays the subject of the original message. After you address the message, you can add a comment at the top of the message area and then send it.
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[bookmark: _Ref345424711]Figure 10: The New Message Window When You Forward a Message





To forward a message:

1.	Open the original message.
or
1.	In the message list, select the message.
2.	On the Ribbon, click the Forward button.
3.	Address the message.
4.	If desired, at the top of the message area, type comments.
5.	Send the message.




In the following exercise, you will forward a message.

		1.
	Click the Inbox shortcut in the folder list
	

		2.
	If necessary, check for new messages
	

		3.
	In the message list, double-click the message your mail partner just sent you
	The message opens.

		4.
	On the Ribbon, click the Forward button
	The message appears in the New Message window.

		5.
	Follow your instructor’s directions to address the message to another member of your class
	

		6.
	At the top of the message area, type Look! [Your partner’s name] has Outlook!
	

		7.
	Send the message
	

		8.
	If necessary, close the original message
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Replying to a Message
When you reply to a message, you can reply to the originator only or you can reply to the originator and to everyone else who received the message. Click the Reply to Sender button to respond to the originator, or click the Reply to All buttons to respond to the originator and to everyone else who received the message. Figure 11 shows the New Message window when you reply to a message.
When you click a Reply button, a New Message window opens, just as it does when you are forwarding a message. In this case, however, the To… text box is filled in for you with the original sender’s address or the sender and all the recipients’ addresses, and the insertion point is automatically positioned at the top of the message area.

[image: ]
[bookmark: _Ref345426585]Figure 11: The New Message Window When You Reply to a Message




To reply to a message:

1.	Open the original message.
or
1.	In the message list, select the message.
2.	On the Ribbon, click the Reply button.
or
2.	On the Ribbon, click the Reply to All buttons.
3.	At the top of the message area, type your response.
4.	Send the reply.




In the following exercise, you will reply to a message.

		1.
	In the message list, open the message from your mail partner
	

		2.
	On the Ribbon, click the Reply button
	The message appears in the New Message window with the original sender’s name filled in and the insertion point positioned at the top of the original message area.

		3.
	Type the message.
	

		4.
	Send the reply
	

		5.
	If necessary, close the original message
	





[bookmark: _Toc290647044][bookmark: _Toc346633747]
Managing Messages Using Folders
When your messages arrive, Outlook stores them in the Inbox. As messages accumulate, it may be difficult or time consuming to locate a message in the message list. One way to easily find a specific message is to use the Search feature, as discussed in Module 1.
Alternatively, you may prefer the traditional method of using folders for orderly message storage.
After you’ve read a message, you can move it to a folder for storage or, if you don’t need it anymore, you can delete it. Deleting messages saves you space on your hard drive and on the email server.
As you can use folders to manage your email messages, so you can use folders to manage other types of data like tasks and contacts in Outlook. The folder list displays a folder tree that looks like a folder tree you might see in Windows Explorer and in My Computer, as shown in Figure 12. In the example below you can also see that folders need not be created as subfolders of the inbox, but can be created anywhere in the folder list.

[image: ]
[bookmark: _Ref345426636]Figure 12: A Collapsed Folder List
The Outlook folder list displays only the Outlook folders. When the folder list is collapsed, you see only the “parent” folder. When the folder list is expanded, you see the “child” folders (subfolders) too. In the folder list, you can create new folders, move data from folder to folder, and delete and recover data. 

Creating a Folder
As you collect more and more data, you might want to make additional folders in which to keep your records more neatly. For example, you might want to store messages related to one project in one folder and messages related to another project in another folder. And once you get on e-mail mailing lists, you can certainly use additional file folders in which to sort the mail you received and want to keep. To keep organized, you can create a new folder in the Create New Folder dialog box, shown in Figure 13.

[image: ]
[bookmark: _Ref345426682]Figure 13:  The Create New Folder Dialog Box


To create a folder:

1.	Select the folder to which you want to add a subfolder.
2.	From the Folder menu, choose New Folder.
3.	In the Create New Folder dialog box, in the Name text box, type the name for the new subfolder.
4.	Choose OK.





In the following exercise, you will create new folders for your Inbox.

		1.
	On the Ribbon, click the Folder List button
	The folder list appears.

		2.
	Select the Inbox
	The message list appears.

		3.
	From the Folder tab on the Ribbon, choose New Folder
	The Create New Folder dialog box appears.

		4.
	In the Name text box, type Mail
	

		5.
	Choose OK
	The new folder appears in the folder list as a subfolder of the Inbox folder. The Inbox is selected.

		7.
	From the Folder menu, choose New Folder
	The Create New Folder dialog box appears.

		8.
	In the Name text box, type Class
	

		9.
	Choose OK
	The second new subfolder appears in the folder list.



[bookmark: _Toc290647045]
Moving a Message to a Folder
Creating a folder hierarchy is helpful only if you use it to organize your messages. You should move a message from the Inbox to a long-term folder as soon as you read it and decide to keep it.
After you create new subfolders, you can move the messages you have stored in the Inbox folder to the subfolders you created. You can also move messages from one subfolder to another. 
When you display the folder list, you can drag a message from one folder to another. You can also use the Move to Folder button on the Ribbon to move files from one folder to another. 
The Move button, as shown in Figure 14, displays a menu listing folders to which you have moved messages and also lets you access the Move Items dialog box. The Move Items dialog box, also shown in Figure 13, lets you select any folder into which to move the selected file. 

[image: ]
[bookmark: _Ref345426817]Figure 14:  The Move to Folder Box



To move a message to a folder:

Drag method
1.	Display the folder list and expand it as necessary.
2.	Drag the message to the appropriate folder.

Ribbon method
1.	Select the message you want to move.
2.	On the Ribbon, click the Move Folder button.
3.	From the menu, choose the appropriate folder.
or
3.	From the menu, choose Move Folder.
4.	In the Move Items dialog box, expand the folder list as necessary, and then select the appropriate folder.
5.	Choose OK.




In the following exercise, you will move messages to a folder.

		1.
	From the message list, drag the message from your partner to the Class folder that you created in the previous exercise.
	The message is moved and disappears from the Inbox message list.

		2.
	Select the Outlook message
	

		3.
	On the Ribbon, click the Move Folder button
	A menu appears.

		4.
	Choose Move Folder
	The Move Items dialog box appears.

		5.
	Make sure the Class folder is selected, and then choose OK
	The message is moved and disappears from the Inbox message list.

		6.
	In the folder list, select the Class folder
	Your partner’s message and the Outlook message appear in the message list.



[bookmark: _Toc290647046][bookmark: _Toc346633748]
Deleting and Restoring a Message
A cluttered Inbox makes it difficult to locate specific messages. You should delete messages you don’t want to keep. You might want to review the messages in all folders periodically and delete messages that are no longer relevant. If you have a message you no longer want, you can delete it using the Delete button on the Ribbon, or by selecting it in the message list and pressing the delete key on the keyboard.
Deleted items go to the Deleted Items folder. If you want to recover an item from the Deleted Items folder, you can easily select and restore it. But once you delete items from the Deleted Items folder, Outlook removes them completely from your computer. They do not go to the Recycle Bin and are no longer retrievable. 
If you receive a notice that your hard drive or your network drive is running out of space, you should check your Deleted Items folder for items that you can permanently delete.


To delete an item and hold it:

1.	Select the item you want to delete.
2.	On the Ribbon, click the Delete button.

To restore deleted items:

1.	Open the Deleted Items folder.
2.	Select the item(s) you want to restore.
3.	On the Ribbon, click the Move Folder button.
4.	From the menu, if the folder is listed, choose the folder.
or
4.	From the menu, if the folder is not listed, choose Move Folder.
5.	If necessary, in the Move Items dialog box, in the Move the selected items to the folder: list, select the folder and then choose OK.

To permanently delete items:

1.	Open the Deleted Items folder.
2.	Select the item(s) you want to delete permanently.
3.	On the Ribbon, click the Delete button.
4.	In the message box, choose Yes.




In the following exercise, you will delete and restore items.

		1.
	Make sure the Class folder is open
	

		2.
	Select the Outlook message
	

		3.
	On the Ribbon, click the Delete button
	The message is deleted.

		4.
	Open the Deleted Items folder
	The message appears in the list.

		5.
	Select the Outlook message
	

		6.
	On the Ribbon, click the Move to Folder button
	The menu appears.

		7.
	Choose Class
	The message is moved to the Class folder and disappears from the Deleted Items list.

		8.
	Open the Class folder
	The message is restored.

		9.
	Open the Sent Items folder
	The message list appears.

		10.
	Delete all messages in the Sent Items folder
	

		11.
	Open the Deleted Items folder
	The deleted message appears in the list.

		12.
	Select the message
	

		13.
	On the Ribbon, click the Delete button
	A message box that asks Are you sure that you want to permanently delete the selected item(s)? appears.

		14.
	Choose Yes
	The message is permanently deleted.

		15.
	On the Ribbon, click the Folder List button
	The folder list closes.
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	1.	Address a new message to your class partner with the subject Food Drive.
	2.	In the message area, type the following text (include the misspellings). Use the AutoComplete tip.
Dear Sir or Madam:
		Next week we’re holding our anual food drive for the Orleans Parish Food Bank. We need non-perishible food items. Please bring your foodto my restaurant.
	3. 	In the second sentence, insert the words canned food and other before the word non-perishable.
	4.	In the third sentence (Please bring…), add a space between donations and to. Then replace the word food with donations. 
	5.	Change the formatting of the Orleans Parish Food Bank to 14 point italic. Align the message to the right. Then realign the message to the left.
	6.	Delete your Signature, and then create a new Signature using your full name.
	7.	Correct the spelling and send the message.
	8.	Check for a new message from your mail partner. Preview and then read the message. View the Print Preview of the message. Move the message to the Restaurant Mail folder.
	9.	Open the Kerry Owen Farewell message.
	10.	Forward the message to your class partner, typing the following comment at the top of the message area: Would you like to bring something?
	11.	In the Inbox, move the Kerry Owen message to the Restaurant Mail folder.
	12.	Open the Vendor Meeting message.
	13.	Reply to the sender with the following comment added at the top of the message area: I would like to attend. 
17.	Permanently delete the Vendor Meeting message.
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