Section 1: Acquiring the Basics
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Module 1; Outlook Essentials
Objectives:
At the completion of this lesson you will be able to: 
· Get Started with Outlook 
· Get Help
· Print Documents
· End an Outlook Session
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Foreword
This is an introductory course and it is therefore assumed that the student or delegate is new to Outlook. It is for this reason that the new features are not listed exhaustively in the opening chapters of a course aimed at beginners. This is especially relevant with Office. There are many new feature in Outlook and many new features that are more general to the Office ‘super application’ or suites. 
For this reason, the new Outlook features are stored in Appendix A at the end of this course, together with an overview of the new features in Office 2010 in Appendix B. Delegates who are taking this course as a refresher may like to turn to them now. Although most of the new features can be found in the appendixes it is not a complete catalogue and delegates wishing to delve deeper into the subject ought to sit an Outlook Upgrade course.
[bookmark: _Toc534379911][bookmark: _Toc534348244][bookmark: _Toc346633656]Getting Started
Microsoft Outlook is a software program that helps you manage your messages and your time. Every day you have a variety of appointments and tasks, you send and receive messages,  you make notes and you call your colleagues and contacts. Outlook integrates all these features into one program with one database. Outlook is most effective when used on a network, that is, when the Outlook database is stored on a Microsoft Exchange server as a mailbox, and the computer where Outlook is installed is connected to the server via a network.
With Outlook, you can record simple and complex appointments and resolve conflicting appointments. You can keep a list of tasks, somewhat like the to do list you might have on your desk, record information about business and personal contacts, review who you phoned and when, store notes and reminders to yourself, plan events for the entire year, and even track birthdays and anniversaries. 




To start Outlook and log in:

If you have not done so already, log on to your computer. If necessary, obtain the user name and password from your instructor.
On your desktop, double-click the Outlook icon. 




In the following exercise, you will start Outlook and log in.

		1.
	Follow your instructor’s directions to start your computer and log on to the computer
	

		2.
	Double-click the Outlook icon
	The Outlook window appears.
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Exploring the Outlook Window
The Outlook window, as illustrated in Figure 1, appears at start up. The window opens displaying the Inbox. The window contains the title bar and status bar common to other Microsoft application windows.

	[bookmark: _Ref368904445]


Navigation Pane




Favorites









Shortcut









Group Buttons
	 (
Search
 Function
) (
Folder List
)[image: ]
	
The Ribbon










Reading Pane 




To Do Bar 


[bookmark: _Ref346014915]Figure 1: The Components of the Outlook Window
The Ribbon replaces the traditional toolbars and contains context sensitive tools. A new feature in the Outlook (and other Office 2010 applications) window is the Backstage View, which is accessible via the File button, but replaces the File menu. The Ribbon and Backstage View are discussed in more detail in Appendix B.


The Navigation pane (previously called the Outlook Bar) is a screen area that contains shortcuts to the folders where you store your information. You use the shortcuts, which link to the folder location, just as you would use shortcuts on your desktop. You click a shortcut to access the information in your inbox, calendar, contact list, task list and notes.
Group buttons at the top and the bottom of the Navigation Pane give you access to additional shortcuts to your remaining mail folders and to your file management folders.
The To Do Bar is a new addition for 2010 and shows a preview of your Outlook calendar and lists your tasks.
Table 1‑1 summarises the components of the Outlook window.

	Component
	Function

	The Ribbon
	Commands appear in groups within the ribbon to help make them easier to find and use. So the commands you need are visually grouped together to help make them easier to find and use.

	Navigation Pane
	Contains folder shortcuts, folder icons and buttons. Click a shortcut to activate an Outlook folder. Click a group button to access a different group of folders.

	Favorites
	The Favorites (America spelling) area holds short cuts to commonly accessed mail folders. By default it displays the Inbox, Sent Items and Deleted Items folders, but it can be customised with any folders you like.

	Folder List
	Helps for easy navigation between folders within your mailbox. The display is more akin to the Windows Explorer.

	To Do Bar
	Shows a preview of your Outlook calendar also allows you to see up and coming appointments and tasks.

	Search  
	Allows you to search your Inbox for a particular message using specific criteria, e.g. Date, name, subject

	Shortcuts
	Icons on the Navigation Pane that provide access to Outlook folders.

	Group buttons
	Buttons that reveal additional groups of Outlook shortcuts.

	Reading Pane
	The reading pane is turned on by default in Outlook 2010 and displays the selected E-Mail message.



[bookmark: _Ref368905072]Table 1‑1: Outlook Window Components
[bookmark: _Toc534379913][bookmark: _Toc534348246][bookmark: _Toc346633658]Navigating in Outlook
[bookmark: _Toc346633659]The Navigation Pane
Each Outlook feature functions as a program on its own, yet, because Outlook integrates the data into one database, the features work together to let you pull data from one directly into another. 
The Favorites at the top of the Navigation Pane hold short cuts to commonly accessed mail folders. By default it displays the Inbox, Sent Items and Deleted Items folders, but it can be customised with any folders you like.
The shortcuts at the bottom of the Navigation Pane gives you access to Mail, Calendar, Contacts, Tasks, Journal, Notes, and Deleted Items folders. The Mail group gives you access to the Inbox, Sent Items, Outbox, Deleted Items folders, Personal and Archive folders. The Inbox folder under Favorites is the same Inbox folder that is in the Mail group, you simply access it in different ways. The Deleted Items folder is also accessible from both folders.
Table 1‑2 overleaf gives a brief description of each folder.

	Shortcut
	Folder
	Function
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	Mail
	The default mode for Outlook 2010. Where you create, read and respond to email messages.

	[image: ]
	Inbox
	Holds and displays incoming e-mail. Available in Mail.
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	Drafts
	Outlook automatically saves all unfinished messages for you. By default, unfinished messages are saved to your Drafts folder.
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	Sent Items
	Holds copies of e-mail you have sent. Available in Mail.
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	Deleted Items
	Stores deleted items so you can retrieve them, if necessary. Available in Mail.
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	Junk E-Mail
	The Junk E-mail Filter is on by default, which is designed to catch the most obvious junk e-mail messages.
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	Outbox
	Holds e-mail you sent that your e-mail system has not yet forwarded to the recipient. Available in Mail.
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	Search Folder

	Search Folders display the results of previously defined search queries. The messages shown remain stored in one or more Outlook folders.
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	Calendar
	Lets you create and manage appointments, schedule meetings, and respond to invitations. Also gives you access to your tasks.
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	Contacts
	Holds your phone and address list.
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	Tasks
	Lets you list and prioritize what you need to do.
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	Notes
	Lets you store and organize information you would normally jot down on paper or sticky notes.
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	Folder List
	A “Windows Explorer” type view that shows all mailbox content.



[bookmark: _Ref368978685]Table 1‑2: The Navigation Pane Folders and Their Functions
The simplest way to navigate from folder to folder is by using the group buttons and shortcuts.




To navigate in Outlook:

1. On the Navigation Pane, click the desired group button.




In the following exercise, you will navigate in Outlook.

		1.
	If necessary, maximize the window
	

		2.
	At the bottom of the Navigation Pane, click the Mail group button
	The Mail shortcuts appear.

		3.
	Click the Sent Items shortcut
	The words Sent Items appears on the title bar and search field. A list of your sent items appears.

		4.
	Click the Notes folder
	The word Notes appears on the title bar and search field. Large icons of your notes appear in the information viewer. The Ribbon changes to display Notes related buttons.

		5.
	From the Folder List, choose Contacts
	The word Contacts appears on the title bar and search field. The information viewer shows the beginning of your contact list in alphabetical order and displays alphanumeric tabs for access to additional contacts.

		7.
	Click the Calendar shortcut
	The word Calendar. Your Calendar for today appears. 
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Getting Help 
As a new user, you need to know where to find help. When you have a question about Outlook, you can access online help quickly and easily. You can display ToolTips, use Outlook Help, obtain a list of Help topics from Help Contents, or search for information about a specific topic using Help Index and Help Find. If you need help when you are using a dialog box, you can choose the Help button in the dialog box to see its related Help box.
[bookmark: _Toc346633661]Using ToolTips
In Outlook, the simplest Help aid is ToolTips. A ToolTip appears when you point and hover the mouse pointer over a button on the Ribbon. For example, if you point to the Reply button, the Reply ToolTip appears explaining the function..
[bookmark: _Toc346633662]Using Outlook Help
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[bookmark: _Ref345490201]Figure 2: Accessing Outlook Help
As shown in Figure 2, in the top right hand Corner of the screen you can click on the Question Mark or using the File menu will open a menu where you can click the help button giving you an overview of what is available in help. 


To use Outlook Help:

1. Click the question mark icon to open the help function
When help opens you can click through the topics listed or use the search command.
Type your query into the “Type words for search for” box
1. Select an appropriate article from the displayed help topics.





In the following exercise, you will use Outlook Help.

		1.
	On the toolbar, click the Question Mark Icon
	The Outlook Help screen will load, giving you a choice of topics and a search bar

		2.
	In the search box, type calendar and press enter
	The results of your search are displayed.

		4.
	Click the “Outlook 2010 Home” link at the top of your search results box
	This returns you to the Help Screen

		12.
	Type “Email Accounts” into the “Type a question for help” box and press return
	The help screen loads with suitable help topics relating to your query

		13.
	Choose a suitable article
	Close the help window
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Obtaining Context-Sensitive Help
You might sometimes need help when using a dialog box. During any step of a dialog box process, clicking the question mark to the left of the dialog box Close button and then clicking the area of the dialog box about which you have a question displays a ScreenTip, context-sensitive information about the area.


To obtain context-sensitive help:

1. Hover over any icon and detailed ScreenTips appear




In the following exercise, you will obtain context-sensitive help.

		1.
	Make sure the Calendar is open
	

		2.
	From the Home tab, hover over the Ribbon button you want help on.  
	The help information appears.

		3.
	Read the information, and then move your mouse away
	The help information disappears.
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Printing Documents
You can print a wide variety of Outlook data to carry with you when you are out of the office. Although it is possible to access your email, appointments and contacts on almost any smartphone today, printed copies are still useful for backup.
If you usually carry a paper day planner, you can print the file in the size and layout of your planner. Using the Print dialog box, shown in Figure 3, and the Page Setup dialog box, shown in overleaf, you can select from a variety of layouts and print any number of sequential days for your calendar. You can print your contact list in numerous styles and sizes, including a size for your rotary card file. You can print your e‑mail and your tasks as well. Backstage View shows the print preview by default so you can check your selection before printing to ensure that your layout, paper format, and date or alphabet range is correct.
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[bookmark: _Ref345490294]Figure 3: The Print Dialog Box
[bookmark: _Toc346633665]Setting up the Page
You might want to print today’s schedule to carry to a local appointment, or you might prefer to print a full week’s or month’s schedule to take with you on a business trip. You might also need to print your Task list or your Contacts list. Outlook lets you print your information in whatever layout you specify and lets you customize the page, as shown in Figure 4
[image: ]
[bookmark: _Ref346018430]Figure 4: The Page Setup Option




To set up the page for printing:

1. Open the Folder from which you want to print.
Click File to open Backstage View, choose Print.
Click Print Options button.
In the Print dialog box, choose Page Setup.
In the Page Setup dialog box, on the Format page, select the options you want.
Select the Paper tab.
On the Paper page, in the Paper area, select the options you want.
If desired, select the Header/Footer tab, and then type the desired header and/or footer.
Choose OK.




In the following exercise, you will set up the page for printing.

		1.
	Make sure the Calendar is open
	

		2.
	From the File menu, choose Print
	

	3.
	Click Print Options
	The Print dialog box appears.

		4.
	Click Page Setup
	The Page Setup dialog box appears.

		5.
	On the Format tab, in the Options area, from the “Print from:” drop-down list, make sure 9:00 AM is selected
	

		6.
	If necessary, from the “Print to:” drop-down list, select 9:00 PM 
	

		7.
	Select the Paper tab
	The Paper page appears.

		8.
	If necessary, in the Paper area, in the Type list, select Custom (the last selection in the list)
	

		9.
	If necessary, in the Page area, in the Size list, select Day Timer Junior Pocket
	The preview pane in the Orientation area shows four pages.

		10.
	Choose OK
	The Print dialog box reappears.

	11.
	Click the Preview button again.
	The Print Preview is updated with your new custom size.

	12.
	Do not close the Backstage Print view as it will be used in the next exercise.
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Selecting Additional Printing Options
You can select additional printing options in the Print dialog box. This is where you select the style and the range of your printout.


To select additional printing options:

1. Open the Print dialog box.
1. In the Print Style area, from the list of previews, select a style.
1. In the Print Range area, from the drop-down lists, select the range.



In the following exercise, you will select additional printing options.

		1.
	In the Settings area, from the Print style list, select Weekly Style
	Backstage Print Preview is updated with a new layout

		2.
	Click Print Options
	The Print dialogue box opens

		3.
	In the Print Range area, make sure the Start drop-down list displays today’s date
	

		4.
	From the End drop-down list, select the date one week from yesterday
	

	5. 
	Click Preview.
	Backstage Print Preview is updated with a new date range

	6.
	Do not close the Backstage Print view as it will be used in the next exercise.
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Print Preview
As you have seen in the previous Methods and Exercises, print preview is no longer a separate function, but is automatically displayed as soon as the Backstage Print view is selected.
[bookmark: _Toc346633668]Printing a Document
Once you have used the print preview function in Backstage View to preview your documents and you are satisfied with the appearance, you can print your document.


To print a document from the Print dialog box:

1. Click the File button to open Backstage View.
1. Select Print from the list of links.
1. 
1. Click the large Print button.
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As with any Windows application, when you are not actively using a program, you can choose to minimize it or exit from it. After checking your mail and your calendar at the beginning of the day, you might want to minimize Outlook. This lets you check for messages periodically without signing in and out of the program repeatedly. When a new message comes in you will get a desktop alert and an envelope icon, as shown below, will appear in your System Tray It also lets Outlook send you reminders before your appointments. 
 (
Notification icon
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Figure 5: New Message Notification Icon
At the end of the work day, you should exit from Outlook and log off.
[bookmark: _Toc346633670]Saving Your Data
In many applications, you must take some action to save your data as you work and when you finish your work session. In a database application such as Outlook, many actions you take are automatically saved.  
When you make entries in the information viewer, you activate the area of the pane in which you are working. As long as you are working in that area, you can freely make changes. When you write an appointment directly on your Calendar, write a note, write a task directly on your to do list, or enter an activity directly in your journal, Outlook saves your data as soon as you click anywhere outside the activated area.
You can also enter appointments, contacts, tasks, and journal items using windows Outlook provides. These windows allow you to enter far more detailed information than you enter directly in the information viewer. The windows have a button on the toolbar that lets you save and close the window; only in these windows do you indicate whether to save. If you close such a window without saving, Outlook provides a message box that asks, “Do you want to save change?” to warn you that you are closing the window without saving your data and to give you another opportunity to save what you entered. 
When you receive a message, Outlook automatically saves it in your Inbox. After you read the message, you can have Outlook continue to save it in your Inbox or you can tell Outlook to save it in another folder. When you create an e‑mail message to send, you can save it in your Inbox to send later or you can send it immediately, having Outlook automatically save it in your Sent Items folder.
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Minimizing and Restoring Outlook
By minimizing Outlook rather than exiting from it, you can quickly return to Outlook to check your messages, appointments, and notes. When you minimize Outlook, Outlook continues to run in the background. The application is represented on the taskbar, as shown in Figure 6. When you have numerous programs running, the entire title is not usually visible. 
 (
Active Outlook application
)
[bookmark: _Ref369429566]

[image: ]
[bookmark: _Ref345491233]Figure 6: Taskbar Showing Outlook Buttons
When you want to restore the Outlook window, you simply click the Outlook button on the taskbar.
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[bookmark: _Toc346633672]Exiting from Outlook and Logging Off
When you use Exit on the Backstage View, Outlook closes and you will no longer receive email notifications. Use this option at the end of the day.


To exit from Outlook:

1. From the File menu, choose Exit.
or
1. Click the Close button.




In the following exercise, you will exit from Outlook and log off.

		1.
	From the file menu, chose Exit 
	Outlook is closed.
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[bookmark: _Toc346633673]Assignment
	1.	Start Outlook and log in.
	2.	In the Mail Folders group, open the Deleted Items folder.
	3.	Switch to the Navigation Pane and create a note in the Notes folder.
	4.	Ask the Outlook Help to give you information about making a recurring appointment.
	5.	From the File menu, choose Help, then Options. On the General page of the Options dialog box, in the General settings area, use context-sensitive help to learn what the ScreenTip style option does.
	6.	Open the Contacts folder. Prepare to print your address cards in Card Style. If necessary, in the Page Setup dialog box, on the Paper page, select letter paper with the page sized for the Day Runner Classic paper planner. Preview and then print your cards if a printer is available.
	7.	Exit Outlook.
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