Microsoft Outlook 2003 Tutorial

Opening Outlook
To access Outlook via the Internet, go to the Goodwin College website, www.goodwin.edu. Once there
you would click the following:

1. Current Students

2. Check My Goodwin E-mail

odwin College Home - Goodwin College [— 2~ vl Gy G

About Goodwin College

Future Students = -
Current Students : ackboard Login-

Check My Goodwin Email ->

Alumni

Distance Education

Community

Directions

Faculty And Staff

CT River Academy Go straight to the source
Magnet High School and get the latest news for

Employee Directory tg r?n?;z c: LCJI rc]i‘\:/\:n Student

One Riverside Drive

East Hrd.C 06118 Youth Care Workers,

A new screen will appear, to open your e-mail enter your username and password.

Student &W}A

GOODWIN
COLLEGE

If you enrolled before Oct. 18, 2010, your User Name is the first letter of your first name
followed by your last name (Example: JSmith). Your Password is your student ID
number.

If you enrolled after Oct. 18, 2010, your User Name is your Sonis Web ID (Example:
B0223356). Your Password is your Sonis Web PIN code.

If you need help please call the help desk @ (860) 727-6743

User Name: |

Password: Log On
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When you first open Outlook you will see a screen similar to the picture below.

Poadbew » | oo 03 K | kReply (& Reply to Al i Forward | Y SendjRegeive ~ | 2oFind | 1A e scontact tofind v |l E

Fanporite Folders N = t. P
L) b avigation Fane g e akions for selecting a real estate agent Tue 47177200, ..
o Unresd Mol @ Elzabeth Hunt Conver Letter Tue 4717 f200... F1...
L=] Sert tetns | madman-ownen@nil, ... nifl.gov mading kst memberships reminder Sun 412007 ... TEB
Al P 3 @ Taylor, Jackie SPAMALOW: [ProfessionalDevelopment 941] what Wor... Sat 3{31/2007... 2MB
4 Tarlor, Jackie Professional Development List Welcome! Thu 329f200... 16...
3 &F PersonalFolders  “ll | System Administrstor  Delvery Falure Tue 3/27/200... 6KB
] Deleted tems 4 System Administrator  Delvery Fabure Tue 327/200... &KB
= I"::‘ 3 peofessionddevelop... Welcome to the ProfessionalDevelopment” madng kst Tus 3/27/200... 12...
; M; g 3 Megan Smith Mere Frierids Cortrsg! Tue 3/27/200... SKB
B Outbers L Mecan Smith pinni'c B : :
= _j; :(:“F:hs Fwd: Considerations for selecting a real estate agent
Large tal @ Elizabeth Hunt [glizabeth hunt919@gmail com) Reading Pane

To:  jare@gcflesrifres ong

Some things to think about before you choose a real estate agent [ thought thas emaal
made some good points

Liz

<

The window is separated into two primary panes, the Reading and Navigation Panes that you choose
to display or hide. This convenient feature allows you to change the way you view the Outlook window
based on your personal preferences.

The Reading Pane
Many people like the Reading Pane because it allows you to read your message without opening.
Instead, when you select an email message, Outlook allows you to view it in the Reading Pane.

() Inbox - Microsoft Outlook - = X

: File Edit  Wiew Go Tools Acions Help Tvpe a question for help =

il_-?,jﬂew @ (A x (~ Reply aReplytﬂAﬂ i Forward ﬁ A d @ Bl Search addressbooks - | (@)

To Disable or Enable the Reading Pane:
e Select View on the Toolbar then Reading Pane from the menu.

o Select Off to disable.
e Select Bottom or Right to enable in the area of the screen you prefer.

The Navigation Pane
The Navigation Pane is displayed on the left side of the Outlook window giving you access to your Malil,
Folders, Calendar, Contacts, and Tasks.

To Turn the Navigation Pane On and Off:
e Select View on the Toolbar then Navigation Pane from the main menu.
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Outlook Inbox
To view, receive, send, reply to and forward messages you need to use your Inbox. The Inbox is the
area where you will be using the most while in Outlook.

To View Messages:

Select the Inbox in the Navigation Pane.

o If"Inbox" is bold, this indicates you have new/unread messages.
o The number to the right of the word "Inbox" in parentheses indicates the number of unread

messages in your Inbox.
You will see a list of messages in your inbox.

o The messages that are bold with a closed envelope icon are new.
Single click a message in the Inbox to display it in the Reading Pane, if that feature is turned on.
Double-click a message in the Inbox and it will open in a new window, as seen below.

To Open an Email Attachment:

An attachment is a file that is attached to an emalil
message. Outlook inserts a paperclip icon next to
email messages that have an attached file. When you
receive attachments on e-mails, follow the steps below
to open the document.
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In the Inbox, double click the e-mail with the
attachment to open the message in a hew window.
Double-click the file in the Attachments: field. The
Opening Mail Attachment dialog box will appear.
Click Open if the email message is from a trusted

source. The attached file will appear on your screen.

B Cover Letter - Message (Plain Text)

PRl Edit Wiew Insert Fommat
i _gReply | -&Replyto Al | | 3 Forward |

Tools  Actions  Help
WENE AN

Source: office.microsoft.com

Extra bne breaks in this message were removed,

Fram; © Jane Doe [jane_katharine_doe41 1@hobmail.com]
To: jane@qgcflearnfres.org

Cc

Subjeck:  Cover Letber

Aktachments: ﬂjcﬁ:eua.dm (s e

Arvached i= ¢ cover lecter you reguested. I hope
write your own cover letter.

Good luck with ewvervthing!

Jane Fatharine Doe
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To Reply to a Message:
You are able to reply to messages while using the Reading Pane or opening the message in a new
window.
Click the Reply button on the toolbar, as seen below.
L&Reply!@Reply to all\;»_:s; Forwardlgj &SR X l & 1 @ Help
o Outlook will create a preaddressed reply form to the email address the original email came from,
as seen below.
o If you would like to add any additional recipients, type the e-mail address in the To box net to the
person who sent the message with a semicolon separating them.
o If you would like to change the subject line:
o Click on the subject box
o Delete the text in the box
o Typein new text.

e Enter text into the body of the form.
e Click Send.

| Elizabeth Hunt <slizabeth.hunt91 @amai com >

|

Subject: |RE: Lunch Flans

I

From: Elizabeth Hunt [mailto :elizabeth.hunt919@gmail.com])
Sent: Thursday, April 19, 2007 9:59 AM

To: jane@gcflearnfres.org

Subject: Lunch Plans

I was wondenng if you wanted to have lunch on Friday? I am free anytime between 11 am. and
1 p.m. Just let me know if you'd like to get together!

Thanks,
Liz

To Send a New Message:
e Click New from the Standard toolbar. The Untitled Message window will appear.

Sinew - 22 X |2 QA G|E - [ £ @] @ SemlHcla? Rt | e @i

I
2

o Type the email address of the person you are
writing in the To... field.

e Click on the Subject: field and type the subject SRR
. . . . achments:
of the message into the field. The subject will
. |Normal vl ‘,-Jll.ﬂ\rial v”lD vl A B I U
appear along the top of the message window. - =
e Click in the large white box and enter the
message in to the message body field.

]

o

CC. ..
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e Click Send on the toolbar. The message window will disappear and Outlook will send your email
message to the appropriate server.

E¥ Lunch on Friday? - Message

Lunich on Friday?

Would you like to have lunch on Friday? Let me know! --Jane

To Use a Contact List

Many companies create a contact list of anyone working within that organization, who has an e-mail
address, to access when sending an e-mail. If you are unsure of an e-mail address of someone within
Goodwin College then follow the steps below to locate and use an e-mail address from the Global
Address List established by the IT Department.

—isend|id 4 |2 P 0 |8 ¢
|

=
o

T

L1

Bec...

Subject:

Aftachments:

|N Frnal vl A |Arial

To Create a Contact List

You may find that all of the contacts you need are not in the addreSS/

Find names in: | Global Address List

Display name |j0hn

Last name: |

| Firstname:|

Title: |

| Alizs: |

Company: |

| Depariment: |

Office: |

| City: |

Mame Phone
John Browne
John Levesgue

John Moisan

John Cleary

Alias Office
JBrowne

JLevesque

IMaisan

JOLeary

Job title

Company A

Add recipient to...

book. Creating a new contact is simple:
e Click the arrow next to New
e Highlight and click Contact.
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Click on the To.... Button and a box will appear.
Enter the first name of the person you are sending the e-mail too.
Hit the Find button and a list of people will appear.
Click on the name you are looking for.
At the bottom of the box you will see “Add recipient to....”, Click the To... button.

Click the Close button and the name will appear in the To... box on your e-mail message.

Source: office.microsoft.com
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¢ A Contact box will open, in order to e-mail this new contact enter at least their name and e-mail
address. However, you may enter all of the fields if you would like to use Outlook as a way to store

all
| & Untitled - Contact - Internet Explorer provided by Del Q@%
| £ | https/fmymail.goodwin.edu/exchange/ABeauchemin/Contacts/?Cmd=new - ﬂ |
Il save and Close | =4 LW|><|O"QIL‘J|@HELD il
General I Details |
F I
| Last Name:
First Mame: Business Phone:
Middle Mame: Home Phone:
1 Job tite: Mobile Phone: |
|
|| Company: Assistant Phone -
L
|| File As: Last, First -
[ =
Il Business Address - E-mail -
N Display Name:
I Mailing address =1 Y
|| street: o E-mail address:
| . =
[l
|| city: |
| State/Province:
|
I Postal Code:
Countr jion: |5
¥/Reg Web page address:
Attachments:
-
€D Internet | Protected Mode: On #100% |

e ——

e e ——— —— -]

contact information.
e Once you have entered all of the information you wish Click Save and Close.
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Your new contact will now be listed in your address book.

To Create a Distribution List
If you find yourself sending e-mails to the same group of people creating a distribution list can be a great
time saver when sending e-mails.
Creating a new distribution list is similar
to creating a new contact:
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Click the arrow next to New
Highlight and click distribution.

A Distribution List box will open,
enter the name of the group in the
List Name field

Click on the Find Name command
and select all of the people you
would like to add to the distribution
list. The Find names box is the same
box you used when sending an e-
mail

/€ Untitled -- Distribution List - Internet Explorer provided by Dell

=

Sl S |

| & https://mymail.goodwin.edu/exchange/ABeauchemin/Contacts/?Cmd=newcd|

- 5|

L H Save and C\cse| )( |‘4‘ ‘ @) Help
|

1

Add to Distribution List:

/

[ mame E-mail address

The list of contacts will appear in the large box.
Once you have entered all of the contact for your distribution list, click Save and Close.
Your new distribution list will now be in your address book.

Source: office.microsoft.com
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To Attach a File to an Email Message:

Click the Insert File button on the toolbar or the paperclip icon. The Insert File dialog box will appear.
Locate the file you would like to attach. Some systems may request you to click on a Browse button
to locate your file.
Click the file once to select it.
Click Insert or Attach.

o You should see your file name in the Attach... box in your message.
Click Send once the e-mail is complete.

[ 4 My Cover Le*ter - Message

: Fgmat  Tools Table ‘Window Help Type a question for help =
H = B -l& 2 Y § ¥ ogions.. - |HM -

(,L}'I'i; eyed-onedhotmal, com;

A3 Ce

Subject: My Cover Lether

Aitach.. ) cover Letter.doc (25 KB) 3 Attachment Options..
: A -0 -BIUEESESSEFED- Y- A-B

Hi Megan =

I'm attaching a copy of my resume cover letter for you to proofread. Please let me know if you think |
need to edit anything. Thanks so much for your help!

- Jane

To Print a Message:

From the Inbox, Click on the message you would like to print.

Select File and Print from the main menu or the Print Icon (a picture of a printer) on the Standard
toolbar. The Print Dialog box will appear.

Click OK.

To Delete a Message:

From the Inbox, Select the message you would like to delete.
Click the Delete Icon (a picture of an X) on the Standard toolbar.
Your message will be deleted.
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Formatting E-mail

Using the "Spell Check" Feature:

e Once your e-mail message is complete.

e Select Tools then Spelling and Grammar from the main menu or the Spelling and Grammar Icon (a
blue check with ABC above it) on the Standard toolbar. The Spelling and Grammar dialog box will
appear and the first misspelled word will be highlighted.

e Select the correct spelling from the Suggestions area if it appears.

o Click Change or Change All, as appropriate.

Spelling and Grammar: English (U.5.]

Our weekly sales meeting od rescheduled for Friday |
i@ 10:00 am, |

vl
Suggestions:
- A
s T
- "
0
[¥] Check grammar

OR
e Select Ignore or Ignore All if the selection is correct as it is.

e Continue checking the spelling and grammar box until the document is complete.
e Click OK.

To Format Email Text:

¢ Inthe body field of an email message you have composed.

e Highlight the text you wish to format with your mouse.

e Use the formatting tools on the Standard toolbar such as Bold, Underline, or font to format the text.

fEle Edt Wiew Insert Format Jook Table Window Help Type & question for hep  EIIE
: il 210 [RIZ UE|EEmi-:-FEFED- - AN

: T =

: i=d5end U]TME/ ! umu[ L:) 2] Ophions... = | HTHL -

[t To... b Lassiber (Business Fax)

dce... Maria J. Caldwel (Maria061887@hotmai. com)

Subject: Sales Mesting Rescheduled
—
L

Hil Our weekly sales meeting is rescheduled for [RINENERINUUENY
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Additional Inbox Features

To Save a Message as a Draft:

o Start a new email message.

o Enter text into the body field of the email message.

e Click the ﬂin the upper, right corner of the message. A dialog box will appear.

e Click Yes to save the changes to your email. A copy of the email will appear in your Drafts folder.
Outlook will hold your email message for you to revise and send later.

To View Sent Messages:
e Click the Sent Items in the Navigation Pane to view your sent messages.

Favoarite Folders

YO E Te Subject

L) Inbox
) Unread Mal

[ Sent T
MHHFr.He:%

=] Date: Today

& ‘tommSSS... Lunch on Friday?

24t personal Folders

L7 Drafts

L= Inbon:

L @ Junk E-mail [2]
[ Outbox

L3 Sent Ttems

\;_E Search Folders
L Large fai

o Mail

fsl Deleted Items (13

4

W

L L
I Lunch on Friday?

An email message might be returned to you as undeliverable if the recipient’s Inbox is full, if you type an
incorrect address, or if the file size is too large to transmit. You can see these messages in the Sent

Items folder.

Additional Outlook
[ —

Features

In addition to e-mail, Outlook has many additional features such as a calendar
and task manager. To access the additional features go to the bottom of the
navigation pane and click on the feature you wish to use.

Calendar
The calendar is a very useful feature to manage your schedule.

e Click on the calendar command at the bottom of the navigation pane. This
will open a screen in place of the e-mail inbox.

(new ~ | K |Today| T (7] 31|\ O # [ | @ Hep Jiogoft

Sunday, December 05, 2010 1 December 2010 3
S ™M T WTF 5
AM - T
8 1234
5|67 89 10mn
AM 12 13 14 15 16 17 18
=] 19 20 21 22 23 24 25
26 27 28 29 30 31
AM
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e This calendar screen will allow you to view, update and modify your calendar. You can also see
your schedule by day, week or month.
e To create a new appointment, click on new.
e Enter your appointment information: the name, location, dates, times and any details you may need.
e To enter this Tnew ~ | X | odey| T 71 31 [ 0 2 || @ rep
appointment on Sunday, December 05, 2010 |
multiple days, click - AM [ @ Untitied — Appointment - Internet Explorer provided by Dell () [ -
the Recurrence | [&] https://mymail. goodwin.edu/exchange/ABeauchemin/Calendar/?Crd=newamm=128&dd=58yy=; + & |
command and enter BAM | |\l save and Close| [} |0Remrrenoe...|gg§jmuibe Attendees| 1 & |@)Help
all of the dates and || Appomntment | avaizbity |
times of the AM subgect:
] 10 .| Location:
appointment |
e Toinvite people to the :|_:|_AM | starttime: Sun 12/5/2010 [=] 8:00 am [=] O] all day event
appointment, click on || Endtme:  sun 12/5/2010 BEETT (-]
the Invite Attendees 1o | Reminder: 1Sminutes -  Show fime as: Busy -
command. . i
e Click save and close o .
and the entry will ]
appear on your > :
calendar. - 1 € Internet | Protected Mode: On #,100%
Tasks

The tasks feature is very useful to manage your daily, weekly and long term tasks that you may have
difficulty keeping track of.

Click on the tasks
command at the
bottom of the
navigation pane. This
will open a screen in
place of the e-mail
inbox.

This tasks screen will
allow you to view all of
your completed and
open tasks and the
task deadlines.

To create a new task,
click on new.

Enter your task
information.

B Tasks (simple List - )

01| & | subject
g [] Make sure all Computer Lab and MLA Workshop advertising is posted Mone
& [ Gete L S O . .
=] § & Untitled -- Task - Internet Explorer provided by Dell l | [ e S
=
] |g https://mymail.goodwin.edu/exchange/ABeauchemin/Tasks/?Cmd=new - % |
&
2 Oco |5 save and Close | (I |0 Recurrence...|=¢} @) Help
=
E Task I Details |
- Subject:
= !
E
=
C
E k- Due date: Mone E] Status: Mot Started -
= ._- Start date: Mone Priority: Mormal + 9% Complete: 0
= .
[ O creal) 1
Reminder: = -
&
[ O Get
g [ cre
g [ ce
&
Dene e Internet | Protected Mode: On #100% -

Select a due date, start date, priority and details.

Click save and close and your task will appear in within your task list.
Log Off
When using Outlook via the internet don'’t forget to Log Off. The Log Off button is located in the upper
right hand area of Outlook
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_“|Log OFF
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