Charles Sturt
University

Ul

Microsoft Outlook
Introduction

Written by:

Education and Training Team
Customer Services Management
Division of Information Technology

September 2010
Version 2

Copyright © 2011 Charles Sturt University
No part of this document may be reproduced, altered or sold without prior written permission of the
Executive Director, Division of Information Technology, Charles Sturt University




Introduction to Microsoft Outlook 2007

The following module has been designed to offer the user a general introductory
overview of Microsoft Outlook 2007. The primary focus of the module is to
familiarise the user with the Outlook 2007 environment and to provide directions
for using the program daily in the work environment.

Overview

Microsoft Outlook 2007 is a comprehensive package that offers the user an
electronic diary system whereby appointments, events and tasks can be entered
and tracked. Detailed lists of contacts, both personal and professional, can be
stored as well as a functional electronic mail component with a large number of
beneficial features.

With the introduction of Outlook 2007 the advanced file sharing facilities have
become available which assist the often difficult process of working in a multi-site

organisation where each user is able to see at a glance the availability of other
members of staff for meetings etc.

Opening Outlook
There are a number of ways to open Outlook. Two ways are:

1. Double click on the Outlook icon on the desktop. It looks like this:

1o
OR

2. Click on the Start button located at the bottom of your screen, select
Programs and click on Microsoft Outlook
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What Outlook looks like when you open it

When you first open Outlook the screen will probably look like this:
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E__ﬂ'ﬁew - ugh {5 >( ._'%.Beply :2 Reply to All ._-.\; Forward gg Y —_‘1 Send/Receive - L@ [} Search address books - .g; z
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Customising Outlook

The window above shows the original view which will be showing when you first
open Outlook. You can change the way the window looks to suit your own needs

and preferences.

The options available within the View menu are:

Miew l
Arrange By 3
Current View »

Navigation Pane - you have three choices with this option. They &y .oeien

are,

Normal - this shows the folder view as in the above screen shot.
Minimized — this shrinks the panel to a bar down the left hand

side.

Off — this gets rid of the panel altogether.

Expand/Collapse Groups »

HNavigation Pane 3
To-D'o Bar 3
Reading Pane 3

Reminders Window
Toolbars »

v Status Bar

To-Do Bar - you have three choices with this option. They are, i

Normal -

this shows

the view as

in the above screen

shot.

Minimized — this shrinks the panel to a bar down the right hand side.
Off — this gets rid of the panel altogether.

Reading Pane
Bottom- this

shows
Right — this shows the

Off — this gets rid of the panel altogether.

in the

- you have three choices with this option.
the view as
reading pane to the

above
right of the messages.

They are,
screen shot.
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AutoPreview - hides/un-hides AutoPreview which allows you to preview the first
three lines of text in a message in the main message window

Standard Toolbar

The toolbars contain buttons that enable you to perform common tasks without
using the menus. The Standard Toolbar is displayed automatically when you
open Outlook. The Standard Toolbar displays mainly when you are within the

Inbox.
Egﬂiliingmails Address
. Send/Receive Book
Print Delete Categonze Emails
JJNEW’ - | & _’n X [ Reply [ Replyto All (3 Forward | B Y L Send/Receive = (& | [@l] Search addressbacks  + | | =

New Move gr?ate
Message Folder Follow Up ule

We will be looking at most of these in more detail throughout the module.

Reading your Emails

It is very easy to read your emails using Outlook. Your messages will appear in
the Message Window as shown below.

L3 Inbox | Py
*4% [ 0 From | Subject Received Size |Categories |¥ |5

=] Date: Today
i~ Slack-5.. Sick again today Thu 12/07/2007... 1 KB
4, Chisho... RE: EASTS Thu 12/07/2007... 10 KB

=] Date: Yesterday
f=4 1M Gill, Li.., RE: PO and Suppart Project Team Wed 1107/200... 421...
f= MecDo.. Patch deployments tonight Wed 1107/200... 6 KB

=

Mimd U R g L& m =] 44 ST SO0 P Pl =1

Your messages are usually sorted from the most recent received to the least
recent received. There are a number of fields that will help you to identify and
sort your messages.

! Importance tells you the priority of the message, it can be set to high or low

[ Icon tells you whether the email has been read or whether it is an archived
item
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¥ Flag Status tells you whether an item requires your attention. There are
several options available for this.

£k Reminder sorts your mail by using the reminders.

Received tells you when the message was received by your email account
From tells you who the message is from

Subject tells you what the message is about

Categorize you can sort your mail into categories and give it a colour to sort by

NOTE: If you click on any of these fields, your messages will be sorted
according to what field you clicked on (eg. if you click on attachment,
messages will be sorted according to attachments)

You can open a message by double clicking the message you want to open in
the message pane. The message will then open and it will look like the
screenshot below.

‘| _,3 = * ¥ |7 Daily Summary of Additions to What's New - Message (HTMIL) i =

- Message Adobe PDF L7

T = | Y | A Find
] Y= x BL RS j_l % Safe Lists - ! !
e e = W= = & ~~ I R B miied -
Reply Reply Forward | Delete Moveto Create Other Block Rt i Categorize Follow Mark as
to All Folder~ Rule Actions~ || Sender - Up~ Unread || hi 3elect~
Respond Actions Junk E-mail S Options i Find
From: What's New [whatsnew @csu.edu.au] Sent: Thu 12,/07/2007 9:30 &AM
Ta What's New
e
Subject: Daily Summary of Additions to What's New
-

my.csu | Message List Help

The following items have been added to What's New, which can be viewed with your browser at my.csu

| Thursday, 12 July 2007

| Official

|» Application for Review of Job Classification - General Staff Mal Wilson

» Consultation On Changes To Agriculture Programs Commence Nick Klomp

b Payment Summaries 2006/2007 J Hackett

i» Ten Year Certificates Of Service Michael knight

| General Information

{» Answers Lies Within: 2007 CSU Middle Managers Conference Wes Ward

M Eme ln s -1 L Al B AE 1 e Bd=ele | =

When you have read your message you can close it by simply clicking on the
close button on the top of the message window or you can reply to it,
forward it, move it etc.
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Managing your Email

Deleting Email

If you wish to Delete your message you need to click once on it to highlight it

and then either click on the Delete x button on the standard toolbar, or press
the Delete key on the keyboard.

When you delete a message it will move to the deleted items folder where you
can retrieve it later. To permanently delete an item from your Inbox, press the
Shift and Delete key.

Creating Folders

To manage your email, it is best that you create different folders where you can
store your emails, that way they are much easier to find than keeping them all
within the Inbox itself.

To create a new folder:

1. Right click on the Inbox in the folder list

2. The following shortcut menu will display

5 Open

Open in Mew Windaow

7 Copy Inbox ..

,I_ Eename "Tnbo

[ Mew Folder...
Remoave from Favorite Folders
Mark All as Regad
Process All Marked Headers
Process Marked Headers

Change Sharing Permissions...

% Properties

3. Click on New Folder. The Create New Folder dialog box will display

Create New Folder EJ@
Mame:
Folder contains:
Mail and Post Ttems b

Select whers ta place the Folder:

= 5 Mailbox - Brimson, Richard ~

3 Calendar
85| Contacts
&) Deleted Ttems
L7 Drafts

[ [ ] Inbox
|1 IXO35-ExchangeLink
\Sﬂ Journal
L g Junk E-mai
| Mates

[ Outhox b’
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4. Type in a name for your folder in the Name field and click on OK

5. Your folder will now appear under your inbox in alphabetical order.

Moving Emails

Once you have created your folders, you can now organise your emails by
moving them out of the Inbox and into the different folders you have created.
You can do this a number of ways, the easiest is to click on the message you
wish to move, drag it to the folder where you want to move it to (wait until the
folder highlights) and drop it. The message will be moved from your Inbox to the
folder you selected.

You can also use the Move to Folder button on the standard toolbar. Just click

on the message you wish to move. Click on the Move to Folder 33 button and
you will have a list of some of your folders that you can move it to.

i~ Inbox - Microsoft Qutlook

'Eile Edit  View Go Tools Acdions Help Adobe PDF

B Mew - sgh __:H:?( g PReply (=4 Replyto All i3, Forward
o Calendar
Mail oxX
Favorite Folders RElEic I ; From
[ 3 Inbox [XO5-Exchangelink
L& Unread Ma Inbax [oday
L= Sent ltems . i | ehnen
= reamweaver stu !
Q geI:tted [te Owen,
rafts Contact
Lﬂ Cuthox e EOHHS
i ,
Mail Folders
E MW AT Slack-S
2] All Mail Items e
— __j Move to Folder... Cirl=Shift=V 1
= B Mailb 0% - Brmmmsy
'E? Deleted Items = Date: Yesterda

Replying to a message

You may want to send a reply to the message you received. You can do this
either while the message is open or from the Inbox.

You have two different options you can use when replying to a message, you can
either Reply or Reply to All.

£¢Renlr Reply will send a message to the person who sent it to you.

Fereplyto Al Ronly to All will send the message to everyone listed in the original
email
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To reply to the message, just click on either of these options on the toolbar. You
will then see a window with the email address of the original sender already in the
To field and you will be able to type in your reply in the message body area and
send it back to the sender by clicking on send.

Forwarding a message

Sometimes, you may want to send the message you received to someone else.

To do this, click on the Forward button on the toolbar and a message
window will appear with a blank address bar ready for you to put in the email
address of the person to whom you wish to send it. The original message will be
attached and you can either type in some extra information if you need to or just

click on Send.

Creating New Messages

When you wish to compose and send a message you will need to use the New

message button. When you click on this button, an untitled message
window will display.

E,,_.‘ =9 = Untitled - Message (HTML) -
Message Insert Options Format Text Adobe PDF

@
281 giel [y FBusiness Card - =9
A v @ — i calendar v @9

j arial -0 - |[AR TR
) !

Paste B I Ul|¥®¥- A-||= Address Check Attach Attach . Follow Spelling
- = o Book Names || File Item Lk Signature - up- | ¥ -
Clipboard = Basic Text Names Include Options ™ || Proofing
= i

Cc...
= [E

Subject:
E-w1-|-2‘|-3‘|-4-n‘s-w-s‘|-7-n‘s‘|-9-wm-n-n‘|-1z-|‘13-|‘14-w-15‘|-1s‘|- S lge 1 19 120

Message area

You will need to follow a few steps to successfully send a message. These are:
1. Enter the email address of the person to whom you are sending the
message in the To field
2. Enter a subject for the message in the Subject field

3. Type in the details of your message into the message area

4. When you have finished composing your message, click on Send
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Selecting Recipients

Instead of typing in an email address manually, you can select recipients from the

address book. To do this, click on the To field and the Select Names

dialog box will display.

Select Names: Global Address List E]
Search: (%) Mame only ) More columins Address Book
' |Global Adress List | advanced Find
| Mame Title Business Phone Locatic|
[ % Abbas, Akhtar Archivist in Training |
| & nbbott, Alison Library Technician 4486
& Abbatt, Kym Professor 34353
& Abu-lzneid, Tareq Lecturer 57559

& Accounts Payable
| & Acd-Psychology-ALL

& Ackroyd, David Information Technology OFfi... 00000
& Acquisitions
& Adams, Allan PG Student 00000
& Adams, Chrissy Course Administrative Officer 32540
& adams, Julie Instructor 43258919
& adams, Kathy speech Pathologist 34453
& adams, Kattina Acadernic {Casual) 00000 w
€ g |
To -
Cc-» |
[

Cancel

To find a staff member in the Global Address List you can either scroll through
the alphabetical list or enter a few letters of the staff member’s surname in the
Type Name or Select from List field. This will automatically scroll through the
list to the information you have entered.

When you have found the name of the person you are looking for, click once on
the name to select it then click the To , Cc or the Bcc button to add it to that field.
If you then double click on the name in the To, Cc or Bcc field, you can find out
more information about that person such as their Position Title, Department,
phone extension etc.

Plunkett, Dianne Properties. E‘
General | iganization | Phone/Motes | Member 0f | E-mai Addesses |
Name
First: T Inbiak: L Last: Plunkett
Display: Flunkett, Dianne Alias: dplunkstt
Address: Title: Training Officer
Company: Charles Sturk Liniversity
City: Department: Infarmation Technology, Divi
State: Office:
Zip code: Assistant:
CountryjRegion: Phone: 34050
addter To | co | Bec | persnal address Baok | <<| »»
i Carcel | |

To — is the person the message will be sent to
Carbon Copy (Cc) — will send a copy of the message to someone else

Blind Carbon Copy (Bcc) — will send a copy of the message to another person
without the other recipients knowing that anyone else has received a copy
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If you wish to send the message to more than one person you just need to repeat
the process. You can add as many recipients as you wish.

Contacts

You can use the Select Names dialog box to also find people that you have
listed in your Contacts address book. To do this, select Contacts in the
Address Book field and complete the same steps to find the names as you did
with the Global Address List.

Select Names: Global Address List fg|

Search: (%) Mame only () More columns

Address Book

Global Address List

i Tarne Title

Global Address List
All Address Lists

| = Abbas, akhtar

& Abbott, Alison Library
& Abbott, Kym Profess|
& Abu-Izneid, Tareq Lecture]

8 Accounts Payable

& Acd-Psychology-ALL
8 Ackroyd, David

8 Acquisitions

Archivis|

All Conkacts
Al Groups
all Users
Centres
Departments
Divisions
Faculties
Offices

Informg  Public Folders

Resources
Schools

1
one Locatic|

I -

& Adamns, Allan
8 Adams, Chrissy
4 Adams, Julie
& Adams, Kathy

Pi3 Stug .

Unions
Course| | pits
InstruchOutlook Address Book
Speech R
Academic {Casual) 00000 "

& Adams, Katrina

< ' »

[ To-= l | |
[ > || |
[ B> || |

Cancel

Using the Address Book

You can click on the Address Book button on the Standard toolbar to find
details about University Staff and your contacts without sending a message to
them. When you click on the Address Book button, the Address Book dialog
box will display.

B8 Address Book: Global Address List
File Edit Tools

Search: DMameonly (O More columns  Address Book

| Glabal Address List v|  advanced Find

| Te | BusinessPhone | Location |

= Ak Archivist in Training 00000 a

4 Abbott, Alison Library Technician 84436 aabbot —
& Abbott, Kym Professor 34353 kabbot
4 Abu-Tzneid, Tareq Lecturer 57559 kabu-iz
§ Accounts Payabls accour
& Acd-Psychology-ALL Acd-P
4 Ackroyd, David Information Technology Offi... 00000 dackro
& Acquisitions acg@c
& Adams, Allan PG Student. 0oooo aadam
4 Adams, Chrissy Course Administrative Officer 32540 CAdarr
4 Adams, Tulie Instruckor 48288919 jadams
8 Adams, Kathy Speech Pathologist 84453 katada
& Adams, Katrina Academic (Casual) 00000 Kadam
& adams, Mark Project Officer 86137 wadarr
& Adams, Peter Lecturer 32361 Padam
8 Adams, Rosemary Froject OFficer 84219 radam:
4 Adams, Tania Finance Clerk (Accounts Re.., 32683 Tadam
8 Adamson, Peagy Lecturer 32704 FAdam
4 Addinsall, Marion Educational Designer 32058 maddir
& aAddison, Kathryn Honours Student 00000 kaddis
& adem, Richard Student 00000 rademt
< I >
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The Address Book works the same way as the Select Names dialog box, so to
search for people, follow the steps listed in the section on Selecting Recipients.
To see the Properties of the staff member, double click on their name in the

address book.
Attachments

Adding Attachments

To add an attachment to a message

you are creating, click on the Attachment

button in the Message tab inside the Include group.

rom N\ 1 ; = i i
"mg‘l H9 U+ & Untitled - Message (HTML) - = x
—/ Message Insert Options Format Text Adobe PDF '@
B b o (AR S B @ [ Y Doy 0| 4
==
3 =E. —— - [ calendar 7
Paste B r u ”3!_’,? - A== = || i=| | Address Check || Attach Attach _ Follow Spelling
- & — = ! Book MNames File  Item L&k Signature = Up~ =
Clipboard ™= Basic Text (F Mames Include Options T || Proofing
(e | / |
E
CL...
send Lee. | / |
subject: | / |
§-|‘1-|-2-|-3- A B B -13‘1-14-w-15-|-1s-|-1?‘|-1s-|‘19-|-20-d§i§§1
Attach file or item -
-

Look i | () Microsoft Outlnok.

v @-3 XoiEE-

J Mame -~
% Micrasoft Otk
Trusted
Templates

.pdf

My Recent
Documents

=

Desktop

My Documents

12,967 KB Adobe Acrobat Doc...

Date Modified
27/03/2007 10:33 AM

Size  Type

File pame: |

o]

Fes of trpet | ) i (v, %)

d

__Ingert N -_Can(el

Select the file

Click on Insert

WD

Click on the Attach file icon to navigate to where the file is saved

The file will now be located in the Attached field of your message.
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;Abu-lzneid Tareg
¥ =
=

5en
Subject:

Attached: -'_ ConnectFarmToDE.pdf (32 KB

Opening an Attachment

If someone has sent an attachment to you it will look something like this:

i,
(B8]
-—/) Message Adobe PDF
Reply Reply Forward | Delete Moveto Create Other Block
Respond Actions Junk E-mail ] Options

You replied on 11,07/2007 2:10 PM.

From: Roche, Christopher Sent:
To: Brimson, Richard

e

Subject: ATTP Res School, Introduction to Study’ Session 10 Sept 2007

Ve 4 ¥ |5 ATIP Res School. Introduction to Study' Session 10 Sept 2007 - Message H.. - = X

DD (KD D | e B (Y B

Categorize Follow Mark as
to All Folder~ Rule Actions~ || Sender - Up=~ Unread || 4 Select~

(7]

i Find

Wed 11,/07/2007 1:53 PM

| Message | B Program - Res School 200779 - Secr\.-1athmq£m] B Program - Res School 200779 - TAS,dac (51 KB)

Hi Richard
Attachments

Lyn sent an email to you on the 24 May. Here are the draft programs. Thes
As this is the fir v "

Y

fore by DI
ns_but |

To open the message, double click on the name of the attachment. When you
have opened your message you have the option to save it for further use. If you
want to save the attachment, choose Save As and navigate to where you want to

save the file.

Hyperlinks

In Outlook, a hyperlink is a connection from your email message to a Web page,
file or email address. The hyperlink itself can be text or an object such as a
picture, graph or shape. Hyperlinks become active when you open your email

message.

To insert a hyperlink into your email message:

1. Highlight the text in your message where you wish to create the hyperlink

2. Click on the Insert tab and in the links group select
Hyperlink

3. The Insert Hyperlink dialog box will display

Q@ < A

Hyperlink Bookmark T4
Ed

Links
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Link to: Text to display: |InF0rmati0n

Insert Hyperlink @EI
Link To
ScreenTip...

Look in: | Data - =
Existing File o | _ | J J @ J
Web Page |5 Adobe e
CF%'I::Ieenrt |5) emnail attachments
;ﬂ |5 gifanimation
Place in This | halos

Daocurnent Browsed | 5) images
Pages |5 Macromedia
i) mai
Create Mew Recent My Daka Sources
Docurnent Files  |2) My eBooks
A My Music b

Address: | ﬂ

E-mail Address

| Canicel |

You have a number of options within this dialog box, let’s look at some of these.

On the left hand side, you will notice a number of options under the words Link
to:. These will determine the type of hyperlink you create and when you click on
these different options, you will notice some changes to the Insert Hyperlink
dialog box as it will change some of the fields to match the option you've
selected.

Existing File or Web Page: allows you to create a link to a web page. When
you have selected this option, navigate to the file you want to link to in the Look
in: field or type in the URL address in the Address field.

%] place in this Document: allows you to create a link to a place within the
message. When you have selected this option, select the part of the message
you want to link it to.

1 Create New Document: allows you to create a link to a new document that
you create. When you have selected this option, type the name of the new file in,
and select either Edit the new document later or Edit the new document now

] Email Address: allows you to create a link to an email address. When you
have selected this option, type in the email address in the E-mail address field
and type the subject of the email message in the subject field.

NOTE: You can add a hyperlink to a file on the S: drive using the Existing File
or Web page option so that staff can automatically open the document from the
link. Just remember that the person accessing it needs to have access to that
part of the Shared drive.
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Signatures

You can create a signature so that it will automatically appear in any message
you send. As per the style guide include your title/ department/ phone number
and the University’s address so that it is easy for people to contact you after they
receive your message.

To create your signature

1. Click on the Tools menu and select Options. The Options dialog box will
then display

Options

Preferences | Mail Setup | Mail Format || Spelling | Other | Delegates

E-mail

; Change the appearance of messages and the way they are handled.
L Jurik. E-rail... ] [ E-mail Options... ]

Calendar
j Cuskomize the appearance 9_F _the Cfa_!endar.
. [#] Defaulk reminder: | 15 minutes |
Tasks
= hange the appearance of t_asks. )
i] Reminder time: SUU A i Task Options. ..

Contacts and Mokes

8 Change default settings for contacts, journal, and notes,

[Contact Cptions. .. ] [ Journal Optians. .. ] [ Mote Oplions. ..

Search
Q Change the settings for indexing and search.

Search Options. ..

IMobile
=] “hangs the settings For mobile notification and messaging.

[ Motifications. .. ] [ Mobile Options...

2. Click on the Mail Format tab

Preferences || Mail Setup: Mail Format | Speling | Other | Delegates

Message format

Choose a format For outgoing mail and change advanced settings,

Compose in this message Format: HTI"-'L v"
Internet Format... | [ International options... |

HTML Format

[“]Reduce the file size of the message by remaving formatting infarmation
that is not necessary to display the e-mail message

[¥]Rely an €SS For Font formatting
[]5ave smart tags in e-mai
Stationery and Fonts

Use stationery to change your default font and style, change colars, and

B
AC add backgrounds to your messages.
Stationery and Fonts...

Signatures

Create and edit signatures for outgoing messages, replies and forwards,

2%
&

Editor options
j Change the editing settings for e-mail messages.
—'Ej Editor Options...

3. Click on the Signatures button on the bottom of the dialog box
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4. The Create Signature dialog box will then display

Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature to edit Choose default signature
Mew sig For trial | E-mail gecount: Microsoft Exchange Server v|
Richard Brimson ; |
1nkithed Mew messages: |Richard Brimson » |
Repliesiforwards: | pichard Brimson » |
L

(o= J e J[ -

Edit signature

| Calibri (Body) v||11 v! B 7 U | Automatic ~|

[l Business Card | [3] %

|

W

[ K | ’ Cancel

5. Click on New. The New Signature dialog box will then display

(=zairn L= = e ] e [ L

] E-mail aecount: !Micrnsoft Exchange Server

MNew messages:

|Richard Brimson

Replies/forwards: |Richard Brimson

| New Signature rzl El

T Twpe a name For this signature: _ -
¥~ B T Hyp & | | |85 Business Card | kd

I Ok, ][ Cancel l

6. Type in a name for your signature and click on OK. Then design your
signature.

7. If you go to the CSU Style Manual
http://www.csu.edu.au/division/marketing/stylemanual/appli/email.html
you will find the correct information to add to your signature.

8. Click on OK and you will return to the Options dialog box. Click on Apply
and OK to complete your signature

9. If you create a new message now, you will notice that your signature
automatically appears in the message.
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Formatting text

You can change the appearance of text in your message by changing its
attributes. This includes font, size, style, effects and colour.

The Format Text tab is the easiest way to change many attributes of text.

Numbered
and bulleted

Increase/
decrease

lists
Font Size

Font Selectlon

= AN DE Introd\ Vord Learner G}
-
— Home Insert P ayout Referen, Mailings Revi View
g Ul 11 L v |A,g| | -

B sl = - = - 5= A1)
E b e e — L= = s
o F Farmat Painter B|Z U-aex ¥ Aa~||-A-||E\& = E|E |-~
Clipboard IF] Y/ F] Paray’ |ph
/ LHighlight

Colour ) .

Text . " Outside
- Line Spacin
Bold, italics, ‘-J alignment \E/ pacing fBorder
underline Font Colour

Styles - Styles allow you to quickly format a document with a consistent and
professional look.

Font Selection - Click the arrow to the right of the font name box to view the list
of fonts available. Scroll down to the font you want and select it by clicking on the
name once with the mouse.

Font Size - Click on the white part of the font size box to enter a value for the font
size or click the arrow to the right of the box to view a list of font sizes available.
Select a size by clicking on it once.

Bold, Italics and Underline - Formats text to be bold, italicise and underlined

Text Alignment - Text can be aligned to the left, center, or right side of the page
or it can be justified across the page.

Numbered and Bulleted Lists - Adds bullets or numbers to the paragraph

Increase/Decrease Indent - Change the indentation of a paragraph in relation to
the side of the page.

Outside Border - Add a border around a text selection.

Highlight Colour - Use this option to change the colour behind a text selection.
The colour shown on the button is the last colour used. To select a different
colour, click the arrow next to the image on the button.
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Font Colour - This option changes the colour of the text. The colour shown on
the button is the last colour chosen. Click the arrow next to the button image to
select another colour.

The FORMAT menu, FONT option
1. The FONT dialog box has further formatting options including many different styles
of underlining, superscripting and subscripting.

2. Click that small diagonal arrow L=| in the lower-right corner of the Font group, the
Dialog Box Launcher, then the Font dialog box will launch

3.  Specify the changes you wish to make, then click ok to accept the changes.

Font E| E|

Font ] Character Spacing l Text Effects l
Font: Font: style: Size:
|Regular iz
g a
9
10
11
Univers Condensed ~
Font colar: Underline style:
Aukomatic j |(n0ne) j | J
Effects
[~ strikethraugh I~ shadow I™ Small caps
I Double strikethrough [~ Outline [~ &l caps
I Superscript I~ Emboss [~ Hidden
I~ Subscript ™ Engrave
Preview
Times MNew Eoman
This iz & TrueType Fant, This Fort will be used on both prnter and sereen.
Default. .. Ok I Cancel

Creating new Contacts

There are a number of ways you we can create a new entry in your Contacts
address book in Outlook.

1. Click on the Contacts button in the L] Mail

navigation panel
ﬁ Calendar

2. Then click new

5| contacts
i~ Contacts - Microsoft Outlook E Teisks
! File Edit View Go Toals
= = i = =i _J MNotes

e - @ 3 X B R 1

Folder List
cﬂlr-lewc-:untact J

(2] shorteuts
£] Al Contact Ttems

My Contacts
835 Contacts

Current View
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3_ The Untltl ed ’lja = Untitled - Contact o=
H - W Format Text 7
ContaCt WIndOW | [l save & New - —3—% 851 3 Activities _S"ﬂ 831, 2 £ Assign Task g;g Q = '?P | v
appears and you el send ~ — A Certificates &; i \) ] Web Page 2 H= L
T SCEI‘:EE& 7 et General| Details Sl Email Meeting  Call Eirr Eucs;:\;ss Picture. Categorize Fal;c:v Spelling
are able to fill in
the fields that i
H Company: 1
you reqUIre' Job title: 9
File as: v
Internet
@m0
Display as: [ Nates
Web page address: g.\‘yu-z-\‘g‘w4-|-;‘|‘s-w-7‘|-s‘|-9‘»_\,w|3_a
IM address: ' ' ' ' ' ' ' -

Phone numbers

e, ]
mr—]
e )
o)

Addresses

unes )

[ This is the mailing
address

4. When you have finished entering the details, click on Save & Close.
OR

You can also use the Drag and Drop option. When you receive an email from
someone who’s contact details you would like to add to your contacts folder you
just need to highlight their message in the Inbox, drag it to the Contacts folder in
the Folder List and drop it.

You will then see the Untitled Contact dialog box like above, but all the relevant
information will be entered into the appropriate fields. Just click on Save &
Close to finish the entry. The message will still be available in the Inbox where
it was originally located.

S:\Administrative\Information Technology\Customer Services Management\Education and Training Team\Current Training
Modules - 2011\Outlook\Outlook 2007 files\2011 updates\MicrosoftOulookIntroduction.doc 17



	Introduction to Microsoft Outlook 2007
	Overview
	Opening Outlook
	What Outlook looks like when you open it
	Customising Outlook
	Standard Toolbar
	Reading your Emails
	Managing your Email
	Deleting Email
	Creating Folders
	Moving Emails
	Replying to a message
	Forwarding a message

	Creating New Messages
	Selecting Recipients
	Contacts

	Using the Address Book
	Attachments
	Adding Attachments
	Opening an Attachment
	Hyperlinks

	Signatures
	Formatting text
	The FORMAT menu, FONT option

	Creating new Contacts


