Email Basics with Outlook 2010
View

Change View – 
· Compact lists each email on one line
· Single opens Reading Pane on right and groups mail by week

· Preview shows the subject and/or the first line in the email.  

· NOTE: At the bottom of the submenu you can also choose to apply your choice to all Mail folders.
Reading Pane – Move or turn off the reading pane in each folder by clicking on View-Reading Pane-(right, bottom, off).  To turn off the reading pane in all mail folders, use the Change View option described above.
Columns – right click on a column you do not want to display and choose “remove  this column”
Calendar and To Do pane  

· To minimize, click on the > in the upper left corner

· To turn off, right click anywhere in the pane and choose OFF.

· To turn back on, click on View tab-To-Do bar and choose Normal.

Change color scheme – File-Options-General tab can change from silver to either blue or black.

Working with the Ribbon
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You can minimize the ribbon by pressing on the ^ arrow in the far right corner next to the help [image: image4.png]© See more about:



 button.  You will only see the ribbon when you click on a tab.  When you click anywhere in the Outlook desktop the ribbon will again disappear.
Mailboxes – Folders

To create a new folder (mailbox), click on the Folder tab-New Folder.  Name the folder, click on the account or folder you want to be the root of the folder.  EX:  If you want a subfolder of Inbox, you would click on Inbox and the new folder would appear under Inbox.
Sending Mail

Setting up your signature – Click on File-Options-Mail-Signatures
Creating a Message: 

· Create new email Home-New Email (Ctrl+N)

· Ribbon changes to

· File: Save, set permissions, set properties (return receipt, importance, delivery options)

· Message: Tasks for basic composition of email, attach, importance

· Insert: File, Tables, Signature, Illustrations (ScreenShot), Links, Text   

· Options: Change Theme of text, Show BCC field, set Permissions, Track with receipts, Send Reply to another address, Save a copy of message in another folder

· Format Text: Paste from Clipboard, Format Font, Paragraph, Style, FIND button

· Type ahead pulls from Contacts and Suggested Contacts folders.  To remove an address from the type ahead list, click on the [image: image2.png]


 on the left of the address.

Opening & Reading a Message:

· Ribbon changes to

· File: Save, set permissions, set properties (return receipt, importance, delivery options)

· Message: Tasks for replying, forwarding as an attachment, scheduling a meeting, creating a rule, marking email with flags or categories for follow up.

· Change subject by highlighting and typing in replacement text
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 Click on at bottom of message to expand information on sender, this shows any activities, email, attachments, meetings related to this person
Replying to a Message:  

· Ribbon changes to

· File: Save, set permissions, set properties (return receipt, importance, delivery options)

· Message: Tasks for basic composition of email, attach, importance

· Insert: File, Tables, Signature, Illustrations (ScreenShot), Links, Text   NOTE:  some items will not be available if the message is Plain Text (to change a message from Plain Text to HTML, Click on Reply, then Format Text-HTML)
· Options: Change Theme of text, Show BCC field, set Permissions, Track with receipts, Send Reply to another address, Save a copy of message in another folder

· Format Text: Paste from Clipboard, Format Font, Paragraph, Style, FIND button

· Review: Check Spelling & Grammar, Use Thesaurus, Translate to another language.

· Notice in Options you can save the reply to another folder, delay sending the reply, and request that the person’s reply to this email be sent to another email address.

· File: Save, set permissions, set properties (return receipt, importance, delivery options)

· Message: Tasks for replying, forwarding as an attachment, scheduling a meeting, creating a rule, marking email with flags or categories for follow up.

· Change subject by highlighting and typing in replacement text

·  Click on at bottom of message to expand information on sender, this shows any activities, email, attachments, meetings related to this person
Creating Contacts in Address Book

To create a contact:  Click on Home-New Item-Contact.  Enter information.

To create a contact from an email, hover the mouse over the address and click on the more options button            .  Then choose Add to Outlook Contacts from the pop down menu.  You may also input additional information on the contact page.  Choose to Save & Close.

To create a Contact Group in Outlook:
a. Click on New Contact Group

b. Type in a name for the Contact Group

c. Click on Add Members

i. From Outlook Contacts - person who will be added to group can be selected from the contacts OR

ii. In the Members block you can type in an address to add OR

iii. Copy a list of addresses from an Excel spreadsheet or Word table and paste them into the Members block. 

iv. From Address Book – person who will be added to group must already be in an Outlook address book. 

v. New E-mail Contact – a dialog box comes up for you to type information on a person to be added to the group.  NOTE:  Check box “Add to Contacts” is selected by default.  If you do not want this person added to your contacts folder, uncheck the box.

Searching for email

When you click in the search box (located at the top of every mailbox) a Search tab is added to the ribbon.  You can refine your search through options on this tab.

Change the search Options:  File-Options-search   
Creating a Rule:  

· Within a message – Click on Message – Rules 
· From any Folder – Click on File – Manage Rules & Alerts 
· To take advantage of all options in a Rule - click on Manage Rules & Alerts – New Rule
