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SENDING EMAIL

: : INFocus

Email messages are used in much the same way as letters
sent through the post - they are designed to communicate
with one or more people.

Like any good letter, an email message needs to be
addressed (although a special electronic form of addressing
is used here). Email messages also appear with a subject
so that they can be identified.

Messages can also be marked as important, and have
sensitivity levels and settings (such as confidential, private
and so on) applied.

In this booklet you will:

v/ gain an understanding of email accounts in
Outlook

v/ gain an understanding of how the Outlook mail
process works

v/ gain an overview of composing an email message

v/ gain an overview of the ribbon and header areas
in the message window

v' learn how to create a new email message

v' learn how to check the spelling of your email
messages

learn how to add an attachment to an email
message

learn how to add importance to email messages
learn how to request message receipts
learn how to send a message in Outlook

learn how to create an autosignature for your
email messages

learn how to use an AutoSignature

learn how to remove an unwanted
AutoSignature

v' learn how to send a courtesy copy to a recipient
v" learn how to send a blind copy of an email
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EMAIL IN OUTLOOK

Outlook mail operations allow you to or with users external to your business or
communicate with users connected to your building connected via the Internet.
computer network (this is usually people

within your business in the same building)

Email Accounts

When you communicate with other people using email your messages and theirs are
controlled on a central computer known as a mail server. To have access to that
server you must have a mail account with that server. A mail account here is not a
financial type of account, but rather an account that provides you with permission to
access the server. Once the account is set up, you normally gain access to the mail
server with a user name and a password.

Email Accounts and Outlook
Outlook supports both internal and external email accounts.

Internal email accounts are normally associated with a computer on your network
that is running Microsoft Exchange Server - special software created by Microsoft
that allows users to send messages to one another over a network of connected
computers. Internal email allows you to communicate with people within your
organisation. Internal email requires that the internal computers are connected using a
local area network (LAN). This type of email account is normally used in the
workplace to allow colleagues to communicate with one another.

External email accounts connect to other people using the Internet via telephone
lines. An external email account is set up with an Internet Service Provider (ISP).
Access to the ISP is gained by connecting using a modem through the telephone line
(or a dedicated cable line). Most email connections at home are set up with this type of
email account.

In most businesses Outlook is set up for both internal and external email. The internal
email is used to communicate with work colleagues, while the external email is used to
communicate with customers and suppliers. Both of these email account types work
through the LAN which can be configured to provide access to the ISP for specific
computers.

Outlook Profiles

Setting up Outlook for use on the appropriate mail servers can be a tedious and
sometimes frustrating exercise.

Once the setup has been done and the connections have been established, Outlook
stores the settings, together with other relevant information, in a user profile. If you
have upgraded to Outlook 2010, the settings from the previous profile will be carried
forward into the new version.

If you are using Outlook for the first time, you will be asked for information such as
your account user name, password and the names of the various mail servers. Your
system administrator at work or your ISP when connecting at home will be able to
provide this information to you.

Once this information has been provided, it is saved in your Outlook profile and should
not need to be changed or entered again unless some change is made to the operation
of your computer.

Note: It is assumed for the remainder of this booklet that you have at least one valid,
and working, email account in Outlook 2010.
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How OuUTLOOK MAIL WORKS

Outlook Mail provides you with the facility either through special communications
for sending email to other computer users. software or the Internet. In Outlook Mail,
These people can be directly connected to your email is handled just like the normal
your computer via a local area network, or mail system.

they can be many miles away, accessed

Trays and Folders

Imagine sitting at your desk with two plastic trays in front of you, one labelled Out and the
other labelled In. As you write a message you address it and place it in the Out box.
Periodically someone comes along, picks up the contents of the Out box and takes them to the
post office which then distributes the messages to the appropriate recipients. That same person
who picks up your mail also places messages sent to you in your In box. You can then open
these messages and read them or dispose of them into the bin.

Outlook works in the same way, except that the plastic trays are known as folders - in fact
there are several more folders than just In and Out.

In Outlook you compose a message and when it is saved it is placed into the Outbox.
Periodically, Outlook clears the contents of the Outbox and sends it to the mail server for
delivery to the appropriate recipient. Just so that you have a record of what Outlook has sent, a
copy of the message, together with details about when it was sent, is placed into the Sent
Items folder.

If you are working on a message but you haven't finished it, you can save it as a draft in the
Drafts folder. You can send it later when you finish it.

When someone sends you a message it is downloaded from the mail server and placed into
your Inbox. Here you can read it and when finished you may delete it - in which case, it then
goes into the Deleted Items folder.

Unlike postal mail you have several other options available to you with incoming mail. Outlook
allows you to set up rules for handling incoming mail. For example, you can create a rule that
tells Outlook to automatically place incoming messages from a specific sender into a special
folder.

Outlook also includes a junk email filter that evaluates incoming messages and sends those
considered to be spam to the Junk E-mail folder, where the messages can be deleted without
reading.

Outlook Mail Folders

Folder Mail Function
Direction

Inbox Incoming Stores messages that have been sent by other users to your
account.

Junk Incoming Captures unsolicited and nuisance emails sent to you - the rules

E-mail and instructions need to be set up for this before it becomes
operational.

Drafts Outgoing Stores messages that you have composed without sending.

Messages can be reviewed and sent, or saved as a draft again if
required. Once sent the message is moved to the Sent Items

folder.
Outbox Outgoing Stores messages that you have composed for other users but
which have not yet been sent by Outlook Mail to the recipient.
Sent Outgoing Stores messages that you have sent to other users.
Items
Deleted @ Both Stores messages that have been deleted from the other folders.
Items Messages here can be restored to other folders or deleted

permanently.
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COMPOSING AN EMAIL MESSAGE

Most of us learnt how to write letters at just like a normal letter. However, while
school. Email provides us with some new there are similarities between email and
challenges that will need to be learnt. postal mail, there are also some key

Email, like postal mail, has a recipient, differences and jargon to become acquainted
needs to be addressed and can be signed with.

When you tell Outlook that you wish to create a new email message, a window will
appear with boxes for the information and details that need to be included in the
messaae.

EEIN™ A Untitled - Message (HTML) = @R
File. Message Insert Options Format Text Review o @

The email address 2 ko G oAl BB @B 4 g T 2
Of one or more et ML B 7 U |®-A-|= = = | 5= s=| Address Check | Attach Attach Signature | _ Migh Imortance | om

Format Painter = = =¥ | Tgaok Names | File fteme < # LowImportance

reCIplen ts Cligboard ] Basic Text Names Include Tags | Zoom

The email address N = |
of people who will prorll| O ‘
receive a copy of subies_ | N
the message z
A brief title
indicating the
subject of the
message

The body (text) of
the message ]

If you are sending internal email the recipients in the To and Cc boxes will need to be members of
the internal email server that you are logged onto. It is most likely that these people will have
addresses that clearly indicate who they are: e.g. Jane Doe, Bill Kline, Fred Bloggs, Mary Tink, etc.
If you are sending Internet email then you will need to use the email addresses of the recipients.
Email addresses are different to internal email server addresses. They appear with the name of the
user and the domain that accesses the server for that user. Typical examples would appear like
bwhite@bigpond.com.uk or fbloggs@here.co.uk. The addresses may also be for departments or
areas of a business rather than an individual like sales@cars.com or service@dickson.com . The
@ sign is pronounced at when speaking these addresses. For example, bwhite@bigpond.com.uk
would be read as bwhite at bigpond dot com dot uk.

To send a message you will therefore need to:

1. create some text - this may seem obvious but you can (and sometimes might) send
messages without text
nominate one or more recipients
provide a subject so that the recipient can quickly work out the gist of your message
specify the level of importance for the message if required
5. add further attachments to the message if required.

Most of these, with the exception of nominating one or more recipients, are optional. For example,
you don't have to include a subject - it's just that this is the right thing to do. Similarly, if you don't
specify that this is a message of high importance Outlook will give it an ordinary importance status.

There are also a couple of other subtleties. Unlike normal postal messages, you don't need to worry
about putting dates on an email message because the computer does this for you. The date and time
when a message arrives in the Inbox will be generated by the computer. When you send a message
the computer records the date and time when it was sent.

The computer also automatically signals to the recipient that you are the sender. However, it is still
considered courteous to sign off an email just the same as if you were sending a postal message.

HwnN
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THE MESSAGE WINDOW

When you are working within a message, Access toolbar to move through messages
you can use the ribbon at the top of the and to perform tasks such as Save and
message to manage the contents and Undo. The Backstage (File tab) can also be
formatting of your message. You can also used to further manage your email
use the navigation tools on the Quick messages.
0 —

2 = |= Untitled - Message (HTML) = = =2
Q—L Message Insert Options Format Text Review &y @

3 el Follow Up =
T 4. 8B & @ N p
9—-— . \‘1 High Impartance
Paste B J U |® iE & Address Check | Attach Attach Signature
- - o Book Mames File  Item~ - § LowImportance

Clipboard Basic Text Mames Include Tags Zoom

To... |

0.= =
Send

Subject:

b EF1

1 The Quick Access toolbar (QAT) appears at the top of the mail message
window. It contains frequently-used commands so that you can quickly access
them at any time. For example, the QAT contains a button to save, undo, redo,
find the next item, and find the previous item. Using the Customise Quick
Access Toolbar icon 5 at the end of the QAT, you can easily modify the Quick
Access toolbar to add or remove commands of your choice.

The File tab can be used to open the Backstage where you can print a message
and set additional properties for the message.

3 The ribbon contains five tabs (in addition to the File tab) that can be used to
manage, control and format a mail message.

The Message tab (as shown in the example above) can be used to apply basic
formatting to the message, insert items, set follow-ups, and flag the importance
of a message.

The Insert tab contains tools that enable you to insert items such as
attachments, tables, illustrations, text boxes, WordArt, equations, symbols and
lines.

The Options tab contains tools that can be used to manage your message, such
as whether you want to use voting buttons and tracking features, specify delayed
delivery details, set permissions and so on.

The Format Text tab contains all of the formatting commands for your mail
message, whereas the Message tab only contains basic formatting command
tools.

The Review tab contains tools that let you check a message before sending it,
such as the spell checker, thesaurus and word count.

4 The message header is where you address your mail message and enter the
subject. It can also display information about the message in an Info Bar, such
as whether or not it has been sent, if there are any actions that have been
specified by the author, and so on. If you have more than one email account
(Outlook 2010 supports multiple Exchange accounts within an Outlook profile),
Outlook will display an additional field in the header called From in which you can
select the desired email address.
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CREATING A NEW MESSAGE

Mail messages in Outlook can be created
from virtually anywhere in Outlook - you
don’t specifically need to be in the Mail
feature. A mail message appears in a
Message window. In this window you

specify the recipient details, the subject and
the main text of the message. You can also
specify who will receive a courtesy copy (Cc)
if desired.

Try This Yourself:

Before starting this exercise ensure
Outlook has started...

1 Click on the Home tab and
click on New E-mail in the
New group to display a new
message window

This may sound a little corny,
but we'll actually address the
message to ourselves...

Click on [To] to open the
Select Names dialog box

Double-click on the desired
user name to copy it to the
message recipient box to the
right of To

4 Click on [OK] to place the
name in the field to the right
of To in the message window

5 Click in Subject and type My

First Email Message

If you don't type a Subject
and click on [Send], Outlook
will display a message asking
you to confirm that you
meant to leave the Subject
blank...

Click in the large white
message box beneath the
header and type:

Today I am learning how
to send email messages. I
am sending it to myself.

m

Search: @) MName only Address Book

[ e

(©) More columns

Global Address List - pdawson @alpheiusgloba + Advanced Find

| Name Title Business Phone Location |

-
51393440009

51 3 98440004
61 398440008
61 398440010
61 398440003

8 Amanda Bennett
& Angel Harrington
& Augustine Millson
& George Samuelson
& Harry Jones

& Ian Heasman

& Jerry Hancock

m

51395440014
8 Julianne Kerr 61 398440002
& Mark Jones 61 3 9844 0006
8 Maureen Grayson B51 398440007
4 T 3

I To -> I|
Cc-> | |
s |

HEHD O« 9|5 My First Email Message - Message (HTML)

NG | Message | Insert
b Cut
53 Copy
;yFormat Fainter
Clipboard

Format Text Review

=-1w (8 @8 |
Address Check | Attay

Book MNames Filg
MNames |

Options

AN

BIuU | ¥-A-|F

Basic Text

Calibri (Body = 11

i= iE

Faste

el 5

To... | Peter Dawson

=1

- e |
Send

Subject: | My First Email Message

Today | am learning how to send email messages. | am sending it to myself,

o

For Your Reference...

To create a new message:

1. Click on New E-mail in the New
group
Click on [To], select the name and
then click on [OK]
Type the Subject
Type the message

2.

3.
4.

Handy to Know...

You can create a new mail message from
any Outlook feature by clicking on New
Items in the New group on the Home
tab and selecting E-mail Message.

If you click in To and begin typing the
recipient’s email address, Outlook will use
AutoComplete to display relevant
addresses.
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CHECKING THE SPELLING

Outlook comes complete with a spell
checker that works in the same way as in
other applications, offering suggestions
where appropriate. The spell checker will
not only check the text that you type in a

message, it will also check the Subject text
as well. Additionally, you can use the spell
checker to check your tasks, meeting
requests, appointments and more.

Try This Yourself:

Continue using the previous
message with this exercise...

1 Click on the Review tab,
then click on Spelling & e
Grammar ¥ in the
Proofing group to start
the spell checker - if
there are no errors
Outlook will advise you
that the spell check is
complete

2 Click on [OK] to close

the message box O |

3 Click at the end of the
message text, press
and type missages - an
obvious spelling error

4 Repeat step 1 to re-run
the spell checker

This time the error will be
found and alternatives
will be suggested in the
Spelling and Grammar
dialog box...

Click on messages

5 under Suggestions, 6
then click on [Change]
to make the change

6 Click on [OK] to close
the message box

@ The spelling chedk iz complete.

[ ok | [ Hee |

To... | Peter Dawson

EE Cc...

Send |

Subject: | My First Email Message

Today | am learning how to send email messages. | am sending it to myself. missages|

Mot in Dictionary:

missages| -~ Ignore Once
Ignore All

Add to Dictionary

Suggestions:

- Change
massages

message's Change Al
massage's

miss ages AutoCorrect
messages’ v

Check grammar

4

[ Options... ] | Undo Cancel

To... | Peter Dawson

- Cc... |
Send

Subject: | My First Email Message

Today | am learning how to send email messages. | am sending it to myself. messages

For Your Reference...

To check the spelling in a message:
1. Click on Spelling & Grammar ¥

Handy to Know...

e Because email messages are often
in written and sent off quickly, they tend

the Proofing group on the Review to lack the formality and protocol of a

tab

postal message. Nevertheless, you
should ensure the spelling is correct
before sending the message.
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ADDING AN ATTACHMENT TO A MESSAGE

Attachments are usually computer files document from a word processing

that contain additional information for the application, or a data file from a spreadsheet
recipient. It might be a picture file or database. Attachments are inserted into
(perhaps you are sending a picture of a the message.

family wedding to an overseas relative), a

OM

Try Thls Yourself: @@v|@ v Libraries » Documents » v|"’|| Search Documents jJ|
Cont[nue Uslng the Organize = Mew folder =~ 0 @
previous message with this (@ Microsoft Outiook o Documents library -
eer‘Cise. . Includes: 2 locations 2Pl
Double-click on W Favorites Name . Date modified Type
1 M Desktop
messages and press B Downloads ) Intuit 7/06/201012:59 PM  File folder
to delete the €5 Recent Places | 3 M My Music 15/07/201012:03 ... File folder
= i E| My Pictures 15/07/201012:03 ... File folder
Wolrdl then press 53 Libraries B My Videos 15/07/201012:03 ... File folder
twice and type ST RTE L Outlook Files 15/07/201011:31 ... File folder
Here's a picture of o Music
my favourite place. =] Pictures R
. B via
2  Click on the -
Message tab, then 18 Computer
click on Attach File & Local Disk (C) ([ m I >
(0] in the Include File name: «| [AnFiles 09 -]
QFOUD to .Open the Tools = I Insert |vl ’ Cancel ]
Insert File dialog '
box
3 NaVigate t_o the e Tou. Peter Dawson
Course Files for = - |
Outlook 2010 send : _ _
Subject: |r'.'1y First Email Message

folder, then click on

Uluru.jpg and click
on [Insert] to insert
the picture file as an
attachment

Attached: @Umru.ipq (2 KB}

Today I am learning how to send email messages. | am sending it to myself.

Here's a picture of my favourite place.

Notice that an
Attached field has
been added to the
bottom of the
message header. It
includes the
Uluru.jpg file that
you just inserted

For Your Reference...

Handy to Know...

To add an attachment to a message: e Attachments are the cause of many
computer problems, especially over the

2. Click on Attach File [0|in the

Include group on the Message tab

3. Navigate to the desired folder
4. Click on the file
5. Click on [Insert]

internet. Many computer viruses are

transmitted over the internet through

attachment files.
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ADDING IMPORTANCE

Outlook allows you to add importance to
an email message. All messages have
some degree of importance attached to
them - unless you specify otherwise, it is
set to normal. But, if you feel that your

Microsoft Outlook 2010 - Level 1

message needs more attention, you can
assign high importance to it. By setting the
level of importance, you also enable the
email recipients to sort messages by

o My First Em

mat Text

Try This Yourself:

Continue using the -0
previous message with this

exercise... I

e
11

Review

importance.
ail Message - Message (HTML) = E R
« @
—. g3 g : Jlﬂ |Z ¥ Follow Up = Q
» B & ( =

#5 | Address Check
i Book Mames

Attach Attach Signature
File  Item~ 4

Zoom
B LowImportance

| MNames | Include | Tags G| Zoom

1 Click on High =

Importance ! in

the Tags group
The tool will appear

highlighted i © [o== )
Ig Ig ted n Settings Security
orange... lﬂ T %} Change security settings for this message.
2 Click on the dialog Sensitvity:
box Ia unCher F fO r Do not AutoArchive this item
Tags to open the Voting and Tracking options
Properties d|alog E__H [F]Use voting buttons: | |Z||
bOX Reguest a delivery receipt for this message
i Request a read receipt for this message
There are quite a few Delivery options
settin gs h ere that '{ Have replies sent to: | | [ Select Names. ..
determine hOW and o [1Do not deliver befare: |None |Z| |12:DD AM |Z|
When yOUF messages Expires after: |N0ne |Z| | 12:00 AM |Z|
Wi” be sen t . Save copy of sent message
3  Click on the drop [ contacts... ] | |
arrow |Z| f-'or Categories w | None |
Sensitivity and
select Private

Click on [Close] to
close the Properties
dialog box

Setting the
Sensitivity to Private
will display 'Please
treat this as Private’
in the message
header when the
recipient opens this
message

For Your Reference...

To change the importance of a message:
1. Click on High Importance |!|in the

Tags group on the Message tab

Click on the dialog box launcher '

for Tags

Set Sensitivity as desired and click on

[Close]

2.

3.

Handy to Know...

Sensitivity options in the Properties
dialog box are only advisory - they do
not force what action the recipient
takes.

Don't overuse the High Importance
flag. Too much use of this and your
recipients will begin to ignore your
messages!

© Learning and Development Service
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REQUESTING MESSAGE RECEIPTS

Just because an email message is sent to
someone, it doesn’t necessarily mean that
they have received or read it. If you want
to be sure that a message has arrived and

that it has been opened, you can mark your
message so that an electronic receipt is
generated and sent back to you when your
message arrives at the recipient’s address.

HdD O+ # |+ My First Email Message - Message (HTML)

m Message Insert Options Format Text
™ - oL - { -
nCoIors ;I:I ;I:I o g
Fonts = -_— =
Page Ecc Fram Permission
[O]Effects = calor- =
Themes | Show Fields | Permission |

Try This Yourself:

Review

Continue using the
prt.EVIOUS message with Themeas
this exercise... T

1 Click on the
Options tab on the
ribbon

u]
Request a Delivery Receipt

Use Vating Request a Read Receipt 5
Buttons = 11

Tracking ]

4 j & o < y First Email Message - Message
HEH9 O | My First Email M M (HTML)

m Message Insert COptions Format Text

Review

Click on Request a P —
pyl 4 nd
2 Delivery Receipt l%d E% E Request a Delivery Receipt
in the Tra.cl.(ing The'mes @Effects . Cfnalgre' Bce  From Perrnivssion Lllas:tt;o;isnvg Request a Read Receipt
group until it Themes | Show Fields | Permission | Tracking = |
appears ticked
. Tao... |Peter Dawson
This ensures that a =1 . |
. . Co
receipt will be sent Send
Subject: |I\-1y First Email Message

to you when the

message is
received by the
recipient...

Click on Request a

Attached: | (& Uluru.pa (2 KB

Today | am learning how to send email messages. | am sending it to myself.

Here's a picture of my favourite place.|

Read Receipt in
the Tracking
group until it

HdD G2+ + |+ My First Email Message - Message (HTML)

appears tICked m Message Insert Options Format Text Review
This ensures that a N [l colors + = = g 0

. . 0‘ 8 8 He=y Request a Delivery Receipt
receipt will be sent [&] Fonts - m _— =
to yOU When the The'mes @Effects . ci?gre- Bcc  From Permi'ssion Ltlas:tt;or::isnvg Request a Read Receipt
message is read by Themes | Show Fields | Permission | Tracking = |
the reCIpIent To... |Peter Dawson

=1

Send

e |

Subject: |I\-1y First Email Message
Attached: I:luluru.'gu (2 KBl

Today | am learning how to send email messages. | am sending it to myself.

Here's a picture of my favourite place.

For Your Reference... Handy to Know...

To request a message receipt: e While read and delivery receipts are
1. Tick Request a Delivery Receipt in useful they do not guarantee that the
the Tracking group on the Options person to whom the message was sent
tab to request a delivery receipt, or was the person who actually opened it
Tick Request a Read Receipt in the and read it. Sometimes, formally
Tracking group on the Options tab to requesting a reply from the recipient is
request a read receipt a better option.
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SENDING THE MESSAGE

Once you have addressed the message,
composed it, added any attachments, and
assigned importance and receipts if
necessary, you are finally ready to send
the message. When you send a message it

Microsoft Outlook 2010 - Level 1

actually travels through two folders: the
Outbox where it awaits transmission and
the Sent Items box where it is saved after
it has been transmitted.

IQ—“ % 9 |z Sent Items - pdawson@alpheiusglobal.com - Microsoft Outlook
Try ThIS Yourself: DG | Home Send / Receive Folder View
. . . 3 5.3'5‘1 naore . 3 ove to: 7 2 Move +
Continue using the previous SO = CQ £ Boweetng g:‘ A = gms,
message with this exercise... P e | Gounke  Doiete | Reeb Reply Fonward By o | ramemail |+ | g oneNote
1 Click on Send @ in Hew | Delete - | Respond | Quick Steps G| Move
the message header to Fg':;xm Search Sent tems (Ctri~E) 2|| My First Email Message¢
Send the message E Sent Tems Arrange By: Date |Newest on top Sl Peter Dawson
The message will be T 4 Tosay O Tt meseage was sent wih
placed bl‘lef/y in the 4 pdawson@alpheiusglobal.com Pm"_ Dawson 1:58 PM Sent: Thu15/07/2010 1:59 PM
My First Email M 1a To Peter Dawson
Outbox and sent at the 3 inbox 1) :
H i @ Drafts = Message @Ulurudpg 6 KB
next possible time 5 sent tems
depending on what (@ Deleted Items Today | am learning how to
other messages are [Fg) Junk E-mail am sending it to myself.
Slttlng in the queue... % :sl-lstt::ds Here's a picture of my favo
2 Click on Sent Items e
in the Navigation
pane to see the mail e
that has been sent
3 Click on Inbox in the : o o P
= = 0= 9|+ nbox - pdawsen@alpheiusglobal.com - Microsoft Outloo
Navigation pane to % :
. . . NG| Home Send / Receive Folder View
see the incoming mail N 5 Y
] L 3 T3 Ignore - = = Meeti 3 Move to: 7 ave
Since you addressed | o Clean Up - X aQg f‘ S omansosr < [ Rules -
. M M Delets Repl Reply Fi d - .
this message to Emal tems- | @unks | ey Y T R Mo [ reamemal |5 | (] oneNte
yourse/f It may have New | Delete - | Respond | Quick Steps f | Maove
P 4 Favorites
arrived already! You 3 nbox 1) [search Inbox Ctri-B) A My First Email Message
may have also 3 sent ftems Arrange By: Date [newestontop 72| petar Dawson
received a dellvery @ Deleted tems 4 Today ° '?I!fi:srs;::tgzrli\rsa:ss:::i:tlh Hi
receipt, SIITII/ar tO the 4 pdawson@alpheiusglobal.com @8 Microsoft Exchange 1:59 PM Sent: Thu15/07/2010 1:59 PM
one shown above the yimbaxi) Delivered: My First Email Messa... ! To:  Peter Dawson
5 | Peter Dawson L59 PM 4 Message | [ Ulurujpg (6 KB
message in our sample % ?'a:t:t My First Email I 10 :
ent Items
& Deleted Items Today | am learning how to
;3 Junk E-mail am sending it to myself.
% :;;:tds Here's a picture of my favo
L@ Search Folders

(3

For Your Reference...

To send a message:
1. Click on Send |=| in the message
header

Handy to Know...

e Once a mail message has been sent, it
is placed in the Sent Items folder.
From this folder you can resend the
message which can be handy if you
forgot to add an attachment to the
message, or you can send it to another
recipient altogether.

© Learning and Development Service Page 12 Sending email



Microsoft Outlook 2010 - Level 1

CREATING AN AUTOSIGNATURE

Even though the computer will

ones that you would use in a postal letter.

automatically add your email user name to You can be formal or informal. Some people

the email message, it is still deemed to be

good practice to sign off on your email

also use this as a marketing or advertising
opportunity and provide additional text or

messages. These sign-offs are like the graphics.
. [=8-|[msal
Try This You rself: E-mail Signature | Personal Stationery
Select signature to edit Choose default signature
Before starting this exercise create a | Eretescnt i oobressgid o =]
lew messages: none!
new blank message... e s IE; E
1 Click on Signature (&~ in the e e o o )
InCIUde group On the Edit signature
Message tab, then select [l [l B 7 u[ aweic [[] & = = |sdosresces | &
Signatures to open the a3
Signatures and Stationery
dialog box
2 Click on [New] to open the
New Signature dialog box .
3 Type Personal Signature,
then click on [OK]

4 Click in the text box for Edit
signature and type Yours
sincerely, press twice,
type your name, press
twice again and type your
company’s hame

You can use the formatting
tools to enhance your
signature - for example, we
formatted ours as Lucida
Handwriting, 18 pt, bold...
5 Click on [OK] to save your

signature and return to the
email message, then press

to close the untitled message

Personal Signature will be
added to the list in Signature
on the Message tab

(e
Signatures and Stationery
E-mail Signature | Perzonal Stationery |
Select signature to edit Choose defzult signature
| Eomal accounts | neayson@alpheiusiabs

MNew messages: (nane)
Repliesfforwards: (none)

[ Delete I[ New ][ Save ][ Rename I

Edit signature

ey | B ¢ v [ [ E)

Yours sincerely

| [85] Business Card

Peler Dawsovw

Alpheius Global Enterprises

For Your Reference...

To create an autosignature:
1. Create a new email message
2. Click on Signature |2-| in the Include
group on the Messages tab and select
Signatures

AW

. Type and format your signature text in
Edit signature, and then click on [OK]

Handy to Know...

e Formatting options can be applied to an
AutoSignature if you use plain text as
your message format. The formatting
will not be visible in your outgoing
messages, but it will be visible to

. Click on [New] and name your signature recipients who use HTML or .rtf

message formats.
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USING AN AUTOSIGNATURE

AutoSignatures are applied automatically it will appear at the bottom of any new email
to all new email messages that you create. messages that you create. This is a great
Once you have created an AutoSignature time saver if you create many emails a day.

and nominated it for new mail messages,

o SIH9 e« s Untitled - Message (HTML)
Try ThIS Yourself: NG | nessage Insert Options Format Text Review
Before starting this ] "\‘z”t_ MR =R = @a [—]
exercise ensure you have Paste 3 . | B s u|®-A-|== = ss| Address Check | Atta
- 7 Format Painter - TN Book MNames Filg
created an Clipboard | Basic Text | Names |
AutoSignature... i
To...
1 Create a new email =1 [ |
message seng |

Subject: |

Notice how the
AutoSignature has
appeared in the white
message box...

2 Select your user Peler Dawsorv
name in To, type
Testing the
AutoSignature in
Subject and type In
this message I am
testing the
AutoSignature. It
is working fine.

Yours sincerely

Alpheius Global Enterprises

e ECI™ I AT I Testing the AutoSignature - Message (HTML)

m Message Insert Options Format Text Review

& cut Calibri (Bodh~ 11~ A" A7 | 12+ i=~ )
zbct)vg_thet EE e alibri (Body CE _@i 5B &' [—]
uto Igna ure as Pafte %yFormatPainter B I U e év ; =[EE Agggekss I'E::lcel: AE?EI
Shown Clipboard | Basic Text | MNames |
3  Click on Send [S to ) oo
send the message = . |
send
Subject: |Testingthe AutoSignature
In this message | am testing the AutoSignature. It is working fine,|
Yours sincerely
Peler Dawsorv
Alpheius Global Enterprises
For Your Reference... Handy to Know...
To use an AutoSignature: e Although you can create more than one
1. Create a new email message - the AutoSignature, only one AutoSignature
AutoSignature will appear will be set as the default. If you want
automatically to insert a different AutoSignature,

click on Signature on the
Message tab and select the signature
name from the list of signatures.
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REMOVING AN AUTOSIGNATURE

Outlook allows you to have multiple
AutoSignatures. For example, you may
create one for formal business emails,
another for personal emails, and perhaps
several different ones for the various roles

or jobs that you perform in your
organisation. To ensure that the list of
available AutoSignatures doesn’t get out of
hand, you can remove unwanted signatures.

Signatures and Staticnery

[ el

Try This Yourself:

E-mail Signature

Before starting this exercise
ensure you have created an
AutoSignature...

Select signature to edit

| Personal Stationery |

Choose default signature

E-mail account: pdawson @alpheiusglobal.com

MNew messages: Personal Signature

Replies fforwards: (nane)

1 Create a new email
message

Click on Signature [2-

Edit signature
Calibri (Bady)

Rename

Automatic

FlluE e 7 o Bl=)

=] Business Card

H e

and select Signatures
to open the
Signatures and
Stationery dialog box

Ensure that Personal
Signature is selected

Yours sincerely

Peler Dowsovw

Alpheius Global Enterprises

under Select

signature to edit,

Cancel

then click on [Delete]

You will be asked to
confirm your

intention...

Click on [Yes] to
confirm the deletion

Click on [OK] to close
the Signatures and

(2
(6

-

BHH9 e+ 9=

Message
=

Paste

Untitled - Message (HTML)

> B &

Address Check | Attad
Book MNames Filg

Insert Options Format Text Review

& Cut

E3 Copy

# Format Painter
Clipboard

-

11

iz

T A A
B A

= 3=

B I U ===

| Basic Text | Names |

Stationery dialog box
and then press [esc] to
close the email

=1

Send

To..

Cc... |

Subject: |

message
Create a new mail
message

Notice that the
AutoSignature has not
been inserted into the

message...

Press [esc] to close the
email message

For Your Reference...
To remove an AutoSignature:

1. Create a new email message

2. Click on Signature |- and select
Signatures

3. Select the signature and click on
[Delete]

4. Click on [OK]

Handy to Know...

You can also access the Signatures
and Stationery dialog box by clicking
on Signature in the Include group
on the Insert tab.

© Learning and Development Service

Page 15 Sending email



Microsoft Outlook 2010 - Level 1

SENDING A COURTESY CoPY

With normal postal letters, it can be time
consuming to send additional copies of a
letter to someone else. You need to
photocopy the letter, create a new
envelope and spend just as much time and

effort as you did on the original. But with
email, you can send a copy of a message to
another person simply by inserting their
email address in the Cc (Courtesy Copy)
field.

. @| g L IS This message has a copy - Message (HTML)
Try Thls Yourself: -Hp Message Insert Options Format Text Review
Before starting this exercise EE & cut caliboriBocy - |11 -| A" A7 |2 1=~ 2 (8 @J Q
Copy
ensure Outlook has started... oo ;Fm U WA EEE EE s e | A
Create a new message Y ST Sook Mames | Filg
1 . ! Clipboard I | Basic Text I | MNames |
then type This
message has a copy : To. ||
in Subject and type In ;E' G ||
this exerCise I’m Subject: |This message has a copy
creating a message
with a cou rtesy copy In this exercise I'm creating a courtesy copy to see how it works.
to see how it works.
in the message box, as
shown
2 Click on [To] to open

the Select Names
dialog box

Click on your user name
and then click on [To]

m

Search: Mame only ) More columns

Address Book

4 CI |Ck on th e same name | " Go Global Address List - pdawson@alpheiusgloba - Advanced Find
aga | n an d th en CI |Ck on | Mame Title Business Phone Location
[Cc] § Jerry Hancock 61393440014 A
) 8 Julianne Kerr 61398440002
5 Click on [OK] to return 8 Mark Jones 6139844 0006
& Maureen Grayson 61 398440007
to the message 8 Neville Smith 61 398440011
i £ Peter Dawson 61 398440005
The Same hame WI” 8 Petra Henricks 61398440012 L
appear in both To and & Victor Brown 61398440015 3
CC 8 Vivienne Clark 61398440013
e - & Windows SBS Administrators
6 Click on Send [= to . . =

send the message

To-= |

Peter Dawson |

After a few moments

e ]|

-

Peter Dawson |

the message will appear

B - |

in your Inbox. If you
click on it you will see

oK ] [ Cancel

].:E

that your name appears
in both To and Cc

(4

For Your Reference...

To send a courtesy copy:
1. Create a new message, then click on
[To]
2. Select the recipient and click on [To]
3. Select the recipient for the courtesy
copy and click on [Cc]
Click on [OK] and then click on Send

4.

Handy to Know...

When creating a new mail message,
you can open the Select Names dialog
box by clicking on either [To] or [Cc]
in the new message window.
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SENDING A BLIND CoPY

When a recipient receives an email that of an email to another person without the
has also been sent to others as a courtesy main recipient being aware of this fact, you
copy, the main recipient can see exactly can send the message as a blind copy. The
who has received a copy of the email in Bcc field will not appear in the main
the Cc field. But if you wish to send a copy message.

@| H9 O« % |- This message has a blind copy - Message (HTML)

Try This Yourself:

Before starting this exercise
ensure Outlook has started...

1 Create a new message,
then type This
message has a blind
copy in Subject and
type In this exercise
I'm creating a
message with a blind
copy to see how it
works. in the message
box, as shown

2 Click on [To], double-
click on your user name,
and then click on [OK]

3 Open the Options tab,

and then click on Bcc &2
in the Show Fields

group

The Blind Copy (Bcc)
field will appear in the
message header...

4 Click on [Bcc], double-
click on your user name,
and then click on [OK]

You will receive a blind
copy of the email...

5 Click on Send [= to
send the message

You must turn off Bcc...

) Create a new message,
repeat step 3 to
deselect Bcc, then press
to close the message

m Message Insert Options Format Text Review

£ -
E °\J°“"'t Calibri (Body * |11 | A a7 [ IS - = - | B 3gﬁ @ g

Paste ahr . A . . = = | i= 5= | Address Check | Attal
- ;yFormat Painter LA e % = === Eook Mames Fild
Clipboard | Basic Text | Mames |

Subject: |This message has a blind copy

In this exercise I'm creating a message with a blind copy to see how it works.

BE9® e+ v |s This message has a blind copy - Message (HTML)

WG Message Insert Options Format Text Review

ncmors - [ B | B4 y o
% a= | g g [ Request a Delivery Receipt

_z_‘!l mantsv ﬂ =4 i= equest a Delivery Receip
Themes Page Bee | From | Permission | Use Voting Request a Read Receipt

" @Effects T Calor - Buttons =

Themes | Show Fields | Permission | Tracking |
To... | Peter Dawson
=1 (o ]

Subject: |This message has a blind copy

In this exercise I'm creating a message with a blind copy to see how it works.

©

For Your Reference...

To send a blind copy of an email:
1. Create a new message

Handy to Know...

e You can add a blind copy recipient by
clicking on [To] or [Cc] in the header

2. Click on Bec &2 in the Show Fields area of a message. You can then add

group on the Options tab

recipient names to Bcc in the Select

3. Type the blind copy recipient in Bcc Names dialog box. When you close

this dialog box, the Bcc field will
appear in the header of the email.

© Learning and Development Service

Page 17 Sending email



Microsoft Outlook 2010 - Level 1

CONCLUDING REMARKS

Congratulations!

You have now completed the Sending email booklet. This booklet was designed to get
you to the point where you can competently perform a variety of operations as listed in the
objectives on page 2.

We have tried to build up your skills and knowledge by having you work through specific
tasks. The step by step approach will serve as a reference for you when you need to repeat
a task.

Where To From Here...
The following is a little advice about what to do next:

Spend some time playing with what you have learnt. You should reinforce the skills
that you have acquired and use some of the application's commands. This will test
just how much of the concepts and features have stuck! Don't try a big task just yet if
you can avoid it - small is a good way to start.

Some aspects of the course may now be a little vague. Go over some of the points
that you may be unclear about. Use the examples and exercises in these notes and
have another go - these step-by-step notes were designed to help you in the
classroom and in the work place!

Here are a few techniques and strategies that we've found handy for learning more about
technology:

visit CLD’s e-learning zone on the Intranet
read computer magazines - there are often useful articles about specific techniques

if you have the skills and facilities, browse the Internet, specifically the technical
pages of the application that you have just learnt

take an interest in what your work colleagues have done and how they did it - we
don't suggest that you plagiarise but you can certainly learn from the techniques of
others

if your software came with a manual (which is rare nowadays) spend a bit of time
each day reading a few pages. Then try the techniques out straight away - over a
period of time you'll learn a lot this way

and of course, there are also more courses and booklets for you to work through

finally, don’t forget to contact CLD’s IT Training Helpdesk on 01243-752100
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