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RECEIVING EMAIL

INFocus

Email messages are received in the Outlook Inbox in much
the same way as letters are received in a letterbox.
Messages can be made to appear here automatically or
upon request.

You'll probably spend a fair proportion of your time with

Outlook in the Inbox dealing with new messages as they
arrive.

In this booklet you will:

gain an understanding of the Inbox

learn how to retrieve email from the mail server
learn how to open another data file in Outliook
learn how to adjust the various message views
learn how to arrange messages in the message
list

learn how to read email messages

learn how to open multiple messages

gain an understanding of conversation view
learn how to navigate conversations

learn how to reply to a message

learn how to reply to a message in a conversation
learn how to reply to all messages

learn how to reply to a message without including
the original message text

learn how to add comments to reply messages

learn how to nominate a different email address
for replies to your messages

learn how to forward messages

learn how to find related messages

learn how to ignore conversations

learn how to mark messages as being unread
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UNDERSTANDING THE INBOX

When you receive email messages, either folder, read, deleted, printed, plus more
from an internal mail server or from the using the various tools provided by Outlook.
Internet, the incoming mail is normally You can also configure the Inbox in a
placed in the Inbox. Once mail appears in number of ways to ensure that it best suits
the Inbox it can be moved to another your needs.
OEENE Inbox - Watsonia_01 - Microsoft Outlook - =3 0=
BNGIES | Home Send / Receive Folder View & e
EA.JQHWE = [ [ cetin (25 Moveto: 7 (23 Move ~ BUmEadIRead Find a Contact ~
= f Clean Up ~ x ; 3 g EQM na QToManager - @Rules' Categorize = (G Address Book
Erj-::\ ItE;V:. & Junk - e e Ri‘ﬂly Forward B More = | |3 Team £-mail 7| | S onenate | ¥ FollowUp = | W Filter E-mail ~
MNew Delete Respond Quick Steps [F} Move Tags Find
4 Favorites 4 -
Elnbox Search Inbox (Ctrl+E) P‘ RE: Social Club
() Sent tems juane=Erinate [Newsstontop ™%} Amanda Bennett 9
@ Deleted Items Sent:  Fri16/07/2010 1:49 PM
j Today To:  Peter Dawson
[ pdawson@alpheiusglobal.com |~ Amanda Bennett 1:49 PM -
RE: Social Club ]

4 Watsonia 01 | tried there — they're booked out all of December.

*spuaw jurodde Bujw oadn oy ﬁ -

Amanda Bennett 1:41 PM
G What about a bbg at the local park?
{a] Deleted tems RE: Social Club 4 P
[ Drafts 4 Amanda Bennett 137 PM What are your plans for the weekend? A group of | _
[3 nbox 3} Secal Club us are going to the Karaoke bar tonight, do you I
3 Junk E-mail =] Harry Jones L31PM want to come? It should be a real scream.
3 Outbox Parking 1]
[ RSS Feeds [ Harry Jones 12:37 PM . v
£8 search Folders New Products Presentation From: Pedter Daws?” Fl
. Sent: Friday, 16 July 2010 1:42 PM &
[ senttems = ::’ertylaz::; ement Ex| ens:szm ™ Eociniomls ’Eennett 3
&> [3 SyncIssues 9 P Subject: RE: Social Club g
4 Amanda Bennett 12:10 PM g
Marketing budget B N &
What about the room upstairs at the Irish pub
4 Harry Jones 11:46 AM down the road?
RE: New product ideas )
(= Amanda Bennett 11:28 AM
FW: New product ideas 9 From: Amanda Bennett
‘ @ . (33 Amanda Bennett 11418 AM Sent: Friday, 16 July 2010 1:41 PM

To: Peter Dawson
Subject: RE: Social Club

RE: New product ideas

Calendar

@ Do you have any ideas for a location for our
Christmas party? -
7] Tasks
See more sbout: Amanda Bennett.
o Ca (8 - - ©
ltems: 10 Unread: 3 | | m e300 oF——LF—(¥) |

©

In the example above the Inbox screen appears with three main vertical panels, the
Navigation pane, the Message list and the Reading pane.

1

2

The Navigation pane (optional) displays a list of folders making it easy for you
to view the contents of the Inbox, Sent Items or Outbox. To view these
folders you simply click on the one that you want to view.

The Message list displays all of the messages in the selected folder. For
example, the Inbox message list displays incoming messages. Unread
messages normally appear in bold as this helps you identify which messages
still need to be read.

The Reading pane (optional) displays the contents of the message that is
currently highlighted (or selected) in the Message list. It allows you to read the
contents of a message without having to open the message in its own window.

The To-Do bar (optional) integrates your tasks, emails flagged for follow up,
forthcoming appointments and calendar information in one central place on the
screen. It is minimised by default.

The People pane (optional) lets you view and access information that the
Outlook Social Connector displays from social networks.
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RETRIEVING EMAIL

All email messages must pass through a
mail server — the email equivalent of a
post office. With most computers a call is
periodically made to the server to see if
there is any mail for you. If you are

Microsoft Outlook 2010 - Level 1

waiting to receive a message you can force
your computer to check the server rather
than waiting for it to do it of its own accord
and any incoming messages will be added to
your Inbox.

Try This Yourself: o

Send/Receive

Before starting this exercise
ensure Outlook has
started...

Home

o9 I=

%Update Folder
=l Send All

All Folders @Send;‘Recei\re Groups ~ | progress
Send & Receive |

Send / Receive

Inbox - pdawson@alpheiusglobal.com - Microsoft Ou

Folder

=a 3

Show Cancel
All

Download |

View

ﬂ; Mark to Download ~

B Unmark to Download ~
Download

Headers f_Process Marked Headers ~

Col

Server

1 Click on [Mail] in the
Navigation pane to
open the Mail feature,

©

then click on Inbox to e  Favontes ) Search Inbox (Ctrl+E) ;:ll
open this folder if it is (5] Inbox (4 —
[ sent Items Arrange By: Date | newest on top ME

not already open

The Inbox is the folder
where you receive

incoming email ] =l Peter Dawson Thu 2:42 PM
messages_" @ Drafts This message has a copy
. [ sent ttems 51 Peter Dawson Thu 2:29 PM
2 Click on the Send / {a) Deleted Items Testing the AutoSignature
Retrieve tab Ea Junk E-mail @& Microsoft Exchange  Thu1:59 PM
. @ Outbox Delivered: My First Email Messa... H
3 Click on [f5) RSS Feeds = Peter Dawson Thu 1:59 PM

Send/Receive All
Folders & in the Send
& Receive group

Any messages

addressed to you on
the various mail

& Deleted Items

4 pdawson@alpheiusglobal.com

'31 Search Folders

4 Yesterday

-1 Peter Dawson Thu 2:53 PM
This message has a blind copy

My First Email Message Ta

servers will be '

delivered to you, and =L
any messages in your F calendar
Outbox_ will be sent to contacte
the mail sever(s) for _
delivery ] Tasts

k]2 (A -

For Your Reference...

To retrieve email:
1. Open the Mail feature
2. Click on Send/Receive All Folders &
in the Send & Receive group on the
Send / Retrieve tab

Handy to Know...

You can quickly retrieve and send email
by clicking on Send/Receive All
Folders & in the Quick Access
toolbar or by pressing

Fo].
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OPENING AN OUTLOOK DATA FILE

All of the things you do and wish to retain
in Outlook are stored in a data file - this

data file is organised into folders to help

you manage the contents. The default data
file and its folders appear under the name

of Personal Folders. You can, however,
open and work with additional data files. We

will do this so that we will have some sample

email messages to work with.

Special Note: You normally don’t
open data files in Outlook (other
than backup files). We are doing
this only so that you have some

(2

4 Favorites
B Inbox
@ Sent Items
& Deleted Items

4 pdawson@alpheiusglobal.com

©

4 Favorites
@ Inbox
@ Sent Items
& Deleted Items

[» pdawson@alpheiusglobal .com

[ tnbox 4 Watsonia_01
practice messages and data to (2 Drofts @ Deleted ems
. . @ Sent ltems
work with on this coiirse e L3 Drafts
el 3 Inbox 3
% Junk E-mail 3 Junk E-mail
Outbox [d Outbox
= [ RsS Feeds ca ;JSSmFeEds
Try This Yourself: e B Search Folders
Before starting this exercise I S
ensure Outlook has started...
1 Click on the File tab to
open the Backstage, click D B
on Open and then click on — —
Open Outlook Data File ] Gatendar = Calendar
The Open Outlook Data conees coneee
File dialog box will open ] Tess o] Tess
pointing to the default @ W=E-
folder where data files are
saved: the Documents\
Outlook Files folder...
2 Navigate to the Course ,
- Arrange By: Date Mewest on top
Files for Outlook 2010 O
fOIder’ CIiCk on Eg::::uasennm 1:49 PM
Watsonia_01.pst and EEEEEI
. 3 Amanda Bennett 1:41 PM
then click on [OK] to open RE: Socil Club
the data file in the B pmondamennett 1T
Navigation pane = ey Jones 131PN
3 CIICk On the bIaCk = ::\ZVWPJr::Es:ts Presentatlonu:g?PM
collapse icon 4 to the left s e
of the original data file G Amoncssennet 12101
(pdawson in our sample), B Homsones  1tasam
Fhen C”Ck on the e{(pand ﬁi::;:‘;::i:;\deas 11:28 AM
icon [‘} for Watson'a_ol R FW: New product ideas U]
(=4 Amanda Bennett 11:18 AM
4 Click on Inbox to see the e ew product ideas
messages stored here
For Your Reference... Handy to Know...
To open a data file in Outlook: e When you open a second Outlook data
1. Click on the File tab to open the file you will have access to two
Backstage Inboxes. However, Outlook will still

2. Click on Open
3. Click on Open Data Outlook File
4. Select the data file and click on [OK]

deliver all incoming mail to the default
Inbox designated for receiving mail -
this is usually the one associated with
the Personal Folders data file.
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ADJUSTING THE MESSAGE VIEW

You can customise both the Inbox screen your messages. In this exercise we'll switch
and the various panes that can appear in off and on various options to see what they
the Inbox to suit your own personal do, and then finish by configuring the screen
preferences. All of the panes, and their so that it appears with some of the most
options, together form a specific view of useful features.

OEGEE Inbox - Watsenia_01 - Microsoft Outlook N
- Send / Receive Folder | View =@
Try Th |S You rself: & change view » Show 55 Conversations l 14 Reverse sort [ navigation Pane ~ i Reminders Window
G View Settings E= g Add Columns [E reading Fane - 22 Open in New Window
o P . 1 Reset View SomcrationScttings Aréay”vge #=Expand/Collapse = | [T To-Da Bar ~ ;:f“:f 8 Close All Items
Continue using the previous e ‘ I ———
file with this exercise... = o femen o -5 8] «
. . e !]¢| 00| From [ subject Received  |Size |Categories |7 2] [
1 Click on the View tab to see @ oeetesens e
A _~J_ Amanda .. RE: Sedial Club Fri 16/07/20... 21 kB 8
the View commands | pomene G branie - A8 soc i Fiseor. it 12
@ = Q Amanda .. Social Club Fri16/07/20... 14 KB é
. - = Deleted Items farry Jo. arkin T .. -
Click on Change View |&- oo E1tery b Poring Bk =
. - D = |n:u: = You mayfnd the attached suney of Interest and 130 the Broposed new paring pln. H
and click on Preview —_— Gt e prsascs senaton
3 Outbox P
The Reading pane will be S S A M
: 3 st nems R i it o et o e 0t s renenrt openses orthe
closed and a short snippet — :
B ] b g
Mail 0 years? &
of each message will B v B s oot L ;
ul“]A da .. FW: N duct id: Fri 16/07/20... 31 KB
appear... (8] conacs Bt e oo e . [
a ) F o] Tasks
3 Click on Change View &- e :
and C||Ck on Single Iems: 10 Unread:3 | R e —
Again each message will
appear in a single line but
the Reading pane is open.
This is the ideal view when
you recel Ve many messages GG Inbox - Watsenia_01 - Microsoft Outlook o B =
a day_” Send/Receive  Folder | View - @
— ew E= | Reverse Sort [ Navigation Pane - T | @ Reminders Window
q - ow a5 Conversations | |[=]
4 CI |Ck on Change VIeW |7y~ n Sh ¢ i S(“:w ie 4= Add Columns ding Pane * E ;Ouen in New Window
. . gy~ %= Expand/Collapse - Pane~ Close All Items.
and click on Compact e > | e eeopermnd windom
4 Favorites <
[search mbax (ctri-£) 2| RE: social Club <
=) mbox
Here the Sender and o sent s i DIolF..| sutset [R-BIC- ¥ =) Amanda Bennett @
Subject appear on separate e + DateToday o e
. . B -4 A.. RESocial Club Fr. 2. > g
lines in each message and o G ARSI e L Ve there —they e bookad outllof Dacamber. ||| 2
the Readin ane is open & petcea nems 3@: ;““;' Club :; What about a bbq at the local park? ]
, gp p ) (3 Draits j : ::“:;"”“‘“" : i What are your plans for the weekend? A group of )
(3 inbox () anagemn... Qi L us are going to the Karaoke bar tonight, do you 2
NOW, Iet S Close the Peop/e 3 Junk E-mail Ca A Marketing bud... Fr.. 8. want to come? It should be a real scream. :
pane 3 Outbox G H..RE:New produc. o1
pan [ RSS Feeds (5418 A FW: New produ.. Fr.. 3, - v
) ‘7 g Search Folders & A~ RE:Newproduc.. Fr.. 1 ;:-TF:TJ;D??E 2010 1:42 PM g
5 Click on People Pane =~ DR
. = 3
and Se|eCt off tO h|de the E1) Cotencr What about the room upstairs at the Irish pub °
down the road?
People pane from the 5] conacs
bottgm gf the Readin ; n from A et &
Tasks
g @ - +| @ seemoreabout Amanda Bennett. -
pane Hemsi 10 Unread:3 | | mE soow O U3
.
6 Click on To-Do Bar (B~ and
select Minimised to 9
minimise the To-Do bar

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

To adjust the views of the Outlook screen: e If each message appears in a single
1. Click on the View tab and adjust the line rather than as a snippet over
desired settings several lines when you change the view
to Single, AutoPreview mode is
switched off. To turn AutoPreview
mode on, right-click on a blank area at
the bottom of the Message list and
select AutoPreview Layout.
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ARRANGING MESSAGES

Outlook allows you to sort your email
messages by sender, date received,
subject, and more. Once the messages
have been arranged they can be further

organised into groups. When messages are
grouped you can expand or collapse the
groupings. This helps you to better organise
and manage your messages.

Inbox - Watsonia_01 -

OIQ—“%L') I=
w Home

@ Change View ~

Try This Yourself: Send / Receive Folder View

N Reverse Sort
=i Add Columns

Show as Conversations

Continue using the

(—%View Settings

qE) 2 pl‘eViOUS fl/e Wlth thIS ) Reset View Conversation Settings Aréan'ge %= Expand/Callapse »

‘f"s ."t exerCIse/ or Open the Current View | Conversations | o
file Watsonia_01.pst... & From

1 On the View tab, click @1

on Arrange By |=2-| in
the Arrangement
group to display a menu

mE
EE Categories
¥ Flag: start Date

¥ Flag: Due Date

2 If Show in Groups is @ 5ize
not ticked, click on B cubject
Show in Groups B e
NOtICe that the @ Attachments
messages are currently Account

arranged by date...

3 Repeat step 1 to re-
display the menu again
(if necessary) and select
Attachments

The messages will be
arranged and grouped

i Importance

Show in Groups

O@ View Settings...

-

Arrange By: Attachments |With on top ¥| | Arrange By: Attachments With on top -

=4 Harry Jones 1:31 PM
Parking 1]

(=4 Amanda Bennett 11:28 AM
FW: Mew product ideas

4 With Attachments

1 Harry Jones 1:31PM
Parking 1]

by those with or without
attachments...

Click on the collapse
icon 4 next to No
Attachments to hide
these messages

Click on the expand
icon [* next to No
Attachments to display
the messages again

Repeat step 1 and
select Date to arrange
the messages by date
again

4 No Attachments

=4 Amanda Bennett 11:28 AM
FW: Mew product ideas

B Amanda Bennett
RE: Social Club

1:49 PM

Q. Amanda Bennett
RE: 5ocial Club

i Amanda Bennett
Social Club

1:41 FM
137 PM

&4 Harry Jones 12:37 PM
Mew Products Presentation

& Harry Jones 12:18 PM
Fleet Management Expenses

i Amanda Bennett 12:10 PM
Marketing budget

Q Harry Jones
RE: New product ideas

t,_—j Amanda Bennett
RE: Mew product ideas

11:46 AM

11:18 AM

* No Attachments

For Your Reference...
To arrange messages: o

1. Click on Arrange By |iZ- in the
Arrangement group on the View tab
and ensure Show in Groups is ticked

2. Select the desired option indicating the
order in which you want the messages

arranged

Handy to Know...

If Show in Groups is not ticked, the
messages will simply be listed in order
by the sorting criteria, such as by
sender. When Show in Groups is
ticked, Outlook will group each
category under an appropriate group
heading.
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READING MESSAGES

Email messages are just like paper-based
messages and will need to be read.
Messages in Outlook can be read using the
Reading pane. When the message is

Microsoft Outlook 2010 - Level 1

selected in the Message list, its content will
appear in the Reading pane. Outlook
messages can also be opened and read in a
separate window.

Try This Yourself:

Continue using the

“E’ 9 previous file with this

3 i exercise, or open the
file Watsonia_01.pst...

1 Ensure the Inbox is

selected so that you
can see the messages
you've received

Unread messages
appear with bold
formatting...

2 Click on the
Marketing budget
message from Amanda
Bennett to see it in the
Reading pane at the
right of the screen

3 Double-click on the
same message to open
it in its own window

4 Click on close to

close the message
window

You can also press
to close the active
message window

e Marketing budget

Amanda Bennett
@ You replied to this message on 16,07/2010 12:11 PM.

Sent: Fri16,/07,/2010 12:10 PM
To Peter Dawson

lJust a quick guestion, Pete. Do we have anything
left in our marketing budget for this quarter?

Cheers
Amanda

HHY 0« w5 Marketing budget - Message (HTML) - = =
NG | Message @
} j 3 S : B o
By1gnore x & G ) Bl meeting 3 Moveto: 7 N3 [ Rules [} Mark Unread a5 &4 q
(= To Manager L‘J ] Onetiote | B Categorize = Bn -
~ Delete | Reply Reply Forward B Er Mave Translate Zoom
& Junk L @ More (&3 Team E-mail - [ Adions v | ¥ Follow Up ~ - ke
Delete | Respond | Quick Steps & | Move | Tags | Editng | Zoom |
© You replied to this message on 16/07/2010 12:11 PM.,
From: Amanda Bennett Sent: Fri16/07/2010 12:10 PM
To: Peter Dawson
]
Subject: Marketing budget
. - . . . 5 - iz
Just a quick guestion, Pete. Do we have anything left in our marketing budget for this quarter? 3

Cheers
Amanda

For Your Reference...
To read messages:

1. Click on the message to display it in

the Reading pane
or

Double-click on the message to display

it in its own window

Handy to Know...

e You can set up Outlook so that when
you read a message in the Reading
pane, the bolding disappears from the
message in the Message list when you
click on another message. Click on
Reading Pane (View tab), select
Options and tick Mark items as read
when viewed in the Reading Pane.

© Learning and Development Service
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OPENING SEVERAL MESSAGES

Outlook lets you open more than one other Mail folder) and open another
message at a time. For example, you can message. You can repeat this process for as
double-click on a message in your Inbox many messages as you want opened.

and once it opens in a window of its own, Alternatively, you can open the desired

you can return to the Inbox again (or any messages simultaneously.

E OFH9 - Inbox - Watsonia_01 - Microsoft Outlook o B =

Tr Th is You rself. Home  Send/Receive  Folder | View o @
y o &) Change View - Show as Convarsations l 1} Reverse Sort Navigation Pane ~ Ig @ Reminders Window
. . G View Settings ] = 45 4dd Columns Reading Pane = E8 Open in New Window
o Continue using the ) Reset View Conversation Settings * | ATS9¢ o _ & o /Cotapse + | [HlTo-Do Bar ~ Teople | 589 rose Al tems
-~ . o q Current View | Conversations | Armrangement | Layout | Peaple Pane| Wwindow
i  previous file with < Fvortcs <
o B 2 e Scarch Inbox (ClriE) £|| Marketing budget g
g t IS eXerClse/ or 5 sentitems Armange By: Date [Newestontop  ¥l&| A oo Bennett )
® Open the f//e (3 Deleted Items 4 Today @ You replied to this message on 16/07/2010 12:11 PM. 5
. - Sent:  Fri16/07/2010 12:10 PM g
0 Watsonia 01 pst . b pdawson@alpheiusglobal.co™ | (5 Amanda Bennett L4g PM To:  Peter Danson g
= 4 Watsomia 01 A RE: Social Club < E
- Amanda Bennett 1:41 P . - .
1 Deleted It: o Just a quick question, Pete. Do we have anything 3
1 Click on any & i e ey | e i our marketing budget for s quarter?
. rafts 2 i Fl
message in the b Cseelaw
Junk E-mail (=] Harry Jones 1:31PM 5
b I H = Parki ) Amanda
Inbox to select it £ Outbox o =
Harry Jones 12:37 PM
P d h Id gz:r::::dm New Products Presentation Fl
2 ress an (e} Epieii + | 3 Hary Jones 1218 PM g
I. k Fleet Expenses S
dOWn and Clic [ Mail 4 Amanda Bennett 1210 PM g
Marketing budget &
on a nother ] catendar 4 Harry Jones 11:46 AM
. RE: New product ideas
message to select it Contacts 2 Amanda Bennett 1128 A1
FW: New product ideas @
as We” o] Tasts (= Amanda Bennett 11:18 AM
U@ RE: New product ideas E he
3 RIght-ClICk on one Hemsi 10 Unread: 3 | | & 00 (Sl U——0¥) |
of the selected e
.
messages and HIH9 O« %5 Marketing budget - Message (HTML) o B R ] = X‘:e
&
Se|eCt Open @ HHY U+ |+ Social Club - Message (HTML) - B =
. &1 Message @
The mail messages 8| Boroe )| G G (D Bveany (& e BB @ g B Q
=] ]
H H H To Manager - OneMote | B3 Categorize = -
will open in their Gtk Dot | e Rep Fors Myt | e || MO by e | Tomsae 8 | zeom
own Separate (] Delete | Respond | Quick Steps @ | Move | Tags | Editing | Zoom | <
From )
7 © You replied to this message on 16/07/2010 1:33 M,
To:
Wlndo WS... c‘:: From: Amanda Bennett Sent: Fri16/07/2010 1:37 PM E
Subj{ | T Peter Dawson g
Close the two open | :
Ju| | Sublect Social Club 2
messages . 5| §
cl A &
Fl
A The following points were raised at the recent Social Club meeting: é
® New table tennis table is required
o Old one to be taken to the dump v
o New one to be purchased with existing funds E
® Sub-committee to start on preparations for Christmas = 2
o Members nominated: Jerry Hancock, Julianne Kerr and myself ;
o Meetings: Monday 12.30 — 1:30 for the next five weeks &
Are you happy with the above?
—{|| Cheers
—1| | Amanda Rd
T SR | ]
| rems: 10 unread:3 [m g 0% O——0—@® |

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

To open several messages: e You can use a keyboard shortcut to
1. Click on a message, press and hold open several selected messages. The
down [ctr1] and click on other messages keyboard shortcut is ct1] + 2].
as desired  If you have opened several messages,
2. Right-click on one of the selected you can close them all in one go by
messages and select Open returning to the Inbox and clicking on
Close All Items 8 in the Windows
group on the View tab.
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UNDERSTANDING CONVERSATION VIEW

When the Outlook feature Conversations
is turned on (and it isn’t by default),
messages that share the same Subject will
be organised by date and arranged by
Conversation in the message list. In other

words, if you send a message to someone
and they reply to it and then you reply
again, these three messages will be grouped
and listed under the one conversation.

When Conversations is turned on, you can identify a conversation in the message list by
an icon showing multiple items, such as i@ or 2. The icons for other messages in the
message list show a single item, such as [.

Each conversation can be expanded or collapsed. You can expand a conversation by
clicking on the expand icon |- to see all messages in the conversation. Notice in the
example below that some messages are stored in the Inbox and others are located in the
Send folder - it doesn’t matter in which folder they are located, Outlook still maintains the

relationship. Any unread messages in a

conversation will have a bold heading. (Note that if

you turn off Conversations, only the messages stored in the Inbox will appear in the
message list - you would have to click on Sent Items to see the related messages that

you have sent.)

Arrange By: Date [Con\rersations]| -

Arrange By: Date [Comrersations]| -

Collapsed

4 Today

| Expanded

4 Today

conversation

© b [ Sodal Club

4 Sodial Club

conversation

Amanda Bennett 149 PM

4 Parking

* [ Amanda Bennett 1:49 PM

comprising five

The messages within each conversation

f=d Peter Dowson Sent [tems messages, Where
[ fmands Bennett 141 P the latest one is
* u rFeter Lawson SNt items
* (4 Amanda Bennett  1:37 PM unread
1 Parking

are sorted with the newest message on top. When

you receive a new message that relates to one of your conversations, the entire
conversation will move to the top of your message list. When you click on a conversation
header in the message list, the conversation appears in the Reading pane with the newest

message on top. Because all messages

in the conversation thread are included, you can

very quickly and easily read the entire conversation.
Expanded conversations provide a visual relationship between all messages in the

conversation. For instance, when you cl

ick on the first message in a conversation, Outlook

displays an icon comprising a small orange square with a yellow line protruding to the left.

Then as you click on other messages in
linking the related messages (as shown

the conversation, Outlook displays a vertical line
in both the above and below examples).

If a specific message gets two or more responses, Outlook will split the conversation into
multiple related but separate conversations, as shown below. The latest message in each
split will appear in the Reading pane when you click on the conversation.

Arrange By: Date [Conuersations]| -~

4 Today Arrange By: Date

[Con\rersations]l -

[ @ Mew product ideas o

4
Harry Jones; Amanda Bennett 11:46 .. Today

4 Mew product ideas

Fully expanded conversation
showing the relationship
between the three messages

'[-Qﬂeterﬂawson

Sent ftems i in the ton conversation

Collapsed conversation

Arrange By: Date [Conversations]| -~

T Q Harry Jones
- [,_j Peter Dawson

* (=] Amanda Bennett 11:28...

11:46 AM

Sent ltems
Arrange By: Date [Con\rersations]l -

4 Tod ,

oday Lﬁ Amanda Bennett 11:18 AM 4 Today
I Mew product ideas d Peter Dawson Sent Items
@ - p S @... _ 4 pew product ideas

Split conversation. Expand to see all items

. Q Harry Jones | * [=d Peter Dawson Sent Items

. f Harry Jones 11:46 AM
y Amanda Bennett o Fully expanded

f=d Peter Dawson Sent ftems

Partially expanded
conversation which has been
split into two conversations

conversation showing

* -4 Amanda Bennett 11:28... I

the relationship between
the three messages in

* [=4 Amanda Bennett 11:18 AM

* [ Peter Dawson Sent ltems

the bottom conversation
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NAVIGATING MESSAGES IN A CONVERSATION

When you turn on the Conversation
feature, Outlook groups all messages with
the same Subject as a conversation. You
can expand a conversation to view its
messages and then collapse it again when

you're finished. Using Conversations helps
you organise your Inbox so that it is not so
cluttered by grouping together and then
collapsing related messages.

Try This Yourself:

Continue using the previous
file with this exercise, or open
the file Watsonia_01.pst...

Click on the top message in the
message list, then click on
Show as Conversations in
the Conversations group on
the View tab to turn on
Conversations

A message will display...

2 Click on [This Folder] to
group all messages with the
same subject as a conversation

3 Click on the expand icon [- for

the Social Club conversation

to expand the conversation
and see it in the Reading pane

Now you can view all messages
easily...

Click on the oldest Amanda

Same
File

[

o

Bennett message to see the 4 Today 4 Today
a8 q 3 ocial Clu 3 ocial Clu
original message in the thread @imanldcalﬁinnett 1:49 PM @ imanld?B:nnEtt 1:49 PM
q q [ Parkin o =1 Parkin 1]
5 Click on the COIIapse Icon :arl:yjznes 1:31 PM :ar‘:yJines 131 PM
a g g [ Mew Produ resentation [ New Produ resentation
Split conversations are just as :aw?ande;dsp “ 1237 M :arryljondesdsp = 1237 PM
easy 4 Fleet Management Expenses =1 Fleet Management Expenses
o Harry Jones 12:18 PM Harry Janes 12:18 PM
6 Expand the New P roduct - fr:;f.:i:;;uniiﬁ 12:10 PM - :\4;;:2‘:‘:;;123& 12:10 PM
ideas conversation - this has b @ New product ideas ) {0 Nzpmenig: os r
Split conversation. Expand to see all items. ] - B Peter Dawson  Watsonia_01

been split into two threads

Microsoft Qutlook

y Show messages arranged by conversations
f L in:

| Alfoders | [ Thisfoider | [ cancel

[search inbox (ctri-g) A| RE: Social Club

Arrange By: Date [Conversations]‘ - 5 Amanda Bennett

Sent: Fri16/07/2010 1:49 PM
4 Today To:  Peter Dawson

4 sogal Club

3

* |- Amanda Bennett  1:43 PM I tried there — they're booked out all of December.

1 [3) Peter Dawson  Watsonia 01 What about a bbq at the local park?
1 [ Amanda Bennett  1:41 PM =
{2 Peter Dawson  Watsonia_ 01 What are your plans for the weekend? A group of
! Ea Amanda Bennett 1'37_PM us are going to the Karaoke bar tonight, do you
= par 0 want to come? It should be a real scream.
arking

Harry Jones 131 PM
(=] New Products Presentation From: Peter Dawson

Harry Jones 1237 PM Sent: Friday, 16 July 2010 1:42 PM

To: Amanda Bennett

[ Fleet Management Expenses Subject: RE: Social Club

Harry Jones
5 Marketing budget
Amanda Bennett

12:18 PM

What about the room upstairs at the Irish pub

L2:10 M down the road?

P [ Mew product ideas U]

Harry Jones; Amanda Bennett 11:46 ...
From: Amanda Bennett
Sent: Friday, 16 July 2010 1:41 PM
To: Peter Dawson

e T

e Arrange By: Date [Conversatlons]| =

0 Arrange By: Date [Corwersatmns]| L

° 4 Harry lones

* [y Amanda Bennett 1]

Q Harry Jones

B Peter Dawson  Wat:

7 Click on the expand icon [- to
expand the conversation fully

The two orange dots show the
two threads...

* [54 Amanda Bennett 11:28... ©
[~ Amanda Bennett 11:18 AM

Q Peter Dawson

Watsonia_01

8 Click on the various messages
to open them

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

To navigate messages in a conversation: e If you happen to receive from someone

1. Click on Show as Conversations on a message that has the identical
the View tab subject to other unrelated messages

2. Expand |: the conversation and click that you've sent and/or received,
on the desired message to view it in Outlook will group them together as

the Reading pane one conversation.
3. Collapse 4 the conversation
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REPLYING TO A MESSAGE

Some messages sent to you will require a Outlook will create a new message with the
reply. You can reply to a message either To and Subject boxes already completed.
directly from the Inbox or from the As a default, it will also display the original
message window after you have opened it. message in the lower part of the message
When you choose to reply to a message, window.
. e B9 O« #|s RE: Fleet Management Expenses - Message (HTML)
Try Thls Yourself' m Message Insert COptions Format Text Review
,  Continue using the b lcmimon-in A K iE-i2- % [BF) @8 ) =8 |
EQ previous file with this Paste “; B 7 U |w-A-[EE S| Addes Ched | Attah Attach Sig
" w eer‘Cise, or Open the . = . Book MNames File  Item =
U) f//e Watsonia 01 pst Clipboard u | Basic Text I | MNames | Include
1  Click on the message i Tou. | |Hemryores
=1 |
from Harry Jones Send
Wlth the Fleet Subject: |RE: Fleet Management Expenses
Management |
Expenses subject to
select it From: Harry Jones
. = Sent: Friday, 16 July 2010 12:18 PM
2 Click on Reply = in To: Peter Dawson
the Respond group to Cc: Amanda Bennett
open a reply message Subject: Fleet Management Expenses
in @ new window Further to our recent budget changes, we need to review our fleet management expense
Notice that To and submit a detailed breakdown of all expenses for our fleet over the past two years?
Subject have been Thanks
entered and the cursor Harry

is in the message
ready for your
response...

3 Type No worries

4 In real life you would
click on Send = now
to send the message
but because you're in
a training situation,
press and click on
[No] to close the reply
window without

sending or saving the
message

5 Close the message
window

For Your Reference... Handy to Know...
To reply to a message: e When you reply to a message that
1. Select or open the message includes attachments, the attachments
2. Click on Reply | in the Respond will not be sent back to the sender with
group the reply.

3. Type your response
4. Click on Send =
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REPLYING TO A MESSAGE IN A CONVERSATION

Replying to a message that is part of a message that appears at the top of the
conversation is only slightly different to Reading pane. As a result of this, you must
replying to any other message. You can expand the conversation and click on the
reply to any message in a conversation desired message before clicking on Reply.
and Outlook will send a response to the
Arrange By: Date [Con\rersations]| - Arrange By: Date [Con\rersations]| -
Try This Yourself: + Today + Today
: : b {2y Sodial Club b @ soqaawe 0%
0 Cont{nue L'/S/n.g. the i Amanda Bennett 1:49 PM Amanda Bennett 1:49 PM
g O previous file with this i Parking o = Parking o
'} ": eer‘Cise, or Open the fl/e Harry Jones 1:31 PM Harry Jones 1:31 PM
0 Watsonia 01 pSt 51 Mew Products Presentation =1 New Products Presentation
— 9 800 Harry Jones 12:37 PM Harry Jones 12:37 PM
Q Fleet Management Expenses Q Fleet Management Expenses
1 Ensure that_ . Harry Jones 12:18 PM Harry Jones 12:13 PM
Conversat’ons IS tu rned Q Marketing budget Q Marketing budget
on then fu“y expand the Amanda Bennett 12:10 PM Amanda Bennett 12:10 PM
/]
o 4 MNew product ideas 4 New product ideas
NeW p rotducﬁ:’deas - B Peter Dawson  Watsonia 01 o B Peter Dawson  Watsonia 01
conversation IT necessary * g Harry Jones 11:46 AM (= Harry Jones 11:46 AM
ThIS con Versation haS - gPefer Dawson ',-1-":.‘5:-':{:_9@1 : gPefer Dawson ',-1-":.‘5:-':{:_9;
P y’ © Amanda Bennett 11:23... o A da B it 11:78...
Spllt into two. Let’s rep/y [ Amanda Bennett 11:18 AM ¢+ [=4 Amanda Bennett 11:18 AM
tO the /ateSt message B Peter Dawson  Watsonia 01 . B Peter Dawson  Watsonia 01
received from Amanda
Bennett...
2 Click on the message as o e
shown
3 Open the Home tab, e
then click on Reply ‘Q. in BHY U0« | RE: New product ideas - Message (HTML)
the Respond group to G [ Message Insert Options Format Text Review
open a reply message # [catbn goar -1 - A A7 8 & § b |
4 Type Thi"_:ll‘lks Amanda. paste ; BIU| ®W-A- = | g €| Address Check | attach Attach Sig
I’" emall Harr and Clipboard = Basic Text [F} Names Include
Y | | |
check his availability Tor, | [Amndabemeet
for tomorrow. =1 ]
send
5 PreSS rather than Subject: |RE: Mew product ideas
Send to close the
message
If you were to send this ;:?.:::Fﬁurg:adfﬁajgu?:ztélu 11:28 AM
reply, Outlook would add To: Peter Dawson
t t th t f th Subject: FW: New product ideas
it to the top of the
Amanda Bennett split Hipete
conversation Please review the attached proposal for the products as discussed. | agree with you: her id
When were you wanting to give the proposal to Harry? I'm free all day tomorrow if that he

For Your Reference... Handy to Know...
To reply to a message in a conversation: e If a conversation has split into two or
1. Expand the conversation more conversations, you must click on
2. Select or open the message to which the part of the conversation to which
you want to respond you want to reply and the response will
3. Click on Reply | in the Respond be sent to the latest message in that
group on the Home tab split.
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REPLYING TO ALL MESSAGES

When you reply to a message in the also receive the reply. This can be achieved
normal way the reply is sent back to the using the Reply All feature. This is useful
original sender. If the original email had where copy recipients also need to know
courtesy or blind copies, these people can what your response is to a message.
. o HEH9 U« 9 |- RE: Fleet Management Expenses - Message (HTML)
Try Thls Yourself' NG | Message Insert Options Format Text Review
2 Continue using the ‘5 Calibri Boch~ (11 = A" A7 | ==~ |5 \ﬂ @ g ) l
it  previous file with this Pate | B s U | We A- [E]= = | &= 48 | Address Check | Attach Attach Sic
) exercise, or open the - = - - i Book Mames File  Item~
E . ’ p Clipboard T | Basic Text Ia | Mames | Include
s file .
Y  Watsonia_01.pst... oy | |Harry Jones
1 Click on the message Seng | |G | [Amandapevet
from HarryJoneS Subject: |RE:FIeetManagementExpenses
with the Fleet
Management
Expenses su bjeCt to From: Harry Jones
: Sent: Friday, 16 July 2010 12:18 PM
seIeCt It To: Peter Dawson
i =) Cc: Amanda Bennett
2 C“;I: O’I'-‘]' Reply:” = Subject: Fleet Management Expenses
n € Kespon
group to open a rep|y Further to our recent budget changes, we need to review our fleet management expense
message in a new submit a detailed breakdown of all expenses for our fleet over the past two years?
window Thanks
Notice that Outlook Harry

has completed both
the To and Cc fields

3 Type We'll all have
to tighten our belts
a bit to meet the
new figures

4  Press [ rather than
clicking on Send |=
to close the reply
window

For Your Reference... Handy to Know...
To reply to all messages: e If you click on Reply All = to a large
1. Select or open the message recipient list, Outlook will display a mail
2. Click on Reply All 2 in the Respond tip in the header checking whether you
group really want to reply to all recipients or
3. Type your response only the initiator.

4. Click on Send =
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REPLYING WITHOUT THE ORIGINAL MESSAGE

forth, a history of the communication is seen
within the message. But if you do not want
this to occur, you can elect to reply to
messages without sending the original text.

Normally, when you reply to a message
the original message is sent back
appended to the bottom of your reply. As
messages and replies move back and

o

Try This Yourself:

Continue using the
previous file with this
exercise, or open the
file
Watsonia_01.pst...
Click on the File tab
to open the
Backstage, then
click on Options to
open the Options
dialog box

Click on the Mail

category in the left
pane, then scroll

= Same File

General

Calendar

Contacts

Tasks

Motes and Journal
Search

Mobile

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

4

Don't move digitally-signed messages

When a reply modifies a message, don't move the original

Replies and forwards

Close original message window when replying or forwarding

i
i

Preface comments with: |PeterDawson |

Include original message text
Include original message text

Preface each linein a | |
plain-text message with:

When
replying to a

1

When
forwarding a

4

Save messages

Automatically save items that have not been sent 3
after this many minutes:

savetothisfolder [Drafts ]

‘When replying to a message that is notin the Inbox, save the
reply in the same folder

E

Save forwarded messages

LI

down to the Replies

and forwards
section

Click on the drop

arrow [~| for When
replying to a

message and click
on Do not include
original message

We won't actually
change the default
setting, so let’s
simply cancel out of
the dialog box...

Click on [Cancel] to
close the dialog box
without saving the
change and to return

to the Inbox

General

Calendar
Contacts

Tasks

Motes and Journal
Search

Maobile

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

4

Don't move digitally-signed messages
‘When a reply modifies a message, don't move the ariginal

Replies and forwards

&= [ Close original message window when replying orforwardmg

. Preface comments with: |Peter Dawson

‘When
replyingto a Du not include original message
Include original message text

Preface each linein a | |
plain-text message with:

m

‘When
forwarding a

4

Save messages

Automatically save items that have not been sent 3
after this many minutes:

Save to this folder n

When replying to a message that is notin the Inbox, save the
reply inthe same folder

E

Save forwarded messages

o

J ¢

LIS

[ ok ][ cone ]

For Your Reference...

Handy to Know...

To ensure replies don't include the original e The Mail category in the Options
message text: dialog box has a number of options
1. Click on the File tab and click on that allow you to configure how your
Options email will work. These are worthy of
2. Click on the Mail category further exploration.
3. Change When replying to a
message to Do not include original
message
© Learning and Development Service Page 15 Receiving email
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ADDING COMMENTS TO REPLIES

When you reply to some email messages,
it can be clearer and quicker to simply type
your responses next to the statements
within the body of the original message.
You can do this using inline comments.

And to ensure your comments are clearly
marked, you can alter the Options so that
your name (or other text) automatically
appears before your comments.

©

Try This Yourself:

Continue using the

Replies and forwards

E | oW W
Ea Preface comments with: |PeterDawson

previous file with this
exercise, or open the
file Watsonia_01.pst...

Click on the File tab,
click on Options, click
on the Mail category,

Same
File

[

When replying to a message: Include original message text

Preface each line in a plain-text message with:

‘When forwarding a message: Include original message text

=

then scroll down to the
Replies and forwards
section

Click on Preface my
comments with, then

EX ™ I L

NG [ Message
E & Calibri

Pavste?; B I U W.év

Clipboard 1 |

RE: New Products Presentation - Message (HTML)

Insert Farmat Text Review

» (3 &
Address Check
Book Mames

Options

11

4

A A

) = |

Attach Attach Sig
File  Item~

iE

b

Basic Text | Mames | Include

type your name in the
box

Click on [OK] to return
to the Inbox

To.. |Harryj Jones

=1 e |
Send
Subject: |RE: Mew Products Presentation

Double-click on the
message from Harry
Jones with the New
Products
Presentation subject,
then click on Reply =

Click at the end of the
first paragraph and type
Paula Cleary and then

From: Harry Jones

Sent: Friday, 16 July 2010 12:37 PM
To: Peter Dawson

Subject: New Products Presentation

Peter

Your presentation was very impressive. And | agree that they sound as if they should be to
woman in Dublin who first came up with the ideas?[Peter Dawson] Paula Cleary

click at the end of the

The Board is meeting next month an

it would be ideal if you present the proposal to them
yet?[Peter Dawson] 30 Augustl

next paragraph and
type 30 August

Harry

Press [Esc] twice to close
the message without
sending the reply

Repeat steps 1 to 3 to
turn off the comments
option

For Your Reference...

To add comments to replies:
1. Click on the File tab and click on
Options
2. Click on the Mail category, click on
Preface my comments with and
then type your name
3. Click on [OK]

Handy to Know...

You can add inline comments to reply
messages without adding your name to
the Preface my comments with
option. However, your comments will
be easier to see in the reply message if
you do utilise this option.
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GETTING REPLIES SENT

When you create an email message, you
can nominate someone else to whom the
replies to your email should be sent. This
may be useful if you want to initiate a
message but are then going on a holiday.

Microsoft Outlook 2010 - Level 1

TO ANOTHER ADDRESS

Or perhaps you are a project leader and you
want to delegate work to be done via email,
but you need someone else to manage the
responses and progress.

©

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Watsonia_01.pst...

Create a new email
message

Address the message to
one of your colleagues

Type Advertising
Budget in the Subject
and type Could you
please send your final
submission by the end
of the day? as the
message

Click on the Options tab,
click on Direct Replies
To |& in the More
Options group to open
the Properties dialog
box

Ensure that Have
replies sent to under
Delivery options is
ticked, and then type the
email address (or use
[Select Names]) for the
person who you want to
receive the replies

Same
File

W N =

Click on [Close] and

HEHY G+ o= Advertising Budget - Message (HTML)

m Message Insert Options Format Text Review
L —
* [cabrioa 11 <A A [ E B 335 @ g ] [
Past, - ahr . A = 5= | Add Check | Attach Attach Si
aste B 7 U - - . = = | EE ress Chedl acl ach Sig
- J - - % Book Mames File Item~
Clipboard T | Basic Text | MNames | Include

To.. |Amanda Bennett

Subject: | Advertising Budget

e

Amanda
Could you please send your final submission by the end of the day?

Thanks
Peteri

Properties E

Settings Security
lﬂ Importance: =] Change security settings for this message.
Sensitivity: Security Settings...

Do not AutoArchive this item
oting and Tracking options

[=]

g—_H Use voting buttons: ‘
Request a delivery receipt for this message
Request a read receipt for this message

Delivery options

'I-= 7 Have replies sent to: |Harryj Jones
Do not deliver before: |N0ne

| [Select MNames. .. ]
Y

[~] [12:00am |:{|
Expires after: |N0ne Iﬂ | 12:00 AM u
Save copy of sent message
Contacts.., | |
l Categories v] | None |

then click on Send [=

For Your Reference...

To direct replies to another email address
1. Create a new blank message
2. Click on Direct Replies To &/ in the
More Options group on the Options
tab
. Tick Have replies sent to
. Type the new email address

Handy to Know...

e The Properties dialog box includes an
option to delay sending a message until
after a specified time (Do not deliver
before), and an option to give a
message a use by date (Expires
after). Note that an expired message
will still appear in your Inbox but its
Subject will display in strikethrough.
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FORWARDING MESSAGES

The Forward facility of Outlook Mail lets

you take a message that you have

received and forward it to other users. You
can add your own comments if you need
to, or you can send the original message

without any additional information. Either
way, the original message is clearly marked
for easy identification - the Subject is
preceded by the letters FW: (an
abbreviation for forward).

Try This Yourself:

= Same File

Continue using the

previous file with this
exercise, or open the

file
Watsonia_01.pst...

Click on the message

from Harry Jones
with the Parking
subject to select it

Click on Forward =

in the Respond
group to open a
forwarding message
in a new window

Type the message
Would you mind
casting your eye
over these
documents as well
please?

Click on [To] to open

the Select Names
dialog box, double-
click on the desired
name and then click

on [OK] to place the

name in To

Click on Send [= to
send the forwarding
message

éﬂ oo o 9|5 FW: Parking - Message (HTML)
NG [ Message Insert Options Format Text Review
_] & 11 v A AT | S 25 &3'/ 385 @ g \_Jm [
eE]

Paste B J U |®. A = = = | i£ iF | Address Check | Attach Attach Sig
- “ 5 - ’ Book MNames File Item~
Clipboard T | Easic Text | Mames | Include

Ta.. |Harryj Jones
=9 | o ||
Send
Subject: |Fw: Parking

Attached: @Parkinq Diagram.pna 13 kBl; ¥ parking Survey.do o (800 KB}

Would you mind casting your eye over these documents as well please?

From: Harry Jones

Sent: Friday, 16 July 2010 1:31 PM
To: Peter Dawsaon

Subject: Parking

Peter
You may find the attached survey of interest and also the proposed new parking plan.

Regards
Harry

For Your Reference...
To forward messages:
Select or open the message

1.
2.

3.
4,
5

Click on Forward =/ in the Respond

group
Nominate the recipient
Type your response
Click on Send /=

Handy to Know...

e You can forward a conversation in the
same way as other messages. Clicking
on Forward |5 creates a new message
with the conversation as the message
body.

e Unlike replies, attachments are
forwarded with a forwarded message.
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FINDING RELATED MESSAGES

The Find Related Items feature lets you you can also use the Find Related Items
quickly search for all messages that you've feature to list all messages in a selected
received from a specific sender. And if you conversation - that is, all messages with the
don't utilise the Conversation feature, same subject.
. [Conversation]:="Social Club'| ‘x| RE: Social Club
Try ThIS Yourself: HIEND T [Newestontop  7I| Amanda Bennett
Last Week Sent:  Fri16,/07,/2010 1:49 PM
. . 4 La eet To Peter Dawson
(0] Contlnue USIng the ; @Amanda Bennett Fri 16/07 =
E 2 previous fl/e Wlth thIS IS5 0cial Club - | tried there — they're booked out all of December.
fuu) E eer‘Cise, or Open the fl/e = ::Esro[:iaavlvsc‘lj::b Fri16/07 What about a bbq at the local park?
Watsonla_Ol .pSt. . “h Amanda Bennett Fri16/07 What are your plans for the weekend? A group of 1
. . - RE: Sodal Club . us are going to the Karaoke bar tonight, do you
1 Doub|e-C|ICk on the fII‘St =] E:E;D[zia:z:h Fri16/07 want to come? It should be a real scream.
message from Amanda € Amanda Bennett Fri16/07
. . social Club From: Peter Dawson
Bennett with the su bJect Sent: Friday, 16 July 2010 1:42 PM
SOCial Club To: Amanda Bennett
Subject: RE: Social Club
2 CIICk on Find Related What about the room upstairs at the Irish pub
Items [2-| in the Editing down the road?
group on the Message From: Amanda Bennett
tab, and select Messages Sent: Friday, 16 July 2010 1:41 PM
0: Peter Dawson =
in This Conversation v evbinom o oot ok
All messages in this 9
conversation will be listed
in the message list making
it easy for you to read
them in the Reading from: Harry Jones] x| parking
pane' . Arrange By: Date |Newestontop V| Harry Jones
. — @ Youforwarded this message on 20/07/2010 10:22 AM,
3 Click on Close Search & 4 lLastWWeek Sent: Fri 16/07/2010 1:31 PM
in the Close group to P e i -
- - ) A Message arking Liagram.png
dlsplay the Inbox = :::\?Ijr‘;r;:sds PresemationFrI e Parking Survey.docx (300 KB)
Double-click on a message 5 Hary Janes Fri16/07 <
f H J Fleet Management Expenses Peter
rom Harr ones Harry Jones Fri 16/07
q .y “ RE’?}E“’ product ideas You may find the attached survey of interest and
5 CIICk on Flnd Related also the proposed new parking plan.
Items [2-| in the Editing -
egards
group, and select Harry
Messages from Sender
All messages from Harry
Jones will be listed in the
message list...
6 Click on Close Search 8 d =
For Your Reference... Handy to Know...
To view related messages: e You can further filter the search results
1. Double-click on the message using the various commands on the
2. Click on Find Related Items 2-| in Search Tools: Search tab.

the Editing group on the Message tab

3. Select Messages in This
Conversation or Messages from
Sender
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IGNORING CONVERSATIONS

How often do you find yourself getting
distracted by messages that bounce back
and forth between you and other people,
often being work-related initially but soon
digressing? The Ignore Conversations

feature deletes all messages in a
conversation, plus any future replies you
may receive for the same conversation. If
you change your mind later, you can reverse
the process.

Try This Yourself:

Continue using the previous
file with this exercise...

1 Click on the Social Club
conversation

Read the first message at
the bottom of the Reading
pane - it's relevant

3 Read the entire
conversation - the latest
email is going off the track

Let’s ignore it...
4 Click on Ignore

Conversation @ in the 9

Delete group on the Home
tab - a message may

appear
Click on [OK] - another
5 message may appear Q

6 Click on [Ignore
Conversation] to remove
the conversation from the
message list

7 Click on Deleted Items in
the Navigation pane to see
the messages in the
selected conversation - let’s
reverse it

8 Click on Ignore
Conversation @ and click

on [Stop Ignoring
Conversation], then click
on the Inbox

RE: Social Club

Amanda Bennett

Sent: Fri 16/07/2010 1:43 PM

Tor | Peser Dawsen RE: Social Club
Amanda Bennett
Sent: Fri 16/07/2010 1:49 PM
To; Peter Dawson

The following points were raised at the rece
Social Club meeting:

* New table tennis table is required
o Old one to be taken to the ¢
o New one to be purchasedy ! tried there —they’re booked out all of December.

existing funds What about a bbq at the local park?

3

s  Sub-committee to start on preparat
Christmas What are your plans for the weekend? A group of

o Members nominated: Jerry| s are goingto the Karaoke bar tonight, do you
Hancock, Julianne Kerr and | Wantto come? It should be a real scream.

o Meetings: Monday 12.30—]

the next five weeks From: Peter Dawson
Sent: Friday, 16 July 2010 1:42 PM
Are you happy with the above? To: Amanda Bennatt

Subject: RE: Social Club

Cheers

Amanda What about the room upstairs at the Irish pub

down the road?

From: Amanda Bennett

Sent: Friday, 16 July 2010 1:41 PM
To: Peter Dawson

Seebalnbe A Cacial Sk

Microsoft Qutlock E

y This action will apply to all items in the
i selected conversation,

Do not show this message again

[ OK ] [ Cancel

Ignore Conversation

The selected conversation and all future messages will be moved to the Deleted Items folder.

Don't show this message again

[ Ignore Conversation ] [ Cancel ]

For Your Reference...

To ignore a conversation:
1. Click on the conversation -
2. Click on Ignore Conversation i in
the Delete group on the Home tab
3. Click on [OK] and then [Ignore
Conversation]

Handy to Know...

e You can reduce the size of a conversation
by clicking on Clean Up in the Delete
group. This function will delete all
redundant messages in a conversation
(messages that are not flagged or
categorised, plus read messages except for
the newest message in each branch of the
conversation).
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MARKING MESSAGES AS UNREAD

Messages that appear in bold in the Inbox actually been opened in its own window and
are considered to be unread. If the read. If the bolding is removed from a
Reading pane is active, a message is message, you can set it back on again by
considered to be read when it displays in marking the message as Unread.

the Reading pane, even if it hasn'’t

. i e
o Arrange By: Date [Con\rersations]| “~ 9 Arrange By: Date [Conuersatlons]|

Try This Yourself:

4 Last Week Ltk e
: PP I R~ BN by Sodal Club
Continue using the b @y social Club :
g . f/ gth th . Amanda Bennett; Peter Dawson Fril.. Amanda Bennett; Peter Dawson Fril...
w previous rile wi IS & Parking @ i Parking o
Q exercise, or open the Harry Jones Fri 16,07 Harry Jones Fri 16/07
E f[/e @ Mew Products Presentation =1 New Products Presentation
{g W. ia 01 Harry Jones Fri 16,07 Ry ST
atson/a_ pSt i Fleet Management Expenses i Fleet Management Expenses .
1 Click on the New Harry Jones Fri 16/07 a Harry Jones Fri 18/07
" Marketing budget
Products ) Ca rr:;iedt':g;ideiﬂ 16,07 Amanda Bennett Fri 16/07
Presentation . b @ New produc ideas o b @ New product ideas o
message tO SeleCt |t Harry Jones; Amanda Bennett Fri 16/07 Harry Jones; Amanda Bennett Fri 15/07

2 Click on Unread /
Read = in the Tags
group on the Home
tab

3 Click on another

message to deselect
the marked message 9

Notice how it now

Arrange By: Date [Comfersations]| -

appears in bold and 4 lastWeek
the icon has changed b @ Social Club :
h d Amanda Bennett; Peter Dawson Fril..
to the unrea & Parking 8
message Harry Janes Fri 16,07
icon . 5] Mew Products Presentation
, Harry Jones Fri 16/07
We re ready tO Close Q Fleet Management Expenses
this data file now... Harry Jones Fri 16,07
5 5 15 Marketing budget
4 Right-click on = Expand to see all items.
Watsonia_01 in the 2 @ Mew product ideas m
NaVigation pane Harry Jones; Amanda Bennett Fri 16,07

and select Close
“Watsonia_01"

Only the default data
file will remain listed
in the Navigation
pane

For Your Reference... Handy to Know...
To mark messages as unread: e If you mark a replied/forwarded
1. Click on the message - message as unread, the message
2. Click on Unread / Read = in the symbol still shows as an open
Tags group on the Home tab envelope. But it is considered unread

for sorting, grouping or filtering.
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CONCLUDING REMARKS

Congratulations!

You have now completed the Receiving 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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