Outlook 2003

[This tutorial was created in Microsoft Word 2003 by Phillip Seager, Seager Enterprises on
September 25, 2007. It was created on a Windows XP machine in Windows Classic Mode]

Microsoft Outlook 2003 is an Email program included with the Microsoft Office Suite of products
and is included in all of the 2003 editions. The tutorial will include Settings, Address Book,
Receiving, Sending, and Attachments.

Note: When using the Table of Contents and other areas that are underlined, hold down the
CRTL key located at the far left and bottom of your keyboard and then with your mouse (you will
notice that the arrow changes to a hand) you can then navigate or go to any section you

choose by clicking with the left-mouse button. The same is true when you finish a section, you
can use the same action to click on RETURN TO TOP and it will take you back to the beginning
of the tutorial.
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Setting Up Outlook 2003

The process of setting up Outlook 2003 is to first open the program and view the main page.
Access to Outlook is accomplished by either going to the Program Menu (Start, Programs,
Outlook) or by double-clicking on the Outlook icon which is on the Windows Desktop. Here is
the main screen:

Inbox - Microsoft Outlook

Type a question for help =

£ Type a contact to find “LJM

Mail

| Mewest on top S

[ Inbaox
[ Unread Mail
L For Folow Lp
@ Sent Items

There are noitems to show in this view,

= 25 Personal Folders
[ Archived
1# [ Business Mail
& Deleted Ttems
7| Drafts
[ Inbax
[ Infected
1 Loiemad There are 3 pa
3 Person the Inbox [middle],”Mai}/(stc
uarantine . .
@ O Seved s Preview Pane [Right].
@ Sent Items
# [13) Search Folders
[ (5 Archive Folders

The first Section we will address is to add names in the Address Book to create a base for
emailing.



Address Book

The Address Book has an icon that looks like an open book. It is located in the top bar of icons
and appears when you are ready to send an email. When starting out, to access the address
book, you need to click on Tools, then Address Book.

Inbox - Microsoft Outlook

Favorite Folders | | Arranged By: Date |Newestontop

[ Inbox There are na items to show in this view,
Iﬁ Unread Mail
0 For Folow tp
I.E Sentk Ttems
4l Mail Folders
=] ﬁ@ Personal Folders
[ archived
(& [ Business Mail
(5] Deleted Items
(7| Drafts
[ Tnbox
[ Infected
(@ Junk E-mai
-@ Cuthox
[ Personal
[ Quarantine
12 [ Saved E-mails
[ Sent Ttems
@ [ Search Folders
) 53 Archive Folders

0 Items

This is how it will appear:

[E% Address Book
File Edit Wew Tools

FERS N N RE

Type Mame ar Select from Lisk: Shioww Mames from the:

| | Cutlook Address Book

Mo entries in this Address Book

To get started adding names, click on File, New Entry as shown in the screen below



[E%: Address Book
ZI-N Edit Wiew Tools

Mew Entry...
Mew Message  Chrl+h
Shioww Mames from the:

Cutlook Address

Properties

Clase A+Fe ok

Highlight New Contact, then click OK

Select the entry bype:

ew Contack
Mew Distribution List

Put this entry

() Inthe |Contacts w

In this message only

Start entering information in the blocks provided. See example below



FE John Smith - Contact |ZJ|§|EI

! Ele Edit Wew Insert  Formst  Tools  Actions  Help

: dcl - B -] e - o - W | wind -
_Hgavea'n\l:use " e 0 O 4 PRER RIS r %!r.ﬁSnagItEJ"Wln o _!

General | Dtals s Activities | Certificates | AllFields |

[FuII Marne. ., J\ﬁ{hnmh\ |

Job title: | | ®

Company! | | ' &

File as: |SrniI:hJ John \I\
Fhone numbers

[Business... ][] |(zs6) 254-5781 |

(o N,
|
|

Display as: | |

Web page address: | |

E-mnail. .. B |jsmith@';.fahu:u:u.com i

IM address; | |

[Business Fau... ]E] |
[Mu:ul:uile... ]E]l

Addresses —

Business. .. E]

it e When finished Wwith the information
e click on Save and Close and your
entry will appear in the Address Book.

Conktacts,., Cateqgaries. .. | Private |:|
| | { l

Return to Table of Contents




Account Information

From the main page [this will also depend if you use dialup or DSL and who your Service
Provider is — in this example we will use AT&T] you need to setup your email account. To do
this, click on Tools, then Email Accounts. Since this is the first time, this screen will appear.

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(&iadd a new e-mail accourt

() Wiew or change existing e-mail accounts

Directory

(7) Aadd & new directory or address book,

() Wiews ar change existing directories or address books

< Back [ Mext = ]l Close ]

Click on Next.

Most accounts use POP3. Click on Next
E-mail Accounts E|

Server Type
‘fou can choose the bype of server vour new e-mail account will work, with,

() Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public Folders, and share
documents,

Connect to a POPS e-mail server to download yvour e-mail,

O IMAP
Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

(JHTTP
Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

() additional Server Types

Connect to another workgroup or 3rd-party mail server,

« Back ” Mext = ][ Cancel

Using the demo settings, this is a typical entry:



E-mail Accounts

Internet E-mail Settings (POP3)

User Information

Each of these setkings are required to get vour e-mail account working,

Server Information

Your Mame: John Smith

| Incoming mail server (POP3): |pop.att.cum |

E-mail Address: |jsmith@at&t.net

| Cutgoing mail server (SMTP): |srnt|:|.att.|:|:|m |

Tesk Settings

| After Filling out the information on this screen, we

recommend you test wour account by clicking the

Logon Information
User Mame: |jsmith
Passwiord:

X

After these initial
entries have
been entered,
click on More
Settings.

|*****

| button below. (Requires netwark connection))

Remember passward

[ Test Account Settings ...

|:| Log on using Secure Password
Authentication (SPA)

| More Settings ... |

[ = Back, ” Mext =

l [ Cancel l

Change the name to something you will remember. Then click on the Outgoing Server tab.

Internet E-mail Settings

General |Outgu:|ing Server | Connection || Advanced

X

IMail Account

Type the name by which wou would like to refer to this
account, For example: "work! or "Microsoft Mail Server”

My Email Account] |

Cither User Information

Organization: | |

Reply E-mail: | |

o] 4 ] [ Cancel

Internet E-mail Settings g|

General | Qutgoing Server |Cnnnection Advanced

[#] My aukgoing server (SMTP requires authentication:

z2 same setkings as my incoming mail server

O Log\gn using

(O Log on ko incoming mail sexeer before sending mail
Place a check in the
box shown

Ok ] [ Cancel

Now click on the Connection tab.



f ou are using DSL the Connect using my local area network button should be selected.
Now click on the Advanced tab and
change the POP and SMTP values

izeneral || Cukbgoing Ser'-.fer| Conneckion |.ﬁ.dvanced . .
to what your service provider says.

‘5?" Internet E-mail Settings fgl
Conneckion

General | Oukgoing Server Cnnnection| Advanced
Server Port Numbers

[ ]Connect via modem when Cutlook is offline
- Incoming server (POPS): Use Defaults

O neck using my phone line [ This server requires an encrypted connection (5513

() Connedhswsing Internet Explorer's or a 3rd party dialer Outgoing server (SMTPY: | 495

[ This server requires an encrypted connection (S5L3

(®iConnect using my local area nebwork (LANYE

Modem ]
Server Timeouks

Shark 1 Larg 1 minuke

If you use Dial-up, click in =
elivery

the middle box, Connect
using my phone line.

[JLeave a copy of messages on the server

[0 2]

Last of all, click on OK

[ o, H Cancel ] | ok || cancel

When you return to this screen, click on NEXT
E-mail Accounts fz|

Internet E-mail Settings (POP3)
Each of these settings are required ko gek wour e-mail account warking,

User Information Server Information

Yfour hame: |;|,:,|-,,-I Sriikh | Incoming mail server (RORPEY |pu:u|:u.att.c-:|m |

E-mail Address: |jsmith@at8¢.net | Cutgaing mail server (SMTR: |smtp.att.-:u:um |

Logon Information Teskt Settings

User Marne: |j5mith | After filling out the infarmation on this screen, we
recommend wou kesk vour account by clicking the

Password: |***** | button below, (Requires network, conneckion)

Remember passward

[ Test Account Setkings ... ]

|:| Log an using Secure Password

Authentication (SPA) More Settings

< Back ]uext:b |[ Cancel




Click on Finish.

E-mail Accounts

Congratulations!

vou have successfully entered all the information required to
setup your account,

To close the wizard, click Finish,

<gack | Firish |

Return to Table of Contents

Tools & Options

Customize Outlook

By using Tools and Options, you change the appearance of your Outlook program and add
some additional features. We will examine some tools available. First one is Customize.
Go to Tools, then choose Customize.

Customize

Commands " Dptions |

Toolbars:

B[ standar
[ ] advanced

[w] Menu Bar

[ Jweb

] Avery Assistant Toolbar
| PDFMaker 7.0

[+] Snaglt

Reset, ..

From the Toolbars tab, you
can select what toolbars you
want to be visible. You can
commands to your existing
toolbars.

Close




Options

Go to Tools, and then choose Options. Select whatever Options you want from the
Preferences tab. You can make changes as to how you want your incoming mail to appear by
using the Mail Format tab.

Options EJ g| Options EI E|

Preferences | Mail Setup | Mail Format || Spelling | security || Other Preferences || Mail Setup | Mail Format | Spelling | Security | Other

Message Farmat

E-mail
- (hange the appearance of messages and the way they are handled, __jj Choose a format For oukbgoing mail and change advanced settings,
l_g | Junk E-mall... | [ E-mail Options. . ] Compose in this message Format: | SEEGS w
end Use Microsoft Office Word 2003 to edit e-mail messages
Gl [Juse Microsoft Office Word 2003 ta read Rich Text e-mail messages
Customize the appearance of the Calendar, - -
--Ji [ Internet Format, .. ] [ International Options.., ]

E inder: i 3 -
Default reminder 15 minukes Calendar Options Stationery and Fonts

Tasks ‘ Use stationery to change wour defaulk font and style, change colars,

= Change the sppearance of tasks. AC and add backgrounds ko your messages.

Use this stationery by default: <MNone = v
Reminder kime: 00 AM b Task Cpkions... b oL one

Fonts... ][ Stationery Picker. ..

Conkacts

g Change default settings For contact and journal, Sigljlatures

. Contact Options... | | Journal Options... | Z& Select signatures for account: | Home Mail v
Motes Signature for new messages: <Mone v
;J Change the appearance of notes, Signature fFor replies and Forwards: =Mone:= £

MNote Options, ..

QK ][ Cancel ] OK H Cancel ]

Saved Folders

To create New Folders similar to the ones you see on the left, go to the top and choose File,
then choose Folder, then choose New Folder. This makes it possible to save your email in a
folder of your choosing. By following these steps you can create the folder by name, and
develop the structure for your storage system.



Create New Folder |X

Marne:
|Demu Folder ‘
Folder contains: For demonstrati_on purposes,
Mail and Post Items v we have called it Demo
Folder. Scrolling down the list

Select where to place the Folder: we will save it in Saved

(ﬂ Journal | Emails.

E Junk, E-rnail

Motes .
% Cuthox Now click on OK

[ Personal
[ Quarantine

(=3 Sent Thems

|5 Tasks

& ) Archive Folders

=

L oK I [ Cancel J

From this graphic, you will see it in the list

Inbox - Microsoft Outlock

Type a question for help =

Type a contact ta find

=

| |Arranged By: Date ‘Newest on kop

orl
[ tnbox There are no items ko show in this view,
[ unrsad Mail
L For Foliow Lip
Sent [tams
Al Ml Falders
1= [ Saved E-mals
[ Adam Seager
[ Andy
[ Archived Persanal
[ Barbers -Al
[ Becky
[ Bishop Clay
[ Brett
[ Cambridge Credit

o

[ Family =
[ Family ‘Website

[ Goodales -4l

[ Grinnel Sale

[ Jennifer W
[ Medical

[ Mewisletter

[ Online Orders

[ Online Orders - Personal

[ R P VRO VRO [ RPN R

=]

0 Tkems

Return to Table of Contents




Sending E-Mails

Sending emails involves two actions: Creating the email and secondly, using the address book.
To create the email, click on New as shown.

Inbox - Microsoft Outlook |z”§”zl

ﬁ % b [ : PDF Type a quastion for hielp (=
: ; plito All L Forw jSendiReceive - | E0Fnd - | [l @ g

|| Arranged By: Date ‘Newest on top Na I

(3 Inbox There are no items to show in this view.
m Unread Mail
L For Folow Lip
IE Sent [tams
Al Mail | s .
Saved E-mails P
[ Adamn Seager
[ Andy
[ Archived Personal
[ Barbers -all
[ Backy
[ Bishop Clay
[ Brett
[ Cambridge Credit
[ Connie
[ Donna
[ Family
[ Family Wwebsite
[ Goodales -all
[ Grinnel Sale
[ Jennifer
[ Medical =
[ Mewsletter
[ Online Orders
[ Online Orders - Personal
[ Orders Received - Personal

Mok i

| B3

To access the address book, click on the open book
icon.




Select the name and then click on the TO: box. Then click on OK.

Select Names E|

Tvpe Mame or Select From List: Shiow Mames From the;

| | |Contacts > ‘

| Mame Display Mame
Carol Shank Carol Shank (cshank@pershi... &
Class of 1964 Class of 1964 (bob@ocsnet....
Client Services Cambridge Client Services Cambridge (cli.
Connie Lee Liveley Connie Lee Liveley {cliveley, ..
Dan Maser Dan Maser {dnaser@sisna.com E
Daniel W Fox Daniel W Fox {dfox@pershin, ..
David Barber David Barber (davidbarberd. ..
Dean & Deena Goodale Dean & Deena @oodale {goo...
Demo Lastnarne Demo Laskname {dem
Don Breazeale Don Breazeale (breazealed@,
Donna Seager Donna Seager (dseageri@per, . b

£ | [

Message Recipients

To-=» Demo Lastname (demolast@att, com) |

Is J |
(> ] |
[ J |

Brc -

[ 0K l[ Cancel ]

You can now type in your subject heading and then type in the body of the message [see
example]

£® Demostration Message - Message

! Fle Edit Wiew Insert  Format  Tools  Tagle” Window  Help Type aquestion for help = X
i % Attach as Adobe FDF ! H | !
Pdsend [ [ G2 8| ! B || ] options.. - | HTML i
L Ta.., | Demo LastriameAdemolast@att. com
[ ce..,
Subject: '.Demostration Message
= NERR S 210 - A B L IE]E S|
bl
A
| am typing a demonstration message for this tutorial. i
|
ES
[+]
¥

If you are finished, click on Send. If you wish to include an attachment follow the steps below.



Sending Attachments

To send an attachment using the graphic below, click on the paper clip.

E¥ Demostration Message - Message

! Fle Edt Miew Insert Format Tools  Table —whrmdewm Help Type a question for help =
T Attach as Adobe PDE :
i Th Altach as 0 4,, -!
iidsend | [ - |2 8. ¥ B [ ¥ [ (] options,., - | HTML -
L 7o, | Demo Lastname (demolast@att, com)
Udce...
Subject: | Demostration Message
e 4 (B e ~10 s A B LU E|===
i
A~
| am typing a demonstration message for this tutorial. i
%
z
@
¥

Insert File

Usually the first screen that opens is My Documents folder.

?x)

Look in: |E', My Documents V| @ @ X i B - Toos- Scroll thru the
i () 2006-07 M3 Class Schedules [ Counseling Forms fOIder Untl' yOU
I_-,ab [ accommadations Farms ) CREDIT CARD FRAUD find the
My Recent () Accreditation [ Cyberink document or
Documents || »cp opaT [C)Debt Management: & Legal ict
e ISy adobe D=l picture you
|. [ AdabestackPhatas | Discipline Plan Dacs want to attaCh-
Desktop [ﬁ.ﬂssessment [ﬁDonna
|50 Aweardmaker 2001 [ Downloaded Program Updates
A, [CBackups [Ty Downloads
____/ [ﬁc.areer Fair [aDreamweaver
My Documents | [C5)C0 Labels [C3)D5L Help
[C3)CD Projects [CD¥Mo Label
- [y Church & Lessons [CIFamily
oy ECDnnie Dacs [ﬁFax Machine
Iy Cemputer | =5 Continuing Education Classes [CIFARES
= 4 | 3
File name: || w | Tnisert
Ty Metwiork,
Places Files of bype: |n|| Files (*,*) " |



After you find the file, click on Insert, and the file will appear in the Attach area as you see in

the this graphic.

£¥ Demostration Message - Message

: File Edt Wiew Insert Formab  Tools  Table  Window  Help

i 7 Attach as Adobe POF !

Pizigend | - |G B | ! B | ¥ || ] options., | HTML

EEX

Type a question For help = X

A 1o, | Demo Lastname {demolast@att, com
Wee...
Subject: .Damnstratinn Message
Attach... E‘l'v]Schet:IuIe Change Form.xds (22 KE)

s = N EERE N i - JA- B 7 1|

{1l Attachment Cptions. ..

| arm typing a demonstration message for this tutorial.

Now click on Send to send the message
and attachment

ol
A

H oo ow L

Reply & Forward an Email

You may also wish to send a reply to an email you have received.

Besides sending the reply,

you can also forward this email to someone else. With either one, you can also send an

attachment as shown in the example & procedure above.



Reply to an Email
1. Open a previously received email.
2. Click on the Reply button as shown here

B Re: Recent INK Order - Mes=~—. (HTML)

Edit  Wiex e Formak  Tools  Ackions  Help
f i Reply TP aReply to Al | i Formard | S o | ¥ (S22 XK |4 -+ - A @l

Fram: marvin rowe [marvin, rawe@yahaa.com] Sent:  Tue 8/28/2007 11:34 AM
To: Phillip & Donna Seager
Ce:

Subject:  Re: Recent INK Order

Phillip & Donna Seager <phillipseager@sheglobal net= wrote:

I need to know what model of Epsan printer this arder is for. | have received your check for $8.46 and will send out the items requested as soon as you reply

to this email.
Thank you,
Phillip Seager
Seager Enterprises
CH6600 thank you,
AT FOWE

Yahoo! oneSearch: Finally, mobile search that sives answers, not web links

When the email opens, put in the reply or message you want to send then click on SEND

E® RE: Recent INK Order - Message = |2

! File Edit Wew Insert Format Tools Table ‘window Help Type a question for help = X
7| Attach as adobe PDF ! 3 !
} i1 Zend Jimm—mmr=gETY | ¥ | [ | ] Options... ywﬁ/ =
L 1o, :marvin rowe £marvin.rowe@yahoo,.comz
Wce... i
Subject: ;.RE: Recent INK Order
= B A N -0 -A-|B 7 U[E]E
—|
I e -
From: marvin rowe [mailto:marvin.rowe@yahoo.com]
Sent: Tuesday, August 28, 2007 11:34 AM
To: Phillip & Donna Seager
Subject: Re: Recent INK Order
Phillip & Donna Seager <phillipseagerid@sbcglobal.net> wrote
| need to know what model of Epson printer this order is for. | have received your check for §3.46 and will send out the items requested as soon as you reply to this
email.
Thank you,
Phillip Seager
Seager Enterprises
CIEE00 thank you,
INATvin rowe
Yahoo! oneSearch Fmally, mobile search that gves answers, not web lnks )
£3
@
¥

Forwarding an Email
1. Using the same example as before open the email.



2. With email open, click on Forward and put in the email(s) of the person(s) to whom you wish
to send the email see the samples in #1 and #2 below.

B Re: Recent INK Order - Message (HTML)

! Fle Edt View Insert Format Tools  Actions  Hale

i Reply | (2HReply to All | i Forward | = |3 X | & -9 - A‘\@!

From:  marvin rowe [marvin.rowe@yahoo.com] Sent:  Tue 8f26(2007 11:34 AM
To Phillip & Donna Seager
Cei

Subject:  Re: Recent INK Order

ple #1

Phillip & Donna Seager <phillipseagergshcglobal. net= wrote:

I need to know what model of Epson printer this order is for. | have received your check for §5.46 and wilf send out the items requested as soon as you reply
ta thiz email

Thank you,

Fhillip Seager
Seager Enterprises

CI6600 thank you,
marvin rowe

Yahoo! oneSearch: Finally, mohile search that gives answers, not web links.

£% FW: Recent INK Order - Message |ZJ|E|EI
! Fle Edt Wew Insert Format Tools  Table findow  Help Type a question For help = X
¥ Attach as Adobe POF ! Sam I e #2 ] !
{Esend | ) - | B | 1 & | ¥ ]|/ opins., - | W - P
[ Ta..  how sthowdS@verizon.nets) |
dce..,
Subjeck: EIFW: Recent INK Crder
o |
o
From: marvin rowe [mailto:marvin rowe@yahoo.com]
Sent: Tuesday, August 28, 2007 11:34 AM
To: Phillip & Donna Seager
Subject: Re: Recent INK Order
Phillip & Donna Seager <phillipseageridsbecgiobal.net> wrote:
I need to know what model of Epson printer this order is for. | have received your check for $8.46 and will send out the items requested as soon as you reply to this
amail.
Thank you,
Fhillip Seager
Seager Enterprises
CHEG00 thank you,
TOAVIN FOWE
Tahoo! oneSearch; Fmally, mobile search that gives answers, not web links. o)
z
]
¥

Click on Send to forward the email.

Return to Table of Contents




Unwanted Emalil

Often you receive email that was unsolicited. It can be in the form of Junk Mail [advertisements
or Sales Promotions] of a harmless or damaging nature. You can protect yourself from receiving
this kind of email by using the Junk Email Options. To reach there, go to Actions, Junk E-
Mail, Junk E-Mail Options. Here you can make changes to your settings.

Options

You can choose the level of protection you want. See examples below.

Options | Safe Senders | Safe Pecipients | Blocked Senders | International

E‘_il Cutlook can move messages that appear to be junk e-mail into a special
_@ Junk E-mail Folder.

Choose the level of junk e-mail prokection you wank:

() Mo Automatic Filkering. Mail From blocked senders is still moved ko
the Junk E-mail Folder,

(#)Lown Move the most obvious junk e-mail ko the Junk E-mail Folder

() High: Mast junk e-mail is caught, but some regular mail may be
caught as wel, Check vaur Junk E-mail Folder often.

() 3afe Lists COnly: Only mail from peopls or domains on your Safe
Senders List or Safe Recpients List will be delivered to vour Inbox,

[ ]Permanently delete suspected jurk e-mail instead of moving it to the
Junk. E-mail Folder

Don't turn on links in messages that might connect to unsafe or
Fraudulent sites. Tao help protect vour security, we recommend Ehat
vou leave this check box selected,

Ok l [ Zancel

Return to Table of Contents




Safe Senders
You can add email addresses from those you trust to the Safe Senders list

Junk E-mail Options [5_<|

Options | Safe Senders |SaFe Recipients || Blocked Senders | International

ﬁ_: E-mail from addresses or domain names on vour Safe Senders List will
—] never be treated as junk e-mail,

Import From File. ..
Export to File, ..
Also trust e-mail From myw Contacks

[] Automatically add people I e-mail to the Safe Senders List

[a]'4 ] [ Cancel

Blocked Senders

The blocked senders list will include those from whom you want blocked to your Inbox. Usually
this can be accomplished by selecting the email in your Inbox and applying an action to it. This
will be shown later. You see by this list that some have been added already.

Qptions | Safe Senders || Safe Recipients | Blocked Senders | International

= E-mail from addresses ar domain names on vour Elocked Senders Lisk will
w always be treated as junk e-mail,

‘qmacr, ret@billpay-gmacm, com add...
mrss_davidZ20@ywahon.co.jp =
roxio@roxioernail.com
webpronews@ientrynetwork, net

Import From File. ..
Export b File, ..

[a]4 ] [ Cancel




We will not cover the Safe Recipients or the International tabs during this tutorial.

Adding Junk Emails to Blocked List

Using the example below, select the email you wish to add to the blocked list

rchived - Microsoft Outlook

i File Edit ¥iew Go Tools  Actions  Help  Adobe PDF Type a question for help =
P2 o sanen o] 5 X | Camenly ClReplytoAl o Farward | sendReceive - | pfind (S | (@ Tee ccontectiofind v | @) K % [
: S snaglt [ | window & !

L X ]

Favorite Folders Arranged By: Date ;Newest on top N Re: follow up message, case number
R inbox 163329385 (KMMAT734506157L0KIM)
[0 Unread Mai =l oider _ US_ABU_CustomerCare_Invoice [US_ABU_Custe
e For Folow Lp =1 accounts-noreply@agoogle. com 6M15/2007 e bre B
[[=5| Sent Tkems o il Verificati . o=
= = Google Email Werification To: Phillp & Donna Seager
All Mail Folders [ SkakCounter gfz9/z007 2

StatCounter - Mow 5 Times Better - FREE! [pseager] e |

|

=] E\ég Personal Folders
1 Archived
1= [ Business Mail

[ Business Orders
[ Business Orders - Cancelled
[ Business Orders - Dell ———
[ Business Orjers - Received Re: Follow Up message, case number 163329385 (KMM47730,,, @ Please acknowledge this email if your
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and then go to Actions on the file menu, and choose Junk E-Mail, then Add Sender to Blocked
Sender List.
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After you make this choice this box will appear. Click on OK.
Microsoft Office Outlook

j The sender aof the selecked message has been
! added ko your Blocked Senders List, and the
message has been moved to the Junk E-mail
folder,

[ ]Please do not show me this dislog again

To verify that the email is now in the Blocked Senders List, use the steps shown in the

Unwanted Emails section of this tutorial to access the Blocked Sender’s list. Also you can see it
in the example below.

Junk E-mail Options [$_<|

Options | Safe Senders | Safe Recipients | Blocked Senders |Internatiu:unal

=1

' E-mail from addresses or domain names on your Blocked Senders List will
w always be treated as junk e-mail,

grnacm, ret@billpay-grmacr.canm [ Add... ]

mirss_david20@yahoo.co.jp

roio@roxioemail, com [ Edit ]

us abu customercare invoice@del, com =

webpronews@ientrynebwork, net [ = ]
ETTIONE

[ Imnport From File. .. ]

[ Export to File. .. ]

I l [ Cancel

Return to Table of Contents




Importing & Exporting

You also have the ability to Import addresses and saved emails from other Email programs such
as Outlook Express and Eudora Pro. To do this, click on the File menu at the top of the Outlook
main window and then choose Import & Export.

Import and Export Wizard To export addresses and
emails from Outlook,

: choose Export to afile.
Export ko a file .
Import a YCARD file ( vcf To Import from Outlook
Import an iCalendar or wCalendar file (. wes EXpreSS into Outlook

Chaoaose an action to perfarm:

Import From another program or file

Import Internet Mail Account Settings choose Im po rt from

Import Internet Mail and Addresses

another program or file

Description As you click on each of the
Import data from other programs or files, including choices the description will
ACTI, Lotus Organizer, Personal Folders { PST),
Schedule+, database files, text files, and others, appear below.

< Back Mext = l l Cancel
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Additional Features

View Options

Other features that might be of use is the View options from the File menu. Click on View,
Reading Pane, [ Right, Bottom, or Off] In the example below the Reading Pane is on the right.
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Deleting Emails

At any time, you may send an email to the “trash can” by simply selecting the email and then
pressing the Delete key on your keyboard. The email will then go to the Deleted Items Folder.
This doesn’t mean they are deleted from your computer, it just means they are no longer in your
list of active or stored emails. To delete from your computer, you must scroll down in the left
pane (Folders Pane) until you find the Deleted Items trash can and click once on it. All items in
the “trash” will now show in the center pane. To delete from your computer, click on tools, and
then click Empty “Deleted Items” Folder. When this screen comes up, click on YES. All items
will be removed from your computer.

Microsoft Office Outlook




Find Tool

Using the screen below, you can search for saved emails or sent emails by entering in search
keywords in this box and then click on the drop-down menu to select where you want to look for

the item. For this demo example, we have chosen Dell as keyword/search term and from the
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Press the Enter key on your keyboard and this will be the result:
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[ Dell Sales & Contacts Subject: Dell Inc. Case H167311011 Team

[ Jim Howard 31700 Em=ail #~45589397~# Confirmation

[ Jim Williams

[ Seager Enterprises Dear PHILLIFP SEAGER,

[ shipping

[ Traubleshooting Thiz message is regarding the issue you
(3] Deleted Ttems are having with your system. The case
@Draf’ts nuwber assigned is 167311011. The reason
Elnbox I am contacting you is to ensure that the
[ Infected % izsue is resolved and everything is in

working order.

If you need further assistance with case
167311011, wvou may contact Dell by
replying to this e-mail or you may chat v
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To Clear the search, click on the Clear button.

Folders Pane

In the Folders Pane, you click on any folder, and then click on File, Folder. You then select from
a number of settings changes you wish to make for this folder. It is best to use this tool on sub-
folders, not the main one.
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Print an Email

To print and email, open up the email and click on the printer icon to print.

B Hosting Account Update - Message (Plain Text)

! Fle Edit W¥ew Insert Format Tools Actions  Help

i aReply | i Reply to Al | 23 Forward | ) 45T [ 12 X | e - ¥ - N | @ !
From: support@godaddy. com Sent:  Sun 9/16/2007 6:16 PM
Toe philipseager@sbeglobal .net
Cee

Subject:  Hosting Account Update

LR R R A R A R R R R R ] ~

HOSTING ACCOUNT UPDATE

LR R R A R A R R R R R ]

Dear Valued GoDaddy.com Customer,
Congratulations! ¥ou are now &ble to publish to your updated hosting account.

Please note that it can take up to 24 hours frowm the time the update was completed for any newly-published content to be
visible on your Weh site.

NOTE: You may need to change the DN3 "4 Record” for your domain to match the IP address of your updated hosting account.
To find your IP address, log in to the Account Manager and select "Hosting Account List™ from the "Hosting & Email™ menu.
Then, click on the name of your hosting account. The IFP address displays in the Hosting Aocount Details section on the
right.

To upload your Wekh site to your hosting asccount you will need the following information:

1. ¥our FTP user name (sefamily) and password

2. FTP address or host nawme: seagerfamily.org

3. 3tart Directory: Some FTP clients will ask for a "Howe™ or "Start" directory. ©Qur hosting service does not reguire
this, so simply leave the box bhlank or enter a single forward slash (i.e., " / ™)

4. FTP Port: You should enter "standard™ CR "21."

To upload your Webh site you will need FTP client software or Web Design Software with FTP capabhilities:
http://help.godaddy.com/article. php?article id=96&prog id=GoDaddy&isc=wwkh5Z9

Information for your reference:
URL: http://seagerfamily.oryg “w

END OF TUTORIAL
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