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Getting Started

Overview of the Main Outlook Window

Change which navigation buttons are shown, and in what order, through the Navigation Pane Options
window.
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Setting Options

Each tab in the Options window contains a variety of settings. Some tabs also contain access to additional
settings and features.

The Preferencaabcontains settings specto the standard folders in an Outlook proSkeveral settings

can be found under Email Options.
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Email accounts can be modifiein theMai/ Setugab. You can open additbmailboxesas well as
create and manage pst files for offline storage.
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Default formattingbackground stionery, fonts,
and signaturg$or outgoingmessageas '

; . Mad
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Edit Stationery - [Untitled X
Stationery Picker @ y-[ ] X
Message font
Stationery Choose the font and style you would ke to use to compose
~ EdR... A * messages with this stationery:
3] Citrus Punch - 100t Aial
(9] Gewr Dy m Create New Stationery rg]
—
3] Currency (m f 1. Enter a name for your new stationery: Background
IFesta — — Rationery can have either 3 background picture o & sokd
S Gacnr P =5 ritied Background cclor. Select the badkground for ths staticnery:
N O pcture:
Preview: 2. Choose how to create your stationery:
@ Start with 8 blank staticaery Ocoke:
(O Use this existing stationery as a template: (3) 0o not inchude a background in this stationery
Preview:
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3.Tj h o b Creaefatsinature to include in new messages and/or replies and forwards.

Choosing Advanced Edit on the Edit Sigreatvindow will open an editor based on the default format you
have set for your outgoing messages. For example, if you have Word selected as you editor, this will open
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Word; if you are sending mail in HTML format, this will open your default web editotR&ge,
Netscape, etc.)
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The Spellingab set®utlookto check your
spelling before your message is sent. ThiS fEAtUIre | ruwenes mst ot sstromse | oo socurky  oter | Dolegates
vt ft Xps e "°itthedigtidnaryiprmob s z Gensral options

installed in MS Word, you will receive an error ARGE. 15 by seggaet roacimacts o miiied Ve
message [2) Aways check speling before sendng

g ’ DlwcwdsnLPPERCASE
[[J1grore words with rrsmbers

[#) 1gr0re original message text in reply or Forward
Various security settiggs well as digital Igsre [F1use AtaCarrect when Waord it the e-mad edkor
setfrom theSecuritytab.
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Through Delegatesyou can give another Exchange user permissions to one or more of your account folders
(i.e. Calendar, Contacts, Inbox). After selecting a user from the Global Addressitésthie name

appears in the Add Users box on the right), you can set the level of permission for each individual component
of your account.
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The Othertab gives access to settings such as working with the Reading Pane, reminder notifications and the
dartup folder.AutoArchive settings aasdsoaccessed on this.tab

Working with Email

Creating aNew Message

There are many ways to open a new message:

e Ctrl+N or Double click any empty space in any messag
folder (i.e. Inbox)

e Ctrl+Shift+M from any foldr
e Gspn nfov; Gj mf°o Of x° Ni
e 2 0Of x cvuupo ( vt-messagegaiderp :
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