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Introduction

The following module has been designed to offer a general introductory overview of Microsoft
(MS) Outlook 2013. The primary focus of the module is to familiarise you with the MS Outlook
2013 environment and to provide directions for using the program daily in a work environment.

Getting Started

There are a number of ways to open MS Outlook:

1. Double click on the Outlook 2013 icon on the desktop. It looks like this:

Outlook 2013

OR
2. Click on the Start button located at the bottom of your screen, select All Programs and
click on Outlook 2013

@ Access 2013

Adobe Acrebat Distiller X1
é Adobe Acrobat XI Pro
[¥ Adobe FarmsCentral
Adocbe Reader XI

'@ Default Programs

& Desktop Gadget Gallery
Excel 2013

2 Internet Explorer

@ Mozilla Firefox

[H OneMote 2013

[F outlook 2013

[E PowerPoint 2013

[ Publisher 2013

@ Send to OneMote 2013
Visio 2013

Using MS Outlook

MS Outlook 2013 is a comprehensive package that offers an electronic diary system whereby
appointments, events and tasks can be entered and tracked.

Detailed lists of contacts, both personal and professional, can be stored as well as a functional
electronic mail component with a large number of beneficial features.
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With the introduction of MS Outlook 2013, advanced file sharing facilities are available which
assist the process of working in a multi-site organisation where each user is able to see at a
glance the availability of other members of staff for meetings etc.

What MS Outlook looks like when you open it

When you first open MS Outlook, the screen will probably look like this:

Malke it yours. Search Manage tasks in the Message List
Customize Outlook. Choase different color schemes and different You can search a folder, subfolders, even other mailbaxes. Categorize, Flag, or Delete messages right where they live—in the
backgrounds, and synchronize them with your other computers. Message List.

o Sy B
Backstage view Do more in the To-Do Bar
Click the Fille tab to open the b-odognl i o 0B WP o The Ta-Do Bar displays the date
Backstage view, where you add in ¥ Conint =] | M e e e T e | Y - navigator, your appointments,
account and change settings. ik By - = T — e people, and your task list.

Reply from the reading pane
Reply and Forward right from

the reading pane. \Write a reply \ hpmze o ree
in the reading pane, too. g 1 we B How mary fo Liware!
Peek il prf g n fhert you can, okay? il make 1 up ta vou both, bus ' really crenched here i
i Sepe—
See a quick view of your Calen- - Wioreday, Db 15, 2008 12:25 P
dar, Peaple, and Tasks. Even see ] it AE. fer W — .
upcoming appointments. . Wil it ik b bestioframrashelimerd - i People pane
—— |_| P See details about everyone in
- TRRIF the Te, From, or Ce lines for
Mail Calendar People Tasks - each message.

Customising MS Outlook

The window above shows the original view which will be shown when you first open MS Outlook.
The window can be changed suit your own preferences. The options available within the View
menu include:

Message Preview
Folder Pane
Reading Pane
To-Do Bar

Tl Rewverse Sort

: ~ ~ n )
) Date = From 3 To 10N Categories I-
+ o=
> — = - | == Add Columns :
Flag: Start Date I Flag: Due Date I[=] Size =1 Subject = Folder Reading To-Do People
*+= Expand/Collapse~\ | pane~ Pane~ Bar~ Pane~
Arrangement Layout People Pane
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Message Preview
Allows you to preview the first one, two or three lines of text in a message in the main message
window.

Folder Pane

¢ Normal - this shows the full folder view in the left hand side.

e Minimized — this shrinks the panel to a bar down the left hand side.

e Off — removes the panel altogether. Favourites - displays folders that have been chosen to
appear in the favourites list.

Reading Pane

e Bottom - shows the reading pane at the bottom of the messages.
¢ Right — this shows the reading pane to the right of the messages.
e Off — removes the panel altogether.

To-Do Bar
e Calendar - shows a list of calander entries on the right hand side.
e People - shows a list of people saved as favourites on the right hand side.
e Tasks - shows a list of active tasks on the right hand side.
o Off — removes the panel altogether.

Standard Toolbar
The toolbars contain buttons that enable you to perform common tasks without using the menus.

The Standard Toolbar is displayed automatically when you open MS Outlook. The Standard
Toolbar displays mainly when you are within the Inbox:

New Move to Reply and Forward . Send/Receive
I\E/mail Folder Emails Categorise Emails Address Book

P 3dNew v | g 23 X | EaReply @ Replyto Al ig) Forward | 5 W | [ Send/Receive ~ (& | [@) Search addressbooks  + | @)

e N
; Del
Print elete | Follow Create Help
Up Rule Wizard

Reading Emails

It is very easy to read your emails using MS Outlook. Your messages will appear in the Message
Window as shown on the next page.
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<<

-1 Inbox P~
2% [0 @ From  Subject Received Size | Categories ¥

[

=] Date: Today
-~y Slack-5... Sick again today Thu 12/07/2007... 1 KB
_¢ Chisho... RE: EASTS Thu 12/07/2007... 10KB

=l Date: Yesterday
t=4 0 Gill, Li... RE: PD and Support Project Team Wed 11/07/200... 421...
{3 McDo... Patch deployments tonight Wed 11/07/200... 6 KB

MNondmes A mln demimivm = Aia-A 11 N7 MAN N ve

Your messages are usually sorted from the most recently received to the least recently received.
There are a number of fields that will help you to identify and sort your messages:
* Importance tells you the priority of the message, it can be set to high or low
b Icon tells you whether the email has been read or whether it is an archived item
¥ Flag Status tells you whether an item requires your attention. There are several options
available for this.
£ Reminder sorts your mail by using the reminders.
8 Attachment tells you whether the message contains an attachment
e Received tells you when the message was received by your email account
e From tells you who the message is from
e Subject tells you what the message is about

e Categorize you can sort your mail into categories and give it a colour to sort by

Note - If you click on any of these fields, your messages will be sorted according to what field you
clicked on (e.qg. if you click on attachment, messages will be sorted according to attachments).

You can open a message by double clicking the message you want to open in the message pane.
The message will then open in a separate window.

When you have read your message you can close it by simply clicking on the close button on the
top of the message window or you can reply to it, forward it, move it etc.

Deleting Email
If you wish to Delete your message you need to click once on it to highlight it and then either

click on the Delete x button on the standard toolbar, or press the Delete key on the keyboard.
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When you delete a message it will move to the deleted items folder where you can retrieve it later.
To permanently delete an item from your Inbox, press the Shift and Delete key.

Creating Folders

To manage your email, it is best that you create different folders where you can store your emails.
This makes them much easier to find rather than keeping them all within the Inbox itself.

To create a new folder:
1. Right click on the Inbox in the folder list

2. The following shortcut menu will display:

EE Open in Mew Window

MNew Folder...

LCopy Folder

Recover Deleted Items...
> Mark All as Read

Clean Up Folder

[<; Delete Al

Remove from Favorites

4

Mowve Down

Properties...

3. Click on New Folder. Type a name in the text box.

Moving Emails

Once you have created your folders, you can now organise your emails by moving them out of the
Inbox and into the different folders you have created.

You can do this in a number of ways - the easiest is to click on the message you wish to move,
drag it to the folder where you want to move it to (wait until the folder highlights) and drop it. The
message will be moved from your Inbox to the folder you selected.

EY
You can also use the Move to Folder  ~ button on the standard toolbar.

To do this - click on the message you wish to move. Click on the Move to Folder button and you
will have a list of some of your folders that you can move it to.
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Replying to a Message
You may want to send a reply to the message you received. You can do this either while the
message is open or from the Inbox.

You have two different options you can use when replying to a message, you can either Reply or
Reply to All.

¢Rerly Reply will send a message to the person who sent it to you.

5 Biply 8 5L Reply to All will send the message to everyone listed in the original email
To reply to the message, just click on either of these options on the toolbar.

You will then see a window with the email address of the original sender already in the To field
and you will be able to type in your reply in the message body area and send it back to the sender
by clicking send.

Forwarding a Message

Sometimes, you may want to send the message you received to someone else. To do this, click
on the Forward button on the toolbar and a message window will appear with a blank address bar
ready for you to put in the email address of the person to whom you wish to send it.

The original message will be attached and you can either type in some extra information if you
need to or just click on Send.

Creating New Messages

When you wish to compose and send a message you will need to use the New Email button.
When you click on this button, an untitled message window will display.

FILE HOME SEND / RECEIVE

Ijl ‘,?'.j [%Ignore x

7 Clean Up~
MNew  MNew . Delete
Email Ttems~ | & Junk~
Mew Delete

You will need to follow a few steps to successfully send a message. These are:

1. Enter the email address of the person to whom you are sending the message in the To
field
2. Enter a subject for the message in the Subject field

3. Type in the details of your message into the message area

4. When you have finished composing your message, click on Send
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Selecting Recipients

Instead of typing in an email address manually, you can select recipients from the address book.
To do this, click on the To field and the Select Names dialog box will display.

Select Names: Global Address List

Search: (&)Mame anly () More colurins

Address Book

|Global Address List

3

Advanced Find

| Mame

Title

Business Phone

Locatic_i

| = Abbas, Akhtar

§ Abbatt, Alison

& Abbott, Kym

8§ Abu-Izneid, Tareq
& Accounts Payable
& Acd-Psychology-ALL
& Ackroyd, David

& Acquisitions

& Adams, Allan

& #adams, Chrissy
& Adams, Julie

& Adams, Kathy

8§ Adams, Katrina

Archivisk in Training
Library Techrician
Professor

Lecturer

Information Technology OFFi...

P& Student

Course Administrative Officer
Instructar

speech Pathologist

Academic (Casual)

34486
34353
57559

aooon

o000
32540
45285919
4453
aooon

Al

Cancel

To find a staff member in the Global Address List you can either scroll through the alphabetical
list or enter a few letters of the staff member’s surname in the Type Name or Select from List
field. This will automatically scroll through the list to the information you have entered.

When you have found the name of the person you are looking for, click once on the name to
select it then click the To , Carbon Copy (Cc) or the Blind Carbon Copy (Bcc) button to add it to
that field. If you then double click on the name in the To, Cc or Bcc field, you can find out more
information about that person such as their Position Title, Department, phone extension etc.

If you wish to send the message to more than one person you just need to repeat the process.
You can add as many recipients as you wish.

Contacts

You can use the Select Names dialog box to also find people that you have listed in your
Contacts address book. To do this, select Contacts in the Address Book field and complete the
same steps to find the names as you did with the Global Address List.
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Select Names: Global Address List fz|

Search: (®)Nameonly (O More columns  Address Book

| | Go | Global Address List w | Advanced Find
Global Address List S —
| Mame Title all Address Lists one: Locatic!
All Contact: e
£ ibbas, Akhtar Archivis S P B
4 Abbott, Alison Library | all Users =
& abbott, Kym Profess| Centres
& Abu-lzneid, Tareq Lecture| Departments
Divisions
8 Accounts Payable Faculties
& Acd-Psychology-ALL Offices
8 Ackroyd, David Informg Public Folders
8§ Acquisitions Resources
& adams, allan Piz Skug Elcn'i-lc?r?sls
& Adams, Chrissy Course| |nits
g adams, Julie Instrucoutlook Address Book,
& Adams, Kathy Speech R ]
g Adams, Katrina Academic {(Casual) [alauuli} v
< | i

Cancel

Using the Address Book

You can click on the Address Book button on the Standard toolbar (see Standard Toolbar
section) to find details about University Staff and your contacts without sending a message to
them. When you click on the Address Book button, the Address Book dialog box will display.

4 Address Book: Global Address List

Fie Edt Took
Search: (D Mameonly (OMorecolumns — Address Book
[ | Go | [clobal address List v|  Advanced Find
| Mame Title Business Phone  Location | E-mail A
[ = Abbas, akhtar Archivist in Training 00000 aabbafPy|
& Abbatt, Alison Library Technician 84486 aabbot —
& Abbott, Kym Professor 34353 kabbot
£ Abu-Izneid, Tareq Lecturer 57559 tabu-iz
§ Accounts Payable accour
& Acd-Psychology-ALL Acd-p
& Ackroyd, David Information Technology OFfi... 00000 dackro
& Acquisitions acg@c
& Adams, Allan PG Student 00000 aadam
& Adams, Chrissy Course Admiristrative Officer 32540 Cadar
& Adams, Julie Instructor 46256919 jadams
& Adams, Kathy Spesch Pathologist 84453 ketada
& Adams, Katrina Academic (Casual) 00000 Kadam
& Adams, Mark, Project Officer 86137 wadarr
& Adams, Peter Lecturer 32361 Padam
& Adams, Rosemary Praject Officer 84213 radams
§ Adams, Tania Finance Clerk {Accounts Re... 32683 Thdsm
& Adamsan, Peagy Lecturer 2704 Padam
& Addinsall, Marion Edurational Designer 32058 maddir
& Addison, Kathryn Hanours Student 00000 kaddist
& Adem, Richard Student 00000 rademi +
< ] >

The Address Book works the same way as the Select Names dialog box. To search for people,
follow the steps listed in the Selecting Recipients section. To see the Properties of the staff
member, double click on their name in the address book.

Attachments

Adding Attachments

To add an attachment to a message you are creating, click on the Attachment button inside the
Include section.
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EHd SO e Untitled - Message (HTML) ? B - 0O X
MESSAGE | INSERT  OPTIONS  FORMATTEXT  REVIEW

Ctri+s |

6 o o= p= Lg -

(9 CalibriBoc |11 ~| A & = -2 A [* Follow Up Q .’
s Copy N A ' High Importance 2 P
513 . - E=E = Ees oom pps for
- ~" Format Painter B I U[¥-4A === ¥ Low Importance Office

Clipboard ] Basic Text ] Tags . Zoom Apps ~
To...
=1
Ce
send
Subject

=

Click on the Attach file icon to navigate to where the file is saved

N

Select the file
3. Click on Insert
4. The file will now be located in the Attached field of your message.

Opening an Attachment
If someone has sent an attachment to you it will look something like this:

{,--’_1\ 9 v 4 % 5 ATTP Res School. Introduction to Study' Session 10 Sept 2007 - Message (H.. - = X |
e
J Message Adobe PDF @
<N J 53 ¥ =] 3 | 34 Find
] ¥ 2 x 1 ey . — % Safelists~ | == Y
—4E _d _$ "_] _/ g’ LJE A___! % Related ~
Reply Reply Forward | Delete Moveto Create Other Block | Not Junk Categorize Follow Mark as i
to All Folder~ Rule Actions~ || Sender — v Up~ Unread | W Select~
Respond Actions Junk E-mail T Options f5 Find
You replied on 11/07/2007 2:10 PM,
From: Roche, Christopher Sent: Wed 11/07/2007 1:53 PM
To: Brimson, Richard
Ca
Subject: ATTP Res School. Introduction to Study’ Session 10 Sept 2007
| Message | @Program - Res School 200779 - Sec Math.doc (52 KB} @Program - Res School 200779 - TAS.doc (61 KB)
. . -~
Hi Richard. —
Lyn sent an email to you on the 24 May. Here are the draft programs. These session have been run before by DI ';)
As this is the first time | am involved in it | will need to check with Paul about the content of DIT Sessions. but |

To open the attachment, double click on the name of the attachment. When you have opened it,

you have the option to save it for further use. If you want to save the attachment, choose Save As
and navigate to where you want to save the file.
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Hyperlinks

In MS Outlook, a hyperlink is a connection from your email message to a Web page, file or email
address. The hyperlink itself can be text or an object such as a picture, graph or shape.

Hyperlinks become active when you open your email message.

To insert a hyperlink into your email message:

1. Highlight the text in your message where you wish to create the hyperlink

2. Click on the Insert tab and select Hyperlink (inside the Links section)

3. The Insert Hyperlink dialog box will display

Hyperlink Bookmark

Link To

Link to:

Exisking File or
Wweb Page

%]
Place in This
Dacurment

Create Mew
Docurment

E-mail Address

Insert Hyperlink

Text ko display: |InFnrmatinn

ScreenTip...

Look in: |u:l Daka j @ ﬂ
|=) Adobe -
CFE-IJrIrdEer:'t 1.7 email attachments
|=) gifanimation
| holos

Browsed  |3) images
Pages | Macromedia

|2 Mail

Recent My Data Sources
Files  |5) My eBooks

?H My Music

W

Address: |

[~

| Cancel |

You'll notice a number of options within this dialog box under the words Link to:.

These will determine the type of hyperlink you create and when you click on these different

options, you will notice some changes to the Insert Hyperlink dialog box:

o Existing File or Web Page: allows you to create a link to a web page. When you have
selected this option, navigate to the file you want to link to in the Look in: field or type in

the URL address in the Address field.

Note - You can add a hyperlink to a file on the S: drive using the Existing File or Web page
option so that staff can automatically open the document from the link. Just remember that the

person accessing it needs to have access to that part of the Shared drive.

. Place in this Document: allows you to create a link to a place within the message.
When you have selected this option, select the part of the message you want to link it to.

o I Create New Document: allows you to create a link to a new document that you create.
When you have selected this option, type the name of the new file in, and select either

Edit the new document later or Edit the new document now
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o ol Email Address: allows you to create a link to an email address. When you have
selected this option, type in the email address in the E-mail address field and type the
subject of the email message in the subject field.

Signatures

A CSU emall signature template has been created to ensure consistent application by staff.
Signatures and disclaimers should be used at the end of all emails as they may be forwarded to
external parties.

Formatting Text

You can change the appearance of text in your message by changing its attributes. This includes
font, size, style, effects and colour.

The Format Text tab is the easiest way to change many attributes of text.

FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

= LT LT, == A #iFind -
si=-%r == 8l M papbeene] asebcede AaBbhCe Assbcer AJ B . ;:\A "

Bic Replace

L Aa HTML

D A3 Plain Text
Paste

Calibri(E-|11 - A" Ao Aa- A

= aly . === 1= o B8 o i i i —| Change
¥ | AdRich Text B I U abc x, X A = === = Sy - 1 TNormal = TMNo Spac... Headingl Heading 2 Title = Styles - [}Select'

Clipboard = Format Font ] Paragraph ] Styles ] Editing

e Styles - Styles allow you to quickly format a document with a consistent and professional
look.

e Font Selection - Click the arrow to the right of the font name box to view the list of fonts
available. Scroll down to the font you want and select it by clicking on the name once with
the mouse.

e Font Size - Click on the white part of the font size box to enter a value for the font size or
click the arrow to the right of the box to view a list of font sizes available. Select a size by
clicking on it once.

e Bold, Italics and Underline - Formats text to be bold, italicise and underlined

e Text Alignment - Text can be aligned to the left, center, or right side of the page or it can
be justified across the page.

e Numbered and Bulleted Lists - Adds bullets or numbers to the paragraph

e Increase/Decrease Indent - Change the indentation of a paragraph in relation to the side
of the page.

e Qutside Border - Add a border around a text selection.

e Highlight Colour - Use this option to change the colour behind a text selection. The colour
shown on the button is the last colour used. To select a different colour, click the arrow next
to the image on the button.

e Font Colour - This option changes the colour of the text. The colour shown on the button is
the last colour chosen. Click the arrow next to the button image to select another colour.
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https://www.csu.edu.au/staff-links/corporate-templates/

The Font Formatting Menu

The FONT dialog box has further formatting options including many different styles of underlining,
superscripting and subscripting:

1. Click the small diagonal arrow [=] in the lower-right corner of the Font group, then the Font
dialog box will launch

2.  Specify the changes you wish to make, then click OK to accept the changes.

Creating New Contacts
There are a number of ways you we can create a new entry in your Contacts address book:

1. Click on the New Items button in the navigation panel ﬂ .F| i Ignore x [

7% Clean Up~

2. Then click Contact | New Delete F

. -
| ems= % lunk
N¢ =1 E-mail Message
vi [0 Appointment

be B Meeting

nt |/ Task
E-mail Message Using *
Maore Items ]
) Skype Meeting
April 2015

Alternatively, you can:

1. Click on People in the bottom menu and select the New Contact button

Mail Calendar People Tasks - &=

Mew
Contact

2. The Untitled Contact window appears and you are able to fill in the fields that you require.
When you have finished entering the details, click on the Save & Close button.

You can also use the Drag and Drop option.

When you receive an email from someone who’s contact details you would like to add - highlight
their message in the Inbox, drag it to the Contacts folder in the Folder List and drop it.

You will then see the Untitled Contact dialog box (as above), but all the relevant information will
be entered into the appropriate fields. Click on the Save & Close button to finish the entry. The
message will still be available in the Inbox where it was originally located.
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