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Introduction - The main Elements of the Package
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The window above represents the standard view forddoft Outlook Express.

The screen is split into various parts:

Command Bar
Toolbar
Folders
Message Pane
Preview Pane
Contacts

Each of these are explain in more detail.



Commands Bar

The Command Bar

|| File Edi.t View Tools Message Help

When Outlook Express is opened the Command Baraappé the very top of the
window. The Command Bar can be used for all ofbhsic and advanced commands
as well as all aspects of configuring email.

In most cases there will be very little need to teeCommand Bar as using the main
toolbar can easily perform most actions.

Toolbar Menu
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Send/Recy

The main toolbar can be used for all of the esakatimmand used for sending,
receiving and managing email using a single clicthe buttons.

New Mail — When you click this button once a new messagéavinwill appear
which then allows you to write a message and seond o any e-mail address you
choose.

Reply — Click this button once when you have an ema#sage highlighted
in the message pane, this will open a new messagtow with the recipient
field address already completed. The recipientlfigll contain the address of
the person the message originated from and thetdlke message you are
replying to is included in your mail message. Yan edit this message.
Replying to a previously received e-mail messadematically inserts the To:
address and eliminates the need to "look up" thdess address.

Reply All — Clicking this button once with multiple email ssages highlighted in the
message panwill open a new message wind@xcept this time the recipient filed
will have multiple addresses filled in. The recigiéeld will contain the addresses of
the persons the messages originated from.

Forward — The forward button is used to forward messag@ster email addresses
without changing the original message and leavihgfdhe contents of the email
message and attachments intact, however, you nmiagreappend the message if you
so desire. Highlight a message and click this Ibutiace to open the message you are
forwarding. Enter the forwarding email address thi® recipient field.



Print — Select any message and click the print buttonitd put the message.

Delete— Highlight any message and click the delete Inutosend the
message to the deleted items folder. If you deleteessage by mistake and
have not yet purged it, you can undelete it by lnghiing the message,
choosingEdit, Undelete

Send/Recv Click once on the button to connect to the mgeand send any
outgoing messages from the Outbox folder and doadhincoming messages from
the server to the Inbox folder.

Addresses -Click once on the button to open up and select fiteenAddress Book.
Find - Clicking this button allows various options fording email messages in

different folders and also for finding email addves in the Address Book or on the
internet.

Folders
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Outlook Express helps to manage e-mail for yourgynizing messages in a variety
of folders. The folders come under the main headirgocal Folders and this denotes
that the folders are present on the computer’s tiave.

Folders

Inbox — This folder stores all of the e-mails you reeeiv

Outbox - This folder stores all of the e-mails you aoéng to send.

Sent Items— After messages leave the Outbox, a copy is atioally stored in the

sent items folder.

Deleted Items— Every time you delete a message from any fadsopy is stored
here.Thisis discussed in more detail |ater.

Drafts — This folder is an ideal place storessages that are in progress but not ready
for sending.



Saved Items- This folder is a useful place to steney messages that contain
information that you may wish to look over agairadater date.

Messages can be moved between any of the folders.

New folderscan be created and customized as you require.

Messages that you would like to save should be chowe another folder;
they should not be left on your Inbox. Folders rbaycreated and used on
your local PC. E-mail messages stored in foldargaur local PC are
accessible only when you are using that partida@r

To create a new e-mail folder, sel€&de, Folder, New.This will produce the
New Folderwindow.

Message and Preview Panes

The Message Pane

When you click on any folder (Inbox, Outbox, Selenis, Deleted Items, Drafts, and
Saved Messages) all of the messages in that folididse displayed. If you single

click on a message the contents of that particukssage will be displayed in the
preview pane. Please note in the message panegtagdbw that the message
highlighted is “Your Doras Submission”.

If you look at the preview pane graphic further doyou will see the details of the
message.

Double clicking on any message in the message widingpen the message and allow
you to edit it.

ol % Fem T | Subject | Recaived =]
=3 John Murphy Arlene Heeney 27079172
24 Joh Murphy Re: 05407439 2258
! 59 |E Intemet |E Intermet Quotation for Mew Dot Com Domain 230799122
£ IE Intemet IE IMTERMET WEB HOSTIMG SOLUTION 2200799 14:0¢
£ Gay Killorr Donald Findlay GC R.LP. 16408499 221.
doraz(@itinet. je “rour Dioraz Submizzion 11/06,/99 1331
7Y civicsi@genciies.com Your Pages That Pap Info 03/07/99 1740
£ civics@geocities. com “Wwelcome o Yahoo! GeoCities 03/07/99 1740



The Preview Pane
Your site, Images of County Louth (hitpofindigo iei~lewisk) has recenthy =
been reviewed by Doras and given a 2 Shamrock rating. You can read the
reni ey at
httpreffdoras tinet ie/Doras nsifReviews/37TACEE5ACINDECENISETE1006BATIF

Content, functionality, style and innovation are among the criteria we have
considered in our assessment of the site,

Your presence in Doras is sure to generate additional traffic to your site
and we reguest that you reciprocate by providing a link to

http:ffidoras tinet e

We have designed a Doras award badge which is available to download now at
jtto:ffdoras_tinet.iefbadc:ef?[]??:-’l5.htm| X
4

|

The Contacts Pane and Address Book

The contact pane and the message pane contairyetkeecsame information.
However they provide different ways of accessindrass book entries and quick
ways of sending e-mails to contacts.

The Contacts Pane

Cortactz = X |
E_I-EI Adrian Southern -
CH David Melvin
i'_‘ﬁ dmckeoni@eur ko.com
!'_ﬁ G any Fillarn
{j-:l John Murply
|j-ﬁ] f.evin Ramage
I'_']:ﬂ Lewiz Killors

|j-:l Linda Crozz L‘

The contact pane displays the e-mail contact nanaeldress for all of the contacts
contained in the address book. Highlight and deehtk on any contact to open up a
new mail message dialogue box allowing you to ceteph message to the selected
contact.

If you highlight a contactAdrian Southern is highlighted) and then click tight
button on your mouse a series of options will digdbr sending e-mail to the contact
and also for editing the contact details

The address book is explained later.



Messages and Attachments

Basic Message
Below is an example of an email sent to DroghedtherBoyne Tourism.

% E-mail Training =] l

| File Edit Miew Insett Format Tools: Message Help

|
‘R‘X%%mﬁ«ﬁ&?

3! =

Attach - Priority | Sian  Encrvpt | Online

Send (S0t e ) Haste Lndo Check 5Spelling

From:  [lewisk@indignie  [pop.indige.is) =
B Te:  [dotb@indigo.ie

@ﬂ Ciz: ;manager@dmgheda-tourism.com

Subject  [E-mail Training

DearLiam - Just a note to confirm that | will conduct training on 20th, 2715t & 22nd
September at your office.

Lewis Killorn
lewisk@indigo s
TelfFax- 00353 413 0477

W e

Forward

Below is an example of an original message fromiPh®'Connel to Lewis Killorn.
This message is being forwardedLiam Reilly.- Please note that the subject of the
message starts with Fw: This denotes that the mgedsss been forwarded.

Bt Fw: IE Internet Quotation for www_drogheda-tourism_com

i e e Rl Jlemmie—ct—=ll

| Eile Edit  %iew Insert Format  Tools  Message Help ||-"jd-En

(B % m & =Ta = o | = =
Send 10t EaE Easte Undo Check Spelling Attach  Priority Sign Encivpt | Online
| # Thiz meszage iz High Priority. |
From: [lewisk@indigo.ie  (pop.indigo.i=) = |
T !dotbt@indlgo.le
s Iinfn@drngheda-lnulism com
Subiject: !Fw: IE Internet Quotation for vy drogheda-tourizm, comm
[#rial 1o 0 SR e e i == e

Dear Liarm - Please find attached a copy of the goutation for your files.
Lewis Hillorn

lewiski@Doceanfree net

00353 (0341 9830477

----- Crriginal Message ——-—-

From: FPhelim O'Connell

To: |lewiskiG@indigo.ia

Sent: 23 Jduly 19992 11:34

Subject: |E Internet Quotation for wwww. drogheds-tourism. com

Dear Lewis,

Further to your recent email, the total costs for set-up and hosting of the domain www. drogheda-
tourism. com with IE Internet are as follows:

Ll




Reply
Below is an example of the reply sent to Phelimddia| - please note that the
subject of the message starts with Re: This dertbééghe message is a reply.

Message with Attachment

.‘§| Re: IE Internet Quotation for www. drogheda-tourism.com

| Ei}e Edit  “iew Inset  Format  Tools  Message Help

(B[ % & & -3 =

0 4!-|& B =

Send ] Copl Faste Undo | Check Speling | &ttach  Frioity Sign  Enenpt | Online
Erom: IIewisk@indigo.ie [pop.indigo.ie] LI
To:  |Phelim 0'Connell
EB e |
Subject: lF!e: |IE Intermet Quotation for wee. drogheda-tourizm. com

[orial o=l & |B £ 0 A |i= = & = = = — | L

Hi Phelim :I
Thanks for the goutation - | will be in touch
Lewis Killarn

lewiskiEindigo ie
TelfFax - 00353 413 0477

Qe

Below is an example of a message sent to dotbt@undi- please note that the
subject of the message starts with FAO: This denibtat the message is for the
attention of a specific persoviou will also notice that a new box below the sabje
line - Attach - In the box are symbols for Micras@ford Documents. Double click
on the documents to open them.

i FAD - Liam Reillp - Traineng RuesBGonoamne

|[ B E Wew Took Mesiage Hel | &
I LT @ o e
il sl Fieply a8 Froowsnd Prird Dl Fr=ious M Hddheses

_an-; _Lﬂlii:ll.l:iﬁ :

Date; 12 Sephembier 1953 1152

Ta: chotheEnrigo e

Sulbjeels  FAl : Lim Fadly - Tiaieg O
MR ke __"-T ranareg Soheduds doc [32 3 EE)
_'l'-Ema.IJ.r\bein-el T rasormreg D e sliorsme dow (37 3 KE|

¥

Crear Liam

| hape yau had a great halidey

As discussed please ind atached a brnel guestionmars for each person
atending the fraining sessions o complehs

¥ possible | you can have these retumed to my home or office address on or
before Wadnasday 15t Seplamber it will halp me 1o tailor the trasning for
Sach grougs

T poscibie please also provide e vath the names of staflf sftending each
SEESION

| have alsd attachad a blank schaduss which you can flfin

Iwall probabby nesd access 1o e affics 10 gel organised at Gam on Mandane e
tha Z0nh Saptemmber

Flease givae mea & call if you need o discuss amy of the details

Youwrs sincersky

Lawvas Killoen

AL




Sending and Receiving Messages Dialogue Box

You can watch the progress of sending and receiviegsages by openinf the
dialogue box.

W Outlook Express

The processing of requested tazks was interupted. Please review
the hist of errars belaw for more detailzs;

[ #4 Details I

¥ Hang up when finished

-
-l

Tasks Erars I
Tazks | Status | Connection | —
><_ Check for new meszages on 'mail. ocea. .. Failed Oceanfree Spa..:
X Check, for new messages on 'pop.ndig... Failed Indigo Drogheda
X Check far new meszages on 'lewisk Oc... Failed lewisk @oceenfr...
}{_ Check. for new messages on ‘Arlens - 0. Failed Oceanfre Arflene ..
0 of 4 tazks have completed suscessfully &

Composing/Sending e-mail

Sending e-mail differs from replying and forwardinmga number of areas and
functions. Perhaps the greatest difference issading, in the strictest form,
involves creating original messages.

To send a new or original e-mail message, begidibking on theNew Mail
icon.

MHew bdail

This will open the message composition window.



i Comments [_ O =]

File Edt “iew Inzett Fomat Toaolz Meszsage Help |

|
jl‘%‘%%%ﬂ g, v 0 o .7

Send (Bt Copy Fazte  Undo Check Spellingl_&ttach  Friarity
| Speling]
Fra: Irugerw@maplemuunt.mg [raplernount. org) j
Ta Iuser@westview.cum
(2 [
Subject: IEnmments
[ HinE £ B £ U A S GE e=hali ==

I'm interested in reading your comments concerning the expected
waather changes for the new century. Please let me know how | may
receive them.

Thank you
Roger YWilloughby hd|

| 4

Enter the e-mail address of the person you wisirite to in theTo: field,
include aSubject: and then type your message in ltiody of the e-mail. Be
aware that depending on the mail reader the psmomare writing to uses,
font type, size, bold, italics, and underscore miagnay not look as you
intended.

Then pres$end
Recipient Types and what they mean

To: Primary recipients of your message.

CC: Carbon Copy, for secondary recipients.

BCC: Blind Carbon Copy, for secondary recipients nentified to the other
recipients.

Printing Selected Messages

You can print a message from the Message windopor the Message List
window, if the message panel is open and the mesgagwant to print is
being displayed.

To print the currently displayed message, ckdk, thenPrint.
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File Edit iew Tools Mesza
Mew 3
Qpen Ctrl+0
Save Az

Save Sttachments...

Save az Stationeny...

Folder k
Irnpirt r
Export r

Frirt... Ctrl+F

Switch [dentity. ..
|dentities k

Fropertiez Alt+E nter

work Offline
E xit

Attachments

Any file on the user computer or local drives carskbnt as an attachment to
an e-mail. A message does not need to be plainAexattachment can be a
document (Word, PowerPoint, Excel, text etc.) goige message.

Multiple files can be attached with a single e-midibw To Attach A File:
Open a New Message window.

Farmat

Toolz

File Attachment. ..

Enter the message. Click bnsert thenFile Attachment .

Choose the file from the dialog box:

Inzert Attachment

Laoak ir: I @ 3% Floppy [4:]

=~ & e [¢

@  accounts configurelogo icwizard @ NEWMELEa
@ attachfile @ ds-hakr icwlagon @ apeningsc
@ attachfile2 ] ERpressicon d icwrnail outlooklog
@ attachment fansard  icwharne print
checkingmai 4] getnew ] icwtype ] readmail
i compoze ] icwinaut ] inbiox replyall

“| | i
File narme: Iau:u:u:uunts Attach I

Files of type: [ & Files [+7)

[T Make Sharteut b this file

11



Common format types include: .pdf, .doc, .bmp,,.jgd, .html, .htm, .xI, .ppt

If possible, before sending messages with attafitesi make sure that your
intended recipients have the software availableadl the attachments. There
is no point in sending, for example, an Excel spsbaet to a person who does
not have Excel. At the very least, let the persoovk in the email, what
software was used to created the attached file.

Opening attachments: be careful about openinglattants. Viruses can be
transmitted through attached files via e-mail.dtiydo not know whom an
attachment comes from consider deleting the maiiaut opening the
attachment. Knowing the sender is no guarantedghbattachment will be
virus free.

Create Folder E
Folder name;

Cancel

ok, I
IMinutes |

Select the folder in which to create the new folder:

% QOutlook Express
-+ Inbox

J@ Dlutbo

£ Sent ltams
: (3 Delated ltems
- -:_:E. Diraftz

Type the name of the folder you want to create (digutes) in the upper
field. You can name this folder anything you wanproject name, a persons
name or topic name. Use the lower field to seleetdcation under which the
new folder should be created.

12



Filing Messages

Edit
Copy Chrl+C
Select Al Chrl+4,
Find »
Move to Faolder... Ctrl+5 hift+4f
Copy to Folder..
Delete Chrl+Dr
hnelete

Empty eleted [ teme" Folder
Purge Deleted Meszages

[k s Fead (i k]
Mark az nread

fart Eonverzation as Head Bl

f ke Al ead [ttt

To move an e-mail message from your Inbox to andtilder, select the
message in thip section and then choosgdit, Move To Folder This will
open a list of available folders. Click the foldleat you want to store the
message in. The message will be deposited in thedaider and removed
from your Inbox.

Messages that have been stored in other folderbeaised the same way you
would as if they were still in your Inbox; you carove, delete, reply-to and
forward them. To switch from your Inbox to anotheessage folder, select
the folder to be displayed on theft section.

NOTES:

Be selective about saving old e-mail messages. &dessthat you do not need
to keep should be deleted. Messages that you waetep for long-term
reference/storage should be moved into Local Médldrs on your PC.
Important messages that you want to be able tcsadoem several different
locations (e.g. home and office) should be stonestinail folders on the
server (RCI or Eden).

The Address Book

Click on the address book icon to open the addvesk.. You will notice that this
window has a Command Bar and Toolbar of it's owd @nthe address pane you
have the basic information for each contact.

The command bar contains information about theckasil more advanced controls
of the address book.

The Main Toolbar has various buttons which again when clicked ondeallow
you to perform an action.

13



New — Allows you to add a new contact

Properties — Allows you to edit the detail of any contactttilau select.
Delete— Allows you to delete any contact that you select

Find People— Allows you to find any contact in the addresslkoquickly.

Print — Prints details of any contact you select.

Action — Allows you to perform actions such as sendingieand going to your
contacts website

E2 Address Book - Main [dentity
File: Edit View Tools Help

=]+ 9 }{:

M e Properties Dielete

4 a @

Find People Frint Action

Tupe name or select from lisk I

Mame ¢ ’ E-Mall &ddress I Buziness Phone I Home Fhone -
[EElAdrian Southern asouther@bioZ. edu
EZ] David Malvin rangersweb@hotmaill, com

drckeon{@eur ko, com
zpaceboy@globalnet. co.uk
murphy @icu.cam

EZ] drmck eon@eur ko, com
Gary Killorm
John kM urphy

0044 ME3N 5EG...

=] Kevin Ramage kevramizbtinternet, cam

(588 Lewiz Killarn lewisk @indigo.ie

EZ] Linda Cross lerozz@eur ko.com

EZ] Microzoft Microzoft_012163@newsw. .

E=] Nizola Mckeon murphy @icu.caom Al
EZ] Pamela Dowd pam. dowdigioceanfree. net

pat@carnigand]. freeserve.. ..

naherneuEeanr ko com

Fat Carngan
=] F'aﬂiEn_q Hernau na1-45212 :J

14 items Z
Below the toolbar is also a box/fielyping a name or even a single letter will help
you find contacts very quickly.

Use the Address Book window to create, store, aitdaddress book entries. An
address book entry stores names, postal addresses| addresses, phone numbers,
and other information about an individual.

After creating entries in an address book, youussnaddress book entries to look up
information about your personal contacts, suchnaaileaddresses and phone
numbers.

You can also use an address book to associate benahe-mail addresses with a
single group, which becomes a mailing list.

Adding a Card to Your Personal Address Book

From the Outlook Express toolbar, selectAldelress Bookbutton.

S

Addreszes

14



From theAddress Book window, clickNew, which brings up the choices New
Contact, New Group, or New Folder.

Ei: Addrezs Book - Main ldentity

File Edit “iew Toolz Help

BN S | Eoy
M ew Propertiesz Delete  Find People Frirt Action
o Shared Contacts Tupe name or zelect from izt Ii
+/ 2 Main Identity's Contac [jame | E-Mail Address | Buok Phane
[E=] Amelia Stenger aztenger(a@l 92, 168.0.1
EZl &mn Patrice Cecil aceci@192.168.0.1
EZ] &nnalita Lancaster alahcazter®@] 92 168.0.1
Barbara.Jean Head bihead(=192 168.0.1 |
Bruce Blandford bblandfardiz192.168.0.1
Cindi Timbrook, ctimbrooki=192.168.0.1
[E=] D avid Ebw debwi=x] 592 168.0.1
1] J 14 o
| 7

In theNew Contactdialog add your entry to yodddress Book, click OK.

Adding a Group to Your Personal Address Book

Ed Address B

File  Edit Mies

T

i [T F

From theAddress Book window, clickNew, which brings up the choices New
Contact, New Group, or New Folder.

In theNew Group dialog add a Group name to ydAadress Book. Choose
Select Membersand highlight the individuals already in your adadré&ook
and send them into the right side of the windoveligking on theSelect
button. Pres©K.

Looking Up and Using Addresses from Address Books

Use the Address Book Window to lookup e-mail adseesand other
information from address books and address lookwmyices.

15



To lookup an e-mail address by using the AddresskBimllow these steps in
order:

]
1. Addresses

Choose thé\ddressescon.

2.
If the person you are looking for is on the ligghlight the name and select
the Action icon on the toolbar.

[Ed Address Book - Main Identity

File Edt “iew Toaolz Help

— =%
)y X B Eoy
M e Properties Delete  Find People Prirt Action
o Shared Cantacts Type name or select from list; |
++/ Main Identity's Contac Mame - | E-tail Address | Buzsiness Phone | Hame Phone +
EZ] Amelia Stenger aztengerid] 92 168.01
EZ] Ann Patrice Cecil acecilt@192 168.0.1
EZ] Annalita Lancaster alancasten@] 92 168.0.1

:Barbara Jean Head hjhead@1592 168.0.1

Bruce Blandford bhlandfordie1 32 168.0.1

3. Select Send Mail.

%v

Action

Send Mail

Send el o, k
Dial...

Internet Call

4. Compose and Send message as usual.
Notes...
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