542427 Ch0l.gxd 10/9/03 8:54 AM Page 1 $

Part 1: Outlook: Getting Started

Task 1: Connecting Outlook to the Internet

Task 2: Setting Up a POP3 E-mail Account

Task 3: Setting Up an HTTP E-mail Account

Task 4: Tailoring the Outlook Interface

Task 5: Customizing the Outlook Today Screen

Task 6: Finding Information with an Advanced Search

Task 7: Digging Deeper with Advanced Search




542427 ChOl.gxd

Task

10/9/03

1

8:54 AM Page 2 iF

Connecting Outlook to the Internet

A

1.

Part 1

For dial-up access, you need a working dial-up networking session,
which contains your Internet service provider’s (ISP) access phone
number, as well as your user ID and password. If you haven’t estab-
lished this, contact your ISP now. LAN users can skip to Step 8.

Once you have a known, good connection, you need to point
Outlook to it. Click Tools = E-mail Accounts.

Under the E-mail radio button, click View or Change Existing

E-mail Accounts. Click Next.

Select your primary account and click the Change button. In the
Internet E-mail Settings (POP3) screen, click the More Settings...

button.

In the Internet E-mail Settings dialog box, click the Connection tab.
Then click the Connect Using My Phone Line radio button.

Select your dial-up networking session from the drop-down list in
the Modem section, as shown in Figure 1-1. Click OK to finish.

[Internet Email Setings ()

General | Outgoing Server  Connection |Advancad |

4 Please specify the type of connection ko use for e-mail.

Connection
" Connect using my local area network (LAN)
I™ Connect vis modem when Outlank is offline
* Connect using my phone ling

™ Connect using Internat Explorer's or a 3rd party dialer

Modem

Use the Following Diak-Up Networking connection:

Properties. .. Add,..

Figure 1-1: It's best to create a dial-up networking session outside of Qutlook

and then point the program to it.

If you need to adjust your connection, you can do so by clicking the
Properties button on the Connection sheet of the Internet E-mail
Settings dialog box. You’ll arrive at a dialog box that looks like the

one in Figure 1-2.

.

n e-mail program without an Internet connection is like a car without wheels—
it’s going nowhere fast. So your first order of business after getting Outlook set
up is to get it talking to the Internet. For most users, Internet access will be either
via dial-up modem or local area network (LAN). Cable modem and DSL sub-
scribers will typically use the LAN approach. Here’s how to get connected:
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Genersl | Options - Networking | Advanced

Connect using
|‘ Wodem - Sportster 56k Data Fax PP (COM1) |

Phane number

fieacods Phane number

\ | [soesee | [aremates
Countryreion oods

\ v
[] Use didling rules

Show icon in notification area when connected

Figure 1-2: You can tweak some modem settings and such here. But to change
your ISP password or user information, you need to go through Windows’ Control Panel.

8. Connecting to the Internet via LAN is even easier. Return to the
Internet E-mail Settings dialog box introduced in Step 5. Click the
Connect Using My Local Area Network (LAN) radio button.
Outlook will automatically find the network connection and transact
messages that way.

9. Outlook lets you establish a dial-up connection as a backup to your
LAN. On the same Connection sheet, click the Connect via Modem
When Outlook Is Offline check box, and then select the dial-up
session from the drop-down list below, as shown in Figure 1-3.

W

General | Cutgoing Server Connetion |Advanced |

Connection

% Connect using my local area natwork (LAM)

" Connect using my phone line

" Connect using Internat Explorer's or a 3rd party diale

Modem

Use the Following Dia-Up Networking connection:

| Earthiink 2 dial-up 2]
Properties. .. Add...

Figure 1-3: Outlook automatically finds your network connection.

Task
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Task 2 Setting Up a POP3 E-mail Account

Once Microsoft Outlook is connected to the Internet, the first order of busi-
ness is clear: Send and receive e-mail. The vast majority of e-mail accounts
are so-called POP3 accounts (POP stands for Post Office Protocol), so it makes
sense to start there. Fortunately, like so many critical tasks in Office, Microsoft
provides a graphical wizard interface that steps you through what can be an
intimidating process.

1. Launch Outlook and click Tools =& E-mail Accounts.

2. Under E-mail in the E-mail Accounts dialog box, click the Add a
New E-mail Account radio button, as shown in Figure 2-1. Click
Next.

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

" View or change existing e-mail accounts

Directory

" Add a new directory or address book.
" View or change existing directories or address books

< Back I Mext = I Close |

Figure 2-1: This screen also lets you edit existing accounts, but for now you'll
concentrate on adding a new one.

3. In the Server Type dialog box, click the POP3 radio button and
click Next.

4. Fill in the Your Name: field so your name appears as you want it in
your messages. Then fill in the E-mail Address: box.

5. Under the Logon Information area of the same dialog box, fill in the
User Name: and Password: controls with the information you
received from your ISP. Click the Remember Password check box to
automate future logons.

6. Under the Server Information area of this dialog box, type in the
Incoming and Outgoing Server Names, which you should have
received from your ISP. Figure 2-2 shows this dialog box.

7. You can now verify your connection by clicking the "Test Account
Settings button.

8. Finally, click the More Settings... button to tailor your e-mail
account.

.
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Internet E-mail Settings (POP3)

Each of these settings are required to get your e-mail account working.

il
7|

User Information

Michael Desmond
E-mal Address: s @yoyodynspropuls.com

Lagan Information

Your Name:

User Name:

Password;

le.
Server Information

Incoming mail server (FOF3):  pop yoyodyneprapuls.com
Qutgoing mail server (SMTPY: | smtp. yoyodynspropuls.cor

Test Settings

After Filing out the information on this screen, we
recommend you test your account by clicking the
button below. (Requires network connection)

[v Remember password

Test Account Settings ...

I Log on using Secure Passward
Authentication (SPA)

More Settings ...

< Back. I Mext = I

cancel |

Figure 2-2: Here’s what the Internet E-mail Settings dialog box should look like once
you are done.
9. In the Mail Account text box, feel free to enter a memorable name
for this account, as it will appear to you in the Outlook interface.

10. Just below this box, customize how you are identified by receiving
parties. Enter your company name or other information in the
Organization: text box and direct e-mail responses to a different loca-
tion by entering the address in the Reply E-mail: text box. Figure 2-3
shows this. Click OK to finish.

[Internet Email Setings ()

General | dutgoing Server | Conrection | Advanced |

Mail Account

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

Yayodyne account |

Other User Information

Orgarization: | Yoyadyne Propulsion Systems

Reply E-mal; | mike@yoyadynepropuls,com

Figure 2-3: Tailor how others see and respond to your e-mails with the Organization and
Reply E-mail text boxes.
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Task 3  Setting Up an HTTP E-mail Account

Web—based e-mail services such as Microsoft’s Hotmail and Yahoo! Mail are
extremely popular. Based on the same protocol used for Web browsing,
HTTP (Hypertext Transfer Protocol) e-mail services allow users to view their
e-mail from almost any Internet-connected PC via a standard Web browser.
Now Outlook lets you unify your traditional POP3 and free Web-based services.
Here’s how to set up Outlook to access your Web e-mail accounts:

1. Click Tools & E-mail Accounts.

2. Under E-mail, click the Add a New E-mail Account radio button.
Click Next.

3. Click the HT'TP radio button, as shown in Figure 3-1. Click Next.

ﬁ

Server Type —)ll—
¥ou can choose the bype of server vour new e-mail acount will work with,

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

" pOP3
Connect to a POPS e-mail server ko download vour e-mail.

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

“H
Connect to an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox Folders,

" Additional Server Types
Connect to another workgroup or 3rd-party mail server.

< Back. I Mext = I Cancel |

Figure 3-1: Select the HTTP option to set up Outlook to grab your Web-based e-mail.

4. In the two text boxes at the upper left, enter your name (as you want
it to appear in your messages) and your e-mail address.
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5. On the same dialog box under Logon Information, click inside the Task 3
User Name: field. Outlook should automatically fill in the e-mail
address you just provided. If it fills it in incorrectly, you can change it.

6. Then input your password in the Password: field below the User
Name: field. Click the Remember Password window to automate
future logons.

7. Under Server Information on this dialog box, click the HT'TP Mail
Service Provider drop-down list box and select from MSN, Hotmail,
or Other.

8. Ifyou clicked Other in the HT'TP Mail Service Provider: control to
set up a non-Microsoft account (like Yahoo! Mail), the Server URL:
text box below it will go active. Enter the specific server information
in this field. (See Figure 3-2.) You must get this information from
your provider.

ﬁ

Internet E-mail Settings (HTTP)} _>|f_

Each of these settings are required to get vour e-mail account warking.

User Information Server Information

our Mame: Michael Desmand HTTP Mail Service Provider: | other Ig‘
E-mail fddress: | testmaili@testmail,com Server URL:

|mai|. kestmail,com |

Logon Information

User Mame: testmail@testmail.com

Password: stk

[V Remember password

r Log on using Secure Password

Authentication (SPA) More Settings |

< Back. I Mesxt = I Cancel |

Figure 3-2: Once your information is filled in, you're ready to download mail.

9. Click Next to complete the process.
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Tailoring the Outlook Interface

According to Microsoft, users of Office spend more time in Outlook than any
other application in the suite. So it makes sense to spend a few moments get-
ting the Outlook interface looking how you want it to look. Let’s start with the
Outlook Reading pane, which lets you see the contents of e-mail messages, con-
tacts, and appointments without opening the item itself.

1. To enable the Reading pane in any of the Outlook modules, click
View = Reading Pane, and then select Right or Bottom from the
fly-out menu. Figure 4-1 shows the results.

Edit View Go

Tools Actions Help Type 5 question For help

Type 5 contact to find 3

Options~ X
Favorite Folders
5 Inbox Arranged By: Date \Newest on top Re: READ THIS FIRST
L3 Far Follow Up a 3 T Erad Grimes [Brad@ContentFoundry.com]
g Sent Iems Tnvoica For 8,24 Tech Tussday ) To:mike@ConkentFoundry com
Deleted Items
(=4 a0 KB Tue 617
[ Drafis Fut Contact Tnfo 1] ¥ Don't waste much time on it yet. | believe
[ Outbox these files will support the pages I'm creatin:
(= 38 KB Tue 617 PR pag g
&/l Mail Falders B allance page ] ¥ :’pnul\ only need the files if | completely screw
3 accoun || =3 32z k8 Mon 6/16
3 accoun Huther something For nuther Folder o v Brad
=3 Brad £ 48 KB Mon 616 -
3 quar Centring HFE study brief sttached 0]
2 e | | |
ca :x - i From: Michael Desmond
i 3KB Mon 616 - To: Brad Grimes'

READ THIS FIRST

(4 4KB Man 6§16 v
Schedule coming up

Sent: Monday, June 16, 2003 12:32 PM
Subject: RE: READ THIZ FIRST

Thanks Brad. I've put these all into a folder
and will review as soon as | get a chance
md

3 Two Weeks Ago

= 23KB 613j2003 v
Antics invoice 6/2-6/13 [0}
(S 62 KB 613j2003 v
Re: URGENT: Allancs profect PO 9 " =
375 Items | y

Figure 4-1: With the Reading pane open, you can now read the contents of an
e-mail without opening it in a new window.

2. Now size the panes by clicking the mouse on a pane border and drag-
ging it to the desired area on-screen.

3. The Navigation pane in the lower left corner offers one-click access
to each module. You can add or remove module buttons. Just click
the double arrow at the rightmost edge of the Navigation pane, click
Add or Remove buttons, and in the fly-out menu, click the desired
module item to toggle its presence in the Navigation pane.

4. To reorder buttons in the Navigation pane, click the double arrow
and click Navigation Pane Options. In the dialog box, select an item
you want to move, and then click the Move Up or Move Down but-
tons until the item is where you want it to appear. See Figure 4-2.
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. = Task

Display buttons in this order
Mowe Up |
Move Down |

Reset |
|

Figure 4-2: Adjust the order of buttons here.

5. To free up space, click the horizontal border on the Navigation pane
and drag it all the way down. The buttons collapse into icons, leaving
more room for other elements, as shown in Figure 4-3.

Edit View Go Tools Actions Help

- Search In~ Brad Find Now Clear
Favorite Folders
[ by Arranged By: Date | Mewest on tap Re: READ THIS FIRST
3 For Follow Up & e Tue /17 Erad Grimes [Brad@ContentFoundry.com]
=4 Sent Ttems Tnveice For 5,24 Tech Tussday 0 ¥ To: mike@ConkentFoundry.com
% DEI';;E“' Ttems | o sove TueE17 [l
Drai Fur: Contact Info o] Daon't waste much time on it yet. | believe
(3 outhox these files will support the pages I'm creating.
B Tue /17 You'll only need the files if | completely screw
all Mail Folders BEA allance page o up ¥ pletely
3 accoun 4| | =1 32z K8 Pon 6/16
¥
3 accoun Iuther something For nuther Folder [u] Brad
= 3 prad i1 488 Mon 616 ..
[ quar Centring HFE study brief attached 0]
g Eaml\y = wio ] - Original Message -
= : From: Michael Desmond
S Give (S 3KB Han 6/16 To: Brad Grimes'
3 inte ¥ .
READ THIS FIRST Sent: Monday, June 16, 2003 12:32 PM
g ;STEt & re Mongits . Subject: RE READ THIS FIRST
Schedule coming up
& hen Thanks Brad. Ive put these all into a folder
g oll , = Two Weeks Ago and will review as soon as | get a chance
* [ Reti
& Junlfér—i-na = 23KB £/13j2003 md
@ h Antics invoice 6/2-6/13 0]
51 62K 61342003 [w]
Re: URGENT: Alliance praject PO 0 x

375 Ttems |

Figure 4-3: Collapsing all eight available navigation buttons almost doubles
available space in the Navigation pane.

6. 'To free more space, you can toggle the status bar off. Click View =
Status Bar, and the bar along the bottom edge of the Outlook win-
dow disappears. Click View = Status Bar again to turn it back on.

7. Really want to save on-screen space (and reduce toggling between
programs)? Turn Outlook into your Web browser. Click View =
Toolbars => Web to have the Web toolbar appear at the top of the
program window.

8. Visit a site in Outlook. Enter a URL in the Address control and press
Enter. The primary Outlook window becomes your window onto
the Web.
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Customizing the Outlook Today Screen

Your Today screen is simply a Web page viewed within Outlook. You can click
any of the displayed items to jump right to it. This is actually an underutilized
resource, since by default Outlook has long opened directly into the e-mail inter-
face. But setting up the Today screen as your default, you get a complete run-
down of the day’s scheduled appointments, active tasks, and unread messages.
Just the thing when you’re cozying up with your morning cup of joe.

1. Open Outlook, click Go = Folder, and then click the Personal
Folders item at the top of the Go to Folder dialog box. Click OK.

2. From the Outlook Today screen click the Customize Outlook Today
link. The setup screen shown in Figure 5-1 appears.

Croso ce Outloo =)@
T Type s question For help =
Look for: ~| Search In~ Personal Folders | Find Now Clear Options~ X
Favorits Folders | Folders - Outlook Today Options
= Customize Qutlook Today
L3 For Follow Up
@ Sent tems Startu
@ Deleted Items P
(2 Drafts
[ outhox Messages Show me thess Folders; _ Chooss Folders. .
&ll Mail Folders
= 2% Personal Folde=] | Calendar Show this number of days in my calendar [7 =]
& Deleted It
Drafts Tasks In my bask list, show me: & Al kasks A
£ 13 nbox £ Today's basks 7
L accoun I Include tasks with no due date
3 accoun
=3 erad Sort my task list by: [Due Date =] thenbyi [fnane) = |
3 quar_| ' fscending © fscending
(3 Family (= Descending & Descending
3 fax
L Gie Sty how Outtack, Today in this styl
B &3 inttec yles Show Outlook Today in this style: Summer -
[ case
I EFT ™ b
Done [ A

Figure 5-1: Here you can tweak your Qutlook Today screen.

3. First make Today your default Outlook screen by activating the check
box in the Customize Outlook Today screen called When Starting,
Go Directly to Outlook Today.

4. Click the Choose Folders button. In the Select Folder dialog box, tell
Outlook which e-mail folder contents you want it to count up and
display on your Today screen. Figure 5-2 shows this. Click OK.
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Folders:

= D@ Personal Folders
[ Calendar

o4 I

/&5 Contacts Cancel |
[]a] Deleted Items (25}

D@ Drafts Clear all |

@ Inbao
[ 48 Journal
DL giiunk Emaill [31]
[ | Mates
W13 Outbox
DE Sent Items
[1|& Tasks

]9 Personal Folders

Figure 5-2: You can pare down the amount of nonessential information that gets
displayed by unchecking select e-mail folders.

5. Select the number of days of upcoming appointments you want dis-
played from the Calendar drop-down list box.

6. Beside Tasks, click the appropriate radio button to show all active
tasks in the Today screen, or only those that appear today.

7. Next, click the Sort My Task List By: drop-down list box, selecting
among Due Date, Importance, Creation Time, and Start Date. You
can click the radio buttons below to sort in ascending or descending
order.

8. At the bottom of the Customize Outlook Today screen is the Styles
drop-down list box, which contains a selection of five different looks
for your Today screen. Click the arrow, and then click one of the
items from the list. A small preview of the Today screen appears.

9. Once you are finished, click the Save Changes link. You return to the
newly tailored Today screen.
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Part 1

Finding Information with an Advanced

Search

dialog box.

ﬁ

he simple Find taskbar that can be invoked at the top of virtually every

Outlook module is a boon. Press Alt+I from almost anywhere, and you can
toggle this useful tool on and off above the primary Outlook window. When the
Find tool is open, enter the text you want to search for in the Look For: text box
and click Find Now. The results will appear in the primary Outlook window.
What if you need to dig deep to avoid getting hundreds of hits? Or you want to
avoid the long delay that can occur by searching the full text of thousands of
e-mail messages? That’s where an advanced search pays off.

1. Click Tools = Find = Advanced Find to open the Advanced Find

2. In the Look For: drop-down list box, select the module you want to
search through. In this case, select Messages. The In: text box
updates to display the default Inbox folder, as shown in Figure 6-1.

i File Edit View Tools

Look for: [Messages

=] i |acrount; tagether.net

| prowse... |

Messages | More Choices | Advanced |

Search For the word(s): |

Stop |

In: | subject field only

Niew Search |

From... | [

Sent To... | [

[~ Where I am: \the orly person on the Ta line

Time: \nune

@\ \ anytime

Q

\ 4

otherwise similar.

or the Sent To...

.

buttons to display the Select
Names dialog box, shown in Figure 6-2. Scroll to a contact you want
to include in your search, and then click the appropriate From... or
Sent To... button to add the person. Click OK.

3. You can extend the Advanced Find search beyond the Inbox by click-
ing the Browse... button. In the Select Folder dialog box, activate the
check boxes next to additional folders you want to search through.
Click OK to return to the Advanced Find dialog box.

4. Enter a term to search for in the Search for the Word(s): text box.
Focus the search by selecting what fields to work through at the In:
drop-down list box.

5. Click the From...

Figure 6-1: The Advanced Find dialog box varies slightly among modules—a calendar
search wouldn’t include From... and Sent To... fields, for example—but all searches are















