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I: Introduction and Overview: Microsoft Outlook 2007

What is Microsoft Outlook?
Microsoft Outlook a component of the Microsoft Office package is a personal information

manager. Within the software, users have the ability to read and manage email, arrange
contacts, setup meetings and schedule tasks.

Il: Setting Up an Email Account




E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

E-mail IDataFiIes I R55 Feeds I SharePoint Lists | Inkernet Calendars*l Published Calendars I.‘?\ddr’.ess'Books I

1 @New:.. -:%'Rapa'ir... 8 Change... @ SctasDefalt P Remove # &

Mame [ Type.
i3 mail. yale. sdu POPJSMTP {send from this account by deFault)

Selected e-mail account delivers mafl’wz_@-'maﬂ-.mgsﬁ'sages to'.Ehe_.foﬂos&ing_loca_.f\ioh_:.

C_h_aﬁgé.?p}d}ér'l Personal Folders'Inbox
in data file C:\Documents an_d.Setti_ngs_‘_u_'rmS\-. : .ﬂ.Mi_crosoft\OL:MoUK\OL;l_t_Iool_ﬂ.D_st
3) Select Account type Id New E-mail Account
(Microsoft Exchange, POP3, IMAP,
or HTTP will already be selected)

Click Next

l:l'in,ose,E—'rl":laiISgrific'e'-

& Microsoft Exchange, POP3, IMAP, or HTTP -
‘Cannect ko an e-mail account at your Inkernet service praﬁder-(lSP;) ar your
organization’s Microsoft Exchange server, ' '

" Other
Connect ko a server bype shown below,

Gtk Moblle Service (Tesk Massaging)

‘Auto Account Setup

Your Name: I

Example: Barbara Sankovic

E-mail Address: I
Example: batbara@contosa.com

Password: I

Retype Password: I

Type the password your Internet service provider has given you,

¥ Manually configure server settings or addiional server types

< Back I Mext = I Cancel

5) On this screen you must A
select the type of account
you wish to configure. For - remtemt
Yale Email Accounts , Cannect ka your POP, IMAP, or HTTP server ta send and receive e-mail messages.
Select Internet E-mail et s o G O S S
C I I C k N eXt & " g\:::ér:tt'tq(a' server type shown below,
: Crtlook Mobile Service (Tex: Messaging)




6)

7)

Internet Email- Settings

a)

b)

)

d)
e)

f)
9)

Your Name: Your
name as you would
like it to appear on
your emails

Email Address: Yale
accounts have the
format of
firstname.lastname®@y
ale.edu

Account type: For Yale
Accounts we currently
user Pop3 or IMAP
Incoming Mail:
netid.mail.yale.edu
Outgoing Mail server:
mail.yale.edu

User Name: Netid
Uncheck Remember
Password, Click More
Settings

Additional Configurations

a)

b)

(9]

d)

e)

Click the Advanced
Tab

At the bottom of the
Window, Check Leave
a copy of messages
on the server
Choose the number of
days to remove from
server

Also.....check the box
to remove from
server when deleted
from Deleted Items
Click Ok

Add Mew E-mail Account

Internet E-mail Settings

Each of these settings are required ko get vour e-mail account working,

User Information

‘four Mame: W
E-mail Address: mm
Server Information

Account Type: m
Incoming mail server: W

Cutgoing mail server (SMTR): imail.yale.edu
Logon Information

User Mame:

Fassword:

I~ Require lagon using Secure Password Authertication (SPAY

Test Account Settings
After filling out the information an this screen, we

recommend you kest yvour account by clicking the
button below, {Requires network connection)

Test Account Settings ... I

More Setkings ... I

Internet E-mail Settings

< Back l Mext = I

Cancel l

x|

General i Qutgoing Server i Conneckion  Advanced I

Server Port Mumbers

Incoming server (POPS): i 110 Ise Defaults |

[T This server requires an encrypted connection {5503

Cukgoing server (SMTR; I 25

IJze the following bype of encrypted connection: Ir‘-.ll:lne vl

Server Timeouks
Shiork

- p—

Long 1 minute

Dieliversy

V¥ Leave a copy of messages on the server
¥ Remove from server after | 10 a: days

W Remove from server when deleted from 'Deleted Items'

Cancel




8) Once you have completed

all the settings. You have
the option to Test your
settings prior to closing
the window. Click the Test
Account Settings Button.
Enter your password @ the
prompt. If you get all
Green check marks

Test Accaount Settings

Congratulations! Al tests completed successf

ully, Click Close to continue,

Close |

Tasks lErrurs |

Tasks | Stakus I
\/Lng onko incoming mail server (POPS) Completed
" Send test e-mal message Completed

Outlook connected to the
server successfully. Click
Close.

9) Click Next

Add Mew E-mail Account

10) Account Configuration
Complete.

Congratulations!

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

To close the wizard, click Finish,

lll: Creating and Customizing Your Outlook Profile

Once you have setup your email account, you can select additional options for viewing email,
how contacts are stored, what window is displayed when Outlook is launched, and more.

To become familiar with some of the options:

Yale Email - Microsoft Outlock

11) Click on the Tools Menu = Select

OptionS ! File Edit Yiew Go | Iools i Actions  Help
g S New - ;:‘b ] x Send/Receive
7 Instant Search 3
Mail . 3
B e L Address Book... Ctrl+Shift+B ==
(5 nbox 42) % Organize :
O Unread Mail (51 Rules and Alerts,.. I

= Fﬂ! Fg""ﬁl‘f' Up e
[ Sent tems Mailbox Cleanup... [

Mail Folders Ef Empty "Deleted tems” Folder
L] Al Mail Ttems Forms >
= @ Personal Folders Macro 13

(3] Deleted Items (57 :
Account Settings...

L7 Drafts
B [ Inbox 42 Trust Center...
!‘:I apLs . Customize...
|1 ClassReunion
@ Co-Workers Options...




12) At this window you can customize
various options for email, contacts,
calendaring, and other options.

a) Junk Email will be discussed in
more detail in another session.

b) Additional Options can be
accessed by clicking any of the
buttons to the right of the main
sections. (I.E. Email = Email
Options)

(On)
“/Try It: Change Outlook Startup
Folder:

Click on Tools =» Select Options =
Click on the Other Tab = in the section
that says Startup in this Folder, click
Browse = choose the area that you
want to be displayed when you open
Outlook. Click OK to accept changes =
Close and Restart Outlook.

Options

Preferences |Mai| Setup | Mail Formatl Spellingl Other |

E-mail
; Change the appearance of messages and the way they are handled,
Junk E-mail... I E-mail Options... |
Calendar
E Customize the appearance of the Calendar,
= v Defaulk reminder: |15 minukes j Calendar Options. .. |
Tasks

o
Zonkacts and Mokes

8=

Change the appearance of tasks,

I?:SD AR j Task Options... |

Reminder time:

Change default settings For contacts, journal, and notes,

Contack Options... | Journal Options. ., | Mote Cplions. .. |

Search

p Change the settings for indexing and search,

Search Options. .. |

Change the settings for mobile notification and messaging.

Mobile Options. .. |

Mabile

Motifications. .. |

2 x|

[0] 4 | Cancel | apply

IV: Customize Your Outlook Workspace

When you launch Outlook before customizing the view, the default view will be like that
displayed below. This view can contain too much and be more than the user would like to see
when reading their email. In just a view short steps this view can be customized so that each
time the user launches Outlook they see a window which is much easier to view.

Left: Navigation Pane,

Top: Title Window, Standard

 Date: Today

_ex
Type aquestionforhelp |z
 address books @ L
p]w
14 D)6 From Subject Received Size Categories v[a

[ Co-Workers
3 Dawn,Gyndi

Right: Messages view, which
is Categorized and Grouped
by Date

3 KarenR
(3 UibraryUsers
[ MATH 105

Bottom: shows the selected
message in the Preview
Pane.

[ Trav

3 Tuition

3 Trip Accomodations (F|

Toolbar, and below it is the =L {3 oo b RE357 kg eraraon went o s e T G
’ o bt s '~ Mobile Fun Member Details Tue 8/21/2007 10:56 AM 6 KB
Shortcut Toolbar 211 Maittems [ G atonto, aubees” VE: 224 Liokiglara fosnta kst oot Hamaer Tue 521/2007 1032 AM 1266
. ot 4 2w T TesavIsE AL 3

P RO 2 0 Wal FW: FW: [Fuvd: FW: Church Fight at St. James AME Church, ST. Paul, MN] Tue8/21/20078:10 AM 39 KB

3 BLACKP Tue /2007 7:51 AM  12KB

2 Mt Courtney Fina Tued/21/2007 7:44 AN 21 KB

5 ate: veste
T @ MyspacEvents
2 Eileen Russo

(34 Artbeads.com

(3 Humane Sodiety of.
G Ronel Namde

O Nopster

Rugged Ro has invited you to: End of The Summer Coakout
RE: final grade

Artbeads.com Limited Edition Newsletter

Michael Vick to plead guilty -what happens now?
Retintown

Mon 5/20/2007 9:57 PM_ 10 KB
Mon8/20/2007 8:15PM 24 KB
Mon 8/20/2007 7:50 PM 47 KB
Mon8/20/2007 7:25 P 23 KB
Mon 8/20/2007 356 PM 11 KB

Passuord Request from Hapster Mon 8/20/2007 1203 PM 3 KB

This might be a phishing message and s potentially unsafe. Links and other functionality have been disabled Click here to enable functionality (not recommended)
Tue 8/21/2007 10:56 AM
randimeray@yale.edu

| Cu Ronel N intown Mon 8/20/2007 11:41 AM 7 KB

b a s ACTION REQUIRED: Randifor Cash Advance Funding Man/20/2007 939 AM 3 KB

a wa Mon8/20/2007 937 AN 7 KB

Ch 2034945131GVIEX.. Momin Mon8/20/2007 716 AN 5 KB
Member Details

User ajklortvks [ajklocvks@tgbamerica-tgbamerica-psr1576224.226-95-67 customer.algx.net] on behalf of Mobile Fun [elefant@greggoadnight.com]

(3 Union Email

Dear Menber,
Welcome To Mobile Fun.

v confirmation Number: 1185251395315

Login ID: user2621
Temp Password ID: bo795

Be Secure. Change your Login ID and Password.

EERNI=]rJ s

Thic Tink will allaw van tn seruraly change vanr Tnoin infnc hren-//28% 107 188 930/




15) The navigation pane is the space that
allows users to move between various
folders within their email as well to other
sections of Outlook (Tasks, Contacts,
Calendar). If the navigation Pane is
removed, Users will have to use the Go
menu to navigate to other places in the
Outlook Program which will redisplay the
Navigation Pane. Alternatively, user can
hide/show Navigation View (shown in
Step #16).

Turn off Navigation Pane: View = Navigation
Pane = Off

H Go Tools Actions Help

Arrange By 3 All a Forward |
Current View 3
a AutoPreview
e Instant Search
Expand/Collapse Groups »
| Subje:
Mavigation Pane »
To-Dao Bar » {Fun Mem
| Reading Pane 4 | Eg Right
Reminders Window E Bottom

’ |[E Off

Toclbars
. Status Bar opleMeet.c... Your
Refresh F5 rtney Finan... Mo F
| View | Go Tools Actions Help
Arrange By v v Date
Current View 3 Conversation
a AutoPreview Erom
Expand/Collapse Groups » To
Navigation Pane 3 Categories
To-Do Bar 3 Flag: Start Date
Reading Pane 3 Flag: Due Date
Reminders Window Size
Toolbars » Subject
[v!| status Bar Type
Refresh F5 Attachments
B E-rmail Account
MnCyndi (=4 10 Eileen Importance
ErnieM 2 Artbeal
iAFSA &  Humar Custom...
. & i Ronel Show in Groups
A 3 » z S [E
Arrange By o All i Forward | 55 ¥ |
(furren’t_ Wiew »
&1 AutoPreview -
Instant Search
Expand/Collapse Groups »
—_— - | Cuhiadt
. Navigation Pane » ' Maernal
To-Da Bar .:bi Minimized
Reading Pane v | of AeFL
Reminders Window Current View Pane
j:_'*onibals b - Favorite Folders
. Status Bar opleMeet.c... Your profile has t

Refresh

5 lnnc‘y Finan.. Mo Fax PayDay 30




16) Hide the Navigation Pane

Click the Double Arrows in the top right
hand corner of the navigation pane as show
in the image on the right. Clicking the
Double Arrows again, expands the
Navigation Pane

Hide (Minimize) Navigati_on Pane

« ‘ L] Inbox

Favorite Folders
[ Inbox 11}

2 i

ﬁ-ﬂinimi:e the Mavigation Pane

]

TR TS T T T T

Show (Expand) Navigation Pane

» ||l Inbox

Bnln Tomak

- r
|Expar1|:| the Mavigation F'aneI:




