Instructors Guide

On the following pages is a
sample module from our
Instructor Guide. It provides the
instructor with a copy of the
material and a Lesson Plans
box.

The key benefit for the trainer is

the Lesson Plan box. It provides O
a standardized set of tools to E_
assist the instructor for each

lesson. The Lesson Plan box

gives an estimated time to

complete the lesson, any

materials that are needed for

the lesson, recommended

activities, and additional points

to assist in delivering the

lessons such as Stories to Share

and Delivery Tips.
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Communication works for those who work
at it.

John Powell

Module Two: Communicate with Email

Get ready to maximize your time when working with email. This module looks at how you can connect

your email address to Outlook and start reading and processing messages. You’ll also learn how to

forward and reply to messages, as well as how to create and send new message.

Start Communicating with Email

Estimated Time for this
Lesson

20 minutes

Topics in this Lesson

e Set up email account

e Preview messages

e Read messages

e Preview attachments

e Forward and reply to messages

Set Up Email Account

The first time you open Outlook, you’ll be prompted to connect your email address.

Topic Objective

Set up an email account in Outlook

Topic Summary

Outlook guides you through the process of connecting email accounts from
your Office 365 account, Outlook.com, Google (gmail), or Exchange or you
can use POP or IMAP to connect other types of addresses.

Outlook evaluates the address and prompts you for your password to
complete the connection.

Materials Required

Server, email address, and password information for existing email account
(available from internet service provider (ISP) or the administrator for their
organization

Recommended Activity

Have participants set up their email accounts.
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Show the participants how to set up an email account.

1. When you first open Outlook, the Welcome to Outlook window opens. Enter the email address
that you want to connect.

Welcome to Outlook

Enter an email address to add your account.

‘m\'(hela@ ‘

Advanced options N

Let me set up my account manually:

2. Select Connect.
3. Inthe Internet Email window, enter your Password.

Internet Email - michele@ *

\d \) Enter your user name and password for the following server.

Server imap.gmail.com

User Name: | michele@
Password:

Save this password in your password list

Cancel

4, Select OK.
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5. Outlook displays a window indicating that setup is complete.

Adding michele@

Account setup is complete

Sef Up Biioak Mobile an my phone, toa

6. Select OK.

Outlook loads any messages that are currently on your email server. You are ready to begin receiving

email messages.

Preview Messages

When working with messages, Outlook displays your Inbox on the far left, the Message list in the
middle, and the Reading pane on the right.

Topic Objective

Review Message list

Topic Summary

The Message list previews messages so you can decide which are most
important. The preview shows the Subject, Sender, and first line of the
messages in your Inbox.

Materials Required

e Email account connected to Outlook (required for remainder of
course)
e Several messages delivered to recipient

Recommended Activity

Have participants preview messages in the Message list.

Stories to Share

Messages are delivered to your Inbox by default, but if you have folders on
your email account, they will also be loaded to Outlook. You can select a
different folder on the far left to preview messages in that folder.

The number by the folder name shows how many unread items there are.
Note that you may have both an Outlook Inbox and a separate Inbox for
your linked email account.
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Show the participants how to preview messages in the Inbox.

1. Make sure that you’ve selected the Inbox or the Inbox associated with your email address so
that the Message list shows items in that location.

2. The Message list shows in the Inbox or selected folder. By default, they are organized by date
with the newest messages on top. The preview shows the Sender’s name first, then the subject
of the message, and then the first line of the content. Unread messages are in bold, with a blue
line on the left of the message preview.

Inbox - michele@: - Outlook

Send / Receive Folder View Add-ins Help McAfee Anti-Spam ADOBEPDF Q Tell me what you want to do

= ,'_|’j = x D g Mark as Spam QReply [ Moveto:? ¥ | [SearchPeople 'r‘ljl D ﬁ
o e~ Mark as Mot Spam rl?;l Reply All E3 To Manager - [EZ Address Book h Lol
New  New - Delete Archive . E-E - = Ermail — Move Tags X X Send/Receive My Save to
Email ltems~ &7 Add Friend £ Forward cam tma M - - Y Filter Email - All Folders Account~ Evernote
MNew Delete McAfee Anti-Spam Respond Quick Steps [F] Find Send/Receive | Adobe Send.. Evernote il ~
: <
4 Favorites Search Current Mailbox ~ JO | Current Mailbox + 52 Reply fﬁ:(i Reply Al £ Forward
Inbox 1 1box All - Microsoft Qutlook <michele@ & 1-  1030AM
4 Today - Microsoft Outlook Test Message v
4 michele@
Guru.com
Inbox 1 You've been invited! 1:03 PM
I [Gmail] <https:/fwanw.guru.com= This is an email message sent automatically by Microsoft Outlook while testing the
settings for your account.
I 1 Projects FreshBooks & v
b2 Areas You Click and FreshBooks ... 11:16 AM
3 Resources
e Microsoft Outlaok
renves Microsoft Outlook Test Me..  10:30 AM
Boomerang This is an email message sent
| Boomerang-Outbox CEdMA Community
Computer Education Mana... 10:25 AM
] i) at 12 L] Computer Education
-
Filter applied Connected ] B - 1 + 100%

Read Messages
Select a message in the Message List to see the message content in the Reading pane.

Topic Objective Read a message in the Reading pane

The Reading pane shows the message sender’s name and email address, as
well as the message Subject in bold. If you want to see who the message

Topic Summary was sent TO, check the user icon.

Microsoft displays any messages here, such as if pictures in the message
need to be downloaded or the message can be viewed in a web browser

Materials Required Several messages delivered to recipient

Recommended Activity | Have the participants read a message in the Reading pane.

. Some of these items include additional information if you hover your
Stories to Share . . .
mouse over the item or click on it.
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Show the participants how to read a message in the Reading pane.

1.

Make sure to select the Inbox or folder where the message is located.

2. Select the message you want to read in the Message list.
3. Review the message header and content in the Reading pane.

Send f Receive

Folder View Add-ins

Inb

Help

McAfee Anti-Spam

- Ou

ADOBE PDF

& X

Delete Archive

Mew  New
Email ftems~ | 5~

Mew Delete
4 Favorites

Inbox 1

4 michele@
Inbox 1
b [Gmail]
41 Projects
Building a Second Brain
CTM
InvoiceSherpa Installation Guide
Kallik Updates
PPT Course

&

Filter applied

@ Tell me what you want to

O Mark as Spa : - Search Peopl =
0 Mark as Spam 5 Reply ] Move ta: 7 Move € Unread/ Read iarc eople %
@ Mark as Not Spam @. Reply All 1o Manager v | cgRules~ EE Address Book I —
] - - > - i end/Receive
% Add Friend £ Forward E-E EJ Team Email M .@ OneMote > Follow Up Y Filter Email - All Folders  Account= Evernote
McAfee Anti-Spam Respond Quick Steps F] Move Tags Find Send/Receive  Adobe Se.. Evern.. & A
Search Current Mailbox Pel Current Mailbox - E%_Rep\y @Rep\yAH EE,FDrward
nbox All - Microsoft Qutiook <michele@ = a81-  10:30AM
Guru.com = Microsoft Outlook Test Message o
You've been invited! 1:03 PM
< https:/fwmw. guru.com:=
FreshBooks This is an email message sent automatically by Microsoft Qutlook while testing the settings for
You Click and FreshBooks ... 11116 AM your account.
Microsaft Outlook
Microsoft Outlook Test Me... 10:30 AM
This is an email message sent
CEdMA Community
Computer Education Mana... 10:25 AM

Computer Education

GrowSumo

Connected

0o =B - 1 + 100%

4. Select the user icon and number to see more information about who the message was sent to.

Send / Receive

=X/
x -
3@ Delete Archive

Delete

New
Items -

Mew
Email

Mew
4 Favorites

Inbox 1

4 michele@
Inbox 1
I [Grmail]
41 Projects
Building a Second Brain
CcTM
InvoiceSherpa Installation Guide
Kallik Updates
PPT Course

Filter applied

- Outlook
Folder View Add-ins McAfee Anti-Spam ADOBE PDF Q Tell me what you want to
Q) Mark as Spam 5 Reply m Move to: 7 Move ~ €1 Unread/ Read Siarch People %
& Mark as Not Spam @_ Reply All =37 Manager ~ | “cgRules~ [E% Address Book S =
. - ® Follow Up ~ end/Receive Iy
% Add Friend =} Farward EJ Team Email M _@OnaNota I P Y Filter Email - AllFolders | Account~ | Evernote
McAfee Anti-Spam Respond Quick Steps [F] Move Tags Find Send/Receive | Adobe Se.. Evern.. A
Search Current Mailbox £ | Current Mailbox = Q(_Rep\y @_Rep\y)\\\ Q_)Fnrward
nbox All - Microsoft Outlook <michele@ > I a1~ I 10:30 AM
- MO . . | IS—
Guru.com Microsoft Qutlook Test Message o [1]
You've been invited! 1:03 PM -
< https://www, guru.coms M michele@
FreshBooks This is an email message sent automatically by Micn
You Click and FreshBooks ... 11:16 AM your account.
Microsoft Outlook
Microsoft Outlook Test Me... 10:30 AM
This is an email message sent
CEdMA Community
Computer Education Mana... 10:25 AM
Computer Education
GrowSumo -
Connected o B - 1 + 100%
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Preview Attachments

Messages with files attached have a paper clip icon in the Messages list preview.

Topic Objective

Preview an attachment to an email message

Topic Summary

You can preview some types of attachments in Outlook.

Select the attachment in the header of the message in the Reading pane. If
the file is safe, select Preview file. Outlook displays the content of the file
without opening it.

Materials Required

A message with an attachment in the participants’ inboxes

Recommended Activity

Have the participants practice previewing the attachment.

Planning
Recommended

Before this lesson, you can send a message to all of the participants with
the Sample PDF Attachment file attached.

Stories to Share

Outlook blocks potentially unsafe attachments (such as .bat, .exe, .vbs, and
.js files). You should be careful about opening attachments, especially if
they are from someone you don’t know or trust. Keep your computer
antivirus software up-to-date. For many programs, you can save the
attachment, scan it with your antivirus software, and then open it with
confidence.

Show the participants how to preview an attachment.

Highlight the message with attachment in the Message List.
In the Reading pane, the attachment(s) are shown by an icon that shows the file type. You can
click on an icon to see the preview.

3 Reply |i::(1 Reply All £} Forward

L Attached file

a1 i 2

332 PM

b

& o5k

E@  Sample PDF Attachment.pdf

m =1 Sample Word Attachment.docx
15KB

Two files are attached to this message.
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3. Outlook displays a warning. If you trust the source of the attachment, select PREVIEW FILE.

& Backto message

Iﬂ? Sample PDF Attachment. pdf . =) Sample Word Attachment.docx
= | 96 KB m 15KB

|  Youshould only preview files from a trustworthy source.

Previewing the file might not show the full content of the file. To see the most complete, up-to-date
content, open the file.

Preview file

Always warn before previewing this type of file,

4. The file is displayed in the Reading pane.

& Backto message

Il | Sample PDF Attachment.pdf . =| Sample Word Attachment.docx
7~ | 96 KB m 15KB

Outlook 2016 Essentials Outline

Module One: Getting Started

* Housekesping ltems
_

Select Back to Message in the header to return to the message instead of the preview.

Forward and Reply to Messages
The Reply, Reply All and Forward buttons in the Reading pane allow you to create inline replies.

Topic Objective Reply, reply all and forward messages from the Reading pane

Reply sends a message only to the sender of your highlighted message.
e S Reply All sends a message to everyone who received the highlighted

ic Su
s i message. Forward allows you to send the message on to someone else,

with additional message content.

Materials Required Several messages delivered to recipient

Recommended Activity | Have the participants practice creating inline replies.
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The Pop Out command creates a separate window for the message. The
Stories to Share Discard command discards a reply or forward you’ve started but don’t wish
to send.

Show the participants how to create an inline reply.

1. Highlight the message you want in the Message list.
2. Select the button for the option you want, either REPLY, REPLY ALL, or FORWARD.

2 Reply ri:(l Reply All £} Forward

MW

Attached file

3. Ablank space and a line are added to the message you received. Enter your reply in this space.

[T PopOut X Discard
To... Michele |

Ce...

Subject RE: Attached file

Enter reply here.

From: Michele

Sent: Monday, December 18, 2017 3:32 PM
To: Michele

Subject: Attached file

Two files are attached to this message

Enter additional addresses in the To or CC fields, if desired.

5. Update the Subject, if desired. The subject remains the same as the original message, prefixed
with a RE: for replies or a FW: for forwards.

6. Select SEND.

Process Messages

Estimated Time for this .
30 minutes
Lesson

e Delete Messages

e Mark a Message as Read or Unread
e Flag Received Messages

e Sort Messages

e Print a message

e Save message attachments

Topics in this Lesson
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Delete Messages
Keep your Inbox cleaned out by deleting messages you no longer need.

Topic Objective Delete a message from the Message list

Topic Summary

Click the X in the Message list to delete a message.

Outlook retains deleted messages in a Deleted Items folder, so you can get
to it if you delete it by accident.

You can permanently remove an item in the Deleted Items or Trash folder.

Materials Required Several messages delivered to recipient

Recommended Activity

Have the participants practice deleting messages from the Message list.
Have the participants practice permanently deleting a message.

Show the participants how to delete a message.

1.

Click the X on the right side of the message preview in the Message list. You don’t even have to
have the item selected.

4 Today

Michele Wiedemer U]
Attached file 3:33 PM
Two files are attached to this

Michele Wiedemer

test 3TPM X
test <end>

The elLearning Guild

[Mew announcement] Inves... 315 PM
There are only two days left

Michele Wiedemer ]
Attached file 3:10 PM

A PDF is attached to this

Show the participants how to work with the Deleted Items folder.

1.

Select the DELETED ITEMS folder on the left side of the window. Depending on the type of account
you have connected, it may be labeled Trash and shown within a Folder.

If desired, drag a message to another folder to restore it.

If you click on the X to the right side of the message preview in the Message list when you have
the Deleted Items folder showing, Outlook displays a confirmation message.
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Microsoft Outlook *

This will be permanently deleted.

Continue?

fes Mo

4. Select YEs to delete the item permanently.

Mark a Message as Read or Unread
Messages are considered unread when they first arrive until you select them in the Messages list.

Topic Objective Mark an email message as read or unread

Unread messages have a blue line to the left of the item in the Messages
list, as well as a blue, bolded subject line. This helps you identify new
messages.

Topic Summar
s e Once you've clicked on the message, Outlook marks the message as read

and the unread indicators are removed.

You can manually change the read/unread status of a message.

Materials Required Several messages delivered to recipient

Recommended Activity | Have the participants practice marking a message as read or unread.

For participants who prefer keyboard shortcuts, have them try the Ctrl + Q

Stories to Share
and Ctrl + U shortcuts.

Show the participants how mark a message as read or unread.

1. Select the message in the Message List.
2. Select UNREAD/READ from the HOME tab on the Ribbon.

Inbox - michele@ - Outlook

Send [ Receive Folder View Add-ins Help McAfee Anti-Spam ADOBE PDF Q Tell me what you want to do

LG ark as Spa I veto: ? ’ - Search Peopl i3
=1 ,’_|'j i3 x D @ Mark as Spam 52 Reply = " Move to: Move T — f:irc eople % D
. - Mark as Nat Spam 2 Reply All 3 To Manager + | “SRules~ =i Address Book

Send/Receive My Save to

New  New Delete Archive [
. 2 A dd Eriend W~ = 5 Followlp~ 5 o
Email ltems~ &&7 Add Friend £ Forward Teamn Emall B Oneiote Fitter Email All Folders  Account~  Evernote
New Delete McAfee Anti-Spam Respond Quick Steps [l Move Tags Find Send/Receive | Adobe Se... Evern.. Ll A
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You can also right-click on the message in the Message list and select Mark as Read or Mark as Unread
from the context menu.

Copy
Quick Print

B o

Reply

n T
5ol

7

Reply All

W

Forward

Mark as Unread

| ™ Follow Up »
B Find Related »
Quick Steps 3

_,R]B OneMote
5 Ignore

:\ Junk 3
X Delete
= Archive..
L]

Save to Evernote

Q..'_-I Conyert to Adobe PDF

9,5 Append to Adobe PDF

Flag Received Messages
Flags provide a visual reminder to follow-up on an item.

Topic Objective Flag a message for follow up

You can hover over a message in the Messages list and click the Flag to flag

the item for follow up.
Topic Summary
A flag icon is added to the item in the Messages list, and a Follow Up icon is

added to the message header in the Reading pane.

Materials Required Several messages delivered to recipient

Recommended Activity | Have the participants practice flagging a message for follow-up.
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Show the participants how to flag an item for follow-up.

1. Click on the flagicon in the Message list.

Send [ Receive

Folder View

Add-ins

Inbox - michele@

Help

McAfee Anti-Spam

- Outlook

ADOBE PDF T Tell me what you want to do

1 G Mark as Sp 5 Move to: 7 F - Search Peopl T .
El "—"j i x D g Mark as Spam 53 Reply Move to: 7 Move ©) Unread/ Read iarc eople % D :a |
¥ .’\T & B Ao Mark as Not Spam 2 Reply All B0 Manager ~ | gRules~ EE Address Book SR % é"'"“
ew aw elete Archive o Ea - N 7 L Up~ : Lt eceive ly ave to
Email ltems= %~ Add Friend 3 Forward 8" |ED Team Email *| | Jonetote 1> Follow Up Y FiterEmail* | ") Folders | Account | Evernate
New Delete McAfee Anti-Spam Respond Quick Steps ] Move Tags Find Send/Receive | Adobe Se.. Evern.. A
4 Favorites Search Current Mailbox 0| current Mailbox - | | £ Reply EaReply All €3 Forward
inhaiyt nbox All - = Microsoft Qutlook <michele a1~ 10:30 AM
. Guru.com = Microsoft Qutlook Test Message
4 michele@: You've been invited! 1:03 PM © Follow
— <https:/fwww.guru.com> P “
I [Gmail] FreshBooks
b 1 Projects You Click and FreshBaoks ... 1118 AM This is an email message sent automatically by Microsoft Outlook while testing the settings for
b2 Areas ’ your account.
. Microsoft Outlook >
Esources Microsoft Outlook Test Me... 10:30 AM X,
I+ 4 Archives This is an email message sent
Boomerang CEdMA Community
& Boomerang-Outbox Computer Education Mana... 10:25 AM
Computer Education
o = s o - GrowSumo =
Filter applied Connected 0o E - 1 + 100%
Sort Messages

The Message list includes several options for changing the way you view your messages.

Topic Objective

Sort messages in the Messages list pane

Topic Summary

Select the View tab from the Ribbon. Select a new sort Arrangement to sort
by date, sender, recipients, message size, subject line, type of messages,
attachments, account, or importance. Select Reverse Sort to change the
sort order.

Materials Required

Several messages delivered to recipient

Recommended Activity

Have the participants select a new sort order for messages in the Message
list.

Stories to Share

For this activity, it may be helpful for the participants to have a variety of
messages from different senders, sent on different days, etc.
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Show the participants how to change the sorting arrangement.

1. Select the VIEw tab from the Ribbon.
2. Select a sorting arrangement.

B e = Inbox - michele® - Outlook

File Home Send [ Receive Folder i Help McAfee Anti-Spam ADOEE PDF @ Tell me what you want to do

—ls o el =Tl =
Q ") Show as Conversations S Date i 53 To o E. IE IE r‘m r‘r‘n
— = = .
Change Reset Conversation Settings Message JIH size =1 Subject iz Type - R Folder Reading To-Do = People  Reminders Openin New Close
View~  View Preview = SHEUE ST S Pane~ Pane~ Bar~ Pane~ Window Window Al ltems
Current View Messages Arrangement Layout People.. Window ~

Print a Message
You can print a message using the Backstage view.

Topic Objective Print a message

Select the File tab from the Ribbon. The Print tab on the left allows you to

Topic Summar
s g print an individual message as Memo Style.

Materials Required At least one message

Recommended Activity | Have the participants practice printing a message.

Stories to Share The Table Style setting is for printing the list of messages.

Show the participants how to print a message.

1. Highlight the message you want to print in the Message List.
2. Select the FILE tab from the Ribbon to open the Backstage View.
3. Select the PRINT tab from the left.
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Inbox - michele€ - Outlook ? = [m]

©
Print

Open & Export

Specify how you want the

item to be printed an
B | i
Save As then click Print. —

Save as Adobe
PDF

Printer

HP ePrint + JetAdvantage

SO ke

Dg, Print Options

Office Settings

Account

Table Style
Feedback

SopzEh Memo Style

Options

4. A preview of the message shows on the right.
5. Select PRINT.

Save Message Attachments
You can save a single attachment or all attachments.

Topic Objective Save attachment and save all attachments

Select the arrow next to an attachment in the Reading pane to choose an
option to save it. This allows you to select the location to save the file. You
can also drag the icon from the message to your desktop or folder location
Topic Summary in Windows Explorer.

When there are multiple attachments for a message, you can save all
attachments. All files are saved in the same location.

e A message with a single attachment
Materials Required g &

e A message with multiple attachments

Recommended Activity | Have the participants practice saving one or all attachments.

Show the participants how to save an attachment.

1. Inthe Messages list, select the message with the attachment.
2. Inthe Reading pane, select the small arrow next to the icon for the attachment you want to
save.
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lﬂ:r Sample PDF Attachment.pdf
<~ | 96 KB D

3. Select Save As from the context menu.

Preview
QOpen
¥ OQuick Print
B4 Savess
|T'E Save All Attachments...
X Remove Attachment
By Copy

Select All

4. Inthe Save Attachment dialog box, navigate to the location where you want to save the file and
select Save.

[ save Attachment X

<« v 4 » Michele Wiedemer » Dropbox > 1Projects » CTM » Outlook 2016 > sample files v @ Search sample files yl

Organize v New folder H== (7]

-
A Name Date modified Type Size

# Quick access

53 Dropbos - Sample PDF Attachment 12/18/2017 3:08 PM  Adobe Acrobat D... 96 KB
[ Desktop

¥ Downloads

/] Documents

=] Pictures

& Google Drive
@ 1.Start

& 5.Charts and Ob.

@ 2017
& Outlook 2016

[P Microsoft Qutlool
v

File name: | Sample POF Attachment

Save as type: | Adobe Acrobat Document

A Hide Folders Tools Cancel
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Create Messages

Estimated Time for this
Lesson

20 minutes

Topics in this Lesson

o C(Create a Message

e Address a Message

e Add or Remove Message Attachments
e Send Message

e Recall a message

Create a Message

Now let’s look at how to start a new email message.

Topic Objective

Create a new email message

Topic Summary

Select the New Email tool from the Home tab on the Ribbon.
A new window opens with tools specific to a new message.

Place your cursor in the message area to start typing your message.

Materials Required

Any message

Recommended Activity

Have the participants open a new email message.

Stories to Share

You can always start a new email message from anywhere in Outlook, both
from the Ribbon and the keyboard shortcuts. While in Mail view, the
keyboard shortcut Ctrl + N will create a new email. In other views, you'll
need to use Ctrl + Shift + M.

Show the participants how to create a new email.

1. Select the NEw EmAIL tool from the HOME tab on the Ribbon.

Send [ Receive Folder

Inbox - michele@» - Qutlook

View Add-ins Help McAfee Anti-Spam ADOBE PDF @ Tell me what you want to do

1 G ark as Spa Y Movetor 7 F - Search Peopl 7z
l:l l.—|'j I3 x D @ Mark as Spam 5 Reply B I Move to: 7 Move ©) Unread/ Read i:ilc eople % D
N ‘[: x . i s Mark as Not Spam rE{l Reply All 53 To Manager * | iRules~ E=: Address Book oo - S_______
e ew elete Archive o - — > - . : end/Receive by ave to
Email [rems= & Add Friend & Forward 87 |7 Team £mai ° Monetote P FOIOWUPT Y fiterEmail-  aiFoues | Accounte  Evemote
Delete McAfee Anti-Spam Respond Quick Steps [F] Move Tags Find Send/Receive | Adobe Se... Evern.. &

~

2. A new window opens. Place your cursor in the message area and begin typing to enter your

message.
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Untitled - Message (HTML)

Ce
Send

Subject

0 Calibri (Boe = | 11
Copy
Paste
- ¥ Format Painter BIU
Clipboard [F]
To..
=1

Help ADOBE PDF @ Tell me what you want to do

- s = | p ;E‘! ‘:"a [ﬂj Uy D‘ \{] |™ Follow up~
@ = s L I' High Importance
aly . A- === == Address Check At.ta(h Attach Signature Attach File via (el
Book MNames Filew [|tem~ 2 Adobe Send & Track ow Importance
Basic Text [F] Mames Include Adobe Send & Track Tags [F]

\

Message Area

Address a Message

To send your message, you'll need to indicate the address of the person who should receive it.

Topic Objective

To use the To, CC and BCC fields to indicate who should receive a message

Topic Summary

Enter the email address in the To or carbon copy field. Outlook underlines
an address that has entered in the correct format, with an @ and a proper
domain (i.e., .com). Outlook places a semicolon after the name with a space
between multiple addresses.

If Outlook recognizes the address as one of your Contacts or one you have
used before, it displays the name as you type the first few characters. To
use one of the displayed names, simply select it with the mouse.

Materials Required

Message started in previous topic

Recommended Activity

Have the participants click on To and CC and enter an email address.

Stories to Share

Once you've entered contacts or contact groups (discussed in Module 5),
the To, CC, and BCC fields can help you locate an address from your
Contacts for quick entry of frequently used names. You can select multiple
names from this list by holding down the Shift (for a range of names) or Ctrl
(for non-contiguous names) key while clicking on the names.

Show the participants how to address an email.

1. Place your cursor in the To or CC in the email header.
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2. Enter the email address for the person who should receive the message or get a copy of the
message

Untitled - Message (HTML)

Message Options Format Text Review Help ADOBE PDF @ Tell me what you want to do
Cut 2 E! ‘."‘. mJ ] ?‘ \\\(j |* Follow Up~
Copy v@ X = = L I' High Importance
Paste ) Address Check  Attach Attach Signature Attach File via
- Format Painter Book MNames Filev [tem~ - Adobe Send & Track ¥ Low Importance
Clipboard F] Basic Text MNames Include Adobe Send & Track Tags ] M

To... mtrainers?-pt@yahuu.cuﬂ

Cc..

Subject

Once you've entered one address, when you place your cursor in the To or Cc fields, Outlook will show a
list of Recent People. You can click on a name to quickly add that person’s address.

To.. |

=3 e Recent People
Send g Mtrainer67-pi@yahoo.com
Subject mtrainerb7-pt@yahoo.com

Add or Remove Message Attachments
You can share files with others by emailing an attachment.

Topic Objective Attach a file to an email message

Select the Attach File tool from the Message tab of the Ribbon or the Insert
tab of the Ribbon. A list of your recently used Office and OneDrive files is
Topic Summary displayed. Select a file to attach it. Or select Browse This PC to locate a file.

To remove an attachment, select the small arrow next to it, and select
Remove Attachment from the context menu.

Materials Required A file to attach, such as the Sample PDF file

Recommended Activity | Have the participants practice attaching a file.

Point out that some mail servers may limit the size of attachments that can
Stories to Share be delivered. Remind the students that Outlook will block certain types of
files as potentially dangerous (like .exe files).
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Show the participants how to attach a file to an email message. Use the following procedure.
1. Select ATTACH FILE from the MESSAGE tab on the Ribbon.

5 Untitled - Message (HTML)

Message Insert Options Format Text Review Help ADOBE PDF @ Tell me what you want to do

Cut - ;gi ‘3%@ mJ i Q %—] |> Follow Up ~

Copy X I !' High Importance
Paste ) B I U | Address Check || Attach Bittach Signature Attach File via
- Format Painter Book Mames | Filer ftem~ - Adobe Send & Track = ¥ Low Importance
Clipboard ] Basic Text Names el Lenhe Cond & Tearl Tan =

Recent Items
a=—) Outlook 2016 Essentials v2
=|  Ch\Users\mbwig\Dropbox\1 Projects\CTM\QOutlcok 20164
@ home
ChUsers\mbwie\Dropbo\1 Projects\CTM\Outlock 2016\ imagesitabsh
D view
C\Users\mbwie\Dropbox\1 Projects\CTM\Qutlock 2016\images\tabs\,

E habit tracking
C\Users\mbwie\Dropboxi2 Areas\VCL Time Eamings Resumes\ 2017\

@ Browse Web Locations

Browse This PC...

2. Select a Recent Item to attach it, or select Browse This PC to locate a file.
3. Inthe Insert File dialog box, navigate to the location of the file you want to attach.
4. Highlight the file and select INSERT.

T Insert File X
« v » Michele Wiedemer » Dropbox » 1Projects » CTM » Outlook 2016 » samplefiles v O Search sample files »p

Organize »  New folder =- m @

[£] Documents # ~  Name Date modified Type Size
&) Pictures = Sample PDF Attachment 121187,
£ Google Drive # M%) Sample Word Attachment 127
o 1start

bl 2017

- Outlook 2016

8PM  Adobe Acrobat D... 96 KB
Microsoft Word D.. 15KB

o tabs

[ Microsoft Qutlooh
23 Dropbox

& OneDrive

I This PC

£ Network

v

File name: | Sample PDF Attachment ~| [aiFiles ~

Tools = Insert Cancel

5. Outlook creates a new line in the message header for ATTACHED.
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Untitled - Message (HTML)

Message Options Format Text Help ADOBE PDF @ Tell me what you want to do
Cut - a8l a& ] " ] |* Foliow Up ~
- ! V@ 4 £ | o
Copy L ! High Importance
Paste 3 7 U |a Address Check  Attach Attach Signature Attach File via
- Format Painter Book Mames Filew Item~ - Adobe Send & Track ¥ Low Importance
Clipboard [F] Basic Text Mames Include Adobe Send & Track Tags [F] ~
To.. mitrainers7-pt@yahoo.com;
=1
Ce ||
Send
Subject

Kl Sample PDF Attachment.pdf

Attached & | ogKB

Use Adobe Send & Track Yes Mo @2

Show the participants how to remove an attachment.

1. Select the small arrow next to the attachment in the email header.
2. Select Remove Attachment.

K@ | Sample PDF Attachment.pdf
Attached pis 06 KB T

Open

E‘p Quick Print

k4 Savedis

Remove Attachment
Cut

Copy

Select All

Send Message
When you have addressed your message, created your message body, and attached any pertinent files,
you are ready to send the message.

Topic Objective Send an email message

Outlook displays a message if you try to send a message without an address
or if you don’t include a subject line in the header.

Topic Summary If you try to send the message without an address, Outlook displays a

message to remind you to enter an address. If you do not enter a subject,
Outlook will also display a message.
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Materials Required Message addressed in previous topic

. Have the participants practice sending the message from the previous
Recommended Activity |
esson.

When you select Send on your completed message, the message goes to
. the Outbox. By default, Outlook sends new messages in the Outbox

Stories to Share ) ) ) ]
immediately. However, some factors can affect this, such as the size of the

message, whether you are connected to the Internet, etc.

Show the participants how to send a message.

1. Enter the addresses for the recipients, if you have not already done so. If not, when you try to
send the message, you will receive an error message.

Microsoft Qutlook 4

| ‘We need to know who to send this to, Make sure you enter at least one name,

2. Enter the Subject of the message. Remember that this information shows in the recipient’s
Message list to help identify the contents of the message. If you don’t include a Subject, when
you try to send the message, you will receive a warning message.

Microsoft Outlock

Do you want to send this message
| without a subject?

Don't Send Send Anyway

3. Select SEND.
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Untitled - Message (HTML)

Message

Options
Cut

Copy
Paste
- Format Painter

Clipboard [F]

=1

Send

Ce

Format Text Help ADOBE PDF @ Tell me what you want to do
szl a3 ] " |™ Follow up~
=5 Yo _ % ]

I' High Importance
Address Check

Book Mames

Attach Attach Signature
File -

Attach File via
Adobe Send & Track

Adobe Send & Track

Item ~ - ¥ Low Importance

Basic Text Mames Include Tags [F]

To.. mitrainers7-pt@yahoo.com;

Subject Sample Message

Attached & o5KE

This is my message.

Sample PDF Attachment.pdf _
Use Adobe Send & Track Yes Mo @2

Recall a Message

If you send a message by mistake, it may be possible to recall it.

Topic Objective

Recall a message

Topic Summary

Find the message in your Sent Mail folder and open it. Select the Actions
tool on the Message tab and select Recall This Message.

Outlook will attempt to recall the message if it is possible. Indicate how to
handle the recall — either to have Outlook delete unread copies of the
message, or delete unread copies and replace with a new message.

Materials Required

Message sent in previous topic

Recommended Activity

Have the participants open the sent message and attempt to recall it.

Stories to Share

If the Recall This Message option isn’t available under Actions, you don’t
have an Exchange account or the feature isn’t available in your
organization.

The success of recalling a message depends on your settings, your
organization, and the recipient’s email configuration. In some scenarios, the
recipient may receive the original message, a notification that you want to
delete the message, or both.
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Show the participants how to recall a message.
1. Find the message that you want to recall from the SENT ITEMS folder.

Sent Mail - michele@ - Outlook

Send / Receive Folder View Add-ins Help McAfee Anti-Spam ADOBE PDF Q Tell me what you want to do

= E G x D @ Mark as Spam Reply ¥ Maveta: 7 WiMove~ | o Rend Siar(h People r‘lj D
New New R il M | el e Send/Receive  M: Saveto
o] Moo i % Add Friend Forward 1 Team Email | Mionenote P FOIOWURT N e Emaile T fone | Accoint | Boaoie
New Delete McAfee Anti-Spam Respond Quick Steps 1] Move Tags Find Send/Receive Adobe Se... Evern.. & A
4 Favorites < Search Sent Mail £ [ current Foider +
Inbox 6 Sent Ma R
mtrainer67-pt@yaho... 1] =
4 michele@ Sample Message 7:01 AM
Inbox 6 This is my message. <end>
4 [Gmail] b Yesterday
Drafts [2] » Sunday
Sent Mail [» Last Week
Trash 43 I Two Weeks Ago
Important 7 I Three Weeks Ago
Spam [3] [> Last Month
Starred I Older
@ [

Items: 371 Connected O E - +

N

Double-click the message to open it.
Select the AcTIONS tool from the Message tab on the Ribbon.
Select Recall This Message.

P w

Sample Message - Message (HTML)

Help  McAfecAnti-Spam  ADOBEPDF Q@ Tell me what you want to do

< S, ~ A~ ~ 13 § [ - e
B Ignore x D @ Mark as Spam & rﬁ—(i t—.ﬁ n Moveto: 7 3 To Manager Vo immPRules ca P> 57)5'; » Q
Mark as Not Spam £ Team Email 2 Reply & Delete 10 Onelote B-
& Junk- Delete Archive Reply Reply Forward [ _ | Move Mark Follow Translate Zoom
Add Friend Al P Create New . Unread Up~ - ke Evernote
Delete McAfee Anti-Spam Respond Quick Steps = cag Editing Zoom | Evemnote f ~
michele@ mirainer&7-pt@yahoo.com U 7:01 AM
Sample Message “
View in Browser
K Sample PDF Attachmentpdf _ [P Other Actions »

& o5kB

This is my message.

5. Outlook opens the Recall This Message dialog box. Select one of the following:

a. DELETE UNREAD COPIES OF THIS MESSAGE

b. DELETE UNREAD COPIES AND REPLACE WITH A NEW MESSAGE
6. Check the TELL ME IF RECALL SUCCEEDS OR FAILS FOR EACH RECIPIENT box if you want notification.
7. Select OK.
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Recall This Message x
Some recipients may have already read this message.

Message recall can delete or replace copies of this message in recipient
Inboxes, if they have not yet read this message.

Are you sure you want to

@ Delete unread copies of this message
CI Delete unread copies and replace with a new message

TE|| me if recall succeeds or fails for each recipient

Cancel

8. If you chose DELETE UNREAD COPIES AND REPLACE WITH A NEW MESSAGE, Outlook opens a new message
with the recipients, subject, and body text of the original message. Make any changes necessary
to the recipients, subject, or body and select SEND.

Format and Check Messages

Estimated Time for this .
25 minutes
Lesson

e Format text

o Apply styles
T e Apply themes
Topics in this Lesson )
e Insert pictures and screenshots
e Insert hyperlinks

o Use Spell Check

Format Text
Format the text in your messages to send email that looks great.

Topic Objective Format font and paragraphs in email messages

When working in a message, the Message tab on the Ribbon includes basic
Topic Summary text formatting for your fonts, as well as alighment, indent, bullets and
numbering tools.

Materials Required A new or existing message

Have the participants enter text and practice changing the font and size of

Recommended Activity o )
text. Have the participants create a bulleted list.
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Show the participants how to format font characteristics. The Font family is used in the following
example.

1. Highlight the text you want to change by clicking and dragging over the selected text.

2. Select the arrow next to the Font name to see the list of fonts.

3. Asyou hover the mouse over the font names, Outlook displays a preview of that font on the
selected text. Select the new Font family to change the font.

- Untitled - Message (HTML)

WSS ncert  Options  FormatTest  Review  Add-ins  Help  ADOBEPDF @ Tell mewhat you want to do
[ -
X cut PR A= =) Lzl 2% iy . ] |* Follow Up
: Eg 1 Vo 4 & -
ER Copy ] ! High Importance
Paste - Bookshelf Symbol 7 *|address Check = Attach Attach Signature Attach File via
- fpatEainiey Eradley Hand (70 Book Names File~ lem- - Adobe Send & Track ¥ Low Importance
Clipboard 7] Names Include Adobe Send & Track Tags a A
Calibri
To.. | Calibri Light
= = 1 Calisto MT
Send _ Cambria
Subject .
- Cambria Math
Candara

Here are some tips fo
Find out information ab:
Your appearance should Cenfury Gothic

Practice answering ques (Coptipeyv Schoolbd Century

Give specific examples ¢ want.
P i Comic Sans M5

Century

Show the participants how to format paragraph characteristics. The bulleted list is used in the following
example.

1. Place your cursor anywhere in the paragraph you want to format. You can select multiple
paragraphs to format them the same way.
2. Select the Bullet tool and select the desired bullet type.

E Untitled - Message (HTML)

Message Insert Options Format Text Review Add-ins Help ADOBE PDF @ Tell me what you want to do

- - - | = STal L] " - -
X cut Centuy <11 -| A A B A Ea. 25 mJ U @ ¥ [ Eollow Up
5 : =70 4 ;
3 Copy , i I' High Importance
Paste B I u|¥.p-|E] Buletlbay nature Attach File via
~ ¥ Format Painter = - " - Adobe Send & Track | ¥ Low Importance
Clipboard [ Basic Text Hone ) O ] - " Adobe Send & Track Tags [ ~
To.. | T
= D 2IE4
Ce.
Send
Subject

Define New Bullet...

Here are some tips for a successful interview:
<+ Find out information about the organization ahead of time.
<+ Your appearance should be neat and clean.
<+ Practice answering questions with a friend
<+ Give specific examples of your experience and conneet it to the job you want.
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Apply Styles
Styles are a quick way to give your email a professional finish, combining font and paragraph formatting.

Topic Objective Apply styles to message text

ToblcS The Format Text tab on the Ribbon includes a number of built-in styles.
opic Summar
p E Select the text you want to format and select the style you want to apply.

Materials Required The message from the previous topic

Recommended Activity | Have the participants practice applying styles to text.

Show the participants how to apply a style to text in an email message.

3. Select the text you want to format, or simply place your cursor in the word or paragraph you
want to format.
4. Select the FORMAT TEXT tab from the Ribbon.

He O 5 Untitled - Message (HTML)

File Message  Inset  Options Revlew Add-ins  Help  ADOBEPDF @ Tell me what you want to do
o Aa HTML c o

M - MK 8 P Find - Q
Calbri - {11~ [AARIEAS 2 | papbeene| asebeene AaBbCe Assbeer AdB % Drs
- wac Replace
b T TMNormal | TNo Spac.. Heading1 Heading 2 Title = Change L\S
Styles - Select =

Clipboard Format Font 5 Paragraph [ Styles | Editing Zoom -

A3 Plain Text

Paste B I Uasx ¥ ¥-4-

oom
.~  AdRich Text

5. Open the Style Gallery by clicking the down arrow next to the styles shown in the Styles group.
Notice that as you hover the mouse over a style name, the selected text previews that style.

= - Untitled - Message (HTML)

File Message  Insert  Options [MZTSESISN Review  Add-ins  Help  ADOBEPDF @ Tell me what you want to do

sl Aa HTML A P | 1= .= _=_ le=3=| A P Find ~ q
Calbi-[11 - A & A< | B - Fe T2 AT apcend| assbeene [paBbc sasbcr AAB A5
. Aa Plain Text 5 e Replace
aste z  aby - Fi e i ange oom
. *  AaRichTest B I U abe x, X Y - A =2 T Normal | TMo Spac. | Heading 1 | Heading 2 Title Stylesg- I Select
Clipboard 1 Format Font a Paragraph 5 AaBbCcC AaBbCcD( AaBb( Heading 1 CcDe AaBbCeDe m Editing Zoom A
Subtitle  Subtle Em.. Emphasic TafenseE..  Strong
To..
= s - AaBbCcDc AaBbCcD( AABBCCDD AABBCCDL AaBbCcDt
- AuobLeet
Send 7 Quete Intense Q... SubtleRef.. IntenseR.. BockTitle
Subject
AaBbCcDc
Read on for more information. TList Para...

44 Crestea Style
Research ,

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue mass 4,
amet commodo magna eros quis urna. -

Clear Formatting

. ctus malesuada libero, sit
Apply Styles...

Nune viverra imperdiet enim  Fusce est. Vivamus a tellus.

Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et orei.

6. Select the desired style to apply it to the current word or paragraph.
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Apply a New Theme
Themes provide a comprehensive look and feel for your messages. Themes include fonts, colors and

other design elements.

Topic Objective Apply a theme to a message

G The Options tab on the Ribbon includes the built-in Theme options. Select a
opic Summar
s v theme to apply its colors, fonts, effects and page color to your message.

Materials Required The message from the previous topic

Recommended Activity | Have the participants apply a new theme to the message.

Show the participants how to apply a theme.

7. Select the OPTIONS tab from the Ribbon.

Untitled - Message (HTML)

H %O :
File Message Insert Options Format Text Review Add-ins Help ADOBE PDF Q Tell me what you want to do
j I Colors - o ame oL Ly O O
. (A Fonts- @ [ = - [ Request a Delivery Receipt ¥ g o
Themes oer Page  Bcc  From Use Voting [ Request a Read Receipt | SaveSent Delay  Direct
ects~ Color' Buttons Item To = Delivery Replies To
Themes Show Fields Permission Tracking [F] More Options ] ”~

8. Select THEMES.
9. Select the Theme you want to use. The message text that is visible previews each theme as you

hover over it.

Untitled - Message (HTML)

HSO s
Message  Insert [EROSUSMM FormatText  Review  Add-ins  Help  ADOBEPDF  Q Tell me what you want to do
j - = = o 1
ECOIMS @ 6%'(- H=) D— [[] Request a Delivery Receipt R‘ Q &_
[A]Fonts -
Themes Page Bce  From Use Voting [ Request a Read Receipt Save Sent Delay  Direct
@leffects color- Buttans - ltem To - Delivery Replies To
Office n Tracking I} More Options ] -~
Aa Aa
Office Facet Gallery Integral |
A Facet Aa Aa -
mmmmmm mmmmmn mmmmm mmmme Py
len Board...  Organic Retrospect
Aa dipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit
mmmmem mmmmms
Slice Wisp.
vamus a tellus.
Reset to Theme from Template
&) Browsefor Themes.. ‘tus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et orci.
Fg save Current Theme...
Appearance
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies. purus lectus malesuada libero, sit
amet commodo magna eros quis urna. -

www.corporatetrainingmaterials.com
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Insert Pictures
You can easily add pictures and screenshots to your message to enhance your communications.

Topic Objective Insert a picture and a screenshot into a message

The Insert tab of the Ribbon includes the Pictures tool to insert an image

Topic Summar
s e file and the Screenshot tool to capture an image of your screen.

Materials Required The message from the previous topic

Have the participants practice inserting an image. Have the participants

Recommended Activity L .
practice inserting a screenshot.

The Screenshot gallery includes images of the windows you currently have
Stories to Share open, or you can take a screen clipping by drawing a box around the section
of the screen you want to capture.

Show participants how to insert a picture from a file.

10. Place your cursor in the location in the email where you want the picture to appear.
11. Select the Insert tab from the Ribbon.
12. Select Pictures.

Untitled - Message (HTML)

Options  FormatText  Review  Add-ins  Help  ADOBEPDF @ Tell me what you want to do

[ﬂJ ] @ D Q. D : 7 @ T2 SmartArt % I—_ﬁ‘ I;I 4 FE\:pi?P ’J'[ Q ﬁ_

1l Chart 7 Date & Time

Attach Outlook Business Calendar Signature  Table | Pictures fOnline Shapes lcons Link Bookmark — Text Quick WordArt Equation Symbol Horizontal
Filer lem Card~ - - ictures ~ Models - dy¢ Screenshat= . Box- Pars- -  L]Object - - Line
Indude Tables Illustrations Links Text Symbols ~

13. Navigate to the location of the file on your computer or other media and highlight the file you
want to insert.

=7 Insert Picture X
<« v P > Dropbox » 1Projects > CTM » Outlook2016 > images > ~ @ | Searchimages P
Organize New folder =~ M @

Name Date modified Type Size
# Quick access
& 1 Messages File folder

[P Microsoft Outlook

& tabs File folder

22 Dropbox U5 outlook icon PNG File 3KB
7@ OneDrive

I This PC

¥ Network

File name: [ outlook icon | anpictures ~

Tools = Insert || Cancel
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14. Select Insert.

Outlook inserts the picture.
Show the participants how to insert a full size screenshot.

15. Select the Insert tab from the Ribbon.

16. Select Screenshot.

17. The Screenshot gallery includes a thumbnail image of other windows you have open. Select the
image that you want to insert.

Untitled - Message (HTML)

Options ~ FormatTet  Review  Add-ins  Help  ADOBEPDF  Q Tell mewhat you want to do.

l EDE 2B L Q0 @ HE A4 T Q=

1/l Chart 3 Date & Time.
Attach Outlook Business Calendar Signature  Table | Pictures Online Shapes lcons 3D Link Bookmark Text Quick WordArt l:l Equation Symbol Horizontal

File ltem Card~ Pictures - Models - @ Screenshot = Box~ Partsr < Object Line

Include Tables INustrations Available Windows Symbols ~
To. —— —————
= "
ce.. :
Send — _—
Subject %
sample files =
R
Research :
Lorem ipsum dolor sit amet, consegtetuer adipiscing elit- Maecenas porttiter, 15 lectus malesuada libero, sit

amef commodo magna eros quis urna.
&4 Screen Clipping

Nune yiverza imperdict enim. Fusce est. Vivamus a tellus.

Pellentesque habitant morbi tristiaue senectus et netus et malesuads fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et orci.

Appearance

1

Outlook inserts the image and may scale it to the width of your message.
Show the participants how to insert a screen clipping.

18. Make sure that the area of the screen you want in your document is ready to capture. Outlook
will automatically return to the previous window for a screen clipping.

19. Select the Insert tab from the Ribbon.

20. Select Screenshot.

21. Select Screen Clipping.

22. Drag the mouse to capture the area of the screen that you want to insert in your presentation.
The screen is slightly greyed out, except for the area you are capturing.

% Sample PDF Attachment
5 Sample Word Attachment
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23. When you release

your mouse, Outlook inserts the screen clipping into the message at the

current cursor position.

Insert Hyperlinks

Hyperlinks provide a clickable shortcut to another location.

Topic Objective

Insert a hyperlink

Topic Summary

Use the Insert tab on the Ribbon and the Link tool to link to another place
in the message or anywhere on the web.

Materials Required

The message from the previous topic

Recommended Activity

Have the participants insert a hyperlink.

Stories to Share

You can turn an image into a hyperlink, such as to create your own buttons.

Show the participants how to add a hyperlink to text. In this example, we’ll link to another location in

the message that has had

the Heading 1 style applied.

1. Select the text that will be clicked to follow the hyperlink.
2. Select the INSERT tab from the Ribbon.

Select INSERT LINK.

w

Untitled - Message (HTML)

Options  FormatText  Review  Add-ins  Help  ADOBEPDF @ Tell me what you want to do

| =2 B 2 B

Attach Outlook Business Calendar Signature = Table
File= ltem Card~ 9 ©
Include Tables

To..
Ce.

Subject

More Info

= o = = A - A
LU 2 @ =) SmartArt A Drop Cap
o s Ok all Chart (] [, Date & Time - A
Pictures Online Shapes Icans 3D Link Bookmark  Text Quick WordArt . Equation Symbol Harizontal
Pictures = Models = @+ Screenshot ~ - Box~ Parsw -  [1Object o o Line

lllustrations Recent [tems

&% Insert Link...

Here are some tips for a successful interview:
< Find out information about the organization ahead of time.
<+ Your appearance should be neat and clean_
<+ Practice answering questions with a friend
<+ Give specific examples of your experience and conneet it to the job you want.

4. Select Place in This Document.
5. Select the Heading of the text you want for the link.
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Untitled - Message (HTML)

Options ~ FormatText  Review  Add-ins  Help  ADOBEPDF  Q Tell mewhat youwanttodo

mj iy E D N E Insert Hyperlink ? X SCap- TE Q A
[X _3 X A=
. . & Time
Attach Outlok Business Calendar Signature =~ Tablg _ linkto Eexctolii=piaig) Find out information ScreenTip... Equation Symbol Horizontal
Filex  ltem Card~ - ~ E - ~ Line
e ol Select a plage in this document: S N
Existing File | [ Top of the Document
or Web Page | | : N
T £ Headings -
o T
=1 &) P Target Frame... | |
Ce. Place in This : ppsarance L
Send DATRer 1. Bookmarks C
Subject
Here are some tips for a suecessful inter] CD’:ESMNE;‘Q’
+ Find out information ahout the ox
<+ Your appearance should be neat £
< Practice answering questions wit! E-mail
<+ Give specific examples of your exy | Address —
ancel

Read on for more information

Research

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna ged pulvinar ultricies, purus lectus malesuada libero, sit
amet commodo Mmagna eros Quis wina.
1

6. Select OK.

The link is inserted and indicated by underlining and the current theme color.

Here are some tips for a successful interview:
<+ Iind out information about the organization ahead of time.
«+ Your appearance should be neat and clean.
< Practice answering questions with a friend.
<+ Give specific examples of your experience and connect it to the job you want.

Read on for more information.
Research

Lorem ipsum dolor sit amet, consectetuer adipiscing elit Maecenas porttitor congue massa Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit
amet commode magna gros qUis WA
4

Use Spell Check
Make sure your email text is accurate by performing a spell check.

Topic Objective Correct spelling errors

Outlook checks your spelling as you type and marks any suspect words with
a red wavy underline. You can right-click a word to use the context menu to
correct it. The Review tab on the Ribbon includes the Spelling & Grammar
to open the Spelling and Grammar dialog box for additional options.

Topic Summary

Materials Required The message from the previous topic, with a word misspelled in the text

Have the participants right-click the spelling errors to correct a mistake.

Recommended Activity . . .
Have the participants open the Spelling and Grammar dialog box.

Show the participants the context menu for a misspelled word. The following example uses a misspelling

of the word “organization.”

24. Right click on a misspelled word to display the context menu.
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25. Select Spelling.
26. Select the version of the word that you want to use to correct the error.

Here are some tips for a successful interview:
< Find out information about the gggg%gm ahead of time.
< Your appearance should a5 spelling b i
< Practice answering ques

Who ls... group, amangement, orderliness
< Give specific examples ¢ h—

Add to Dictionary

Read on for more information. Ignore All
ity PasteOptions: | [ SeeMore
Research P
B LE LA
Lorem ipsum dolor sit amet, ¢o (® SmartLookup  1g elit. Maecenas porttitor congue massa Fusce posuere. magna sed pulvinar ulfricies. purus lectus malesuada libero, sit
<mmmmgmmmm Bp Tranglate ! -

Show the participants how to open the Spelling dialog box.

27. Select the REVIEW tab from the Ribbon.
28. Select SPELLING & GRAMMAR.

H e s Untitled - Message (HTML)
File Message  Insert  Options  FormatText [EGENPWMN Add-ins  Help  ADOBEPDF  Q Tell me what you wantto do
BC = ABC ek (=
v [ e P %X
Spelling & Thesaurus Word Check Smart  Translate Language
Grammar Count  Accessibility  Lookup - -
fing Accessibility | Insights Language ~

Discuss the options on the Spelling and Grammar dialog box.

Spelling and Grarmmar: English (United States) ? X
Not in Dictionary;
Find out information about the |~ lgnore Once
ahead of time. el
Add to Dictionary
Suggestions:
lorganization ] Change
Change All
AutoCorrect
[ check grammar
Options... Undo Cancel

o The IGNORE ONCE button allows you to keep the word as the current spelling, but only for the
current location.

e The IGNORE ALL button allows you to ignore the misspelling for the whole document.

e The ADD To DICTIONARY button allows you to add the word to your dictionary for all Outlook
items.

e The SUGGESTIONS area lists possible changes for the misspelling. There may be many choices, just
one, or no choices, based on Outlook’s ability to match the error to other possibilities.

o The CHANGE button allows you to change the misspelled word to the highlighted choice in the
Suggestions area. You can highlight any word in the Suggestions area and select Change.

e The CHANGE ALL button allows you to notify Outlook to make this spelling correction any time it
encounters this spelling error in this document.

e  AUTOCORRECT automatically corrects your spelling errors.

e Select OPTIONS to view additional spelling settings on the Options dialog box.
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Module Two: Review Questions

29. What information do you provide Outlook in the first step of connecting your email address?
a. Your email address
b. Your password
c. Both your email address and password

The first screen asks for only the email address so that Outlook can evaluate the address before
prompting for the password.

30. The Message list preview includes what information?
The message previews shows the subject, sender and first line(s) of message text.

31. You can preview attachment files for many file types right in the Reading pane.
a. True
b. False

If the file is safe and Outlook is able, you can see a preview of attachments in the Reading pane
without opening the attachment.

32. When you click the X next to an item in the Inbox Message list, the item is gone forever.
a. True
b. False

The item is removed from the Inbox or current folder and moved to the Deleted Items or Trash
folder. Items deleted from that folder are removed completely after confirmation.

33. What are the ways that Outlook considers a message read?

A message has been “read” when you highlight it in the message list to view in the Reading
pane, when you open the message, or when you manually mark the message as read.

34. Name four of the sorting options for the Message list.

The View tab includes the following Arrangement options: Date, From, To, Size, Subject, Type,
Attachments, Account and Importance.

35. You can just type an email address in the To, CC, or Bcc fields to address a message.
a. True
b. False

If you don’t have contacts in Outlook yet, you can enter an email address into one of the
address fields. Outlook checks the format (name@domain.com) for accuracy.
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36. Which tab includes the option to change your message Theme?

a.

b
C.
d

Message

Options

Format Text

None of the above

Themes are available on the Options tab.

37. Which of the following is NOT available on the Insert tab?

a.

b.
C.
d

Picture
Screenshot
Hyperlink
Styles

The Styles are available from the Format Text tab. The other items can be added from the Insert

tab.

38. How does Outlook point out spelling errors as you type your message?

Outlook displays a red wavy underline for suspect words. A context menu available by right-
clicking on the word allows you to select the correction.
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PowerPoint Slides

Below you will find the
PowerPoint sample. The slides
are based on and created from
the Instructor Guide.
PowerPoint slides are a great
tool to use during the facilitation
of the material; they help to
focus on the important points of
information presented during
the training.
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Module Two: Communicate with
Email

This module looks at how you can
connect your email address to
Outlook and start reading and
processing messages. You'll also
learn how to forward and reply to
messages, as well as how to create
and send new message.

’

Lesson: Start Communicating

with e-Mail

In this lesson, we'll introduce the following topics:

Set up email account
Preview messages
Read messages
Preview attachments

Forward and reply to messages
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Set Up Email Account

Welcome to Qutiook

Enter an email address to add your account

Al w o o -

o g Py 4t ety

nnect

n
o

Preview Messages

Now  Mew Wty Aeihae ™. Mew T e Teien wu, "o
tevad Soven= Lhemed R e . b AT B X8 T ohdery Acoount rere
 Favortes " .
.t
“
L
o Todey Micrascft Outock Test Mestage
o ruchoted ‘
b 1 Vo v e e 1~
el Thes 18 an evnad message serdt etomatcally by Micronoft Outioot whie teiting Ihe
2 Pt ; Tngs FOr yOur SCCOMRE.
LAhen - onex
[
o Macrosoft Ousiook
eea, Mo oA Ot Tem e W9 AM
P oy Then 4 e ammad mavag e
oot ae g e CEAMA Commenity
e € st W ata A
s = s @ o a
I appnd werte D W - ' ~
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Read Messages

w oo Microssht Outiook Tewt Message

Tht 4 00 ot Ptiage T B Wy Dy MCT DA CLERR whe Teiting D Wwmngs for

YO MO

Moroseft Ontlocs

VoA e e a "
- CLaVA Commmunty
a - |t o Mo A

8 m 8 g BRI

Preview Attachments

= Back 1o mrsge

Bl ewmiple POF Lims bl gl Sarrgike Woid Anachemens dod |

P |- S

Uutleok #0146 Exventialy fukline

Mudals Did GANIng Toarted
L L
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B

Forward and Reply to Messages

From: Flichels

Lo blondey, December 18, 2007 3:33 P
Tos Michele

Siilupict: Altaciad Bl

T Fles are amached o his message

B

Lesson: Process Messages

In this lesson, we'll introduce the following topics:
* Delete Messages

* Mark a Message as Read or Unread

* Flag Received Messages

* Sort Messages

* Print a message

* Save message attachments
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Delete Messages

4 Today

Michele Wiedemer
Attached file

Michele Wiedemer
test
test <end»

The eLeamning Guild

[New announcement] inves...

There are only two days left

Michele Wiedemer

Attached file
A PDF Is attached to this

Two files are attached to this

3:33 PM
317 M X
3:15 PM

£
310PM

' Mark a Message as Read or
Unread

o 0
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Flag Received Messages

CLENVA Covrmunty
AT e L ot Vs

o
2 mchew$ - hasn e .
o
-~ e o
By -
.
" Moroseft Ontioos
i P s L)
FYSIee . @ o punet mmnage ved

Micronaht Outiock Tewt Mewage

This 4 a0 et Srniage sl ot ally By NI Ol whie leglng De wemivgs far
Yo mbinst

X

Sort Messages
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Print a Message

Save Message Attachments

[ ERFEE

e Hhra ik
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Lesson: Create Messages

In this lesson, we'll introduce the following topics:
* Create a Message

* Address a Message

* Add or Remove Message Attachments

* Send Message

* Recall a message

Create a Message

Lol Mrvemge 168

Vo Tt T g AT FOE W T e R e e A
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' Address a Message

Wt paey Pacple

' Add or Remove Message
Attachments

Ll e D R H S P
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Theem i Froy FrarLage.

Send Message
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Recall a Message

© Corporate Training Material

www.corporatetrainingmaterials.com



http://www.corporatetrainingmaterials.com/

Lesson: Format and Check
Messages

In this lesson, we'll introduce the following topics:
* Format text

* Apply styles

* Apply themes

* Insert pictures and screenshots

* Insert hyperlinks

* Use Spell Check

Format Text

© Corporate Training Material www.corporatetrainingmaterials.com



http://www.corporatetrainingmaterials.com/

Apply Styles
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s
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Apply Themes
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Insert Pictures and
Screenshots

At Ot Bavwass Covoder Tgranan ok Putuom Sntoe

Vo 1y —
e Sow  Cond [ M oo e [ oo
- Sty Wk
—— ——
Rasoorct re——
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Appearance

Insert Hyperlinks
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4

Use Spell Check

Speihng and Grarenar Engbin (Unded States
Net n Ovticonary,
| S—
r about the orpanention ~ Jorare Once [

ahead of time igproce AN

A04 % Dvbonaty

Sugoeiiogt
T Change
Change &)
AuaCogret
] Checy graewmas
Qesoon Canel

b

Module Two: Review Questions

1. What information do you provide Qutlook in the first step of
connecting your email address?

a. Your email address
b. Your password
c. Both your email address and password

2. The Message list preview includes what information?
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b

Module Two: Review Questions

1. What information do you provide Qutlook in the first step of
connecting your email address?

a. Your email address
b. Your password

c. Both your email address and password

2. The Message list preview includes what information?

The message previews shows the subject, sender and first
line(s) of message text.
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Quick Reference

Sheets

Below is an example of our
Quick Reference Sheets. They
are used to provide the
participants with a quick way to
reference the material after the
course has been completed.
They can be customized by the
trainer to provide the material
deemed the most important.
They are a way the participants
can look back and reference the
material at a later date.

They are also very useful as a
take-away from the workshop
when branded. When a
participant leaves with a Quick
Reference Sheet it provides a
great way to promote future
business.
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Outlook 2016 Essentials

Create a New Message

1. Selectthe Now Emall tool from the
Homit tab on the Ribbon.

2. A newwindow opens.

3. Eelectthe Toor CCin the email header
znd enterthe emazil address(zs).
Dutlook will show a list of Recent
People. You can click on 2 name to
quickly =dd that person’s sddress.

4. Enterthe Subject ofthe messages to
help recipients identify the content.

L. Place your cursorinthe messsge area
and begin typingto enteryour
MEss2Ee.

5. EelectSend.

Attach File to Message

1. Select ATTACH FILE from the MCssasE tab
on the Ribbon.

2. 5elect =z Recentltem to sttach it, or
sz|ect Browse This PC to locate afile.

3. Inthe inzert File dizlog box, navigate to
the location of the file you want to
sttach.

4. Highlight the file and select INSCRT.

L. Outlookcrestesznew line in the
masszge header for ATTACHLD.

Sort Messages

1. 5Selectthe VIOW tab from the Ribbon.
2. Selectzsortingarrangement.

Using Backstage View
Select the File tab from the Ribbon to open the

Backstage View for importing, printing and
s=ving messsges, contacts and calendars.

Mark Messages as Read or
Unread

1. 5electthe messzge inthe Message List.
2. Select UNrEADREAD from the HOMEtzb
on the Ribbon.

You can slso right-click on the messages inthe
hMesszge list and select Mark 25 Resd or Mark
== Unread from the context menu.

Save Message Attachments

1. Inthe Messages list, select the meassage
with the attachment.

2. Inthe Reading pane, select the small
arrow next tothe icon for the
sttachment you want to save.

3. SelectSawe Asfrom the context menu.
Inthe Save Attachment dizalog box,
navigate to the location where you
want to save the file and select Save.

Create a Signature

1. SelectSignature from the Message tab
of the Ribbon.

2. 5GelectSignaturestoopen the
Signaturesdialog box.

3. Select NOW to creste a new signature.
Enterthe name for the signsture and
selact OK.

L. Inthe BEdit Signature ares, enterthe
signsture text. Use the Font and
Paragraph tools to get the signature ling
looking like you want it. You can also
insert = picture arz hyperlinktoa
wabsite.

6. SelectSawe when you have finished.
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Create a Recurring Calendar [tem

1.

|

In 2 new or existing Appointment window, selec Recurrence from the Appointmenttzb on the

Ribbon.

The Appointment time detsils are pre-filled from the Appointment, but you can change the

Start and End time, if necessary.

Select the Recurrence Pattern option. You can choose Daily, Weekly, Monthly, or Yearly.

Enter the Recurrence patterndetails, depending on which recurrence pattern option you chaose:
s. For Daily recurrence, enter the number of days between recurrences or selec Every

wieekday.

b. For Weekly recurrence, enter the number of weeks between recurrences and check the

box for the day(s) of the week for the appointments.

(al

For Manthly recurrence, you can choose adste of the month orarecurrence based on 2

specific day of the week. In either case, also choose a numberof months between

recurrences.

d. ForYearlyrecurrence, emerthe number of years between recurrences and choose 2
date or & recurrence based on = specific day of the week in 2 specificmonth.
Indicate the RaMGE OF RECURRENCE from the Start drop down list. You can choose No End Date or
you can end after a certain number oftimesoron 2 certain date.

Select OK.

Complete the other Appointment detzils [such as reminder options and any additional
information about the appointment) and selectSave & Close.

Add an Intermet Calendar

|

Find the link for the calendar you want
to connect to [i.e., Google calendar) and
copyit.

Select Open Calendar from the
Calendar Home tab an the Ribbon.
Select From Internet.

In the Mew Internet Calendar
Subscription dizlog box, paste the link.
Select OK.

Select Yesin the confirmation windoe if
you want to keep the internst version
and the Outlook version in sync.
Outlook processesthe calendar
subscription and opensthe calendar
next toyourexisting calendar.

S —
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Share a Calendar in Email

Inthe Calendar view, select Email
Calendar from the Home tab on the
Ribbon.

In the Send a Calendar via Email dizlog
box, select which calendar vou want to
share from the drop down list.

Select the Date Range from the drop
down list.

Selectthe level of detail you want to
share.

Select OK.

A new messsge openswith the
iCalendarfile sttached. The messzze
includesthe date range and detzil level
you selected. Completethe message

zddresslzs) and any 2dditional messaze
details and select Send.
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Certificate of

Completion

Every course comes with a
Certificate of Completion where
the participants can be
recognized for completing the
course. It provides a record of
their attendance and to be
recognized for their
participation in the workshop.



http://www.corporatetrainingmaterials.com/

CERIIFICATE OF COMPLETION
[Name]

Has mastered the course
Outlook 2016 Essentials

Awarded this day of , 20

Presenter Name and Title
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