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Outlook 2007: E-Mail Basic

Setting up an Account in Outlook

A MicrosoftExchang@®utlookaccount must beonfigired to receive mail @end a message
Outlookisclientbased software that residesspecificcomputer.Configuing theaccount
identifieghemailserverandidentifiesa unique account so that mail can be viewed.

Before opening OutlooKTo dupicatethe setup users will see whenfigumg an Outlook
accounbn their computer, login to lab computers using the following) steps

1 Click on theStartButton ——
91 Click on the arrow to display options Default Programs Log OFf
 Click onLog Off.
1 When requested CliERL-ALT-DELETE. [f > areogm Help snd Suppor :.p
1 When thecomputerdgon screen appears typ Shut Down
thee-ID andpasswordfor this workshop ¢e %’;‘5‘ romREe®= 9
| Dds rangedO)f rom trait
1 To confirm successful login, click on $tartbutton.
1 The screen will show the name of the login account-
1 Installation ofOutlook Exchangetraining accounts can begin.

Exercise 1. Setting up a Training Account in the

L ab » All Programs Help and Support

P
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»

1. Click onthe Startbutton AL L
2. Click onAll Programs

3. Click onMicrosoft Office.

Microsoft Ofﬁ ce
. Mozilla Firefox
. Putty
. QuickTime
. Real
. Roxio Creator DE
| Startup

. Symantec Client Security Default Programs
. UltraVMNC

Network

Connect To

Control Panel

Printers

Help and Support
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4. Click onMicrosoft Outlook.

. Microsoft Office
[': Microsoft Office Access 2007
[& Microsoft Office Excel 2007
[EE‘_.' Microsoft Office Groowve 2007
E. Microsoft Office InfoPath 2007
[L_{f' Microsoft Office OneMote 2007

My Computer

Network

B Connect To

|+ Microsoft Office Outlook 2007
(& Microsoft Office PowerPoint 2007

Control Panel

(= Microsoft Office Publisher 2007 Default Programs
[ Microsoft Office Word 2007
. Microsoft Office Tools Printers

4 Back Help and Support

ftart Search £ ) a

__Aﬁ
- CFEOEREP=YD Ty Outlook 2007 -

5. TheOutlook 2007 Startupvindow appeas.
6. Click on theNext button in the bottom right of the
window

Qutlook 2007 Startup

Outlook 2007 Startup

Welcome to the Outlook 2007 Startup Wizard, which wil guide you through the
process of configuring Outiook 2007.

7. In the next windoywmake sur¥esis checked and click on
Next.

e ——
count Configuration
E-mail Accounts
You can configure Outiook: to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mil accoun t?

8. Because theomputer login andOutlook e-ID are the
same, Outlook automatically fillg/e training account
and thee-mail address

9. Click on theNext box in the lower right of the window.

E-mail Address: | trainD 1@jmu.edu

Example: barbara @contoso.com

[F1Manually configure server settings or addtional server types
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10. The system automatically makes the ——— : =
connections to th@utlook Exchange e- orine searehforyouy server settmas-
mail server.

11.When the screen indicates that the accof “™
is successfully configdrelick on the ettt wre
FInISh b UttO n. j f::r:: ;:rs:vl;u]@umu‘edu server settings
12. TheOutlook Exchangeclient will then

connecto the server and open the traini P o ot i sceniby e e P xcamge.
e-mail account.

[F]Manually configure server settings

. . [~ Inbox - Microsoft Outlook l=[a] x|
13. Outlook will open. If thelWindows Search || e« e ve s oo scien e CNTTITT
H 4 f H SiNew - | g 113 X Rep! Reply to All (3 Forward ¥ | §8 | [ Seerch sddress books - @ i
Engi neé dwisdawappears, click tivy o _—
Mail « || «
O K . Favorite Folders 2 |ls ]
L] inbox (2) 3'
0 Unread Mai o
53 Sent tems = Last Month :,
Mail Folders 2 2
Microsoft Office Outlock =
2] All Mail Ttems -
2 waoxamng u fl | ) BE e e e e =
(3] Deleted Items mH Search functionality unless this service is running. >
(7 Drafts o
:2‘ j"u:i"g[i:a” [F] 5o not show this message again
Souber v
Y
[~ Mail i:‘
E Calendar ;
&=| contacts :
7] Tasks
sl -
This folder is up to date. £ Connected to Microsoft Exchange ™
14. At some point in the sap process a new window will appgmicoser ofice outiook R |

15' RSS(RICh Slte Summa®¢ed IS a format for dellverlng j Ouﬂoyk, Windows Internet Explorer, aljd other applications
regularlyupdatedveb content. Many newelated sites, | mesmee s s
. . . . e Common Feed List in Microsoft Windows maintains one
weblogs and other online publlshers syndicate their contg Strcheorized Estof RSSFeede. D youwant your RSS Pesds
anRSS Feedo whoever wants it.
16. RSS Fee not requiredin Outlook, it is an option (and n
covered in this Basic Workshop). To de&lfag Feed:lickNo. To find out more and delay

the decision, click ddemind Me Later.

[ Yes ] [ Mo ] [ Remind Me Later ]

17.1t may take a few minutes to complete the connect@uttlook Exchange and display the
Inbox properly.

wl O3 'I I I
0 Items Waiting to update this folder. £ Trying to connect to Microsoft Exchange =
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18. TheOutlook Exchange window
appears. The next exercise identifiejs
the parts of the window and how they
are used.

Exercise 2 - Using the Navigation Pane

=

TheNavigation Paneprovides a central locatito access features@iitlook.

2. Click on dlﬁerent_ folders to Navigation Folder || Folder Content List | | Reading Pane
access other mail message SPane f

3. Panewatching buttons l

and icons includ
commonly used pares

(calendar, contacts e
[address book] and
tasks).
4. Access Aotive % i
them with
one click.

Click on Calendar

>
Click on Contacts
Click back onMail
N

No o

Pane-watching
icon

[

Configure
buttons icon

8. TheNavigation Panecan be displayed or hidden by selectingidlvemenu and then
selecting or deselecting Neevigation Panecommand.
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