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Effortless Outlook Express for Beginners - SAMPLE

Writing Your First E-Mail Message

on utlook Express @\} h E"

L Mew Fhey Messagel’
The Moo wi pear. Your return e-
mail S a y ®¢'1n the From: text box.

1. Click the New Message
toolbar.

il Edt “iew |nzert Fomat Toolz  Message Help |

[G% @3 «/a % i 4[5 5°
Send (01t Copy Paste  Undo Check Speling | Aftach  Priority Sign  Encpt

Fom: | Your Return E-Mail Address i
[GER To: I

EEce |

Subject: |

| =

2. Click inside the To: text box and type the e-mail address of the person you want to
write to.

3. Click inside the Subject: text box
4. Click inside the mess‘e ﬁ

d t@be o an e-mail subject.

n
in yRur g-mail message.
i

To: | To e-mail address gets typed here!
Ce: |
Subiect: | E-Mail subject gets typed here!

| This is the message hody...
Type your e-mail message here!

5. When you are ready to send the e-mail megilge
button.
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Effortless Outlook Express for Beginners - SAMPLE

Creating an Attachment

1. Click the New Message button on the Outlook Express toolbar.

2. The New Message windowgwill r. Your return e-mail address will already

be in the From: te bﬂ
w "a A e

[

J File  Edit “iew Inget Fomat Tool: Message Help |

JEX@“&/“&?@L?.‘&E”
Send [Eit Copy Paste  Undo Check Speling | Attach Priority Sign  Encrypt
From: Your Return E-Mail Address |

[ To |

e |

Subject: I

|

3. Click inside the To: text box a ilfaddress of the person you want

to write to or bring it in from th s¥book.

4. Click inside the Subject: text box and type in an e-mail subject.

5. Click inside the message body. Type in your e-mail message.

Ta: | To e-mail address gets typed here!
Ce: |
Subiect: | E-Mail subject gets typed here!

| This is the message hody...
Type your e-mail message here!
v
6. To an item to the e-mail message, click the Attach button i

on the message toolbar.
The Insert Attachment window will appear.

Look at the Look In location. Is this the folder you s
attach?

If not, click the down arrow next to thﬂ( A

Click to see other locations

X
©FELE
NEd b mpLter EConlEd B Petéydmin

3 Wy Dacuments ﬁ, Create CD @ Petwhere
& ‘Hood B3 MP3 To'wave Converter @ RiealPlaper Basic

Laok in: Deskiop

The Look In location.
In what folder should the computer
look for the file?
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Effortless Outlook Express for Beginners - SAMPLE

Saving an Attachment
1. When previewing the g- ssa he preview area, click on the Paper Clip
button located in tig tQEr1 ¢ nikssage window.

1] 1ipg [7.61 KB)

e

Thiz meszzage containsg attachments.,

Save Attachments. ..

An option for saving the attachment
Click on the words Save Attachme

The Save Attachments window will

By default, the file will be saved in either C:\My Documents or in C:\My
Documents\My Pictures.

If you do not want the attachment saved in the default location, click the Browse
button to select a new location.

=
Save To
C: by Docurmentshiy Pictures Browse. .
Once , ‘?Ocatlon to save the
attaCh K button You Wlll be returned Select a folder to save attachments into:
to the Attachments window.
. Click the Save button to save the file. e e -l
- ti
{1 Corfig.Msi
{7 Corverted Wave Files
5 I3I'I'IE ] Delete J
Sy Elﬁ My Documents

#=-] Al Purp Save Hell
l {:l Imbue Save Hel

ichures:

{;‘l My Dowrload Files ﬂ

oK I Cancel |

© 2004 Traci Cameron of Cameron Computing Services 3



Effortless Outlook Express for Beginners - SAMPLE

Deleting a Contact Using the Toolbar

1. Open your address book
2. Click on the coﬁ?h uld like to _
delete. [ e
3. n i oMC selected/highlighted
4. 5 Delete button on the toolbar.
e o oy
& Are yau sure you want to permanently delete the selected itemis) ? PL

Mo |
A confirmation message will appeadg;'if;: are sure that you want to delete the

contact. If you are sure, click Yes. If you aren’t, click No.

Irnpart »

Erint. Cli+P

- File Edit “iew Tools Message Help
Exporting Your Address B = wo | 2] 8
gave 2s Forward Prir
1. Click on the word File fr he ook Express -
! From
menu bar. Folder ,

A sub wiA
2. Click :&« d
Another submenu will appear.
3. Click on the word Address Book.

The Address Book Export Tool will appear. P‘ E

port from within the submenu. S e :

|dentities

Properties Al+Enter

wfark Offline
Exit

Select the program or file type pou want to export your addrezs book, to, and
then click the Export button,

Text File [Comma Sepnh%ated Walues| Export

i

Lloze
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Effortless Outlook Express for Beginners - SAMPLE

The Outlook Express Window

Outlook Express is an application that al you to send and receive electronic mail (E-
Mail). You can create folders togsuit @ouz needs, send/ receive attachments, create
. Tools Message Help

distributions lists in your , generate an auto-signature that is sent with
each outgoing e-rgail
J . % @ 8 ‘ =
Mew bail Reply Reply Al Farmard Print [Uelste

!

L
Addresses

Send/Recy i

= Inbox

Folders x ‘ v 10 [ % [Fom | Subject
- I‘S] Outlook Express
List of Personal Folders FH%3 Local Folders Messages in selected
L 1 £
ool folder will appear here!

| xS Outbox
S Sent ltems

(& Deleted Items 1]
B Drafts
| B sBay notices { | |
{5 Scooters (3]
@ hews-gerver heb.in com

From: To:
Subject:

LI»

Ly x| Message content will be
[F&ngela Cox ﬂ .
[P Anne Harrison dlsplayed here!

Iﬁ Barb & Audun Ravhan

[P Barb Fougeron

el -
Contacts in Address Book |2 messagefs) 1 umead =2 Working Online

SR

Makin ows Larger
The Outlook Express window can be divided into four sections: _ B m
Folders X |[Y
> Personal folders 153 Dutlok Express
El@ Local Folders
» Address Book Contacts : g%m
» Current messages T3 Sent Items iR
(3 Deleted Items [1]
» Message content 8 Drafts
g $E eBay notices LI.
The first time that you use the Outloo reSs program the @‘@ AEGUIEE El =
windows may not be sized well enough for you to see everything e Su

you want to see. Each one of the Outlook Express sections can be
resized.

1. Place the mouse pointer on the edge of one of the window sections

2. When the mouse becomes a black, two-headed arrow, hold down the left mouse
button and drag, both to the left and to the right. The window grows wider or
narrower, depending on the direction which you drag.
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