Using Microsoft Outlook

** Use Microsoft “Outlook” program to do three things; Contact          

     Management. E-mail and Calendar events.  (Do not confuse this      

     program with Outlook Express, which is a junior version that   

     only does e-mail.)

1) Open the Outlook program by double clicking on the Icon from the windows desktop.

2) Select one of the main function buttons on the left side-bar; Inbox, Calendar or Contacts.
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The Inbox is for E-mail, Calendar allows you to record dates and times and Contacts allow you to record names, addresses and e-mail addresses for all of your “Contacts.”
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It his been reported that Osarma bin Laden was captured this morning at
4:22 AM Pacific Standard Time by US Special Forces.

The prime suspect of the September 11th attack on the World Trade Center in
New York City, bin Laden, was captured at gunpoint, as he fled an
underground passage in a femote mountainside of southern Afghanistan

Alliance troops, who witnessed the events unfold, explained that moments
earlier United States war planes had sprayed liguid Viagra across the
souther Afghanistan countryside, and the fitte prick just popped up!

Click here for the pictures

If you liked this - you gonna LOVE your SMOF mernbership!
Click Here to get your free Five Minutes of Fun - SMOF desktop rini-player.
It brings fun cartoons, jokes, fiee software, cool games and other FUN stuff
ditect to your desktop!

"The most fun youl have at your deskiop with your clothes onl”
Mary J, ldaho
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Other shortcuts

167 Items, 5 Unread




These buttons            
This area is for

This area is used 

Are for picking

listing the E-mails
to display message

Which function 

that have come in
previews, based on 

You want to use.
As incoming mail
which line is selected

[image: image3.png]rosoft Outlook =18l x|
I8 5 (0 s 15 B |

| Tolew - & [ G5 | Goto Togey | [0 [E]Work Week [F]wesk [t | Z2Fnd *gaoroanize -l@

(& calendar

Calendar .

Manday Tuesday Wednesday Thursday Friday Satjsun 5
December 30 E January 1, 03 2 3 4
s
3 7 s B 10 m
1z
" [ 16 7 1

A

B o z B B =

=

z B B EJ o February 1

B

y shartauts
Other shortuts =il
oens





In Calendar View,






The “New” button 

Toolbar buttons allow you to change 

will start a new 


the view from 1 day view to 5 day 

Calendar appointment.
View or 7 day or month view…
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When you go into 
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E-mail is sent by selecting first the option, on the left, for “Inbox.” 

Then select the “New” option near top left.  Fill out the form, and press the Send button, which is again, near the top left corner of the small e-mail window.

Printing in each view is specific to the topic. (e.g. If you are looking at the calendar and you go to “File” menu then print, you will print a calendar.  Likewise, if you are looking at your “Contacts” when you go to the “File” menu then print, you will print a directory of your contacts.)

