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Customizing Outlook
The View-Menu
Adjust Outlook so that you always see the information which is most convenient for you.

» Go to the View-Ribbon. Decide if you would like to use the Reading Pane

Mavigation 'F{eadingl Ta- eople
Pane~ | Pane> | Bar~ Pane >
I L|_| Right ople Pane
ch Al Mail e U= Bottom

g o

Cate

Also have a look at the options of the Navigation Pane, To-Do Bar and People Pane. The
People Pane is interesting if you have MS Lync installed. In this case you immediately
recognize the availability of your favorite people.

| Home Send/ Receive Folder View Developer Add-Ins

A =G

Reminders Open in New Close

1} Reverse Sort
~ | %= Add Columns

Date |%& From W1

i im

Iﬂﬂ

EE E

Navigation Reading To-Do | People

(&Y %) [ showas Conversations

L]
Change View Reset Conve e HE Categories ¥ Fiag: startDate ¥ Flag: Due Date

View~ Settings View ¥ | %=Expand/Collapse Pane~ Pane~ Bar~ Pane~ window  Window Al ltems
Current View Conversations Arrangement Layout People Pane Window
4 Favorites < = — n >
Search All Mail Items {Ctri-E} P/ Rabatte zum schénsten Fest des Jahres! 4 November2013

[} Posteingang (10]

= Gesendete Elemente Newest on top

Arrange By: Date

Mo Di MiDo Fr 5a So

- 12 3
5} Gelasche Elemente (117) ablems with how this message is displayed, click hers to view it ina s 4 5 5 7 8 910
4 Today
4 | 1 1save KiinBber 1330 d pictures. To help protect your privacy, Outlook prevented s ieanie iy
4 Gabriela Bergantini <g.berganti e yon Hinher 3 some pictures in this message 71819 20 21 22 3 4
_ Webinare 12/2013: GFT MAX MailProtection / MailArchive. GFT MAX.., = 25 26 27 28[29]30
[} Posteingang (10] — :
[ Gesendete Elemente T
g
(3] Geloschte Elemente (117) TO DO Bar T WMccling wih Sust
£ Dateien 10:00 - 11:00
= - Biiro vom Chef
2 Entwiirfe (7] . . Wird diese Nachncht nicht ichtig dergestelt, kicken S

b [l Gelaschte Objekte 1 more appointment
[ Gesendete Objekte

4 STEG Electronics AG Right-click here to download pictures.
'r

help protect your privacy, Gubook

Reading Pane

[ Junk-E-Mait Rabatte zum schansten e i
[ Outbox
{3 Postausgang
1 [ RSS Feeds
{5} RSs-Feeds . .

Talk to Susi abou.., b
ko NaV|gat|0n Pane Call Paul about t ) &
(3 spam ' Monday

Guten Tag Frau Bergantini
b Last Week
Varfreude ist ja bekanntiich die schanste Freude. Aus dissem Grund fangs
b Two Weeks Ago an. Aber Achtung, die Angebote sind nur bis am Donnerstag, 5. Dezembe
|| Mail Bestellen Sie noch heute und lassen Sie sich diess Angebote nicht entgel
= I Three Weeks Ago
| Calendar
b old =
82| contacts ik = -

7] Tasks

@  See more about: STEG Electronics AG.

Items: 36
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2.1.1

Working with Emails
The most important Options

» Open a new Mail. The most used options such as High Importance are immediately
displayed in the Message Ribbon.

b = Vi g
ST T _ @
|b|' m | Message Insert Options Farmat Text Review Developear & e
$ ’ - S
] . . _ = -1 @ i - (S
Il j & Calibri(g e 11 A | EriE | B :a_gﬂ @] g i Z ¥ Foliow Hp »\?’
B, =3 ? High Importance
Paste B 7 U 3+ A~ ||E=E = = £ $5 Address Check | Attach Attach Signature Zoom
- & = il | T 7| Book Mames | File Iem> - § LowImportance |
§| Clipboard [« Basic Text I MNames Include Tags | Zoom ([
o || |
T
=1 | |
send 4
Betii: | | |
subject: | |
| tal

Further Outlook-Mail-Options

In the Options-Ribbon you find additional options such as Delivery Receipt, Read Receipt
and Delay Delivery.

» With Delay Delivery you will never forget another birthday. You can prepare an email
and send it at another time.

» In the Options Ribbon you can also activate the BCC-Line.

R o . =
! — )
]% Message Insert Dptions Farmat Text Review Developer (A1 ﬁ-,
B colors - p,j o i= | g 0,0 . . =1 O ﬁ
= |- L= J W
sl |w ':".‘ i= =] EEI [T] Request a Delivery Receipt I = ] |
Themes Page Bee | From | Permission | Use Voting [T Request a Read Receipt Save Sent  Delay Direct |
- @ Effects * colar~ - Buttons = Item To > Delivery Replies To
Themes Show Fields Permission Tracking fa Maore Opt| 2 Ta
< IO\
To.. | | N\ N\

Bec... < |A\/
| N

Subject:

A4

* 15|
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2.2 Spelling and Grammar

Outlook can autodetact the language. Just type about seven words and the program will
automatically switch to the correct language if the language is installed. Press Enter if this
is not automatically working.

The misspelled words are indicated with red lines.

» Right click on the incorrect words to correct them.

I il - e i 5 a
AMid9 o - A5 Untitied - Message (HTML) T oS
! "ﬁﬁiﬁ‘;""} Message Insert | Options Format Text Review Developer & e
Ecoiors - 3 — | 2= Rt o0 [ ='1 e g
T | ° - Request a Delivery Receipt | .'='I
Fonts = | 4| i Erﬁl [T Req o ? I_J = 1
Themes Page Bee | From | Permission | Use Voting [ Request a Read Receipt Save Sent Delay Direct i
- @Eﬁects T Color~ - Buttons = Item To = Delivery Replies To
Themes Show Fields Permissian Tracking fu Maore Options
ro. || |
—
; g | |
Send ) !
Beti: | | ;Calibri |11 =~ |
Subject: | ' r =4 |
. - G|
The lasy fox jumps over the slejing! sleeping | |
sloping
slapping

' ]

Mark selected text as:

"5 English (U.K.) The installed languages have a check
5 Engiish m.s./ =

& French {Switzerland) (T
Afrikaans

Albanian

Alsatian

Amharic -

The speller and other proofing tools automatically use
dictionaries of the selected language, if availahla

B ot ik SM"iHW This option can be turned off in case it is
[¥]:Detect language automatically: annoying you
Set As Default | ok || cancal |

Tip: You can also start the spell check with F7
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