Outlook 2013: Working with E-mail
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From Me to You

Beginning Outlook Objectives
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In this lesson, you will learn how to:

= ..::u,. X |G EL £3 B e " 3 -ﬂ" :

1. Create an E-mail message that includes graphics :“,,:"" o =™ T.::?t:.,“:;i‘; o0 E :,...._ = 2

and SmartArt. - 3 S €2t

2. Format the E-mail message as a Table and use E‘" o | S?m _,_,

the Table Tools to modify the layout and design. e — L e momas

3. Attach content to an E-mail message and work eSS - ez e bt

with the Attachments Ribbon. - e "

4. Forward an attachment. i S

5. Save attachments and save an E-mail message e e e

in an external format. T
-
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Lesson 4 : From Me to You

1. Readings
Read Lesson 4 in the Microsoft Outlook
guide, page 83-111.

Project

An E-mail message that uses a Table for
the HTML design and includes pictures and
SmartArt.

Downloads

Phone.qif
Laptop.qif
Keep It Clean.gif

Sign6Small.qgif

2. Practice
Complete the Practice Activity on page 112.

3. Assessment
Review the Test questions on page 112.

Insert Ribbon

) B E

>

Attach Outlook Business Calendar Signature

2]

File

1

Table Tools->Layout Ribbon

s EH B M

Card - -
Include

[tern

Select  View Properties | Draw Eraser
- Gridlines Table
Table Draw
Menu Maps

From the Insert Ribbon.

1. Insert ->Include->Attach File, page 88
2. Insert ->Tables->Table, page 91

3. Insert ->lllustrations->SmartArt, page 93
4. Insert ->lllustrations->Pictures, page 99

From the Home Ribbon
1. Home ->Respond->Forward, page 105
2. Home ->Respond->More, page 106

D E@'EII &+

Table | Pictures Online Shapes SmartArt Chart Screenshot
> Pictures - =
INustratior

Tables iJ iJ
sl=E =]l

Insert | Merge Split Split

Right Cells Cells Table
P lJ hMerge EJ

More Menu Maps

From the Table Tools

1. Table Tools ->Layout->Merge->Merge Cells, page 92
2. Table Tools ->Design->Table Styles->Borders, page 100

X

Delete | Insert Insert
- Above Below

|nsert
Left

Rows & Columns

From the Attachment Tools
1. Attachment Tools ->Attachments, page 103
2. Attachment Tools->Attachments->Save As, page 104
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From Me to You

Exciting E-mail campaigns can generate more business. The design tools in Microsoft Outlook can generate effective
messages. For example, your marketing may include pictures of the products and Word documents that explain the
features and benefits. However, infected attachments have brought many corporations and departments down. This
lesson looks at the types of attachments you can use with Microsoft Outlook. We will also consider the security issues

and what clues are available to insure that your message is well received.
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Microsoft Word 2013

File ->Save

BH®s O S — ¥
Before YOu Begin ;.- - .u:.m :.:,, ..M.:»:m" -:.-j-m..- w...u Tl-'m. :mm::’:;n__b s —— - ;,:- R
An attachment is something which is added to a S L T T OO | [ . Vdng? Mendeg?  Teb . ek 7] e
message and sent to all of the recipients. An renees = e _ . : ons

attachment can be a Word document, an Excel
spreadsheet, a presentation, or pictures from a
digital camera.

Glar ik

The following pages will walk through the steps for
adding a simple Word document as well as a B H ©- 0 -
picture to an E-mail message.

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES
Before You Begin: Create a Document

Start Microsoft Word. & cut Calibri (Body) |11 ~|A A |Aa~ | %@ |:i= ~ i
Type your name at the top of the document. Cop

Paste - 2 - abF - | I==
Go to File->Save. v ¥ Format Painter B I U-ax.x |R~¥-4 —
Browse to _the Documents Folder. Clipboard o Font 5
Enter the File Name: Small Word Attachment. m
Click on Save. g v Lo g R .

Close Microsoft Word.

Keep going...

Memo to Self: You do NOT have to match the
pictures and samples in this lesson. It is more
important that you walk through the steps and
practice the options.

Glen Glick
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Create a New E-mail
Here are the steps to create a new E-mail and
attach the Word document we just saved.

1. Try it: Create a New E-mail

Go to Home-> New-> New Email.

Enter your E-mail Address.

Enter the Subject: Word Document Attached.
Enter the sample text: This message has a Word
document attached.

Try This, Too: Review the Insert Ribbon
The Insert Ribbon has the following groups:
Include

Tables

lllustrations

Links

Text

Symbol

Keep going...

INSERT

MESSAGE

|| ] &) Business Card ~

] calendar
Attach Outlook _,

File  Item IL’ Signature -

Indude

Microsoft Outlook 2013
Home-> New-> New Email
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OPTIONS FORMAT TEXT REVIEW
1 [ [ 1) ) Smartart &5 Hyperfink | [5] Text Box~ A= Drop Cap - T Equation -
HH | o lee KX _ -
== bt “ g/l Chart [* Bookmark | [2] Quick Parts - 57 Date & Time | £2 Symbol -
Table | Pictures Online Shapes . . . .
x Pictures = @+ reenshot - 4 WordArt= [ | Object 7— Horizontal Line
Tables INustrations Links Text Symbols

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.1 Create a Message: Add/Remove Message Attachments (Attach File)
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Attach a File to a Message

Almost all E-mail programs use the paper clip

icon to add an attachment.

2. Try it: Attach a File

Go to Insert ->Include->Attach File.
Browse to the Documents Folder.
Select: Small Word Attachment.docx

Click Insert to attach the file and return to the

message.

What Do You See? There is a new field under

the Subject called Attached.

The attachment has the little icon for Microsoft

Word. The size of the file is shown in
parenthesis (12 KB).

Click Send. Keep going...

Made You Look: You can also add an
attachment by going to
Message->Include-> Attach File.

Insert ->Include->Attach File
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Attach Outlook
File ltem Q,"Slgnature*

m Include
To.. Glen Glidk;
Cc...
Send
Subject
Attached

E Business Card -

E=E

Table

-

Tables

. DSmartArt
1 ] Chart
Plctura Online Shapa
Pictures - i creenshot -
Hlustrations

Word Document Attached

ﬂdé' small Word Attachment.dook (12 KE]

This message has a Word Document attached. |

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.1 Create a Message: Add/Remove Message Attachments (Attach File)
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Outlook->Inbox

g e - Gl oo s i - Dot

Receive Attachments . e P I
3. Try This: Review the Attachment o | SO Gy oy o B | g et Mo o Gt St G e
In our example, there should be a new E-mail with LS rewt e tim = “ et 3
the subject, "Word Document Attached" in your “avcrtn ’ : F e
Inbox. The paperclip indicates that this message et e -l A K
has an attachment. o " - et
Select that E-mail. SEa e I
i == | All Unread By Date ~  Newest
What Do You See? The Reading Pane on the et s
right side of the screen capture has two views: T 4 Today
Message and the Small Word Attachment. You bes i
can Preview the attached Word document by e Glen Glick I
Word Document Attached 8:35 AM

selecting it if you wish. You should see your name.
This message has a Word Document attached.

OK, OK.

How would you use these options at work? ;
(52 Reply 2 Reply All £, Forward
Wed 12/4/2013 8:35 AM
Glen Glick

- Word Document Attached

To Glen Glick

Message Erf;'\ Small Word Attachment.doox (16 KB)

This message has a Word Document attached.

Exam 77-423: Microsoft Outlook 2013

2.0 Manage Messages
2.1 Create a Message: Manage Message Attachments (Preview File)
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Format Text ->Format->HTML

Create an E-mail Blast T YT e e T T AN &
An E-mail Blast is a marketing message that is e e | 2T et o ot Bt | e e Vo o e St G e
sent to a mailing list. An E-mail Blast can be a ra traea — - 1
customer support message or sales information, “tovcrin H TENEE Bt Tk - Ay 4T ¥ L

f ] FOERAR T TIX L
such as a price list. e o x|

You can use Microsoft Word and Microsoft _ veret s rems et s
Outlook to create an E-mail Merge. There are also " N — =

commercial Microsoft Exchange Server systems — .

available online. The Mail Merge lesson is shown -
in our Microsoft Word guide. This lesson focuses
on the message options.

¥ Table Talk - Message (HTML)
So far, we've made many messages with Plain or

Rich Text. E-mail can be formatted in HTML like MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

little web pages as well. Let's look at the authoring L

. s Aﬂ - - #— oy I— ¥ A— = 3=
tools in Outlook. HTML Calibri(E-|11 | A" & | Aa- | 8o | = 7= i &= =

i
I D A3 Plain Text = ===
Paste B I U akx x| |¥-A- My Bl

1. Try it: Create a New E-mail
Go to Home-> New-> New Email. . ¥ | AgRichTest | =~ = 5 7= 7 |5 T | . b -
Enter your E-mail Address. )
Enter the Subject: Table Talk. Clipboard 1= Format Font M Faragraph P
Try This, Too: Confirm the Format i To... Glen Glick;
Go to Format Text ->Format->HTML. =1
Cr...
Keep going... Send

Subject Table Talk

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.2 Format A Message: Format Text (HTML)
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Insert a Table

Tables are used to organize web page
layout and content. It is a basic design

concept. In Microsoft Word we have

several lessons that demonstrate how to

insert and format Tables.

You can use the same Table Tools to
create an E-mail in Outlook. Here is a
good example.

2. Try it: Insert a Table
The Table Talk Message is open.
Go to Insert ->Tables->Table.

Select the Cells: 3 Columns by 2 Rows.

Keep going...

Insert ->Tables->Table

L L RS O L=t ] W
| . | LG ] M e Lt ¥ B P
-Sarrengl JLL ol T e e Ly
— u:s:u SN DTHORE  FOMSART TEXT H-;;: T S
s (R 3 g [P IT= (R ST mmi |G
MESSAGE INSERT OPTIOMNS FORMAT TEXT REVIEW
: mJ ] 127} Business Card - D l._;[—"} 5] SmartArt
| O leg ¥
=] Calendar == = N gl Chart
Attach Outlook Table | Pictures Online Shapes
File ltem L& Signature - | Pictures ~ @+ 3creenshot~
. Include | 3x2 Table i
5 : I O F
To... Glen Glick;
= | o [
= e R0 o e
| o oo T
ubject Table Talk

o I

|

o i [
L0
.

[
[

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.2 Format a Message: Insert Tables

EH Insert Table...
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ijn Table Tools ->Layout->Merge->Merge Cells
E = R Tatda Tak - Mbrvsige BT T o rTw -8
: Hello, Table TOOIS '5‘. : “’;’ " 5 *. : - £ * = ‘ - — | [lvegee 2w + | S e Ry
Tables are used to organize web page e ) g | W | ok | e R i |kt | St s
layout and content. It is a basic design s e o & Cnme oo m_—
concept. Microsoft Word has a good set of

web page design tools. You can use the
same Table Tools in Outlook. Here is a .
simple example. . l I

Sl Talie T

3. Try it: Edit the Table Layout
Select the first row of the Table. i | | ‘
Go to Table Tools ->Layout->Merge. L "‘J € i - g L
Click on Merge Cells.

Insert Insert Insert Insert | Merge Split  Split
What Do You See? Cells A1:A3 were Above Below Left  Right | Cells  Cells Table

merged (combined) into one Cell. Rows & Columns Ia Merge

Keep going...

Subject Table Talk

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.2 Format a Message: Edit Table Layout (Merge Cells)
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7‘,,',°° Insert ->lllustrations->SmartArt
O %S & % & a T TR——
Insert SmartArt IR st | ccin | oM RORATHNT R oies Lot
= D 3 [ |@ 1 rll.m"'"‘-‘q—-.nn:-_
The Table can hold illustrations, text and links. M;\:_—-:::—-—m--\- ot i:__w,-m-aw »,:',._ Moot St | Ton o Wttt C T e et ot
This example will use SmartArt. o e e o - ]
L | e
4. Try it: Insert SmartArt - T —_ : . -
The cursor is in Cell A1 of the table. & e
Go to Insert ->lllustrations->SmartArt. [ I

What Do You See? You will be prompted to
choose a SmartArt Graphic. On the left side is
a list of categories.

Go to the Picture category.

Select Titled Picture Accent List.

Click OK.
All
Keep going... = iy

= 20 Process

a

Bl

Cycle

Hierarchy
Relaticnship
Matrix

Pyramid

el > & B so

Picture

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.2 Format a Message: Insert SmartArt



E ’.
L)
J'h,:" SmartArt Tools
E O % O % 40 Tanks Tk - Rhswasgs BTUN) T T FH = & X 5‘
Hello, SmartArt e e AN E i |t | o wer
kbl # Do i || CEE B _i x ST S| S —
: The SmartArt Graphic will be placed in Cell -7 27 0 I F =l |5 §:§= — |
A1 of the table. There are two SmartArt s G et -
Tools: Design and Format. There are also
two Table Tools: Design and Layout. ea M”ﬂ —

5. Try it: Edit the SmartArt

Enter the following text in the SmartArt:
Shape 1: Customer Support CUStOmer SU pport

Shape 2: Online
Shape 3: In Person

Keep going...

In Person

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.2 Format a Message: Format SmartArt



Add a Picture to the SmartArt
6. Try it: Add a Picture to the SmartArt

Click on Picture Placeholder 1.

Browse to the Documents folder.

Select a picture: laptop

Click Insert.

The picture should fill the Shape.

Click on Picture Placeholder 2.

Browse to the Documents folder.

Select a picture: phone

Click Insert.

The picture should fill the second Shape.

This is getting interesting.

Keep going...

Insert ->Include

e
Ok % 8% 4 Tt Tl - BAaaass STV LAY RO
BRI o st oo RomatEN MW o foma
] T Vv g T H ™

| 1
Miebess 3 g lot | —l' =

L agre L

R R —— R P S—p—ry———p.
T = = -]

In Person

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.2 Format a Message: Format SmartArt

i
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Options ->Themes->Theme

HS &+ 4 S ——— P

Choose a Message Theme -i..:;“"' S E | B | 8 oo | & B "r
7. Try it: Choose a Message Theme - - b | -;:_*;_» Bt stari gt | bl Py ot
Go to Options ->Themes. beaes ity
Select a Theme: Slice. I _‘f_"___E A _]

What Do You See? The Theme formatted
everything in the message including the —
Colors, Fonts and Effects of the Table and the |-
SmartArt. !

=t -

-ﬁa

Not done, yet.

Keep going... P FILE MESSAGE INSERT OPTIONS FORMAT TEXT
N rerson
j B Colors - - - T, o4
& & Fae|
._ | | LI . FDHE . @ aEI{- ,ﬂ% a ||
Themes Page Bee  From | Permission | Use Voting
[@] Effects ~ Color~ | - Buttons -
| Office
Aa Aa
EEEEEE EEETEEE EEEEEE EEEEEN
Office Facet Integral
|
o Ac BllAa || Aa
“- - EEEEEN EEEEE EEEETE EEEEEE
lon Board...  Organic Retrospect Slice

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.2 Format a Message: Apply Themes and Styles



Change the SmartArt Colors

In addition to the message Theme Colors, you can
edit the SmartArt Colors as well.

Before You Begin: Find the SmartArt Tools
Select the SmartArt. The SmartArt Tools should be
available. The Design Ribbon has:

Create Graphic

Layouts

SmartArt Styles

Reset

8. Try it: Edit the SmartArt Design

Go to SmartArt Tools ->Design.

Go to SmartArt Styles->Change Colors.
Select: Colorful Range-Accent Colors 5-6

Try This, Too: Edit the SmartArt Style

Go to SmartArt Tools ->Design->SmartArt Styles.

Select a SmartArt Style: Inset.

Keep going...

SmartArt Tools ->Design->SmartArt Styles->Change Colors

H% O % & L T—— T o ¥ 4 %
- MMM ET  GFTIOMN  BORMATRONT R Delea | Romaaat  fwow wavon
Lidiham = ¢ bomeie. *imie M= (0 B = (R | e = T—8 Elk=
[ - ,'.."l.'u-u-la c“"‘:'_='_u — __; 8
== =EEE
EEE=EE
Customer Suppor’r EEEERS
= E =E==E=
2 = = s e e
[ [ R
I - N
Cha AN s | .
' ! NG AN G e DS
. Colars =
Primary Theme Colors
[ | [ | I
[ ] [ ] [
I | I | [
[ I [ I [
Colorful
| | | | |
| [ [ | [ [
I [ [ [ [
| | [ | [ | [ | [ [ |
Accent 1

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.2 Format a Message: Format SmartArt (Change Color)




We Table Tools ->Layout->Merge->Merge Cells
TH %O 4 Tabde el MesageBOML T T a =
Edit the Table Layout — SFCEL I ™ ™ - ey I
The following pages will edit the Table layout and s e s ot fome o st e b e S S n_-_-_-”_:_ g
add a picture to complete the E-mail Blast. o e e S et . srgraens £
) e Oy
9. Try it: Merge Table Cells -
Select Cells B2:C2 + .
Go to Table Tools ->Layout->Merge. 5
Click on Merge Cells.
9 | Customer SUPPOEE R el =l e
B B HH B

What Do You See? The two cells were merged. L

This "super cell" will hold a picture. m Insert Insert Insert Insert | Merge Split  Split
£ Above Below Left Right Cells Cells Table
1T

In Person

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.2 Format a Message: Edit Table Layout (Merge Cells)



Insert a Picture
Try it: Insert a Picture
Select Cell B1.

Go to Insert ->lllustrations->Picture.

Browse to the Documents folder.
Select: Applebox2.jpg

Select Cell B2.

Go to Insert ->lllustrations->Picture.

Browse to the Documents folder.
Select: Sign6Small.jpg

Keep going...

Insert ->lllustrations->Picture

H %S &% 4. Tianda Tt - lgwnagd (=AY
st | BHEE  OFTERS RoRMATROT MWl RoRaat  Driee e

- B - .

i Ca (e TR A A = = N (- 8 F Rl L Q,
s e B | i |
R, b | & 1M | st em | i mem- - & i ietaa

S Lkl i man ] ) o dem -

P

\

\ |

- Whining

In Person

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.2 Format a Message: Insert Picture

1B



Edit the Table Design

Try it: Format the Borders
Select the Table.

Go to Table Tools ->Design->Table Styles.

Go to Borders->No Border.

What Do You See? The Table is still there--
holding the pictures, text and graphics--
however the Table is hidden.

That was cool.

Table Tools ->Design->Table Styles->Borders

OE S 3 % 4 Tissha Tl - Mhswnap P-TLALL
[ R R L
¢ Hommilgs o fg Cnlema

PN - & M

4

e S T >
. | fama Border Borders Border
L= Styles - E Pen Color - ~  Painter
o Borders Bottem Border
' Customer Support Top Border
Left Border
Right Border
i No Border
All Borders
Cutside Borders
Wl

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.2 Format a Message: Edit Table Design (No Borders)



Attach a Picture to a Message
There are three different ways to add pictures to
a message: as part of a graphic or shape, such

as SmartArt, as a picture in the message and as

an attachment.

Let's add an attachment to our mighty E-mail

Blast and send it on it's way.

1. Try it: Include a Picture
The Sample E-mail is still open.

Go to Insert ->Include-> Attach File.

Browse to the Documents Folder.
Select: Keep It Clean.gif.

Click Insert to attach the file and return to the

message.

What Do You See? There is an attachment in

the Attached field under the Subject.

Insert ->Include-> Attach File

OB % ¢ % & Tida Ts - behamnag J9TRAL]

W

ampenan

The attachment has the little icon for picture.
The size of the file is shown in parenthesis.

Click Send. Keep going...

-’
dtach St Bpras, Caamdar Larabory  Table  Pahon Orbre Tagn rasld {had lomembed Hypavis
LU T o . i - o

=T -
| YY—————

avnt GFfuas AR RHT L

W o= A X
& =P Tl ow @ . O *
—_—

Bt el R e

Attach Outlook Business Calendar Signature
File ltern  Card~ &

ot

Takie tul

Include

i et 8 vt S AR

Send

To.. | | Glengidk

Cc... |

Exam 77-423: Microsoft Outlook 2013

2.0 Manage Messages
2.1 Create a Message:

Subject |TabIeTaIk

attached | [Zkeep it Clean.qif (105 KB)

Adding/Remove Message Attachments

1




Outlook ->Inbox

3’ D . g gy Chpll Bt g o - Tt X a x
Review the E-Mail Blast ~ ™M= == === . 4 -
; ; 8 e 75| CRER B man L 0 D00 . B Il
2. Try it: Review the Message el L Ll TR e i Were e Combite | Dot Clopue Vole | o
The E-mail Blast has arrived. A new L o sraea S et e roa
message is in the Inbox with the Subject: stevcrim et e 0| ey G
Table Talk. The message has a paperclip e e o= e [ Sa - :

which means there is an attachment.

What Do You See? The SmartArt and
pictures look great. The Table keeps
these graphics in place if the Preview pane
is resized.

What Else Do You See? Look at the top
of the message in the Header. This
message has an attachment. The icon
indicates that it is a picture. The size is
shown in parenthesis.

T a—

=
®

To  Glen Glick

Keep going... Cc ‘'ebeth@commalms.com’

Message  |aa|Keep It Clean.gif (108 KE)

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.1 Create a Message: Adding/Remove Message Attachments
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Hello, Attachment Tools

When you click on the attachment you can see

the picture in the Preview pane. The
Attachment Tools will be available, too.

3. Try it: Review the Attachment Tools
Select the attachment.
Go to Attachment Tools->Attachments.

What Do You See? The Attachment Tools
include Action, Selection and Message.

Keep going...

Attachment Tools->Attachments

&0 ——
- O WUNE I [=1- 2 A »
= T

Gy Chock Gem  Sewdd  Romoen  Geied Copy | Bhew
Pird oAbt dsahmend A [Ee—
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i Femin

&
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Keep It Clean.gif
Size: 108 KB
Image dimensions: 482 x420

Last changed:

Message

Wednesday, January 25, 2012

Snr ey e b e 0 e TS

lac| Keep It Clean.gif (108 KB)

HOME

Exam 77-423: Microsoft Outlook 2013
1.0 Manage the Outlook Environment

1.3 Print and Save Information in Outlook: Preview Message Attachments

SEMD / RECEIVE FOLDER VIEW
= P (= x =1 =
= b O =18

Open Quick Save Save All Remove Select Copy
Print  As Afttachments Attachment All
Actions 5election

ATTACHMENTS
=

[

Show

Message

hessage



Attachment Tools->Attachments->Save As

(- ] STy e bl T e (e o - T L g N

:} Save an Attachment e ® X DR @

E-mail transfers millions of business files O mt : e A | ot Gy |

everyday. You should know how to Save the sarees S

attachments to your drive. pr— [ i F]

Before You Begin: Select the Attachment e e Gk L e

Go to the sample Table Talk E-mail. - f == -

Click on the attachment in the message. B "

The Attachment Tools should be available. e o

4. Try This: Save the Attachment :-_'“ o S

Go to Attachment Tools->Attachments. L.

Click on Save As.
Browse to your Documents Folder.
Click Save. You will return to the Inbox.

Message  |aa|Keep It Clean.gif (108 KB

) ) ) Preview
There's more on this subject. Keep going... =
E Open
Memo to Self: Most of the Attachment Tools are . i A
available when you right-click an attachment as Cuick Print
well. iEUE Ac I

Something to Remember: Save All Attachments Save All Attachments...

ime!
can save a lot of time! Remove Attachment

w X o & db

.\\\k\ \I\

Copy
[13. Select All

Exam 77-423: Microsoft Outlook 2013
1.0 Manage the Outlook Environment
1.3 Print and Save Information in Outlook: Save Message Attachments
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Forward an E-mail Attachment
When you Reply to a message that has an
attachment, the attachment is not included in the
Reply. When you Forward a message, the
attachment will be included.

5. Try it: Forward an E-mail Attachment
Select the sample Table Talk E-mail.
Go to Home ->Respond->Forward.

What Do You See? There should be a new
message. The Subject has been appended as
FW: Table Talk.

There is an attachment in the Attached field under

the Subject. The attachment has the little icon for
picture. The size of the file is shown in
parenthesis.

Do This, Too: Send the E-mail
Address the E-mail to yourself.
Click Send.

Keep going...

Home ->Respond->Forward

& 5 e Ve et e - Gl e geamcrgaft s - Dot P a x
BB < wrecmc R vew s s
] e n - KN |E-E- ] B8] S b el B =
= T el 3 g [P Tee—r—
P rmatuime (T U | %-A-H 4 | A Ok Marcs, At Bt [ -
B [ “ ezs e b )
4 favortm . = —
i i
- — ——
e Glen Gl
Dvbara e ey s ot 1o
i 1 et uf (100 AR
i rergiere, ore—re p ol oo
i § Tha @ a0 susmpl of how 10 forewrd &0 SacTent
Butts b
Yt mara Fomes Glew i
Zwlemrdd arv, Senl Weidier iday, Deoesdey &, XT11 LT O PW
: e Gl ik
% ! L ‘ehethfamanaima o
] — Subject: Tatd Tuk
E—-
L
Tmah gty -
PR e e
I = Pop Qut ¥ Discard
To... Elizabeth Mofs;
Cc...
Send
Subject FW: Table Talk

Attached

This is an example of how to Forward an attachment.

laZ| keep It Clean.aqif (108 KB)

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.1 Create a Message: Forward Message Attachments




Home ->Respond->More->Forward as Attachment

-] ' [T S PN — - 4

Forward as an Attachment e ET™ O T IE ==
You can also forward the E-mail message-- o e SO o o o SRS | o e o B i S e e
including all of the pictures, SmartArt and en — . = Y — tea
attachments--as an attachment. stoerim & (E q E 1 ELM eeting ove to: 1

i €< = =1 Team Email
6. Try it: Forward as an Attachment = .. FReply Reply Forward Ggpmgre- ||
Select the sample Table Talk E-mail. All g | |=¢ Reply & Delets
Go to Home ->Respond->More. o Respond (@7 Forward as Attachment |
Select Forward as Attachment. il 3 ]

?ﬁihm . ”—.“r " .
What Do You See? There should be a new o S
message. The Subject has been appended as ik bt R taaaa

FW: Table Talk. enis L Iii o [ =

There is an attachment in the Attached field e e ‘
under the Subject. The attachment has the little Gengr o ;
e ' ' | - T .

message icon. The size of the file is shown in
parenthesis.

Do This, Too: Send the E-mail To.. Elizabeth Mofs;
Address the E-mail to yourself. ="
Click Send. Ct
Send
Keep going... Subject FW: Table Talk
Attached Table Talk [265 KB]

This message has been forwarded as an attachment.

Exam 77-423: Microsoft Outlook 2013
2.0 Manage Messages
2.1 Create a Message: Forward Message as an Attachment



M File->Save As
BR S i - Dl s crerecopsof covm - Dot
Save an E-mail Message I Tt V™ R we® OB P
The default file type is the Outlook Message R R L ey ot Bt |y Uy e |t i G St ot
Format, which requires Outlook to read. LS pem
It is also possible to save the whole message in an —
external format so that you can read it without i
having to open it in Outlook.
@ Claripereraiee, cvwc prol
7. Try it: Save an E-mail Message S
Select the sample Table Talk E-mail. T e
Go to File->Save As. i
Select a Save as Type: HTML. s

Browse to your Documents Folder.
Click Save. You will return to the Inbox.

T mssageras oo saves s . P —

document. So, what does that look like? =
[ I - FT . o ot 2

Keep going...

File narne: | Table Talk.htm

Save as type: | HTML (*.htm;* html])

Text Only (*.txt)

Outlook Template (*.oft)

Outlock Message Format (*.msg)

Outlook Message Format - Unicode (*.ms=g)

(% Hide Folders

MHT files (*.mht)

Exam 77-423: Microsoft Outlook 2013
1.0 Manage the Outlook Environment
1.3 Print and Save Information in Outlook: Save Messages in Alternate Formats
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E J’wzs The HTML file opened in a Web Browser
. - il Nt Tk b L] PR e
:1 Review the HTML file S ——
In this example, the E-mail was saved to rom: P a
the Documents folder. Here are the steps L
to open and review the HTML file. e E.:.‘;:"‘“

8. Try it: Open the HTML File

Go to the Documents Folder. C US'I‘Dm er S U 0[‘1‘
Double-click the Table Talk file. pp £ C:\Users\eBeth\Documents\Table Talk.htm

v [ pm - Page~ Safety~ Tools~

In Person From: Glen Glick
Sent: Wednesday, December 4
To: Glen Glick

Cc: ebeth{@commalms.com

Subject: Table Talk
Attachments: Keep It Clean.gif

Table Talk.htm

What Do You See? The HTML file should
open your Internet Browser. At the top of
the page is the information from the
message Header. The images and pictures
are still organized in a Table. However, the
attachment is not included.

OK, that's a good lesson on how to add
content to your E-mail.




=
4
3

Microsoft Outlook->Inbox

-4 e Gl by g i - Dl PN A =

Inbox Caution Signs B0 X| QG S MmO B P

Any discussion on E-mail attachments has to P e | P e ey e e D | o e e e e T e Y T
include some cautionary tales. E-mail fore e L o i e s ies -
attachments can be infected or worse. #Favorten ! :
Review a Sample Security Banner R Dasemhel LT
The image on this page has a warning banner B B B ..
above the message Header. The banner _— e e et 05 sy £ A it
indicates that Microsoft Outlook blocked the bt R R dom Lt
. . . . ard e eyt - Fox | by s emplrres, e Ly o Dpaman [ comemetin Ly Faprer
pictures and hyperlinks in this message to et el i st e e AT
protect your privacy. A et ——
farm -.Iﬂ”__. oy _:-l“ i - il i T bl ] i e, Ol el e bl 4 e
ik it fr
If you trust the sender you can click on the P b S
security banner and download the pictures. B o i
Memo to Self: How can a picture invade your — _
privacy? Pictures, and other files, can be - T — fe, -

infected with Spyware, software that monitors
every keystroke and sends that information
back to the source.

I To  Glen Glick

o Click here to download pictures, To help protect your privacy, Outlock prevented automatic
download of some pictures in this message.

Download Pictures

From: Microsoft for L
Sent: Wednesday, De
To: ebeth@commaln

Change Automatic Download Settings...
Add Sender to Safe Senders List

Add the Domain @commalms.com to Safe Senders List

Sllhj'ECt: GTGW ]FDLIT bu_rlln__r_r L e e ] S

Exam 77-423: Microsoft Outlook 2013
1.0 Manage the Outlook Environment

1.3 Print and Save Information in Outlook: Privacy and Security
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More Concerns

Outlook Inbox

B e e

B o wesmcon oo vew

C ;; ,rr‘w x 16 S 3 Mhesting = 3 1o Mg * yl ul r . e
When you open an attachment, Microsoft R R o ek o Pt B | Gmnie § oo Y o Gt S i e
Outlook will prompt you to consider if the [ e traw =] — e = -

attachment has come from a trusted friend or Jra— A [ ot i P U e Gt et

colleague. _— o tunes —
Try it: Open an Attachment - — [ X
Select the sample Table Talk E-mail. P B @ e
Double-click the attachment. il e

it Ladke Tal n-»m----—:u-.-u-iuw-—n-'
What Do You See? The warning box has e Wabiu
three options: Open, Save, Cancel. b m——

Click Open to see the picture.

0 You should only open attachments from a trustworthy source.

Attachment: Keep It Clean.gif from Inbox -
Glen@commalms.onmicrosoft.com - Outlook

Would you like to open the file or save it to your computer?

| Always ask before opening this type of file

Exam 77-423: Microsoft Outlook 2013
1.0 Manage the Outlook Environment
1.3 Print and Save Information in Outlook: Privacy and Security
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B < wermcm s vew
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- Y Utnating _ 1 g:
| R e g x . . i Eoms of - v
[— Cuirle | Reply gy Tommted M ia 4 Vieve ey Ceiote vmed’ Categares sl
i o § Ve 2 gy B Driats T et M il s G Ee | P bt~

4 favortmn

Summary o :
This lesson created an E-mail Blast that has SmartArt as et St i
well as pictures. We looked at three different methods for Tttt —— -

adding pictures to a message: as part of a graphic, e g

inserted into a Table and as an attachment. s —

Our practice with Attachments introduced the Attachment . g

Tools and options for saving the attachment as well as the =0~ s

E-mail. Pt

Practice is over! An E-mail Blast should have lots and lot
of recipients. Grab a couple of cookies and send a
message to every customer you know!

- e —, , 7 ‘
o - B . Move to: 7
g M (ﬁé ﬁe & Meeting =T Team Email

All

et U9 Forward as Attachment

Reply Reply Forward E@More* =] Reply & Delete



Test Yourself

1. Which of the following can be an
attachment? (Give all correct answers.)
a. Word document

b. Excel spreadsheet

c. Presentation

d. Pictures

Tip: Complete Guide to Outlook, page 86

2. Which Ribbon has the command to add
an attachment to an E-mail?

a. Options

b. Insert

c. Attachments

d. File

Tip: Complete Guide to Outlook, page 88

3. What does the paper clip icon on an
E-mail represent?

a. The e-mail has been forwarded.

b. The e-mail has an attachment.

c. An attachment has been opened.

Tip: Complete Guide to Outlook, page 89

4. Which Ribbon has the command to add a
Table?

a. Insert

b. Options

c. Format

d. Table Tools

Tip: Complete Guide to Outlook, page 91

5. Which are the SmartArt Ribbons?

A. Design and Format

B. Design and Layout

C. Options and Format

D. Options and Design

Tip: Complete Guide to Outlook, page 94

6. When applied a Theme also applies to the
colors, fonts and effects of Tables and
SmartArt

A. True

B. False

Tip: Complete Guide to Outlook, page 96

7. Which Ribbon has the command to add or
remove Borders on a Table?

A. Format

B. Table Tools--> Format

C. Table Tools--> Design

D. Design

Tip: Complete Guide to Outlook, page 100

Practice
1. Open a new blank E-mail. Address it to yourself.
2. Add the text: Remaining Stock

3. Insert a Table that's 3 columns by 3 rows.
Add the following data to the columns

Item Small Large
Plush bear 10 2
Plush bear with hat 6 14

4. Apply a Table Style of your Choice

Put borders around the outside of the Table, but none
between the rows or columns

5. Apply a Theme of your choice.

6. Add the picture of a bear to the E-mail

7. Create a new Word document with the text.
Clearance Sale!

Sell the last of the celebration bears!

Save the document as Bear Flyer.

8. Return to Outlook.

Attach the document Bear Flyer to your E-mail.
9. Send the E-mail.

10. Go to the Inbox to confirm.

Application Question: What are the benefits to using a
picture with content, such as pictures in an E-mail? What
are the benefits of using SmartArt in an E-mail?





