Personal Computer Software
Unit 4

Introduction to Outlook

MS Outlook is a desktop information management program that helps to organize and share
information on desktop and communicate with people. We can use Outlook for both personal
and group activities such as e-mail, appointments, contacts and sharing information.

The table below consists of the standard components in Outlook.

Component

Description
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Displays mailbox folders and email list. Also, allows you to send and
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Mail . .
receive email messages.
[—— 2 2
| Calendar Provides personal, group and resource scheduling.
= Peopl Displays contact names, addresses, email and other information.
- ple
& . . .
v Tasks Organizes personal and group to-do lists.
Notes Contains miscellaneous notes or copied text that you want to use in
other places.
Folder List Displays all mailbox folders.
Displays and provides quick access to mail folders.
Shortcuts Isplay P qui :

1. How to add signature in Outlook?

We can use the signatures option to automatically add text to the messages you send.

For example, you can create a signature that includes your name, job title, and phone

number. You can create multiple signatures, designate a default signature, and select a
signature to insert in a message after you have created the message.

1. Click on the File tab, and then click on the Options icon.

2. The Outlook Options window will appear, and then select Mail.
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Qutlock Options
I
Geperal N ~
B Change the settings for messages you create and receive.
]
Calendar Compose messages
People Jj Change the editing settings for messages. Editor Options...
Tasks Compose messages in this format: |HTML ~
Search
ABC . . .
Language Always check spelling before sending Spelling and Autocorrect...
Advanced lgnore original message text in reply or forward |
Customize Ribbon o o 8
_L/ Create or modify signatures for messages. Signatures...
Quick Access Toolbar
Add-Ins N . .
A « Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Eonts...

Trust Center
Outlook panes

Reading Pane...

Customize how items are marked as read when using the Reading Pane.

Message arrival
When new messages arrive:
Play a sound
[ Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[] Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

-~ W
Cancel
3. Inthe Compose messages section, click on the Signature button.
4. The Signature and Stationery window will appear.
¢ Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
Feculties E-mail account: | yrichnamodi19g4@gmail.com v
other
Student New messages: Student bed
Replies/forwards: (none) .
Delete New Save Rename
Edit signature
Calibri (Body) vl vl 1 U automatic  ~||| = = = | [ pusiness card ‘ D &
Best Regards, ~
| Krishna,
8989893998
W
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With the E-mail Signature tab selected, click on the New button.

The New Signature window will appear.

In the Type a name for this signature box, type your desired signature filename.
Click on the OK button.

The filename will appear in the Select signature to edit window, then type your
signature text in the Edit signature window, and then click on the OK button.
10. When you compose new mail, you can see all your signature shown as below.
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=i~ = Untitled - Message (HTML) 7T E - 0O X
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
Cut o Ay :.\'. Ml ] Follow Up -
] _
Cop: ve - . ¥ High Importance  _
Paste - Address Check Attach Attacly Signature Zoom
- Format Painter Book Names File Item~ Low Importance
Clipboard ] Basic Text Names Include Tags 5 Zoom ~
to.. | |l
[
send
Subject
Best regards,
Krishna Modi
“ HUME SENL / KELEIVE FULUER view
i lanare x . 7 st 8 Move 1a: 7 3 To Manager ¥ Y b
. & [ [ EeMeeting N . B
Clean Up - =1 Team Email % Reply & Delete L dress Book
v e Delete Reply Reply Fonward By more= |8 croate New Move Rules OneNote Unread/ Follow . Send/Receive
pms - | o Junk> Al o e . - - Read Up~ Y Filter Email All Folders
” peete. || qe— W— - — — _— ——
. U = J Untitled - Message (HTML) T - 0 X
4 Favorites All — ~ N )
MESSAGE = INSERT ~ OPTIONS ~ FORMAT TEXT ~ REVIEW
Inbox k] ey >
a2l el ) , ollow Up =
Sent Items o I BE .5: 7 [* Follow Uj
: ! High Importance
Deleted ltems Paste Address Check Attach Attach Signature
- Book Names File Item~ & Low Importance
4 Outlook Data File Clipboard v Basic Text name include ags s Zoom -~
Inbox To.
Drafts 'E ome pictures
Sent Items "
end
Deleted ltems Subject
Junk E-mail
Outbox
RSS Feeds
Search Folders Best regards,
. . Krishna Modi
4 krishnamodi1994@gmail.com
Inbox 169 . am
4 [Gmail]
Drafts
Sent Mail
Trash 20
Important 81 hals and one
Spam [12]
Starred
Junk 13112 <]
Outbox
I Sync Issues (This computer only) 1 €
Search Folders
- —
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