Using Outlook Express


Outlook Express (OE for short) is Microsoft’s free e-mail client. These basic instructions can be applied to other e-mail clients. Green or red text labels are on some images.
Opening Outlook Express
To open OE you will need to have your computer turned on, the operating system running, and open at the Desktop. Double click the mouse on the desktop program icon for OE.
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Or by clicking on ‘Start’, then click on ‘Programs’, then click on the relevant directory folders until you find and click on the menu program name for OE. Either opens this.
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Outlook Express Window
The OE window on the previous page has four sub windows that can be closed separately, but are best left open. The individual window sizes can be adjusted by placing the mouse cursor on the thin bar horizontal or vertical bar between the sub windows and moving it as required. Where the contents of a window can not be displayed in the available space a scroll bar will automatically appear, as shown in the Folders window.
Menus

Use the mouse to select a menu item and click on it once to display the sub-menu items. The toolbar icons will also give access to the menu items that they represent. On the following pages are pictures of some sub menus and descriptions of what some of them do.

The document ‘Basic Windows Menus’ covers a lot of the general items that are not mentioned here. Many of the menu items are very intuitive and their use obvious. Also the ‘Messages Menu’ has not been included as it is very intuitive and the most used options are available through another process covered in the ‘Messages’ section.
File Menu
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New


Opens a menu to select and create a new message, folder, contact.

Open


Opens the selected message.

Save As

Used to save messages with a different name or location.

Import

To bring in e-mail database information from elsewhere.

Export

To send your e-mail database information elsewhere.

Print


Opens the print window to allow you to print the selected message
Exit


Closes the program.

Edit Menu
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All these actions are self explanatory and act on the selected message or folder. Most people would tend not to use this menu list except the ‘Empty Deleted Items Folder’ which is greyed out as there were no messages in the Deleted Items folder when this screenshot was made. The clearance of the Deleted Items can be set to happen automatically within the ‘Tools’ ‘Options’ settings.
View Menu
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This is another menu that the majority of users will not open, but is useful if you wish to configure the appearance of the OE windows. ‘Current View’ provides access to alter the way that the OE sub-windows appear, and what appears in them. It is best to leave this alone unless you have special needs or are very good with software.
Tools Menu
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All these actions are self explanatory and the operations needed to be used on a daily basis are available through toolbar icons, or other windows. The others are detailed below.
Message Rules Window
[image: image7.jpg]



Above is a typical message rule to automatically remove unwanted SPAM messages as they are downloaded.
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The right hand window is used to set or modify the message rule conditions and actions. Again most of what this does is self explanatory and reasonably simple to follow, you may need to take time to be sure that you understand what the program designer means by certain words and phrases. It is well worth the effort to learn how to use this menu and to set up some message rules to eliminate most of the advertising and virus messages.
Accounts Window – Important set up information
You must set up the account properly to have the mail work. It is a postman who brings mail your mail box and takes your outgoing mail to the post office, your ISP mail server.
Any errors in the sub-window shown in the next two images will cause severe problems with the operation of the e-mail client. The left hand sub-window is just a list of the e-mail accounts that you have, as you can see I have five that OE is set to check on different ISPs.
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The right hand sub-window has a space for the account name, Netspace in this case, then the name I wish to have shown in the outward e-mails. Then an organisation or nothing.

The next two fields are critical and must be correct to work. ‘E-mail Address’ is the one that you want people to know as your e-mail address; ‘Reply address’ is the e-mail address that will be used if the recipient sends back a reply by just clicking on the ‘Reply To’ button of their e-mail client. These must be your valid e-mail addresses for you to receive any e-mails sent to them. Although they are usually the same address they don’t have to be.
The right hand sub-window in the next image must have correct information, usually supplied by your ISP, or your electronic mail man will get lost and never find you again.

POP3 is the usual type of mail server ISP’s use, Post Office Protocol 3. This tells the system how to format and code the messages.

Incoming mail is the Internet address of the server that your mail is stored on, this can be as an Internet Universal Resource Location (URL), as is shown or an IP (Internet Protocol) address such as 166.198.163.108, either will work provided the address is valid. Most use the URL as it is simpler if they need to move the location and IP address of the server.

Outgoing mail is the Internet address of the outgoing mail server and may be the same or different, as is the case above.

Then your ISP account name and the account password, tick the ‘Remember Password’ box if you do not want to be required to enter it every time the system checks your mail.
[image: image10.jpg]MW [N | DistySann | s

Rarors

|

RaE R oo oeceProrerties 2

Gorel S | Crmeton | ey | Aoeet |
Sworbloman
My conro i sevrs s B s

SassDana | pt

eceneg i POFS) [joprose s
L N T

ncomegal e
T —
= | —

7 Ronanterpsssrs
7 Lopon g SacuePasserd Athricsin

e

.
Cromg ety A
Choos ey
crvaEecten

e al doing ne UP here i )

Tors seould ke to sk a v





Options
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This is used to set up your e-mail client’s automatically actions and operations. This sub-window is very intuitive and usually best with the Microsoft default settings. However, I recommend people change the ‘Security’ tab default setting of ‘Do not allow attachments’ (the second square box in the above image) to be inactive, as the default setting will delete many valid attachments like .pdf files, some mpegs and image files. This is a slightly lower security setting but imposes not great or real risk to most users.
Folders
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The ‘Folders’ window is there to assist you with storing and locating your mail. New folders can be created by placing the cursor on the current directory or folder that you wish to create the new sub folder in; most often this will be the ‘Local Folders’, as highlighted in the image. You then click the right hand mouse button once to open the menu window as shown in the image. Select the ‘New Folder’ option and it will open a new window where you can type the new folder name, and you also have an opportunity to locate the new folder in another folder if you want.
The main reason people create new folders is to be able to separate their e-mails into various subjects groups so that the mails relating to one work or interest group are kept together and away from the others. This makes it easier to locate a specific mail later.
Floating Menus
There are a number of floating menus that can be activated by placing the cursor over an item and then ‘right’ clicking the mouse on the item to open the floating menu associated with that item. They are always the most common actions people do in those areas.
Using this process on a message header in the ‘List’ window opens a menu to give you options to Forward, Reply or other common message actions.
In the ‘Contacts’ window you will be given a floating menu to allow you to open a new message for that contact, edit the contact’s details, delete the contact, add a contact.

In the main message text area you get a floating menu to allow you to format the text.
The folders floating menu provides the main folder options.

Creating a New Message

There are three main ways to create a message and the way you choose will depend upon the situation and personal preference.
Compose a New Message from Scratch

The icon, like an envelope with a sheet of paper, on the left hand end of the main window tool bar will open the ‘New Message’ window. It is usually best to start a message by typing, or selecting, the e-mail address of the recipient or recipients. These can be typed in full or, if in your ‘Address Book / Contacts List’ by selecting them from the ‘Address Book’. This is done by clicking on the little icon of an open book beside the ‘To:’ box in the ‘New Message’ window, this will open a new sub-window as shown below.
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Select and highlight the addressee in the left panel and click on the button to place their address in the appropriate right hand panel. ‘To:’ for general recipients (most common situation), ‘Cc:’ for people to get an information copy, ‘Bcc:’ for people to get a copy without the others knowing that they are getting it. Click ‘OK’ when finished.

Compose a New Message for a Person in the Contacts List
If you wish to send a message to someone who is in your ‘Address Book’ you just click on their name in the ‘Contacts List’ for OE to open a ‘New Message’ window and place their address in the ‘To:’ box. Extra recipients can be added using the process above.
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Replying to a Received Message
To reply to the person who sent you a mail you select and highlight the message they sent you and then click on the ‘Reply’ icon, picture of a person with a curving arrow towards them and the word Reply under it. This will open a ‘New Message’ window with their address in the ‘To:’ box, the subject box will have ‘Re:’ and their original subject heading, and their original message will be loaded into the text area of the message window. This is o that they know exactly which message you are talking about with your reply. The original message can be deleted simply by highlighting it and hitting the ‘delete’ button.
NB: This option will only work if they have set up their e-mail client properly; that is having put the correct address in the ‘Reply Address’ box as discussed on page 5.
Attachments
Other files and documents can be sent as part of an e-mail by ‘Attaching’ it to the e-mail. This is done by clicking on the icon like a paperclip in the middle of the ‘New Message’ window, this will open a sub-window called ‘Insert Attachment’ so that you can browse your computer’s folders/directories and select the file you wish to attach, see the image on the next page. 
Having found the file you select it and click on ‘Attach’ and it is attached to the e-mail. You can attach as many files as you wish. If you wish to attach a number of files that are together in the folder/directory you can highlight them as a group by selecting the first file and holding the mouse button down as you drag it over the rest, then click on ‘Attach’.
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NB: E-mail services have a maximum single mail message size, this varies from service to service. They are usually 1 Mb, 5 MB or 10 MB. If sending a lot files or one large file it is best to check the mail size limit with the recipient’s mail service. You can also do this by sending a mail with just over 1 MB and seeing if it gets rejected (bounced), this can also be done with 5 MB and 10 MB if testing those limits.

The image below shows an inwards mail with an attachment, note the paperclip on the left of the message in the list and on the right corner of the message panel itself. Click on the paperclip in the message panel to open the sub menu shown, you can then click on the attached file to open it or choose to save it.
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Forward a Message
Another option you may sometimes wish to do is to send a received message to someone else, this is called ‘Forwarding’. You select and highlight the message and click on the icon of the person with the word Forward under it. This opens a New Message window with the other message inside it and you select the recipient as for a totally new message and can add some text as well. You can also open a Forward message by right clicking and using the floating menu.
Spell Checker
Having written your message you can run the spell checker, this is a very basic spell checker and checks word spelling in isolation it does not check for grammar or correct word choice, that is it will accept ‘knew’ or ‘new’ as correct in any context. Select the text and then click on the icon like a large tick with ABC and the word spelling under it, this near the middle of the New Message toolbar. Or you can go ‘Tools’, ‘Spelling’ in the menu bar. Either will open a window as below:
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The spell checker should offer suggested words and you can accept their suggestions or type in a correction in the ‘Change to:’ box or select the ‘Ignore’ button. If the word is valid but not in the dictionary you can choose the ‘Add’ button to add it. In this example it found ‘waz’ as faulty but accepted the words ‘no’ and ‘chequer’ as valid words despite the wrong context.

Sending and Receiving

To send a prepared e-mail or to check if you have any incoming e-mails you need to have the e-mail client open and active the Send/Receive function. You can do this through the menus by going ‘Tools’ then ‘Send and Receive’; but it is far easier to just place the mouse cursor on the toolbar icon of a little envelope with ‘Send/Recv’ under it, and click once; this will initiate the contact and check process. All mail waiting to go will be sent and all the accounts set up to be checked will be queried for mail and such mail downloaded to your computer and then listed in the ‘Messages’ window.

Transmitting a Created Message

Once you have prepared a message for transmission (sending) you need only click on the icon like an envelope with an arrow in the left hand end of the tool bar of the ‘New Message’ window to initiate the ‘send’ sequence. Alternatively you can click on ‘File’ and select from the menu either ‘Send Message’ to transmit now, or ‘Send Later’ to have it sent later in the day. The ‘Send Later’ option is good if you are off-line and preparing some e-mails to send before going on-line.
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