
(Recap of Outlook Basics) 
BEgT (Objectives) 

qrt (Introduction) 
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HIT YR OI 3T t (user-id), swetha@nit.com | 

aiH (Inbox) 

1. Start R fdctcs o¦| 

2. All Programs 
3. Microsoft Office fahcy fMTE HÈ| 

gtl 

Microsoft Office Outlook 2003 fahoy àt fMGE Hò| 
fefa pt tI Outlook favs 
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IFTA AR (Title bar) 

ÈUgÉ ÇctaR (Standard tool bar) 
Aiter ta (Navigation Pane)e h t 
ggr¬ ar (Information Viewer)ios yi 15 

deugT (Calendar) h S 

f (Messages) 
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fi sllGT ( aa 23.2) | 

Covered envelope 
(unread message) 

Uncovered envelope 
(read message) 

ts 
utuh 

I (Header Information) 
(Message Text box) 

ONIIT 

nbaxMiçrosofi 
Ble ( yew Pavgts [odk tas beo 

aock ots DV0 From 

uIodn 

trbox (6) 

ASotnt 

ta t (Preview Pane) 

Che Sotots 

eat the Fun Club 

reavya Congratulation 

Sbect 

From TE 
subject C 

taya Congratulation 

HHi 

be Erder FotY 

Reced 

faa 23.3 : Inbox 

Mon 7/22/02 2 

Hon 7/22oot 2 -

How xe you? I aca Se Nybh duy falt ae 25th 
So Ihave clarned to nte all ou fhende to my bebiv pate 

Header infomation 

Message text box 
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Message Window I 

2. y--3q Open fahY iae o*| 

Message Window ar aVI 

1. 
2. 

File at gi 
faus a q ort foy Close ot fRTC 
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T (Sending Messages) 

1. Standard Toolbar 
Message File, 

New geT YR t% * () tt fausT at fU Mail 
New ht tl 

2. Select Names SMetT afcNi ut foy To acT R fa N 

4. Message Recipients arci GTH * feg To re yR faGE 

ONIT 



8. Message fevst # Send q forcs aI 

RaT RT& (Fill in the blanks) 

2. 

qaf feY (To Discuss) 

5. 

3IG 3HT4 Uà (Now You Know) 

Header information 

" Message tT aiI 

hyÀ faTy (To Do) 
1. 3Ut ra 3ut qiI foer aN & tT 4 end a mail to your triend 

describing your favourite cricketer. 
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