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Add a contact to a contact list/address book

Instead of typing email addresses into the To box every time, it is possible to save them
into your contact list, also known as an address book, which is ready to easily use when

sending an email.

Open Microsoft Outlook

Click on Contacts on the bottom left of the screen. \

2010.

If you have saved any contacts to your address book, they
will be showing in your contact list.

=

[~ Mail
ﬁ Calendar
Contacts
)

ﬂ Tasks
J Motes
| Folder List
(2] shortcuts

Toadda [g 59 -

BE| T Contacts - Mailbox - Chris Baker - Microsoft O
new File Home Send / Receive Folder Wiew Add-Ins
comact @ G X 5% W | 8 N
clickon == ¢ i Bl F = & § | Eae =

Mew Mew Contact Mew Delete | E-mail Meeting Mare Busi C.. Card Fh _ Move  Mail OneMote

the Home Contact Group Items = =2 Hemness a one M < Merge
tab and Mew Delete Communicate Current View Actions
then on 4 Ny Contacts 4
the NeW 85 Suggested Contacts

=] Contacts — T

Dakin, Lily Farrily, James

ContaCt 85 Lakes contacts
button &4 oid Lily Dakin James Farrily

Mew Group Lily@bksh.co.uk Jlames@bksh.co.uk

MNew Group

Gretorex, Gary
Gary Gretorex

Gary@bksh.co.uk

' Meille, Susan

Susan O’Neille

Susan@bksb.co.uk

Klukinski, Sandra

Sandra Klukinski

Sandra@bksb.co.uk

Continued on next page
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Hd9©
ﬂp Contact
o X

Save & Delete

-

A box will open for
you to enter the
contact’s details.

% Save & Mew ~

LSI_E.] Forward =

Untitled -

E-mail Meeting Moare

Contact

% 5

Address Check

Insert Format Text

(821 B3 Adtivities
# Certificates

Review

General | Details Business Pic

. Clase @OHENOtE B Au Fields - Book Mames Card
Type the detalls Of Actions Show Communicate Mames Options
the contact into the
R Full Name... || | —
relevant boxes. 8
T Congr > ™
Job title: | | }
File as: | | - f \\\I
Intermet ---ooooooe e
[ E-mail... ~ | |
Display as: | | Notes oo
Web page address: | |
IM address; | |
PRORE MUMBERS -oommmo s oo oo oo oo oo oo oo
Business.. = | |
Home... = | |
Business Fax... 7 | |
Mobile... - || |
AddressEs o or ool
Business... = -
[ This is the mailing ,J
address Map It
When you have entered all the sl i 9 Ak
details for the new contact, click i contact | Insert  FormatText  Review
on the Save and Close button. N -
Maue & New = LﬁEI B3 Activities %
If you need to add more ] &, Forward - ~ i Certificates
. Save & Delete | General | Details -
contacts, click on the Save and Close [N] onenote = A Fields
NeW button. Actions Show
The contact will then be saved in Full Name... |'Chris Baker |
your contact list. e bksh |
Job title: | |
File as: |Eiaknfzrr Chris | - |
Internet -----moomme e
(& E-mail... - |Chris.Baker@bksb.cn.uk
Display as:
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Add stationery to an emalil
This is an example of stationery available for you to choose when using Microsoft
Outlook.
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Open Microsoft Outlook.

| | I 001 1
TR eeEEEEEeEEeEwI

=
+

v BT TAEER Ee

Baok  Han

Click on the Home tab,

click on the New Items button, in the New —

group,

click on Email Message Using,

and then on More Stationery.

Home

Task

5end / Receive Folder Wiew
[/ ‘d lgnare
%= Clean Up =
&Junk <
E-mail Message
Appointment
Meeting
Contact

Text Message [SMS5)

X Aadg

Delete Reply Reply Forward B
All
Respond
B4 1| 10| From

4 Date: Today
#E  Harvinder Atwal

E-mail Message Using * Maotebook P
A= More Jtems ' Marbled Desk
- Paw Print
L= Sent Items Auernn ”
¥ 'E Deleted Items (13) Fiesta
il
@ Ideas Citrus Punch
L@ Junk E-mail More Stationery...
[ level 2 resources engu )
(5 Outbox Plain Text ;
3 guarantine Rich Text
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Choose one of the
stationery items listed. A
sample of the design will
show on the right of the ~
dialogue box.

Click on the different —

designs to see which you
prefer.

Click on your final choice

of design and click OK. ~J

A new email will then
show with your chosen
design on it.

Theme or Statienery

Choose a Theme:

Sample of stationery Bears:

(Mo Theme)
Afternoon
Arctic

iz
Blends
Blue Calm

int

Bold Stripg
Breeze
Canyon
Capsules
Cascade

mpass
COhcrete
Deep Blue

/

Ewergreen
Expedition
Garden (Stationery)
Green Bubbles (Stationery)

Vivid Colors
Active Graphics
Badkground Image

| | cancel

Attach a file to an email

It is possible to send an email to someone with files or photographs attached.

Create a new email. (See create a new email in this information pack.)

3l d9 0 = Untitled - Message (HTML)
ile Message Insert Options Format Text Review
= Calibr 2 A =l & ggﬂ @;&J @ J@ /Er ¥ Follow Up = “}I.
- = L ¥ High Importance
Paste B F U &, A . |=|= = <= z=  Address Check | Attach Attach Signature Zoom
- fFUrmatPainter = L] — — — | v Book Mames File Item~ - § LowImportance
Clipboard Basic Text Mames Include Tags Zoom
To..
=l
Cc..
Send
Bee..,
Subject:

Continued on next page
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To attach the file to the email, click on the Attach button
tab or the Insert tab.

Attach
File

on either the Message

The Insert

: . | Insert Fil
File dialogue o Insert il =
box will open. - | 4¢| | Search Documents ol
Organize « Mew folder == « [ .@.
Open any A
folders if (0] Microsoft Outlook -, Documents library Arrange by: Folder
needed. | Templates Includes: 2 locations )
Mame : Date modified Type '
C.:IICk on the ) Addresses 19/10/2011 09:04 File folde
f_lle you would D load c | Files for workbook L2 3.4 20/10/2011 16:53 File folde
ownloads .
like to attach i fecert p N | Finances 19/10/201109:04  File folde
=1l hecen dCes
to the email AN N | Letters 19/10/201109:03  File folde
and click on | OneNote Notebooks 05/10/201115:27  File folde| _
the Insert | Outlook Files 17/11/201109:38  Filefolde
button, 2 oy Targets 20/10/20111618  File folde
L ¥
] Fic 11/11/2011 11:20 Microsoft
ICLUres
or — 12/10/201116:47  PNG imai
E Videos N
14/10/2011 16:25 JPEG ima
double click _ 20/10/201111:27  Microsofl -
on the file you o ST | 3
B om0 e
Woul(:] like to File name: Recycling Al Files - |
attach.
Tools Insert |vl l Cancel ]
The file will then | .
: = Untitled - Messag
be attached to MHd9 o |
the email. When \ File Message Insert Options Format Text Review
the email is sent, |\ 0 B — EE L|—_1—-~.I 2 smart
the file will be J H / |u_‘1. By 1V b chart
. . - d
sent with it. Attaxh Outlook Business Calendar Slgr‘lature Table Picture Clip Shapes “
File \ HMem  Card~ - Art - [agk3ereen
The file can then Include Tables lustrations
be opened or
saved by the
person who =
receives the send _
email. Subject:
Attached: |l peqyling.doc (5 MB]
It is possible to
attach more than
one file to an
email.
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Blogs

A blog is a website or part of a website where a log of events can be written and added to.
It can be, for example, a log of events about a particular piece of news. It can be text and
images and there is a facility for the readers of the blog to add their comments.

Readers of the blog can enter comments in response to what they have read or
communicate with each other. There are millions of blogs available to us now. Many
provide up to date news about a particular topic.

©West Nottinghamshire College
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Change the font of an email message
Here are several ways to change the | Font [ | [l

font of your emails.

Font Adwvanced

Method One

Eont:
Arial

AngsanalJPC -
Aparajita |
Arablc T\,rpesethng

Font style:
Bald

Reqular -

Click in the message part of the
email.

. Arigd Black

Select the text you would like to ”" : : .

han e Fght color: Underjie style: rline color:
c ge. Automatic Automatic
Click on the Message tab and then [l Smal caps
click on the Basic Text dialogue box 7] Double sifefouch ] All caps
launcher. [ supegeri [ Hidden

[T] sds
Basic Text T~ . b

S
1\\

The Font dialogue box will then

show.

Change the Font, Font style, Size,

Cancel

Effects and Colour to your choice.

Text Effects. .. 4_/.&

Click on the OK button.
Method Two

The font can be changed using the buttons on the Message tab.
selected, it will change only the selected text to the new font.

If only part of the text is

- an:urmat Fainter
Cllph-:uald

Changes the Changes the Changes the
font type font size font colour
3" 9 =
ile Message Insert Options Format Text
3 : Calibri -1z - A R R glgﬂ @}f}]
Paste B 7 U ¥ A '%'E = | €= £= | Address Check

Book MNames

MNames

Changes the
font to bold

Changes the
font to italic

Changes the
font to
underlined

©West Nottinghamshire College



*ssbksb
.. S INFORMATION

Change the style of your emails

There may be times when you want to change the look of the emails you send, to make
them look more attractive, less or more formal.

It is possible to add stationery to your emails, which in effect is adding a template. This
can include a background image and different font colours.

Emails can be formal, for example, for sending a job application, or less formal such as
keeping in touch with a friend.

The language used for each of the messages would be different.

The style in which you write an email has to be adapted to suit the person you are sending
the email to. Some people use text language on emails to friends.

An email to a friend can be written using text language. It is a chat between friends and
spelling mistakes do not matter.

An email to a person in business should be more formal. An email can be a binding
document and it is important to make sure it is giving the right impression about you to the
person you are sending it to. It may be a potential employer.

There are two examples following. If you were emailing for an application form, example
two would be more appropriate.

Example One

Please wud u send me an app form 4 the clerical assistant job advertised in the local
paper?

Cheers

Example Two
Hello

| would like to apply for the Clerical Assistant post advertised in the local paper. Please
send me an application form.

Thank you

In a friend’s email, you may use abbreviated text as if you were sending a text message on
a mobile phone. An example would be if it was ended with C u soon.

©West Nottinghamshire College 10
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Close a program

When you have closed all the documents, you will need to close the program.

Click on the | &% | in the top right corner of the window and the program will close.

Copy an email to another person

It is important to think about whether you would like to copy anyone in on the email you are
sending. If you think someone else needs to know the contents of the email, for example,
a work colleague working on the same project, you may want to copy that person in on the
email.

Be careful not to copy other people in on information which is confidential. Very
often several emails are passed between people and the contents of them are still
showing under the current email. It is worth checking to make sure the contents of
the previous emails are not confidential before copying anyone in.

There are two ways of copying someone in on an email, Cc and Bcc.

You can send the email to more than one person by entering more than one email address

into the To box.
Cc
EI™ R A L) |=

If you want to send a copy of an email to l
another person in addition to the personin [ 1
the To box, you can use the Cc or Bcc box @ &) 7 j, j |l

to do this. Attach Cutlook Business Calendar Signature | Table | Picture
File Item Card = - -

Include Tables

It is possible to use the Cc box to enter
another person’s email address. This can To,.

be done by directly typing the email addressT—F+———_§
into the Cc box or by clicking on the Cc s o
button and then choosing the email address / _—
from your contacts. “

Message Insert Options Format Text Ry

= 0[]

Bcc

The Bcc box is used if you want to send a copy of an email to another person in addition
to the person in the To box, but you do not want the person in the To box to know the
other person has been copied in.

This can be done by directly typing the email address into the Bcc box or by clicking on
the Bcc button and then choosing the email address from your contacts.

©West Nottinghamshire College
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Create a new emaill

The example used is created in Microsoft Outlook. You may not be using this, but there

will be similar buttons in the program you are using.

To create a new email, you will need to click on the button in the email
system to start a new email. Different systems say different words for this.
Usually it will be New, Create or Compose.

In the case of Microsoft Outlook 2010, click on the File tab and then on the

New Email button.

Enter the address of the person you are sending the email to in the To box.

Enter the address of the

4

0]

Lz i:
(=1

7’_ Ho
=Y

Mew

E-mail Items~
Mews

-

=—1
ik
o

Mew

person you would like to EX]
receive a copy of the email in |
the Cc box. N/

Enter a subject e.g. “Friday
night”, into the Subject box.\
This should be a few words
which will summarise the
contents of the email. It
makes it easier to look
through the emails without
having to open them.

Enter the message in the
area under the subject box™—

Check the email makes
sense.

Message

-

Insert

Optipgns

Format Text

Review

Click on the Send button.

The email will then be sent.

When the email has been sent, it can be stored in the Sent Items folder in your email

software. (Some programs give you a box to tick for this to happen.)

can access it from there.

If you need to, you

©West Nottinghamshire College
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Create a folder for contacts in your contact
list/address book
It is possible to put your contacts into different folders. 3 Mail
This may not be necessary if there are only a few __
contacts and they are easy to see. If there are 5] Calendar
hundreds of contacts in a contact list, it may be easier :
to find if they are in folders. | |[85) Gontacts
. . _— ¥ || Tasks
To create a folder in the contact list, you will first need [ ik,
to open the contact list by clicking on Contacts at the [ =] O3 -
bottom left of the screen. a———
Click on the Folder tab, click on the New Folder —_—
button. L= R
il ] Home Send ;7 fecetre—  Folder
L 75 Copy Folder [gé é
It L
MNew - share Ope
Folder - Contacts Co
Mew Actions Share
4 My Contacts <
=] Suggested Contacts
%= Contacts Baker
=] Lakes contacts ;
7 7 &3 oid
Create Mew Folder @ e
Mame: MNew Group
bksb
Eolder c:rm \

8= Contacts

7/

Click on the OK button and the folder will be created. ——— | [ 5.

recognise, for

£33 Custorner feedback example, a Folder | Folder 3% Delete Folder
i Tdeac ~| ] company name Rew Adions
d i ' for the contacts 4 My Contacts
within that 85 Suggested Contacts
[7’ QK ] [ Cancel ] company 82 Contacts
| 8=| Lakes contacts

[Cnnﬁcﬂt&ms "] The Create New Folder dialogue box will
Select where to place the folder: appear.
a4 (& Chris.Baker@bksb.co.uk - . .
| Chizeord \\ Type a suitable name for your folder in the
v 2
, u
U—1 Sent Items that vou will il Home Send / Receivd
, (3 Deleted Items (7) thal y PETRE——w——
;Eﬁ Calendar InStantIy |l _I fy
73 Move Folder

Mew Rename

&= OId

MNew Group

©West Nottinghamshire College
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Delete a contact from a contact list/address book

You may want to delete a contact from your contact list.

To do this, click on the Contacts button | .8=] Contacts on the left panel
of the screen and, when the contacts show, click on the contact which you would like to
delete and either:

click on the Home tab menu and then click on the Delete button in the Delete

group,
or
right click on the contact’s details and click on Delete,
or
click on the contact and press the delete key on the keyboard.

The contact will then be deleted from the contact list.

Delete an email message

There are several ways of deleting an email in a system.

The example used is Microsoft Outlook. You may not be using this, but there will be
similar buttons in the program you are using.

Method One 0] T Inbox - Mailby
ﬁ Home Send / Receive Folder View Add-Ins
Open the Inbox. jj :‘% ﬁ:[j::r:eup ) x _.ﬁ], _&l _,$ P2 Meeting __;_3::::1-3::::&}3... %
Select the email you Er;lri?h Itl‘e-lre”-:;' %Junk' elete | Reply Ri;ljlly Forward "fh Mare = & Reply & Delete
want to delete by ~\__ |- == Respond Quick s
4 Favorites <

clicking on it. You
may have to put a tick
in a box to do this in
some email systems.

B4 |1 1 |@| From Subject

 cent It 4 Date: Yesterday
=1 Sent Items

Claire Robins Important information about you

Chris Baker Customer request
4 Mailbox - Chris Baker d

Click on the /

Andrew Craske Meeting

L b L

Delete button » [3) Inbox [11) —— e
|n the Delete ._£| Drafts [2] [aire kobins oliday fTorms
group’ s Sent ftem
or
press the Delete key on the keyboard,
or
press and hold down Ctrl on the keyboard and then, whilst still holding the Ctrl key
down, press D.
The email will be deleted. Continued on next page

©West Nottinghamshire College 14
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Method Two

L

| * ¥ |5 Important information about

: Message
[T Tgrorep

53
i H] = Meeting | Hd Customerfeedb...
X CL CQ CQ Bmen

b5 To Manager -

Open the email.

Click on the —
Delete button in

the Delete group, %J._mk- Delete = Reply Rigljlh.- Forward ":fh More = 54 Team E-mail -
or Delete Respond Quick Steps
press the Delete key on From: Claire Robins
the keyboard, To: Chris Baker
Or Cc
preSS and h0|d down Subject: Important information about your course
Ctrl on the keyboard Dear Chris,
and then, whilst still
holding the Ctrl key The time of your course on Tuesday has changed from 10:00 am to 10:30 g
down, press D.
P Thanks,
The email will be deleted. Claire

Once deleted, the selected
message will be moved to a deleted items folder (sometimes called the trash folder).

If you have deleted the wrong message, you can get it back again.
Click on the Deleted items folder and select the message.

Click on the option to move to a folder and then select the Inbox as the destination
folder.

Delete text

Select the text you want to delete and press the Delete key on the keyboard.

Another way is to click in the email where you wish to delete the text. You can also use
the arrow keys to move the cursor around the email if you want. The cursor is the flashing
line on your page, which tells you where you are in the email.

To delete text to the left of the cursor, click on the Backspace key on the
keyboard.

To delete text to the right of the cursor, click on the Delete key.

©West Nottinghamshire College 15
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Edit details of a contact in a contact list/address book

To do this, click on the Contacts button  {/g=| contacts on the left panel

of the screen. When the contacts show, double click on the contact that you would like to
edit.

The contact’s details will then be shown.

File Contact sert Format Text Review & e
—

u i x Iy save & New - |8 General| 3 Certificates J ES | L\l‘..l—j e @@] 9;5 B2 categorize - 3@ |‘ 7m
= =| = =L b

B Forward 21 Details B All Fields v A PN v rolow vp~ | =2 ==

Save & Delete L E-mail Meeting More Address Check | Business Picture . Update = Zoom | Contact

Close Q CneNote B Activities - Book Mames Card - ) Private Motes
Letions Show Communicate Mames Options Tags Update | Zoom | OneMote

A |
Full Mame... Lily Dakin Lily Dakin

Company: lily@bksb.ca.uk
Job title:
File as: Dakin, Lily - \
\
T e b
[ E-mail... = | |liy@bksb.co.uk
Display as: Lily Dakin [Lily@bksbocowk) |
‘Web page address: -
iz
IM address: -
PRORE NUMBErS -ooormrmro oo N
Business... ~
Home... ~
Business Fax... = p
Maobile... ~
Addresses -oorrrr oo
Business... ~
[ This is the mailing
address
Click in any of the boxes and edit the details as needed. u i

To save the changes, click on the Contact tab, then on the Save and Close button | save &
in the Actions group. Close

©West Nottinghamshire College 16
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Forward an emaill

If you receive an email and then want to forward it to someone, either

open the email and then click on the Forward button in the Respond group,

from the inbox, click on the Home tab, then click on the email you want to forward

or
without opening it and click on the Forward button in the Respond group
2| [l | = FW: Important information about your course - Message (HTML) = E 2
Review & e
¥ Follow Up ~

File Message
AL [ECE

‘f High Importance

Insert Options Format Text
= 23 ge
' Q v @ = 2’

Attach Attach Signature

3 LowImportance

53 Copy
Paste R - B 7 U | % \ = = = | iE #=  Address Check
< AL B T Book Mames File  Item = =
Clipboard Basic Text Mames Include Tags % | Zoom
To.
Ce.,
Send
Bee
Subject: FW: ImpoYtant information about your course
£a
S
o Nerris list p Follow bks
a Chris Baker : pecialis &Y INVESTORS Ao »
Stbksb o\ 5233 E: chris baker@bebco.uk %_o IN PEOPLE | =% Ewitte
bksbU¥
Vist our website: www.bksb.co.uk =
From: Claire Robins
Sent: 07 July 2011 15:32
To: Chris Baker
Subject: Important information about your course
w
>

Dear Chris,
The time of your course on Tuesday has changed from \0:00 am to 10:30 am. All other courses will remain at the same time as advertised

: —

The box will open to allow you to choose who to forward the email to in the normal way

It can then be sent.

17
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Forums

A forum on the Internet is a website or part of a website which allows discussions on
various topics. A forum may contain many discussion topics. Each one is known as a
thread.

In order to join in the discussions on a forum, there is very often a log in needed with a

username and password. It is possible to reply to individual messages with comments. It
is usually set up to allow users to set up new discussion topics. There are various names
for these forums. These include message boards, discussion forums, bulletin boards, etc.

They allow topics to be discussed by a group of people without them all being on the
Internet at the same time. Each topic may have many discussions.

Insert text

Click in the email where you wish to insert the text. You can also use the arrow keys to
move around the email if you want. See Move around using keys in this information
pack. Then simply begin to type. The old text will move along as you insert the new
words.

Instant messaging

There are systems which allow you to chat online. There is usually a system that tells you
who, out of your contacts, is online at the current time. A chat box for that person will open
which will allow you to type a message. It is then sent to allow the other person to read it.
They can then, in the same box, reply to your message and so on. This means a
conversation can take place without having to wait for emails to be opened.

If a web cam is used with the instant messaging, then it is possible to see the person you
are chatting with. It is also possible now to talk using the Internet. This can be free and is
therefore better than using the telephone, particularly if you are speaking to someone in
another country.

Maximise the window

There are buttons in the top right corner of any window. They look like this | = B¢ EZ
or | o [E X

=F | This makes the window smaller and allows you to alter the size of the screen.

[=] | This makes the window full screen size (maximised).

©West Nottinghamshire College 18
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Move around using keys

One line up
Press
UP ARROW

key.

One character left
Press
LEFT ARROW

key.

and press
LEETARROW key,

End of a line
Pressthe
END key.

Down one window
Pressthe
PAGE DOWN key.

End of document
Hold down CTRL

and press the
END key.

One paragraph up
Hold down CTRL

and press the
UP ARROWkey.

One word left <
Hold down CTRL

One line down

Press
DOWN ARROW

key.

One character right
Press
RIGHT ARROW

key.

One word right
Hold down CTRL

and press
RIGHT ARROW key.

Beginning of a line
Pressthe

HOME key.

Up one window
Pressthe
PAGE UP key.

Start of document
Hold down CTRL
and press the
HOME key.

One paragraph down
Hold down CTRL
and press the

©West Nottinghamshire College
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Move contacts to a folder

It is possible to move contacts from one folder to another within the contact list.

Open the contact list and then click on the contacts you would like to move to a different
folder.

0| 5 [= Contacts - Mailbox - Chris Baker - Micr
Home Send / Receive Folder
It is possible to select = = = [ 53
& & B X W a5 8= X &5 &
more than One Conta‘Ct Mew Mew Contact MNew Delete | E-mail Meeting B! Ca; Fhﬁa : Move Mail ©
1 1 Contact Grou Items = T " Merge
at a tlme by h0|dlng the Ne-.‘.-p Delete Communicgte Current View ;-.‘tiin:
Ctrl key down and 4 My Contacts <
clicking on each of the A bksb
: I7] e EoniEns Baker, Mark Dakin, Lily
contacts you would like 83 Contacts :
Mark Baker Lily Dakin

to move.

To move the contacts

=] Lakes contacts
84 old

Mew Group

Mew Group

mark@bksb.co.uk lily@bksb.co.uk

into a different folder:

Method One

Click on the 53
Move button in i
the actions Move
group. -

Click on the folder you
wish to move the

contacts into or, if it is
not in the list, click on

Farrily, James
James Farrily

james@bksb.co.uk

Klukinski, Sandra
Sandra Klukinski

sandra@bksb.co.uk

ctorex, Gary
Gary Gretorex

gary@bksb.co.uk

O\Yeille, Susan
; Susan O'Neille

susan@bksh.co.uk

Other Folder.

When the Move Items dialogue box
opens, click on the folder where you
would like to move the item to and then
click on the OK button.

The contacts will then move into the
chosen folder.

Method Two

It is also possible to select the contacts
from the contacts list that you would like
to move, drag them to the folder of your
choice and then drop them over the top
of the folder.

[

Maove Items

Move the selected items to the folder:

=

L~ Inbox (2)

=1 Sent Items
. (& Deleted Items (7)

I‘ﬁ Calendar
=] Contacts
8= bksh

[ E-mail trial
8= Lakes contacts
8= OId

[ Writers

|1 Custormer feedback
i i

/

| Gemem——

e

m

5
—&OK

The contacts will then move into the chosen folder.
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Netiquette

Netiquette is the unwritten rules of the Internet. No one enforces these rules but people
should be aware of them.

Flaming

When sending emails or any message to other people, it is important that you consider
what you write. Consider the feelings of other people who will be reading your message.
Some people use message boards and discussion forums to sound off at other people
without considering the other person’s feelings. They appear to verbally attack a person
rather than making a point or stating their opinion. This is not good netiquette.

Shouting

Some people write emails and messages all in capital letters.

THE USE OF CAPITAL LETTERS IN AN EMAIL GIVES THE IDEA YOU ARE
SHOUTING.

Avoid doing this as it is not good netiquette.

Spam mail

There are many companies which send out junk emails to everyone. This is known as
spam. This is not good netiquette but it is difficult to stop people or companies doing this.

It can fill up your email inbox with rubbish. Some of these emails may contain viruses
which, if opened, will affect the running of your computer. It is important to delete any
spam which arrives in your inbox as soon as possible without opening it.

There are many programs now which will help to cut down the amount of spam sent to
your email inbox. These are known as anti-spam software or spam blockers.
Flooding

There are some people who join in discussions on forums and cannot stop themselves
re-entering their opinion over and over again.

This is known as flooding. The point of a discussion forum is to get a lot of people’s
different ideas and allow everyone to voice their opinion. Be aware of this when joining in
discussions. Flooding can be bad netiquette.

©West Nottinghamshire College
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Open a contact
list/address book

Instead of typing email addresses
into the To box every time, it is
possible to save them into your
contact list, also known as an
address book ready to easily use
when sending an email.

Open the contacts in your email
system by clicking on the Contacts
button in the email system.

If you have saved any contacts to
your address book, they will be
showing in your contact list.

There may be folders within the
contacts list which you may also
have to open.

Open a program e.g.
Microsoft Outlook

» Al Programs

\
|Search programs a \ P

| Maintenance

4 Back

A shortcut way to open Microsoft Outlook

If this icon is on your desktop, simply double click on it.
2]

4 Ky Contacts
%4 bksb
85 Suggested Contacts
S=| Contacts
8= Lakes contacts
8= oId

Baker, Mark
Mark Baker

mark@bksb.co.uk
MNew Group

Mew Group

Farrily, James

P

James Farrily

james@bksb.co.uk

Klukinski, Sandra
Sandra Klukinski

sandra@bksb.co.uk

J M ail
ﬁ lendar

&=| contacts

Il _Click on the start button.

Click on All Programs.

—Click on Microsoft
. Microsoft G’I"Fice/ Office.

Then open Microsoft 4
Outlook by clicking on it.

0| Microsoft Outlook 2010

[P] Micrpftft PowerPoint 2010
Krosoft Publisher 2010

icrosoft SharePoint Weorkspace 201
Microsoft Word 2010

. Microsoft Office 2010 Tools

. Microsoft Office Tools

/

Back

=
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= * ¥ |-

Open an attachment s
Message
There are several ways of opening an Bxionoe XK L L £ B Meeting jf““"
. 3 Team

attachment. Three methods are described G tunk - Delete  Reply Reply Fomuard B, wore = | o oy
bEIOW' Delete Respond

@ You replied to this message an 14/07,/2011 11:04,
MethOd One From: Claire Robins

To: Chriz Baker
Open email message. e _

Subject: Your suggestions please

Double click on the attachment and it will open. ]

Method Two
Open email message.

Right click on the attachment to be
opened.

A menu will appear. Click on Open and the

\

file will open.

|| Meccage gy IMG_0470.JPG (2 ME)

Hi Chris,

| have attached an image for you to comment on — please Ig

N

Thanks,
Claire
= & ¥ |=
Ek S
4 Ignare x i i\k _$ EMeeting 73 Customer fee
¢ 2 Team E-mail
&Junkv Delete Reply R;Tlly Forward ‘ﬁ“d Maore * .»_% Reply & Delet
Delete Respond qJ
@ You replied to this message on 14/07/2011 11:04,
Claire Robins
Chrris Baker
Cc
Subject: our suggestions please
| IMG_0470.JPG ™
Preview
Hi Chiris, Open
B Quick Frint
| have attached an image f Save As se let me k
F =
o Save All Attachments...
Thanks, % -
X Remowe Attachment
Claire 3 Copy
EL selectal
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Open the inbox of your email system.
Double click on the email and it will open for you to read.
ENE [= Inbox - Mailbox - Chris Baker - Microsoft Outlook
File Haome Send N\geceive Faolder View Add-Ins
i [P algnore by b aMeetin 3 Customerfeedb... i<} To Manager =l \;M |N_-«| [
| & : g |
jj L@ %= Clean Up ~ _$ [ Team E-mail & Done I WJ ) l—-l
El‘ilne_llt:;l ItE;?v &Junk' Delete Reply ReA;IJIIy Forward ?‘d More L; Reply & Delete 7 Create New r\ﬂeue Ruvles OneMaote Ug;eaadd; Categvonze
Mew Delete Respond Quick Steps ) Move Tags
4 Favorites <
[~} Inbox 11}
G Unread Mail [85) _E' be Subject : Received
G For Follow Up E ,_,* W Claire Robins Your suggestions please Thu 14/07,2011 09:16
T — =4 @ James Michael Wa... Mew Arrival Thu 14,07,/2011 09:03
= ,-_—; Claire Robins Important information about your course Thu 07/07/2011 15:32
‘Ma”boxchmsaker """"""""""" [~ Chris Baker Customer request Thu 07/07/2011 15:09
. =] Andrew Craske Meeting Thu 07/07/2011 15:03
4] Drafts [2] ) o~  Claire Robins Holiday forms Thu 07/07/2011 15:02
> (3 Deleted Hems (18]
Once an email is opened, at the top it will say who A * ¥ 5
it is from, who it is to and also who has been : Message
copied into it, if anyone. §
& lanore x i\] i\k _% a Meeti
&Junkv Delete | Reply Reply Forward fd Maore
All
Delete Respond
\From: Giles Hall
%Tn: Craig Bestwick
Cc Chris Baker
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Print a list of contacts

Open the contact list in your email system. If needed, open any folders to show the
contacts you would like to print.

To print a list of contacts, click on the File tab and then Print.

0| Contacts - Mailbox - Chris Baker - Microsoft Outlook
File Home 5end / Receive Folder WView Add-Ins
L save As
Specify how you want the item to be printed and
then click Print,
Info
Baker, Mark
Open E-mail:  markillkst.oo uk
.k -
Print /.89 BKSB-HP2600-MAIN on wnc-imex .
= loner Low Dakin, Lily
Hel E-mail: ity @tikst.co.u
P _ﬁprint Options - : "
] Options Settings f
B et Farrily, James
e | [=1=] E-rail: ArneEks. oo.u
25|[22| Cardstyle T pe——

ia}

=] | [=1=]
=i= _EE Small Booklet Style Gretorex, Gary
E-rnixil:  garyiBbksh ook
[t | [S1S] .
==l St Medium Booklet Style k
Klukinski, Bandra

E-mail: sancraqokal.co.

Memuo Style

Phone Directory Style

It is possible to choose the layout for the printout of the contacts. To do this, click on one
of the options in the Settings and a preview will be shown on the right of the screen.

When you have chosen the style you would like, click on it to select it and then click on the
Print button.

A full list of contacts within the open folder will be printed.
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Print an email

Open the email that you would like to print.

Click on the File tab and then on Print.

é Message
s
H Save
Print
Save As @
E Specify how you want the item to be printed and
@Q Save Attachyfients . then click Print.
Print Chris Baker
LY
Close
L Frorm: Claire Robirs
= Sent: A4 Juby 2011 DG

Info rinter Ta: Chris Bacer

. Sub ject Your suggestions please

rg BKSB-HP2600-MAIN on wnc-imex . Attachmerts: IhG_0470.IF &

. 4 <
Print 4 = Toner Low
Hi Chris,
Help _ﬁprint Options
W | have attached animage for yout et an - pleae let ine ki

Settings
:] Optio : Thanks,

[ 1

Memo Style

The print preview of the email that you would like to print will show on the right of the
screen.

Then, click on the Print button and the email will be printed.
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Read an email

The example shown is Microsoft Outlook. You may not be using this, but there will be
similar buttons in the program you are using.

When you have opened an email, this is what it looks like.

This is Select this button to Select this button to Shows
who the write a reply to the send this message when the
email is person who sent this on to someone else. email was
from. message. sent.
= % please - Message (HTMIL) = B £
File &
(25 Customer feedb... % 0" j Mark Unread a (5] "_'-l
X - I~ % H 2R\ |
) _ - gh To Manager - _}E _,. Categorize = -
&v Delete Reply REIJII}.- Forward R &3 Team E-mail = ME\IE 2_1 - | ¥ Follow Up - Tranvslate . Zoom Si:ﬂ;tae
Delete Respond Quick Steps Move Tags Editing Zoom neMote
@ You replie& to this message on 14,/07/2011 11:04, \l
From: Claire Robins Sent: Thu 14/07,/2011 09:16
To: Chris Baker
Ceo
Slen Ll DN B
| Message | [E]IMG)|0470.JP
L i3

Hi Chiris, -

I have attached| pimage foryou mment on — please let me know what you think.

Thanks,

Claire 3
The email This is who the \ This is the
subject email was content of the
should addressed to. email.
describe This might be more
the than one person.
message.

27
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Reply to an emall

The example used is Microsoft Outlook. You may not be using this, but there will be
similar buttons in the program you are using.

When an email is open, you can reply to that person by clicking on the Reply button.

The name of the person you are replying to will be automatically entered into the To box.
The subject of the email sent to you will be automatically entered into the subject box with
RE: in front of it. This can be changed, if you want, by removing the text and typing in a

new subject.

Below shows what happens in Microsoft Outlook when you have pressed the Reply

button.
This shows who the email is to. When replying, it || When you reply, the Type your
shows who the original email was from. subject changes from reply here.
Welcome to RE: Welcome.

RE: Your suggestig

¥ Follow Up ~

se - Message (HTML)

Options Format Text Review

alibri (Body~ 11+ A A7 | iZ v &

i th Attach Signature SeIeCt th|S
File  fem~- = button to send
Clipboard Basic Tg 7 Include .

this message.

é{aire Robins

= &= | Address Check

B I U ¥-A-

1|
i

To...

=1
Send
Bee...

Subject: RE: Your suggestions please

From: Claire Robins

Sent: 14 July 2011 09:16

To: Chris Baker

Subject: Your suggestions please

Hi Chiris,

| have attached an image for you to comment on — please let me know what you think.

You simply type your reply.
Check the email makes sense and there are no spelling mistakes.

Then, when you have finished, click on the Send button.
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Request a delivery receipt or a read receipt

It is possible for the email system to let you know when an email has been delivered and
also when it has been read.

Open a new message.
Click on the Options tab.

In the Tracking group, there are options for Request a Delivery Receipt and Request a
Read Receipt.

Click in the tick boxes to activate this to happen. Request a}f‘"‘f"yéﬁip*
/| Request a Read Receipt

The message can be written and sent as normal.

Delivery receipt

When it has been delivered to the person, an email will come back to you to say the time
the email was delivered successfully.

Read receipt

When the person opens the email, another email will come back to say when it was
opened.

Resize and move a window

There are buttons in the top right corner of any window.

They look likethis | = e 22| or | = = E3

This closes the window.

This minimises the window to a button at the bottom of your screen.

This is an example of a button on the bottom of the screen. When you click on

it, the window will display again.

This makes the window smaller and allows you to alter the size of the screen.

This makes the window full screen size (maximised).

A ENEINE

Continued on next page
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Move a window

Clickon [=E | ifitis at the top right of the window. The window should then be smaller

and not take up the whole screen.

You can move a window to another place on the screen. To do this, click anywhere on the
bar (title bar) to the left of the —, @ sz | buttons, keep your finger on the mouse
button and drag the window.

There are 6 dots on the bottom right corner of the window.

Click on the dots. Hold down the left mouse button and move (drag) the
mouse until the window is the size you want. It will alter in both width and
length as you drag.

You can also alter the size of the window by moving the mouse over the
sides of the window until you get a double-ended arrow. Left click, hold
y2down the left mouse button and move (drag) the mouse until the window is
the size you want.

Save an attachment

There are several ways of saving an attachment. Three methods are described below.
Method One

Open the email message.

Double click on the attachment to be saved. This will open it in the appropriate software.

Save the attachment in the usual manner using the software which the attachment has
opened in.

From: Claire Robins
MethOd TwWo To: Chriz Baker

Cc

. subject Yoursuggestions please ]
Open the email message. WG_WD.W -
Preview
. . — : : -
Right click on the attachment to be saved. Hi Chris, & Open
@ Quick Print

A menu will appear, click on Save As and ———lhavestiachedanimai o . 4. Pleas
the Save Attachment dialogue box will Thanks By save All Attachments..
appear. -

Continued on next page
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Choose where you | Save Attachment \EI
- — =
want to save the A |j v Libraries » Documents » - |4¢| Search Docume }Dl
attachment, then
click on the Save Organize = Mew folder E 4 (7]
button and the file Microsoft Outlook Documents library -l ) ,
ill b d ) Arrange by:  Folder =
Wi e saveda. Includes: 2 locations
MNarme . Date modified Type i
J Addresses 19/10,/2011 09:04 File folde
- | Files for workbook L2 3.4 20/10/2011 16:53 File folde
N\ Recent Places
J Finances 19,/10/2011 09:04 File folde
| Letters 19/10/20 File folde|=
j D neMote Notebooks 05/10/2011 15:27 File folde
£ Documents
J" Musi 17/11/2011 12:26 File folde
@' Music
(&) Pictures 20/10/2011 16:18 File folde
B videos 1] Car 11/11/2011 11:20 Microsofl
® Recycling 20/10/2011 11:27 Microsofl -
File name: | IMG_0470] \ -
Save as type: ’Mir_rosoﬂ Word Document \ ']
Tools V\F Save l l Cancel l

~ Hide Folders

Method Three

It is possible to save the attachment from the inbox, without opening the email.

Open the inbox and click on the email containing the attachment to select it.

Click on File tab and then click on Save
Attachments.

The Save All Attachments dialogue box will open
showing a list of all the attachments to the email.

All the attachments will be selected automatically. If
you do not want to save all of them, click on the one
you do want to save. If you want to save more than
one, you will need to press the Ctrl key on the
keyboard to allow you to select more
than one.

Then click on the OK button.

The Save Attachment dialogue box will appear.

Save All Attachments

Attachments:

dice.png
*Eaas.jpg

pizza.png

piggybanknew.png

washingmachinenew.png

Choose where you want to save the attachments, then click on the Save button. The file

will be saved.
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Select text

Another word for select is highlight.

There are lots of ways to select text. Below are some of the ways.

Click at the beginning of the text you want to select. Hold the left mouse button down and
drag the cursor across the letters or words you want to select. You can drag across as
much text as you want. It will be selected as you drag.

Double click on a word to select that word.

To select a paragraph, triple click anywhere in it.

To select all the text in an email, press and hold down the Ctrl button on the keyboard and
press A.

Send an email

Make sure: pd | [ 9 K

Message Insert Options Formd

e the email address of the person you want to ~
' 11 ot A

send the email to is in the To box;

Basic Te

e the subject of the email is in the Subject
box; \

N

To.. 1ack@bksh, co.uk

e the message has been typed correctly.

Then, click on the Send button,

or Subject: onight
press and hold down Ctrl on the _
keyboard and press the Enter key at the ack
same time.

We are all meeting tonight at 7 pm.

The email should now be sent.
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Shortcuts

When using Microsoft Outlook, there are a number of shortcut keys which can be used.

Below is a list of some of the most useful shortcuts.

Task Shortcut keys
Open the Help window F1
Select all messages CTRL +A
Print a selected message CTRL+P
Delete an email Delete or CTRL + D
Open a new message CTRL + N
Reply to an email CTRL+R
Forward a message CTRL+F
Open a selected message CTRL+O
Close a message ESC
Send a message CTRL + ENTER
Spell check F7

Spacing

Make a space between words

Press the long key at the bottom of the keyboard once. This key is called the spacebar.

Move down to the next line

Press one of the enter keys on the keyboard.

«— or Enter

To leave a blank line, you will need to press the enter key twice.

There should be one space between words and after a comma.

After a full stop, exclamation mark or question mark there should be either one or two
spaces. Choose the one you are going to use and make sure you are always consistent
throughout the email. Some examination bodies will state there must be two spaces.

There should be one blank line between paragraphs.
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Use an address book

- | =
The example used is Microsoft Outlook. You may not _
be using this, but there will be similar buttons in the i Message | [Inset  Options
program you are using. . Iy E—

Paste . B ab,

When sending a message, the email address needs to -
be entered into the To box. Clipboard ) Bas

To insert email addresses which are alreadW{V
your address book, click on the To button.

]
=

An address book will appear with all your saved email Subject:
addresses to choose from.

If necessary, select the folder where your contacts are stored.

Click on the
name of the Select Mames: Contacts @
contact you Search: @ Nameonly () More columns  Address, k
would like to Go | Contacts - chris.baker @bksb.co.uk »  Advanced Find
send the , _
email to | Mame Display MName E-mail Address
. \ & Gary Gretorex gary Gretorex (Gary @bksb, co.uk) gary@bksb.co.uk -
. § James Farrily james Farrily (James@bksb.co.uk) james@bksb. co.uk
Then, click - Lily Dakin (Lily @bksb.co.uk)
onthe To & Mark Baker Mark Baker (mark@bksh.co.uk) mark @bksh, co.uk
button 8 Sandra Klukinski sandra Klukinski (Sandra@bksb.co.uk) sandra@bksb.co.uk
' & Susan O'MNeille suzan O'Meille (Susan@bksb, co.uk) suzan@bksb. co.uk

The contact

that you

have -
selected will ' T b
appear in the | To-= yLily Dakin (Lily@bksb.co.uk)

To box. —

When you Bec >

have chosen /, ok | | Ccancel
who you

want to receive the email, click on the OK button.

To send the same message to many people from the list of contacts in your address book,
just keep adding the names before clicking on the OK button. You will have more than one
contact in the Message recipient box, if this has been done correctly.

Sending a copy (Cc) or blind copy (Bcc) of the email to a contact in the address book can
be done using the same process as the To button.
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Video conferencing

It is possible to use two-way video and audio technology to connect two or more people or
groups of people, in different places, to allow them to be able to see and speak to each
other. This is called video conferencing. Any information displayed on your computer or
whiteboard can also be shared during a video conference.

This is a fast way of having meetings with people all over the world without them having to
travel.

This can be used by people with family in other countries to allow them to keep in touch.
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