L o
sz 1B Joill
Outlook
O O

b ) S| L ST o D prii g foadl) I S
1 SIY i feo Outlook lgle Jfasiy &I tlmall
SR o L85 248

s e s foadll s o 5lgYl

A I S Lz @

AISIY )

Pl )

sl Syl

Pl <t

oYY deild Oyl

. bzl Syl

) T Sy

® & ¢ O o oo o



Outlook 2007 — s

Outlook 4> ¢/ 53 &
Sl blsl Wi G u @G )3 e et e Outlook 38U s
Sl 25 @ b U1 an e Outlook ¢ 54 U S5 LSS ddksll Outlook
i~ ¢ 3 Reading Pane & 4\ i~ ¢y To-Do Bar Ju sl dake ¢ Suslus

(V—VY JS kily. Navigation Pane )3 )
PRIEEN

To-Do Bar
a>Mall a>gl Jilw_Jl 8¢l,8 a>g)
Navigation Pan Reading Pan
T N -
Mail « Bl sl dile TAPE ~| | To-Do Bar » 5
Favorite Folders i | £ ~|= || DRIVES |v Yool iy
Rislfouior: % N ananged By: Date Newest on top ‘A COMPUTROPM A
2] All Mail ltems - s ; 2 EE a3
3 OGF fuadll Skl |2 Today 1 16 15[ 13 12 11 10
[ RSS Feeds "I COMPUTRON o 105 3 2322 21 20 19 18 17
B (o] Bsiowl pell [7) TAPE DRIVES (Internal & External ] ! 30 29 28 27 %6 25 M4
[ sl sl " A
[0 o2 5wzl 50z 50| S| 3 Yesterday r:ggiif PRI PEST
B sl 3 () =) COMPUTRON 8 10T - e e sl
L8] sl 22 El HP 17° CRT MONITOR - S8 A C
L) Slosese 1] S —_——
~{ & computron
3 [0 search Folders o : B, e /11 sl
w
] Mail
_ Y e ¥ 23l
_%‘1 Calendar Cad
8=] contacts
7] Tasks
.o | Notes 12/246 = ¥ No Date
b EEC T
- v = i . b Al
Sas L1 Lorie Moss -] L — L4

s 1rre ol
2|

Outlook 385 & ddksdl ol U1 Y= ¥ s
by s View LWl iy o8 clolel 8,01 (S 113 71 99 ada 0 o Hlgby
Ay ) Akl ) Al AW ey W ylgh) b g g A U1 sl 1§ 31 5l
Wil oda e
Epagd 1l Ul Loy
35Sy Usgw ;ST Outlook plbsuw) fad Oyl o faidd dewd I O yL3-1
Of $hiSs WS (Outlook <l § S 1390y Hkif OF CliSs JU) o hd . OLT
Ul N8| 3 xst LA Deleted Items (< £ 1 31 » 54 Outlook Jos
D AW Ol glad-) & s 1 Oyl Jaia
Options ) @ @ ) bl glaw Options ! ¢ (Tools il madl .Y

VYA



Outlook <islis ks : i CJE feadll

VY USS G WS daniad Other usd) L)

Preferences | Mail Setup | Mail Format | Speling | Other | Right-to-Left

General

v [JEmeky the Delefed Iteme folder upon exdting!
= [¥]Make Outlook the default program For E-mail, Contacts, and Calendar.
Advanced Options. ..

AutaArchive

—,g Manages mailbox size by deleting old items or maving them to an archive file

=jf| and by deleting expired items.
Autoarchive. ..
Outlaok Panes

Customize options for the Outlook Panes, Havigation Fane. ..
‘ Reading Pane. ..

To-Do Bar...

Person Names

& Dis

Options s ¢ a2 Al 0 Other sl Y3 Y S
Empty the deleted items folder upon L% 41> Luowy o3
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Warn before permanently deleting items lLa>Y! &b Loy (.3
.Deleted Items g &1 3) |3 & puiowy gl ol p gy O g

When Viewing LY &b dydowy (.3 Appearance Options ik
G By myldl e e S elldy Notes, Show time and date
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[FIfin AutoArchive everyl |14 (5] days
[¥]Prompt before Autosrchive runs
During Autoarchive:
Delete expired items (=-mail folders only)
Archive or delete old ikems
[ show archive Folder in foider list

Clean out items older than |6 29 | Months s
() Move old items to;

C:\Documents and Settingsibb|Local Settings)
(O Permanently delets old items

apply these settings ta allFolders now

To specify different archive sattings for any folder, right-click
o the Folder and chaose Properties, then ga b the
Autodrchive tab.

Retention policy

‘} The network administrator has not set retertion policies.
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Display buttons in this order
Mail
Calendar
Move Down
Tasks =
Motes
Folder Lisk
Shartcuts
Journal
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.Pane

[CIpMark items as read when viewed in the Reading Pane

Mark item as read when selection changes
Single key reading using space bar
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Number of month rovs: 1

[ show Appointments

Nurber of appointments: | 3

Show Task List
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references | Mai Setup | Mai Format | speling | other | Right-to-teft

> Change the sppsararce of messages and the way they ars handed.

[orkEmal. ] [_E-mal options...

 appearance of the Calendar,

15 minutes | [icalendar options.

Change the sppeararce of tasks,
B

0300 | [_zeskoptions.

Mobile Options.
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U ol
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[JClose original message on reply o Forward
Save copies of messages in Sent Items folder
Autor
Remave extra lne breaks i
Shade message headers v

in text messages
cading mail

[ advanced e-mai cptiens... | [ 1racing options. . |

On replies and formards
| = Whenreplying to a message
=53 indude onignal message text v
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[ ark my comments with:
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Advanced E- )l ! & ¢ O s Advanced E-Mail Options ) ,&! .Y
A=Yy Ko 3@ WS Mail Options

AutoSave items in: v

AutoSave items every: |3 minutes

[11n Falders other than the Inbos, save replies with original message
Save Forwarded messages

[#]Flay a sound

[ Eriefly change the mouse cursar

[]Shaw an gnvelope icon in the notification area

[ Display a New Mai Desktap Alert (default Inbox only)

Desklop Alert Settings...

Setimportance: | Hormal

Set sensitivity: | Mormal

<

[IMessages expire after: days

[¥] Allow comma as address separator

[ automatic name checking

[¥] Gelete meeting request: from Inbaox when responding
[¥] Suagest names whils completing To, Cr, and Bee fislds
[¥]Press CTRL+EMTER ko send messages

el (39 SSIYI Syl N 0y IS
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Confidential & ,» s Private io\> ;i Personal iwesuis
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Options

Use these options to verify the date and time a message has
@% been received by the recipient,

Process reguests and responses on arrival

Process receipts on arrival
I:| After processing, move receipts to

[[]Delete blank voting and meeting responses after processing
For all messages 1 send, request:

[ read raceipt

[ oelivery receipt
Use this option ko decide how ko respond ko requests For read
receipts. Only applies to Internet Mail accounts,

() Always send a response

O Mever send a respanse

() Ask me before sending a response
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Junk E-mail s\ s &40 ¢k Junk E-mail ) ,&! Options g0 oo . ¢

ATV S WS oy s ol Oy e st

Options | Safe Senders | Safe Recipients || Blocked Senders | International

.ages that appear ta be junk e-mail into a special

e cauaht

s onl
List or Safe Recipients List wil be d

on your Safe
e o your Inbox,

elete suspected junk e-mail instead of moving it ta the

Disabls links and other functionalty in phishing messages.
(recommended)

When
disting

sending e-mai, Fostmark the message ta help e-mail cents
ish regular e-mal from junk e-mal

Junk E-mail Options ;i g1 a1l Y= ¥ o
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Sendar Optians B
Calendar work week
it Mlosw Fown  Mlewa Mae  Oowestt Dasean
First day of wesk: | Sl v Starttime: |08:00 ue v
First week of vear: Startsontpla | v Endtime: | 05:00 o v
Calendar options
i Show “click ta add” prompts on th calendar
5] [ Stow wesk nunbsrs n the Manth Wisw snd Dats Navigstor
#llow attendees to prapose new times for meetings you organize

Use this response when you propose new mesting times: | Tentative v

Default colar: ~| [ Planrer Options... | [ Add Holidays...

[ use selected color on all calendars

Advanced options

@ [JEnable alternate calendar:

] wthen sending meeting requests over the Internet, use iCalendar Format

[ FreefBusy cptions... | [ Resgurce Sehedding.. | [ Time Zane... ]

Calendar Options &)l a1 Y F—1 Y (S

e g Al 5 £ gl G Jonll BT g p s OF S a1 a0 B9
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( Task Options) plgl/ <yl

Task ) s+ g0 25 o Options ) -1 &9 M) s Task Options ,) &)
ey v S @ WS Options

askOptions e}
Task options

VN D
Compiestoscecor: | |

Keep updated copies of assigned tasks on my task list

Send status reporks when assigned tasks are completed

[ Set reminders on tasks with due dates
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( Contact Options) < ¥Ylai¥! ielld <yl

A ¢ ladl Cusdl sa Preferences sl OF S Option )l -1 o bV (0
JS& 3 LS Contact Options «,l 3! & M gl 2 5w Contact Option !
No—\Y

ontact Uptio el |

Mame and filing options for new contacts
8 Select the order you want Outlook to use For new names:
= Default "Full Name" order: | (sl N -

Select the default setting for how to File new contacts:
Default "File As" arder: First Last ~

Check for duplicate contacts
Cantact Linking
ga [ Showe Contact Linking on all Forms

Cantacts Index options

8 | []shovw an additional Contacts Index

Contact Options &)\ 1 Yo\ ¥ (S
Spdl Slp B Gk po L) @ 5 sl 2 B bl WSSy
0K ) B g bais Al o1 gl e Sy Lyl
(Journal Options) déoe// </ Lo
AN=3 Y S Journal Options oy ¢ g M gl y 31 e a0

For these contacts:
T | Berianty Ak Bl Haried

Tamer Zakaria
[ it ot oz abi se

Journal Options a&zeall &iyls i 1 o M A=Y Y IS
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Notes options 8,541 &l s 551 -1 aa b AV=Y ¥ S
Gilw Jad 38 SAL Oldlus) e Wud W8
( Mail Services) A o/l doul> <yl
S M g dasid Mail Setup sl il Options )l g1 a0 o0
iUl ¢ ke Mail Setup sl Joaia LY A—Y Y UK G WS
- 39 SO et Oslas) el E-mail Accounts : ;Y GG
Send immediately when connected ;.3 kis Send/Receive :asidl &3
Sent 3 (e &) 8 35 AW L Jloy¥
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Preferences | Mall Setup | ail Format | Speling || Other | Right-to-Left
E-mail Accounts

Sek up e-mail accounts and direckories,

2|

SendfReceive

Set send and receive settings for s-mail messages and docments.

S ineclistely when corecterd T —
Data Files
« Change settings For the Fles Outiook uses to stare e
(5 emai messages and documents, ez,

Dial-up
@ Control how Gutinok connects ta your dial-up accounts,
. (® Warn before switching an existing dial-up connection
© Ahways use an existing dial-up connaction
[ sutomatically dial during a background SendiReceive
Hang up when finished with a manual Send/Receive

Mail Services <55 YA—V Y i

(Mail Format) o s/  gewss <l yLo*

S\ p M s ki o gl gl O gw  Mail Format o sl i o8

Ay Sl @ gl Whis Options

ns 2
Preferences | Mail setup | Mail Format | speling | Other | Right-to-Left
Message format |
Chaose a format For outgoing mail and change advanced settings.
Compose in this message Format: [Ty I

Internet Format,,. | [ International Options.., |

HTML Format

Reduce the file size of the message by removing Formatting information
hat is not necessary to display the e-mail message

Rely on C55 For font formatting

[[]5ave smart tags in e-mai

Stationery and Fonts

AR

Use stationery to change your default fant and style, change colors, and

add backgrounds to your messages.
Stationery and Fonts. .

Signatures

. Create and et signatures for oukgning messages, repies and forwards.

Editor options

EE! Changs the ediing settings For e-mail messages.

Editor Options...

Options )l s g M1 o sdl 5» Mail Format cusdl Y 41 S8
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