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 Welcome to Microsoft Outiook 15

Welcome to Outlook 2013

Outlock is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

Microsoft Outiook Accaunt Setup

Add an Email Account

Use Outlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

@) Yes

1) No

(IS Ay 5 BV a5y ¢ galinal) dlia cullay Ua
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< Back ]LNext> J [ Cancel
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Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Your Name: mohamed Abou Elela

Example: Ellen Adams
E-mail Address: m.aboelela@hotmail.com

Example: ellen@contoso.com

Password: AAREEXKKRARKE XK
Retype Password: AR RARAAAARRATAS

Type the password your Internet service provider has given you,

Adecall (g SN dlay el S Aty U
(" Manual setup or additional server types ¢ "H"Jﬁ‘ e

[ < Back ][ Next > ][ Cancel J

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account, This might take several minutes,
«  Establishing network connection
&)  Searching for m.aboelela@hotmail.com settings
Logging on to the mail server

Ol siadl adldl) cfalas) g e AN ) o (Gt ATy Uia
Y J sl Sy gy o ARG ciad g 3) gy 5al)
pdiiucal) (i g SN ey j Galdl) addd)

Cancel
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Searching for your mail server settings...

Configuring

Qutlook is completing the setup for your account, This might take several minutes,
" Establishing network connection
«  Searching for m.aboelela@hotmail.com settings
+ Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

Cad oM g ) Ol ghall Al Clalae ) g A Jlal) (e (§8al) 2y
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[7] change account settings | Add another account... ]

[ Finish ][ Cancel J
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WAITING FOR SERVER RESPONSE... & CONNECTED TO EXCHANGE ACTIVESYNC Ll el
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FILTER APPLIED SYNCHRONIZING 'INBOX' Wil & CONNECTED
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SEND / RECEIVE FOLDER VIEW

= ._'1 yqore 2 Meeting | [} } Mov Unread/ Read Ei‘arlzhri‘eokﬂe
8=, | % Clean p~ 1M EJ Team Email v Categorize [2 Address Book
New  New Delete  Rep teply Farward - = | mp I
Email Ttems~ :\;,Junk- Al ¥ More (4 Create New | Wi OneNote ™ Follow U Y Filter Email ~
New Delete Respond Quick Steps * Find
4 FAVORITES Search Current Maitbox (.. 2 | Current Mailbox

Inbox All  Unread ByDate ~  Newest
Sent We didn't find anything to show here,

Trash

 MABOELELA@HO{MAIL.COM
Folder Navigation Pane

/* Item Navigation Pane

Mail Calendar People Tasks -

DOWNLOADING FROM SERVER.  (® CONNECTED TO EXCHANGE ACTIVESYNC L E

Status Bar Server Status

pddioual) g Y sl g galial) G grasaal) Jag 1) e ATYS g SSINY ey pu Banas Allay aadia

0 $L &) Sl (Gann Laa S ek g g U guag




Eng. M. Abou Elela 04 Microsoft Outlook 2013

Customize Quick Access Toolbar (Add ress Bar) OL,M‘ kﬂﬁ )

Print

Save As

v Send/Receive All Folders
Inbox - m.aboelela@hotmail.com - Microscft Outlook Preview
Update Folder
Reply

Reply All
i 4 L) 538G e 8

Delete 2 a2 51 9 galial) 300U o) A aa g sh g
Undo

Empty Deleted ltems ( ?Lg—d\ Jay ) gé FRARA( a2y - SN il g phaatl) 5 — ey ) e
— Ao s 53 ) oy 5 k) ol il s a3 o
More Commands.. 239U co pal A 3y cdlal) Bia )5 Jhe g AY) Y Gang Vlaa gz a0 @
Sl Uil adien) cocaa (i) g 80 30 Lgw Jaamil) Sy LS Lgdie aad il a3 A LS ) <3
5 La g s g dadlil) W jedait JCANL dauin gal) Aadlal) o i g glly et g L
padiesal) Ay ) ques el pall e Jaladll A g WLl (a0 gind) day pis (B sl gl (1o 0 g

(Tab Bar) cugill lué o

FILE HOME SEND / RECEIVE FOLDER VIEW

L) die e gaaal) AR ¢ guil) Crag (Group Bar )ele gaaall Jay pd Dals Ualsi jf Jad ya 138 o gal) Jay pd 0 22 g
AiCay Liayf Ada g ali ) i ga and adiieall a6l g Basbuall 92 g Helpu) 4o 9.5 LS qu i) Jay i e AT g
Al gealiall dal ) il gl Ca g Help U quita 3393 gal) dadladl JMA (1 0 gd3) o) e gannall Jay i s8R 8 atal)
LAY Lgale Ci ol G g
1.File Tab
2.Home Tab
3.Send/Receive Tab
4.Folder Tab
5.View Tab

(Group Bar) <\e gaxall oy i o

A s AV e gaaall (any g Lgiay (Tab Bar ) cusdl s oewa ppidhy ik 8138 ile gaaall by i o Uale 3
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Ly l:‘_.‘j T Ignore x [ — H, 1 (= [E2 Meeting ¥ Moveto: 7 B0 Manager ¥ Move ~ =1 Unread/ Read | Search Pecple
- % Clean Up - £ =€ S GE5Mm - E Team Email « Done = Rules = - Categorize ~ [F3 Address Book
New New o Delete  Reply Reply Forward __ =) W 2 Create =
Email ltems~ ©Junk~ Al @ More - © Reply & Delete Create New =| MtoneNote ™ Follow Up~ Y Filter Email -

New Delete Respond Quick Steps w Move Tags Find
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©

o Account Information

Open & Export x
lﬁ\ m.abeelela@hotmail.com
Save A (=] Exchange ActiveSync

o Add Account
Save Attachments
e ‘&'ﬂ' Account Settings
S=hg Change settings for this account or set up more connections.
Account
Settings -
Office Account

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted Items and
Cleanup archiving.
Exit Tools~

=l
Options QL-

Rules and Alerts

Use Rules and Alerts to help organize your incoming e-mail messages,
Manage Rules and receive updates when items are added, changed, or removed.
& Alerts

&l Microsoft Outlook - Adiu < ) (b5 8 gia cuilS 31 dplaall) jal o) (ki (5 i FILE s (358 Al aie
Jia dza Jalaill g 0dlas) g ABME ) g dlielula g ddada g Cila

( Info — Open & Export — Save as — Save Attachments —Print — Office Account -Options — Exit)
o Aaaial) jal oY1 Gy dlin (<19 Lgda 3 gualiall g La Lalal alai g Linle Bayanlly Cuvd A8LL) ya) g¥) alira o) Badl LS g
Lgia s sal) Cagl) Jadh 43 jaal laa W pauy o 98 gous Al A 9 OUtlOOK 2013 ddaad

e Open& Export
(el N clila sledivd ) Calendar s Outlook itwa gié dliSe; DA (1ag)

e SaveAs
( outlook ciles g Text e (S cila g) qu gl Ciladia atieaS Al i Bda (e 5 pal) 038 PA (e LilSay)

e Save Attachment
(St U aga g Adla B Lgildd pa g Al ) Jada (e LIS 2 )

e Print
((oxSUS L)) 90 One Note Jia Ja) gl ) Ll ) o) dsbdall 48y jha g daglal) £ g8 LA g Jibea ) As Lo dlisal )

e Office Account
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e Info
(AT F S8 3 Gl ddLa) DA ¢ dliSay Liayl g el ulls 7 dall diba (e il glaall (g 3a gd g )

Al Hg a8l & ol ALl (e dliS Falinll aadioual) aladl) Glual) ad ()9S Ua

o Account Information

Open & Export - -

m.aboelela@hotmail.com
Save As = Exchange ActiveSync

# Add Account
Save Attachments

Account Settings

&M
=aD ‘d«A Change settings for this account or set up more connections,

Account
Settings ~

Office Account -
A el bl g Jalail =i Mailbox Cleanup

e e, = Manage the size of your mailbox by emptying Deleted Items and
Lgdaa dailsal g archiving.

2318 g 080 (B stia ga Jalail) | s Rules and Alerts

WJU d-\l-uu-“ Ty =" Use Rules and Alerts to help organize your incoming e-mail messages,
and receive updates when items are added, changed, or removed.

Lgadal Jilu ) oyl 8 alas
Lele it o) s B Lgd Al

e Options
(SIULAN 238 aal (ra g Lgw 5352 gal) il LAY (33 sl (e el ) LELE Cilara g JS (B aSail) LWDIA o)

1. General

g P
Gonerel (4 General options for working with Outiook
Mail -

‘éj LGM ):.'\S;g‘ Q‘Jlei.“ N,' gé ﬂ% C,A . y L“S:\S‘J Calendar User Interface options

Peaple [7) Show Mini Toolbar on selection
Tasks [¥] Enable Live Preview

&) J.\Y‘ .h:\ Jﬁg PSL’IS\ 9 @.\Sﬁ.ud\ euti.dsa:m Le_.\.d 9 @Au sz Sartis ScreenTip style: |Show feature descriptions in ScreenTips [ =]
Language Personalize your copy of Microsoft Office

S sl die Claglaal) i e A8y g gali ! )

Customize Ribbon

Username: | mohamed
- Initials:  |m |
.
GAL\‘».“ A.GA.‘J Quick Access Toolbar [7] Always use these values regardless of sign in to Office.

Add-Ins Start up options

[7] Make Qutlook the default program for E-mail, Contacts, and Calendar | Default Programs..

Trust Center

Cancel
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2. Mail

Al 1) (5 gina (a0 AAS 5dt WD (1 (S g
il g g5 g g W (DY) (58 g Lgdida A3y sk g
i

3. Calendar

Al o bl pans &) ey Ly
liSay Lyl axdieal) &£ 5 s W j3¢23 5 Calendar
a4 g Lo gl 3 gall 4l 43y o Sse
Leall 5LEN) Ba g

4.People

@JM\JJM@&M\%JEM&\ML@AJ
Ly b slaa) dlasly (A9 58 day B 353 sall
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Microsoft Outlook 2013

General

Mail.

Calendar

Peaple

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

[—] Change the settings for messages you create and receive.

Compose messages

Editor Options..

j”l Change the editing settings for messages.
Compose messages in this format; [HTML [+

Ay [T Always check spelling before sending

Spelling and Autocorrect..

[9] Ignore original message text in reply or forward

(S
" Create or modify signatures for messages,

Signatures...
A’% g:s ‘2::3::? to change default fonts and styles, colors, and (g e

Outlook panes

= Customize how items are marked as read when using the Reading [ oromoonis |1 =

| Outlook Options

[ cancel

General
Mail

Calendar

People

Tasks

Search

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

H| Change the settings for calendars, meetings, and time zones.

Work time

(P) Work hours:
H Start time:

,,
E
End time:
Work week: [] Sun
First day of week: [Sunday ||
First week of year: [StartsonJan1 [ ]

Thu [¥] Fri [ Sat

Galendar options

17 Default reminders: |15 mlnut:slzl
[¥] Allow attendees to propose new times for meetings

Use this response when proposing a new meeting time: | 2 Tentative| v |

Add holidays to the Calendar: | Add Holidays...

o |

Ge

Mail

Calendar

Pedple

Tasks

Search

Language
Advanced
Customize Ribben
Quick Access Toolbar
Add-Ins

Trust Center

‘.‘. Change how you work with your contacts.

Names and filing

[ ‘ Default "Full Name” order. & [First (Middle) Last[~ |
" Default "File As’ order: Last, First =]
[¥] Check for duplicates when saving new contacts

Contacts index

82 [7] Show an additional index -

Additional contact index [Arabic
Oniine status and photographs

& [¥] Display online status next to name
[7] Show user photographs when available {requires restarting Outlook)

[Z] Show only names in the People peek (requires restarting Outlook)

Cancel
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5. Tasks

(B W gy o 980 (o) algeall (2 pe ARy ke alae) cliSay Lgdag
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6. Search

43y yh g galipal) JA13 Caal) 48 o slac ) liSay Lga g
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7. Language

Outlook 2013 gabi d¢aly sl (e liSay LA g
LaS A )l aBga (o Lhasa Lgdaansi ol cilid Bae (i (1
foa Jadd Ll il glaal) jLedal dad L asaiil) Liay) eliSe
Agaly Jnn dliSey Miad (¢ A Aaly el jull Aga) 5 Bldal)
DY) slaad g il ol Jlgda g 4 ety ARl gali )
R ) A ad) Aallly \gadidi g

Microsoft Outlook 2013

General

Mail

Catendar

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

o
V| Change the settings that track your tasks and to-do items.

Task options
7] Set reminders on tasks with due dates
Default reminder time: |8:00 AM E]
[7] Keep my task list updated with copies of tasks I assign to other people
[¥] Send status report when I complete an assigned task
Overdue task color:

Completed task color:

Set Quick Click flag: | Quick Click...

Work hours

) Task working hours per day: |8

Task working hours per week: |40

Cancel

General
Mail

Calendar

Peaple

Tasks

Search

Language

Advanced

Customize Ribban
Quick Access Toolbar
Add-Ins

Trust Center

p Change how items are searched with Instant Search,
Sources

"}7’ Change the Outlook stores indexed by Windows Search

Indexing Options...

Results

! ]j Include results only from:

€1 Current folder

@ Current folder. Current mailbox when searching from the inbox
“) Current mailbox

@) All mailboxes

[T Include messages from the Deleted items folder in each data file when searching in
All Items

[7] When possible, display results as the query is typed
[7] Improve search speed by limiting the number of results shown
[7 Highlight search terms in the results v

Cancel

Language

General
Mail
Calendar
Peaple
Tasks

Search

Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

language-specific features, including dictionaries, grammar checking, and sorting

Editing Language Keyboard Layout  Proofing (Spelling
English (United States) <default> Enabled % Installed

Arabic (Egypt) Enabled &, Not installed

T i

[Add additional editing languages] [=]
[9] Let me know when I should download additional proofing tools.
Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help(:

Display Language Help Language
1. English <defauit> 1. Match Display Language <def
2. Match Microsoft Windows = 2, English =

Vs b P T s AR £ AV

5&8ifice 365
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8. Advanced

2 Jalaill (e LSS () g ALY Ciladdd) (lany i Lia
43 B3 93 gall Ada ) Gy (B aSalll BIA (e galial)
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9. Customize Ribbon

(e UiSas OUtlook 2013 gabism 3xall 038 JNA (4a
O Uiy LaS G i) 5 e gannal) Ay} il gSa papaids
S Eua iliall da g il Laid) e cdbaadl) JA
dlalading dapda o gali gal) Aga) ol g Lgd elaladin
Ll J g o) A ggany ol DU lilaliial g

10. Quick Access Toolbar

(e LiSa; Outlook 2013 gabisy 8jsall 038 MA (e
Qb.'\ﬂ\kgﬁgéﬁdﬁﬂ\ G gVl il g8 (amadl
9 0% daxiiuall o) 3 () gaca sl S Laa g Jpanll g
Laa Jalail) g (o gualll U A g o 2ol

Microsoft Outlook 2013

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

m Optians for warking with Outiook.

Outlook panes

Customize Outlook panes.

Outlook start and exit

5 Start Outlook in this folder: Inbox

[7] Empty Deleted ltems folders when exiting Outlook
AutoArchive

(51| Reduce mailbox size by deleting or moving old items to an
=] archive datafile.

Reminders

3) [ Show reminders

—_—

Navigation.. | —
Reading Pane...

Browse...

AutoArchive Settings..

[ cancel

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Clsstomiza Ribbein
Quick Access Toolbar
Add-Ins

Trust Center

!y—lﬁ-é Customize the Ribbon,

Choose commands from i

Popular Commands Main Tabs

Account Settings..

Automatic Replies...
Close All tems
Manage Rules & Alerts..
Mesting

New Appointment
New Contact

New Email

New Task

Options

Print

Save All Attachments..

P

Ao NEERE

.

-

Customize the Ribbon:

|Main Tabs
Address Book... & [V Home (Mail)

NewTab | [ NewGroup @
Customizations:

& New

® Delete

# Respond
# Quick Steps
& Move

# RSS

@ Tags

Import/Export ¥

»

| Outlock Options.

General
Mail

Calendar

People

Tasks

Search

Language

Advanced

Custornize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E@E Customize the Quick Access Toolbar,

Choose commands from: ©
Popular Commands [=]

Customize Quick Access Toolbar: i

<Separator> -
i Address Book... F

Automatic Replies... =
Close All rems
Delete

& Empty Deleted ltems
Find a Contact
Forward

L7 Send/Receive All Folders
€ Undo

25 Manage Rules & Alerts..
7 Meeting

[7] Show Quick Access Toolbar befow the
Ribbon

Customizations:
Import/Export ¥ | |

r

Zalal) Aga) o L) il gSall e il fag oY)

Cancel
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Home Tah | 4

‘ -I [T‘ Search Peaple
= &
New  New

Email Items ~

E Team Email i 5| g v [ Address Book
& Junk~ e B A i - TV & ; ¥ Create New neNote | Unread/ Categorize Fallc : '

New Delete Respond Quick Steps ] V Find

1. New Group

= B b A o) baa Jaal Jla) ADIA (e pobiiani g clilal) g Jalail) o Lgia g B A gana
=1 &= By @13 S i gy Juall Aga gl plalial il gf 5o ga pLAY) 51 ) sl ide
New New
Email Items

few El E-mail Message

piicl Appointment
F_._’? Meeting
[25] Contact

v Tack

E-mail Message Using »

Mare ltems

—

2. Delete Group

(b Lay Jilea ) aa Jalail) (g Lgda g cida A gana
% Ignore Ignore e

Chanllpr o 1 AT Al 1 e i gh gl ) e La Jaih (g 59 S e Al (Jilus ) a0
L LAY 13gn diaall Jilea ) A8US sy 2 684 IgnOre
Clean Up
e o JLEAL Al Alaa (5) (e (e g S & uald) Jilu ) Cilats
Never Block Sender's Domain (@example.com) M‘ Jila ) Alaa uj‘ Jila )l Gy Sl
Never Block this Group or Mailing List Delete
& Junk E-mail Options.. Al alaa ) gl daldl) Jilu )l (5 gala (ha 3 LA Al s

T —

3. Respond Group

(AU Lgan Jalaill g daliveall Jilu gl Ao 3 )l dliay lgiag 3 ) A gara
g a [F3 Meetin
i SEIM - g Reply
' o Ll o A1 g A) Al Al ) Jo a0 e dliSa A g

Reply all

8an) g 4ada agal) S pall gran g Sl ) A Al ) 35 e ligal

’ Forward
) giaa (bl JA) padd ) Ao ) 4 g (e SIS

(l"] Forward as Attachment Meeting

S&Y\Q&JA\&JJEJ&M&JA*J&JHM}!&G.UMQA".\.'\SAS
Falinll Lalil)

Reply Reply Forward ,__
All EE[‘AU[E'

Respond
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IM
adalall JMA Ga Al i Ao 3 1 e dlisas
& Reply withIM
More
A Alay B (3 aS daliuall Adla )l (il Sl ) (1 Slisal

4. Quick Steps Group

T B Agugédgéstga\&ubsu\JSﬂua\mgeM1?@@ﬂa\;tﬁ\kw
Move to: 7 - To Manager . - e wty 4 .o
E3 Team Email ’/ Done 1413‘5 OA &h"“uj ML““JS‘ &A d‘l’-m 4';)“" & &'I.\.I U‘AJ
=] Reply & Delete ¥ Create New .
Quick Steps & Move to
Ay il o Al gl Cpra alae ) 5 i Al () 4 sl a3
dry Lagd alaall sy an) i g 5 Jsal) o3¢ Jlaniaal Jg) dic oalac
Team E-Mail
o o A8 A3 Jlaa o 585 Cpma i fin 9) Ay o A ganna L) (e CliSal
Reply & Delete
Ll Al )l prna o Joapall Ao 3500 ¢e liSaS
To Manager
B _ywdilsa aAJL;\'a\.JNﬁ:uaM\ Sapyuasﬁgﬁui\bu&diﬂmﬂd”ﬂ?mdu
Done
2\.}.\; ;JJLW &ZJJMA’#JMMJS‘OAGL@JY‘&?M@"
Create New
e A ra Jalaill Ay g o LIRS e gl ) £l Y L) DA e ol Aaldl) dalll auan g (e dliSad A g
LYY

5. Move Group
Alaa ) dlaa () (e LgdlSa g Al () el A (1 A ganal) 038 DA (e galalieds g
Vo g 2553 ali il p gk g G ) () Faad (e Jagas g1 B0 1B g g liSey LaS A
M. s et t Upuna 0 LAl il a5 cpna dlava ) Jusl 1 138 Al

Move

6. Tags Group

O iSai 4 gana A
© E= P . ‘ .
e Conguto oo ' (Unread/Red) o bdd alaa gly Al oY s 980 58 9l s 5 R dadle gy @
L5 LS Lghaialiy o ody Ll daaa (9l a9 SIA e Jila ) et
(Categorize)
(Follow Up)ay Ll 53 gally & Xt Ao 8l g dadle Jos @
7. Find Group

Search People &m LGJ% C)AJ &A'.' k}‘%‘

e DL (Find Contact) deal sul 48 Al gl 6 Eadl o
cwinen Sl aldl) o glind) (3 gabia A pland) aany AL ) Jiaxi o
Categarien (Address Book)

| f:ﬁffil'm (Filter E-mail)diu )l e 48yl ;b Jas
Sent To; Me or CC; Me

=
gk More Filters,.,
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= - Update Folder .E =%

—::' W ;ra
— . Esend Al o r loac

Send/Receive Show Cancel Downl Work

All Folders ' Send/Receive Groups ™ progress Al Header Process Marked Header Offline
Send & Receive Download Preferences

1. Send & Receive Group

n - Uasaia gralipal) ) iy s (e clalaal) il gSa aoan Jraad LeIDA (he diSay g

= 72 Update Folder wo .. . . - . — . wyms )

=1 S o AL Al Cpma alaa (e Jraad Jas (e ST Las W i g 8l g il )

SZT;?::,‘:E [ Send/Receive Groups ~ Lq—) ualil\ -\M‘ ‘i\:\-\ﬁ:ﬂ -’-JJ:‘ 4-.\.-,\’-‘ @w
Send & Receive

2. Download

ALl 1 5 om sl Bl pand s panl) i 5 () g LA (g
iy (s b s e Jile ) Jpand il g liSay Lyl g

3 of 3 Tasks have completed successfully Cancel All
»

-

[7] Don't show this dialog box during Send/Receive

Tasks [’Ermrs |

Name Progress Remaining
v m.aboelela@hotmail.com - Sending...  Completed
v m.abouelelaa@gmail.com - Sending Completed
' Synchronizing subscribed folders .. Completed

m.aboelela@hotmail.com - Sending and Receiving

Server

Ama Ay JL8) g) 0 LAl a8 Cpuma alaal il 1) (g3 Jand (e cliSas
Jeaail) (e Lgdia o) dadlal) 3 sall (b LAl Lgdaaacl

References

et

. ﬁ)ﬁ'ﬂ\dﬂgﬂdg#@nlﬁﬂ\é&M!Jcﬂéﬁﬁ&&\ﬁﬂ@h@)ﬂ PXES O
=0 (Work Offline)

Offline
Preferences

Ma
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Copy Folder
Move Folder

@ H”"ﬁ A % Clean Up Folder~ = s —
B B 2 2, B
Mark All Run Rules  Show All _ Showin AutoArchive  Foldes Folder '

New New Search Rename
Folder  Folder Folder % DeleteFolder  acpead  Now  Folders Atoz - Pecover Deletedlterms  Eayarites Settings  Permissions Properties

New Actions Clean Up Favorites Properties

1. New Group

CliCa; lgia g 1 A5 gara

New Folder e
L ) uua Alpand g el jully colalaal) miiaia L) aas lae ALl (pe SliSAS
New Search Folder
) Aagadl) g) analdl 3 S Jilu ) g) 35 g jiall e Sl ) (o Eiagl) CliSay Miad dima Al 08 Gura Al B Ciad)
h}@.ﬁﬂjkﬂﬂbﬂj\uﬂdﬂj\uﬁﬁmmgﬂ\ Q‘M\C}Auﬁgé\géﬁju}ﬁ Ssiad o)

New New Search
Folder  Folder

New

Create New Folder

Name:

Folder contains:
Mail and Post Items

Select where to place the folder
4 % m.aboelela@hotmail.com
Inbox
(# Drafts (This computer only)
[23 Sent
5] Trash 7)
acount
blog
[£5] Contacts
family
74 Journal [This computer only}
Junk

oK | Cancel

2. Action Group

Agﬂgﬂ\.\l@d\w\%u\stﬂi&g&
i laldl) cufalaal) Aaild ) Al

S Gra o G Giad) iy Ui
Gl A8y pha pamad A Al

Select a Search Folder:
Reading Mail -
| Unread mail
Mail flagged for follow up
Mail either unread or flagged for follow up

Important mail
Mail from People and Lists

Mail from and to specific peaple
Mail from specific people
Mail sent directly to me

ail sent to public groups
frganizing Mail
Categorized mail
Large mail
Customize Search Folder:

Search mail in: m.aboelela@hotmail.com -

o) Lo

Jalatl) SliCay Jadd (&1 g Sl jua 53 gaal) QiMﬁ&&w\Ma&J&ukw

Copy Folder

Moz Falder

3. Clean Up Group
& B 2

Mark All Run Rules  Show All
asRead Now FoldersAtoZ
Clean Up

&) Empty Folder

AU Jarg LeISA (e S 38 g 3y ! daliaal) Apula) (g 43LaY) Clalaal) aa
(Rename Folder) s awl s

(Copy Folder) s fewd
(Move Folder) alaa el a3
(Delete Folder) i cida

SIS Calaal) B Jilul) e Jalail) DA (e liSay A g Cidali Ao gana
(Mark All as Read) 35 g 8aS Jilu ) aglas
(Run Rules Now) s i 2 Jiludl o gakai 31018 Jas

(Show All Folder A to Z) (A3M8 o) gaebual qui i cilalaall qu i)

(Clean Up Folder) cid siaall dda 1 Jilu 1 S8 g o] gina (pa La laa il
(Empty Folder) ¢ alaal Jibu ) asan e
(Recover Deleted Items) ) 5 48 gdaall Jilu i 3als)
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4. Favorites Group

(o Aauda g g gali by (A9 S g (s ina (e alaa () JLER) LEINA (g dliSey g Aliada Ao gara
Show in Colalaal) cpy Jaidl) ddhaia lo) o2a% (i g g cll) Abadal) cifalaall ¢ 3 & cilalaall AL datia

Favorit

Foout s A1 8 e Favorites Jiis dule ohighglly Lgda 4 3l g Ana Jalatl) cliSay Liayl g

4 FAVORITES
Inbox

office book

P M.ABOELELA@HOTMAIL.COM

) M.ABOUELELAA@GMAIL.COM

5. Properties Group
Silull o Al gt iSas DA e gailiad de gara

= - ) . v et s
! t% e (Auto Archive Settings) 4:Ali 48l )l Jas o
L‘Saot’ti{ncgs“.,e #r‘:”w Pro(:)eretlres LQJ mﬂ‘ C)&ﬁ -\:\J@SJ LCJ d*zj‘ (JAQ esg JS.AAS‘ ('__gé aJLHIJ Lf‘ A-J-\A:\
S (Folder Permissions) alaall clag pa’ o
A ga (i alae AS Ll g bl slae ) diSay lgia
(Folder Properties) alaall pailad o
il alaal) riaaia B o) gina g Alaall (e glud JLIEA) AL Lgda

" Outlack Today - [m.aboel

I » General | Home Page | AutoArchive |
General | Home Page me Pag: .

@ Do not archive items in this folder

m.aboelela@hotmall.com o) EARN Cgos 2 .
(") Archive items in this folder using the default settings
Type: Folder containing Mail and Post Items Default Archive Settings..
Location: Microsoft Outlook ") Archive this folder using these settings:

Description: lean-aut items alder tha i3 Manths

: . e : @) Move old items to default archive folder
ol A Laal Uiy LA -
Ji i 4 LGJ oA Move old items to:
J‘ ( MJM‘ )‘41""“ ) AS%“ T\Users\mohamed\Documants\Outiook

© Shaw number of unread items (o LaS Aluad 33l Permanently delete oid items
") Show total number of items

When posting to this folder, use: |IPM.Post
) pal gd yaal dlice; Ua

| Folder Size... Advanced... gé PSSL“ S e ‘;JJJN}“

| Upgrade ta Color Categories... I o) giaa g L'A)D a..\.li)h

[ OK J l Cancel

3
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C.) d? Show as Conversations q [Cpee £2 From GG 1] Reverse Sort ’—‘ BE

: > - = - | =] Add Columns
Change View FReset \versation Setting Message | | Flag: Start Date | Flag: Due Date [Hd size Subject § Folder Reading To-Do  People  Reminders Open in New Close
View » Settings Vie Preview ~ *#= Expand/Collapse ™ pane~ pane~ Bar- Pane~ Window  Window  Allltems

Current View Messages Arrangement Layout People Pane Window

1. Current View Group

Q ¢ . i . . T v
G » ) Change View & (e dlld g cilalaall (e alaa o) jualind 2 jal) 48k s (Say

Vs S Vo Jilei 1) Alaal (a6 JIS) B35 (o cra IR Cha i il g

Current View

(Change View) gaadl Jsd yuas o

Artange By: Date Newest on top

40| D@ Fr... Subject
4 Wednesday

3 Microsoft Outiook Wed 10:02 PM Date: Wednesday

Nicrosoft Outiook

S W Compact View Single View - M oo e

2 J0u 00} S8 Sl g o e W
4 Mi.. Microsoft Outlook Test ... We..
4 O.. Gettoknowwhat's ne.. We..

2 A3 ol padil 0] G Sl 3 4 e

4 Microsoft Outiook Wed 7:35 PM
Microsoft Qutiook Test M

4 Outiook Team Wed 147 PM

Date: Monday
So... Review your recent pur... Mo...
4 Monday

I Souq.com Egypt Mon 11:13 AM P i V
Ao e R S review vView

4 Sunday

| BlackBerry Web
App World Download Email

Subject Categories

Thu9/20

3 i i = Wed 9/26/2012 10:02., 13 K8
[ Joakim Hansson (i, S et miial $319) G50 L 3l v o Wed 9/26/20129:53 ... 9 KB
{23 Micosoft Outiook Microsoft Outiook Test Message Wed9/26/20127:35 ... 10KB
on012 [ OutlookTeam  Getto know what's new in Outiook Wed9/26/20121:47 .. 7XKB

Date: Monday
I Soug.comEgypt Review your recent purchase at Soug.com Mon 9/24/2012 11:1... 15 KB
812912012 <http:/egypt.souq.com/eg-en>
Hello wava,
Thank you for shopping at Souq.com <http://egypt.soug.com/eg-en> | We hope you were satisfied and come back soon. Until then, we hope you enjoy your new item,
8/14/2012
U Date: Sunday
8/7/2012 {24 BlackBerryWeb  App World Download Email Sun 9/23/20127:57 PM 12 KB

8/4/2012 Date: Last Week
S =Y Thu9/20/201210:58 .. 10K8  [] Red Category

Date: T
Fri9/7/2012 510 AM [ Red Category

Wed 8/29/201212:00... 10 kB [] Red Category
Tue 8/14/20129:28 AM 372 KB

Tue8/7/20121:28AM 9 KB [l Green Category
Sat8/4/20121:54 AM 666KB [ Green Category
Wed8/1/2012 11:11 ... 7KB

Frl7/27/2012 219 AM 8 KB [ Green Category
Thu 7/26/201211:14 ... 11 KB

Sat7/21/20124:57 PM 8 KB

Wed 7/18/2012 11:03... 10 KB Yellow Category
Sun 7/15/2012 6:38 PM 10 KB Yellow Category
Mon7/9/2012208 PM 19K8 [I[] Green Category, .

4Bl
Ay e e LIRS alandl) i aind A1 ) slaa (0 (el e i
(il s 0 ity cialaal) G5 i Jsla ) A Ml (i
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(Manage Views) uasdl 44k dlas) o

= ==
b= =

Compact Single Preview
Manage Views...
Save Current View As a New View...

Outlook 2013 < jsas (e (815 clalaall jalis (o Gob A Ga Laa Lid a3
oAl @b ciy i DA Ge el alaa JS ol Aald (a0 3k pLAI) e dliSe A
AN duaadall (s o) (5 sk aliia 33U W i3t (Manage Views)

Apply Current View to Other Mail Folders..

".Managve All Views

Views for folder “Inbox™:

View Name

Can Be Used On

<Current view settings>

All Mail and Post folders

Compact

All Mail and Post folders

Single

All Mail and Post folders

preview /

All Mail and Post folders

Ryl Y (a5
ﬁgl.w 1.6_)19 d‘)’_’m tﬂ u'ﬁb Description

Fields: Importance, Reminder, Icon, Attachment, From, Subject, Recei

Group By: Arrangement Label (descending)
Sort: Received (descending)

Filter: Off

dﬁgdﬁ!\g\@d\g\d&ﬂ\dﬁ&qﬁh&a
A Ak Gpat Balel ) By pa e

|| only show views created for this folder

0K Apply View

A ¢ ghaal) £ L) g New ULl Ldag 1sa Manage Views ol ol sasa o e 48y b eliNy o

OSil g Baaad) G jall A8y o awd A4S &y Lin
Outlook 2013

Business Card

CSil g Saaad) (a jal) A8y jha £ gd gl oy Lin B
Table Day/Week/Month

Icon

Can be used on
| () This folder, visible to everyone
| This folder, visible only to me

Al A8k aladid 48, jh aaad ol Ua
JSU (A e QeSS ) Jualty g Bl
Visible to everyone
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A=

AEIS (59 s paldd) (a al) (94 A atatl) il U (g (View Settings) casad) ok pamadl o

Columns..,

Group By,..

Sort..,

Filter. |

Other Settings... ]

1[ Conditional Formatting... ]

Format Columns... ]

Reset Current View

Importance, Reminder, Icon, Attachment, From, Subject, ...
None

Received (descending)

Off

Fonts and other Table View settings

User defined fonts on each message

Specify the display formats for each field

S 310 5 s Auslil) () A8y B Wy 5 o 3) (Columns)dsiad) saas 1

L Jia sl o) A1) o) Adlia) eliSay

B8 skl Jgiall aan
kil

Show é_olumns:

Select available columns from:

:Frequenﬁy-used fields
Available columns:
oo

' Cc

i Contacts

| Conversation

i Created

| Do Nof AutoArchive

Fl#g Completed Date

Follow Up Flaa

IMAP Status

| Message

Qriginator Delivery Requests
Read
| Received Representing Nami ™ |

Properties Delst:

]

hidll pag A ) 2o yaas

: |
‘:&i
N )

Maximum number of lines in compatt mode: |2 }

Show these columns in this order:

| Importance -

| Reminder

Icon

Flag Status

Attachment

From

| Subject

|Received

| Size
| Categories

Add ->

<-Remove

New Column, .,

Jofall jedas Lin
W JLga) a3 o)
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OV Nk g 1 WVEN PPV R

s b LS i) LAl o8
asii cldlasy) Cha slgdl) aie g

(A 5 Ja g5 L

paall s Ao jaliall

A=

Microsoft Outlook 2013

Joia a)) s clrand Jas DA (e diSal g (Group by) s paad 2

Group items by

| Conversation

‘/l Automatically group according to arrangement

| fnone)
Show field in view
Then by
| {nons)
| Show field in view

Selectravailab!e fields from:

Frequenbnv-userd ﬁelds -

@) Ascending

Descending

(@) Ascagding

Descer

(@) Ascending

Descending
@) Ascending
Descending

Expand/collapse defaults:
As last viewed

S ) iy Ua 0n
Lifg il ) . uallnl)
o gl s A ) el
oAl b Jial) jlglil g plis)

o LA Ay Jia (o) i pualiall i 5 Jae (e ey (SoOrt) J2 .3

Sort items by

13 (") Ascending

Theh by

| (lone)

en by

{none)

A
1@ Descending

B @) Ascending

Descending

) Ascending

Then by

{none)

; Freduén‘tiy-u-sed -ﬁ-eIAds A

Select available fields from:

Descending

[=]

CaE (b ) e sl S
Bl ga o il 48 s

=1l
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@&Jiw&%ﬁwww&@g(ﬁlter)m 4

Gagl) GlSa yaal s Ua
iy ghal) dalgl) oo

Messages | More Okoices | Advanced | SQL |

Search for the wort\'lé)'\gub
In: yect field only

[/ From... ]:ouﬂookr
d

Sent To... ] | | e % .‘ d% o "*' (|
[ where Tam: the only person on the To fine - | RS Ll aly ;LSL.U u_g dals

Time: |none [=] | Anytime

ok || cancel || cearal

LSy (0o ) Jiay sualiall dhaai Jany cuad Lin
1 e dduatll o3 (Outlook) Sl i) aul
ok L de A AL slgilY) die g (ula)

dga g bdl) J8& B asatl) g giuall g Baas ) (e Ay jh paat (e dliSad A 9 (Other Settings) Al i)
5s) Al & Jad 5e) AL

Other Sétﬁngs

Column Headings and Rows

8 pt. Segoe Ul | 7] Automatic column sizing
- [C] Allow inell editing

[ Row Font.., ] 8 pt.ySreAg(?e UI | |_|Show "new item” row
Grid Lines and Group Headings
Grid line style: [No grid lines v] [V] Show items in Groups

AutoPreview
Font... '8 pf. gegoe ul () Preview all items
() Preview unread items
©) No AutoPreview
Reading Pane -
© Right () Bottom ) Off [ Hide header information
Other Options

[T Use compact layout in widths smaller than | 100 | characters

@' Always use singledine layout () Always use compact layout
[¥] show messages from all folders in expanded conversation groups
[~] Show conversation groups using Classic Indented view

ok [ conce

Mail

5&8ifice 365
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oty goa Jalanl Alla B LAY yedsy S (G ) 3) iy Lgda g (Conditional Formatting) (ol (s
paliad)

[ ¥| Submitted but not sent

] Expired e-mail L ’ .

|[¥] Overdue e-mail o3gd adll L) gawdi Jus a3 Ui
|[¥] Messages in other folders S 5al) 30 A 5

Properﬁés on selecﬁed Vn.rde
L!nread mMessages
Font... 8 pt.isrégoemr

Condition

Format: Biimap witﬁ popup Ilst

| Reminder Labsl | Importance
| Attachment

From i
| Subject Width: (9] Specific width: | 2.00

|Received Best fit
| Size

| Categories
|Flag Status

Left (@ Center Right

BaasY) L o J8d A asadl) aly Lgdag
W papalll 3liaa g Lalayl

os Ll a3 53 42l 925 Outlook 2013 4 aadl by sk o (G Le Gl o gl Ailuad) CI22SY) (o s 1gaD) 20y
AU Lgle ABLad) Cla)ae ) gaa g a3 3B g Wl

Mail
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Columns... Importance, Reminder, Icon, Flag Status, Attachment, Fr..,

Group By,.. None

Sort.., Received (descending)

Filter... Off

| OtherSettings.. | Fontsand other Table View settings

[ Conditional Farmatting... ] User defined fonts on each message

[ Format Columns.., I Specify the display formats for each field

Reset Current View » [ oK, I [ Cancel

Alad) palin) gpand (il 48k s g (e 2811 20y
ol Al jh e L&) (e el g (38 00 o A a3
Outlook 2013

La1ae ) 5 L el a3 Al Saand) (i jall A&y jha A8La) a3 38 g daadiall (o) (3 alile 53U N agad (3l ga o AN sic
s Outlook 2013 Lgivamsi

Views for folder “Inbox™:

View Name Can Be Used On View Type
<Current view settings> All Mail and Post folders Table
Compact All Mail and Post folders Table
Single All Mail and Post folders Table
Preview All Mail and Post folders Table
outiook 2013 , All Mail and Post folders Table

L&) a3 ol () 43y estription
Fields: Importance, Reminder, Icon, Flag Status, Attachment, From, St

Group By: None

Sort: Received (descending)

Filter: Off

[~] only show views created for this folder

[ oK J LApply_View ] [ Close
5 dbsa Ablai) (2 al) (il e AL oy

ki Qg BEM B e A o

=11
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4 = H o a5 Ll o Al Baaad) o2 all A8k o Jgand) (e Ga La ry (84l

ook2013  Compact Single Preview

Yo gLl a3 2B 5 (a2l Outlook 2013 A%kl JLis) YA (e Wguailald § Lgual 55
Save Current View As a New View... gjuns &ﬂ‘ JSH::I O\,s;d mu 34\9\"3‘ &ﬂ‘ th . .

Apply Current View to Other Mail Folders..

i From Subject Received \ Categories

Date: nesday
soft Outiook Outiook Test Mes Wed 9/26/201210:02... 13 KB
4 Joakim Hansson f&;ﬂ) ! il 3505) 6,.‘.‘..1,!...&,..;.\,. R © Wed9/26/20129:53.. 9k6
[~4 Microsoft Outlook Microsoft Outiook Test Message Wed 9/26/20127:35 ... 10 KB
-4 Outlook Team Get to know what's new in Outlook Wed 9/26/2012 1:47 ... 7 KB

Date: Monday
-] Soug.com Egypt Review your recent purchase at Soug.com Mon 9/24/2012 11:1... 15KB
<http://egypt.souq.com/eg-en>
Hello
Thank you for shopping at Soug.com <http:/egypt.souq.com/eg-en> | We hope you were satisfied and come back soon. Until then, we hope you enjoy your new item,
Date: Sunday
(-4 BlackBerry Web App World Download Email Sun 9/23/2012 7:57 PM 12 KB

Date: Last Week
Thu 9/20/2012 10:58 ... 10KB [] Red Category

Fri9/7/20125:10 AM 14 KB [] Red Category

Wed 8/29/2012 12:00... 10 KB [] Red Category
Tue 8/14/20129:28 AM 372 KB

Tue 8/7/20121:28 AM 9 KB [l Green Category
Sat8/4/2012 1:54 AM 666 KB [l Green Category
Wed 8/1/2012 11:11 ... 7KB

Fri 7/27/2012 2:19 AM 8 KB [ Green Category
Thu7/26/201211:14 .., 11 KB

Sat 7/21/2012 4:57 PM 8 KB

Wed 7/18/2012 11:03... 10 KB | Yellow Category

Sun 7/15/2012 6:38 PM 10 KB ] Yellow Category

Mon 7/9/2012 2:08 PM 19 KB HE Green Category, ... v

Outlook 2013 (il 48k g
Tl (B Lgidt (any

2. Messages Group

T— iCay g (A Al e Ao yall il psal) & g clidlaall o (pa ¢Sl LEA (e
LA g Cilalaall araad gl aal g alaal clislaall (2

ation Setting

Messages

Microsoft Outlook

Show messages arranged by conversations in:
L35,

[ Anmaiboxes | [ Tnistoider | [ cancel

il
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3. Arrangement Group

- N e s
= Y B || [l Revseson <8 5 Outlook 2013 gl JMA (e dlisay
tr - | it A - o ., . H . .
Missaos ™ Flag: Start Date ™ Flag: Due Date [E size & subject =B ::Li::lzr;;;e ' Qi S ) JOA e dld g alaa Lf‘ & palind)
EEMIEW.T. Y g - - « CECY] b
AUl ) (b i S iSay g

Arrangement

(Date) <85l cua i il

(From) Jas! ) ass) qaasa s jil)

(TO) A3l Jou ol sl o )

(Categories ) Al £ ¢ Ciiual caua i Al
(Flag Start Date ) Caal) f il 2ol cuwa g 3l
(Flag Due Date ) Jhdal) g i) 2l coa qu )
(Size ) paad) e i )

(Subject ) g s 9all G i i)

14 0@ From Subject Received Categories

4 ¥ Fiag: Due Date: No Date
= Sun 9/30/2012 2:27 PM

Mon 9/24/2012 11:13 AM

Sun 9/23/2012 7:57 PM

Thu 9/20/2012 10:58 AM [ Red Category
Fri9/7/2012 5:10 AM [ Red Category
Wed 8/29/2012 12:00 PM [0 Red Category
Tue 8/14/2012 9:28 AM

Tue 8/7/2012 1:28 AM [l Green Category
Sat 8/4/2012 1:54 AM [l Green Category
Wed 8/1/2012 11:11 PM

Fri7/27/2012 2:19 AM [ Green Category
Thu 7/26/2012 11:14 AM

Sat7/21/2012 4:57 PM

Wed 7/18/2012 11:03 PM [] Yellow Category
Sun 7/15/2012 6:33 PM [] Yellow Category
Mon 7/8/2012 2:08 PM [0 Green Category, Red Category
Sat6/23/2012 1:40 PM

Wed 6/20/2012 10:27 PM

Wed 6/20/2012 8:44 PM

Tue 6/12/20129:52 PM

Sat 6/2/2012 5:49 AM

Tue 5/29/2012 8:52 AM

Thu 5/24/2012 10:31 PM

Wed 5/23/201211:16 PM

Wed 5/23/2012 3:32 PM

Mon 5/21/2012 10:27 PM

Sun 5/20/2012 11:26 PM

Fri 5/18/2012 11:25 PM

Fri 5/18/2012 10:48 PM

Fri 5/18/2012 9:32 PM

Fri 5/18/2012 9:20 PM

YPLEEDDIDE

iy 30 Ale Mlaa B B g gl ualind) (any a5 iy Jalal o3 (galud) JLEN
534l a1l g2) Coa Wby )l jall g) @ guagall o) S ) o) oS o L 5
Ca LSS (a0 el (e s i 5 DA e gAY el g) JIA (a9l Baae By glins
Gl JUal) (B LaS i 1) i g S A A Alaa (o) pualie aa Jaladl) Sy g S
( Al 52 clukly a1 i Jga )




E

ng. M. Abou Elela Microsoft Outlook 2013

4. Layout Group

T EE Cra JS SR ) (2 e MSa B asal) dliay Lga g

Folder. Resding: ToDo (Folder Pane) Glalaall @M:IA s .1

. (Reading Pane) Jiwll g e 3 .2
(To-Do Bar) algal byl s 3 .3

Se urrent Mailbox (€ ) £ | Current Mallbox ~ | "% REPLY (3§ REPLY A 2 FORWARD
4 FAVORITES Ed REPLY £Q LBy, 2 “ October 2012

Inbox Al Unread ByDate ~  Newest ¥ Tue 10/23/201212:02 PM SU MO TU WE TH

fice book g = 30
HHER 4 YESTERDAY Microsoft Outlook <m.abouelelaa@g 012 &4

o \ - 8 9 1011
4 M.ABOELELA@HOTMAIL.COM mf;:;?&gﬂ:?ss‘t(Musage Tue 12:02 PM Microsoft Outlook Test Message 15 16 17 18
fiblo This is an e-mail message sent automatically by Microsaft To mohamed 2 B s
Drafts (This computer only) 4 MONDAY
Sent This is an e-mail message sent automatically by Microsoft
Trash 7 Mon 2:39 PM Outlook while testing the settings for your account. You have nothing scheduled today,

2930 31 1
5 6 7 8 9

Mon 9:53 AM

Sat10/20

Fri 1019

I MABOUELELAA@GMAIL.COM —

Help! Thu 10/18
Hello Mohamed, If you are n busy and when you

TeamViewer News

TeamViewer provides secure access to remote computers Thu 10/18
Having prablems reading this newsletter? Click h

Facebook @ see more sbout me me

Facahank lnnin fram “hh™

Mail Calendar People Tasks

5. People Pane Group

L 5 Lt iy 585 Ay 51 oy rpucl) iyl £ gf a0 Ayl B pSatl o Lgrhag
O iy LT g5 3 ) il pal) g 25 sl 5 il Gland 3 e lany

People Pane
No
Minimized
Off

Account Settings,

[2Y]13Y

4:21 AM 6/2/2012
4:20 AM 6/2/2012
4:20 AM 6/2/2012
4:20 AM 6/2/2012
12:58 PM 4/24/2012
12:56 PM 4/24/2012
12:55 PM 4/24/2012
12:52 PM 4/24/2012
12:51 PM 4/24/2012

G Allltems
=l Activities
& Mail

i Attachments
{8 Meetings
[Z) Status Updates

PODDDDDDD D

3il
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6. Windows Group

B (Reminder Windows) cigill 338U
Reminders Open in New Close L@G"‘ UA Le_.' AJ:\SE Le_'e"ﬁ ?3 ‘ﬂ‘ ‘;‘l l“.tw“ . a-ﬂ-.ll:lA 5:.5 ' Le;\.ﬁ

Window  Window Al ltems

Window
(Open in New Windows) 8 338U g
Baa BN L8 Al ) i Aty Lgda

(Close All Windows) Jsli &)
1a5h 4,Lay) B ) 52 galdl g A gilall grali yall ) g3 asan (D

SEND / RECEN FOLDER VIEW

'i5z Ignore

p B Move to: 2 3 To Manager ¥ B >
\ [ [ Mesting p 9 g 3 C
% Clean Up - b o, R B3 Team Email  Done 1 “)u —
New Delete  Reply Reply Forward [5jmiore -
Al

: —| Move Rules OneNote Unread/ Categorize Follow
Email Items~ %©Junk~ : ;

3 Reply & Delete  # Create New preas g

Y Filter Ermail -

New Delete Respond Quick Steps & Move Tags Find

e e o lc Adailb .

4 FAVORITES Sequenl - -
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Items in View
Header ltems in View
Unread ltems in View
Reminders
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=—1¥| Use voting buttons \Approve;Reject]
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