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Appearance of Outlook

After openingOutlook, you will be taken to your Inbox and the following scredhbe displayed:

Folder List TnaDn Rar

The left hand panel of Outlook ligtse mail folders(Folder List) If youdo notsee this list, go t6oA FolderList
The folder list contains the following components:

Calendarg Thecalendar and scheduling component of Microsoft Outlo®kis allowsouto manage your calendar,
2NBFYATS YSSiGAy3azr FyR YFylF3S 20KSNJ LIS2L)X SQa Ol f SyR
Contactsg The contact mangement component of Microsoft Outlook. This allows you to manage contacts and
distribution lists.

Deleted Itemsc Items that have been deleted from Microsoft Outlook are stored here until permanently deleted.

All items can be removed from here by righicking on Deleted Items and selectidgy LJG & ¢G5St SGSR L
Drafts¢ Messages that you start are stored here until sent out. If composing a message, you can close it and
retrieve it from this location at a future time.

Inbox ¢ The Inbox is wheraew email messages arrive until moved to another folder or deleted.

Journalg This component allows you to automatically record actions that are performed in Microsoft Outlook.

Junk Email ¢ Email messages that are classified as junk are automatically sent to this folder.

Notesc¢ KA ad O2YLRYySyid Iftft2a e2dz (2 ONBNotiesSare Wsefill ¥ i Baveyd 2 i ¢
AK2NI y24S 0 KI GmaRreSsags, @dintriiekhtitaskh of doactl y S

Outbox¢ Messages are stored in this folder very briefly before being sent. After clicking the Send button-on an e
mail message, the messagdl be stored inOutbox for a few secondsefore being sent to the-enail server

Sent Items ¢ Once a message has been sent, it will be stored in the Sent Items folder. This allows you to see when
ane-mail messag&as sent and gives you the ability to reference messages you sent to others.

Tasks; The task component of Microsoft Outlodk ¢ KA & ff26a @&R#AZ GRUONBE (1 ENXC
of the task, and assign tasks to another person.



