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| ntroduction to Microsoft Outlook 2003 M all

Starting Outlook Mail 2003

Doubleclick on the Microsoft Outlook icon on the Windows desktop
(seeright), or click-on the Start button in the lower left corner of the
screen, then click -on Programs, and then click -on Microsoft Outlook

Inbox

When Outlook 2003 appears, you will be in the Inbox where the mail you receive is|ocated.

Your Inbox screen should look something like the image.
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The mail messages that you receive will be listed in chronological order



Creating and sending a new e-mail message

If you arein the Inbox and desire to send a new e-mail message to a person or group of persons
click-on the New Mail M essage button in the button bar.
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In both cases, the below screen should appear.

E® Untitled Message EEX
help - ®

P Fle Edt WView Insert Format Tools Table  Window  Help Type a question for

iR V] TRk A Y

xﬁ Normal = Times New Roman = 12 =

idzdsend | ([ - |2 B4 ¥ B | ¥ |8 ) options... - | RichText
i To...

Subject:

3l

First, click-in the area to the right of To:. For now, type-in the e-mail address of the person, or
persons, to whom you desire to send this e-mail message. Next, click-in the area to the right of
Cc:.. Again, type-in the name or names of others whom you would like to receive copies of this
message. If you type-in more than one e-mail address, separate the addresses with a semi-

colon (;).

When you have completed your e-mail message, click-on the Send button in the upper left hand
corner of the screen.
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How to send an Assignment using email

To... eng.ca@fit.ac.cy

Cc...

Subject: AMEM 100

Dear Sir,

| send you the Assignment 1 for the course AMEM 100
Regards,

Georgiou George (Reg. Number 3767)



