Procedure: Outlook Express Email
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Outlook Express provides access to your email on your own computer. The procedures
provided here will allow you easily perform some simple tasks.

Saving an Email Address From a Received Email

When you receive an email from someone, and you want to add the email address to your
address book, do the following:

1. Open Outlook Express (OE).

2. Double-click on the email, so it opens in its own window as shown here:

& Change of email address

File Edit ‘Wwiew Tools Message Help "f
g & v < X © O w

© Reply Reply all  Forward Prinkt Delete Previous Mk Addresses

From:

Date: Thursday, April 22, 2004 5:31 PM

To: IUndisclosed-Recipient:;

Subject: Change of email address

Hiall

Flease note my new email address. [ will soon be disconnecting
atiatithat@ ozetmail comoan. Wy hotmail account is the same
adil_nariman@hotmail com

Cheers

&l

3. There may be one or more email addresses you would like to save to your address book.
Double-click on any one of the names or email address (RED oval), or email addresses in the
From or To fields. This will open a Property window as shown below:



Adil Nariman Properties

Summaf}'lName Home | Busineszs | Perzonal | Other | MetMeeting | Digital 1Dz

Surnmary of information about this contact [| Add to Address Book, |j

Mame:  Adil Nariman
E-Mail Address:  anar3148@bigpond.net.au

Home Phone:
Pager:

Miobile:

Personal Web Page:
Business Phone:
Business Fax:

Job Title:
Deparktment:

Office:

Company Mame:

Business Web Page:

o) oo ]

4. Click Add to Address Book. This will open the following window:

Adil Nariman (Big Pond) Properties

Marne |H0me Buziness | Perzonal | Other | MetMeeting | Digital IDs

E Enter name and e-mail information about this contact here.,

Title: Disglay: || Adil Nariman (Eig Pond) vackname: adi

E-Mail Addresses: | ‘ Add

anar3148@bigpond.net.au {Default E-Mail)
Set as Defaulk

[]5end E-Mail using plain text anly,

| (] |[ Cancel ]

5. Make appropriate changes to the persons First and Last names, especially if these are just
email address with no names (RED boxes). Change the Display name (GCREEN box) which



is what shows up when you are adding email addresses to a new email message. Also, add a
unique Nickname (BLUE box), so you can simply type this in when composing/creating an
email.

6. Once done, click OK, and then email address will be added to your address book. You will
now be returned to the email message, where you can continue to add other email addresses
to the address book by returning to Step 3.

7. Once you are done with adding the new addresses, return to OE, but closing the email
message.

8. Now we need to delete any old email addresses that are not valid anymore. Use Tools |
Address Book... to open the OE address book. The following window should open:

% Address Book - Main Identity EJ@|E|
File Edit Y%iew Tools Help

H B X B 8 %

e Properties Delete  Find People Prinkt Action

shared Contacts Type name or select from lisk:

3] Main Identity's Contacts

Mame  +

EZladil Matiman (Hotmail)
EZladil Matiman (Oz Mail)
EZladil Mariman fwark)
E=lajay Prakash
EZlamrita Maguire (Home)
EZlanshita Dadachani
EZlavaan Bulsara

==l Rimdi-CiF a2 Badi

£

E-Mail Address -~

adil_nariman@hatmail. com
anariman@ozennail.com, au
narimaad@cba,com, au
nomadtrayvels@ysnl,com
amrita_maguire@yahoo, com

anshita.dadachanji@in,standa. ..

RealsteraB@aol, com
woehadi@indf wenl nak in

9. Locate the email address entry you would like to delete. Click once on it to highlight it, and
then select menu item File | Delete. Respond with Yes to permanently delete the email
address.

Note: Make sure to look at the email address on the right, to ensure you are deleting the
correct one!

10. Continue with deleting more addresses, and when you are done, close the address book.



Adding a New Email Address Entry

When someone tells you they have a new email address, and you do not have an entry for them

at all in your address book, do the following:

1. Open Outlook Express (OE).

2. Use Tools | Address Book... to open the OE address book. The following window should

open:

ROare 300 d (e
File Edit Y%iew Tools Help

H B X B 8 %

e Properties Delete  Find People Prinkt Action

shared Contacts Type name or select from lisk:

3] Main Identity's Contacts Name  +

EZladil Matiman (Hotmail)
EZladil Matiman (Oz Mail)
EZladil Mariman fwark)
E=lajay Prakash
EZlamrita Maguire (Home)
EZlanshita Dadachani
EZlavaan Bulsara

==l Rimdi-CiF a2 Badi

£

E-Mail Address
adil_nariman@hatmail. com
anariman@ozennail.com, au
narimaad@cba,com, au
nomadtrayvels@ysnl,com
amrita_maguire@yahoo, com

anshita.dadachanji@in,standa. ..

RealsteraB@aol, com

wehadiminAdF werl mak in

|

I

£

3. Select menu item File | New Contact ... The following window appears with no information

n it;

John Smith, {Home) Properties

M ame |H0me Buginess || Personal | Other

Mettdeeting || Digital D

E Entet name and e-mail information about this contact here,

Title: l:l Display: | John Smith (Home)

w | Micknarne:

o

E-Mail Addresses: ﬂ Johnsmith@HisCompany, Com

[ 5end E-Mail using plain kext onky,

0k ] [ Cahcel




4. Enter a First and Last name, a Nickname, and an E-Mail Address (RED boxes). You must
click Add (GREEN box), otherwise the email address will not be stored correctly. The
window should change to this:

John 5mith [Home) Properties

Name |H|:|me Buzinesz | Perzonal | Other || MetMeeting | Digital 1D

g Enter name and e-mail information about this contack here,

Eirsk: Middle: | | Lask: | armith (Horme) |

Title: I:I Display: | John Smith {Home) v| Mickname; | johnsh |
E-Mail Addresses: | | Add
JohnSmith@HisCompany.Com {Default E-Mail) J Edit ]

[
[ Remowve ]
[

Set as Defaulk ]

[]5end E-Mail using plain text anly,

[ ] H Cancel ]

5. Now click OK, and the email address has been added to your address book. You can close
the address book, if you do not have any more addresses to add, or return to Szep 5 to add
more addresses.



Changing an Already-Existing Email Address Entry

When someone tells you they have a change of email address, and you already have an entry for
them in your address book, do the following:

1. Open Outlook Express (OE).
2. Open the email that has the new email address in it.

3. Write down the new email address on a piece of paper, or copy to the clipboard by
highlighting the email address and using Edit | Copy, (or RIGHT-click the mouse and select
Copy from the menu).

4. Use Tools | Address Book... to open the OE address book. The following window should

open:
% Address Book - Main Identity EJ@|E|
File Edit Y%iew Tools Help
= X B 9 %
e Properties Delete  Find People Prinkt Action
shared Contacts Type name or select from lisk:
3] Main Identity's Contacts Name  + E-Mail Address F
EZladil Matiman (Hotmail) adil_nariman@hatmail. com
EZladil Matiman (Oz Mail) anariman@ozennail.com, au
EZladil Mariman fwark) narimaad@cba,com, au
E=lajay Prakash nomadtrayvels@ysnl,com
EZlamrita Maguire (Home) amrita_maguire@yahoo, com
EZlanshita Dadachani anshita.dadachanji@in,standa. ..
EZlavaan Bulsara RealsterAB@anl, com
F=lRimdiomiF 2 Radi wehadiminAF wenl mak in b
£ >

5. Locate the email address entry you would like to change from the list in the RIGHT column,
and double-click on it. The following window will appear:



Ajay Prakash Properties

Summar{| Mame | |H0me || Business | Personal | Other | MetMeeting | Digital IDs |

==| summary of information about this conkack

Mame:

E-Mail Address:  nomadtravels@wsnl.com

Horne Phone:
Paget:
Mobile:

Personal Web Page:

Business Phone:

Business Fax:

Job Title:

Department:

Office:

Campany Mame:
Business \Weh Page:

(1].8 ][ Cancel ]

6. Click on the Name tab at the top, which will open the following window with all the
information already present:

Ajay Prakash Properties

Summary | Mame | Home || Businessz || Personal || Other || MHethd ecting || Dhigital IDs|

g Enter name and e-mail information about this contact here,

Title: I:lDisglay: |.C\jay Prakash v|ﬂickname:

[E—Mail Addresses: | | add ]
[Eilnomadtravels@vsnl.com {Default E-Mail) Edit

(|
Set as Default

[]5end E-Mail using plain tesxt anly,

ok ] [ Cancel

7. Click on the old email address (in this case: nomadtravels@ysnl.com shown by RED box).
And click Remove (GREEN box).



8. Now enter the new email address into E-Mail Address (BLUE box). You can do this by
manually entering the email address you had previously written down, or pasting from the
clipboard using the RIGHT-click menu and Paste.

9. Click Add (GREEN box). This will place the email address in the list below (RED box).
The window should change to this:

Ajay Prakash Properties

Summar_l,ll EN |H|:|me Buziness | Personal | Other | Metheeting | Digital IDs

g Enter name and e-mail information about this contact here.

Title: I:l Display: |p.jay Prakash vlﬂickname:

E-Mail Addresses: | |

=INewEmailaddress@Wherever.Com {Default E-Mail) J Edit
Set as Default

[Isend E-Mail using plain text only,

[ ok | [ Cancel

10. Now click OK, and the email address has been changed in your address book. You can close
the address book, if you do not have any more addresses to change, or return to Step 5 to
change more addresses.



