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Auto Account Setup
Click Next to connect to the mail server and automatically configure your account settings.

@ E-mail Account

Your Name: [mohamed
Example: Ellen Adams
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E-mail Address; Im.abodda@lmhnail.m 2010 djﬁj‘ @uﬁ ;\.E,U
Example: ellen@contoso.com

Password: | B —

Retype Passwdrd: W

Type the password your Internet service provider has given you.

(") Text Messaging (SMS)

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
+/  Establish network connection
&)  Search for m.aboelela@hotmail.com server settings
Log on to server
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Configuring

Configuring e-mail server settings. This might take several minutes:
«/  Establish network connection
«  Search for m.aboelela@hotmail.com server settings

+ Logon toserver
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Manually configure server settings
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t Clean Up ~ % @3 Team E-mail  Done By Rules - | B3 Categorize - | [} Address Book

New Dejete | Reply Reply Forward .

E-mail k!msv &lunk - ‘ / ,v;?|y o Hcte [ |Eqe Reply & Delete %5 Create New 4N Onetiote | W Follow Up 7 Filter E-mail =

New Delete Respond | Quick Steps Mave Tags Find

[search 5,13l & (Ctrl=B} p|

Arrange By: Date ] Newestontop 7 |ﬂ

There are no items to show in this view,

mmll Folder Navigation Pane
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S

To-Do Bar

suseL g ifepos

sl !tem Navigation Pane

Status Bar Server Status
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Customize Quick Access Toolbar . .
Print (Address Bar) ¢/ siall by i o
Save As
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(Tab Bar) cugill lué o

' File. | Home Send / Receive Folder View Add-Ins ‘50"
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1.File Tab
2.Home Tab
3.Send/Receive Tab
4.Folder Tab
5.View Tab
6.Add-Ins Tab

(Group Bar) <\e gaxall oy i o
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A5 Clean Up ~ 34 Team E-mail v (& Rules ~ tegorize [l Address Book
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E-mail Ttems~ | & Junk~ A Jois - 7 Create New = | Pl oneNote | W Follow Up N Filter E-mail ~
New Delete Respand Quick Steps » Mave Tags Find
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Home Send / Receive Folder View Add-Ins

Account Information

m.aboetela@hotmail.com

| 2 MAPI 5 !

3 |
_ 2
b Add Account
Open —_—— ‘
Print = Account Settings
‘@H Modify settings for this account and configure additional
Help S connections.
Account
[ options | Settings - |
B et
P Mailbox Cleanup
_i} Manage the size of your mailbox by emptying Deleted ltems and
archiving,
Cleanup
Tools -
" Rules and Alerts
:‘fj Use Rules and Alerts to help organize your incoming e-mail
= messages, and receive updates when items are added, changed, or
Manage Rules removed.
& Alerts
43La] Cloghe
o AC 50, Aol pas 1l g ok daal oy S Microsoft lows] Slaginey
Outlook Hotmail Connector &5 2 JLaril &4.55 Microsoft.
Slogine
L

& Microsoft Outlook 3 Akibu i gl A3 8 gia cils Al ) ol oY) (i (5 i FILE qugs (398 A aie
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(Save as — Save Attachment - Info - Open — Print — Help — Options — Exit)
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W sove atachments Account Information

- m.aboelela@hotmail.com
. &

9P Add Account
Open S

Print

Account Settings

m Meodify settings for this account and configure additional

Help connections.

Account
121 Options L Gettings ~ ‘
Aa aall clblual) aa Jaladl)
Lqéla 2\:\:\&\‘5 % Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted Items and
archiving,

| [
odlae g i el (Fsria pa Jaladl
Leadds ) g Jila ) a g Rules and Alerts

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

Minage Rules removed.

& Alerts
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1. General

General General options for warking with Outlook.

Mail
Calendar User Interface options.

gé LGJ;L&I J’JS‘\" Q‘Jl:\ﬂ‘ M L;é m 0‘ O&gﬁ @M‘J Contads 9] Show Mini Toolbar on selection

O
Tasks [9] Enable Live Preview
Color scheme: sitver ]

0‘ Jﬂ ajﬁ O.-H eﬂu J:\S‘ u‘-&l OJS ‘;é ?s&ﬁ‘ LG-.\A 9 éﬂu J:\S‘ Hotes and Journal Screenfip style: | Show feature descriptions in ScreenTips | v

Search
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. N — i ]
Suaal) byl a2 e 48y S

Customize Ribbon

Quick Access Toalbar [¥] Make Qutioak the defauit program for E-mail, Contacts, and Calendar

Add-Ins

Trust Center
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2. Mail
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3. Calendar
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4. Contact
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Microsoft Outlook 2010

General

Mall

Calendar

Contads

Tasks

Notes and Journal
Search

Mabile

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ns

Trust Center

| Change the settings for messages you create and receive.

Compose messages
Change the editing settings for messages.

Compase messages in this format: |HTML | ]

Ay Always check spelling before sending

[¥] 1gnore original message text in reply or forward

% Create or modify signatures for messages.

% Use stationery to change default fonts and styles, colors, and backgrounds,

Outiook panes

Customize how items are marked as read when using the Reading Pane.

General

Mail

Calendar

Contadts
Tasks

Notes and Journal
Search

Mabile

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Change the settings for calendars, meetings, and time zones,

Work time

L) Work hours:
Start time:
End time:

Workweek: [¥] Sun
First day of week: | Sunday

First week of year: |Starts on Jan 1
Calendar options
7@ Default reminders: |15 minutes [

[V] Allow attendees to propose new times for meetings

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

Add holidays to the Calendar:

Wed [[] Thu [ Fri

Change the for viewing Free/Busy i

[Enable an alternate calendar
=5 ™ =

General

Mail

Calendar

Contacts

Tasks

Notes and Journal
Search

Mabile

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Change how you work with your contacts,

Names and filing

g Default "Full Name™ orde; First (Middle) Last .
Default ‘Eile As” order; (1) | Last, First .

Check for duplicates when saving new contacts
Linking
% [] Show contacts linked to the current item
Contacts index
Show an additional index
Additional contact Index: [Thai |~
Online status and photographs

& [7] Display onfine status next to name
[7] Show user photographs when available (requires restarting Outlook)
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5. Tasks

(L @ Change the settings that track your tasks and to-do items,
Mail
Calendar ey

Contadts Set reminders on tasks with due dates

L 935y o585 (A1) algeal) (la e A8y o alas ) Sliay g g I o

Hotes and Journal [V] Send status report when | complete an assigned task
. . .
o) f (o) (Gadilly Lgo & Sall dlle e o g c..uJ...n < St Ovesdue ook colo
o J . - Q -
= Mabile Completed task color:
.
S u'wl.u L Set Quick Clickflag: [ Quick Clck., |

Advanced

Work hours.

gl?) Task working hours per day: |8 L
Task working hours per week: |40 _}iﬂ

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

San m Change the settings for Notes and the Journal.
Mail

Calendar Notes options.

6. Notes& Journal ] oencaer

Tasks
Defaultsize: | || Medium :
Notes and Joumal _ |

Search ont, | [tptcaon |

[V] Show date and time that the Note was last modified

Mabile
M p - - PXE - - e =

bl g g oty Al sl ga Jaladil) La — Ll

Advanced Change the settings for recording when Outlook items and other Microsoft  Jou Opti

o . . . - .
oL A ) a Lghdig la £ & sl g) dlgnidl e S
] sl ’y II’IS pa Quick Access Toalbar

& ‘J JM‘ Add-Ins

Trust Center

7 . Search Sl p Change how items are searched with Instant Search,

Mail
Calendar Sources

aithJ Qul.bzd\ d&\d m‘ a-‘-l{w)h 4‘&‘ &SA-I’ LG-.\AJ Eontads @ Change the Outlook stores indexed by Windows Search

Tasks

MJ @m‘ Uh B Notes and Journal Resuits

Fee Include resuits only from:

@ Currentfolder

Mabjle ) Allfolders

g Include messages from the Deleted items folder in each data file when searching in All
Ttems.

Advanced [¥] When possible, display results as the query is typed

Improve search speed by limiting the number of results shown
[¥] Highlight search terms in the results
S— PR

Add-Ins Notify me when results might be limited because search indexing is not complete

Customize Ribbon

Trust Center
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8. Mobile

Cra diSal g Outlook 2010 ) il aiaa 3 3ae A 9
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9. Language
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10. Advanced
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Microsoft Outlook 2010

General

Mail

Calendar

Contacts

Tasks

Notes and Journal

Search

Change the settings for items sent to a mobile device.

Send a summary of your schedule to a mobile device Calendar Summary Settings..
Reminders
Get reminders on a mobile device

Mobile Reminder Settings...

Mobile

Forward Outiook items

Language
Advanced

Customize Ribbon
Quick Access Toalbar
Add-Ins

Trust Center

Forward Outiook items ta a mobile device Configure Forwarding...
Mobile options

Configure options for mobile messaging

General
Mail

Calendar

Contacts

Tasks

Notes and Journal
Search

Mobile

? Set the Office Language Preferences,
b

Choose Editing Languages

Add additional languages to edit your documents. The editing languages set language-specific features, induding (1)
dictionaries, grammar checking, and sorting

Editing Language
English (US) <default>  Enabled
Arabic (Saudi Arabia)  Enabled

Keyboard Layout  Proofing (Spelling, Grammar...
7 Installed [l
S Installed =

[ setas pefoutt

Language

Advanced
Customize Ribbon
Quick Access Toalbar
Add-Ins

Trust Center

1Add additional editing languages] =]

Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help 1)

Display Language
1. English <default>
2. Arabic (&3]

3. Match Microsoft Windows 3. Match Display Language

Help Language

[ setas petaut | [ set as Defautt
- View display languages installed for each Microsoft Office program

8, How do get more Display and Help languages from Office.com?

Choose ScreenTip Language

Set your ScreenTip language i | Match Display Language
#, How do T get more ScreenTip lanquages from Office.com?

General

Mail

Calendar
Contacts

Tasks

Notes and Journal
Search

Mabile

Language

[ aavancea

‘0"”1 Optioris for working with Qutiogk:

Outlook panes

Customize Outlook panes.

Outlook start and exit

gy Start Outiookin this foider [Sinbox

Empty Deleted Items folders when exiting Outlook

Browse,..

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Reduce mailbox size by deleting or moving old items to an archive data file.

‘i'i\ Show reminders
7] piay — | [CBrowsenn.

Export

&) Export Outlook information to a file for use in other programs.

RSS Feeds

‘ o [7] Any RSS Feed item that is updated appears as new
[7] Synchronize RSS Feeds to the Common Feed List (CFL] in Windows

Send and receive
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11. Customize Ribbon o —

Mail
Customi;

Calendar = e e T

Contacts

ST [ Account Settings... Main Tabs
A (W] Address Book. & [7] Home Mail]
Automatic Replies... 5 New

Notes and Journal
Close All Items. B Delete

(v UiSay Outlook 2010 el s 8 5sall 038 A (e

Mobile

Manage Rules & Alerts... B Respond
Meeting & Quick Steps
New Appaintment & Move

# RSS

. - - - Bl g v Language (83 New Contact
Cra UiSay LaS o pail) g il gaaall dda pdi) il gSa (asadl - i et 2
a
=

Print. [ Send/Receive [MAP/POP)
Save All Attachments... (& [¥] Home (Calendar Table View)
Save As @ [¥] Home (Calendar)

A4 a b 4 & <y Send/Receive All Folders —— | @ [@]Home (Contacts)
daladin dauds s @ALU.J\ agal ol g Lt laladiin i B s : i
- * * N Trust Center @ Wwork offline & [7] Home (Notes)

@ [¥] Home lournals)

Lal) Jsuasl) Al sy ol s clilalia) g e

de-ﬂﬁ ‘i\:\ﬁ-.l &:IM‘ RAJS ‘:I‘deﬁ‘ uiﬁ Q;LJM:J‘ d&.ﬂ [ customize ribbon | Options & Find

Quick Access Toalbar

General

@ Customize the Quick Access Taolbar,

12. Quick Access Toolbar - s conmars o

| Popular Commands =]

Contacts Customize Quick Access Toolbar:

s <Separator> i Send/Receive All Folders

[l Address Book... ) Undo

Notes and Journal al Automatic Replies... % Update Folder
Back

& Close All ltems

Mbile X Delete

O UiSay OUtI00K 2010 ek 8jsall 028 JNA (e 9 sy s

Advanced @ Forward

Saanil) g o)) gind) Jay p ga 5 92 gall il gVl il g4 (amadl o || [ M

by 5 0 A dasdioaall ol s J g sl S Laa L o) S ==
- o gee U Trust Center (& NewTask R
Lga Jaladll g g pail) A0S A g o 2 owen

|93 save Al Attachments...

B saveas

) send/Receive All Folders

|Z} setup and configure all account types
¥ Undo

& Update Folder

@ Work Offline [ Modity... |

Search

Customizations: ¥ | D
Show Quick Access Toolbar below the
Ribbon

e

bl Aga) o A il gSall e G ity 12 (Y
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£3 \@ #lgnore x = = M () Bl Meeting 3 Move to: 7 3 To Manager ‘ 33 \/.’ LE* [ ] E Y

’ s %= Clean Up ~ ¢ i i (A4 Team E-mail « Done Ll s [ Address Book
New  New Delete Reply Re Forward i, v ~ z T3 Move Rules OneMNote Unread/ Categorize Follow

E-mail Ttems~ | & Junk~ Py A'IJI’V 2 More (=4 Reply & Delete 7 Create New = ¥ o8 Gend 9 Up- | 7 Filter E-mall =

New Delete

1. New Group

oF

New  New

E-mail Ttems =
New ' ‘

[ —

2. Delete Group

I~ Ignare x

%= Clean Up ~
Delete

Microsoft Outlook 2010

HomeTab | 4

Find 3 Contact ~

Respond Quick Steps Maove Tags Find

B N A g B Jaal Jlea ) ADIA (e poaial g ililal) g Jaladll ol lga g 2 A gana
BaY Sl IS g pad g g dw\aﬁg‘&w;\u.ﬁhj&yQWEJ\JJ\JS\A..\SQ

E-mail Message

Appointment
Meeting
Contact
Task

PeEEEE

Text Message (SMS)

E-mail Message Using »

More Items »

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

Ignore e
éﬁﬂ\gﬂhﬁ\éﬁdﬁﬂ\?\@bhﬁéwu{gﬂﬂ\gﬁ&a&idﬁm‘)ﬂﬂ‘)
SR Vg inal) il ) 4ES sy 984 IgnOTE

CleanUp e
o AL Al alaa (o) (e (it (g SN & Aualdl) Jila pl) Ciulals

& Block Sender 4

Never Block Sender

Never Block Sender's Domain (@example.com)

Never Block this Group or Mailing List

& | Mot junl
| Junk E-mail Options...

3. Respond Group

4 _:& __4 E‘Q.Meeting

Reply Reply Forward 3“_“ More ~
All

Respond

Junk e
lagal) Jibs 1 e ) il 1) Gy Joau )
Delete o
Al alaa o) g el Laldd) Jibu 1) (5 gaiaa (1 B lida Al ) s

WEW&M\JW\&MJS\&JJS\M@JQKSW

Replay e

a8 gl pa ) (s A Al g Dla ) o a0 e liSad A g
Replay all o

8aa) g 4ada agal) S pall gran g Sl ) A Al ) 35 e il

Forward e

E_A Forward as Text Message

4 |
il Forward as Attachment

W gine by A gadd ) Al 4 58 (e dlisa
Meeting e
LAY B 3o gall (g9 ALlial 3 ga uthrg Al ) o 3 e ligal
Zaliall Al
More e
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4. Quick Steps Group
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=g Reply & Delete & Create New
Quick Steps . Moveto o
alag il o JLSAl a g8 (ra dlaa ) 3l Al o) dp gill ardiad
2y Lagh alaal) auly ) 55 5 el 03¢0 Jlaniaal Jg) 2 oalac]
Team E-Mail o
e o A Ay Sl 585 Cpma ol Fa ) gy A gana s L) (e eliad
Replay & Delete o
LA Al ) e i Juupall o 3511 (e LS
To manager e
Bydlsa ab LAl o g8l (aldld) Bae o) padud 4y ) B Ll Al ) Jagadl addicd LA
Done o
Ao ¢ g jha dadle pudagg Ay saty Allu i) (ha slgil¥) die addiud A
Create New e
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5. Move Group
Alaa ) dlaa () O LgilSa g Al (g1 el Al (e A ganal) 030 P (e galaieds g
& & ey gabinl) a sy o Juad () A (s Jasad 5) 3ol puda g iy LS )

Mo've RT'les OneNote ' M OJQBI_) g:\s‘ # 09"‘ .AS%A (JM d«.u\)!\ ‘h ;ULUIJ
Move

6. Tags Group

- O liSai de gana A g
(= Sm ¥ . G . s _—
Uneesd/ Gategpri Foll (Unread/Red) o _Uas alaa b Al ¥ £ 5 8a & gl e g ladade pay o

Tags

(Categorize) . LaS Lghiuay s Lgd 3330 (51 g BIA (o Jil ) s
(Follow Up)tay Ll 33 gally & 838 Alu jll aii dadle Jas @

7. Find Group

Find a Contadt ~ &km Le-l;ti OAJ L:\Azi 3934.;.4
ot A v (Find Contact) duoall aul 4% Al g1 g gl o
rerE-mail = [ Hasattachments - N . N . e . N el -
Find rl B i week i dly dualdld) oy glind) (3 gaina (2 slanl] plarg A8l) o) Syl @
T HR Categorized > (Address Book)
4 (Filter E-mail)diell gae &kl jhdes o
&, SentTo:MeorCC Me
% More Filters..,
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/Send/Receive Tab} o

ljzil ._‘»i, Update Folder |°:£ji = } By Mark to Download & %

e izdl Send All =] —! ¥ Unmark to Download -

Send/Receive _ Show Cancel Download - Dial-Up Wark
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[ Microsoft Outiook Microsoft Outiook Test Message
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3. Arrangement Group
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4. Layout Group
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6. Windows Group
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