Sending emails using Outlook Express


This handout is for Outlook Express version 5 – if you install Clicker from the course CDs it will install version 5 of Internet Explorer and Outlook Express is also automatically installed.  Don’t worry about your older version, it just upgrades it (
Load Outlook Express (the programme that runs the email system).  There are several ways to do this:-

1. Click on the start button, then programmes and then Outlook Express, i.e. start ( programmes ( outlook express.
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2. Alternatively you can click once on the fast launch icon on the task bar.  The easy way I find to remember the icon is that sending email is like sending a letter – the envelope with the blue arrows is the messages being sent by Outlook Express – hence that is the icon.

You will get a screen like the one below (ignore all the extra folders that I have made – we’ll do that bit another time!).  Click on inbox to see messages. 
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Your screen will change to look like this:
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Folders for storing messages     List of messages
Content of message – shown one at a time, depending on which message is clicked on

There are lots of ways to tweak your settings and do all sorts of clever things, but let’s get the basics sorted first.  Stick with doing things this way until you are more confident.

To send a message:-

Click on new mail – just image that you are going to write a letter – you get your paper and envelope ready. 
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  This is the symbol that you click on to start writing your email

(NB You do NOT have to be connected to the Internet whilst you write your email, only connect to send it – saves the ‘phone bill!).  
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Write in the address that you want to send it to – be careful not to make mistakes, as the slightest error will prevent it being delivered.

Give your message a simple subject that will alert the recipient to the content.

Email is an informal and quick way to communicate – unlike a letter you do not need lots of text, full sentences or standard greetings.

When your message is written, just click on send.  The message is stored in your Outbox until you click on send and receive – send sends your messages that you have written and receive collects any that have been sent to you.

The window will close and you will have your main Outlook Express window back – click on send and receive [image: image6.png]=i SENCO forum - Outlook Express provided by Freeserve L=18] ]
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 to send the message via the Internet – a bit like taking the letter to the post box!  Before you know it, it is delivered to your recipient and will wait to be picked up next time they collect their email (
This handout is for Outlook Express version 5
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