Learning in the digital era
Transcript: Microsoft Outlook

In this video we're going to look at the key features of Microsoft Outlook, we'll be using the Windows version of the app, but the skills you'll gain are transferable as the features are similar across all platforms. It would be helpful to have the app open at the same time so you can follow along. After covering each section we'll have a pause period where you can stop the video and try out some of the features before moving on.
We'll start by exploring the Outlook interface, when you first open the app, it will look something like this. Like other Office programs, Outlook has a menu at the top of the window that splits into tabs and ribbons. It will as default, open on the Home tab which contains the main options you will need to use. Down the left side you'll see a list of folders such as inbox, drafts, sent mail, deleted items, archive, and junk mail. By selecting one you'll then see a list of emails within said folder. To the right of that is the main window, this will display the email that is currently highlighted from the list of emails. Take a look at the interface then press play when you're ready to carry on.
Next we're going to look at how to work with contacts within Outlook, sending and receiving emails and email signatures. If you want to send an email click 'New Email' in the Home tab, from there you can add the email addresses you would like to send the email to, add any cc's or bcc's, write your email and add any attachments, then once your email is prepared press Send.
When you receive an email it will appear in this list here, however it may also end up in your Junk Mail so make sure you regularly check that folder just in case. If you want to reply to an email select the email, then either click Reply if you want to only reply to the person who sent you the email, or Reply All if there are multiple people in the email and you would like to reply to all of them.
Using email signatures is an efficient and quick way to sign off on an email. You can set up an email signature when composing an email; in the New Email window there is a Signature option, within the Message tab, click on this and then click on Signatures. This window will then appear, from here you can create a new signature as well as delete, edit and rename existing ones. Once you're happy, press the OK button, your signature will now appear in a list when you click on the Signature option.
Let's pause for a moment so you can have a go at what we've just gone through. Press play when you're ready to move on.
Finally, we're going to take a look at creating and managing calendar events. At the bottom left of the interface you will see a calendar icon, if you click on this it will take you to your calendar. You will also notice that the ribbon of the Home tab has now changed, and you now have a number of options relating to adding appointments and meetings. When you click on New Appointment this window will appear, from here you can; name the appointment, invite contacts who are either required or optional, set dates and times, provide a location, and add a message to the invite. As well as this, you have the option of making the appointment recurring, select the importance of it, and decide how the appointment will show up on the attendees calendars.
Creating a New Meeting works in a very similar way. If you have Skype or Microsoft Teams is connected to your Outlook account, then you can also schedule a meeting from here, this works in the same way as creating a standard appointment except that the location is automatically set to the Teams room, and you can join via a link in the invite message box.

Outlook is widely used in businesses, so having a good understanding of how to use it is very important.
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