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 Welcome to Microsoft Outlook 15

Welcome to Outlook 2013

Outlock is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

aladiu Jay die 5 e JoY el s 3 Al

Next > I' Cancel

| Microsoft Qutlook Account Setupd

Add an Email Account

Use Outlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync

accounts.

Do you want to set up Outlook to connect to an email account?

Q) Yes
No
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Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Your Name: mohamed Abou Elela

Example: Ellen Adams

E-mail Address: m.aboelela@hotmail.com

Example: ellen@contoso.com

Password: FARKEXKKRARKEXHR
Retype Password; [T esssseasxansx

Type the passwaord your Internet service provider has given you,

Aol A g ASMYY Sy el AS Ay Uiy
~ ' Manual setup or additional server types ¢ gﬂ"’)ﬁ‘ ARSI

| [ Cancel ]

Searching for your mail server settings...

Configuring

QOutlook is completing the setup for your account, This might take several minutes,
v Establishing network connection
&) Searching for m.aboelela@hotmail.com settings
Logging on to the mail server

Ol siadl adldld) clalas ) g cud SN Jlal) Cpa (3820 Aty Ui
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Cancel
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Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account, This might take several minutes,
Establishing network connection
Searching for m.aboelela@hotmail.com settings
Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

Cad s M) ) Ol giall adAd) clatas ) g cul A Jual) (e (F8al) day
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Tl Agal g A Jsaall g sl

~| Change account settings | Add another account...

I Finish ]| Cancel |

Bl jlaayl b osly Alaall g AN duy s do Jgdall solua el ) gliad @S Outlook gebioe ¢ ARilad) geudl) 3
Jasn L pa Jalal) Liay) dliSay LaS s AT el s ) s Hotmail U g ashy)  pl) ALl aly

gigﬂﬂ?\‘ﬂdﬁ)ﬁdbd\ﬂemﬁﬁu.b ﬂmm&ubu&\hﬁkﬁwﬁaﬁﬁo\tﬂud\éau‘),\l\;\.ﬁ\‘gui\djiﬁid#

ITEMS: 0 WAITING FOR SERVER RESPONSE... & CONNECTED TO EXCHANGE ACTIVESYNC | - 10%
@AUJ,\H LQ'JJ\ o,ga.‘ Jl.EBM u.ﬁh
AN ey galAd) B el
FILTER APPLIED SYNCHRONIZING 'INBOX' W & CONNECTED | || 10%
Gl giaa Jaaad g Juaiy) oY) P'Ag
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FILTER APPLIED ® CONNECTED 0O B -———F—+ 100%
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Outlook 2013 Interface 1

L ) Al g Jo oY) (i g g Zalig B peid Aty AByLial) i gladld) ¢yl dic
Group Bar Tab bar Address Bar

SEND / RECEIVE FOLDER

ET Team Email v ategoriz [ Address Book

New New U7 Delete  Reply Re i )
° ¥ Create New s E on r -
Email Items~ € _reate Ne YFlIter Email

New 5| Quick Steps % Find

4 FAVORITES

Inbox All  Unread ByDate ~  Newest

Sent We didn't find anything to show here,

Trash

> MABOELELA@HOTMAIL.COM
Folder Navigation Pane

Item Navigation Pane

Calendar People Tasks

ITEMS: 0 DOWNLOADING FROM SERVER. ® CONNECTED TO EXCHANGE ACTIVESYNC [:] @ 10%
Status Bar Server Status
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Customize Quic

-hide Ribbon

Ay aa gy 9 qalingl) 32U o Aaag sy

d Commands
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sl byl o

FILE HOME SEND / RECEIVE FOLDER

e cle ganall LA g, (g e gannall Jay ydiy Sals Unlsi ) o ya 130 gl Jay i O aadg
WY Lgade G jatl i gan Al 5 bl danl jal) il o) (o o i) g i Ca AT g3 )

Gl gaaall by i @
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' Ignore x . EglYieeung oveto: ? 3 Tol age ¥4 Move - £ Untead/ Read
X Clean Up~ ~ ] ) E v g.;‘ Categorize ~ EBAd
F Delete  Reply ’

& Junk~ A fore~ | Re e eate MNew ' Note ™ FollowUp~ Y Filter Email -

Email Items~

New Delete Quick Steps w Move as Find

G5 U8 Adagi yal) e ganall g i gl oy i 7 i ) T g g




Eng. M. Abou Elela EH Microsoft Outlook 2013

b (mET) 4

AN sl JiS) 4y ja it S Taln A S JSy aaiicial) Aga) g ananal Bale) Al

©

ifo Account Information

Open & Export
Save As
#+ Add Account
Save Attachments
&l Account Settings
Eant L Change settings for this account or set up more connections.
Account
Settings -
Office Account
. =i Mailbox Cleanup
IpocEs =¥ Manage the size of your mailbox by emptying Deleted Items and
Cleanup archiving.
Exit Tools ~
Rules and Alerts
Use Rules and Alerts to help organize your incoming e-mail messages,
Manage Rules and receive updates when items are added, changed, or removed.
& Alerts
e - - 4 L e 2 . - wh 4 R \ 2 - TSN SR %4 .
G\ﬂ Microsoft@utlogk < Adlu &) i) 2 0 0 gk <uils g.d\ Acudla) o) oMY (el (o s Gued (399 Al aie

Jia dza Jaladl) g salas) g ABMS | g dlicLuda g Adada g Cila

uﬁMM\)A\JY‘uAMdL\A USSJLQAAAJM\JALALALMP&AJUACouéﬂhm&w\fb‘i\?}aau\kaﬁus\g
@Pﬂ\uw\b&ﬁﬁﬂmu{»ﬂaeﬁuw‘fﬂu{g FEOI

[ ]
(@b ) il sledind ) Calendar ) Outlook s e cliSa; A (ha9)

[ ]
( Outlook —ilas o) Text e (S cile g cusll ciladin atieas Al ) Bda (e 5 jpall 038 A (ha Liikay )

(]
(JLGAJL‘&BJ‘ "J@Jub‘;é@ufé)a\gﬂluj\ﬁam S5 5 R9)

(]
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[ ]
(AT g s 3 Gl d8La) DA (e dliSay Liayl g el ulls 7z odall dibia (e il glaall (g 30 b g )
A S 8 o) Al (e i Tl padiical) uludl) Glaal) and 598 Lia
o Account Information
Open & Export
@hotmail.com
Save As
Save Attachments
_ Account Settings
Eap Change settings for this account or set up more connections.
Account
Settings ~
Office Account
Za 2l cilual) e Jaledl =i Mailbox Cleanup
o @ oo Manage the size of your mailbox by emptying Deleted Items and
L@M A‘:"‘ls"“" archiving.
sdlae)g )l Bydia ga Jalall : Rules and Alerts
WJ\J d.ih.u).“ Ty =1 Use Rules and Alerts to help organize your incoming e-mail messages,

and receive updates when items are added, changed, or removed.

Lgadal Jilu ) oyl 8 Slas
Lgle S (o) Ala L Lgd Al

(SLadIBas aal (e g Lgm 3393 gall I LEAY) (B sk (e galiyal) AL Cilidana g JS& 8 aSall) DA (0 )

1. General Outoosopser

Genersl A s o
|*e® General options for working with Outlook.

Mail

] st Mini Toolbar on selection

B S gad ASY) Gl Al uad B DA (e (%ay gl
P T 7] Enable Live Preview
Q\J-\Y‘ k:i)&:l M‘J ?M\ @ML} ?SL"\S‘ Le...uj @Auﬁj‘ ' ScreenTip style: |Show feature descriptions in ScreenTips ||

o oall) die claglaall o e 48 kg galinll sadll —
Initials: m

-
.
GALI).\S‘ A-GAL’ | Always use these values regardiess of sign in to Office.
g O

Start up options

7] Make Qutiook the default program for E-mail, Contacts, and Calendar | Default Programs.. |

[ok ][ cancel |
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2. Mail

Al sgina gap LdS pdd WA Ga (Say
Gl gl gy L DY) (g8 Lglida A8, kg
Jila

3. Calendar

Tall b el g Ji diy Gl

S e N

L Ly L i gaud 3l 4] i g 8
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4. People

Cpobiad) ot aa Jaladll 43k slae) dliSey Lgdag
Gyjhy slaad) dasly Sl dyy B asa sl
s Jalail) A ggod Lgua &

‘Outlock Options

Microsoft Outlook 2013

| Change the settings for messages you create and re

Change the editing settings for mes:

Compose messages in this format: | HTML

Always check spelling before sending | Spelling and Autocorrect.

Ignore original message text in reply or forward

Create or modify signatures for messages, | signatur

Usesttionery to change default fonts and syles, colors, and ([ gioncr o Foree |
backgrounds, b Bl s

Outlook panes

Customize how items are marked as read when using the Reading

[ Concel

Outlook Options

Mail

Calendar

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

Work hours:

Start time 8:00 AM 3

End time: 500PM [+]

Workweek: [7] Sun [ Mon [¥] Tue [¥] Wed [@] Thu [] Fri [] Sat
First day of weeki |Sunday

First week of year: [StartsonJan1 [+
»ptions

| Default reminders: |15 minutes |
| Allow attendees to proj new times for meetin
esponse when proposing a new meeting tim

Add holidays to the Calendar: | Add Holiday

] [ concel |

QOutlook Options

your contacts.

Default "Full Name" order: First (Middle) Last| v
Default "File As" orden: Last, First

[¥] Check for duplicates when saving new contacts

ay online status next to name
Show user photographs when available (requires restarting Outiook)

Show only names in the People peek (requires restarting Outlook)
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5. Tasks

el o585 (53 plgall e Ayl Slae) ey Lgsay
018 A (Geadilly Lgn s dlile gl e g galisl) A
Sl Coulia

6. Search

a8 Ay g el ) JA13 i) iy sl 310 ) LIS Lgha §
Leludd ¢ C.al:uﬂ

7. Language

Tl Agaly it (e dliSay JUA sa

LS AS il adga (po Uaa Lgdaand oy cildd 33 O (e
to hidd ol claglaal) lgdil dad b asadl) Ly dlica
dgaly daa cliSey Miad (5 A iy galil) dgal ga Biliad)
D3 slanly @l glgadl Jledaly 4y 5ulady) Aalily geald
L ) A pad) A3l \gadili g g

Outlook Options

Microsoft Outlook 2013

Set reminders on tasks with due dates

Default reminder time: 800 AM [
[7] Keep my task list updated with copies of tasks I assign to other people

pleted task color:

Set Quick Click flag: | Quick Click.

Work hours

Task working hours per

Task working hour:

Cancel

Outlook Options

Indexing Options.

Search’
Lan Include results only from:
Current folder
@ Current folder. Current mailbox when searching from the inbox
Current mailbox
All mailboxes
Include messages from the Deleted items folder in each data file when searching in
All ltems
7] When possible, display results as the query
Improve search sp: y limiting the number of results shown
Highlight search terms in the results

] [ concel |

‘Outlaok Options

Editing Language yboard Layout  Proofing (Spelling|
English (United States) <default> Enabled 5 Installed
Arabic (Egypt) Enabled

‘ i

[Add additional editing languages] ]

7] Let me know when Ishould download additional proofing tools.

d Help Langua

Set the language priority order for the buttons, tabs and Help(:

Display Language Help Language
|1, English <defauit> 1. Match Display Language <def|

2, Match Microsoft Windows = 2, English
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8. Advanced vk Opin:

ing with Outiook

64 ddu:d‘ C)A ]..s - L-’:d“’ i:\él—\by\ QLAJS-“ ub_.‘ J%_.\ Lh o | : Customize Outlook panes,
4 bagagall Ayl (a8 aSadl DA (e galil) },
u.‘ﬁ ?Ai'&.u dﬁ &'\'ﬁ g:d“’ J:\Sﬂt’ @ﬂ“’ ‘j)l.é‘i\ ug)hj e 2 Start Outlook in this folder: | Inbox

o O = M N Ernipty Deleted kems folders when esiting Outlook
Ale ) Cuwa e\-\a.\u‘ﬂ | 9o D

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

AutoArchive Settings..
Reminders

(%) 7] Show reminders

[ ok ][ cancel ]

9. Customize Ribbon

‘Outlook Options

Customize the Ribbon,

; Choose commands from: Customize the Ribbon:
C)A L'\.':S.q @uﬁ SJ.-.\AM Gh dﬁ C}A s Popular Commands [~] VMalrnT?lV);
Cra UiSay LaS o gill g cile gannall dda il il o8 (Anadl Hamatin
S Gy iiliall da gl il Lata) e el ) = m 5 b
ENTEHE AR 3 SR RPN
Ll st Al sy, ol Shelilaliia) g =

Print
[ Save All Attachments...

s All Enldlare

ok | [ cancel |

Outlock Options

10. Quick Access Toolbar

Popular Commands

<Separator>

C)A u-.\s-ﬁzl @uﬁ SJ..A.AM Dh dﬁ C’A i [E2 Address Book.

Automatic Repli

&y giad) hgﬂ gé Slagagall &gVl cligla (auadld (@ Bomioce

Empty Deleted ltems

9 050 daadiuiall yal U J gua gl Jgon Laa Lgu Juamiill g ceribon || | FndaContas

Forward

Lgaa Jalall  a guaal) 408 4 g o by S 1

| Show Quick Access Toolbar below the
Ribbon (import/Export ~ |

Customizations:

»

oK H Cancel |

Zabal) Aga) o ) el gSall e il fa oY)
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[=1

New Vv °
Email ftems~ %o Junk~

New Delete

1. New Group

New  New
Email Items

New

2. Delete Group

I3 Ignore
x

Clean Up ~
Delete

& JunkE-mail Options.,

3. Respond Group

M~ H LAY N E‘.MEEtmg
—€ € 3 Em-
Reply Reply Forward _

All =[] More ~

Respond

(W7 Forward as Attachment

11

EH Microsoft Outlook 2013

E Home Tab i

=] Team Email

# Create New

Quick Steps

B B A g s Jaal Jlu ) ADIA (e e g clilal) ga Jaladl) ol Lgda g B de gara
LaY Sl JS (i gy Juall 4ga o) plaia) qulh g) 3o ga pLEI) g) 3 ) gl dule

b ey Jila ) g Jaladl) ¢Sy Lga g Lida A gana

[ J
B A PN Ao gl W) lile Ladald g S &y Aaldd) il ) (b
JLEAY) 13gy Ainall Jilu ) 431S sy 584 IgnOre
[ J
o JLAL Al Alaa (o) (e (a9 S & s Aalild) il ) il
[}
Alagal) Jibaa ) alaa ) Sl ) lany Sl )
[}

Al dlaa ) gl el Aaldd) Jilu ) 5 gdia (e B lid Al ) e

&m&%&hﬂbw\dﬁbaj\&s4}\&5@@3”3&}4@

[ ]

L Ll o A g A Al Al ) Jo a0 e diSa A g
[}

8aa g dndd agal) S yal) arad g Sl A Al 35 e liSas
[ ]

) giaa Gudly JA) gadid ) e ) A 55 (e S
[ ]

Lalil\SMQY\éﬁﬂ\&Jﬁj%M&y@hjﬂMj\uiﬁ.UMQA"J.'\SAS
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Al A e Alu ) e 3 ) e dlisa

A Alay B (3h aS daliuall Adla )l (ol Sl ) (3 il

4. Quick Steps Group

= - AT day Lagd S Lgalading g Bas) g 8 gal LadNaely addiiciall o g8y day s Cilp) o) A gana
Move to: 7 =5 To Manager . - .. vy e
E Team Email \/ Done LGJNA ‘:’A &h""‘uj ML“'JS\ &A d““‘“ @ﬂ & &\.\.l L’AJ

2 Reply & Delete ¥ Create New

O y o 15T s ) 0 ALy g e e 15 J5 Ul ) sl piied
a2y Lagd Alaal) sy an) i g 8 Jall 03¢d Jlariau) J o) 2
o o AL s 3 Jla sl 585 Cpma gadds fin 9) A3y A8 ganna L) (1 il
Ll Al ) grsa ol Jau pall e 3 411 (pa liSa
Bl ah JLEAL o g JalBll) 538 JFadd 2y 5 ) 6 lial) Al 1) gy sadl a2iieds g

5\.}5; QJJLLNQ @b‘g‘,&ép‘,&i\.‘.ﬂj\mmﬁ\z\memw\,

Ay aa B S aa Jalal) Ry 0 LA e o) Bl £1a Y Ladlae ) DA e s Aalild) dall) puda g pe SliSal A

5. Move Group
alaa ) Maa () (e LgdlSa sy Al () el Al (1 A8 ganal) 08 A (e galiliedi g
= B Jadaiy el ) o ghs Gunny Juad 1) ) A (s Ji 933 9) el aun g dliay LaS A
M?ue F!u'lea OneNote ]'i. GJQ;&Q d‘ # .“ '“9"‘;4‘ ‘_SA-H‘JM ‘h a-“.uJ

Move

6. Tags Gkoup
O il Ae gana (A g
oz Follow ojwd@égﬂngygthJ&‘g\;‘gﬁAhﬂQ@b‘g °

348 LS Lty g Lgd 3na 3l g A (o il ) s
GaY A 83 gally S Al 1 i Aadle Jas

i DA (e g diay de gara
LY;T:r Email-.: 3 = d“‘)d\ f‘“‘ a-"use EJLH-IJ ‘55 ‘}C - ~ ‘ O

Find e I, Sl Aualil) (o slind) (3 galua b plan) pany ALl ) Jpaad o
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E Send/Receive Tab %

<+ Update Folder

= Send A

Server Preferences

1. Send & Receive Group

. Uadala galipd) 0 iy (o clilaall Gliste aan Juand DA (o iSayy
7> Update Folder we P . . . = 5 o ;

) '@s:ndan ) o LHAL aS5 (pma Alaa (ha Jraad Jae (e ST LaS W g8 g lB8 jal) g Jibe )
R bl T Sera/RecEvEGiotis™ W paldd) alaal) duaal & 0 dlia 4 gara

Send & &

2. Download

el My 0 Ga Mg Jile ) Jpan g Eyaail) Ades al (o poalieas WINA (a9
g () (o ey (e Jilea ) Jpand il gl eliSay Lyl g

3 of 3 Tasks have completed successfully

Don't show this dialog box during Send/Receive

Tasks | Errors

Progress Remaining
| ¥ m.aboelela@hotmail.com - Sending... Completed
mail.com - Sending Completed
V' Synchronizing subscribed folders f... Completed

m.aboelela@hotmail.com - Sending and Receiving

3. “Servec

Aigma Ay A1 g) 0 AL RS Cyma Alaal il sl ug's Jpand (pa liSad
Jpanil (e Lghia gh Aadlil) 5 el B Llali Lgloant

Server

4. References

QJJﬁY\d*AJﬁQ\gAg@AUJ,J\&GM\Jﬁ*ﬁw&\}wgh\..ﬁ)\ﬂ pAdl

W

Offline

Preferences
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E Folder Tab %

CopyFolder 77 = Al ¥ Clean Up Folder~

L

Move Folder

New New Search Rename Mark All Run Rules  Show All - Showin AutoArchive | Fold
Folder  Folder Folder ' DeleteFolder  acpead  Now  Folders Ato Z RANEY Favorites Settings ussions Properties

New Actions Clean Up Favorites Properties

1. New Group

liSay Lgda g 2a 4 gara

New New Search [
Folder  Folder

o 4l 1) s Alpandd g gali pally cilalanal) riaaia ) alas d8la) (e SliSad

) Al o) anall 3 S Jila ) g) 85 g Rall & Jila ) (e Cuad) dliCes Miad e Uy 08 Gima Al 8 Eial)
h*ﬁﬂjkﬂﬂh)l\u.‘\djmﬂ\u.b&m&d\&u#\@u\&.ﬁ\gé@j‘fbd#dﬁ\

Select a Search Folder:

Create New Folder

Mail flagg P
Mail either unread or flagged f
—— G o N . Important mail
& 4 L54'“ M\ e.u\ A4S a“s“.‘l (&7Y Mail from People and Lists
- . . w G o Mail from and to specific people

i daldl) clalaal) 4aild U'“ 4aaLa) Mail from specific people

M ent directly to me

ail sent to public groups
Ofganizing Mail

Folder contains:
Mail and Post Items

Select where to place the folder:
4 2% m.aboelela@hotmail.com

Inbox

(# Drafts (This computer only)

=3 Sent

=] Trash ) |
) Ot dlaa 5 Gingl) Sy in

& ?;ims i.;e_“ a_'ﬁi)h M &-":"'-‘ a-“-uu Customize Search Folder:
family

7 Journal (This computer only}
Junk

/' Categorized mail
Large mail

Search mail in: m.abaelela@hotmail.com

[ ok [ cancet |

ok | [ cancer |

2. ActiemGroup

Jalail) liCay Jatd (€1 g ey ya B3 gaall Colalaal) pa Jalasl) iy slia g Guta Ao gara
AU Jarg LeINA (e (S 38 g 3y ull daliaal) Apula) Gl g 43LaY) Clalaal) pa
QIEVIFVISTY VI

Aaaud o

Aaadial e

Alas Gids @

Copy Folder

3. Clean Up Group

l-.‘w‘;an Rur’\ Ru\: Shl g Empt"“Fowa U'uns Q““A'~ d‘ UA d'“'“{)n b‘ JAU:\S‘ LCJ% C)A SliCay - UAJ h-ﬁ-\h-\-'.,, Al h $AA
ssRead  Now Fold st ‘ s g 8aS Jalu #
Al ol (B il o bt Bl Jas

I 9 gaelall i 5 Cilalaal) il )

ild gdacal) Alar M) Jibaa 1) SS9 o) giaa (e La alaa CiATS

Cara dlaal Jilu ) gaan s

A Ba 48 gdaal) Jilu )i Bale )
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4. Favorites Group

b daia gy bty S Ay s gina (e Al () IR DA (e dliSay g Aliaia A gana
Coltlaall cp SR ks o) oaad iigug cll) Alaial) clalaall g 3a B clalaall Bl dadtia
A B Ay e (i ghslly Lgia Al g Ara Jaladl) iy Lia) g

4 FAVORITES

Inbox

office book

P M.ABOELELA@HOTMAIL.COM

b M.ABOUELEL/ AIL.COM

5. Properties Group
Syl e AUl gada diCey WA (e gailiad 4e gara

At Al Jee o
R 15 0T ) ) e s
Properties A.‘%A.“ QIA,UAAS °
ﬁ‘bﬂ%é@k\)ﬁd@)@ﬁ%\&@
Aadd) pailad o
i alaal) grheata b o) ginag Ayl 2 5 Ky o LA o Lgsa

‘ General I Home Page | AutoArchive

Outlock Today - [m.aboelela@hotmail.com] Properties

General | Home Page |

@ Do not archive items in this folder
m.aboelela@hotmail.com

) Archive items in this folder using the default settings

Type: Faolder containing Mail and Post Items
Location: Microsoft Outlook Archive this folder using these settings:
Description:
el A yaal i LEBIA (4
S (A8 g3aall yualinl) ) slaa
@ Show number of unread items ~ ‘5.4“ LaS 4_';'_3’.3 aale )

Show total number of items

When posting to this folder, use: |IPM.Post

) el A aal Slisay Ua

| Foider Size... [ Advanced.. | ué @Sﬂ.“ PR e (A9 RS
{ Upgrade to Color Categories... i Q\JQMJ L'AJ:, u.é)k

OK I I Cancel
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&

Vie

S

Change
View ~ Settings Preview ~

Current V

{}i}

View

&5

Change
View - Settings

Current View

nge

4 Wednesday

Microsoft Outiook d 10:02 PM

=3 Joakim Hansson Wed9:53 PM
Microsoft Outiook Wed 7:35 PM

3 Outiook Team Wed 1:47 PM

4 Monday

Mon 11:13 AM

-1 Soug.com Egypt
R ug.com

your recent purchase at S
4 sunday

_ BlackBerry Web
App World Download Email

Sun7:57 PM
12| 06 From
4 Date: Wednesday

Microsoft Outlook Microsoft Outiook Test Message

Outlook Team

Date: Monday

] Soug.com Egypt
‘egypt.s0uq.com/eg-en>

Hello -ana,

Thank you o shopping at S0uq.co

unday

BlackBerry Web

Date: Last Week

Microsoft Outiook Microsoft Outiook Test Message
Joakim Hansson

r View Tab ?

From

» =] Add Columns
™ Flag: by Folder Re
i += Expand/Collap: Pane~ Pane~

Layout

£

P e llh g cfalaal) G dlaa

Microsoft Outlook 2013

To-Do
Bar~

People
Pane~

People Pane dow

b nalind (a al) A8y ph i ¢fSay

Jibua 1) Alaal a g JSEI BIS g (pa LAY (ha LIS L g

Compact View Single View

Preview View

/Re{wm Categories

e
Wed 972672012 10:02...
Wed 9/26/20129:53
Wed 9/26/20127:35 ...
Wed 9/26/2012 1:47

13k
9KE
10 k8
7%8

(3,0 o kil 53030} G0 Sl 3t ol e

Get to know what's new in Outiook

Review your recent purchase at Soug.com Mon 9/24/2012 11:1.

m <http://egypt.souq.com/eg-en> | We hope you were satisfied and come back soon. Until then, we hope you enjoy your new tem,

App World Download Email Sun 9/23/2012 7:57 PM

Thu 9/20/2012 10:58 Red Category

012510 AM 14 KB Red Category

Wed 8/29/2012 1200,
Tue 8/14/2012 9:28 AM
Tue 8/7/2012 1:28 AM
Sat8/4/2012 1:54 AM
Wed 8/1/2012 11:11 ...

Red Category

10k8

Green Category
Green Category

Fri7/27/2012 219 AM
Thu 7/26/2012 11:14 ..
Sat7/21/2012 4:57 PM 8 KB
Wed 7/18/2012 11:03... 10 KB
Sun 7/15/2012 6:38 PM 10 KB
Mon 7/9/2012 208 PM 19 kB

8 KB
11 KB

Green Category

Yellow Category

Yellow Category

i

Gl IS s

40| D@ Fr... Subject
4 Date: Wednesday
Mi... Microsoft Outiook Test .. We...
10 139} &0 Sl g o e W,
Mi... Microsoft Outlook Test ... We..
Get to know what's ne., We,

\\Date: Monday

So.. Review your recent pur.

Date\sunday
App World Download E... Sun.
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(Manage Views) uasdl 44y ha dlas) o

Gl jpae (o (81 clalaall palis (a0 @k Ao Ga Laa Ll
G Al (3 iy 5 DA iy tlaa ISl Rsll a3 L) (o iy A
AUNS Lanadal) (2 ) (5 alale 53U LI il

Manage All Views

Views for folder "Inbox™
[ View Name Can Be Used On View Type
i <Current view setiings > All Mail and Post folders | Table i

All Mail and Post folders [ Copy...

New..,

All Mail and Post folders Table
All Mail and Post folders
/

Modify., | [

Al ) G all 3k
&g‘.u L@.}h dﬂ\ ‘Q' uﬁb Description
Fields: Importance, Reminder, Icon, Attachment, From, Subject, Recei

Group By: Arrangement Label (descending)

Sort: Received (descending)
Filter: off 3 b g L&) g G' 39 Juail) SliSay U (pe
Only show views created for this folder ol M.'-Uh Ot 3l o) dda (2 o

oK

Al ) sl gty MU ) Lgda s yaa S A Ly Bas (a8 Ay sk sLAN S e

OSil g Bayand) (i ad) A&y yh anad AU a3 Lia
Outlook 2013

Create a New View - g L

Na?f\g of new view:

New view
Type of view:
T{aﬁt
/,«’fimeline
Card
SS9 3 p, a3 3 1A W Business Card
OSilg Bagaal) (a al) ARy yha £ gf aal ATy Uia Fihnd
Tab I e Day/Week/Month

Icon

"/Can be used on
This folder, visible to everyone
This folder, visible only to me
@ All Mail and Post folders

OK |[ Cancel }

Al A8k aladid 48, jh aaad ol Ua
JSU (Fsm Q9SS ) Jualyg Bl
Visible to everyone
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AEIS (1985 el Galdd) (a ad) JS (B asatl) aodiiod UA (a9

Advanced View Settings: Compact

Description
Columns... I Importance, Reminder, Icon, Attachment, From, Subject, ...
Group By... ] None
Sort.., | Received (descending)
Filter.. | oft
|__Oﬂﬂtm_gs_’ Fonts and other Table View settings

I Conditional Formatting... I User defined fonts on each message

‘ Faormat Columns... | Specify the display formats for each field

OK

A Jae ) tidalal) (2 al) A8y sk 8 Ly 5 ) Jsdal)l pass 1

Laa Jia L) o) )0 o) AbL) eliCay bial) plag b aul) s yaal

——

Maximum number of lines in compac
Select available columns from:

Frequently-used fields EJ

Available columns:

Auto Forwarded
Cc

Contacts
Conversation
Created

Do Not AutoArchive
Due/bate

Flag Completed Date
Follow Up Flaa

IMAP Status

38 giall Jgiall azea
Ealinl
Message
Qriginator Delivery Requests
Read

Received Representing Nami ™

13

Show these columns in this order:

‘ Importance -
Reminder

Icon

Flag Status

Attachment

From

Subject

Received

Size

Categories

! New Column, ., I

Jsiall el U
W sl ad (o)
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Jdoia Ayl e Claand Jas LeINA (e dlisaly G el 2

|| Automatically group according to arrangement oK I

/’ Group items by
/

Cancel ‘

Clear All ‘

gaail (AL LS o Ua

Tase b LaS culf ) AL o8
asdi clalaey) Ca elgii) ais
(@8 g0 o iy

daad L) iy Lia (e
iy il ) i ualial)
o pall s I g gaelal
oad) b Jial) jleh) g sU8d)
Expand/collapse defaults:

As last viewed

Sybid) agia (of cuun ualiall Gl i Jas (e dligey JA 3

Sort items by

Ascending

@ Descending

[=]

EPERIF RSN
paall s Ao jualiall

GaE (b ) e sl ais
Bl 5a o il o a3

Select available fields from:

Frequently-used fields
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Lpa A gl (e J8a Qs pualinll Ldiat Jas oty gag idat 4

Gagll lSa ayaa o5 Uia
4 ghall dalgl) oo

‘subject field only

outlook

Ce ) BA (e dpiuatl
Lia Lgal ) aly Al B Aals

[T Where T am:

Cancel || Clear All

&Sy (0 ) Jiay sualiall dfeai Jany cuad Lin
13 e dbail) aid (OUtlook) dul ) pul
0K UJ (5 A Ay plgil¥) ie 5 Gula)

dga g badd) J B asail) g L ghial) giBaas ) uya o Ak ha auaal (e SiSaT A sAl ) 5

Se) Al ¢ jad 3¢ 80

Other Settings

Column Headings and Rows

l Column Fort.e. ‘ 8 pt. Segoe Ul |¥| Automatic column sizing

e [] Allow incell editing
1 Row Font.., } 8 pt. Segoe Ul

Grid Lines and Group Headings
Grid line style: INo arid lines v | |V} Show items in Groups
AutoPreview
1’ = i 8 pt. Segoe Ul ~I Preview all items
- ) Preview unread items

Q) No AutoPreview
Reading Pane
@ Right ( Bottom Off |" | Hide header information
QOther Options
[T]Use compact layout in widths smaller than | 100 | characters

Q' Always use singledine layout Always use compact layout

[¥] Show messages from all folders in expanded conversation groups
& | Show conversation groups using Classic Indented view

' OK . | Cancel J
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oans e Jalail) Al 8 LA jglsy K1 Gaall 1 0) liSay Lgdag Al Bl 6
_paliad)

Conditional Formatﬁng

Rules for this view:

/| Unread group headers

V| Submitted but not sent

V| Expired e-mail : - -

|¥] Overdue e-mail > odgd hall L) Gl Jus Al La

7| Messages in other folders

D) pal) (0 3.)93.\5\
Properties of selected rule
Lgra Jalaii (oM Pyl o) ATh B8 B aacY) (G (S Lgdag e Gawdi 7

Format Columns.

Available fields:
Format: Bitmap with popup list

Reminder
Attachment
From
Subject
Received
Size
Categories
Flag Status

Alignment:

BaasY) L o J8d A asadl) aly Lgdag
G pasalll 3dlaa g Walayl

bpldl i o) () sh g 2 Gl Ayl e G e Gy p ghian AGLl) A Y) (a5 L2 g
IS Lgde ABal) culalae ) graa 5 ol 2B g Uigls
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Description

[ Columns... ] Importance, Reminder, Icon, Flag Status, Attachment, Fr...
Group By,.. None
Sort.., Received (descending)

Filter... Oft

l Other Settings.. | Fonts and other Table View settings

i Conditional Formatting... I User defined fonts on each message

| Format Columns.., | Specify the display formats for each field

OK

Al yualind) apand (2 al) A8y sk Chua g (e Sl 22y
ol 48yl L) (e plgi) g (31 ga o AN a3y
Outlook 2013

Wlalae ) g L eldil af Al Bagaal) (a all ARy e A80&) a3 Bgdasaiall oo ) (§h aliia 338U ) agai (38 g0 o AL dic
(ALl Spad g

View Name Can Be Used On View Type
<Current view setings> All Mail and Post folders | Table

All Mail and Post folders
All Mail and Post folders
Preview All Mail and Post folders

All Mail and Post folders

]l Rename.,. [

‘ Delete \

L) a3 s Gla jad) Ay ke s<crfption

Fields: Importance, Reminder, Icon, Flag Status, Attachment, From, Si
Group By: None
Sort: Received (descending)

Filten: Off

Only show views created for this folder

ks O cand ‘)_A;llyView‘ i

=

5 sdihsa Al G ) Gask e R

Gl 093 BB B e A oy
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e Haa g Lgildd) a3 AN Baaad) gaal) A8k o Jguand) e (Gaw L 2y (Sall g
gLl o B9 a pall Ak L) P (e Lgaiad 5 lgeal 55
AU G adl g8 ¢ o Wil B3 g sal) 2 ad) 5ok (aa

Y @ From Received Categories

Date: Wednesday
"] Microsoft Outiook Microsoft Outook Test Messnge ) ' ' ' = ' Wed 9;’2 1210:02.. 13 k8
JOaKIM HaNSSON  (wig N v kil 53019) G0 Sl ol s al e Wed9 53... 9KB
Microsoft Outlook Microsoft Outiook Test Message Wed 9/26/2012 7:35 ... 10 KB
Outlook Team Get to know what's new in Outlook Wed 9/26/2012 1:47 ... 7XB

Date: Monday
] Soug.com Egypt Review your recent purchase at Souq.com Mon 9/24/2012 11:1... 15KB
<http://egypt.souq.com/eg-en>
Hello aaa,
Thank you for shopping 3t Souq.com <http://egypt.souq.com/eg-en ‘e hope you were satisfied and come back soon. Until then, we hope you enjoy your new item,

Date: Sunday
BlackBerry Web App World Download Email Sun 9/23/2012 7:57 PM 12 KB

Date: Last Week
Thu 9/20/2012 10:58 ... 10 KB Red Category

Fri9/7/2012 510 AM 14 KB Red Category

Wed 8/29/201212:00... 10 kKB Red Category
Tue 8/14/20129:28 AM 372 KB

Tue8/7/20121:28 AM 9 KB Green Category
Sat8/4/20121:54 AM 666 KB Green Category
Wed 8/1/2012 11:11 ... 7KB

Fri 7/27/2012 2:19 AM 8 KB Green Category
Thu7/26/201211:14 .., 11 KB

Sat7/21/2012 4:57 PM 8 KB

Wed 7/18/2012 11:03... 10KB

Sun 7/15/2012 6:38 PM 10 KB

Mon 7/9/2012 2:08 PM 19 KB HE Green Category, ..

Outlook 2013 gl 44k i s J8&
Tali) (B Lghadai (yany

2. Messages Group

iCay g cp A Al e A yall il psal) A g clidlaal) o (pa ¢SGR (e
gt g lalaal) auaal g) daf g alaal clislaal) (& e

Show as Conversations

Microsoft Qutlook

Cancel
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3. Arrangement Group

b T Reveneso (b paliad) a5 ol PA Ga disy

[P g sunone P ] e Gob i diSay i ) PA e dliy alaa
A s i gl

Clgll oa i il @

Sual ) sl a0

Al Juu sl psd a3 o
Al £ g8 cileal s i Y o
Gaay) fo ) Al s i ) o
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paall cea S Al e

goasall a3l e

VA D @] From Subject Received Categories

4 ¥ Fiag: Due Date: No Date
— Sun 9/30/2012 2:27 PM

/2012 11:13 AM

[] Red Categary
[] Red Category
[] Red Categary

[ Green Category
[] Green Category

PLDDPDDLDE

[ Green Category

] Yellow Category
] Yellow Category
[ Green Category, Red Category

3151 e e B 535l i) (ng a6 ks Jalal) 5 il JSAI B
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4. Layout Group

Folder Reading To-De
Pane~ Pane~ Bar~

Layout

Unread
4 YESTERDAY

Microsoft Outlook
Microsoft Outlook Test

This is an e-n

4 MONDAY

b MABOUELEL.

Facebook

Facah:

5. People Pane Group

computers

EH Microsoft Outlook 2013

Oa JS sUA) ) o2 e (lSa (B asadl) dliSey gl
clalaal) pieaia g2 .1
Jila ) e s3a 2
gl by £ 30 .3

October 2012

Mi n

Microsoft Outlook Test Message
Tue 12:02 PM

This is an e-mail message sent automatically by Microsoft
Outlook while testing the settings for your account You have nothing scheduled today.

Sat10/20
Fri1019
Fri 1019
Thu 10/18

Thu10/18

a5 Lo il o g8 Al 51 oyl el il $US) gf a0 Ay b aSatl) o Lgihag

People Pane

Minimized

G Allltems
=] Activities
& Mail

PEPEDEPDEPDD D

U Attachments
{8 Meetings

7 Status Updates

b Cra pSiag g g a3 ) il sall g 3 gl 5 il 1) (200 3y lshiny

PM 4/24/201

PM 4/24/
12:55 PM 4/24/2
12:52 PM 4/24/2
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6. Windows Group

Cilgaaiil) 33U o
Reminders Open in New L@GJ‘ ué LG_.I ‘ﬂJ...\sm %Jﬁ e;l' ‘“J;n QM‘ &A@ a-'d.uﬁ &S.A...\ LG:\A

Window Window

ow

Bl MU nid o

Basaa MU L& Allua ) e aly Lga

JU D) e
hash 4Lay) 3L ) 34 gadl g Aa gidal) grali pal) 38) g aran (B

]
=]
Delete  Reply oy O P e / Unread/ Categorize Fo
= < 5 - n e - - Resd . Up~ Y Filter Email -

Find

October 2012

gnature

Book Name

Names

thing scheduled today,

RE: Microsoft Outlook Test Message
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E Navigation Pane %

s aY) Gw Jai s 3a 1

s DA (a0 phual o) Lalad ABYE) ) o Jlgdi] (1Say g Taliw lalaal) JS () il e dliay 9 g
g o) ) A L) anida g2 9 Ui S35 (Ga Las de gara
S FAVORKTES : Favorites Pane .1
Inkiox Folder Pane .2
office book Item Pane ,3

I MABOELELA@

Inbox
b [Grmail] LaS L Liid aly Al g Aliadal) colalaal) ) ggdd o)lSa Lia

Deleted Items 16 dadia &\J d,é - L.USS

Junk E-mail
Outbox

Sent ftems

Crra Al o Gl cad Dlad cilalaal) gl lSa Lin
Flu )l (2 e dllaia 8 5 Al 4l giae asan aaid

Search Folders

M\kﬂﬁsjﬁﬂ%éﬁﬂhﬂ‘ﬁﬂuﬁdﬁﬂ\m

b e gina el JUdal) painl) A o iy giaa )
saal) ddhia

Navigation Options..,

Clalaal) daild jlel)

ol lgda)

Oagliadl (3 gsia Jledi)
g s g Shortcuts <l juaidy)
eLq-d‘ JL@.E\ BaY Jualilly Lgw jai
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plgall byl 2

4« » October 2012

4 October 2012

SU MO TU WE TH FR SA
3 1 5 3001 2
12:00pm 7 '8 9 10

14 15 16 17
10

16
ijm Day 1 i You have nothing scheduled today,

‘_,.d\w\ﬂ\uﬂg\dhd\ﬂbwda&aLgé!‘eajhd&uthLq.hheJmoJL@h\.\.\c—‘ge«auﬂ\aéﬁbuwuﬁ&JAJAJ
JIAJ\A\J.d\eﬂ\)@;\;)@.ﬂj&ﬁu\jeh\ui\w\uaﬁm# 3 (Sayg (BaY Dlada da pda o glin ) L a g8 Ol ga
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) ddLa) Ula 3 4l Al <&
&A\Juﬂ)musé‘ﬁsh&y

_‘11 outiook 2013 1 minute

HN‘ -h-l..ﬁ UA 41\1\-.\31‘ aJLU‘J dﬁ 5 minutes

DISMISS ALL

ol byl .3
48 pa liSey dlag MUNS Alaild jlgda) g dule AT ASligSa gl of LIS (S g all sl 338U il ygdiug
Aaball pualy Sy il gase Ak B asadl
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rSho rtcuts?

Qla) A e dld g cile gaaal) 0dgd @l jlaid) pL&T) (3 sk (8 Aualdld) lile gana LA (s Tl iy
) ABLa) DA e oSl Al g 40N MUY W jedait cpa) LN g ddde AN DA (e cile ganall 0dgd Maa Laidl
M\e«m\%dﬂd@)&dﬁi‘

4 SHORTCUTS

L jlatid) ddlay Ua )

Folders:

4 % m.aboelela@hotmail.com

Inbox
(7 Drafts (This computer anly) [ Cancel
TCUTS (5 sent =
SHORTCUTS =
Sy ] Trash 7)
OUTLOOK TODAY
Microsoft Office Online

_ Inbox

a Jalal) Ay g gLl A Al culalacall ) jLaiay) daild jgdas Ui O A Jlaid) A8l G gllaall alaall LA alad) day
BN L5 dle Al Laidl o) Ao gl (gob o il laidy) A Al Al 3l ga o A Aty culalaall ddLi) 3MU
A Jas DA e oS ) g Al Al jedail cpal) dl daldl) ¢l jlaidy) daild

DML (bl B JLaidy) mid ]
Buia BMU & iy mid )
Jlaiay) “ala 3

DlaiaY) dandi Bale) 4
VAl 5
Ju¥ag i 6

i

iyl el sa
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E Shortcuts Group i

Jﬂ\.\lsabyg.d\;M’d}&jl.@ﬁ&i\abhaﬁi‘#ﬂmmabwyum&a @Uﬁ&&q
4o gannall dpandy Ua Uiad 28 g i 5 Guan ghanddy culf o 685 () g A gannall aual (e el jglid (a2 4o gana dil2) ) o
Ciigau g 48 8 Ao gana LgiSly Jlidall acly Baaa 4o gana Jury gl asldl (Computer Learn Books) asbs duaadl

Lgra Jalall g Lgs 5l O 4 5 (Al pualind) ) juall) auda g3 o g8

Gaob (f Ao ganal jlaid) ddLa) oty
SJm\Jjthu!‘ng*'\@pdﬁﬂ
prm— As garall AL (e el GaY)

OUTLOOK TODAY

NEW GROUP gﬁ 4 Jlaiid) A3l o gllaal) Alaall LS alall aay
o a3 New Shortcut Group J3& ¢ syaall 4 ganal)
G LaS L) Al paY (38 g o AT a3

Add to Folder Pane

Folders:
4 % m.aboelela@hotmail.com
Inbox
(7 Drafts (This computer only) Cancel |
45HORTCUTS el Serit
{z/ Trash (7)

de gaaall dpawdi B} 1

de ganall ida 2

By de gana dila) 3

ie ganall JAN naa jlaid) il 4
VAT 5

JiuYas a3 6
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E New E-mail i

9 A & Jlen ) B L el Ja g e gara G P e Jilea ) o L) licay
da

Untitled - Message (HTML)
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

. o~ A i M. | ™ Follow Up*
Calibri (Body) - : vi| A ‘m U / |* Follow Up

. ! High Importance
Attach Attach Signature

¥ Format Painter File R 3 § LowImpertance

Clipboard Include Tags

From ~

daly Ad3ada
sl G‘JJ‘J&MJ&L&I}\M%ﬂjhquﬁuﬁuﬁ&; il
Laliialy cili gSal) 338 7 y& aaiu \Word 2013 583 aal cildd jall g

SR B el aid W e AL YA ruda gal) Jhad) 85 sdile ALUS A Juupall 3y 5 ) s ABLa) a3 Y g) .1
plicce Jia b Lulalida ahatd Aibed g8 31 pal) S9SN ) ol gie Lgda LSRN Al O gliad)
Al )

Select Names: Contacts

Search: @ Name only () More calumns  Address Book
| Contacts - m.aboelela@hotmail.com -

el alien 3 4 o) gis

| Mame Display Name E-mail Address

]

AT (palions A5 gana Ailia) (S

< 60 69 69 40 49 9 60 60 60 40

G819 Cr AT (palices ds gana dBlial (e
CHAY! Al Cpalines s Y (g) Crida Uaasal) Jualy) cilga cpglic pan sy Lia
AN aA Ol g ) agdlad ay s Jualy) g alaa b bl

Al 31 £ g s Adlialy 583 LSS 2
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MESSAGE INSERT OPTICNS FORMAT TEXT

; ‘.:3 [m (] ;ﬂ" |™ Follow Up ~

! High Importance
Attach Attach Signature
Book Names File

Address Check
Clipboard >

Ttem -
Basic Text

§ LowImportance
Names Include Tags Tl Z
m.aboelela@hotmall.com

From ~

To.. m.abouelelas @gmail.com

Outlook 2013]
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ﬁﬂessage Tab %

Tl g g Jaladl) Jg Laa Ly dalild) iy gl aranatl) g cilend) (i b & S de gana o)) BadU
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Organize v New folder

0| Microsoft Outlock

Templates

{ Favorites
B Desktop
% Downloads

' Recent Places

~» Libraries
| Documents
@' Music

=l Pictures

File name: logo

Photo
Available

no photo

v |AlFiles

N | Insert |v i_ |

Microsoft Outlook 2013
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Items:
1| ™ |@| FROM |SuBJECT

OK

Cancel
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Text only
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Juci) g Jas Ay 3851 o
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Insert Business Card

Look in: ‘ Contacts

[ |@) FILED AS JOB TITLE COMPANY
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Send a Calendar via E-mail

ar sl g 53 i)

Specify the calendar information you want to include,

Calendar: ‘,,,:_; mohamed

Date Range: lToda

Detail: | Availability only @-ﬂ\ @JL\S\ dLhA A
Time will be shown as “Free,” “Busy,” Tentative,” _ a1 (‘.‘L’iﬂ‘ d“)’_] TS

“Working Elsewhere,” or “Out of Office”
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| Show time within my working hours only  Set workine

Advanced: m| \ szms d..)aaml‘ &Js i
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/“_1 (L KBlstooll o o lovef ; ;‘ﬁ]mohamed Abou Elela Calendar.ics (1 KB); ! Pick your digital or SLR camera now from soug.com. prices starts at 344 LE (31 KBI;
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Permissigin
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Al NoR Windows Rights Managet
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Sign in to Windows Live

D

Type the e-mail address and password for your Windows Live ID,

Sign in to IRM
Email address: Im.abnelela @hotmail.com

Password: |

Sign in

(J'.‘JJ:SS:X‘ nﬂd,g)g e‘&“l—) M‘ -&.I " Save my email address and password
4 . 2 . . w N ¢ Save my email address
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Delivery options
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Deleted (8)
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