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Two Varieties of Outlook 

• Outlook as a component of Microsoft Office 

• Outlook Express 

– Internet Explorer 4.0 to 6.0 

– Windows 98 to Windows Server 2003 

• Outlook Express has been replaced by  

– Windows Mail, then… 

– Windows Live Mail, download from  

 ↑ click here 

http://explore.live.com/windows-live-mail
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Concerning Outlook Express… 

Outlook Express 
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History of Microsoft Office 

• Office for Windows (1990-1993) 

• Office 4 

• Office 95 

• Office 97 

• Office 2000 

• Office 2003 

• Office 2007  Version I’ll talk about 

• Office 2010 

• Office 2012… expected mid-2012 
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Components of Microsoft Office 
2010 

• Word: Word processing 

• Excel: Spreadsheet 

• PowerPoint: Presentations 

• OneNote: Note-taking 

• Outlook: E-mail, contacts, calendar 

• Access: Database (i.e., a RDBMS) 

• Publisher: Desktop publishing 

• Communicator, InfoPath & Sharepoint 
Workspace (Volume purchasers) 
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Buy Outlook Separately 

See  

http://mall-software.com/shop/search/?s=Microsoft+Office+Outlook
http://www.amazon.com/s/ref=nb_sb_ss_i_4_22?url=search-alias=aps&field-keywords=microsoft+outlook+2010&sprefix=microsoft+outlook+2010
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Microsoft 

Office 

2010 

-$40 -$60 -$250* 

*Available at $100 for students 
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Platforms 

• PCs/Windows OS 

• Macintosh/Mac OS X 

• Linux (?) 
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Microsoft Office Diagnostics 

• Setup Diagnostic: checks for corruption in 
files and Registry 

• Disk Diagnostic: checks the hard disk 

• Memory Diagnostic: checks the RAM 

• Update Diagnostic: checks for patches, etc. 

• Compatibility Diagnostic: components of 
different versions cause problems 

• Known Solutions: reviews data on crashes 

      For Outlook 2007: Help  [left-click] Office Diagnostics 
 [left-click] Run Diagnostics Again 
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Personal Storage Tables (.pst) 

• A Microsoft proprietary database used to 
store data for Outlook 

• Outlook.pst, archive.pst, archive1.pst, etc. 

• Extracting data from .pst files without 
Outlook is very challenging (see                  ) 

• It’s important to backup .pst files (see      )  

• Location (Outlook 2007):  
C:\Users\USER\AppData\Local\Microsoft\Outlook 

 

http://www.ehow.com/way_5716779_do-data-out-pst-file_.html
http://techtips.salon.com/extract-data-pst-file-microsoft-outlook-4428.html
http://extract.software.informer.com/download-extract-data-from-pst-files-source-code/
http://www.pstexporttool.com/
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Components of Outlook 2007 

• Mail: send, receive and organize e-mail 

• Calendar: create appointments, meetings 

• Contacts: names & addresses, send e-mail 

• Tasks: schedule & monitor things-to-do 

• Notes:  electronic version of 3M Post-its 
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Components of Microsoft Office 365 
“The Cloud” 

• Exchange Online:  E-mail, calendar and contacts 

• SharePoint Online:  Sharing and editing 
documents 

• Lync Online:  Communicating with audio, video, 
IM and Web conferencing 

• Office Web Apps: Browser-based versions of  
Word, Excel, OneNote, PowerPoint 

• Available at $6.00/month from 

• Competes with Google docs       (free) 

 

http://www.microsoft.com/en-us/office365/online-software.aspx
https://www.google.com/accounts/ServiceLogin?service=writely&passive=1209600&continue=http://docs.google.com/&followup=http://docs.google.com/&ltmpl=homepage
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Competitors to Microsoft Office 

• OpenOffice (see      )  

• Corel WordPerfect (see      )  

• Google Docs (see      )  

• Apple iWork for Macintosh (see      ) 

• Mozilla Thunderbird (for e-mail; see      )  

http://www.openoffice.org/
http://www.corel.com/servlet/Satellite/us/en/Product/1151523326841
https://www.google.com/accounts/ServiceLogin?service=writely&passive=1209600&continue=http://docs.google.com/&followup=http://docs.google.com/&ltmpl=homepage
http://www.apple.com/iwork/
https://www.mozilla.org/en-US/thunderbird/features/
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References 

• Description of Microsoft Office 2010 (Wikipedia) 
• Description of Microsoft Office 365 
• History of Microsoft Office (Wikipedia)  
• Managing .pst files (Outlook 2007 & earlier) 
• Locating.pst files on your computer 

 

http://en.wikipedia.org/wiki/Microsoft_Office_2010
http://www.thetechlabs.com/tech-news/office-365/
http://en.wikipedia.org/wiki/Microsoft_Office
http://support.microsoft.com/kb/287070
http://ask-leo.com/where_is_my_outlook_pst_file_located.html
http://answers.microsoft.com/en-us/windows/forum/windows_7-files/where-is-location-of-outlookpst-file-in-windows-7/6ccb1e5e-d4b5-4822-907f-c5db275374c8


Slide 15/46 

And now… 
For your viewing 

pleasure 
A “canned ” 

demonstration of 
 

Outlook 2007 
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Outlook E-Mail 
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Establishing E-Mail Connections 

• POP (Post Office Protocol) see  

• IMAP (Internet Message Access Protocol) see  

 

Tools  Account Settings  E-mail 

 

For more information see  

http://products.secureserver.net/email/email_outlook.htm
http://en.wikipedia.org/wiki/Post_Office_Protocol
http://en.wikipedia.org/wiki/Internet_Message_Access_Protocol


Slide 19/46 
SMTP = Simple Mail Transfer Protocol 
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Other Options 

 

 

Tools  Options Preferences, Mail Setup, etc. 
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Other Options 
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Outlook Calendar 
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Outlook Contacts 
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Outlook Tasks* 

*All components of Outlook can be transferred to an iPod Touch or iPhone except Tasks 
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Outlook Notes 
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What Was Covered? 
(Outlook 2007) 

• Description of Microsoft Office 

• Components & functions of Office Outlook 

– How to set up e-mail 

– Mail: send, receive and organize e-mail 

– Calendar: create appointments, meetings 

– Contacts: names & addresses, send e-mail 

– Tasks: schedule & monitor things-to-do 

– Notes:  electronic version of 3M Post-its 
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The 

End 


