GAEC INSTALLATION
MANUAL

A QUICK START GUIDE FOR
MS. OUTLOOK ON A PC



Add an email account

1. Open Outlook and select File > Add Account.

i Outlook

If you haven't launched Outlook before, you'll see a welcome screen.

2. Enter your GAEC email address and select Connect.
NOTE: If your screen looks different, enter your name, email address, and password,

and select Next.

Add Account >

Auto Account Setup
Outook can automatically configure many email accounts.

Your Mame: | |

Example: Ellen Adams

E-mail Address: | |

Example: ellen@contosa.com

Password: | |

Retype Password: | |

Type the password your Internet service provider has given you.

O Manual setup or additional server types




3. If prompted, enter your password and select OK.

4. Select Finish.

Quick Access Toolbar Explore the ribbon
Keep favorite commands See what Outlook can do by dicking the
permanently visible. ribbon tabs and exploring available tools.

Find whatever you need
Enter & keyword or phrase to look up Outlook
commands, gat'-lab.nrsanrchth‘ﬂeb.

Customize the ribbon display
Choose whether Outiook should hide ribbon
commands after you use them.

i e

[ 1 [ e
" ME R Ganug e 3 U ' o
;'m |:‘~':. & hirke B | iy R"’," Fored PR e~ 6] pophy tekin F i e
Hw el Rapard itk Sapn
# Favirites ! A
L M niead 39 Date
Y oty i
& Haie D g Malorie oty
Cualty Armurarca I:I':"""“’"“"' Ll
b Fesearch and Desasdopm - -
Raymand Chasse
B ; = E i TS W
Navigate your mail foldars " 0 Dl SR 0
Click a folder to display its &::\ Ligis .
- s —
contents. To tum this pane on Sarva placs, 1w . Wk 7 L s
or off, click View > Folder Pane. bva Chartion
ket Supama Advarya
it 0 Hais Mg
R ek Panta 1Lt yoor quatiem in sthanes of oo Lpcaming
Saarch Foign Al Larg
Mo from the
G Hi b, iyt —_—
Coniizsa News
Engjnesing
Matriig Tam  ({— Manage OQutlook Groups
Misin Dimin Communicate with teams and
Mande Design Agp share conversations, messages,
calendars, and events.

¥ = e -
1=1 w i Adkdnm Beok .
Mowe Aulen Oreflots  Assign Unresd! Categoron Foliow T
. . Pabcye Read T FiturEmai-
[ g Fird kdint
EgReply EgRmbyal &) Forwand
Dt +
Malatie Potvin
Tesm meeting agenca bems for nest wesk
Helks,
Let's dizzuss the falowing Bems ot our nest team meeting:
& Hirlng — got one mare vendar in mind
& Vacations — nead to canfem lsunch coverage
& Woeale Event — ideas for fun venues?
Tharks—
Malkiia
Display what you need
Ribbon commands are updated
automatically depending on what
part of Qutlook you're looking at.

55 a8 @

e Useni s & Amwinoers3

Microsoft

A Toickes are o dete,  Conneded b Minsatt Exdanos

n

Show or hide the ribbon
Click the pin icon to keep the
ribbon displayed, or hide it
again by clicking the arrow.

Read emails faster

Dock the reading pane on the
side or at the bottom to view
messages where you want to.

View connection status
Outlook continuously displays
your folder sync status and
SErVEr connection status here.
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Attach files without searching

Need to attach a picture or a document? Outlook saves you time by keeping a list of
your recently used files. Select the Attach File button while composing a new

message or meeting invitation, and then select the file you want to attach.

File  Message |Insert Options FormatText Review Help Acrobat

Recent Items

v

B To B‘\‘ Employee Health Accounts - Q3
P tontos

cantosomysharepoint.com »> personal > > meganB@contoso.com

ﬁ‘ Customer Data

L{ > contoso.myshare nal ganB@conto
ﬁ Contoso Purchasing Data - Q1
%25 contoso.mysharepoint.com > personal > > meganB@contoso.com
ﬁﬁ Conference Presentation 03
¥~ contoso.mysharepoint.com >> personal »> meganB@cantoso.com

Set up an Outlook group

If you’re running Outlook as part of an Office 365 subscription, you can use Groups
instead of distribution lists to more effectively communicate and collaborate with

members of a team or an organization.

71 New Email ~

B E-mail Message
L2 Chat

E Appointment
@ Meeting

' Group

= Contact

Task
E-mail Message Using ?
More ltems >

B Teams Meeting



To create a new group in Outlook, on the ribbon, select Home, and then select New
Email > Group.

If you don’t see this as an option on this menu, contact the administrator of your
Microsoft Office 365 subscription for more information.

To join an existing group, start by searching for its name. On the ribbon, select Home,
enter a keyword or phrase into the Search People box, and then select the group you

want to join.

Find whatever you need

Type a keyword or phrase into the Search box on the ribbon to quickly find the
Outlook features and actions you’re looking for, plus all your emails, contacts, and

meetings.
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| Suggested Searches

%ﬁ Alex Wilber

organizer” AlexW@Contoso.com ™

@ | Isaiah Langer

organizer:” [saiahL@Contoso.com”

@ Megan Bowen

organizer." MeganB@Contoso.com "

Recently Used Actions

e Send/Receive All

Suggested Actions

E Calendar

-+ Open Calendar b

E Calendar
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Use more commands

With Read Aloud Outlook can read your email aloud, highlighting text as it's read.

Rules allow you to move, flag, and respond to email messages automatically.
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TeamViewer

E New Meeting
Move & Delete

u Send to OneNote

{% Junk >
% Rules >
Respond

E Meeting

@7 Forward as Attachment
Speech

N Read Aloud

Add-in

’ Viva Insights




