
Email Basics 
 
This cheat sheet will assist you in the use of Microsoft Outlook Express.  It 
covers opening incoming mail, creating new outgoing mail, using the address 
book and attachments. 
 
Opening to the Inbox: 
Open Outlook Express using the icon on the desktop or the start menu 
Select Tools on the text menu and click Options 

 
 
The Options screen will come up with the general options displayed. 
Put a check mark in the first option to have Outlook Express open directly into 
the Inbox, and click OK. 

 



 
Now when you open OE it will open with the Inbox selected and show you the 
new mail messages. 
 
Normally when you open OE it checks for new mail immediately.  That feature is 
controlled by the check box “Send and receive messages at startup”. 
 
Working in Outlook Express: 
At the top of the OE window there are several buttons and a text menu.  The 
button functions are generally duplicated in the text menu.  You can use either 
method to accomplish the same thing.  It is your choice. 
 
These are the most used buttons and menu items. 

 
 
This is the main window of OE with the Inbox selected. 

 
 
There several ways to configure the views but this is the default.  The three main 
panes of the window contain the local folders on the left, the message list on the 



top right and the selected message on the bottom right.  If you double click a 
message in the list it will open in a new window.   
 
The paper clip on the left of some of the messages indicates that the message 
has an attachment.  That just means that a file was sent with the message.  It 
might just be an image in the body or link to a web site.  If it is a file, there will be 
an extra field in the message labeled Attach:  The name of the file will be 
displayed in the field.  You can double click it to open or save the file wherever 
you want. 
 

 
 
BEWARE!!!  This is where the viruses get in.  If you are not expecting an 
attachment, DON’T OPEN IT!! 
 
Working with the Address Book: 
Clicking the Addresses button opens the address book.  This is where you store 
the email addresses of your friends, associates and enemies?.  Anyway, it looks 
like this. 

 
 
If the person you are looking for is already in the book, you can just select them 
from the list, or start typing their name in the box provided.  With the person you 
want to send mail to highlighted, you can click the Action button and select Send 



Mail.  The new mail screen will open with the To: field filled in with the email 
address of the person you selected.  

 
 
If you are entering a new address, click the new button.  Select New Contact 

 
 



Then fill the circled fields in this form.  Display: will fill in for you as you type the 
name. 

 
 
Sending Mail: 
To create mail to send to someone you click the Create Mail button on the main 
screen,  This screen will be displayed.  The most used buttons are circled. 

 
 
When you create new mail, you can just start typing the name in the To: field.  If 
the name is in the address book it will start to fill in the names that match what 
you have typed so far.  Try it.  Here I typed m and u.  The rest came up 



automatically.  The system will match the name, the nickname or the email 
address in the type ahead feature. 
 
Next enter a Subject.  Always put in a subject to avoid getting dumped in the 
spam bucket.  Avoid using words like “fun” or “good time” or the names of drugs.  
These will also cause the message to be labeled as Spam.   
 
You then fill in the body.  A fairly impressive group of formatting features are 
provided.  They are very similar to most popular word processing programs.  Try 
to recreate this message using the tools that are circled. 

 
 



Adding Attachments: 
You can press the attachment button to “attach” a file to this message.  OE 
displays a browser screen which allows you to select the file you want to attach.  
Just locate and select it, then click the Attach button.  The file can be anything.  
Pictures, documents of all sorts, even programs can be sent this way.  Keep in 
mind most programs are not stand alone and need to be installed on a PC before 
they can run.  Some small programs don’t require installation though and will 
work when “detached” from an email message. 

 
 
There is a more detailed description of this on my web site.  
http://www.murphycomp.com select the How To’s link and double click the 
Dealing with attachments link. 
 
Spell Check:  
Finally, we are ready to send the mail.  With the standard configuration,  OE does 
not run the spell checker before sending the mail.  It is possible to configure OE 
to run the spell check automatically before sending mail, or you can just press 
the spell check button.  OE will suggest possible spellings for words not found in 
its dictionary and give you a chance to replace the misspelled words. 
 
Sending the Message: 
Click the Send button to tell OE to transfer the mail to your mail server and send 
it on its way.  The message will appear briefly in the Outbox and then disappear.  
If all goes well it will be delivered in a few moments to the addressee.  If there is 
a problem, you will receive an email from either your mail server or the 
addressee’s mail server informing you that there is a problem.  I find that the 
most common problem is that I mistyped the email address. 


