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General information on the electronic mail

What is an electronic mail?

Outlook 2011 is a mail software to send and to receive messages by Internet, between corre-
spondents identified by an electronic address.

To send and receive messages, you must have an account on a computer executing a POP ser-
vice (Post Office Protocol) and to have access to a computer executing a SMTP server (Simple
Mail Transfer Protocol).

Your entering electronic messages will be sent on your POP account from where they will be
then transferred towards the mail software.

Your outgoing messages will be sent to the SMTP server, from where they will be forwarded to
your recipients.

UN PEU DE TECHNIQUE

—(

Pour envoyer et recevoir des messages,
vous devrez posséder un compte sur un
ordinateur exécutant un service POP (Post
Office Protocol)

et avoir accés a un
ordinateur

exécutant un

serveur SMTP

(Simple Mail Transfer
Protocol). m
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How to obtain an electronic address?

To access to Internet you must have an account (a subscription) in an Internet Service Provid-
er (ISP).

The provider will allocate an electronic address to you. You can have a free or paying account,
by other societies (Google, Hotmail, etc.).

The Internet address form is : name@provider.x

The number of characters of the name is variable and will depend of the provider; generally 8
to 12 characters, sometimes much more. The allocated name may be to correspond to your
own name, which is desirable, but which will be depend on the doubled names existing in your
ISP (and of the size granted for the electronic address).

You will be able, according to the ISP to moreover give your first name, either completely, or
in abbreviated form, or under a pseudonym identity.
* Your identifier must be unique in your ISP and note that the @ (At), is mandatory in the
electronic address (name@provider.x)

Provider: identifies the ISP (Orange, Club-Internet, Free, AOL, etc).
.X: domain, can be .us (USA) or .gov or uk (United Kingdom) or .fr (France) or .org, or .net
or com or other.

For example:
microcam06@microcam06.org
microcam06@orange.fr
yves.cornil@free.fr

Some great functionalities of Outlook 2011.

* Sending a message to one or more recipients and, possibly a copy with one or more
recipients (CC Carbon Copy).

* Sending of invisible copies to other recipients without the principal recipient being
advised (BCC Blind Carbon Copy Copy). This BCC system is useful to send a message
to several recipients without communicating the addresses.

* Management of several different addresses. With Outlook 2011 you can manage
several different electronic addresses, at one or more ISP (Internet Service Provider).

* Redirection of a message to one or more recipients (forward).

 Attachment of a document to a message (Word document, Excel, an image, a sound,
a program, a video QuickTime sequence or AVI, etc.).

o Attention: itis by this system of attached documents that viruses are generally
propagated.

Filter messages to avoid that your principal letterbox is not encumbered with undesirable
messages (junk).
Outlook 2011 has an automatic and configurable filter for the undesirable messages (or
junk e-mail).
You can write rules to copy, move or remove messages.



Managing the daily mail software.

* The received messages will be filed in a folder named inbox.

* The sent messages will be classified in a folder named sent items.

* The messages on standby of sending will be classified in a file box of sending.
* The messages in construction will be classified in a draft folder.

Outlook 2011 allows you to create folders or sub-folders for better classifying the received or
sent messages.

» From time to time, remove the useless messages, they will go to the deleted items,
which you will empty from time to time, too.

» If, in @a message, you give the address of an URL (Uniform Resource Locator), it will
be accessible in the form of a link to connect directly on the Internet address while
clicking on the indicated link.

Attention: during the reading of a message coming from an unknown user; the Internet link
could send to a phishing site. It is advised to copy the link from the message and to paste it in
your Internet navigator.

With Outlook 2011 you can:

» Manage your addresses in the address book. It is a complete repertory containing the
postal addresses, telephones, fax, electronic addresses, URL's...

Gather your correspondents in groups.

Sort your messages on various criteria.

Archive your messages in various folders and sub-folders.

Search messages according to various criteria (subject, sender, etc.).

YV V VYV

But Outlook 2011, it is much more than one simple mail software; you will be able to manage
calendars.

Before using Outlook 2011.

It will be necessary as a preliminary to configure your Mac for the addresses of your remote
connection (telephone number, identifier, password, TCP/IP addresses, domain names, etc.).
Connection to Internet could be automatic or manual
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The e-mails.

Outlook 2011 launch.
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Microsoft Outlook
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To launch Outlook 2011, click on its icon from the Dock or from the Applications folder.

Outlook 2011 at a glance.
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(2] Microsoft (1] =) [Prog TV] Vos programmes Télé du Jeu... jeu.27/05/1... Yves Cornil Programme TV
& Gmail =] Votre numéro de fax gratuit jeu. 27/05/1... Yves Cornil MaxiPromos
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3 Mac
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[D On My Computer (=) Recettes de desserts / Cadeaux pour M... jeu.27/05/1... Yves Cornil Patricia de Femme Actuelle i
[E] Gmail & MacWay smashe le prix des disques du... jeu.27/05/1... Yves Cornil OPEN Macway 2010 X
E‘i e Revers fulgurant sur le radio-réveil luna pour iPhone !
» [ Sent Items
Offre Flash MacWay
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gg‘ OuMvConRutes O 1 vves comil
5 Gmail
5 vac - " Newsletter du 27.05.2010
ébit a I'expédition .
> GMAIL g i
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» (i@ Junk E-mail du 25 mai a 8h au 30 mai 2010 a minuit
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The menu bar.

& B &8 35T @b St o @

t-mall  New  Delste | Reply  ReplyAll Forward ‘Mm»mm: Move u""""i Read  Categorize FollowUp | Filters §i1';ic°ﬂ"m$"'¢h

The ribbon, Home tab.

L@uﬁ

New Folder Conversations Arrange By Reading Pane Allltead Rules Delete All Permissions Properties :

Organize tab.

E « » 8@ 2 @ & B moms

My Day : Out of Office Public Folders§ Import  Export  Sync Services . Schedules Mailing Lists . Progress  Errors Online Mode
Tools tab.

Below : the left pane.

Y, & On My Computer

Famille
(] Microsoft
& Gmail
3 Mac
v [{] Drafts
On My Computer
Gmail
Mac
> Sent Items
v %7 Deleted Items
ﬁ On My Computer
a Gmail
ﬁ Mac

> GMAIL

Ole

» @ Junk E-mail

» SMART FOLDERS

Calendar

Contacts
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@ Outlook File Edit View Message Format Tools Window Help #

‘V‘_‘q aow

Run Schedule
Send & Receive

IMAP Folders...

Out of Office...
Public Folders...

|  Sync Services...

se Rules...
stn Mailing List Manager...
Junk E-mail Protection...

Message ormat 00ls
Reply #R
Reply All O #R
Forward ®)
Forward Special

Accounts...

Mark as Unread  O®T
Mark All as Read X &T

= Attachments >
| Sender >
I Junk Mail >
|
| Priority »
Follow Up >
|
MG Edit View M | Categorize > FEI Y
Font [S
Open [3 { Rules > Style >
Close All X ®W | Move > Size 2
- | Color b
Save #S Highlight 4

Save As... {3S

Text Encoding

Folder > ubl v
i wo Increase FontSize 3+
m Import.. Rl Message Format T o Decrease Font Size 8-
Export... Previous A ! ,
a Next ~ ra  Alignment P
Page Setup... ra
Pine. %P o ~Humbered Lis
: v o1 Bulleted List
Eolumns ’ ol |ncrease Indent ]
Arrange >
DO ey @ Decrease Indent 8[
: Filters > =
Ab?ut Outlf)ok ) | el Hyperlink...
Online Registration Reading Pane >

l{ Preferences... %, Media Browser '
= Work Offline |
) Toolbox |
Turn Off Office Reminders {5 Scrapbook i
Services > ii# Reference Tools !
Hide Outlook _#H v Navigation Pane |
Hide Others L %H + Ribbon |
Show All
. Hide Toolbar
Quit Outlook #Q Customize Toolbar...
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U B4 Home | Organize | Tools (

E-mail

>
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Columns > ‘leelinq . (B rutes+ © 5 i < \r 2 ? . |Find a Contact \‘5 e
Arrange By R (£ Junk ~ Lo @ . - [ Contacts Search .
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bo Filters > From | Categorie »
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On the top you have the tool bar of the menus (Outlook, edit, view, etc.)

Then you have the tool bar, whose aspect can vary according to the personalization of
this tools bar.

On the left you see the various standard folders (inbox, drafts, sent items, etc.) more
the folders that you will create later on, or which you created previously.

On the right part you see the contents of the inbox or the selected folder (here it is the
inbox).

In the lower part you have the contents of the selected message.

The disposition can vary according to the setting of the preview pane.
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Gmail L Vous recevez ce message car vous avez déja utilisé le service Florajet, livraison de fleurs express en 4h !
v Navigation Pane avezet... 18:05 Pour &tre sir de ne pas manquer nos meilleures offres, nous vous conseillons d'ajouter
(] Mac  Ribbon I'adresse sulvante contact@florajet-news.com 3 votre carnet d'adresses.
» (] Sent Items
etieres... 18:05 A N 4
v & Deleted Items Hide Toolbar Dimaneesosia 0
7 On My Computer Customize Toolbar... Eriam 15:36 A w
% : ) man .
E Gmail 1 Securitas Direct par Montrinvest bO ' ” lé’ fetc l a
© Mac [ Proprietaire ou locataire, regro... 14:46 florajett C
Guide du Rachat de Credit 3
> GMAIL . v
[ Le compagnon idéal de votre été. 14:46
» (g Junk E-mail Dell France - Particuliers
() Tout Meetic Affinity gratuitce ... 14:36
»> SMART FOLDERS Meetic Affinity
&> Erreur prelevement de (120.00 E... 14:36
Service Client Free
() Port offert sur les disques durs... 14:36
Axtorage - Lettre Promotions
() Des Bleus plutét séduisants, M... 14:36 p
Sport24.com ! o y “~
= (] Revers sur le radio-r... 14:16 { gy~ 70%
Q Mail Offre Flash MacWay : ©
B G (] Météo capricieuse ? A vous les ... 14:16 MA Ogle ’(/f"c’//
La Redoute . Mq »
~— . /| .
l2=] Contacts ([ [Prog TV] Vos programmes Tél... 14:16 [
B L] Il 113 items 51 unread 7

Rampe de Lancement 39 — Microsoft® Outlook® for Mac 2011 - Page 7



Configuring your accounts.

POP, IMAP or Exchange?

The Post Office Protocol (POP) is an application-layer Internet standard protocol used by
local e-mail clients to retrieve e-mail from a remote server over a TCP/IP connection. POP and
IMAP (Internet Message Access Protocol) are the two most prevalent Internet standard proto-
cols for e-mail retrieval. Virtually all modern e-mail clients and servers support both. The POP
protocol has been developed through several versions, with version 3 (POP3) being the current
standard.

Additional information:

http://en.wikipedia.org/wiki/POP3

The Internet Message Access Protocol (IMAP) is one of the two most prevalent Internet
standard protocols for e-mail retrieval, the other being the Post Office Protocol (POP). Virtually
all modern e-mail clients and mail servers support both protocols as a means of transferring e-
mail messages from a server.

Additional information :

http://en.wikipedia.org/wiki/IMAP

Exchange is a protocol often seen in corporations or Universities. It is somewhat similar to
IMAP but also allows you to sync contacts and events. It also offers some resource sharing
capabilities (resource booking, folder sharing, delegation, global address books...).

Additional information:
http://en.wikipedia.org/wiki/Microsoft Exchange Server
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Creating a POP account.

B window Help %  Before send- [#0°
o
>

Accounts

Run Schedule ing and re- ;
Send & Receive ceiving mes- E
IMAP Folders... | sages it is

Out of Office... necessary to ~Y Add an Account

Public Folders Create the ‘\;) To get started, select an account type. |

~accounts of
| the Internet

Rules... | il
Mailing List Manager... mail. c/  [Exchange Account

(2] Microsoft Exchange accounts are used by corporations and
Junk E-mail Protection... To create an other large organizations.
[ Accounts.. oo EmailAcoum
tO th e TOO I S __‘,“— POP or IMAP e-mail accounts include those from Internet
service providers, or from e-mail services such as AOL, Gmail,
menu s, Ac— MobileMe, Windows Live Hotmail, Yahoo, and others.
counts...

Exchange Account

O
(A Microsoft Exchange accounts are used by corporations and
other large organizations.

Choose the account type: Exchange or E-mail account.

& E-mail Account
_“L— POP or IMAP e-mail accounts include those from Internet
service providers, or from e-mail services such as AOL, Gmail,

MobileMe, Windows Live Hotmail, Yahoo, and others.

Enter your account information.

E-mail address: yves.cornil@free.fr

Password: esssecsss

To create a mail account you can use
the assistant, or configure the account
manually.

If possible, Outlook 2011 create, auto-
matically the account from the address.

Configure automatically

User name: yves.cornil

Type: | POP f

“»
[

Incoming server:  pop.free.fr : 110

) Override default port
("] Use SSL to connect (recommended)

N
w1

Outgoing server: smtp.orange.fr

) Override default port
[C) Use SSL to connect (recommended)

(" Cancel ) ( Add Account )

Give the required informations:
* E-Mail address (yves.cornil@free.fr)
» Password.
e User Name (yves.cornil).
» The User Name is depending of the ISP (or other system).
e Account type (POP).
* Incoming server (here pop.free.fr) (here smtp.orange.fr).
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The POP configuration is finished; this account
will be included in the scheduled process.

Advanced functions on the server.

Mail
Send/Receive
| Send & Receive All
l Send All

#K 2
03K I

YRC Free
infosmac
ingenie
yves@cornil.com

Enter your account information.

E-mail address: yves.cornil@free.fr

Password:

Configure automatically

User name: yves.cornil

Type: [ poP -4

Incoming server: [pop.free.fr j 5

) Override default port
("] Use SSL to connect (recommended)

Outgoing server: smtp.orange.fr it 25
) Override default port

("] Use SSL to connect (recommended)

-

(_ Cancel ) ( Add Account )

([Server | Security ]

! Leave a copy of each message on server

Delete copies from the server: | After Deleting From This Computer =+ |

"] Download headers only

Clicking on the advanced button, you can
choose some actions to do on your ISP server
(leave, or not, a copy of each message, down-
load headers only).

Creating an account for .Mac (or MobileMe).

If you create an account mail on .Mac
(@mac.com), Outlook 2011 will create
an IMAP account.

1ail

Enter your account information.

E-mail address: ycornil@mac.com

Password:

™ Configure automatically

Cancel
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| esmeuny T [ mEe P N v e s ona o~
i @O N Accounts 5
1 Show All 3 1 B_] 'l
| . »
:Z Eree Mac : Send/Receive :
o yves.cornil@free.fr IMAP Account -le! Send & Recelve A“
Gmail RS
to yr.cornil@gmail.com fctodntoescriptions) Mac . Send A”

g Personal information
= DN Full name: Yves Cornil Sync ThlS FOIder

E-mail address: ycornil@mac.com Purge Deleted |temS
Server i ati
Free
User name: ycornil :
Gmail
Password: eseesee
: Mac
Incoming server:  mail.mac.com : 143

(] Override default port

() Use SSL to connect (recommended)

i . The configuration is finished. This
utgoing server: smtp.mac.com 25 . .

o e deraniiom: account will be collect in the sched-
LI e ) uled send and receive operation.

More Options...

* A TT————
Learn about IMAP account settings Advanced... )
v

The .Mac inbox.

GMAIL

(2 Brouillons.

(2 corbeille

(] Messages envoyés
(0 suivis

(] Tous les messages

(i@ Junk E-mail

S MART FOIDER:

[ Mail
: Calendar

=
1| Contacts

Gl

B:‘—“

— . e o <
| Home | Organize | Tools .
o F=- 2 & 2 Fen G Bue 5 58 . P o 3. e, oy
Emal  New Reply  ReplyAll Fowarg G Atachment .y [@WkT i Categorize Followlp | Fiters - I Contas Search Send/Receive ¥
% Inbox @ ! P From Subject Date Received w | Categories :
2 On My Computer Apple iPad. Disponible dés aujourd'hui. Fri 5/28/10 AM .
2 Gmail Linkedln Join your university's alumni group to stay in t... Wed 5/26/10 8:08 PM S 3
= Tunes Store Votre recu n° 188008682826 Mon 5/24/10 9:41 PM peern!
({] Drafts iTunes Store Votre recu n® 165008735091 Sat 5/22/10 12:55 PM
(=3 sent Items iTunes Store Votre recu n® 212008933003 Thu 5/20/10 10:49 AM
&7 Deleted Items Apple Il est temps de gater votre mére, pour changer. Mon 5/17/10 11:08 AM
iTunes Store Votre recu n® 172008694463 Sat 5/15/10 12:41 AM
Apple Des cadeaux pour votre maman. Réalisés sur ... Wed 5/12/10 11:08 AM : BOOTCAMP

_) iPad. Disponible dés aujourd'hui.
Apple
Sent: Friday, May 28, 2010 9:09 AM
To: Yves Cornil
Macbook HD

Acheter en ligne Trouver un point de vente 0800 046 046

iPad est arrivé.

Disponible en ligne ou dans votre Apple Store.

Tonnerre-Cols.
bleus.mp3

Outlook 2011 created a mailbox to receive the message coming from .Mac.
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Getting started with IMAP for Gmail.

What is IMAP?

IMAP, or Internet Message Access Protocol, lets you download messages from Gmail's servers
onto your computer so you can access your mail with a program like Microsoft Outlook 2011 or
Apple Mail, even when you aren't connected to the Internet.

IMAP creates a constant connection between mail clients (desktop and/or mobile) and Gmail.

What's the difference between IMAP and POP?

Unlike POP, IMAP offers two-way communication between your web Gmail and your email cli-
ent(s). This means when you log in to Gmail using a web browser, actions you perform on
email clients and mobile devices (ex: putting mail in a 'work' folder) will instantly and auto-
matically appear in Gmail (ex: it will already have a 'work' label on that email the next time
you sign in).

IMAP also provides a better method to access your mail from multiple devices. If you check
your email at work, on your mobile phone, and again at home, IMAP ensures that new mail is
accessible from any device at any given time.

Finally, IMAP offers a more stable experience overall. Whereas POP is prone to losing messag-
es or downloading the same messages multiple times, IMAP avoids this through two-way sync-
ing capabilities between your mail clients and your web Gmail.

If you're trying to decide between using POP and using IMAP with Gmail, we recommend IMAP.

(from Gmail site).
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Ajout d’'un compte IMAP pour Gmail.
Adding an IMAP account for Gmail.

a1 Window

Out of Office...
Public Folders...

| Sync Services...

|

Rules...
Mailing List Manager...
Junk E-mail Protection...

Run Schedule [ 2

Send & Receive >
IMAP Folders...

800 Accounts

Default Account

Free Free
yves.comil@free.fr POP Account
Cornil Account description: Free
yves@cornil.com
Personal il
Full name: yves cornil

E-mail address:

yves.cornil@free.fr

Server i

User name:
Password:

Incoming server:

Outgoing server:

Accounts...

Go to Tools, click on + E-mail.

- £

Exchange...

yves.cornil

pop.free.fr
() Override default port
() Use SSL to connect (recommended)

: 110

smtp.free.fr
() Override default port
(0 Use SSL to connect (recommended)

Learn about POP account settings

25

Directory Service...

Enter your account information.

Enter your account information.

E-mail address: [

] E-mail address: [yr.cornil@gmail.com

Password:

Password: eeecssss

V' Configure automatically | ™ Configure automatically

C Cancel ) ” Add Account

( Cancel )

6 ~ Add Account

Enter your Gmail E-Mail address and the password, click on the Add account button.

Outlook 2011 was
creating, automati-
cally, all the infor-
mation for your IMAP
Gmail account.

00 Accounts

Default Account
Free Gmail
yves.cornil@free.fr IMAP Account

Gmal! . Account description: Gmail
yr.cornil@gmail.com

Cornil Personal infor

yves@cornil.com

Full name: yves cornil

E-mail address: yr.cornil@gmail.com

Server infor

User name: yr.cornil@gmail.com

Password: eeeesses

Incoming server: imap.gmail.com : 993
() Override default port
E Use SSL to connect (recommended)

Outgoing server: smtp.gmail.com : 465
E Override default port
g Use SSL to connect (recommended)

Learn about IMAP account settings
£
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¥ 3% Inbox 61
& On My Computer CD

2, Mac Outlook 2011 was creating an incoming mail-
> &5 Drafts box in the Inbox folder, plus a GMAIL folder

with different folders (drafts, junk, etc.).
DESentItems

» % Deleted Items o NB: The folders names are depending of the
> ON MY COMPUTER language used by the Gmail subscriber; here,
he is a French citizen.

¥ GMAIL
ﬁ Brouillons
E Corbeille
(] Messages envoyés
[ Suivis

(] Tous les messages 1))
» (g Junk E-mail

» SMART FOLDERS

Sending a message from the Gmail account under Outlook 2011.

' essai message depuis Gmail MB

Message

& =T--i m~ @ @. |4 signatures ~ § High Pnonty ;
ez (B[I[Uje/[Ar[wd [|EEEE] aan  rwe @WK T L onmony  Coucenames
From: I.Gmail (Yves Cornil) N

To: | Yves Cornil &
o [5]

Subject: | essai message depuis Gmail MB |

Essai GM
Yves de MacBook

To send a message from your Gmail account, select the Gmail account (here Gmail (yves
cornil)).

Enter the recipient address, message subject, the message and click on the send button.
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Receiving and sending messages.

Reading the messages.

e B Bl BB C
=

Q Search This Folder

£y 2. S S e S D Meeting | (G Ruess | (= HE. i . [Finda Contact v, S
BNE B & & S OB O 05 W P mecm | G
E-mail  New  Delete . Reply ReplyAll Forward & achment " hiove) Bk e e gerive FoliowUp) - Fikers) - [ic] Contaats Seard © Send/Receive
AT 0] | © ! [§iSubject from { Categori e
v & On My Computer 29 Cornil Yves : 2 coffrets de séries TV ach... Amazon.fr - DVD jeu. 27/05/10 14:16 m
(] Famille 3 Recettes de desserts / Cadeaux pour Ma... Patricia de Femme Actuelle jeu. 27/05/10 14:16
(] Microsoft 2 MacWay smashe le prix des disques dur... OPEN MacWay 2010 jeu. 27/05/10 14:16
2 Gmail Votre meteo et gagnez des iPod: le son ... Meteocity jeu. 27/05/10 14:16
& Mac = tr: FVA N FVA FREJUS VOUS ACCUEILLE jeu. 27/05/10 14:16
- @ Drafts & Places du monde, Lagons de Nouvelle ... L'Internaute - Voyager jeu. 27/05/10 14:16
On My Computer (=) Derniére minute Juillet a prix Promo Campings Campéole jeu.27/05/10 14:16
(] Gmail (=] Decouvrez nos conseils per isés... Vos rec ions PriceMini mer. 26/05/10 22:12
Mac &g Compte bancaires Puharre mer. 26/05/10 22:12
» (] Sent Items (=) GPS, lecteur DVD portable, autoradio... ~Offre du jour RueDuCommerce mer. 26/05/10 22:12 4
+ 7 Deleted Items 24 =] Azzam Alnijres vous invite a rejoindre... Facebook mer. 26/05/10 22:12 ) §
E On My Computer 24 tr: FVA
g crmail FVA FREJUS VOUS ACCUEILLE
Eiliac Sent: jeudi 27 mai 2010 00:31
» GMAIL To: Caroline DARADA; llda CAVALLARO; J.Pierre Cambray; M. Thérése CHARPENTIER; Emilie CHAMPION; Mireille CLERC; Jacqueline DARADA; and 13 more
This message is high priority.
» (g Junk E-mail ! ﬂr
> SMART FOLDERS
Bonjour d tous,
Suite & la mise & jour du listing je vous envoie ce petit message pour essai.
Nous en profitons pour vous rappeler que la sortie au RAYOL CANADEL du mercredi 23 juin prochain aura bien lieu; Il'y a encore quelques
5 laces disponibles, dépéchez-vous de vous inscrire et pour ceux qui le sont déja, merci de venir régler votre v avant le 4 juin auprés
po! q ) 9! oyage J p
Q Mail du secrétariat (au risque de perdre votre placel..)
™ Calendar Bien cordialement W
— S
[27] Contacts Fréjus vous accueille v
B L Il 95 items 30 unread 4
Mail

— For retrieving your messages :
; Click on the send/receive button in the ribbon. If you have several

|

Send/Receive addresses you can select an account to collect the corresponding mes-
Qe LCORSE  sages, or click on Send all.
17 Send All 0K |
7 Mac
17 YRC Free
g infosmac
ingenie

6

yves@cornil.com
fspvrrxmv-v—

Votre meteo et gagnez des iPod: le son ... Meteocity jeu. 27/05/10 14:16

FVA FREJUS VOUS ACCUEILLE jeu. 27/05/10 14:16

(=5 Places du monde, Lagons de Nouvelle ... L'Internaute - Voyager jeu. 27/05/10 14:16
B4 Derniére minute Juillet & prix Promo Campings Campéole jeu. 27/05/10 14:16

The unread messages are in bold characters.
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Message with attached documents.

77 Pascal Dalbin 5 superbes iPhotos

The message contains 5 attached files (here 5 photos sent by iPhoto).
The messages with attached pieces are mentioned by a paper clip.
You can display or save an attached file.

D B3 Home | i | Tools | —
(eha], PN A5 [ Meeting -,7* . Boraesr S5 E@E, i . i |Find a Contact % .
E—J +! ¢ | LI [ &) . G .
i o Delete Reply  Reply All Forward @ e o @@ uunk > yrread Categorize CFolowUp  Fiters L COMIISSEh o e
¥ 3 Inbox [ 30 ) @[ ! From Subject | Categories -
v 3 On My C €| Y TODAY
- al Dalb e s : SSTTnt
[ Microsoft €)| Y TUESDAY
2 Gmail David Cornil Re: 7 superbes iPhotos mar. 25/05/10 18:41 @ Family
& Mac @
v ] Drafts
On My Computer
Gmail -
] Mac 5 superbes iPhotos
» [ sent Items Pascal Dalbin « Family
v E Deleted Items (26 ) Sent: mercredi 26 mai 2010 20:32
%7 On My Computer (26 To: Yves Cornil ) - - - A
% Gmail i DSCO1639.jpg (120,5 KB); ~ DSCO1640.jpg (131,7 KB);, | DSCO1641.jpg (129,9 KB); ~ DSCO1642.jpg (124,9 KB);, ~ DSC01643.jpg (115,7 KB)
E Mac
Coucou

To: Yves Cornil

AL & DSCG Open T DSC01640.pg (1317 KB),  To save an attached file, select the file and click

on save as.
You can save all the attached files, click on
Save all.

Preview
Remove

Save All...
Preview All
Remove All

Replying to messages

- D FliBue.
=

{Q search This Folder

Famille

: : s - Meeting ! Rules~ = : [Find a Contact =
‘&JE 2 QO o 8w P
. E-mail i Delete : Reply All  Forward @ Attachient i Move Gjunk = : Unread Categorize FollowUp : Filters U Conaos Search | Send/Receive
v 3 Inbox @ ® ! 9 From Subject ) Date Received - : i A
¥ 3, On My Computer €) | Y ropax
& Pascal Dalbin S superbes iPhotos jeu. 27/05/10 14:16 @ Family \
ﬁ Microsoft @ | TUESDAY
2% Gmail David Cornil Re: 7 superbes iPhotos mar. 25/05/10 18:41 @ Family
& Mac 1]
v Drafts
@ On My Computer
@Cmall ¥ - ree—
& mac 5 superbes iPhotos . Family
» [ Sent Items ‘ Pascal Dalbin
v a Deleted Items (26 ) Sent: mercredi 26 mai 2010 20:32
a On My Computer (26 ) To: Yves Cornil
? Grmail o QU REESCEENTFISPIENT)  DSC01640.jpg (131,7 KB); ~ DSC01641.jpg (129,9 KB); ~ DSC01642.jpg (124,9 KB); ~ DSC01643.jpg (115,7 KB)
% Mac

Coucou

To reply to a message, select the message and click the reply button in the ribbon.
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®00O Re: 5 superbes iPhotos
H= selhih e
H Message l Options 1 |~
- |catibri |v[1a |~ | ' -
B|Z|U e A~ - |[E= Picture '§<>:CI
Fro; Free (Yves Cornil) s
To: Pascal Dalbin E3
Cc: &
Subject: |Re: S5 superbes iPhotos . Family
Bien regu les photos
Homer|
From: Pascal Dalbin < >
Date: Wed, 26 May 2010 20:32:16 +0200
To: Yves Cornil <yves.cornil@free.fr>
Subject: 5 superbes iPhotos
A
Coucou x3

Outlook 2011 creates a new outgoing email message, pre-addressed to the sender’s return

address.

The recipient was filling; it is the sender’s message.
If necessary you can enter one or more addresses in the CC area.
The object contains the initial object preceded by Re.

Type your response.

Usually the initial text of the message is included (refer to the preferences, general settings).

After sent, the message is stored in a folder named sent items.

’ a Deleted Items

¥ GMAIL
{3 Brouillons € ) Re: 3 superbes iPhotos de Toulon
(X Corbeille Yves Cornil sent by Yves Cornil
[ Messages envoyés Sent: vendredi 28 mai 2010 16:57
(0] suivis To: testimac

(2] Tous les messages R
Bien regu

I, @Junk E-mail
From: testimac <yves.cornil@free.fr>
Date: Fri, 28 May 2010 16:54:23 +0200

To: testimac <yves@cornil.com>
Subject: 3 superbes iPhotos de Toulon

¥ SMART FOLDERS
; Flagged Mail

[ High Priority Mail

% Inbox @ | ! P Subject To Date Sent w |Categories »
2% On My Computer ¥ YESTERDAY
2 Gmail Re: 4 superbes iPhotos de la réuinion comnum@free.fr ven. 28/05/10 17:30
2 Mac Re: 4 superbes iPhotos de la réuinion comnum@free.fr ven. 28/05/10 17:23
'R ﬁj Drafts Re: 3 superbes iPhotos de Toulon testimac ven. 28/05/10 17:06
Sent It Re: 3 superbes iPhotos de Toulon testimac ven. 28/05/10 16:57 v’ }

NC. J JUPSIUTD ITHIVLUD UT 1U...

3 superbes iPhotos de Toulon

VCIl. LUJUI ] AV 17.UJ

ven. 28/05/10 16:56 An arrow will be added before the mes-

sage to marked the message as read.

@ 2

€ ) 3 superbes iPhotos de Toulon

testimac
F=— = =5 = = = = — %]
Re: 3 superbes iPhotos de Toulon - Sent Items i hd
5 (i) ) & ﬁ @ L : SEIE;CM £ .
iﬁg : - mm To retrieve the response
T 2 2 28 5 v o B8 W Cornil.com message, click on the show
1509 & 19| L=l E:O__} A Yves sur Free
Delete tep—ly‘ Reply All  Forward Move L@ unk ¥ Iﬁ c::ﬂze ngun Yves sur Free I‘eply button.

Yves sur Free
Yves sur Free
Yves sur Free

€.0) Re: 3 superbes iPhotos de Toulon
Yves Cornil sent by Yves Cornil
Sent: vendredi 28 mai 2010 16:57

To: testimac Cornil.com

Bien regu

From: testimac <yves.cornil@free.fr>
Date: Fri, 28 May 2010 16:54:23 +0200
To: testimac <yves@cornil.com>

Subject: 3 superbes iPhotos de Toulon (Show Reply )
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Writing a message

1d ~ : -~
To write a new message, click on the E-mail l;é [ kj E:|, %t’-%%‘

button in the ribbon. { | : o
i E-mail New : Delete
Il :
INDOX
= - Bl ml e o o
1 L——i@ ¥a 0'% e In the to area, type the recipient address.
4 lessage tions . .
= ge Lok ' You can send a copy, then type the recipient address
E ki = ~ ©  in the CC area (Carbon Copy).
| Send
From:  Free {Yves Cornil)
To:
Cc: [
Subject:
L
INDOX

I ®NoOo envoi message d'essai 1 =)
15 RSN sl N '[
3 Message | Options | A[
ﬂ ‘::k; i calibri rl14 |=||iZii= 2= & e . signatures * © § High Priority : & : L
1 Send (| B | LU e A,' o EEE=EIEE Ai(ach Picture @' Hyperlink: v : b LowPriority : check Names '
I From: Free {Yves Cornil) s ]

To: yves@cornil.com &3

Cc: | comnum@free.fr Ei

Subject: | envoi message d'essai 1
Bonjour,
Envoi depuis le MacBook.

1 A+
| Yves

L

Write your message and click on the send button.

Sending a message with an attachment.

You can attach a file (Word document, Excel, image, etc.) to your message. Type the address
(or the addresses) of your recipient and, if necessary the copies addresses, the message ob-

ject and the message text and click on the attach button.

S>ent items

| @06 envoi de ph
] He sl ih 2
(<« ») (g2 = [m) ({3 photos-Lille ¥ @ * M Ontians
§d |
DEVICES | alexandra, PG m ¥ Preview: m : e —
== LaCie80 | DSCN0660.jpg i = ¢ |Calibri v 14 A f oS B L (+77%
o 200, AP | DSCN0662.jpg L ; = e ¥
El ok Eacas 1 sena (B J|Upee A nd o[ Z = artn
e | DSCNO664.jpg ! : : )
ocose | DSCNO665.jpg
A | DSCNO666.jpg
SHARED | DSCN0667.jpg
= iMac @) | DSCNO668.ipg ) ) .
pLACES R g i e Choose the file (or the files) to attach and click
-JPg 2 3 "
I Dssicon | DSCNO671ipg Size 1.8 M8 on disk on the Open button.
% yeomil | DSCNO672.jpg Created 8/17/09 3:47 PM
'/xAppiicalions | DSCN0673.jpg = Modified 8/17/09 3:47 PM 4
g 5 ¥ Last d 8/17/09 3:47PM v
i Documents | DSCN0674.jpg ki itashopened 8017/

Dimensions 1632 x 1224 n
v )«

(" Cancel ) Eop'i" ) ’

SEADCH EODR
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Sent items

Q o6 envoi de photos =X
1 HE &b e
J ] Message { Options I |~
=" Calibri ¥4 |~ = D= . & signatures v High Prioril
JL% 11___;@%5'21‘3“.}9“’;&;
| Send B {Q_ ABE A_' ’“‘ﬂ X == | Atach  Picture @;/Hyperlmk ¥ <7 Low Priority © Check Names '
1 : : : :
1 From: | Free {Yves Cornil) .
To:  Yves Cornil =y
Cc: 55
Subject: envoi de photos
1 2/t [~ DSCN0670.jpg (2.3 MB)
i
% Bonjour,
4 Ci-joint une photo de Lille.
A+
Yves du MacBook
The DSCNO0670.jpg file is attached to the message. Click on the send button.
Previewing the attached files.
€3 .. photos de Fréjus
Yves Cornil
Sent: Saturday, May 29, 2010 9:26 PM
To: Yves Cornil
BB B 2ricoia6s.ipg (483.4 K8) ] B DSCNO538.pg (486.5 KB) ] I DSCN1135.pg (2414 KB) | I r-aquedu NN
Ci-attachés des photos de fréjus. Save As...
Bil de MacBook Preview
Remove
Save All...
Preview All
Remove All
{ 1 ile Edit View Message Format Tools Window Help % ———— [CESIE]
nonN Inbox. )]
You can preview the received pho- R . = o
B Home | Organize | Tools | icola68 Jpg -
tos ; select one or more photos, a B B 2 8 5 o . e Y
right click, preview all. e o BN S
- - ¥ On My Computer (=5} ‘Yves Cornil ,]
One photo is displayed. & oo e o o
Es,m" b §
& Deleted ltems. ::"nﬁ
D O o

GMAIL Yves Cornil
(3 Brouillons .

[ Corbeille

(3 Messages envoyés
5 suwvis C-attachés des photos de fréjus.
(2 Tous les messages 8il de MacBook

3 Junk E-mail

SMART FOLDERS

() Mail
[ calendar
—

7] contacts
] Tasks
|| Notes

119 items 59 unread

Click on the arrow to obtain
the next photo.
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rerere)

2 On My Computer
2 Gmail

(] sent items.
7 Deleted Items

ON MY COMPUTER

GMAIL
[ Brouillons.

[ Corbeille

(] Messages envoyés
(0 suivis

(] Tous les messages
(@ Junk E-mail

SMART FOLDERS

() mail
™ catendar
Contacts
[] Tasks

Notes

(=] Yves Cornil
Anne Cornil
David Cornil
Yves Cornil
Offre Flash MacWay
LOfficiel des vacances
20minutes via malinemalid
€3 ) photos de Fréjus
‘Yves Cornil |
Sent: Saturday, May 29, 2010 9:26 PM
To: Yves Cornil

Ci-attachés des photos de fréjus.
8il de MacBook

119 items 59 unread.

Next

« P = |

08 s
== ]

Format _Tools__ Window 3 [l

000 Inbox =

- o 5
siee i Flie
| B Home | oOrganize | Tools | ~

£ > DSCNO538.jpg
bl alv 2 » e - jree Meeting [Contact
SE E & ase ; v )
Email  New Delete Reply  ReplyAll Fowarg & Attachment T Send/Receive
@ ! @ From v Categories .

%] D11 1euEsPrVLWs-IPNoLW. Moy,

Click on the index sheet button.

File Edit View Message Format Tools

Window _Help_ %

Inbox

| B8 Home | oOrganize | Tools

©On My Computer
2 Gmail
2 mac

» (] prafts.
(3 sent ems
7 Deleted Items
ON MY COMPUTER
GMAIL
(5 Brouillons
(1 corbeille
(1) Messages envoyés
(3 suivis
(23] Tous les messages
(@ Junk E-mail

SMART FOLDERS

) Mail
™ calendar
—
7 contacts

[ Tasks

|| Notes

|
Q] & (o Buens
Reply  ReplyAll Forward @& Atachment
© 1 9 From
(=] Yves Cornil
Anne Cornil
David Cornil
‘Yves Cornil

Offre Flash MacWay
LOfficiel des vacances
20minutes via malinsmali
€300 photos de Fréjus
Yves Cornil
Sent: Saturday, May 29, 2010 9:26 PM
To: Yves Cornil

Ci-attachés des photos de fréjus.
Bil de MacBook

119 items 59 unread

4 items
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Outlook 2011 and iPhoto.

Add to iPhoto

You can add a received photo to iPhoto; click
on the add to iPhoto button.

2E *x

d uBrARY

|5l Events

|®] Places

¥ RECENT
79 Last 12 Months
&) Last Import
1 Flagged
{] Trash

¥ MOBILEME GALLERY
F st Tropez mar...
F{ Festival de I'air... 1 untitled event
FLille A 4 :
¥ Base Nature vi...
F st Tropez mai ...
¥ Port Grimaud
¥ cannes 2009
¥ Nuit Micro 2009
¥ {Rennes 2009
Fi cannes 2008
¥ Apple Expo 20...
F{ Apple Expo 2008
¥ Apple Expo 20...
F{Roc d'Azur 20...
F{Roc d'Azur 20...
¥4 Apple Expo 20...
¥ La Défense

Insert a photo from iPhoto.

U Message' l_mo_pﬁons_l_

oy Calibri [ R 4 | = e = D= : : ., W7 Signatures ¥
Send ‘i.L;_g_ﬁe; é_'ﬁ_" = == Attach Picture @/ Hyperlink, v

.
From: | Free (Yves Cornif)

- From File.\ L

To: Yves Cornil

0

INDOX
@0 0 photo ————— .

Media
J Message I Optmns l ]
T = —

IJE

% :' b signatures 1§ High Photos Music Movies

|

=5 Calibri ;v‘14 |~ : : |
Send | B |U poc| | Allr| aod |+ = Attach Picture @/Hyperlink i <> Ltml [ 2 iPhoto @ ‘
|

From: | Free (Yves Cornil)

To:  Yves Cornil

Subject: |photo

agricola68[18]

DSCNO660 DSCNO667

&
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Outlook remembers.

== : Calibri v14 |¥| i @ ;ﬂ\' .4 Signatures v - ! High Priority ;
send (B 1| U |sc|A vjaedlr|= =  Atach  Picwre o Hyperlink © b LowPrionty  Checy Names
From: | Free (Yves Cornil) s
ro: [ * =]
Ca ||~ = |3
- Contacts and Recent Addresses — ‘ &
: La Carte Sephora White yves.cornil=free.fr@bounce.spl... (%] B
Subject: "o - Work ‘
vater  dmmsin L Work
mnite 4 " " o e Work
Yves Cornil sur Free yves.cornil@free.fr Work
yves@cornil.com Home
T e R RLLE RN R C wOrk
- - Work
yves.cornil@free.fr noreply@google.com Q
A

When you are entering an address, Outlook suggests several addresses using the first letters,
from the address book or from addresses previously used.

The account name (from) is From: | Free (Yves Cornil )

Free (Yves Cornil). To: | (s yves.comnil@free.fr | [2 ]

The recipient (to) is cc: 2]

yves.cornil@free.fr BCC: (2]
Subject:

Using the address book.

ST REn =

3800 Untitled 2 — o )
ks g S N N . ;
T BB P 4 LOG
Message Options 7|A, ) T 7; : of LaCiel20
2] Calibri 214 Rili=i3 &= : g SR sunane § High priority & l Fflo00 Contacts Search
s B |7 U.sse | A aud s picwre &0 Hypedink <1 JL LowPriority | cpock Names ' &Q e =
From: | Free (Yves Cornil) 4| ‘ :
B | Enter your search text in the box above.
To: | [55]
Ce | {E5)
Subject: l ‘

Refer to the Address book chapter.
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Download the pictures.

Inbox

GMAIL
[ Brouillons

(2] Corbeille

(] Messages envoyés
[ suivis

(2] Tous les messages
+ (g Junk E-mail

SMART FOLDERS

Facebook
Sent: Sunday, May 30, 2010 8:23 AM
To: Yves Cornil

To protect your privacy, some pictures in this message were not downloaded.

Pierre Erol Giraudy a envoyé un message aux membres de CLUB SHAREPOINT FRANCE (Microsoft SharePaint
Serven).

@ | Pierre Erol Giraudy May 30, 2010 at §23am
Objet : La Gouvernance SharePoint 2010 par le CLUB SHAREPOINT FRANCE
Bonjour,

\ Download pictureg

eno (=)
Gige i Fi@ 'Q Search This Folder )
| B8 Home | Organize | Tools | I~
&: @ E‘i é é‘ ﬁ ; Meeting & @ Rules~ uz EH & r 2 V . |Find a Contact E:i 9
Emal  New Delete Reply  RepyAll Fonard G@ATECRment Sy @EUnkr | Tl Cegorize Followtp | Fiters | L ComactsSearch Send/Receive
2 Inbox @ ! 9 From Subject Date Received w | Categories »
RS Facebook CLUB SHAREPOINT FRANCE (Microsoft SharePo... Sun 5/30/10 11:14 AM *
% Gmail > E Meteocity Votre meteo et 1 sejour dans le Jura a gagner Sun 5/30/10 11:14 AM
& vac Anne Cornil Lére baignade Sat 5/29/10 8:43 PM
] drates David Cornil Plus que 48h : vos sabots Crocs a 20 euros et ... Sat 5/29/10 8:43 PM sa g e.
B S hes Offre Flash MacWay 119,90 euros le disque dur 2 To Hitachi :le c... Sat 5/29/10 3:29 PM
&1 Deleted tems Fete des mamans - Florajet -1 avant la Féte des méres : plus que quelqu... Sat 5/29/10 2:09 PM .
L'Officiel des varances Nernieres disnns hans nlans Smarthox Vovaa  Sar 5/29/10.2:09 PM X
EAS R, CLUB SHAREPOINT FRANCE (Microsoft SharePoint Server) vous a envoyé un message sur Facebook...

To download the pictures, click on the download pictures button

e

IBLOBS VALADLES. LIBITIECES (ISO0S D00S HADS MIACINNY MOVADL  SAL LML ZUM Fv

CLUB SHAREPOINT FRANCE (Microsoft SharePoint Server) vous a envoyé un message sur Facebook...

Facebook

Sent: Sunday, May 30, 2010 8:23 AM

To: Yves Cornil

Pierre Erol Giraudy a envoyé un message aux membres de CLUB SHAREPOINT FRANCE (Microsoft SharePoint

Server).

"

Forward

P —

3am

Pierre Erol Giraudy May 30, 2010 at 8
Objet : La Gouvernance SharePoint 2010 par le CLUB SHAREPOINT FRANCE
Bonjour,

La Gouvernance SharePoint 2010 par le CLUB SHAREPOINT FRANCE
http: / /www.facebook.com/I/49b34 ;www.performanceit2010.com/

Au plaisir de vous y revoir le mardi ler Juin a la défense

ing a message.

b\t P50 J2 S Gt S\

To protect your privacy,
some pictures were not
downloaded in this mes-

Home | Organize | Tools |

ai
j&m‘i‘-‘iv
B

: E&)? : Q;\ 2 i ] Meeting ‘:‘;L]' (22 Rutes~ ¢ |

5 W,
2 Attachment L Wl 3

E-mail New

g{ Inbox

"2 On My Compute
‘ 2% Gmail

To send a

other persons, click on the for- : - g
ward button in the ribbon. = | |

Delete Reply Reply All Forward Move EBJ""k % : Unread Categorize Follow Up
: @ ! 2 From Subject :
Facebook CLUB SHAREPOINT FRANCE (Microsoft SharePo.
> Meteocity Votre meteo et 1 sejour dans le Jura a gagner

received message to 3
-

Reply Reply All

ﬁy? & Find a Contact i pm

: | Contacts Search

Filters
Date Received
Sun 5/30/10 11:14 AM
Sun 5/30/10 11:14 AM

Forwar

: Send/Receive :
w Categories

G| Meeting
é//é Attachment

")
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Inbox

0 @ MO M FW: CLUB SHAREPOINT FRANCE (Microsoft SharePoint Server) vous a envoyé un message sur Facebook... = .

ﬁ Bl st e Write your

‘g Message Options l ~ message and
55; : | Calibri vila (vl =3 ¥ ; » b7 signatures * [ High Priority : g} : CIICk on the

] sena | |BZ|U e | Al = ||l i : send button.

Picture @H’ypevlmk T . < LowPriority © cpock Names -

|

From: | Free (Yves Cornil) s

To: Yves Cornil Yves Cornil E3

Cc: B3
Subject: | FW: CLUB SHAREPOINT FRANCE (Microsoft SharePoint Server) vous a envoyé un message sur Facebook... B ) S
__| To protect your privacy, some pictures in this message were not downloaded. ( Download pictures ) o e ! @ From
? Avez-vous vu l'info d'Erol? m D | ¥ Yves
F; Yves du MacBooK

= Fi
‘ From: Facebook <notification+ofdlic11@facebookmail.com> ]
~ Renlv-Ta: narenlv <narenlv@facehaokmail.com> The re is an

arrow before the forwarded message; you can see the forwarded message when clicking on
the show forward button.

€30) CLUB SHAREPOINT FRANCE (Mlcrosoft SharePoint Server) vous a envoyé un message sur Facebook...
Facebook
Sent: Sunday, May 30, 2010 8:23 AM
To: Yves Cornil
% You forwarded this message on 5/30/10. (Show Forward )

Pierre Erol Giraudy a envoyé un message aux de CLUB SHAREPOINT FRANCE (Microsoft SharePoint

Server).

e W Pierre Erol Giraudy May 30, 2010 at 8:23am

‘ Objet : La Gouvernance SharePoint 2010 par le CLUB SHAREPOINT FRANCE

Bonjour,
(0 Convvote Thoio Colsina
(LX) O FW: CLUB SHAREPOINT FRANCE (Microsoft SharePoint Server) vous a envoyé unm...
lﬁl :
J Message [ \ ~
= : & s 7S e {

7 : { Rules » : f [ ! s
Efx;@@@?“aj"’“;&w s
Delete Reply  Reply All  Forward Move Bjunk Unread Categorize Follow Up

€ ) FW: CLUB SHAREPOINT FRANCE (Microsoft SharePoint Server) vou...
Yves Cornil

Sent: Sunday, May 30, 2010 6:03 PM
To: Yves Cornil; Yves Cornil

To protect your privacy, some pictures in this message were not downloaded. ( Dpyvﬁéqq pﬁiﬁcrtrtljés )

Avez-vous vu l'info d'Erol?
Yves du MacBook

Replying all.

Pl ¥ UILLI0TWarUu L.iMov

@ Outlook File Edit Vie View Message Format Tools Window Help # [E.2 3

11806 INBOX » Gmail (D
PR S O QTN A
U | Home | Organize | Tools | | A
| =) P S ey 2
- Zﬁ v 7'4 Meeting o %, Rules¥ & (] o \ As o Find 2 Contact | ﬁ %
! el o B el @ (@ P . 2 B8 (¢ wa~ X Y e =
E-mail  New Delete Reply  RepyAll Foward @& Atachment - - [ig)Junk > Read  Categorize Follow Up Filters ¢l Contacts Searc Send/Receive
¥ Inbox @ ! P From Subject Date Received ¥ Categories »
|’-J % On My Computer = Yves Cornil CLUB SHAREPOINT FRANCE (Microsoft Shar... Sun 5/30/10 6:03 PM At L

If you received a message with some recipient’s copies, you can respond to the sender and the
copies, when clicking on the reply all button.

- @ a g-y Meeting
1
= | (1S | | & _

Reply Repiy All  Forward %, Attachment
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@ O M Re: CLUB SHAREPOINT FRANCE (Microsoft SharePoint Server) vous a envoyé un message sur Facebook... =

HE il el

{ Message 1 Options 1 | A
= Calibri ) i ™4 & signatures v | High Priority :
S %,de_t%m' &
Send B I Attach  ©  Picture Hipetl] ;= Low Priority : Check Names :

From: Gmail (Yves Cornil)

To: Yves Cornil Yves Cornil E3
Cc: B

Subject: |Re: CLUB SHAREPOINT FRANCE (Microsoft SharePoint Server) vous a envoyé un message sur Facebook...

| To protect your privacy, some pictures in this message were not downloaded. ( Download pictures )

Oui j'ai vu. m
Yves sur Gmail

Write your message and click on the send button.

Following an Internet link.

| =] OLLANNKLITIOV

i Edit View Message Format Tools Window Help # | CIED)
eno INBOX » Gmail =

ChieeimiClie
| B Home | Organize | Tools | ~
G E B S e SO e i e Pomes 3
g emat New Delete Reply  ReplyAll Fowarg 4 Attachment Move  6g) unk Read Categorize Follow Up Filters ) Gontacts Search Send/Receive
N = inbox © ! P From Subject Date Received » Categories -
3 On My Computer = Yves Cornil a découvrir Tue 6/1/10 3:24 PM \ig
"3 Gmai XK Yves Cornil CLUB SHAREPOINT FRANCE (Microsoft SharePoi... Sun 5/30/10 6:03 PM
2% Mac Yves Cornil photos de Fréjus Sat 5/29/10 9:27 PM
A (] orafs Yves Cornil envoi de photos Sat 5/29/10 4:16 PM
Al > (5 sent tems Yves Cornil Essai depuis MB et Gmail Fri 5/28/10 5:51 PM
H » & Deteted items Yves Cornil 8 superbes iPhotos Sat 4/3/10 3:04 PM
F R
ON MY COMPUTER CLD a découvrir
] v omau Yves Cornil
\: Brouillons Sent: Tuesday, June 1, 2010 3:24 PM
[ corbeille To: Yves Cornil

e 5
Messages envoyés
9 4 Ne manquez pas:

[ suivis hug:[[web.maccom[ycor%‘éPPZDlO(Bienvenue.hlmi
[ Tous les messages A+

Yves

| » (@ Junk E-mail

Sometimes your messages will contain Internet link.
Attention: for security reason, don’t click directly on the link. Copy the link and paste
it in your Internet browser.

Bonjour,
Un nouveau dossier publié par votre serviteur sur Windows Live Devices, le successeur de Mesh.
C’est a découvrir sur le blog de Communautés Numeériques ou directement sur:

Am:calement

Yves Cornil http:/ /web.me.com/ycornil /wldevices/

Bienvenue.html|

800 Bienvenue

¢ ] (Q- Google

On the right you can see the
linked Internet site. (This site is
dedicated to Windows Live Devic- \Mndows LNQ Deviees

es). sur Mac et sur PC.

Bienvenue sur le site consacré a
Windows Live Devices béta.
Un site créé par Yves Cornil

Microsoft
(5 Most Valuable
Professional

Table des matiéres:

- Document en format PDF
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Following a conversation.

i @ ! 2 Subject Mcmegories " To From

i RE: ComNUm mer. 02/06/1... @ ® Mac, M35 \* Yves Cornil Eric AUMONT r
, 2 offres exceptionnelles dans ce mail mer. 02/06/1... . Yves Cornil PriceMinister HighTech
> Nouveau fichier adresses mer. 02/06/1... @ comnum .~ Yves Cornil Puharre, David Mathieu
> Communautés Numériques : appel a cand... mer. 02/06/1... @ comnum .~ Yves Cornil David Mathieu, Serge Cenci, Gerard Vaquant
> Proposition numéro 1 pour les modificati... mer. 02/06/1... @ comnum \ Yves Cornil David Mathieu, Laurent Gebeau, Gerard ... m
Protegez votre foyer pour 19.50 euros pa... lun.31/05/10... . Yves Cornil EPS TELESURVEILLANCE par malinsmalines
Grand DESTOCKAGE, ler arrivé, ler servi! mer. 28/04/1... .~ Yves Cornil (4 adres... Pixmania.com v

"$@ CONVERSATION

Proposition numéro 1 pour les modifications a apporter aux statuts de Communautés Numériques
Latest By: David Mathieu

On: lundi 31 mai 2010 15:31 3 messages
| David Mathieu (sent... Bonjour, je ne vois pas d'elements a ajouter. cdt david Le 24 mai 2010 17:33, Yves Cornil <yves.cornil@free.fr... 31/05/10
Laurent Gebeau Bonsoir Yves Désolé pour les réponses tardives, j'étais en vacances en Sicile. Merci pour ton boulot, comme no... 30/05/10
Gerard Vaguant Hello rien a dire ¢a correspond parfaitement aux objectifs que tu avais assignés. Bonne fin de journée Gérard V... 24/05/10
@ ! 2 Subject Mcmegories " To From B
RE: ComNUm mer. 02/06/1... @ @ Mac, M35 \* Yves Cornil Eric AUMONT r
, 2 offres exceptionnelles dans ce mail mer. 02/06/1... . Yves Cornil PriceMinister HighTech
> Nouveau fichier adresses mer. 02/06/1... @ comnum " Yves Cornil Puharre, David Mathieu
> Communautés Numériques : appel a cand... mer. 02/06/1... @ comnum .~ Yves Cornil David Mathieu, Serge Cenci, Gerard Vaquant
Proposition numéro 1 pour les modificati... mer. 02/06/1... @ comnum \" Yves Cornil David Mathieu, Laurent Gebeau, Gerard ... m
Re: Proposition numéro 1 pour les mod... mer. 02/06/1... @ comnum " Yves Cornil David Mathieu »{
RE: Proposition numéro 1 pour les mod... lun. 31/05/10... comnum Yves Cornil Laurent Gebeau v
RE: Proposition numéro 1 pour les modifications a apporter aux statuts de Communautés Numériques @LIITLD
Laurent Gebeau
Sent: dimanche 30 mai 2010 22:16

To: Yves Cornil

Bonsoir Yves

Désolé pour les réponses tardives, j’étais en vacances en Sicile.

You can follow a conversation concerning a message. The messages with conversation are pre-

ceded by a little triangle. To develop the conversation, click on the triangle.

Return to sender.

| A =] TVES LOIMI 5 MALBUUK FIo

O
(=)
4 il ¥ (78 Q Search This Folder ﬁ
l B4 Home Organize Tools [ . LA
T - W A o . e ; i H e
- r,‘” N - P s | Meeting -~ Rulesy ¢ , (]9 \r T . i Find a Contact I %
&J § : J - > zlﬂ“hment . Lao K ; . ' Z : | Contacts Search = 5
E-mail  New  Delete Reply  Reply Al Forward Move 3 Jun © Read Categorize FollowUp : Filters & - Send/Receive -
v © ! 9 From ~ Subject — Date Received ~ w|Categories (e
Mail Delivery System Undelivered Mail Returned to Sender Tue 6/1/10 3:38 PM 3

(L] Tous les messages
I'm sorry to have to inform you that your message could not
bgjunk E-mail O be delivered to one or more recipients. It's attached below.

b MARY FOtDERS For further assistance, please send mail to postmaster.

If you do so, please include this problem report. You can
delete your own text from the attached returned message.

The mail system

<errareerreur@cornil.com>: host mx.online.net[88.191.253.31] said: 550 user
unknown (in reply to RCPT TO command)

() mail ‘
If the address is unknown, the message will be returned to the sender.

2 Gmail =] Offre Flash Macway QNAP : Les NAS idéaux, a la maison comme... Tue 6/1/10 3:33 PM

(g) Mac &= Mexx Actualités Shorts d'été et 10 € de promotion - plus q... Tue 6/1/10 3:13 PM
> Drafts & Féte des péres chez Frango... Tout pour faire plaisir a Papa ! Tue 6/1/10 3:13 PM
» (] sent items. [E=3] MaxiPromos Ouvrez moi pour gagner un iPhone ! Tue 6/1/10 3:13 PM -
» 7 Deleted Items (=] Taillissime de La Redoute T-shirts dés 6.45 euros, pantalons dés 11.... Tue 6/1/10 3:13 PM =

= n decom - lettre d'i_ Gaza le raid dlsrael contre une  Tue £/1/10 3:13 PM X

i SR i €3 ) Undelivered Mail Returned to Sender
¥ GMAIL Mail Delivery System

{3 Brouilions Sent: Tuesday, June 1, 2010 3:37 PM

Corbeille To: Yves Cornil

(1] Messages envoyés ©': " Document (0.4 KB); " essai erreur (1.2 KB)

(3 suivis This is the mail system at host smtp3-g21.free.fr.
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Deleting one or more messages.

_{ T OILLJUnKuU L.Imov
@ Outlook File Edit View Message Format Tools Window Help # B2 3
ano Inbox =
&l i B @ QSearch This Folder \
| Home | Organize | Tools | |~
= H - - - [”] Meeting =i Rulesv = BE, i = Find a Contact H _ﬁ\a 3
B B S @ G S O Bue o5 WY — &
E-mail New : Delete : Reply Reply Al Forward g Artachment i Move [:Bjunk & :  Read Categorize FollowUp :  Filters R} Contacts Seand - Send/Receive
:g\_ @ ! 2 From Subject Date Received ¥ | Categories Ao
% On My Computer Offre Flash MacWay Derniéres heures pour placer votre meilleu... Sun 5/30/10 5:19 PM
3 Gmail = Amazon.fr - Logiciels Cornil Yves, 10 euros + 1 logiciel offerts* p... Sun 5/30/10 11:33 AM

3 Mac (1) Sport24.com Deuxiéme test pour les Bleus contre la Tun... Sun 5/30/10 11:33 AM
To delete one or several messages, select the message (or the messages), right click,
delete message.

1 =] OILLJUMNKUL.ITIOV
® Outlook File Edit View Message Format Tools Window Help # ElL.2.%
0o Inbox =
T;f - i) @ ¢ @ : D @ Q Search This Folder )
| B4 Home [ Organize | Tools | : |
Zs & ey : a H
< [a=. G| Meeting = Rules~ B, . Find a Contact . B
#a &3l € (o & = & L e \i~ . Y- Z : L wd
E-mail New Dy P —— 9=ply Al Forward %A“a(hm"" Move EBJ“"k T i Read Categorize FollowUp :  Filters B ContactsSearh : Send/Receive
Delete selected items | i 3 2 . 5 :
w # From Subject Date Received w |Categories.
3% On My Computer L] Amazonfr - Logiciels Cornil Yves, 10 euros + 1 logiciel offerts* p... Sun 5/30/10 11:33 AM

2 Gmail Sport24.com Deuxiéme test pour les Bleus contre Ia Tun... Sun 5/30/10 11:33 AM
= Mac Noel Photoways 40 tirages + livraison pour seulement 1€99! Sun 5/30/10 11:33 AM
> Enrafts Sanex par malinsmalines Imprimez votre bon de reduction Sanex 0% Sun 5/30/10 11:14 AM
(] Sent items. OPEN MacWay 2010 Finale Open MacWay 2010 : tous les coups ga... Sun 5/30/10 11:14 AM
+ 7 Deleted Items &= Vente Unique Yves, votre lot vous attend Sun 5/30/10 11:14 AM :

From ti me do ‘ corman new veewe Repy

time empty A b |

Are you sure you want to permanently

P
the deleted "‘ ‘% On My Computer \\) delete all the messages in this folder?
! %, Gmail
folder. 2 Mac ! —

G-= ’
|{ ] Drafts ( Cancel ) ( Defefg_)

[ sent Items

““u:iﬁl‘—:ﬁ-d = Iy .

! Open in New Window

e All 25 Read Click on the delete button to confirm.
Gt

i [ Brou .

.} (con Synchronize Now

Add a sighature to your messages.

When you write a message, you 4800 Outlook Preferences
finish, generally, by a complimen-
tary close.

Outlook 2011 gives you the possi- = -
bility of recording one or more 2 L0 @ Q\ E M %

Personal Settings

complimentary Closes, which can be y General Accounts Notifications Categories Fonts AutoCorrect
& Sound

supplemented of your postal ad- 4 sy

dress, of a telephone number, etc. R

You will be able to also incorporate =] 52 = @J Be®

a |OgO or your phOtOQraphl by a Reading Composing Sig es Rules Schedules

copy and paste.

It is also possible to link a signature Other

to a mail account. = A -

o Outlook FNFIE
©  About Outlook

Y Preferences-. %, |

Calendar Contacts Sync Services Feedback
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800 Signatures . To create a signature, go to

~ the preferences menu, sig-
. natures.

Random Name Signature -
0 Standard i .
o S Vi ool i) Click then on the + button
! Untitled | to add a signature.

-

L3

(" Account Signatures...

Here the box where you |97 Signatures
will enter your data. [ show i |
Give a name and enter e s
your teXt' ‘ = Standard Yves Cornil (4 adresses]r V 7

i | regards

3
——

| (" Account Signatures... )

The recording of the sig- R Signatures |

nature is done automati- Show All
cally when you close the ‘

window signature. Random: |Name B _Signature.
U Standard Best regards
- regards Yves Cornil, Mac MVP, Frejus France
8 MVP

(" Account Signatures...

To add a signature, click on the signature button and choose the good one.

Deleting a signature.

E@Or Signatures

. | Show All

y

v - > Are you sure you want to permanently
Random Signi

il '[ delete the selected signature(s)?

To delete a signature,

./ is acti : :
IG O il v This action cannot be undone Se|eCt the S|gnature and
i ( Cancel ) ( Delete ) click on the minus
i = sign (-).
i
1
)
n
n
ES
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Adding a picture.

4 meeuny \ I+ WA Kules ¥ R . - rinu @ vonac AT v
el & mm ¥ Y : &

e >

| Signatures d/Receive

Show All -

1 \ . il
| Random Name Signature \ Macbhook HD

U Standard Sincéres salutations. \ 4
I ) regards Yves Cornil \ g e
i O Mw Vice-président de Microcan LK J g "
| &3 Microcam http://www.microcam35. or| oLy f
1 a ComNum E : -
i ) Microcam35 BOOTCAMP
H

r

I © 806 " Macbook HD
' = [

APPAREILS Dossier partagé

Date de modificatif
[ BOOTCAMP - logo-microcam.jpg Aujourd'hui, 13:

To ;d_d a picture, drag and drop the picture file to the end of the text.

A. s = 121 o1 >10gv.mov
m View Message Format Tools Window Help #

Undo ®Z Famille

Re HY Q
. Coh #C — Close the window, the signature will
i s gy Veeting 5. A Rules ~ s  HE ? - V o il Eh
1 Paste e el - be saved
% Paste and Match Style @3V b O Signatures .

Show All
Select All A
. C Random Name Signature
Delete s f Standard Sinceres salutations.
[ regards Yves Cornil

Find > =] MVP Vice-président de

Spelling and Grammar > & Microcam http://www.micrt

Transformations > ) ComNum =

Speech 4 0

Microcam35 £ \1 sl
Wl IRz

Special Characters... =
¥4 Sent’ samedi 3 avril 20107~

To Yves Cornil (4 adr

MICROCAM

Adding a signature at a message.

1®@006 signature M6 (o)
He s il el
g j Message | Options | ~
2 |
= i ibri = ozl 5= A —_ W RS
| (= Calibri 14 | Siis) & 3= ¢/ =] l,_,_ﬂ' Sigmnsﬁ} - 1 rign Priorty
send (B 7 g*’(' é-', sl EE S Attach Picture Edit Signatures... W Priofity - chock Names
| From:  Free (Yves Cornil) sur Free .
fr s o
To:  Yves Cornil e B
Cc: B3
Subject: | signature M6
—
j Essai sighature M6
eli
] @00 signature M6 o l
i : dEiE s D e |
To add a signature, click on the T e | opions | -
H . E{ |
signature tool and choose the sig- i |ng o I i @)  [m D 1 e {
nature in the list S B[Z[U pee] [Al-] = ) (B Attach Pcre B HBRINK ~ L LowPriority  Check Names
‘ From:  Free (Yves Cornil) . |
To:  Yves Cornil N [ew]
& <3 [ @3

_| Subject: |signature M6

|
j Essai signature M6
ol Bincéres salutations
Yves Cornil
| Président d'honneur de Microcam06

{ =4 A.\r |
=2 :

AAYCDNCAVMINES
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Modifier une signature. Modifying a signature.

To modify a signature, select the signature, ®° " Slgnatures
enter your text or the picture and close the i
WindOW, Random Name Signature
. O Standard Sincéres salutations.
! a regards Yves Cornil
i =) MVP Vice-président de Microcam Rennes
4 O Microcam Message envoyé depuis MacBook 2.2 —~ Mac 0S X 10.6.3]
1 O ComNum http://www.microcam35.org
H ) Microcam35 /’7—*\
sf e |53
| A ="‘"
i MICROCAM
1
#l=
L (" Account Signatures... )
INDOX
D) (- Hale} photo =7
IEHE SO0 @e
;; ‘ Message | Options | |~
&) — = = e g
a = : Calibri yilld |zlli=li= DE ?// J"i. b4 Slgnat\fres v ! High Priority :
| sena (| BlZIUpse Al ERE Attach ~ Picture @ Hyperink ~ © s LowPriority : Cpeck Names :
] From:  Free (Yves Cornil) 2
To:  Yves Cornil E
Cc | (1654

Subject: |photo

You can insert a photo from iPhoto to your message. Click on the picture photos browser ; se-
lect the photo and drag and drop to your message body.

Les Aventuriers du Bout du Monde la revue des clubs Microcam — Page 30



The junk messages.

You will receive spam messages.
To protect your mail, go to the tools menu,

Junk E-mail protection.

Outlook 2011 has a mechanism to

filter the junk messages that you E-mail folder.
can settle. What level of junk e-mail protection would you like?
You can |mplement your own () None
treatment to filter the messages by Turn junk e-mail protection off.
writing some rules. O Low
Catch the most obvious junk e-mail.
(®) High

m Window Help #
Run Schedule >
Send & Receive >
IMAP Folders...

»l

ard

E Rules...
Mailing List Manager...
Junk E-mail Protection...
LY

de  Accounts...

_Junk E-mail Protection

[‘Level | Safe Domains Blocked Senders |

Outlook can move messages that appear to be junk e-mail to a special Junk

Catch most junk e-mail. (Some valid messages may be caught as well.
Check the junk e-mail folder often.)

() Exclusive

Only deliver messages from correspondents in the Address Book, from
domains in the Safe Domains list, or to addresses in the Mailing List
Manager. Reroute all other incoming messages to the Junk E-mail Folder.

8 Delete messages from the Junk E-mail folder older than days

Learn more about junk e-mail protection

(Cancel) ( OK )

@ ! 2 From Subject Date Received ¥ | Categories "
~_‘-| =) A vous de choisir Dés m’ 3 . toute... Sun 5/30/10 5:19 PM |®|

& Offre Flash MacWay Dernié g:::'!\/lessage neilleu... Sun 5/30/10 5:19 PM

&g Amazon.fr - Logiciels Cornil erts* p... Sun 5/30/10 11:33 AM

(B Sport24.com Deuxi¢  Reply la Tun... Sun5/30/10 11:33 AM

& Noel Photoways 40tira  Reply All 1t 1€99! Sun 5/30/10 11:33 AM
Sanex par malinsmalines imprim  Forward « 0% Sun 5/30/10 11:14 AM A
OPEN MarWav. 2010 rinalet Forward Special P wuncna  Sun S/30/1011:14 AM b4

Dés maintenant et jusqu'a dimanche  Mark as Read

A vous de choisir
Sent: Sunday, May 30, 2010 2:30 PM
To: Yves Cornil

To protect your privacy, some pictures in this message wellll IF{/{ " U F{{| > Mark as Junk Download pictures

Attachments »
Sender

v

Bonjour, act Block Sender nt, merci.
Prioritv » — ml

To put a message in junk status, select the message, a right click, Junk Mail, Mark as

junk.
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You can also click on the junk button in L¢ Wl
the ribbon 3 Read Categorize
' Subject N ET T IT1,1 3

BYE  8lockNender

[
|
Vos bo |

Fio L

Junk E-mail Protection...

From time to time check the junk folder.

* B Ueietea ems
» ON MY COMPUTER

GMAIL

[:l Brouillons

[__:l Corbeille

D Messages envoyés

(] suivis

[:i Tous les messages
¥ I:E Junk E-mail
[E Gmail
[B Mac

» SMART FOLDERS

¥ YESTERDAY v

Dés maintenant et jusqu'a dimanche tout est gratuit
A vous de choisir
Sent: Sunday, May 30, 2010 2:30 PM
To: Yves Cornil

Junk

fa This message appears to be junk mail. Beware of links in this message. ( Mark as Not Junk )

To protect your privacy, some pictures in this message were not downloaded. ( Download pictures

Bonjour, activez ce lien si les images ne s'affichent pas correctement, merci.

Si vous ne souhaitez plus recevoir de messages de notre part, suivez ce lien.

MeeticAffinity gratuit ce week-end MeeticAffinity gratuit ce week-end

B
u B3 Home l Organize ] Tools l ~
1. = @ A& @ L] Meeting =M Ruesv © =3 EE, Pw., - :|Find a Contact % N
e B &aa s 2 d oa Y =
E-mal  New  Delete  Reply ReplyAll Forward @ Atachment o m  Unread Categorize FollowUp ~ Filters | Contacts Search Send/Receive
¥ 3 Inbox @ ! 9 From Mark as Not Junk Date | Categories [
¥ 3 On My Computer ¥ TODAY | Block Sender | m
& Yves Cornil : N dim. 08/08/10 18:12 @ Family
i Junk E-mail Protection... , X
(2 Microsoft & Yves Cornil dim. 08/08/10 18:05 @ Family
: i & Yves Cornil photo dim. 08/08/10 18:04 @ Family
(2%, Gmail
A Mac ¥ TUESDAY
v ﬁ Drafts Yves Cornil Nouveau dossier sur ComNum mar. 03/08/10 22:15 Family, Junk »e
@ On My Computer Yves Cornil Un nouveau dossier sur la synchronisation en... mar. 03/08/10 22:15 @ @ Family, Junk x3
(£ Gmail = - =
] Mac Nouveau dossier sur ComNum _Family Junk

v [ Sent Items
fﬂ On My Computer
(=] Gmail
B Mac

v a Deleted Items

Yves Cornil
Sent: mardi 3 aolit 2010 21:16

To: Désiré Koussawo; Eric AUMONT; Frangois Dunoyer; Francois Lecluse; Guy Aristeguieta; Laurent Gébeau; nathalie Jacquelin; Puharre Pierre; and 5 more

Bonjour,

Un nouveau dossier publié par votre serviteur sur Windows Live Devices, le successeur de Mesh.

To legitimate a funk message, select the message and click on the Junk button and

Mark as not Junk.

From time to time, empty the junk folder.
The messages will be moved in the deleted item folder.
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Managing the E-mails.

Until now we received the messages in the inbox, with the Junk filter. We will now organize
our mail by creating folders and some rules.

Creating a local folder.

PN

?_‘b—| ﬁ 2| = To organize your various mails, create folders.
Exmail  New - Delete . Reply Reply.  Tq create a folder, click on the new button in the ribbon, folder.
'ﬁ'"i @7 E-mail Message The new folder name is Famille (Family).

g ;.El Meeting

2= ( 10_(5 Appointment S ~— ; | = = I —
Bl a 0__‘_ b_,j' : : { Home | Organize | Tools
vi{jora @t Contact Emal  New | Delete R = fee—
) Contact G & =l &3l E‘:)"('
[E ( é!#_l ontactiroup 3%, On My Computer Sl : = :
Bl © Untitled Folder E-mail New : Delete : ¥
Task ) . , : :
v (=] Ser % Sy 2 Inbox
3% Mac
=f Q/ Note & brets ¥ 3 On My Computer
E3¢ (=] Sent Items D Famille
P Sy G
W Folder at This|Level 5 Deleted items A% Gmail

Creating rules.

mwmdow Help #

Run Schedule p ¢« To create a rule go to the Tools menu and choose Rules; in the
J Send & Receive » rule dialog box choose an account type (here POP) and click on
the new button (+).

. IMAP Folders... [
P {80 — e =
§ i [showai |
é i {On My Computer | Name
! Q Exchange
d ‘; IMAP
lj | i Outgoing
. Mailing List Manager... 1
Junk E-mail Protection... = !

e  Accounts...
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Edit Rule A rule contains:
J Rule name: | untitled o A rule name.
i S e A criterion part (if); the criteria
(57 Add Criterion ) 3 Remove Criterio Execute | if all criteria are met —:] can be mu|t|p|e
_All messages ] e An action part (then); the ac-
Then tions can be multiple.
( 5 Add Action ) ( 9 Remove Action
Change status _3} | Not junk E-mail _3}
| Set category %] | None Q
*‘ [2] Do not apply other rules to messages that meet these criteria
™ Enabled ( Cancel )
|
| N — v Pe— e =N
Edit Rule
J Rule name: Famille
If
g F DV g 3 = R o S e A e = e "
(" &7 Add Criterion ) (8 Remove Criterion ) Execute | if all criteria are met v

v All messages

Any recipient
Only recipient .

s z N\
Any To recipient ) Remove Action )
Any Cc recipient

Reply-To _ﬂ ‘ "N"o-t j[mk I'i-m'a'irlr

Subject L4d | None

Message body

Attachment

Is HTML mail > =

Is not HTML mail (_ Cancel ) ( OK )
L Size 2 2 C
Here the rule name is Famille (Family). Choose a condition (if). The criteria choice list is long,
see below.

4">| o«

» messages that meet these criteria

ECTEE <iireglysome

Any recipient Message body Is from a mailing list
Only recipient Attachment Is not from a mailing list
Any To recipient Is HTML mail Is junk e-mail

Is not HTML mail Is not junk e-mail

Size Junk Likelihoed

Date sent

Date received

Category Any header The different criteria in
Account Specific header Outlook 2011.

Priority

Status

Folder

Any Cc recipient
Reply-To
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Now I am choosing the if cri-
teria; I need 2 criteria for
tests, I click on the add cri-
terion button.

If

m@ ¢ Remove Criterion | Execute [ if all criteria are met 2]
All messages B‘

-
| Rul : Famille . "
slemme I am choosing the conditions. If
it . .
(" 57 Add Criterion ) ( §§ Remove Criterion ) Execute [ if all criteria are mgt 2] ::jhelbfrom area contains cornil or
3 albin.
i [ From %] [ contains % "cornil

[ From bﬂ | Contains b-é" dalbin| ||

=th — — if any criteria are met

( 57 Add Criterion) ( ¥ Remove Criterion) Execute v if all criteria are met

. unless any criteria are met

‘ [ From a [ Contains @ m unless all criteria are met

S L AT T Resal o R G JASAN

| Rule name: Famille

e e o -
( o7 Add Criterion) ( ¥ Remove Criterion) Execute [ if any criteria are met B

I [ From @ { Contains Q cornil
i | From E | Contains 14/ dalbin =I-I

¥
Then.
Then o
( 5/ Add Action ) ( K Remove Action )
| Change status Fv@ | Not junk E-mail 49
é [ Set category a [ None @

8 Do not apply other rules to messages that meet these criteria

™ Enabled ( Cancel ) (0K

Now I am choosing an action to do. I want to move the message to a folder named
Famille.
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. |

! r ey = .
Q |

1 Move message (da bl

Copy message
Delete message

imove Action |

Change account

Reply

Set category
¥ Change status z [ Not junk E-mail )
! To Do
(
Change priority 3 {None W']
Change subject 2ssages that meet these criteria

Then

( 5 Add A;;on )7( 7£7R”emove Act;onr 57

=

[ Set category

Choose folder...

| Move message % ¥ Inbox (On My Computer) E I

———————————
! Do not apply other rules to messages that meet these criteria

¥ [ On My Computer
= |¥v = Inbox(10)

|7 Microsoft
- Drafts
Outbox
Sent Items
Deleted Items
Junk E-mail (1)
Archived Mail
Calendar
Address Book
Tasks
Notes
> Lo Gmail
» T Mac

Dhelg@DD&ELBaE

4 f& Famille

e ) o)

I am now removing the set cat-
egory action. To suppress an
action, select the action and click
on the remove action button.

L

Then ;

( 57 Add Action )m m - Action

LMove message @ L Famille (On My Computer) @

[Set category @ [None @ l

‘! Do not apply other rules to messages that meet these criteria

Then

( 5 Add Action ) ( 9 Remove Action )

{ Move message @ i Famille (On My Computer) @

8 Enabled

Click on the OK button.

1 f Do not apply other rules to messages that meet these criteria

( Cancel ) € Ok )
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The Famille rule is: Rule name: | Famille |
If
If from area contains ( C{P Add Criterion) ( 9 Remove Criterion) Execute (if any criteria are met @
cornil or dalbin,
then move [From 5 [Contains 5 cornil
the message [ From I4) [ contains |4 [dalbin
into the Then
Famille folder (" ar AddAction ) (9 Remove Action )
on My Computer.
‘[ Move message B [ Famille (On My Computer) B

The actions.

¥ Move message Reply Do Not Notify
Copy message Forward to Play sound
Delete message Redirect to Animate icon
Display dialog
Display notification

Save attachments
Remove attachments

Set category Add sender to address book Change character set
Change status Add sender to group Burst

To Do Remove sender from group Run AppleScript
Change priority

Change subject

Change account

Applying rules to the received messages.

| DILATEYICTAMINE L.IMOV.

iew Message Format Tools Window Help # ElL.O
Inbox =
(Q Search This Folder
| | B4 Home i Organize ‘ Tools \ A
0]_]: @v E‘? ;‘P. a Meeting Sk g_“""' . ;L:_J Eﬁ ¢ “P v T o Find a Contact Q e
E-mail New :{ Delete : Reply ReplyAll Forward & Aitachment Move Apply All d Categorize Follow Up Filters 13E) Contacts Search © Send/Receive
25 Inbox @ ! |2 From ) Subject’l Edit Rules... Date Received v{Categories ».
PREPAILR votre - 1965050 u 09 2:2b P
E®Cnty conpliey MobileMe Veulllemramile . \formations de votr... Tue 12/1/09 10:05 PM
g%"f::i'l“'"‘ MobileMe Donnez-nous votre avis sur MobileMe. Wed 11/25/09 2:03 AM
S ne_pas_repondre@euro.appl... Votre Commande Apple W90382092 a été ex... Thu 8/27/09 11:12 AM
g’ Mac MobileMe Un message important pour les abonnés Mobi... Fri 7/31/09 5:06 AM
i @ i Tunes Mardi Mélodies : Moby, Ycare, Just Jack et bie... Tue 6/30/09 7:38 PM
» (2 sent ltems [Tunes Store Votre recu n° 8647179159 Fri 1/9/09 3:31 PM
&+ Deleted Items
v At QNAP : Les NAS idéaux, a la maison comme au bureau !

[‘“”"“ v ~ .l

a i A | /L‘:'_}
Move Apply All 4 Itis possible to apply the rules to the received messages.
Subject| Edit Rules... — Choose the folder (here the Inbox), select all the messages in

OOtre the folder and click on the rule button in the ribbon. Choose the
rule to apply, or apply all.

Veullle:
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) UILLTeyIeIamiing 1.imov

Tools Window Help % - El.D9.
Famille @)
Q Search This Folder
| A
o & e z o = ¢ R —
< | Meeting R 2 Rules~ N ] \ 2 Find a Contact [ ? =
@ (& & 88w SN w v - _—
E-mail New eply Reply All  Forward % Altadiient H Move EBJunk o Unread Categorize FollowUp :  Filters u Coftacts Searc : Send/Receive :
* 3 Inbox ® ! 2 From Subject ‘Date Received ‘v |Categories »
¥ 3% On My Computer ¥ robay )
TFandle 7 Yves Cornil signature M6 Tue 6/1/10 4:00 PM i
2 Gmail ‘ Yves Cornil essai 1 Tue 6/1/10 3:58 PM
2 Mac Anne Cornil Re: Derniére minute et urgent Tue 6/1/10 9:59 AM
> Qf] Drafts &’ Yves Cornil Appel a candidature, modif des statuts et timi... Tue 6/1/10 9:59 AM A
» [ Sent Items & Yves Cornil Nouveau fichier adresses Tue 6/1/10 9:59 AM 2
= v
» & Deleted Items e -
» ON MY COMPUTER QL) signature M6
Yves Cornil
¥ GMAIL Sent: Tuesday, June 1, 2010 4:00 PM
El Brouillons To: Yves Cornil

Modifying a rule.

) =
N S— 5 e
Subject. Edit Rules... [
I YoY — R Ty e =

On My Computer Name

2] Exchange )

. IMAP ™ Microsoft
\d) POP

& Outgoing

Rule name: | Famille |

L

|_From

4] [ contains %) comil
|_From 4] [ Contains 1#] dalvin
Then

| HMM 9 Remove Action )

| Move message

%) (Famille (©On My Computer) )]

V' Do not apply other rules to messages that meet these criteria

E Enabled
r

I added a set category action, Fami-
ly. i
To save the modifications, click on E
the OK button. r

i ( 57 Add Criterion ) ( 8 Remove Criterion ") Execute | if any criteria are met B‘

To modify a rule, go to the ribbon and click on Edit Rules.

Here I want to modify the Famille rule,
I double-click on the rule.

To add an action criteria, click on the add
action button.

Then

-

£ 57 Add Action ) (" 38 Remove Action )

| Move message

=

@ | Famille (On My Computer)

{‘ Set category

\{' Do not apply other rules to me

E Enabled

£ Mac

% ¥ None E |
_AUG
_FVA
_Moé ( Cancel ) @
M35

comnum

[

Friends
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Modifying the rules order.

Rules

You can change the rules order.
Select a rule and click on the up or down but-
ton.

Q ;

On My Computer Name

E Exchange
% Ll\:)APP ™ famille i,:l 4 E

& Outgoing ‘

Sorting the messages in the inbox (or in the other folders).

Usually the inbox messages are sorted in descending order on the date to have first the more
recent messages on the top. The sorted column is in blue and a little triangle indicates the sort
order.

| =) TVES LOIMI S MALBUUK Fro

Q Search This Folder

E-mail
v Inbox
DA<
[ Famille
D Microsoft
2% Gmail
2 Mac
> @ Drafts
» [=] sent items
> a Deleted Items

» ON MY COMPUTER

¥ GMAIL
D Brouillons
D Corbeille
(] Messages envoyés
D Suivis

(1] Tous les messages
> Q Junk E-mail

» SMART FOLDERS

A N A a Meeting

Rl & [« =

Reply Reply All  Forward % Attachment
@ ! 2 From

]

[} Notretemps.com
Fnac eveil et jeux
Laurent Gébeau

alapage.com Special litterature : les nouveautes a ne pas m... Tue 6/1/10 9:59 AM

¥ SUNDAY
L'Internaute - Week-End Une autre Terre vue du ciel, Routes les plus d... Sun 5/30/10 9:54 PM

(=4 Facebook CLUB SHAREPOINT FRANCE (Microsoft SharePo... Sun 5/30/10 11:14 AM

Meteocity Votre meteo et 1 sejour dans le Jura a gagner Sun 5/30/10 11:14 AM

¥ SATURDAY L
Offre Flash MacWay 119,90 euros le disque dur 2 To Hitachi : le c... Sat 5/29/10 3:29 PM 3
20mi Aia 1i 1 lawaln da sine roaviac Sar S/2Q/10 2:NQ PM b

b~ & 5
(o L& Em
Move EBJ"" : Unread Categorize Follow Up A
Subject

Spécial vacances : voyagez moins cher et prés...
Un cadeau pour votre enfant : le solitaire ours !
RE: Proposition numéro 1 pour les modificatio...

: Find a Contact

¢ [f Contacts search

e

Filters

C.

A,
24

Send/Receive

— 1
Tue 6/1/10 9:59 AM

Tue 6/1/10 9:59 AM
Tue 6/1/10 9:59 AM

7Gaza, le raid meurtrier d'Israel contre une ﬂottiii;humanitaire, déces de Louise Bourgeois, Roland Garros, Afr...

TVSmonde.com - lettre d'information
Sent: Tuesday, June 1, 2010 12:47 PM
To: Yves Cornil

Si vous avez des difficultés pour visualiser cette page, coplez puls collez dans votre navigateur le lien suivant :
http/Avww.tvSmonde.com/cms/Newsletters/L ettres-d-informations/p-8201-Semaine-du-1er-au-7-juin-2010.htm

wsMoNDE Semaine du 1erau 7 juin 2010

to the oldest.

Sorting in descending order, from more recent

Sorting on the sender.

@|!

2 From

P | Hewlett-Packard

¥ ISABELLE ET ERIC

Isabelle et Eric
v ITUNES

iTunes

iTunes

iTunes

iTunes
W ITUNES STORE

iTunes Store

& Subject

En Juin, HP se met aux couleurs de |'été

N e e

Sor.t'i-ﬁ-{:j iHascending order, from the oldest to

* A e -

the more recent message.

Date Received

Fri 5/28/10 3:52 PM

Categories

Statuts Asso

A la une sur iTunes : bandes originales de fil...
A la une sur iTunes : Eli Paperboy Reed, le jeu...
A la une sur iTunes : MGMT, Fishing Kings, Go...
Mardi Mélodies : Moby, Ycare, Just Jack et bie...

Votre re¢u n® 188008682826

Fri 5/28/10 8:38 PM

Tue 5/11/10 9:05 PM
Tue 4/27/10 7:23 PM
Tue 4/13/10 7:49 PM
Tue 6/30/09 7:38 PM

Mon 5/24/10 9:41 PM

.

>

To sort by sender,

click on the From column.
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Sorting on the flags.

s . —————

@ ! 2 From

ED

e - R o P

Subject

¥ FLAGG

Désiré Koussawo Re: Vérification adresses

Date Received

Tue 6/1/10 5:52 PM

SEnug neLeIve

Categories

»|

9

Désiré Koussawo Re: Appel a candidature, modif des statuts et ... Tue 6/1/10 9:59 AM
jean-claude Pycik DVD/ Toast Mon 3/29/10 9:54 AM
v NO FLAG
Désiré Koussawo Re: FW: Compte bancaires Tue 6/1/10 6:02 PM
To sort on the flags, click on the flags column.
Sorting by priority.
e e — — — — — E
l J BA Home t Drganizg [ T9ql§ [ | AF
| : <7 & & & oo - 2 & p ?
5 =, 7 | Meetin Read Rulesv : ; HE, P, . ! Find a Contact .
2 : E‘? & & | = %A hg : = (8 ks e Em ! : i e == D47 \
E-mail New Delete Reply  Reply All  Forward A Aachment i Move Eajunk' . Unread Categorize Follow Up Filters RRE] Contaces Searc . Send/Receive - [
‘ & Inbox @ ! 2 From Subject Date Received Categories \ o {
" v 3 On My Computer ¥ HIGHEST q:i
y n My € utel — {
(2 Famille ] Notretemps.com Spécial vacances : voyagez moins cher et prés... Tue 6/1/10 9:59 AM
(2] Microsoft [} Notretemps.com Retraites : on ne partira plus a 60 ans. Quelle... Fri 5/28/10 3:53 PM
2% Gmail ] FVA FREJUS VOUS ACCUEILLE  tr: FVA Fri5/28/10 3:52 PM
% Mac ¥ NORMAL
» (] Drafts Evenement RueDuCommerce  Decouvrez le meilleur du high tech a partir de... Tue 6/1/10 10:43 PM
> B Cant ame alapage.com Vivez, vibrez au rythme de vos passions ! Tue 6/1/10 10:13 PM
To sort by priority, click on the priority column ().
Sorting by subject.
£0.60.6 @ Yves Cornil’s MacBook Pro
i3 File Edit View | . Tools Window Help % — E ©
806 Inbox =
W O SRR P search This Folder
‘ Home [ Organize 1 Tools j | A
= [thal. . (2 = o [ Meetin v |2 Rules~ s BE, O, . i Find aContact oA
B E B &8 @ e of Bue o B Y B
E-mail New Delete Reply Reply All  Forward @Aﬂuhmen! Move Eaju"k Y Unread Categorize Follow Up Filters u Sontacts Search Send/Receive H
v & Inbox @ ! 2 From E = A |Date Received Categories "
rereroene YT TCTe T U O e £ U Ty T
-3 On My Computer A v NEWSLETTER JIMMY - DU 31 MAI AU 06 JUIN
[;| Famille noreply@jimmy.fr Newsletter Jimmy - Du 31 mai au 06 juin Tue 6/1/10 9:59 AM
[ Microsoft ¥ NOUVEAU COMMENTAIRE SUR “INITIATION A WINDOWS 7 - LES BASES 1 SUR 4."
(3 Gmail YouTube Service Nouveau commentaire sur “Initiation a Windo... Tue 6/1/10 9:59 AM
(3 Mac ¥ NOUVEAU FICHIER ADRESSES m
» (] rafts Puharre Re: Nouveau fichier adresses Tue 6/1/10 9:59 AM
< B Sent Items # David Mathieu Re: Nouveau fichier adresses Tue 6/1/10 9:59 AM
» i Deleted Items ¥ ORANGE, SFR OU BOUYGUES COMPAREZ LEURS PROPOSITIONS.
» ON MY COMPUTER Forfait Mobile Orange, SFR ou Bouygues comparez leurs pro... Tue 6/1/10 9:59 AM A
¥ ORGANISATION DE L'ASSOCIATION COMMUNAUTES NUMERIQUES v
v CuAn

To sort by object, click on the subject column.

Flagging a message.

Vous avez re

Cu un message qui vous demande un peu de travail et vous ne pouvez pas ré-

pondre immédiatement, mettez un drapeau rouge et éventuellement un rappel pour ne pas

oublier de ré

pondre au message.

Sometimes you’ll receive a message, but you are not able to respond immediately, put a flag
to remember to respond to the message.
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You can add a reminder.

T parte Keceivea
Dates and Reminder
V:
E:H (] Start date: 6/ 1/2010
¢ MDuedate: 6/ 1/2010 %]
*  @Reminder: | 6/ 1/2010 9:00:00 PM 8|
q 6/ 1/2010 9:00:00 PM | .
rts 2
| { Cancel
i ((Cancel ) @)
e ur TTTIIT N

Enter the day and time.

\ T dNAPL riU ALdplurevv4.mov
@ Outlook File Edit View Message Format Tools Window Help $ HE ©
|aNO Inbox =
1 oe @ F @ [Q Search This Folder
| } Home | Organize ] Tools i ~
H e &~ - -~ s 4 & = g
ﬁu. E,»-’E Meeting | (GG + |2 Rulesv [ Find a Contact L;ﬁ .
\‘)’g = s 2 e:J‘Auachmen( = % : H“ : : ‘ Contacts Search -
v o L : &
E-mail New Delete Reply  Reply All  Forward & i Move Lajunk : Unread Categorize Fullow Up H Flllers H 3 . Send/Receive
il v @ ! 2 From Subject a w Categories L o
2 Inbox
~ ¥ (3 On My Computer FTODAY To‘morrcw a2 m
(&l Famille Désiré Koussawo Re: FW: Compte bancaires This Week ~3
& Microsoft Désiré Koussawo Re: Demande de remboursement de frais ~ Next Week 24
~
¥ Gmail Désiré Koussawo Re: Vérification adresses No:ueDate )
= s T N Custom Date... ~6
3 Mac Mexx Actualités Shorts d’été et 10 € de promotion - plus
L S [D Drafts MaxiPromos Ouvrez moi pour gagner un iPhone ! Add Reminder... A=
Hl » &5 sentitems TVSmonde.com - lettre d'inf... Gaza, le raid meurtrier d'lsrael contre un¢
# Mark as Complete ~0
+ %7 Deleted Items Taillissime de La Redoute T-shirts dés 6.45 euros, pantalons dés 1 2
Désiré Koussawo Re: Appel a candidature, modif des statul_ _..,,-‘_,,.',-,--,-.-.ﬂ —
Clicking on the flag change the color (it becomes red).
Outlook File Edit View Message Format Tools Window Help E 9 %
UL, (VIEW. JeSSage, rormat.  1O00:S, /
anNneo Inbox =T
Li i) @ [j (@) Q Search This Folder
| B3 Home | Organize | Tools | ~ E
f e - - e (2] Meeting —,  [EX Rules+ e [ |—q : {Find a Contact oo | E
b_i] E? ] & (& B CF & D e s Y e %l
E mail Delete Reply Reply All  Forward G Htachme Move [T_djun Unread Categorize Follow Up Filters I Connasseacc Send/Receive
v @ ! From Subject Toda ok ol w | Categories
% Inbox y . | 4
\ | v TODAY Tomorrow a2 mTE
u Famille Désiré Koussawo Re: FW: Compte bancaires This Week ~3
(& Microsoft Désiré Koussawo Re: Demande de remboursement de frais  Next Week 74
A
% Gmail Désiré Koussawo Re: Vérification adresses go Due %ate "Z _
¥ Mac Mexx Actualités Shorts d’été et 10 € de promotion - plus gstortDate::
&
» (] Drafts MaxiPromos Ouvrez moi pour gagner un iPhone ! Add Reaqinder... A
» (=] Sent Items TVvSmonde.com - lettre d'inf... Gaza, le raid meurtrier d'Israel contre unt
Lo Mark as Complete  ~0
1+ & Deleted Items Taillissime de La Redoute T-shirts dés 6.45 euros, pantalons dés 1 g
Désiré Koussawo Re: Appel a candidature, modifdes statu_ ___.____ __ ___________
4

- TG 0

_ Re: Veri
[F] Complete
Today

(Shooze ) (DY)

cation adresses

1806 DVD/ Toast - Inbox
= e i@ {} e
(>
J Message. ( ‘—“Q- ) :
&= - A 2 e e = Send/Receive
| i &l %A Rules ~ 5 ‘ v ‘ % :
2 & & &% & (o a8 F §
Delete : Reply Reply All  Forward &# Move L-a Jun Unread Categorize Follow Up L
s €0 DVD/ Toast Today ~1
§ jean-claude Pycik dpmomow 2
! This Week ~3
Sent: Mond.ay. March 29, 2010 9:54 AM Next Week ~4
| To: ycornil@me.com No Due Date A5
s This message is flagged for follow up. Custom Date... ~6
Merci Yves X

on ne peut étre plus clair

t je vais m'atteler a la téache !
|

1 J-C Pycik
i

When the work is done, click on Mark as complete.

Add Reminder...

Mark as Complete 0
Clear Flag N#E

_—
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@ ' @ From

| ¥ FLAGGED

Désiré Koussawo

Désiré Koussawo
¥ COMPLETED

jean-claude Pycik
¥ NO FLAG

Désiré Koussawo

Désiré Koussawo

Puharre

Subject

Date Received C;atego}fes —\P-i
Re: Vérification adresses Tue 6/1/10 5:52 PM o m
Re: Appel a candidature, modif des statuts et ... Tue 6/1/10 9:59 AM [nd
DVD/ Toast Mon 3/29/10 9:54 AM &
Re: FW: Compte bancaires Tue 6/1/10 6:02 PM s
Re: Demande de remboursement de frais eng... Tue 6/1/10 5:52 PM
Re: Nouveau fichier adresses Tue 6/1/10 9:59 AM

The work is done.
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Searching.

Searching with Spotlight.

©00 Famille

ﬁf ) & @ = w@‘ — = : : 'Q Search This Falder
= Re: Derniére minute et urgent - Famille

portes chez ikea

[ show All

| | = Home | Organize | Tools |

7 8 o

E-mail  New Delete ©  Reply  ReplyAll Forward & PN a B = = & f Send/Receive - ok.docx
H B VA Rules v y Bl r = e :
v &, Inbox ® ! [9From | EX K = | & i3 ik < am s
it 7 unk v r
v & On My Computer ¥ YESTERDAY Delete Reply  Reply All  Forward Move . Unread Categorize Follow Up

-
= — & YvesComnil | Re: Derniére minute et urgent H —m
(3 Microsoft Yves Cornil | anne cornil m :
\

2 Gmail Anne Cornil] ... Tyesday, june 1, 2010 7:21 AM I

2% Mac & Yves Cornil o el P
& Yves Cornil aqued...17.jpg '
» (] Drafts (i {

=
, & B a .
@ P PR = ! "
>N e s | e J Message | A %\.r Spotlight Preferences...
|
@
[——]

» [ sent items ¥ SUNDAY |
» & Deleted Items (2] Yves Cornil BOOTCAMP
Yves Cornil —
» ON MY COMPUTER . 3 i
Yves Cornil | Le 31/05/10 22:25, « Homer » <yves.cornil@free.fr> a écrit : ) |
¥ GMAIL —————————4 | S H
(2 Brouillons Re: Derniére minuj
e P IIn’y a pas de portes chez Ikea demain mardi, mais il y en aurait mercredi. agricola68.jpg

Enter your words to search in the Spotlight box.

Using the search tool.

® Outlook File Edit View Message Format Tools Window Help $ @ G 9D % = 4 lun. 20:37
800 Inbox =
‘ =5 @ [ Q search This Folder /| Bs
Organize | Tools | - S
I R . . - searchdth: current folder, with the option to |
AN & P P z c Rulesv — i . " . N expand the scope
& @. @ & @ (= Eweens S, 2 Rues =2 H | V V Find a Contact %b_‘ i

Reply All Forvard @4 Atachment  wove @K™ Unread Categorize FollowUp  Filters | Contacts Search Send/Receive
@ ! 2 Subject Date Received ¥ Categories ™ To Account
¥ TODAY

E-mail  New Delete

¥ 3 Inbox

3% Gmail * RE: Qui a vendu la Mesh? lun. 09/08/10 19:33 ™ _cornil, yves. David Cohen (FR) Yves sur Free

If you click in the search box, there is a search tab. You can do a quick search in the current
folder or you can expand the search to include additional folders or item types and additional
search criteria.

B4 Home l Organize i Tools I Search I

H-T-_LLI %\ & == %’v 2}, mkeceived v ! Important :Flagged EA @\s ®

Folder Subfolders AllMail Allitems - From  Subject Attachment SentTo (] Datesent v || unread [ Category . Save Advanced - Close

‘ Outlook File Edit View Format Tools Window Help # @B H 3=

800 Searching "Inbox"
{Q coucoy l

search |
from coucou

= RN 2 el el Y I oo

Folder  Subfolders All Mail Al ltems From  Subject Attachment SentTo [] pate sent + [ unread [l Categoy - save  Advanced  Close subject
v &%, Inbox © ! 2 subject Date Received | Categories ™ To From received coucou

Ty v TODAY category coucou

&, Gmail Re COUCOU de BRETAGNE CECI est un 2E...  lun. 09/08/10 16:23 | Yves Cornil guy

3, Mac un petit COUCOU de BRETAGNE une lere f... lun. 09/08/10 16:23 Yves Cornil guy desmoires Yves sur Free
» (] prafts
» [ sent Items

» 7 Deleted Items

¥ GMAIL =
@ Brouitions Re COUCOU de BRETAGNE CECI est un 2EME ESSAI sur =D=A free peut-etre WANADOO n'est plus a la page?
[ corbeille guy desmoires

(1] Messages envoyés Sent: samedi 7 ao(t 2010 18:28

& subvis To: Yves Cornil
(L] Tous les messages BONJOUR,
Je t'ai envoyé un é-mail sur ton adresse WANADO O apparament ¢a ne
» [ Junk E-mail marche pas? a toutes fins utiles j'ai aussi une adresse sur facebook:

You can have basic searches from the search box, but you can have complex searches too.

[ .

B g | Jonk E-Mail o Do Flag
;rr:’ymRecipient AFtachments ‘ Priofity Dyus, Date
To Recipient — { Status Start Date
Cc Recipient Date Sent Category Completed Date
Bcc Recipient Date Received

Reply-to Recipient
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Date Created

Date Modified You can search with several criteria.

Folder
Account

Raw Query

dit View Message Format Tools Window Help 9

Organize | Tools |
o

Folder  Subfolders All Mail ~ All items

s @v | Received ~ ! Important FFlagged .

& . : :
From  Subject Attachment Sent To (] pate sent » ] unread g Category - saye  Advanced | Close

9
DAL From 4 v Contains {
On My Computer E
%Gm::! pi (@[ 1]®]From Eoes Not Contain | subject Date
¥ TODAY
& Mac Is Not
e Pixman: Begins With DESTOCKAGE dans tous nos univers . . . L'heur... lun. 0
3 rai
> PYsent o Meteocit  Ends With Votre meteo et etes vous le gagnant des 500 e... lun. 0
nt items - =
> Deleted b guy desn  Does Not Begin With un petit COUCOU de BRETAGNE une lere fois e... lun. 0
e ems i
A guy desn gx"les Not End With Re COUCOU de BRETAGNE CECI est un 2EME ES.... lun. O
sts
v ¥ LAST WEEK
SMAIL J Does Not Exist L
(] Brouillons Mymms. Créez et personnalisez vos m&m's pour un ann... lun. 0
(L] Corbeille uuderogl |5 Not Me Check out what the real men take! lun. 0
(] Messages envoyés norepl a Newsletter Jimmy - Du 02 au 08 aout lun. 0

To specify additional search criteria, click on the Advanced button.

@v ! = Received v ! Important FFlagged

Subject Attachment Sent To (2] pate Sent [ unread % ey

Folder  Subfolders All Mail

All Items From d: d :

Close
‘Save the current search as a Smart Folder |

v ‘J) Inbox

(From 4) (Is Me &

& On My Computer . .
& Gmail @ !9 From ‘Subject ‘Date Received
&M“ 4 Yves Cornil capture sam. 31/07/10 17:02
it & Yves Cornil image de Julius Agricola jeu. 29/07/10 22:01
= & Yves Cornil photo en pj jeu. 29/07/10 21:41
~ E S Yves Cornil Conum rappel demande d'avis jeu. 29/07/10 21:41
Yves Cornil essai 2 de kituc sur Macbook mer. 23/06/10 21:28
¥ GMAIL yvesmb2 essai depuis kituc 1 mer. 23/06/10 21:24
(] Brouillons testimac Essai depuis entourage ven. 28/05/10 16:46
(1] Corbeille
Messages envoyés
(& suivis .
Tous les messages capture
Yves Cornil
> (i@ Junk E-mail Sent: samedi 31 juillet 2010 17:00
To: Yves Cornil sur Free
Y EAZS:;D::? 7+ [% Snapz Pro Xcap002.jpg (606,8 KB) ( Preview )
g High Priority Mail | This message is high priority.

Search messages from Me (is Me).

(From +) (Is Me D)
( Attachments %) ( Contains %) snapd |
| @ 1|2 subject L
¥ LAST WEEK
| 2 capture sam. 31/07/10 17:02 | Yves Cornil sur ... Yves Cornil Yves sur Free

>
L

a
® @

| i ™ To |From |Account

capture
Yves Cornil
Sent: samedi 31 juillet 2010 17:00 I
To: Yves Cornil sur Free
&+ [ Snapz Pro Xcap002.jpg (606,8 KB) ( Preview )
§ This message is high priority.

You can have additional criteria by clicking on the plus button (+) or delete criteria by clicking
on the minus button (-).
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( From
| Attachments

4) (Is Me

4 ) ( Contains

\J

<
o/

snap|

capture
Yves Cornil

Sent: samedi 31 juillet 2010 17:00
To: Yves Cornil sur Free

7+ [« Snapz Pro Xcap002.jpg (606,8 KB) ( Preview )
l This message is high priority.

Search messages from Me with
attachments containing snapz.

Recording the searches (or creating smart folders).

e —— oo ) i

Searching "Inbox" - All Accounts

% Advanced Close

|Save the current search as a Smart F(:vlderi=

eceived v ! Important v Flagged
Date Sent v Unread E Category

Folder  Subfolders All Mail All Items Subject Attachment Sent To

. From

v ‘J_; Inbox
A% On Mv Comouter

(From 4) (Is Me D)

By clicking on the save button you can save your searches operations to use as smart folders.

¥ SMART FOLDERS

Q Flagged Mail

[ High Priority Mail

@ non-lus
Overdue Mail
from-me Y

¥ SMART FOLDERS

@ Flagged Mail

[ High Priority Mail

@ non-lus
Overdue Mail
Untitled I

Give a name to the smart folder; here
the untitled is renamed as from-me.

m

= - &
Folder  Subfolders AllMal Alkems  From Subject Auachment SemTo L DateSent~ [ Junread  (§ Caregory . Save Advanced  Close

The from-me

3% Inbox | @][! [ From Subject

&On My Computer SRALASEUNEEK Smaf't fO/def'

2 Gmail 1 & Yves Cornil capture sam. 31/07/10 17:02 3

2 Mac & Yves Cornil image de Julius Agricola jeu. 29/07/10 22:01 contains mes-
» (7] Drafts & Yves Cornil photo en pj Jjeu. 29/07/10 21:41 .
» [ Sent Items Yves Cornil Conum rappel demande d'avis jeu. 29/07/10 21:41 Sages from IS
» 7 Deleted Items IS YEAR, Me'

Yves Cornil essai 2 de kituc sur Macbook mer. 23/06/10 21:28

VL yvesmb2 essai depuis kituc 1 mer. 23/06/10 21:24

g el testimac Essai depuis entourage ven. 28/05/10 16:46

Corbeille
(1] Messages envoyés capture
(] suivis Yves Cornil

E Tous les messages Sent: samedi 31 juillet 2010 17:00
To: Yves Cornil sur Free
&'+ [% Snapz Pro Xcap002.jpg (606,8 KB) ( Preview )

§ This message is high priority.

» (i@ Junk E-mail

¥ SMART FOLDERS
Q Flagged Mail

'L High Priority Mail
ﬁ non-lus
@ Overdue Mail
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Home \ Organize J Tools \ Search I

_17\ @\

Folder  Subfolders All Mail

% Inbox

% On My Computer
2% Gmail

3 Mac

[E Drafts

(=] Sent Items

a Deleted Items

GMAIL
(] Brouillons
(] Corbeille

(] Messages envoyés
(] Suivis

D Tous les messages
(g Junk E-mail

SMART FOLDERS

1 Flagged Mail

; from-me

[ High Priority Mail

; Overdue Mail

— P P
== Y . +  [z] Received v 0 important P Flagged :\,
29 & d o Hs §8

From

annnn
Subject Attachment SentTo || DateSent~ | | Unread (Ll Category Save  Advance
( Read Status 3) s %) ( Unread :)
(Item Contains y)
@ ! 2 From Subject

v TODAY
= Bon plan KwizDoo
&g Meteocity
&4 Offres du Mois
&g Fnac eveil et jeux
&g Planet Mag
[ FSCOTA

Votre produit est disponible !
Bon plan KwizDoo
Sent: mardi 10 aodt 2010 06:24
To: yves.cornil@free.fr

/A To protect your privacy, some pictures in this r

Votre produit est disponible !

Votre meteo et des jackpots de 500 e
Selection Aout 2010 des Dirigeants
Les promos continuent en aout : de -1°
Gros soucis avec les plaques d'immat

Vntre facture ESCOTA ast arrivée

were not d:

The non-lus (un-
read) smart folder
contains all the un-
read messages.
When a message is
read, it disappears.

The smart folder (al-
so known as saved
search) is a virtual
folder that dynami-
cally displays a set of
search results. It's a
powerful tool avoid-
ing, in some cases,
to create folders and
rules.
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Import/export.

Exporting from French Entourage 2008 software.

S 1] SAVEeNIOUIdgeUS. MoV |
K3 E@M Edit View Message Format Tools Window Help #% B © 3 & 49 Tuel8:06 ycornil Q
e -
[ Nelé] Project Gallery... TP Inbox — On My Computer
= EEIC R @l (o) Bae B = = % a
Mail glpe" Message #0 #tply AR ot Ml Delete ol 1o Do BCteanies eV D Send/Receive Search LaCie120
ose
Inbox (79) Cale to Me
Subject : Starts with & = Filter . E
! 2 From Subject Sent w| Categories Projects
o) Macbook HD
2 outbox Anne Dalbin Mayonnaise Today 5:49 PM None None
=g Cetelem Profitez d'un taux avantageux pour financer votre ... Today 5:33 PM None None »
|= Sent Items Import... ) , . :
> & Deleted It Hewlett-Packard Toujours plus d'économies et de nouveautés avec ... Today 5:20 PM None None ﬂ
a5 Delered frems i Toner Services Votre sacoche en cadeau + frais de port * Today 4:00 PM None None
ag Junk E-mail (2 PlanetVoyage Bons Plans  Gagnez un sejour pour 2 en hotel Vacances Bleues... Today 3:53 PM None None G EANP
= Mi ft N i . i 4
L= Microsoft News Subscribe to a Project... Yves Cornil eSSril depuis mail : , Today 1:57 PM None None
P [3) Mail Views Offre Flash MacWay 1 kit de nettoyage écran offert pour votre iPhon.. Today 1:43 PM None None
Page Setup... lastminute.com Vous avez voté, voici vos vacances a prix PROM... Today 11:59 AM None None
Print One Copy 8P TVSmonde.com - lettr... Nouvelle application quiz sur facebook, la piéce.. Today 11:44 AM None None
Print... ep PlanetVideos Surprise dans la cabine d'essayage ! > Un mari.. Today 11:44 AM None None
e Proaramme TV fPraa TV1 Vas nroarammes Télé du Mardi 16 Ma_ Todav 11:22 AM None None

To save your Entourage environment, go to the file menu, Export.

s Aulourahul 13:14 votre numero de ta 5 : Auloura’hul 13:14 votre numero de 1a

) Exporter | ) Exporter ;

t g £ . il 4 |
xporter = Supprimer les éléments =

t \Qié ' \‘Q !

| = | .

Que voulez-vous exporter ?

| () Contacts vers une liste (texte délimité par des tabulations)

) Biéments vers une archive Entourage
<« Eléments figurant dans la catégorie
@ Tous les éléments

Archiver les types d'éléments suivants ;

M Courrier [ Contacts locaux
du calendrier

I Taches [ Notes

Remarque : Vous pouvez également exporter des éléments
en les faisant glisser vers le Bureau,

Pour continuer, cliquez sur la fleche vers la droite.

You can choose what you want

Voulez-vous supprimer les éléments dans Entourage une fois leur
archivage réussi ? Si vous sauvegardez un projet terminé et que vous
n'avez plus besoin d'un accés immédiat aux éléments, vous pouvez

| souhaiter les supprimer de Microsoft Entourage.

@ Non, je veux garder les éléments dans Entourage aprés leur
archivage

Oui, je veux supprimer les éléments dans Entourage aprés leur
~ archivage

Evénements locaux

Entourage

Pour continuer, cliquez sur la fléche vers la droite.

1Py NN

to export: only contacts or items in an Entourage archive, all

the items or you can choose the items to export.

78 "@" & Enregistrer

s Aulouranui 13:14 votre numero ae Ti
B Exporter

Enregistrer le fichier d'archives sous :

1 Supprimer les eléments
t

Enregistrer sous : | Identité principale.rge

T B
5o

0y | (&) Bureau B Q

@

Entourage exporte vos données.

i ]

APPAREILS sier partagé

&5 MacBook (5) [
¥ Macbook HD D
£ iDisk -l v
| L. BOOTCAMP
| OPTIMA
E wacie120

NO Dg

»»

EMPLACEMENTS
@ Images
JJ Musique v 1

" Nouveau dossier ) " Annuler

Select a folder and click on the

_ Enpegistrer 2

save button; the save file name is Main Identité Principale.rge
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L@ 5 Exporter

1 Supprimer les éléments

LeanN. : Exporter

% $ - Exportation terminée
e i e

Entourage a terminé I'exportation de vos données.

et

e
=

Entourage exporte vos données.

L'archive comporte les messages qui n'ont pas été complétement
téléchargés dans Entourage. Le contenu de ces messages n'a pas été
entiérement archivé.

4 | 4
Entourage 2008 is saving your data (mail, contacts, calendar events).
The export is completed.
Importing from an Entourage archive.
6 Outlook [ Edit View M
With Outlook 2011 you can import an Entou- To.g "’ 00 New
rage save (or archive) coming from Entourage sl J 4l i\?v
2004 or 2008. T Akeme —1
Go to the file menu and choose Import. &b Save
| Drafts Save As... 385 I
= Import..
> Delets Export... X F
| = family
T MS Page Setup...
| JunkE  Print... %P
(. Ng¥g Import (_Eels Import
Begin Import Q . Choose an Application Q
What do you want to import? What would you like to import?
\':] Outlook Data File {.pst or .olm) 8 Entourage archive (.rge)
8 Entourage information from an archive or earlier version C/ Entourage 2008 {including Web Services Edition)
Q Information from another application O Entourage 2004
C: Contacts or messages from a text file
() Holidays
Click the right arrow to continue. Click the right arrow to continue.
S | (=] |

Choose what you want to import: here Entourage archive.
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! Import
~
| (2] Import
| Choose the Entourage archive you want to import:
,j« » | [33 = fm) [ oPTIMA Y Q ( T
DEVICES [ captures pour ppll ¥ Preview:
E LaCie120 Outlook is importing your data.
¥ Macbook HD oVt
2l BOOTCAMP
1 iDisk
Ll S | G FOUND.000 ’
SHARED & Identité principale.rge
iMac (2) (] images-usa
. Name Identité Importing archived contacts
PLACES principale.rge i TR R MR
A Deskiop Kind Microsoft Outlook
AN b archive file ey
T Size 717.4 MB on disk [ Stop )
/b‘ Applications Created Today 10:32 AM
1| Documents. Modified Today 10:32 AM
i Last opened Today 10:32 AM
SEARCH FOR g
D) Today A ml ; More info...
L) Yesterday M [ — T 1

( Cancel ) Imgon )

Select the file to import; the file name is depending of your regional version used (here iden-
tité principale, coming from a French Entourage 2008).

(. eVe Import (. IeNe Import

O O

Outlook is importing your data.

Outlook is importing your data.

Importing archived calendar events

Importing archived mail

e————

=

- e
[ Stop Stop

S————

Outlook is importing your data (contacts, calendar events, mail).

N

Import Completed

Import

| Identité principale.rge

Outlook has finished importing your data.

C) Sur mon ordinateur
k || Boite de réception
{1 Eléments envoyés
: [:l Messages enregistrés
l::] YRC sur .mac

In the folder principale.rge you retrieve the mails in folders and subfolders coming from your
imporrted archive.
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Exporting an Outlook 2011 environment.

TUYIANIINE MUr =~ puul UINICAMr Fi1 U/ 1U 1U.13 M0

0 Edit View M P Tele Export

After importing an Entourage ar- i ipart

‘ gf,f;, : chive, I am now exporting an Out- -! Q
! Close BW look environment. ! What do you want to export?
2 Save 38S :! Q Contacts to a list {tab-delimited text)
| Save As 385 i ) outlook for Mac Data File (.olm)
O Items that are in the category:
Folder 4

@) Items of the following types:
| Import...
lm M mail # contacts M calendar

1 @ Tasks @ Notes

Page Setup... |
Print... P
To continue, click the right arrow.
\ 1 i};\
TUYIAalNeE Nur = puul uiNnirmr FilU/%/ 1V LV 10 A0 Jupject vdie Recuiveu
~
.9 Export Save
| Delete Archived Items?
i ‘ ‘ Save Data File as: |
1
! Do you want to delete items from Outlook after they are exported? | 3 -
| ' PSR | Save As: | Main Identity.olm | ’
' | Where: | _ OPTIMA B
|

|

) No, do not delete items

Q Yes, delete items after they are exported ‘
7 I egory, do not delete items also belonging to

[ Cancel @ ’

I am exporting all data from Outlook 2011, and I
don’t delete the items after they are archived.
The file name is Main Identity.olm

To continue, click the right arrow.

\ [ &1
KIENY

TUYIAIIIE MU = PUUL UINICAT FILU/%/1U 1U.13 M1

00 Export

J Exporting calendar events
| =]

q O
i

| Outlook is exporting your data.

= e

Exporting calendar events

-~

Exporting contacts
B 9 Exporting tasks

e

Exporting notes

Exporting mail

e

SO0 Export
Export Complete

Outlook has finished exporting your data.

To import the data into Outlook for Windows, you must install the
Outlook for Mac Importer on your Windows computer.

Learn about the Outlook for Mac Importer
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Importing from an Outlook 2011 export.

The process is the same as an ® Outlook I Edit View M [@SO i mpert
Entourage import. 08 “ S Nev 5 s
Open... #0 What do you want to import?
_ ) Close #W informati i fer versi
NOW I am Import,ng the data ! @ Outlook information from an archive or earlier version

() Information from another application

from my previous export.  Embox  Save
yP P | Drafts Save As...

=S mport. |
> E‘) Delete

: Export... f
Ly family i

T S Page Setup... !
JunkE  Print... 8P | Click the right arrow to continue.

(O Contacts or messages from a text file
I (O Holidays

a1[p]
Choose an Application Choose the Outlook archive you want to import:
[« ») (22 =}m) (3 save outlooktest120 W @
What would you like to import? I . .
¥ DEVICES |_Main Identity.rge ¥ Preview:
(@ Entourage archive (.rge) E LaCie120
() Entourage 2008 ' Macbook HD
() Entourage 2004 ) sooTcamp
El iDisk '
¥ PLACES
Desktop
(_ﬂ test120bis Name Main Identity.rge
L Kind Microsoft Outlook
/A Applications archive file A
[} Documents L Size 1.14GBondisk v
A I Created Today 9:39 PM 1
VETLIE R vt ——
Click the right arrow to continue.
(g
2 Y

I select an Entourage archive to import, my Main identity.rge file.

000 Import 000 Import

Outlook is now importing your data. Outlook is now importing your data.

Importing archived contacts Importing archived mail
Stop Stop
412> 412 |b

The contacts are first imported, followed by the archived mail.

187 @ Export

Export Complete Q

Outlook has finished exporting your data.

To import the data into Outlook for Windows, you must install the It's finished, click on the Done button.

Outlook for Mac Importer on your Windows computer.

Learn about the Outlook for Mac Importer
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Exporting only the contacts from Outlook 2011.

FULIC LGILE JIV @ 2.7V CUIUS T4 AV CUIUS UC... 968 U/ 2/ AU FeU £ iv
Edit p® N Export 1
You can export only your con- New: . B Export ==
tacts, as a tab-delimited text ﬂ Open » a \J |
file. Close BW [ what do you want to export? !
. < G |
Go to File menu ’ export. . Save 35S u (®) Contacts to a list (tab-delimited text) i
‘:'J' q 0¥ - () Outlook for Mac Data File (.olm) |
= =) ]
pl RS 2
Folder > Sfithe
é.‘ Import...
le k ‘
5% page Setup... qul
Print... ®P
To continue, click the right arrow.
1 D\
sy vate neveiveu ! -
Save 2l Ex c The contacts
ti t. . .
porting Contacts are saving in
Save Exported Contacts as: 57! 7 e . a Conta Cts
sa| FEEw— (
Save As:  Contacts Export.txt @ -l contact: 120/378 EXpO rt.txt
j - —— file; you can
Where: | _ OPTIMA Jo

change the file name.

Which informations are contained in the contacts export file?

| T ~ The number of fields contained in the exported file
T — ' is important; you use probably less than 10 fields in
Texcshending: your contacts book.

® Mac 0S (Defaulty () MS-DOS () Other encoding:  Unicode 5.1
i Unicode 5.1 (Little-Endian)
1 Unicode 5.1 UTF-8
Western (ASCII) J
Western (Mac OS Roman) N
' Western (Windows Latin 1) -

Preview:

First Name—+Last Name —+ Title-Suffix - Nickname -+ Company - Job Title - Dept
-+ Work Street Address - Work City - Work State-—+*Work Zip - Work
Country/Region -+ Work URL - Home Street Address - Home City - Home State-Home
| Zip - Home Country/Region -+ Home URL -+ Home Phone 1 -+ Home Phone 2 - Home
‘ Fax - Work Phone 1 - Work Phone 2 -+ Work Fax - Pager-+Mobile Phone - Main
Phone+Assistant Phone - Custom Phone 1 -+ Custom Phone 2 -+ Custom Phone 3
-+ Custom Phone 4 - Email Address 1 —+ Email Address 2 -+ Email Address 3 -+ Email
Address 4 -+ Email Address 5 +Email Address 6 —» Email Address 7 -+ Email Address 8
-+ Email Address 9 —+ Email Address 10-+Email Address 11-Email Address 12-Email
Address 13—+ Instant Messaging 1 - Instant Messaging 2 -+ Instant Messaging 3
Instant Messaging 4 -+ Instant Messaging 5 - Instant Messaging 6
Instant Messaging 7 -+ Instant Messaging 8 -+ Instant Messaging 9
Instant Messaging 10 —+ Instant Messaging 11 -+ Instant Messaging 12
Instant Messaging 13 -+ Custom 1 - Custom 2 - Custom 3 -+ Custom 4
Custom 5 -+ Custom 6 — Custom 7 -+ Custom 8 - Custom date 1 - Custom date
Spouse - Birthday - Anniversary-Notes-+Age - Astrology sign - Bloodtype
Furigana Company Name - Furigana First Name -+ Furigana Last Name
Furigana Spouse Name -+ Interests - Furigana Home Address line 2-Furigana
Home Postal Code-Name +Category T

O T W 0
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Opening the contacts text file in Excel 2011.

Excel JZITY Edit View Insert Form:
. New Workbook ®N

New from Template... %P
g Op 80

If you want modify your saved contacts txt file, you can use
Excel to modify the fields names or to modify, suppress
some fields or data.

| # Home || Opeh URL... ©%0
_ - . . Open Recent 4 l
Qpen;:Microsoft;Excel Text Import Wizard - Step 2 of 3] 1
% (35 = ) [ opPTiMA =) tT]
| v pEvices (L] captures pour ppll v Preview: This screen lets you set the delimiters your data contains. You can
E LaCie120 @@ oN ﬂ] affected in the preview below.
B Macbook HD " CN-statu...odif1.doc -
Delimiters ! Treat conse¢
[ _ contacts01btab.txt
= T M i -}
: : :zbf“ i = lve:doc | ™ Tab [ Semicolon ) Comma Text qualific
- ) = =
[ M EOUND.000 _xTr_A ] Space [ Other:
(] images-usa -
W o [ ~- imap-pop.docx Name Contacts Ex™
= lilleson.pptx Kind Plain Text
P peskiop \ Size 57 KB on di
= ycornil 2 Created Today 4:18 N
Y\ Applications Modified Today 4:18 |
» : Last opened Today 4:18" |
%d |1 Documents [
" v searc For More info... )|
3 ) Today -
| (D) Yesterday : ; Data preview
" i
Enable: [ All Readable Documents |
xe - l First Name [Last Name [Title [Suffix Nickname [Company Job T
Open: | Original v | AUG
_ComNum
| _FVA
| M3
| | M35
Select your export file | | '®
I
( e PR
tab) ( Cancel ) ( <Back )
. mdoniabit ), il

Text Import Wizard - Step 3 of 3

This screen lets you select each column and Column data format If necessa ry, yo U can m Od Ify the d ata an d

set the Data Format.
@ General

General converts umericvalues o rumbers, | O Tex save the file in Excel format or in text file
date values to dates, and all remaining values )
il to text. O Date: MDY % format_
= T r——— ) Do not import column (Skip)
N
i
Data preview
e n eneral lGeneral 1
I Name [Title [Suffix Nickname [Company [Job Title [Dept |Nork Streeo
e o G
( Cancel ) ( <Back ) { Next ( Fmrih )
le
1 ) UIL1D4EXPOTILONLACLS L.ITIOV
@ Excel File Edit View Insert Format Tools Data Window $ Help ElL2O.3 0.0
®@NoO ' Contacts Export.txt =
3 W NS GO 3 i = = o 5 = -
PIE G ® %00 e @6 8- & o -] @) (@ searcn i snee )
J A Home Layout | Tables Charts | SmartArt | Formulas | Data | Review | ~ By
¥ Edit Font Alignment Number Format Cells Themes
[P, [&]Fll v :|calibri (Body) Y12 [+ As A~ abev.| =) Wrap Text + : [General = T ! as.
b ] sl O s C
[| pste e~ B I U o | S HANIE & Merge R %0 )| 58|55 Fonduenal Lo Insert  Delete  Format . Themes Ad~
5 Al 10 fia
v AR N OV v PO S - P RN NP _H i TS VS O Y S (NS | SO SN N (VMG AN [ » PO
Ktle Suffix Nickname Company JobTitle  Dept Work Street . Work City ~ WorkState  WorkZip  Work Countr Work URL  Home Street Home City  Home State |
2
S m
4 || [
=
6
7 |_mac
8 |2008 Entourage Beta List Liste de diffusion Entourage 2008
9 |AC. avosmac revue Mac
10_|AMarie Vitu
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Importing from a .pst file.

Organiser v Partager avec v Nouveau dossier

=
’;i( Favoris Nom
M Bureau

2| Emplacements récer

1
of

181 microcam06@microcam06.org.pst
L@ Outlook.pst

& Téléchargements (8] yves@comnil.com.pst

=~ 0 @
Modifié le Type Taille
10/08/2010 11:06 Fichier de donnée... 265 Ko
10/08/2010 11:06 Fichier de donnée... 265 Ko
10/08/2010 11:06 Fichier de donnée... 265 Ko

With Outlook 2011 you can import the data from a .pst file, coming i.e. from Outlook 2010.

L@_ulok Edit_ V's&.__

New

Open b
Close BW
Save #S
Save As... (&S

Folder
[ sent Items
Go to the File menu, import.

iS00 _Import
Choose a File Type Q

What do you want to import?

) Outlook for Windows Data File (.pst)
= O Outlook for Mac Data File (.olm)

Click the right arrow to continue.

KIEIN
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B0

Ll

Begin Import 0

What do you want to import?

@) Outlook Data File {.pst or .olm)

O Entourage information from an archive or earlier version
() Information from another application

O Contacts or messages from a text file

() Holidays

Click the right arrow to continue.

=0

alt i)

184 KulesY : & - A Hina a Contact D3 X,

LN

3

Choose the Outlook for Windows Data File(.pst) to import:

EIS

¥ Preview:

Ba= | [ Fichiers Outlook

microca...06.0rg.pst
) Outlook.pst
| yves@cornil.com.pst

¥ DEVICES
" Macbook HD

¥ SHARED
= iMac 2)
L:j yvesw7fusi-pc
Name microcam06@micro
¥ PLACES cam06.0rg.pst
Bureau Kind Unix Executable a
£ yvesmb2 " Flle A
’;:Vp e x i Size 274 KB on disk m
I{ d o
a plications = € - <
)
2




800 Import

Choose the options to import from a .pst Win-
dows file. Select the file to import. @
Outlook is importing your data.
=
Importing microcam06@microcam06.org
B
( Stop )
4.3 |P
800 Import
Importing Boite de réception Import Complete Q
Outlook has finished importing your data.
Importing Courrier indésirable
=
Importing Contacts ‘
When the import is finished, click on the Done
button.
L3
414D
% Deleted Items Importez les autres fichiers .pst, si nécessaire.
s [; Boite d'envoi Import, if necessary the other .pst files.
Boite de réception
(| Courrier indésirable
(] Eléments envoyés
|| Eléments supprimés
» [_] Outlook PST
» [ ] yves@cornil.com PST
o ‘;‘fﬂ % @ ﬁf‘ ‘é : Meetng (5. 22, Rutes~ \_Q E = P . T + : [Find a Contact qu -
E-mail  New Delete . Reply ReplyAll Foward @A Attachment yove [E@JNK™  ynread Categorize FollowUp  Filters i Contacts Search Send/Receive
2, Inbox © 12 From Subject Date Received v |Categories [
Gj Drafts ¥ TODAY
(] sent Items. Microsoft Outlook Message test Microsoft Outlook mar. 10/08/10 10:41
g Deleted Items ¥ THURSDAY &
[E=) Brahim ABOUAMINE Urgent/A vendre un appartement ~ Marrakech jeu. 05/08/10 16:30
v [ microcam06@microcam06.... o i onrsoay &®
(21 Bote grenvoi (=] Nuance - Makers of Dragon NaturallySpe... Save $100 when you Pre-order NEW Dragon ... mer. 04/08/10 14:11
Bote de] p A v 1AST WEEK
[ Courrier indésirable = Yves Cornil Synchroniser Macs/PCs mar. 03/08/10 21:23
(] Eléments envoyés
(] E1éments supprimés
» [(] outlook PST
» (Gl yves@comil.com PST €3 ) Message test Microsoft Outlook
; Microsoft Outlook
(i@ yunk E-mail Sent: mardi 10 aodt 2010 10:41
» SMART FOLDERS To: Microcam06
Ce message ique est envoyé i par Microsoft Outlook pendant la vérification des paramétres de votre compte.

Here the import messages for microcam06@microcam06.org
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Importing a contacts txt file from a PC mail software.
—

Begin Import Q
‘What do you want to import?

(O Outlook Data File (.pst or .olm)
O Entourage information from an archive or earlier version
O Information from another application

Ci > t Contact G 'k Contacts or messages from a text file
ontact Contact G| ’ 3
| Export... Delete € Holidays
v Name
W Family Page Setup... test120

i Friends Print... %P

You can import contacts coming from software other than Entourage or Outlook.
It is enough to have software which exports the contacts in tab or comma delimited file.

W Tm%
\ Choose a File Type

0 1 Select a file ¢ contacts or add
| 4 1 (

I [«/»])[ss]= [ _ OPTIMA Q
What would you like to import? @ @

¥ DEVICES ‘ures pour ppl1 ’ m ¥ Preview: "
@ Import contacts from a tab- or comma-delimited text file B LaCie120 »
(O Import messages from an MBOX-format text file ® Macbook HD statuts-modifl.doc
1 BOOTCAMP tacts Export.txt

tactsO1btab.txt
actwimcsv.csv

er-indexation-titre.doc

¥ SHARED er-indexation.doc TXT

B iMac @) ND.000 L
ges-usa [ Name contactsOlbtab.txt

V PLACES 2-pop.docx . Kind Plain Text A
I Desktop oo pote N Size 20 KB on disk .
4 yvesmbus2 " zmoi.pdf r Created 2/21/10 7:16 PM v
ﬁ Applications ey : I Modified 2/21/10 7:17 PM - ll

Click the right arrow to continue. 3

T 2 L -Cancel @ !

- . mportContacts

Map fie ing: [ Automatic Mapping =)
P L o< o Fields that cosf‘res‘md 10 Otutlook ﬂield:'e Map fields using: | Automatic Mapping ] Fields t resnond to Ontinok flelds
! i appear opposite their counterparts in t hat correspon loo
E First record contains field names d Tields boiToadd of change &

| E First record contains field names appear opposite their counterparts in the
| B Import unmapped fields to “Notes” field mapping, drag the field to a new

8 TR *ﬁped fields :ox. T:e agd“gr change a
o ’ Import unmapp! jelds to es” mapping, drag t ield to a new
| File: contactsOlbtabtxe  POSition in the Mapped fields box. | G Ibaboa  POSition in the Mapped fields box.
’-m (Nex>> ) pecord 2 of 350 (e<Prev ) (Next>> ) pocord20f350

Mapped fields: Unmapped fields: Mapped fields: Unmapped fields:

First Name 6_"% P(eno.m :AC. First Name m Prenom ;. 0 @ Nom : avosmac

Last Name Nom : avosmac Last Name Societe : revue Mac

Title [W societe : revue Mac Title [@ Fonction :

Suffix [ Fonction : ) Suffix [W URL professionnelle :

Nickname RRL professionnelle : Nickname Adresse electronique 1 : a...
Company P Adresse electronique 1: a... Company 3 Adresse electronique 2 :
Job Title [ Adresse electronique 2 : Job Title

Dept Dept

Work Street Address Work Street Address

Work City v Work City ~

Work State 2 Work State 3

Wark Zin _ Wark Zin L

(o) Gmpored) (el ) Compor)

You must map the field coming from your file with the corresponding field of Outlook.
On the left, the Outlook address book fields. On the right, the import file fields.

Drag the unmapped field to the Outlook field. First Name = Prenom
The first Name is Prenom ; the last Name is Nom.
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ap felds using

Fields that correspond to Outlook fields

Map fields using:

Fields that correspond to Outlook fields

it e o e e s e cumarms ot || i o o el s e
g Import unmapped fields to “"Notes™ !ieml m:;::l;'ge drag the ::'l:s mbo;“ new E Import unmapped fields to "Notes™ ::Ldl I'::‘::‘;?e drag the ::Ilgs‘boo‘m new
: posi Mapped . Mapped

(N> R ot 350 (N> R0t 350

Mapped fields: Unmapped fields: Mapped fields: Unmapped fields:

Email Address 1 Adresse el... ™ ﬁk Adresse electronique 2 : Email Address 1 Adresse el... ™

Email Address 2 = Email Address 2 mMresse el...

Email Address 3 Email Address 3

g Email Address 4 Email Address 4

Email Address 5 n Email Address 5 u

Email Address 6 ol Email Address 6 I Al

Email Address 7 Email Address 7

Email Address 8 Email Address 8

Email Address 9 Email Address 9

Email Address 10 ~ Email Address 10 ~

Email Address 11 = Email Address 11 2

Emaail Add, 12 Y Emaail Add, RN Y

(Cancel ) Cimpore)

(Cancel ) @mpored)

Here, the last field to import is the Email address 2 = adresse électronique 2.
Click on the import button.

fapgaz@ates:

Would you like to save the current field

mapping settings?

( Don't Save ) &ﬁ

You can save the current field mapping set-
tings; give a name and click on the Finish but-

Contact:

141/264

Enter Name: | import0]|

(_Cancel ) oK)

Import Complete

-

Outlook has finished importing data from your application. To start
using Outlook, click Finish.

0

Q Search This Folder

& (B8 T
&) b2 © L@ ,
H H . E-mail  Meeting M | Foward Map Categorize FollowUp Private Details i :
The Import IS v [ Address Book G Name o AlPrimary E-mail Company Work Phone Mobile Phone Categories I~
Co m p I ete & No Category | Eric A-Microcam microcam.ea@free.fr [ '
' 4 Family | Elie Abitbol mes
i Friends | Francis Abraham P fva ‘
& Holiday
(2 manager Gerard Affagard . fva |
B Networking .| Picasa Web Albums -
i e .| Gisele ALIX -
& ream 7 pi i M
-
=L plerre alliez ac .
Marcel Alvarez - fva =
¥ SMART FOLDERS - |
Flagged Contacts | a 3
jean achard-arribert
| Job Title
Office, Department, fva
General Organization Details Notes. Certificates
~
Phone
Mobile (xxx) xxx-xxxx
Work & (xxX) XXX-XXXX ‘
Internet
| Work E-mail + jean.achard- |
|
Q e | Address &
o
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The

address book.

The address book is empty.

The address book contains your &

mailing address.

21 UUUOUKLY 1 L-VEAIUIMPOTLITOY,

Home | view

Contact Contact

v

 ave
o A
o wos
v s
o Famity
o Frends
 Holiday
o wsuG
 personal

o No Category

W oooam

Delete  E-mail

W
G ems
first Name

testimac testimac

 Recreaton

o el
V vorc

 Untitled

Mail

Calendar
Contacts,
O Tasks

' Notes

 Tech address

On My Computer

folce testimac Last Name

Geneal | Organization | Dealls Notes

ne +
Mobile ©
Work
nternet #
Work E-mail ¢ yves.cornil@free.fr
Address #

al

Importing Vcards from Windows Live Mail.

To fill your Address book you can use a Vcards file.
We are using the Vcards file created by Windows Live Mail.

V] @ Gl g&-

> @

Categorize FallowUp  Private

Centifcates.

oo e L Comac S

» Primary Email
yves.cornil@free.fr

342 sur 342 sélectionnés, 4,49 Go disponibl

| o
Contacts
e 2l | I @ Q s de
. 08 Home | Organize Tools
- P T“J' '-da-"‘ L, P, “““"—“ ] f e Find a Contact
Gy A @ ey o \ sy - A
Contact Contact Group  New Delete E-mail  Meeting ™M © Forward Map Categorize Follow Up Private r“ = n L I Contacts Searc :
v Arrange By: Name Ascending & 1 X
e s il |- B0
™ Family l ¢ job Title APPAREILS Nomwammnes .
™ Friends Office, Deps " Macbook HD B Timothy Bates.vef
E Holiday b __ BOOTCAmMP B Valerie Le Floch.vef
W Manager General Organization | P4 ipisk
¥ Networking Phone @ | OPTIMA a B Var Matin.vef
e Phone
W personal s o LaCieRugged a B Village Club Thalassa.
ol ream Mobile + (xxx) — villefranque_gerard@wanadoo_fr.vcf
= . M MENT
™ Travel e Work 3 (oo ¥ 8 P:u s B virginie bayard.vcf
™ rea
- : v,."bz B Wendy Dubreullvef
SMART FOLDERS Internet L8 el B William Bories.vcf
Work E-mail ¢ some 7% Applications B word2008.vef
Dt B Yann Chevrel.vef
Address & RECHERCHER B Yolande Rizzon.vcf
) Aujourd’hui B Yuan-Yuan Sun.vef
Personal & Hier B Yves KERRIEN.vcf
) Semaine passée B Yves Roger Cornil.vef
{3 Toutes les images B yves meziere@orange_fr.vcf
(21 Tous les films A
| Mail B ML
sy
|| Calendar
o
|# | Contacts
E] L Litem

Drag and drop the Vcards file to the address book.
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g | @

0B Home Organize Tools

o 4
Contact Contact Group  New Jelete E-mall  Me M Forward

v Arrange By: Name 3

¥ No Category Elie Abitbol

W Family

M Friends Francis Abraham

o abraham@wanidoo.fi

™ Holiday Rloo.fr

W Manager jean achard-arribert

! Networking

™ personal admin@efriendsnetwor..

a in@efriendsner rk.com

Team

Travel Gerard Affagard

gerard.affagard@laposte.net

S Picasa Web Albums
picasaweb-noreplyg

google.com

Ascending «

Map

| coming from imported vCards

The address book contains now e-mails

Mail

ansa
| Calendar

e
| | Contacts

]

343 items

Import vCards from Apple Address Book.

Contacts
g ® 0 e ol
| 08 Home | Organize | Tools | ~ 3 —_—
5 Gu B = TEE W i I 3
& & & 2 . oy |
Comact ComactGroup New — Delete  Email Meetng M foward Mip  Cawegorize FollowUp Priate - Dewis Lt E
T Address Book Arrange By: Name Ascending +
™ No Category. yvesmb2 yvesmb2 Last Name .
o Family Macbook HD
gfﬂmds Office, Department, Compan)
Holiday P
™ Manager % General | orgd 8.0 O OPTIMA
e ) = EE a i
§ personal 0 Nom Date de modification O
o Team i~ VCards Aujourd’hui, 11:32
B vravel Worky > [ rampex1 Aujourd’hui, 11:13
= £ iDisk || a3.pg Hier, 22:30
SMART FOLDERS Internet & [ a2ipg Hier, 22:23
Wark E-mail}g 3 ALjpg Hier, 22:23
5 FARTACS » [ vefdewlm S juin 2010 18:00
Address & @l ivac 2) contactwimesv.csv S juin 2010 17:46
EMPLACEMENTS | Contacts Exporttxt 5 juin 2010 16:18
Personal @ gy greay ™ Main Identity.olm 4 juin 2010 14:56
& wesmb2 i Microsoft_Office_fo...1 Beta 4_ENU.dmg 4 juin 2010 07:52
7 Applications @coN 31 mai 2010 15:48
5} Documents [ images-usa 28 mai 2010 15:05
=] Mail & m01.jpg 27 mai 2010 20:57
e b o m72 26 mai 2010 10:46
Calendar /L n i kit & m71 26 mai 2010 10:45
Hier -
£ contacts Hiee m70 26 mai 2010 10:44
) semalne passse . ome9 26 mai 2010 10:43
| Litem (3] Toutes les images B -
| | 122 Sements, 48 Co spontes

< Y

| 08 Home | Organize | Tools |

Contact Contact Group ~ New Delete E-mail  Meeting ™
T ‘Arrange by: Name ¢
W No Category Chris Kim (MACBU)
= Family ckim@microsoft.com
W Friends Jaime Pirnie (MACOFFICE)
i Holkiar Jaimep@microsoft.com
v Surendran K (SUREN)
 Manager
& Nevworking Surendran.K@microsoft.com
W personal Elie Abitbol
= elie@ms.fr
W Team
o Travel Francis Abraham

SMART FOLDERS

() Mail
™ calendar

o
|+ Contacts

Yon can also

abraham@wanadoo.fr

R Achalme
r.achalme@tiscali.fr

Thomas Adams
mob@mac-groupie.de

Gérard Affagard

gerard affagard@laposte.net
David Alboh:
David.Albohair@microsoft.com

Thiel, Alexander
alexander.thiel

auerverlag.de

Marcel Alvarez
alvarez.d@wanadoo.fr

amalf
331items

Contacts

Iy
Foward  Map
Ascending +

>

Categorize Follow Up

s OPTIMA
-~ — | ; .
== j Contacts Search
Private | Dewils Lt .l ConactsSeard

- |

yvesmb2 Last Name

ffice, Department, Company

Geneal 0a @O0 O =
(o] a i
Phone &
APPAREILS n iNom; R — . )

Mobile § "L D 2 vCards Aujourd'hui, 11:32

Werk g seorcls (2 rampex1 Aujourd'hui, 11:13
[ a2.pg Hier, 22:23
Work E-mai 3 ALjpg Hier, 22:23

PARTAGES [ vefdewim S juin 2010 18:00

Address & B iMac @ contactwimesv.csv S juin 2010 17:46
EMPLACEMENTS | Contacts Export.txt 5 juin 2010 16:18

Personal @ g gureay # Main identity.olm 4 juin 2010 14:56

£ ywesmb2 Microsoft_Office_fo...1_Beta 4_ENU.dmg 4 juin 2010 07:52
R @ 31 mai 2010 15:48

Datan [ images-usa 28 mai 2010 15:05

& moLipg 27 mai 2010 20:57

RECHERCHER o m72 26 mai 2010 10:46

) Aujourd"hui J & m71 26 mai 2010 10:45

) Hier & m70 26 mai 2010 10:44

() semaine passée N ) 26 mai 2010 10:43
I e ————

122 éléments, 4,48 Go disponibles.

import by the Sync services from the system address book
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Adding a contact.

5 _ _

[ Home Organize Tools
| L

Contact Contact Group New Delete

E-mail

2 sl O E-mail Message
3 @ No Category = '
| A [ Meeting !
i v _Fva -
| v _Mmos & T Appointment |
AR VE =
i @ comnum O.ﬁl Conb%t
v Family —
= Contact Grou H
_‘( Friends % P
v Holi Ead| !
v Holiday = Task l
| ™ Mac
| ™ muc 9/ Note
‘ V Personal
 Recreation 4 T
‘ Z Travel R
| -

@ Outlook File Edit View Contact Format Tools Window Help $ ch 3o
8 Cont

tacts

552[‘

RN NN RNEUE N

jeno s " Hereis a contact card.
IH& st 9 . . The main fields are :

:; | Contact | "‘: ° FII"St NamE.

(=1 : 8. W + Last Name.

i'\Save&Cloie Delete E-mail  Meeting M Forward Map . Categorize Follow | [ Job t|t|e_

| , : + Department.

' ‘ Fl‘rsvtvName Last Name « Company.

Job Title

| h Office, Department, Company | ® Phone-

T General Organization Details Notes Certificates i ° M o b | I e

| T— ¢ Work E-mail (adresse electronique
I Mobile *  (xxx) xxx-Xxxx du tl"aval|).

| Work & (xXX) XXX=XXXX . Address

‘ Internet & * Personal (personnel).
‘ Work E-mail * someone@example.com

\ Address @ It's possible to have several phone num-
\ bers, several e-mails.

P I+
ersona
:
T
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General

WorllE-mail ; someone@example.com

Organization

Notes

Phone @
Mobile Work 2

i XXX
ﬁ ome
Plione & Work  Home 2 XXX

Mobile v (x

Work v  (xxx) xxx

Internet &

dress +

rsonal &

Internet @

Work E-mail
Home E-mail
Other E-mail

IM address
Work Web Page
Home Web Page

P v Work E-mail

Home E-mail
Other E-mail

IM address
Work Web Page
Home Web Page

i Set as Default E-mail

Work Fax

Internet Home Fax

Work E-mail ~ Pager xample.com

Primary

Address  Assistant
Phone 1

Personal Phone 2
Phone 3

7~ Mobile

Work 2

Home

Home 2

Work Fax

V¢ Home Fax m¢

Pager

Primary
Assistant
Phone 1

Phone 2

Phone 3
Phone 4

kx)
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Adding an e-mail in a contact card.

Internet &
\ ~ Yves Cornil

You can have several e-mails (your Job Title

recipients too). Office, Department, Company

To add an e-mail, click on the + Internet

button. General Organization Details Notes
Home : 0494523766 Phone &

Home : 0494523766
Internet @&

_mat Internet &
Work E—mai> W“:o::rk: Elmﬂalll | 'rr i L
3 s Work E-mail ¢+ yves.cornil@free.fr
Work E-mail " Other E-mail k 3 ;
Work E-mail + ycornil@mac.com
Work E-mail  IM address m

Work Web Page Work E-mail v yr.cornil@gmail.com

Address Home Web Page Address
Work + 85 av de la GCalissardiére
83600 Fréjus
France

Home - 85 av de la Galissardiére B2
83600 Fréjus

Work E-mail v yves.cornil@free.fr Internet #

A

Work E-mail ~ ycornil@mac.a)m Work E-mail + yves.cornil@free.fr

ar 4ar ar

N . . Work E-mail cornil@mac.com
Work E-mail + yr.cornil@gmail.com y @
. Work E-mail yr.cornil@gmail.com
Home E-mail + ] . :
Home E-mail + yves@cornil.com

You can choose the address type : home or work address.

Adding an URL.

Internet @ . Work Web o : \.'WVW.COI"n”-COfl'I
Work E-mail Work E-mail fr
Home E-mail
Work E-mail  Other E-mail A .
Work E-mai|__IM address m Home We... v+ vyves.cornil.free.fr

| Work Web Page
Home E-mail™"15 e Web Page

Certificates



Searching a contact.

|eNOo Untitled —
He ohb ae

Message | Options | A |

Calibr 14 : . @( : —I¢' | : :
Send = Attach  ©  Picture v ECI

) P

g

From:  Free (Yves Cornil)

TV TV - I TN .

To:
Cc:

Subject:

S

To find an address when you are writing a message: click on the search address figurine.

Untitled
= 3 Fo o ~

| H= x0O0 el
- - |
b| | Message | Options | 18006 Contacts Search
B Calibri 14 = — y | 7
i i i @/{ - L4 signal ' Q cornil
i Send A Attach Picture Hype| ( Search Names Only %) in ( All Folders
4 From:  Free (Yves Cornil) h!‘ ;ierzcg:ronsll
b 1 @cornil

To:  Yves Cornil yves@cornil.com

£ T¢ Ce Bcc

! L3

Subject: Yves Cornil

|| L@ rves@cornil.com

ooy | EES

Type out the first letters of the first name or the name in the search box.
Select the good address and click on To or CC or BCC button.
The selected address is filled in the To area.

| | dNAPZ FTU ALEPLUTeUU L.ITIoV

@ Outlook File Edit View Message Format Tools Window Help # o . I D]
806 Inbox =
| — =l 5 c
s weliE [ e Q searcn

‘05‘ | Home Organize Tools ~

® Eﬁ v ” . . ..... Meetin [= N Rules~ "] = - col P ~
4 = & @] [ [af ® ™ B e [0 Y 4 &
il E-mail New | Delete Reply. RepiyAll -Forward i Atachment Move i lunk ¥ Unread  Categorize Follow Up fikers - ABajSontatjeSearch Send/Receive
|
ba v % Inbox @ ! | 2 Subject Date Received v Categories " To From

You can search your contacts from the contacts rectangle in
the Outlook ribbon; enter the first letters and click on en-

cor ter.

: U Contacts Search
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Deleting a contact.

To suppress a contact, select it, right click
and delete.
Confirm, or not the delete operation.

—~ Are you sure you want to permanently
‘I delete the selected item?

( cancel ) Dek*e_)

Managing the contacts groups.

If you send usually messages to persons in a

group (association, club, etc.) it is interesting

to create contact groups. Click on the Con-
tact Group button in the ribbon.

Outlook proposes an Untitled Group name;

LEUIYES LUUpIians JULUUPIIAnSWws

Yves Cornil sur Free

yves.cornil@free.fr

syniet

e pEU

m06 m35 comnum

Yves Cornil W= ¢
Yves Cornil Open
I .
Print...
Christine Corsini ct
Christine Corsini « Copy Contact Details

32

General

Phone (+

““rocam06

ivaro Fréjus

Yves C Forward as vCard

Job Title New E-mail to Contact
Office, D¢ New Meeting with Contact

Organizati¢

Follow Up

Mobile + (xx
Work : (xx Move

S

Categorize

Certificates

>
b

2

ivaro Frejus

eN e
i@ miE @
B8 Home Organize Tools
Pet==y = @y o
| T At | v
o owl &
Contact Contact Group  New i Delete E-mail  Meeting M

enter YOUI’ group name. 1806 Untitled Group
IHE el 26 &
|Ml Group | A
Save & Close Delete Add Remove E-mail  Meeting Categorize Follow Up
Untitled Group
| Use Bcc to hide member information
Name E-mail
1
m
o
(xx
(xx
. - Yale) Untitled G
Tip: add an underscore (_) be- et . b -
‘-— | { ¥ ) Al
fore your group name; when you HE DD B M
. 'MJ Group Py
will sort your contacts, the Ui .
. 1 e w-o:,::un D) [ ‘
groups will be on the top of the B B O . SR .
I|St. Save & Close @  Delete Add  Remove : E-mail Meeting : Categorize Follow Up :
_ComNum

") Use Bcc to hide member information

Name

E-mail
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_ComNum

Is [
= e —_ . o oDl e NR— | X
B B 6l | . REE s I~
Delete E-mail  Meeting M Forward Map : Categorize Follow Up Private — - -
@ Name Primary E-mail Company % . BE, v
2 N e Primacy £ mall re— Company B @ . WE :
|| Laurent Gebeau . e o | Save &Close : Delete Add Remove : E-mail Meeting : Categorize Follow Up :
| | Francois Dunoyer L] B
|| william Bories e . " _ComNum
|| nathalie Jacquelin bhaa i [ Use Bcc to hide member information
|| David Mathieu - . oo
| | Serge Cenci - e E-mail
|| Pierre Puharre e "
| | Gerard Vaguant P — .
|| Desire Koussawo B oo
Yves Roger Cornil yves@cornil.com Cornil | %
David Cornil davidcornil@mac.com Cornil __S
e asa s !
— — ————— |
| Tools | 7 . [ XN _ComNum
¥ B e (3 o el o om0 IR—— 1
2 Br - Y od L Lo i | | T Groue | [~
lew . Delete E-mail  Meeting M Forward Map : Categorize Follow Up Private Deta —r 1]
© Name Primary E-mail Company A}i % @ [~ v 23 :
| el — Erimary.E-mallcesss—————.|Companyy b Gk T »
|| Laurent Gebeau K . ComNum Save & Close Delete Add  Remove : E-mail Meeting : Categorize Follow Up :
|| Francois Dunoyer " - comnum
|| william Bories pons v ComNum _ComNum
|| nathalie Jacquelin - ComNum [ Use Bcc to hide member information
|| David Mathieu J— ComNum |
|| Serge Cenci - ComNum E-mail
|| Pierre Puharre - ComNum Francois Lecluse
| Gerard Vaquant - ComNum Laurent Gebeau
|| Desire Koussawo —— .. ComNum
Yves Roger Cornil yves@cornil.com Cornil
David Cornil_ Cornil a
——
®No ComNum
. R O BT
To save your group, click on save and = o ) Lo . 1.1
close button; the group will be saved | Grow | =
H H G s P e
when you are closing the window. %g e 9 l_, v
Save & Close : Delete Add  Remove E-mail  Meeting : Categonze Follow Up :
_ComNum
[l Use Bcc to hide member information
Adding contacts in a contact group.
@ Name A Primary Email Company Categories
AUG ® _AUC
~ Q corn Q
[] _Comnum @ comnum o — <
“FVA ® A (_Search Names Only :) in (Al Folders D)
M08 © 00 /UG, MSUG, MO Yves Cornil o
_M35 @ ® ® MSUG, AUG, W m06 m35 comnum
G T ST A T A SRS R AN ST i TN : yves.cornil@free.fr
_Comnum [ New E-mai ) ( New Meeting )

| |__ Use Bcc to hide member information

Name
Desire Koussawo
Eric AUMONT
Yves Cornil
Francois Lecluse

E-mail

L -

l FRNIE N B
yves.cornii@free.fr

Anne Cornil

Cornil
-

David Comnil
Cornil

Select the contacts in the contacts search and drag and drop the contacts found in the group

box.

microcam

microcam?2

microcam@wanadoo.fr
microcam2@voila.fr

Double-click to add contact|

You can enter the contacts address by double clicking at the end of the group contacts.
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Deleting a contact in a contact group.

To delete a contact in a group contact, select the contact, a right click with the mouse (or ctrl
click), remove address.

Name E-mail

Eric AUMONT

Francois Dunoyer s 1

[Yves Cornil (4 adre... yves.cornil@free.fr Help

Francois Lecluse .

Gerard Vaquant Copy Address

Remove Address

Sending a message to a contact group.

To send a message to a contacts group, enter the first letters of the group and choose it.
Outlook proposes several groups; choose your group and write your message.

It’s better to choose the BCC area to enter the group.

= R — e ey s R—— N cu s e S AT g TNy | e Sy Runesy
‘oo i =) = o= = ‘
i E‘ Untitled 2 P | 9 O
= { L) &1 i
= oJo L0 1 og= P On, — =
|| Message | Optio ~ [ H = oo D) e
=3 i 14 o/ = & Slgnature.s « | High Priority & | | Message | Options |
Send Attach Picture Hiperink < LowPriority - cpeck Names Calit 5
= Calibr 14
From: | Free (Yves Cornil) . =
J To & Send
| ce =
bl e From:  Free (Yves Cornil)
Bec: [ &
"
| Subject: J To:
k] 1 Contacts and Recent Addresses ;
| _AUG 32 members 1 Cc:
f >
_FVA 102 members Bcc: _Comnum
_M06 14 members |
M35 18 members | | Subject:

Y

Adding a category to your contacts.

You can class your contacts and groups by categories and you can attribute a color to each
category.

Les Aventuriers du Bout du Monde la revue des clubs Microcam — Page 66



Creating a new category.

Unread Cge Follow Up Filters

B

To create a new category, click on the categorize tool in the
ribbon. Give a name to the new category and choose a color.

# Edit Categories... B e _Comnum_ e
© Clear All m | A Group | Format |
ﬁ :4 . oY Ll.l_l'!}itl&d . v [comnum
<2
Save & Close Delete | / A —a
v : | [ Cancel |

Cancel | C

\
1

Attributing a category to a contacts group.

Categorize Follow Up  Private

11aniel clandedany atth mna - FVA

_Comnum
"1 Use Bcc to hide member information

© Add New...

#* Edit Categories...
Clear ¢ Im

To affect a category to a group, select the group, and click on the
categorize tool in the ribbon and choose the category. You can
have several categories for a group.

) Mail
oy
.| Calendar

7] contacts
Bl

9 . RONN | T S, D
Contacts =
Q Search This Folder
08 Home | Organize | Tools | A
| f— = o =1 on
| s Al [~ 15 i : ‘ Find a Contact
& EX' 9 Gl e 1] S Nay s e
Contact ContactGroup ~ New Delete E-mail  Meeting M Forward  Map Categorize FollowUp Private © Detalls  List L] Contacts Searc
v @ Address Book © Name  A[Primary E-mail Company Categories
M No Category _AUG ® _AUG m
o _auc _Comnum @ comnum
W _rva _FVA ® _Fua
v _mos _M06 ©® @@ _AUG, MUG, _M06
— ‘l
g“’""“"‘ Eric A-Microcam microcam.ea@free.fr m3s © @ ® ® comnum, MUG, _AUG, M35
5, F""'Z Elie Abitbol elie@mcs.fr mes @ Mac
V. Friends
= Hotel Accor accorhotels.reservation@accor.com Accor
/ Holiday
e jean achard-arribert jean.achard-arribert@orange.fr  fva ® FA v
= Gerard Affagard gerard.affagard@laposte.net fva ® FA v
 personal T — e — S — _ - —
5 Recreation _M35 (AUG) _M3s
W Travel =g
jw' : ] Use Bec to hide member information
 Wor
» SMART FOLDERS Name E-mail
Eric A-Microcam
Eric AUMONT "

Stephanie Babuin
Serge Bordais
Yann Chevrel
Isabelle Delage
Gilles Emeraud

Il 264 items
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Assigning a category to a contact.

B e e e

Open
(#] Stephanie Babuin Print... @ _M35
|| Christian Bastelica : ® _M06
[ ] virginie bayard Copy Contact Details ® _FVA
[ ] francoise begon Map Address & rva
| Jean-Claude BELLAMY .. Forward as vCard © Add New...
. 4+ Edit Categories...
~ New E-mail to Contact ® Clear All —
| babette Last Name  New Meeting with Contact
Job Title New IM to Contact RAAUG
Office, Department, Comp: ac
Follow p comnum
General Organization Details | Categorize > MUG L
Phone + Move
Mobile v (xxx) XXX-XXXX Delete

Work + (xxxX) XXX-XXXX

W

d © B @ ®. & |

Delete E-mail  Meeting M . Forward  Map Categorize Follow Up  Private . Details List
@ Name A Primary E-mail  © Add New... . Categories
7] J-L AUBRY %+ Edit Categories... @ Mac
1[1 Eric AUMONT © Clear All @ ® Mac, M35
i\;! Fabrice Authenac v _FVA @ Mac
||| A.C. avosmac AUG
Mac
3:] Stephanie Babuin comnum ® M35

1

To assign a category to a contact, select the contact, right click, categorize, category (here
FVA); you can also click on the categorize tool in the ribbon and choose the category. You can
assign several categories to a contact.

i - oy v, e

B Eric A-Microcam S @ comnum, MSUG, _AUG, ...
Elie Abitbol mcs
Marcel Alvarez F fva b4
Eric A-Microcam [ comnum J AUG. M35
Job Title
Office, Department, m35

General Organization Details Notes Certificates

Eric is a very active user!!!.
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Assigning a category to contacts.

To assign a category to several contacts, select the contacts, click on the categorize button in

the ribbon and choose the category.

Your contacts at a glance.

» ) —— — —u.;
©00 Contacts (=]
Sl <o o @ . Q Search This Folder

u B8 Home [ Organize [ Tools | ~

mm@%@@ E @

* &

Find a Contact

Contact Contact Group H Delete H E-mail  Meeting M H Forward Map H Categorize Follow Up Private : Details List U Eopiacis Sex T
vl Address Book © Name A Primary E-mail 'Company Categories
™ No Category _AUG ® _AUG O
v _auc _Comnum @® comnum
™ _Fva _FVA ® _FVA
v mos _M06 © @@ _AUG, MUG, _M06
4 3 _M35 @ ® ® MUG, AUG, M3
S (COIMTLITE ("] Eric A-Microcam PR m35 ®@® ® © comnum, MUG, AUG, M1
Ll Elie Abitbol mcs ® Mac
z Friends 5
o 3 Hotel Accor accorhotels.reservation@accor.com Accor
'V Holiday
™ Mac Jjean achard-arribert fva ® _FVA <
o vuc Gerard Affagard fva @® _FVA X
\_VA Personal
/ Recreation [ | [ Eric A-Microcam [ comnum J (AuG) w35
@ Travel .
v e Job Title
A Wo Office, Department, m35
B SRARERCEDERS General Organization Details Notes Certificates
Phone &
Mobile + (xxx) XXX-XXXX
Work +  (xxx) XXX=XXXX
Internet &
Work E-mail + e
Address &
'/“\ o
Mail
frerey Personal *
.| Calendar
+-| Contacts
| |l ‘ Il 264 items 4

You can organize your contacts as lists and choosing the displayed fields.

© N A {Primary E-mail Company * Account
=ADG Alias
—Comnum Anniversary
_FVA Assistant Phone
_Mo06 Astrological Sign

i M35 Blrthday
B Eric A-Microcam microcam.ea@free.fr Blood TYpe
: - v Categories

Elie Abitbol elie@mcs.fr mcs Children
Hotel Accor accorhotels.reservation@accor.com Accor Common Name
jean achard-arribert jean.achard-arribert@orange.fr  fva v Company
Gerard Affagard gerard.affagard@laposte.net fva Contact Type

To add a field, a right click on the title bar.

Delete H E-mail  Meeting M Forward Map Categorize Follow Up  Private Demls
© Na :“.i...m, E-mail Company
_AUG
_Comnum

You can move or modify the column width.

i

_AUG, _M35

>

Find a Contact

= U Contacts Search

Categories
@ _AUG
@ comnum
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. P — e —— —_— — . _— s mm——— , —— .
- J J

‘Name “Aefirst Name  Last Name Company
Anne Cornil Anne Cornil Cornil
David Cornil David Cornil Cornil

To reduce the column width, shift the cursor to the left.

Sorting the contacts.

l"m
- B -- @ ol e

Contact Contact Group | Categorize FollowUp Private - Details  List

7= e © Mame L afpmr a Company Cateoris
& _auc @ _AUG

I No Category

E _AUG || _Comnum @® comnum

W A (] _FvA ® _FA

LVJ _Mo6 [ _M06 ® @ ® _AUG, MUG, _M06

@ ® ® MUG, _AUG, M35
comnum, MUG, _AUG, _M35

Q Search This Folder

Find a Contact
|_j Contacts Search

& o= wEe Bwe BeE O

Contact Contact Group E-mail  Meeting Categorize Follow Up  Private Details List
+ M Address Book © Name [Primary E-mail |Company
a No Category ] nathalie Jacquelin R " ComNum @ comnum
¥ v (] David Mathieu s . ComNum @ comnum

g -:IVOAG (] Guy Aristeguieta mo06 @ ® comnum, _M06
=2 M Eric A-Microcam comnum, MUG, _AUG, _M35

E S Q Sylvie Stievenard - - @ @ Friends, Personal

g Family (] Elie Abitbol mcs @ Mac

 Friends (] Elizabeth Gaillard-Lenoir - . Mairie de Frejus, VA @ Mac

E Holiday [ Eric Paguin microsoft mbu Irlande @ Mac

E Mac ] Dominique Brun Mairie Frejus @ Mac i
™ muc &) Niaman A - 1Y
E Personal

¥ Recreation (@ | EricA-Microcam D €D Aue) w35
g Travel s >

= Job Title

Click on the title bar.
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