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Outlook 2013 2= Jalaill (5,k

Microsoft Office 2013 .1

3 5l U el Start 4aild (a gl ) g aisd 5 0 J ¥ Outlook 2013 Jalailly () o shic
AU L A g ) Gileadly Aualdd) i) ALUSH gl G g (Al g AUl

 Welcome to Microsoft Outlook 15

Welcome to Outlook 2013

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

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

Outlook 2013 aladic iy die jgdas cua 5 Al

[ Next > ][ Cancel J

| Microsoft Outiook Account Setup’

Add an Email Account

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

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

@) Yes

' No

9 (A9 RSN ey B VL a6 O el ) elia ks, Lia
L2 g ANy 5 dBl)

< Back ][ Next > ][ Cancel
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Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Your Name:

Example: Ellen Adams

E-mail Address:

Example: ellen@contoso.com

Password: FARKRXAKRAREE XK
Retype Password: AARRRTARRARRIEAR

Type the password your Internet service provider has given you,

paiicuall (A g A &y pl) cilily ALUS a3 Uia

" Manual setup or additional server types

[ <Back |[ Net> | [ cancet |

Searching for your mail server settings...

Configuring

Qutlook is completing the setup for your account, This might take several minutes,
«  Establishing network connection
&) Searching for
Logging on to the mail server

3l adA) Clalae ) g AL Juai) Cpe aSU Al Ua
AR ) Jadal) Jaaadiy a9y a8 AR a5 1) g SSIY)
piicall (g SSIY) & il Galdl)

Cancel
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Outlook Web App .1
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Group Bar

Outlook 2013 Interface

Tab Bar

Address Bar

TEEE

HOME SENDWRECEIVE FOLDER VIEW

El .,?'.3 Ignare

Clean Up
New New o l Delete\| Reply Reply Forward
Email Items- g Junk~ Al

Mew Delete Respond

27 VAT gl

4 Favorites

Inbox 14 Calendar

4 Mostafa.Mohamed@nahdauniv...
4 [nbox 14
IT
IT Work
waork
Drafts [4]
Sent ltemns
Deleted ltems 35
Outbox
Junk Email
Junk E-Mail
I RSS Feeds
Search Folders

[TEMS: 4430  UNREAD; 15

/

Meeting = =1 Eﬁ

Mare ¥ Create New

Outlook Today - Outlook /

Team Email
Rules OneMote

Quick Steps IMove

Tasks

] Learn Outlook (30/07/2013)

Folder Navigation Pane

Item Navigation Pane

ALL FOLDERS ARE UPTO DATE.  CONNECTED TO: MICROSOFT EXCHANGE

Status Bar

Unread/ Read | |Search People
[ Address Book

Filter Email

Categorize
Follow Up
Tags Find

Customize Qutlook Today ...

Messages

O 8 -——F+—+ %
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paiius JSI rand Al dgal ol asaai 94 Microsoft Outlook 2013 gabin & s aai e
Jadilly @l JLSaN) &l - il Nﬁh\,&d&.ﬂudt Gl JLGAY) Laat

Account Information

Open & Export
c/'] Mostafa.Mohamed @nahdauniversity.org

Save As (WA Microsoft Exchange
4 Add Account

Save Attachments

F‘ Account and Social Network Settings
ad}y

A Change settings for this account or set up more

Account connections.
Settings Access this account on the web.
Office Account https://mail.nahdauniversity.org/owa/

Connect to social networks,
Options
Exit
Automatic Replies (Qut of Office)

< Use automatic replies to notify others that you are out of office, on vacation, ar
Automatic not available to respond to e-mail messages.
Replies

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted [temns and archiving.

.

2.7 GE free of 4 GE

(Info — Open & Export — Save as — Save Attachments —Print — Office
Account -Options — EXxit)

Cre Al M (Say) el ) cilila pledind gl Alian @b WA 0 oS Open & Export
(& radll) Slgal) B Lgblial g gralijl) Jileay g ilila

Outlook il i Text uai dadua gl cu g Aiiaas Ulu l Bis WA ¢ ¢Say Save as

foa &b yal) il aficeall) D al) A8, Al ) ks LA e (e Save Attachments
(Al

Gk 08 gl gl dagllall £ i g dsibal) A8y ph LSRN g Al )l Aok LEDMA (e (Say Prrint
uSUlL Juail aga g Al 8 (sl

dl Aaldll cila glaal) L 22 o Info
30) o) gl A8y pha g alind) JS (b sl Options
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¢S4 sy Hotmail A0 Jaall

Account Inforrhxqtion

Open & Svport
Q/'] Maostafa.Mohamed @ nahdauniversity.org

Save As U) Microsoft Exchange
4= Add Account
Save Attachments
F‘ Account and Social Netwark Settings
ads

Change settings for this account or set up more
Account connections,
Settings -

Sl Aaldl) cililual) 43S aa Jalail)
Access this account on the web,

https://mail.nahdauniversity.org/owa/

Connect to social networks,
Options

Exit

Automatic Replies (Out of Office)

<« Use automatic replies to notify others that you are out of office, on vacation, ar
Automatic not available to respond to e-mail messages.
Replies

Jile ) Cada g 3 gl (3 9aia pa Jalail)
A Al Al Ad) BaY 4y 3393 gal) =i Mailbox Cleanup
4 GB G‘“"‘S ol ! Manage the size of your mailbox by emptying Deleted Items and archiving,
T

2.7 GB free of 4 GB

. ] . . a Rules and Alerts
H.'-'J %‘*\9 d"l'“‘J'u A.AM‘ ‘\9‘3"'“ =1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive

© .o <, - Manage Rules updates when items are added, changed, or removed.
laglaal) aldi 3 020 S8 (e LAanS 2 Aot

L Gl gl 3 5 Adl

Add Account i e ki File 4aild (e puill b g g8 LS o

301 e (AR Jaal) o Jpanll aly ) L gsua JSdy clibd) A0S a5 4000 38U jeli o
(Sl glral) ali
Next)aigk«hi.«bi
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Auto Account Setup
Outlook can automatically configure many email accounts.,

(®) E-mail Account

Your Name: Mostafa Mohamed
Example: Ellen Adams

E-mail Address: M.mohamed@nub.edu.eg

Example: ellen@contoso.com

Passwaord:

Retype Password:

Type the password your Internet service provider has given you.

(:J Manual setup or additional server types

@1 Gaug Finish Jiuai 40 33800 W jedas Next diad ddlud) 33801 & cililnl) 4408 1y
Ealiall B30 L& paal) 3y ) A8l aly s ali pal)

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.
B Establishing network connection
+  Searching for Training@Nahdauniversity.org settings
v Logging on to the mail server

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

A A g HSIY) &y pall adlAd) Cilalae) g AL Juaiy) (ha aSU a3y Lia
pddiual) g SSY) &l Galdd) adlld) ) Jsdall Juaady o g8y a5 ANAY)

DChange account settings Add another account...

< Back Cancel
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ok User & Password i 33U &l ¢85 Qutlook 2013 gebial) gt xis BaY
(254l Aals A8La] & (o A Jaall ) cilesa) A4S

Microsoft Qutlook

Connecting to training@nahdauniversity.org

| Training@Mahdauniversity.org

by ¥ s Remember el Japdili 3 S
Jjﬂ‘myw‘@ﬁsﬁds‘éé&

Domain: Mahdz

Remember my credentials

Cancel

Folder Navigation Pane s> (8 &l jghi gl ) id sie 45) BaY
i) ) 4Bl o 3 sl )

JAI cilalaal) JS il agd) e b
4 Favorites lalf

Inbox 14

-

I- Mostafa.Mohamed@nahdauniversity...

4 training@nahdauniversity.org

Inbox 2 Jala clalaal) JS il aged) o hidl) sic
Drafts pu b mage A LaS luaal)

Sent ltems
Deleted tems 3

Junk Email
Outbox Al al AN Jilal) dae o jeday s Q30

aay Lgde)
Search Folders
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Outlook Option

e glaal) (a0 A8y sk g addicsal) ausd Jia b gl SV @l LA i3 o4 General .1

<) gV Ada il IS g

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Customize Ribbon
Cuick Access Toolbar
Add-Ins

Trust Center

E.:ﬂ'. General options for working with Outlook.

User Interface options

Show Mini Toolbar on selection '
Enable Live Preview

ScreenTip styler | Show feature descriptions in ScreenTips
Personalize your copy of Microsoft Office

User name: Mostafa Mohamed

Initials MM

[[] Always use these values regardless of sign in to Office.

— T

Make Qutlook the default program for E-mail, Contacts, and Calendar

Office Background: Mo Background
Office Theme: White W

el ) dga ) Ada

Start up options

Default Programs...

Email g&o Jalxill ) 580 ga zeali pall Jza

sl &

B  pakenal SV B g gl 8y g Al 5 s3aa 26 A Mail .2

£ b s L sl

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

TN

E—: Change the settings for messages you create and receive.

Compose messages ‘-’3 4,3&4\1\ ML“JS“ ‘-?uJ‘ f‘f; Jd)
4 gil) ale) o) 3l Adla
Zj Change the editing settings for message

Compose messages in this fo

eck spelling before sending

Ignore original message text in reply or forwan

_._?‘ Create or modify signatures for messages. Signatures...

les, colors, and backgrounds. Stationery and Fonts...

A’% Use stationery to change default T3

Outlook panes

Customize how items are marked as read when using the Reading Pane. "
IE Reading Pane...

Message arrival

When new messages arrive:
Play a sound
[] Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[] Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

d NECHW PO g

Jralilly da & At 9 (9 AN &,\333 sl
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Signature

b A8laal g Al ) Juu pal paddl) i) AU Signature g gl ALl Layl (Seall (e
Al e ddlaadl)

Al ALl jedan Adilu) 380N (»Signature (e hiall dllyg

i| Personal Stationery
Select signature to edit Choose default signature
Mostafa Mohamed E-mail account: | pyoctafa.Mohamed@nahdauniversity.org
Maostafa Mohamed MaHmoud
MNew messages: (none)

Replies/forwards: (none

Delete M Rename p 40ul) 338U ,elss New Al o Ll
) PR

Edit signature

Arial (Body C5) w11 v‘ B I U Automatic Y] ‘ = = IE‘ 3] @‘ [£5] Business Card “__';. '%

~

Best Reqards

Name: Mostafa Mohamed Mahmoud
Type a name for this signature:

Position: Technical support (NUB)
Mostafa Mohamed MaHmnud|

Mail:  Mostafa.barvi@nub.edu.eg

Ex: 2000 SR

Mobile: 01148149842

.Name-Position — Mail — Phone — Mobile Jis dxaidll cilibnd) 4,US o
Ol aaadl g bdl) £ o Jia AdliAal) cilipedil) JLA3) Al g

.Save i s bial) J

g oh LaS Baaa Al pL&) e clilbyl) oda gl

Al
Best Regards i

(IREY IV | 2] a) g clilud) 48LS Laas Al
Name: Mostafa Mohamed Mahmoud ST s o sl @Al S ?"., P;"

Position: Technical support (NUB)

Mail:  Mostafa.barv@nub.edu.eg

Ext: 2222
Mobile: 01148149842
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A ) Apani g Adla ) Jada Baa g 4un gl oalel g 301 A A ) (5 giaa e 48y 4k (28) Mail

General Replies and forwards SA'..M% 338U UA .1)3‘ K a.“.u‘)j‘ @\5
Mail =1

= [[] Open replies and forwards in a new window ]

Calendar = [[] Close original message window when replying or forwarding \I_ 3-“-91 Ji -Un e 3_}&4\1\ ZJL““J'“ ..\~ ‘

People [] Preface comments with: | Mostafa Mohamed I

Tasks When replying to a message: Include original message text - e . . .
s o ? A el (0 458 A LAY o
earc ) "~

When forwarding a message: Include eriginal message text Y P\ -\‘)3‘ ‘éﬁ @m\ﬂ

i - . . [
Advanced Preface each line in a plain-text message with: I

Language

Customize Ribbon Save messages c - e
g DA Al i o al ) Al ) Jaa
HJ Automatically save items that have not been sent after this many minutes: |3 é“léé'“'.' ;)m‘ _\._JN

Add-Ins Savetothis folder |Drafts W

Cuick Access Toolbar

Trust Center ] When replying to a message that is notwaghe Inbox, save the reply in the same folder I

Save forwarded messages . - .

Save copies of messages in the Sent [tems folder Drafts ‘f‘b‘#\ﬂ ML“‘)'“ S Ou‘
Use Unicode format

Send messages

7] Default Importance level: IX,, Normal | v C)A&-“-U{)S‘ 5 \J . \)ﬁu\ JL\SS\J\ Laad
|h FD”DW UF' T Default Sensitivity level: Mormal W i - ’ °

D) B el ga g LaS el L) AENE
[[] Mark messages as expired after this many days: |0 = e

!' High Importance

[] Always use the default account when compesing new messages

44 Low |mp|:|rtance [[] Commas can be used to separate multiple message recipients
Automatic name checking

Tags la Delete meeting requests and notifications from Inbox after responding

Jandl clebug £ sand) B Jandl alil g dasdiioiall 43l a9 i) JS& JLS3) Calendar .3

Wark hours: slgil g Jandl e Aol pyass
Start time: 08:00 o | w £ o) DA Jandl aly) pyaad

KTRRYI: ) £ a9y Lyaad
End time: 000 | w f"“‘e"'"}&"ﬁ" ‘;W’ﬁ g
Work week: 2zl iyl eLialill el 4l ezl [ dmasll
First day of week: | Zowdl | w

First week of year: |Startsonl pl | w

Calendar options

:‘% Default reminders: | 13 minutes |

Allow attendees to propose new times for meetings

Use this response when proposing a new meeting tirme: 7 Tentative| v

Add heolidays to the Calendar: | Add Helidays.., S G gl JSa Lal
Change the permissions for viewing Free/Busy information: | Free/Busy Options... )

Enable an alternate calendar
v | Hiji v

You can adjust the hijri date by adding or subtracting an offset value during conversion,
Offset value:

When sending meeting requests cutside of your organization, use the iCalendar format

[[] Show bell icon on the calendar for appointments and meetings with reminders
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51ad) da g Al ) ABkaial) JLgd) (&) Calendar

Time zones

Label:

Time zone: | (UTC+02:00) Cairo

sl oy s Agia 3l Adhaial) e Al )iy aga
@\Mgﬂ\dﬁuﬂ‘;\hy

[7] Show a second time zon
Label:

Time zone: |[(UTC-12:00) International Date Line West

Scheduling assistant

c- Show calendar details in ScreenTip
- Show calendar details in the scheduling grid

Automatic accept or decline

il . . . i
Automatically accept or decline meeting requests, Auto Accept/Decline...
=

Weather

e Show weather on the calendar

Shu:utvjrtemperature in: W) Bas g9 5 ad) Aa s lgda) JLaal
(@ Celsjus

) Eahrenheit

Aok g plaw) 2ae) g ((Juald) ciga ) Cagkiad) (§92ia pa Jaladll 43y b People .4
A gy g =

Names and filing

Default "Full Mame" order: i) | First (Middle) Last| w

Default "File As" order: i W

Check for duplicates when saving new contacts

Contacts index

a —| [ ] Show an additicnal indesx

Additional contact index: | Cyrillic

Online status and photographs

‘% | Display online status next to name
Show user photographs when available (requires restarting Outlook)

[ ] Show only names in the People peek (requires restarting Qutlook)
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L abial) Gaedll JLER) 5 alisal) B W JLER) o Al algall Gl e 48y )b Tasks .5

Task options

[,

£V

[] Set reminders on tasks with due dates
Default reminder time: | 08:00 o | w

Eeep my task list updated with copies of tasks | assign to other pecple
Send status report when | complete an assigned task

Qwverdue task colon -‘AL -
Completed task color. |7, =

Set Quick Click flag: | Quick Click...

Work hours

gl’j Task working hours per day: |8

Task working hours per week: |40

Wiy Sl 1 G e A8y ha g gali ) JAN3 &) 448 Search

Sources

@ Change the Qutlook stores indexed by Windows Search Indexing Options...

Results

=_] Include results only from:

) Current folder

(® Current folder, Current mailbox when searching from the inbox

() Current mailbox

) Al mailboxes

[ Include messages from the Deleted iterns folder in each data file when searching in All ltems
When possible, display results as the query is typed

Improve search speed by limiting the number of results shown

Highlight search terms in the results
Highlight color: | O -

Motify me when results might be limited because search indexing is not complete
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LS gl g A ulady) AallL dgal gl LSS Jie galisl) 4galy S Language .7
A pl) 3l el g¥) slawd g ) sad) Cilay e

Choose Editing Languages
Add additional languages te edit your documents. The editing languages set language-specific features,

including dictionaries, grammar checking, and serting
Keyboard Layout  Procofing (Spelling, Grammar...)

Enabled 7 Installed
Enabled 7 Installed

Editing Language

Arabic (Egypt) <default:>
English (United States)

[Add additional editing languages] W

[] Let me know when | should download additional procfing tools,

Choose Display and Help Languages

Set the language pricrity order for the buttons, tabs and Help'
Help Language

Display Language
1.  Match Microsoft Windows <default> 1. Match Display Language <default>
2. English

2. English

I= View display languages installed for each Microsoft Office program
% How do | get more Display and Help languages from Office.com?

AV Al @ ga¥) Al pd) (B aSadl) VA e iy A8LSY) ) gY) (22 Advanced
Sl g il g ESY) ARy jha g p pen S el ) aladiid] addieial] o g

Qutlook start and exit
7 Start Outlook in this folder: Inkox Browse...

&l
[[] Empty Deleted ltems folders when exiting Outlock
Jilapll o) a8y) Jadal) olSa Ll

AutoArchive
Autohrchive Settings...
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Quick Steps work

Y Other Folder...

Mew Mew Search ity ﬁ

Folder  Folder L‘I'.'IEI OneMote
Mew

Copy to Folder...

¥

Always Move Med

9 Ak Inbox Alaa LA diad sauaald ady ) o ) alaal) B opldd) aly Alaall o Aadle aag
el a 94 LaS Sub Folder aaal) alaal)

.Inbox alas Ji1 IT — Work s Jia

Move Jbsdl o A ) e R-Click Gk o8 waad) alaal) ) Jilu ) J&5 oSay

o1l il ga g2 LaS alaal) ol dyaad o

Al oda Jail alaal) a5 &3 Other Folder Jkial i
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Sender = Rules Gu:ki o
138 (e dadlil) il ) grad JI aly iy (it Juapa (A8 Rule Gkl A4S alal aa agal) (e
Al Ay Jilel g8 Jai Work e Jas i a3aal) alaall ) gadlil)
Rules — R-Click al Jua (1 4ad Al yaai 3ok oo &lld ol
Saaad 2l o) Alaal) ) Sender ¢ dadal) Jila ) 385 Al 13 J&S Badl
S Rule ki 3 pal) (alddl) yaaty alaa e JiSH L] ¢Say 12

Monty Houston

bust See - Check out our new Sub Penny
Should 5 CX M be the future purchase candig

Cuick Steps L

Rules * | & Block Sender

Move i Mever Block Sender
OneMote Mever Block Sender's Domain (@example.com)
lgnore Mever Block this Group or Mailing List

Junk

Delete & Junk E-rnail Options...

Block Sender Guki o
LS Junk — R-Click al gaddll 138 ga Al paaty 2 85 (pma gaddi ¢ Jibuy Jlliad quiad!
a9 R
alaa ) 8 il Ll oty (adldd) 138 (e A sall Jila ) aan o BadS
U3 2y Al o2 dids a9 Junk Email

il oo dadll o

Current Folder - # Search (2 gaddl) aud GG Gt padd (e dadld Al ) oo Caall ddis
. | pri s e ga 98 LaS el £ Jad) (e Gial) (S daal
Current Folder — Search 4l ¢ JUiS (From) omee padd (pe Adepal) Jibe ) Haaily
Subfolders Juall and 4L 23 From
Current Mailbox

All Mailboxes
All Cutlook Items

from:{mostafataha) \ X | Current Folder -

AN

a3l Juu yall anah S g gy S
Inbox 2\l Gsaia b 4ie
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Mostafa Taha

alds duii | | a I szl X
agull drogull il w1l 1cge 431 b Ologlrall abhi 815k pulalzl 3bLadl 531

Mostafa Taha Il

o g 100 elay Ul

Gl oo Gl el @il e gy JL4 ,
Maostafa Taha oA 5 A BaY (e paddl pa A yal 1]
5,840 pREY) () Gaal) Ga )l Ao sl oo W els Ul

Mostafa Taha
FW: el par lbs oo T elsy,ul

B e sa LaS G (gl guiail dldg Attachment sl Subject i) JLIa) Lol ¢Say LS
gl

Olsie Ll g Juupal) pusl LS g 33 JSi
gl @gtina B dde ) 3l all Al

from:[mostafa.taha) subjech[obgdal] X | Current Folder -

All - Unread By Date =  MNewest {
4 Older
Mostafa Taha ]
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View Settings

Al A4 4k jauads View Settings
24 48y il Quitlook geabioy galdl) () J8d b asaill (e

Description

| Columns... Importance; Reminder; lcon; Attachment; To; Subject; Se...

Group By.. Mone
Sort... S5ent (descending)
Filter... Off
Other Settings... Fonts and other Table View settings
Conditional Formatting... | User defined fonts on each message

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

Reset Current View OK

(Columns ) Jsiadl yaad 1
bl B Jgial) o LdS i 5 & Jsia cida o) ALaf & jlaud) 230 yaas

=TT
Select available columns from: Jda elidl of Lada of ALl

Frequently-used fields W

Available columns: Show these columns in this order:

Auto Forwarded Add - Importance L LA a8 Al S e8al
Cc

Reminder
Contacts <- Remove lcon
Conversation Attachment
Created Mew Column... To
Do Mot AutoArchive Subject
Due Date Sent
Flag Completed Date Size

Follow Up Flag Categories = Jefall jeedd 2\,3&35 il

From Flag 5tatus uJ%\ (‘:'
IMAP Status

Message
Originator Delivery Reque:
Read A

Properties Delete Move Up Move Down




Information Technology

( Group by) cwa aad 2
o oa LS uadl a8 Jgia 2yl Ao (Inbox Aae Sba ) jUidal) Alaall b Jilull arand (Say

Dﬁﬁmunucauy group according to arrangement
Group items by

ce v | ® Ascending Cancel

DShnwfield in view : Clear All

UL 7 s AL antl) Ay LG
From W Adaal) HLEaY)

[ ] show field in view
Then by
To W iEJ Ascending

- _ I g gaelal pualial) a5
Show field in view \J) Descending ataall LAY quea

Then by

ittachment | () Ascending
Show field in view \®) Descending

Select available fields from: Expand/collapse defaults:

Frequently-used fields w | As last viewed

(Sort) SAY .3
o LA oy Jia () e yualiall i 55 Jas (S

Sort items by

HReceived () Ascending
() Desrend

Then by .

inone) ® Ascending pabiall A5 G 5 Jas
Descending daad) HLEAY) cuwa

Then by

[nonej ® Ascending

Descending

Then by
(none) ® Ascending

Descending

Select available fields from:

Frequently-used fields
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Search far the word(s): ]

In:

subject field anly
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(Filter) &ialll 4

Lwhm\g!wdhuuaﬂhdiw‘ﬂg@g

dalsl e daald) e paa
4, lhaal)

Fram...

| Sent To..

|:|Where | am:

the only person on the To line

O daadl A e ddiatl)
Al B dals

Time:

none w ||| Anytime

Clear All

(Other Settings) gJal <) 5

Al Alaa gl 8518 £ Jad Jadd) JSG B aSalil g (i ghual) (i o g BaasY) e Ay yha aaal

Column Headings and Rows

Column Font... 3 pt. Segoe UI

Row Font... 2 pt. Segoe Ul

Automatic column sizing
[ ] Allow in-cell editing

Show "new item” row

Grid Lines and Group Headings

Grid line style: Solid

W Show items in Groups

Reading Pane

(® Right () Bottom () Off

Other Options

Usecnmpactlaynutinwidthssmallerthan 100 | characters

Always use single-line layout

Always use compact layout

Show messages from all folders in expanded conversation groups

|:| Show conversation groups using Classic Indented view

QK
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Al 3wdill Conditional Formatting .6
alind) Gy aa Jaladl) Adla B Y (S0 jediy S Gl ) 03) (S

Rules for this view:

Unread messages Add
Unread group headers

Submitted but not sent Delete
Expired e-mail

Overdue e-mail

Messages in other folders Maove Up
Site Mailbox document pending uploa

&fal«]«]«]<][«]

Move Down
Properties of selected rule
Mame: Unread messages

Font... 11 pt. Segoe UI

Condition...

3aei (il Format Column .7

Lra Jalaii (g3l (i adl A8y pha (B BaasY) (Gaeudl Al

Available fields:

Format: Bitmap with popup list

Reminder Label: Importance
Attachment
To

Subject ® Specificwidth: |2.00 characters
sent Best fit

Size
Categories
Flag Status

Alignment: Left (@ Center Right

Blas¥) La o J8d A asadl) Ay
L e salll 3)ilae g eyl
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Calendar

£3a) LaLA G ) sl B aslil) o baiial) aind Lalgl) algal) i e sall A8 pay Al e
GSary e fpe JAaN aaaa (S ol aglly Al jgdll juas o ol b el (Jai
SRR g3 e (e A (e (S A g alaBU agudl) eyt DA (e Adad) ) g (SR

QoS g — JalS £ gamad — 235 051) G @k SO G sl (2 0 ARy sk
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| &=
11
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12¢
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4 My Calendars
il Azl il cliMill
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Calendar

Other Calendars

Ji Al Calendar A Al e
salial) ¢y JAE ¢ 5a A W) gisa
Navigation Pane
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( New Meeting) 4> 3 ga sl

E-mail Message

Appointment P Gkl ganl Baok 08 M 30 ga sl g sl (Say

Mestng N ( New Meeting) J54lL asii Home (o
ontact ( New Meeting) aéb'a\ A\JAS\ &Um‘ g.‘ﬁ O..Q'JA Jaxal) Ji °

Task JE £ Aol A mull s Oe ddle (e haial) A5 A

p ) B paga 94 LS Navigation Pane

E-mail Message Using *»

More tems »

aal) gl dagal) £ guca ga ad, Jia clelaiay) 8 ao gall GlSa aas

cleliay) el gl 7 yuall gl dclal)

f_ﬁ EH v = Upfitled - Meeting
MEETING INSERT FORMAT TEXT REVIEW

i D) \ .
x ||_a.' [ Qalendar |5-;‘i > :’(I EE z. Busy - | 42¥ Recurrence =.
LHHH ==} o A s | I

Delete Copy to My L:’.", — Appointment Scheduling i Cancel 0_@ -15 r'r.1|'nutes -1 B Time Zones Categorize
Calendar 5 Invitation Ej B = -

Actions Show Meeting Mates Attendees Options Pl Tags Zoom

0 You haven't sent this riieeting invitation yet,

From = myaboelela@hotmall.com

Subject
Logation
Start time E.T';'ILI 10/25/2012 IE: 12:30 PM = | || All day event

Endtime | Thu10/25/2012 |j | 1:00 PM

dagall £lgil g £33 g 5 Aagall slgiily sy il gl

In Falder w35 mohamed

Sl g B (S ks Ldag) Baadls LS alga B3 pudi Uil ,gdi dagea 140 ais
Baaall sal g1 Giars £ i (i g gAppointment (oo 233 Gl ) ggdi
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Appointment Tab

4 jraa o8l plagy Gadal) G

Alua pad g Eaal) Al yass

N
| Private
! Highlmportance

x ’E‘E £ Calendar __ 20 7 i Al o ‘] & Show As HBun

Delete Copyto My 4 Forward * Appointment Scheduling ~ Meeting  Cancel  Adress Eheck Respon:e Remln i 15mmutes , [Bécurrence Aime  Categonze

Calendar Notes  Invitation Book NamesTptions Zones » & Lowlmportance
Adtions Show Meeting Notes itendees Tags

i Eiaal Ay Aiaie A
Ora (e fabl Gidall Gl ) S5

dﬁJAS.\:}d\CJ.\ULAWUJ\.\QJAMm}, #SMMMJSHMDMMMJ“M@AJ
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24

8:30pm outlook
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Hijri Calendar

Tl A s oagd) masiil) Jled) A% gk 7 g A ) Joal) any Jia (g sagd) sl Jaladl)
Calendar J4i3) &5 Options sl JLEA) a5 File 4l JUSA) 3k e iy Outlook 2013
i Al a 3o g8 LaS

General ‘E/ Start time: 8:00 AM IZ]

Mail End time: 500PM [+]

Catendar Work week: 7] Sun [¥] Mon [¥] Tue [¥] Wed [ Thu [¥] Fri [T] Sat
First day of week: | Sunday E

First week of year; |Starts onJan1 E'

People
Tasks N
N el e e - .
Search Galendar options &JJ JL:\-\A‘ ?-\:I &JL\S‘ £ A gﬁ
. - "o P -
Language % [¥] Default reminders: |15 minutesE' LSJ.;G'S‘ @Ju‘ JL.'-"‘A‘ ?“ G.'-'Ju‘
LS ia .
Advanced ) [¥] Allow attendees to propose new times for meetings

Ciktorita Ribboh Use this response when proposing a new meeting time: ? TentativeB

Quick Access Toolbar Add holidays to the Calendar: l Add Holidays...
Add-Iric Change the permissions for viewing Free/Busy ipformation: | Free/Busy Options...

Trust Center
Hiji [+]
You can adjust theTdate by adding or subtracting an offset value during conversion. 0 E]
Offset value: i

[¥] When sending meeting requests outside ur organization, use the iCalendar format

[] Show bell icon on the calendar for appointments an etings with reminders

Display options Lf‘ "‘ E*ﬂ‘ w‘ Jlﬁﬁ‘ ?3.'.' ua C)A
_h Default calendar color: E‘ Lst‘ w
[7] Use this color on all calendars
[7] Show week numbers in the month view and in the Date Navigator
When in Schedule View, show free appointments

[¥] Automatically switch from vertical layout to schedule view when the number of
displayed calendars is greater than or equal to:

7 Avdtammaticsth cwsiteh fenm crhadiile visw ta varticsl [sunid udhen Hhe nimbhar of

[ ok

< » October 2012 (1433 daJl g - dseill g5) [Search ase manamed cii-e)

Outlook 2013 4 s a¢d) Fu kil 3380 J<&
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People

waldiy) e clily sl ,ég @ Outlook 2013 by ijmas sl G Jual) clgn
i gilil) Al ) g Cailla gl g plac) Jadi A9 ((Adagdl) daaly ) ey paldd) Jandl (GUai B g gall
ali 33 JB (pe Lgiilal oy AN clibad) cpe adly Slallg i) alB ) Ladl g dad il g Aisal)

il glaall

| sl X s
Sl aS s

dar@bibalex,ora

A MY CONTACTS

Contacts

Conned to 3 socal netwark

o3l gl

daia Jlal) dga ALl

au )l il e 54 LSContact i New Item a5 New JL3L asii Home (2 o

E-mail Message
Appointment

sl Bosaall Jia clilall JEah ashi o8 maagal JSEN gl
N A gall il AT () o sialdl g G salill

Contact from the Same Company

More ltems
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il ontact Insert Format Text Revew

” i.b iy (NY 83 851 agaamues B2 @5 O 4@ g8 & ) - Y W)

&= = ! 5"‘ = — &4 Certificates 53 = S — / g =i -—'J
Save & Delete Save & Forward OneNote |Genersl Detsils E-mail Meeting More  Address Check | Business Picture Categonize Follow Private
Close New= - IS Al Fielas - Book Names | Card . -

Up~
ommumicate

W Nomes )ptions

Actions ¥

Tags
Full Name

Company:
Job title:
File as
Internet
L E-mail.
Display as
Web page address
M address
Phone numbers
Business
Home...
Business Fax.,,
Mobile.
Addresses
Business

| This is the mailing
address

Contact Tab

Juaiy) Aakua (e Ay b i
W clld) pa e s

Juail dga ) 330 Ay Joaa
@ x % Ié—_; mgs EI (E]Details I—ﬂ - 2ral

N &) :\.a (8= L] [ q
L | WY =1 — %
¢ Certifcates & V@ | i |
Save & Delete Save & Forward OneNote Gengral

\

Email Megting More Address Check Business Picture Categorize Follow Private  Zoom
Close New~ = E All Fields \ Book Names  Card

v v Up -
Actlons Show

Tags Zaam

Juail dga (a plaial b L)
32 ol

| y_.,_w -5yl
53520 s s Sl S 3l
webmaster@alazhr,arg

fatawa@dar-alifta.org

Communica! Names Options

-

dar@bibalexorg

e @bl S any Jlaty) dga o) s 338U J<&
Outlook 2013
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S die Dl algall yediig Outlook 2013 gebin oo W s ol g Lgw s AN Jas¥) (A algall

M| O |t o] TAsk susECT DUE DATE
Click here to add a new Task
. = 'Google Analytics 2.2 Mon 10/1/2012
= 1Google Analytics 22 Thu 10/25/2012

| Search To-Do List (Ctrl=E} yol

M...

Tu..
11,7

| DATE COMPLETED INFOLDER | CATEGORIES  |¥

None
None

Starred g
Inbox Red Category |»

I . <=:Google Analytics 2.5 Fri11/2/2012

Tu..

None

Ali Mail [

Al el (A 3gu¥) 5l plge
32 g o0

) algall (A saal¥) ¢ sllly alga
Lgia Cugi)

New Task 342 daga ¢La)

E-mail Message & LS Task ‘aﬁ New ‘aﬁ (New Item) Jeaal e&m Home (» o

S
Appointment
E.:? Meeting

E-mail Pv%:-..-_-age Using *

More kems >

Al 7a o

JRal a gl a8 Task 53U (udi W jedai AL 3kl (e (o) W) dic
Laa gl gediy Slld g ALY JSE yuat Liday) JaadU Las Basaal) dageall clilad)
g AN Syaal) el W) any 7yl gy Task (o
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e s L) o) Aageall anled 3o 5o Aadld 0135 Y ol Lede sl i Ja dagal) A
e £l g dagal) £ g )l JA)
H Py

TASK INSERT FORMAT TEXT REVIEW

Untitled - Ras

v, B o Private
v v )
= ;| A

Task Details Mark  Assffn Send Status Recurrence Catedorize Follow

Co e Task  Report Up~ $ LowImportance

! HighImportance

Show Manage Task Recurrence Tags
Subject

Start date [ status | NotStarted

Due date | None [T Priority | Normal % Complete :0% -

K

|| Reminder None Nong Owner

Z\A@.d\\gi&\g}“iﬁlaw\
Jageall A0S ¢ gual) LA
dagally yus¥i gl ) )

L) daaliaal) cilibll g dagall 43 Lagally JuSY 50 ga ) )

MWD MBdgienday  NotStated Fitl2o0n Thi. None Taoks- o [] Green Categ., |

AL JANL Heda L Laliaal) cilibd) 43S A,US § Basaa daga JA0) Sic
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Notes Tab
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