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The Microsoft Outlook main window has changed in Office 2007!
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The Microsoft Outlook 2007 Views and Toolbars:

=  Menu Bar—contains all tools for use wit®utlook 200
=  Standard Toolbar—contains shortcts for standard Outlook actions and tools

=  Advanced Toolbar—containsshortcuts for advanced Outlook actions and tools
= Navigation Pane—contains shortcuts to folders and sections

=  Folder List —displays all foldes in a hierarchical format
= View Pane—displays thecontents of the selected folder
= To Do Bar (New!) —displays and arranges tasks
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Using the Navigation Pane

Note: to customize thblavigation Pane clickthe Conigure button

Mail —the main email area where you can read, compose, receive, and s
email

Calendar —the sdeduler, or planner, where you can set and manage
appointments and tasks

Contacts —contains your contact list where you can store names)al
addresgs and other information

Tasks —the task list where you can create and manage tasks

Notes —the nates page where you can create and manage notes
Folder List —displays all folders in a hierarchical format

Shortcuts —displays Outlook shortcuts

Journal —the journal page where you can record actions

T and

select options.

Creating a New Folder

Working with Folders

SelectNew from the File menu k
SelectfFolder. "
Enter a name for the folder in tH#ame box e
Click the arrow on th€older Contains box and select the type of items the
folder will contain.

Selectwhere you want to place the folder in ttselect where to place the
folder box.

Click theoK button when finished

= a

|

1]

Click theFolder List — button at the bottom of theNavigation Pane.
Rightclick the folder you want to work withral do one of the following:

o To move the folder to another locatipselectiona 2 & S
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32 Tasks
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where you want to move the folder in thtidove the selected folder to the folder box and click th@K

button.
0 To Copy thedlder, select/ 2 LJé

the folder in theCopy the selected folder to the folder box and click th@K button.

o Torename the foldeselectw Sy I Y S
folder and press thénter key.

0 To delete the folderselects St S S
confirm deletion.

Note: You cannot move, delete, or rename default folders.

Adding a Folder to the Favorite Folders Pane

Click theMail shortcut in theNavigation Pane.
Rightclick the folder you want to copy in thail Folders Section.
SelectAd to Favorite Folders from the shortcut menu

a C ZrbnRtiSebomclit Miéhé. Click thees button to

Note: To remove a folder from the Favorite Folders pane,-ciggk the folder and seleBemove from
Favorite Foldergrom the shortcut menu

4 C 2 f RdinNHe bhbrit menu. Select

G C 2 f fRA M dhdrtdtiSnéenu. Select where you want tqgo

& C 2 frdrn§HeXshbricof Benu. Entex new name for the

Page 2



E-Mail

Compose Mail Window (New!)
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= Quick Access Toolbar —contains shortcuts for the most commonly used tools

*  Microsoft Office Button — contains common file and system commands

= Tab Bar —contains tabs that display tools and commands in the ribbon

= Ribbon —contains groups of tools and shortcuts for standard mail composition actions
= Compose Mail Buttons —shortcuts to @d recipients to a message and send a message
*= Message Text Box —contains message text

Note: To customize what is displayed in Qaick Access toolbaclick theCustomize Quick Access Toolbar

Button T to the right of the toolbar.
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Creating an E-mail Message

= SelectNew from the File Menu.
= SelectMail Message.

Or

= Click on theNew Mail Message icon on the Standard toolbe 28 ™

= Enter recipient email address in th&o box (separate multiple-enail addresses with a semicolpn
= Optional: Enter additional-enail addresses in theC box.
= Enter a subject in thBubject box
= Enter message text in the message text.box
» Click theSend button when finished
Mail «
Favorite Folders

L3 Unread Mg#’(213)
L] Inbox

Ed

Reading a Message [ Sent Items
»  Click thenbox Shortcut in theNavigation Pane. /2 For Follow Up [ :\
Mail Folders =

* In theView Pane, do one of the followng:
o0 To view the message in the Reading Ratiek once on the message (To turn on Reading Pane, Select
Reading Pane from the View menu, then selecBottom or Right).
o To view the message in its own windayoubleclick the message.

Note: To preview thérst three lines of your messages in the View Pane, AlicdPreview < button on the
Advancedtoolbar.

Replying to a Message
= Select the message that you want to reply to.
= Do one of the following:

o To reply to the sender onlglick theReply “#2%Y button onthe Standard toolbar

o To reply to the sender and all recipienttick thereply to All ® REPV IO AL 1y 14161 on the Standard
toolbar.
= Enter reply text in the message text box.
» Click theSend button when finished.

Previewing an Attachment (New!)
= Click once on the essage to view it in the Reading Pane

= Click once on the attachmefif a message is displayed, click on Baeview File button).

= Click the Messag — "% putton to return to the message

Note: Some attachment files cannot be previewed until a previewer &létst

Opening or Saving a file Attachment
= Click onceon the message to view it in the Reading Pane.
= Doubleclick the attachment name.
* Do one of the following:
0 To open the attachmentlick theOpen button.
0 To save the attachment file to your compuytdick theSave button. Select a location for the file amtick
the Save button.
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Attaching a File to a Message

» Create the message whichyou want to add a file. @ g LR e D
= Click theAttach File in the Include group. Attach Attach .

= Locate and select the file you want to attach File  Item L% Signature -

= Click thensert button. Include

= Click theSend button when finished.

Formatting Message Text
In the message text box, select the text you want to format.
= Click on theFormat Text tab.

& sage Insert Options Format Text
» Click theshow the Font dialog box - “ launcher in the bottorrright
corner of the Font group. N “jo - JAT AT
= Make font formatting selections B I U ake x, ¥ Aav|[®¥- A-
= Click theOK button when finished. o -

Note: To quickly format text, click the buttons in frentgroup.

Creating a Signature
= SelectOptions from the Tools menu.
=  Click on theMail format tab.
= Click theSignatures button.
= Click theNew button
= Enter a name for the signature and click i button.
= Enter and format signature text in thealit signature box.
=  Optional:
o0 To apply a signature to all new messages, click the arrow oNélemessages box and seleica signature
from the menu.
0 To apply a signature to all replies and forwards, click the arrow oRéples/forwards box and select a
signature from the menu.
= Click theOK button to close all remaining open dialog boxes.
Note: To apply a signature &m individual message, click tBégnaturebutton in thelncludegroup and select the
signature name from the menu.

Setting Read and Delivery Receipts

= SelectOptions from the Tools menu

Click theEmail Options button.

= Click theTracking Options button.

=  Check theRead receipt and/or Delivery receipt box

= Click theOK button to close all remaining open dialog boxes.

Note: To request a read or delivery receipt for an individual message, click ©pttbrstab. In theTracking
group, check thRequests delivery Receipand/or Request a Read Receipt box.
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Setting Message Options

= Open or create the messader whichyou want to set options

Click theShow the Options dialog box ™ launcher in the bottorrright corner of theOptions group.
= Make selectiongn the Message Options dialog box.

= Click theClose button when you are finished. ? 'f"
= Click thesend button to send the message Follow | .
Note: To quicklghoose message optiondick the buttons in th®ptionsgroup. Up~ | 3

Options ™

Flagging a Message
= Select the message you wantftag in the View Pane.

= Click theFollow UP ¥ button on theStandard toolbar.
= Select a follow up option from the menu.

Sorting Messages
= SelectArrange By from the View Menu or click theArranged By column heading.
= Select a sorting arrangement from the menu.

Working with the Mini Toolbar (New!) ~

* The Mini toolbar gives you quick access to formatting tools. Tcabip-laa - A" " -2~ 7

* Inthe message text box, select the tgwou want to format. e 7 EREE A - &= i= -

= Place your mouse pointer over the Mini toolbar to display it. - =

Note: If you do not want the Mini toolbar to automatically appear when you select text, clidkithesoft

Office ™ button. Click thé&ditor Optionsbutton. Clear thé&how Mini Toolbar on selectiobox and click th©K

button.

Page 6



May 2003
SM TWTF S5
(1] z 3
Calendar 4 56 78 910
11 12 13 14 1516 17
18 19 20 21 22 23 24

Scheduling an Appointment e e

= SelectNew from the File menu.
= SelectAppointment from the menu
= Enter a description for the appointment in tiSabject box.
= Enter a location for the appointemt in theLocation box.
= Enter or select a start date and time in tBeart time boxes.
= Enter or select an end date and time in thed time boxes
= Enter details in theext box.
=  Optional:
0 To set a reminder for the appointmertlick the arrow on th®eminder box in theOptions group and
select aime from the menu
0 To make the appointment recur, click tRecurrence button in theOptions group. Select recurrence
options and click th@K button.
= Click theSave & Close button when you are finished.
Note: To quickly schedule an appointment, click @aendarshortcut in theNavigation Pane Doubleclick the
date and time you want in the appointment to occur on.
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Scheduling a Meeting

= SelectNew from the File menu.

= SelectMeeting Request from the menu.

= Enter recipient email addresses in thEo box.

= Enter a description for the meeting in tisabject box.

= Enter a location for the meeting in tH@cation box.

=  Enter or select a start date and time in thtart time boxes.
= Enter or select an end date and &nn theEnd time boxes.
= Enter meeting details in the text box.

= Click thesend button when you are finished.

Note: When the recipient accepts your meeting request, this places the appointment on both of your Outlook
calendars.

Creating an Additional Calendar

= Click theCalendar shortcut in theNavigation Pane.

=  SelectNew from the File menu.

= SelectCalendar from the resulting menu.

= Enter a name for the calendar in tiName box.

= Select where you want to pladbe calendar in the&elect where to place the folder box.
= Click theOK button.

Tasks
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Creating a Task
» SelectNew from the File menu.
» Selecfrask from the menu.
= Enter a subject for the task in tisaibject box.
= Click the arrow on thétart date box and select a date from the resulting calendar.
= Click the arow on theDue date box and select a date from the resulting calendar
= Optional:
o Click the arrow on thétatus box and select a status from the menu.
o Click the arrow for th@riority box and select a priority from the resulting menu.
0 To set a reminderdr the task, check thBeminder box, click the arrow on each box, and select a date and
time from the resulting menu.
o Enter task details in the text box.
= Click theSave & Close button when you are finished.
Note: To quickly create a task in the-Do Bar click once on th€o-Do-Barto expand it. Click in thEype a new
task box, enter a subject for the task, and pressEneer key.

To-Do Bar LS

April 2008
SMTWTFS

Working with the To-Do Bar (New!) S
The TeDo bar contains all the Outlook items that have been flagged for felipwBy DL gEREs

default, the TeDo Bar is displayed in all Outlook views.

Datatel scholarship announced

= To expand the FDo Bar clickExpand the To-Do Bar | |button. HMan 500 AV -5:30 AM

= To minimize the T®o bar selectMinimize the To-Do Bar ~ button.
= To change T®o Bar optionsselectTo-Do Bar from the View menu, andselectOptions

from the menu. Make selections and click b button. Aranged by: Categories
= To turn off the Tdo Bar selectTo-Do Bar from the View menu and selecOff from the | [feeenente
menu, or clickClose To-Do Bar * lbutton. e
Order NEC phone t... Y |
Outlook 2007 \ 4B
Web Editors - Feed... V
Music/Message on ... Y
co ntacts Update 5¥M records Y
_— Update current 5taf... Y
Tom: Student call g... Y
check ITS website f... Y

Creating a Contact

= SelectNew from the File menu.

= SelectContact from the menu.

= Enter a name for the contact in tHraill Name box.
= Enter additional contact informatian

= Click thesave & Close button when finished.

Creating a Distribution List

= SeleciNew from the File menu.

= SelectDistribution List from the menu.

= Enter a name for the list in thdame box.

= Clickthe Select Members button in the Members group.

= Select a contact name and click thtembers button (Repeat for each member you want to add.)

= Click theOK button.

= Optional: To add a membe&rho is not in your address book, click théd New button in the Members
group. Enter member information and click to& button.

= Click thesave & Close button when finished.
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Getting Help

=  Type your question in th&ype a question for Help box in

the main Outlook window.

=  SelectMicrosoft Office Outlook Help from the Help menu or pres$1.
0 To browse Outlook Helgelect a topic in the heading of tiBeowse

Outlook Help box.

0 To brows the Help Table of Contentslick theShow Table of
Contents * button on the toolbar. Click a topic to open and view

its subtopics.

0 To search for Help topicenter what you want to search for in the
Type words to search for field and click theSearch button.
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