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LESSON 1 -
EXPLORING OUTLOOK

In this lesson, you will learn how to:
e Work with Outlook
e Start Outlook
e Use the Outlook intéace
e Change menu options
e Display and hide toolbars
e Use the Navigation pane
e Customize the Navigation pane
e Use the Folder list
e Use the Office button
e Use the Quick Access Toolbar
e Use the Ribbon
e Use the TeDo Bar
e Use the Outlook Today Page

e Exit Oulook



Lesson 1 - Exploring Outlook Outlook 2007 - LvI 1

WORKING WITH OUTLOOK

d Discussion

Microsoft Outlook 2007 is a comprehensive desktop information management
program that integrates a number of applications to help you manage your
communication and time. You can use Outlé® manage your electronic mail and
contacts, organize your calendar and scheduling, and maintain a journal of your
activities.

Using Outl ookbds power ful messamalng system
messages, forward a message to another persoaitaod items such as files and

pictures to messages. Desktop alerts notify you when fraaildhas arrived, even if

you are working in another application. You can use Outlook as a central inbox for all

your internal and externatraail messaging systenisor example, you can use

Outlook to read your messages from both your Microsoft Exchange and Hotmail

accounts.

Outlook also includes an address book where you can ententhi ddresses and
business and personal information about the people with wbarmommunicate.
You can even include a picture of the person in the address book.

Outlook provides extensive features for managing your calendar, and scheduling
appointments and meetings. Calendar items can be color coded for preset or custom
categorieso that you can visually distinguish your schedule.

You can create and manage a task list in Outlook. Task features include setting
reminders for tasks that have to be completed by a certain date, assigning tasks to
other people, and tracking the progre$ a task.

If you wish to jot down freeform notes to yourself, Outlook provides a notes feature
for this purpose. Notes can be organized by color coding them and assigning them to
categories.

You will find many features for organizing your mail andestutlook items. These
include Search Folders that automatically organize your messages into folders based
on criteria, different colored flags for identifying items for folleyw, and views for
arranging Outlook items.

You can get help on the many Oullofeatures in several ways, including thge a
guestion for helpbox on the far right of the menu bar and Microsoft Office Help,
where you can search both online and offline sources to provide assistance and
training, and answer your questions abouidgefproducts.
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Outlook 2007 - Lvl 1 Lesson 1 - Exploring Outlook

Many of Ou t | ofeatiréssrequire that you, or you and the
people with whom you communicate, are usirierosoft
ExchangeServer e-mail account. In addition, some features
require aMicrosoft ExchangeServer 2007e-mail account.

STARTING OUTLOOK

d Discussion

You can use th8tart menu to starOutlook. When Microsoft Office 2007 is
installed, it creates a Microsoft Office submenu in yalliPrograms menu
containing the shortcuts to all of your Office applications. You gamdicrosoft
Outlook 2007 by selecting it from this menu.

If you are using Outlook 2007 in Windows XP, with a Windows XP theme, you can
also open Outlook using tliemail command in the pinned shortcut section (top left
section) of theStart menu, if Oukook is the associatedraail program. In addition,

an Outlook icon appears on your desktop if you are using Outlook with the Windows
Standard theme in a Windows XP operating system.

Depending on your type ofmail account and mail server, you may beuiegd to log

on to your mail server when Outlook is launched. If you are using Outlook as an e
mail client of a Microsoft Exchange server, you will be prompted to enter your user
name, domain and password. This prompt may occur when the program is launched
or when you use Outlook to retrieve mail from your mail server.

& Windows Live Messenger Download
(&) Windows Mail

[3 Windows Media Player User
Windows Meeting Space
B Windows Movie Maker Documents
{5 Windows Photo Gallery
& Windows Update

Pictures

Accessories
| Extras and Upgrades LIS
|| Games =
Maintenance pech
I\ Microsoft Office
[ Microsoft Office Access 2007
(¥ Microsoft Office Excel 2007
(@ Microsoft Office Groove 2007

Recent Items
Computer

[E) Microsoft Office InfoPath 2007 Network
{7} Microsoft Office OneNote 2007
(¥ Microsoft Office Outlook 2007 Connect To
(@ Microsoft Office PowerPoint 2007
[Z Microsoft Office Publisher 2007 Control Panel
[ Microsoft Office Word 2007
Microsoft Office Tools Default Programs

Help and Support

<z WEe 119

Starting Outlook
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Lesson 1 - Exploring Outlook Outlook 2007 - LvI 1

If multiple profiles have been configured on your computer
you may be prompted to selegb@file from the Choose
Profile dialog box when you start Outlook. You can use thé
Options button in the Choose Profile dialog box to set a
default profile.

You can select the program associated witlEmeail
command on th&tart menu by rightclicking theStart menu
and selectingProperties. On theStart Menu tab, Select
Customizefor the Start menu option, select th&eneraltab
and then Microsof©ffice Outlook from thee-mail list.

To display a shortcut t@utlook on your desktop, open the
Microsoft Office menu from theAll Programs menu, right
click Microsoft Office Outlook 2007, point toSend Toand
select theDesktop (create shortcutcommand.

C Procedures

&
-

Select thd Start buttonon the Taskbar.

Pointto All Programs.

Point to |« Microsoft Office

Select'™ Microsoft Office Outlook 2007.

a > w d Rk

If prompted, follow the steps to select a profile, and enter your u:
name and password information.

USING THE OUTLOOK INTERFACE

d Discussion

When Outlookstarts, the application window opens. If you are using Outlook with a
Windows Vista or Windows XP theme, you will notice the colorful appearance of the
screen, with options and buttons displayed in easy to read contrasting colors.

The title ba, which appears at thep of the application window, displays the name of
the current folder and application. Under the title bar is the menu bar, which allows

Page 4
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Outlook 2007 - LvI 1 Lesson 1 - Exploring Outlook

you to access various commands that are grouped accordimgtion and enter help
guestions in th&ype a question for helpbox. TheStandard toolbar appears under
the menu bar and a status bar appears at the bottom of the window.

The Navigation Panappears on the left side of the Oukaeindow and contains the
buttons and shortcuts to access Outlook programs and folders. WHiledlefolder

in the Mail pane displays a vertical-pane view, the contents of the window changes
depending on the selected folder. In gpane view, thenessage list appears in the
center pane and the Reading Pane, which occupies the majorityCuittbek

window, appears on the right. You can change the way information appears in the
message list by sorting, grouping, and filtering items, or by addingnmwving

columns.

@ Inbox - Microsoft Outlook
File Edit View Go Tools Actions Help Type a question for help

SiNew + 5 23 X | CiReply (iReplytoAll (3 Forward BH W | L7 | 2 Send/Receive - (& [ Search address books - @

Mail “ [ L3 Inbox C icating Through Outlook
Favorite Folders # [|[search 1nbox ERaR

[ Inbox (1)
A3 Unread Mail

Steve Anderson
Arranged By: Date Newestontop | Sat 28/07/2007 15:50
Mike Swartz

[ Sent Items 5 Tosay
_-| Steve Anderson 15:50 i Outlook allows you to send messages and
£ Al Mail tems M < Through Outlook i schedule meetings.
= 25 Mailbox - Mike Swartz

&) Deleted Items

[7) Drafts

[ nbox (1)

(g Junk E-mail

(3] Outbox

L) RSS Feeds

[ sent Items

i L0 Search Folders

3

Mail Folders £y

L] mail
T3] calendar
[85] contacts
7] Tasks

o | Notes
| Folder List

[#] shorteuts

1lem All folders are up to date. £3 Connected to Microseft Exchange ~

The Outlook interface

You can select the default folder that appears when you si
Outlook by selecting th@ools menu, theDptions command,
the Other taband theAdvanced Optionsbutton. In the
Advanced Options page, select Brmwse button for the
Startup in this folder list and select the folder you want to
display when Outlook first opens.
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Lesson 1 - Exploring Outlook Outlook 2007 - LvI 1

CHANGING MENU OPTIONS

d Discussion

The menubar, located under the application title bar, provides access to all the
features of Outlook. Each menu contains commands grouped by function. When you
select an item on the menu bar, a list of corresponding commands apears, f

which you can select the desired command. Some menu commands are dimmed,
which indicates that the command is not available for the current task.

Each menu appears in two stages, a shertu and a full menu. When you fisstlect
a menu, the short menu appears and displays the most frequently used commands.

If a command does not appear on the short menu, you can click the double arrows that
appear at the bottom of the menu. This action expands the short menuay ttispl

full menu with all available commands. Once you have expanded a menu, all menus
are expanded until you choose a command or perform an action. Other ways to
expand a menu include doulikcking the menu name on the menu bar or hovering

over the doule arrows or menu name with the mouse pointer.

As soon as you select a command from the full menu, it is added to the short menu. In
this way, your short menus are updated with your most frequently used commands.
Commands stay on the short menu until gtap using them for a while or reset your

data usage. If you prefer to see full menus, you can disable the option to show recently
used commands firsin theOptions page in the Customize dialog box.

When a menu command is followed by an ellipsik €electing it opens a dialog box
in which additional information is entered. A menu command that displays a right
pointing triangle indicates submenu. When you point to this command, the
associated submenu cascades to the right.

In addition to the standard menus on the menu bar, Outlook prosfiaetcut menus

that are accessed by rigtiicking text or an object, such as a toolbar. Shortcut menus
provide commonly used commands and are coisensitive. Thereforéhe options
available on a shortcut menu vary, depending on the object clicked.

Page 6 PTS Learning Systems



Outlook 2007 - LvI 1 Lesson 1 - Exploring Outlook

Customize Wm0

|Ton|t_:ars I Commands | Options |

Personalized Menus and Toolbars

Show Standard and Formatting toolbars on two rows

Always show full menus

Show full menus after a short delay

I Reset menu and toolbar usage data

List font names in their font

..'U Show Screen Ips on toolbars
..'U Show sho b:LItkE‘_.l'S in Scree Ips

Menu animations; | (System default) EI

Cloze

Changing menu options

You can also use key combinations to execute menu

commands. To displayraenu, press thi&lt] key and the
underlined letter of the menu name. You can then press th
underlined letter of the desired command to perform an ag

By default, Outlook will display full menus if you have
enabled that option in another Offig807 program (such as
Microsoft Word, PowerPoint, or Excel).

CProcedures

1. SelecttheTools menu.

2. Select theCustomizecommand.
3. Select theptions tab.
4

To change the menu display, select or deseledlthays show full
menusoption.

o

Change additional options as desired.

6. SelectClose

PTS Learning Systems Page 7
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DISPLAYING AND HIDING TOOLBARS

d Discussion

Toolbarsprovide shortcuts to menu commands. By defaultStiaedard toolbar
appears under the menu bar. Buttons orSthedard toolbar change depending on
which features within Outlook you are using. For example, when you are using a
folder in theMail pane, theStandard toolbar includes a button for sending and
receiving messges. When you are using the CalendarsSthedard toolbar displays
buttons specific to scheduling. You can also displayAtieancedandWeb toolbars
when you are working with folders.

You can hide and display toolbars as needed. You can choose &y disp| several,

or all the toolbars at any given time, or you can hide all the toolbars to create a larger
working area. Whenever you point to a toolbar button, its name appears in a
ScreenTip. A toolbar button is dimmed if it is not available for theetitask;

however, a ScreenTip still appears whenever you point to the button.

You can drag a toolbar to another location in order to view
the buttons it contains. In addition, you can useTiabar
Options button at the end of a toolbar tesany additional
buttons that do not fit on a toolbar. Once you use a button
the Toolbar Options list, it is moved to the toolbar.

You can customize menus and toolbars for all folders by
adding and deleting commands and buttons as desired. T
this, select thd@ools menu and then thBustomizecommand.
On theCommandspage in the Customize dialog box, seleg
the desired menu or toolbar in t@ategorieslist box and ther
drag the desired command to the selected menu or toolba
delete a commahor button, open the Customize dialog box
and then drag the command or button off the menu or tool
on which it appears.

C Procedures

1. SelecttheView menu.
2. Pointto theToolbars command.

3. Sdect the toolbar you want to display or hide.

Page 8

PTS Learning Systems



Outlook 2007 - LvI 1 Lesson 1 - Exploring Outlook

USING THE NAVIGATION PANE

d Discussion

TheNavigation paneprovides a central location where you can access the features of
Outlook, as well as select different folders that conit@&ims such as messages,
schedules, task lists, documents, shortcuts, and other foldelaVigation pane is
customizable.

TheNavigation pane is actually made up of two sections. The bottom section displays
large and small buttons to navigate to el , Calendar, ContactsandTasks,

Notes Folder List andShortcuts panes. In addition, you can use ©enfigure

buttons button to display a menu for customizing the Navigation Pane.

The top section of thMavigation pane displays shortcuts to corresgiog folders

and views, and links to shared folders. The contents of this section change depending
on the selected pane. For example, inMladl pane, the top pane displdyavorite

Folders andMail Folders paneswhile in theContactspane, it displayshie My
ContactsandCurrent View panes.

TheFavorite Folders, My Calendars, My Contacts, My Tasks, andMy Notes
panes display shortcuts to folders. You can personalize these panes by adding,
removing, and rearranging folder shortcuts.

You can use thdlavigation Panecommand on th&iew menu to hide and display
the Navigation pane.

PTS Learning Systems Page 9
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Mail «

Fawvorite Folders

»

=1 Sent tems
Mail Folders

2] All Mail Ttems

= €5t Mailbox - Mike Swartz
&) Deleted Items (1]
L7 Drafts
L] Inbox
L@ Junk E-mail
L4 Outbox
LE]l R55 Feeds
L=4 sent Items
& L& Search Folders
H 4§ Personal Folders

4 |2

] Mail

ﬁ Calendar
8=| contacts
7] Tasks
J Motes
| Folder List
[2] shorteuts

-

Using the Tasks button

You can easily add a shortcut to fevorite Folderspane by
right-clicking the desired folder in thl Mail Folders pane
and selecting thAdd to Favorite Folderscommand.

You can rearrange the order of the folders inReorite
Folders, My Calendars, My Contacts, My Tasks, andMy
Notespanes by rightlicking the fdder you want to move an
selecting thévlove Up in List or Move Down in List
command.

You can also use the commands on@Goemenu or keyboard
shortcuts to switch between panes. Keyboard shortcuts fo
folders are listed on th8o menu.
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Outlook 2007 - LvI 1 Lesson 1 - Exploring Outlook

CProcedues

1. If necessary, displathe Navigation pane.
— Mail
ﬁ Calendar

M Contacts

2. Click theMail button
3. Click theCalendar button
4. Click theContactsbutton

5. Click theTasksbutton of | Tasts
6. Click theNotesbutton -

7. Click theFolder List button "™

8. Click theShortcuts button (2 sherteuts

CUSTOMIZING THE NAVIGATION PANE

d Discussion

TheNavigation pane uses a combination of large and small buttons to display
shortcuts for switching panes. When you first open Outlook, shortcuts heihe
Calendar, ContactsandTasks panes appear as larguttons. Small buttons at the
bottom of theNavigation pane displays shortcuts to tNetes Folder List and
Shortcuts panes.

You change the height of tiNavigation pane by dragging the silver horizontal

separator bar above tMail button up or downAs you change the height of the
Navigation pane, the number of large buttons that display also changes. If you
increase the height of tidavigation pane, more shortcuts display as large buttons.
Conversely, if you decrease the height ofNlawvigation pare, the pane shows fewer

large buttons, but more smaller buttons. In fact, you can keep decreasing the height of
the Navigation pane until all the shortcuts display as small buttons.

In addition to being resized, tiNavigation pane can be displayed in a@llepsed and
minimized status. When tidavigation pane has been minimized it appears as a
narrow vertical toolbar located on the left hand side of the screen. You are able to
click the icons within thé&lavigation pane to display unread mail or to displeur
calendar.
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You can also use thdavigation pane Options dialog box to select which buttons you
want to hide or display on th¢avigation pane. For instance, you may want to add a
button for theJournal and hide th& asksandNotesbuttons. Furthermoreg/ou can
change the order of the buttons, which affects the shortcuts that display as large
buttons. For example, you decide that you want to display large buttons Kaithe
andContactsshortcuts and display all the other shortcuts with small buttons.
However, when you resize tiNavigation pane to display two buttons, tMail and
Calendar shortcuts appear, since those are the top two buttons. By moving the
Contactsbutton to the second position, you can display only the desired shortcuts as
large butons.

@ Inbox - Microsoft Outiook E3
File Edit View Go Tools Actions Help
SiNew - | g5 (33 X | uReply 3 ReplytoAll (3 Forward | B8 W | &7t | ¥y Send/Receive - (& | [ Search address books - @ .
Mail « || Inbox [search nbox P3|l ¢ puting 13th September -In - | <
Favorite Folders # || Arrangea By: Date newestontop |~ || this issue - Whitehall plansweb - |
[ inbox (15) o
L3 unread Mail (16) 3 Today - 6
(i3 sent items & TecnTarget 1002 Extra line breaks in this message were removed. g]
Mail Folders ¥ Sh: houghts, - E
=i Co 07:32 |
Computing 13th September - In this issue - Whitehall plans web accounts : N
]
(# Tuesday z
£
& monday 8
£
5
This email confirms the K
availability of this week's K
issue. Click on the link z
below to access Computing's g
digital edition. z
http://Mail.computing.co.uk/c
gi- A\ d
binl/DM/y/eBINBBEY2hUBgKUBEUW g
vBEn 3
=
If you have any difficulties E
with this link copy & paste L
the link below into your
browser. If you continue to
have problems contact our
customer service team.
magl.olivesoftware.com/active
magazine/welcome/VCTG/VCTGpgf
= __ dr.asp
/] Tasks This week's headlines
R include: L

20 Trems

Customizing the Navigation Pane

You can also use tighow More ButtonsandShow Fewer
Buttons commands on th€onfigure buttons menu to
change the size of tidavigation pane. Each time you selec
one of the commands another large button is added to, or
removed from the pane.

You can use thResetbutton in theNavigation pane Options
dialog box to reset thidavigation pane to the default setting

You can ale access thBlavigation pane Options dialog box
by selecting thé&lavigation pane Optionsbutton on the
Other page of the Options dialog box. You open the Optio
dialog box by selecting thBools menu and th@ptions
command.

Page 12

PTS Learning Systems



Outlook 2007 - LvI 1 Lesson 1 - Exploring Outlook

CProcedures

Point to theseparator b in the Navigation pane.
Drag the separator bar to the desired position.
Click theConfigure buttons button.

Select théNavigation pane Optionscommand.

a > v N RF

Select odeselect the check box for the button you want to hide ¢
display.

o

Select the name of the button you want to move.
7. SelectMove Up or Move Downas needed.

8. SelectOK.

USING THE FOLDER LIST

d Discussion

The Folder Listan be used instead of, or in conjunction with,Mawigation pane.

This list allows you to view available folders and display items within those folders.
You can also perform folder management functions, such as creating subfolders to
organize your items.

[@ Tasks - Microsoft Qutlook

File Edit View Go Tools Actions Help Type a question for help

i New - | @& 3 X | [ | CaRep 3 Reply to All Forward W | @ Search address books - @ .

Folder List « || & Tasks Search Task Rak?
01 M| subject Due Date 7 ‘
Click here to add a new Task

All Folders
2] All Outiook Ttems

[

84 Contacts There are no items to show in this view,
3] Deleted items
(7| Drafts —

Jegog-o)

(5 Outbox
(5] RsS Feeds
[ Sent Ttems
= [ Synclssues
[ conflicts
L3 Local Failures
[ Server Failures
| Tasks
® L2 search Folders
# = Public Folders

susuujodde Bujmoddn o [

Folder Sizes
Data File Management...

[
suseL o AvpoL -§

[~ man
5 calendar
[85] contadts
7] Tasks
o | Notes

| Folder List

[#] shortcuts

0 ltems. Allfolders are up to date. {3 Connected to Microsoft Exchange ~

The Folder List
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CProcedures
1. SelecttheFolder List buttonJ Folder List

2. Click the plus sign (+) to the left of the desired folder to display it
contents.

3. Select the desired subfolder to display its contents.

4. Click the minus sign-f to the |dt of the desired folder to hide its
contents.

USING THE OFFICE BUTTON

d Discussion

Outlook 2007 does not usiee Office button in its main window. However, when you
create or edit an-mail, appointment, contact or task item in Oak@007 theOffice
button appears at the top left of the item window.

TheOffice Button displays a menu containing most of the commands from the File
Menu used in previous versions of Outlook. A riegvtor Options button at the
bottomright of the menu lis you a change a variety of default settings in Outlook
2007.
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The Office button

CProcedures
, — Mail
1. SelecttheMail button on the
Navigation pane.
2. Select theNew Mail Messagebutton on the toolbar.

Select theOffice button
SelectEditor Options.
SelectDisplay.
SelectProofing.
SelectAdvanced

SelectOK.
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