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Course contents

ÅOverview: Faster than E-B-C

ÅLesson 1: Create and send a simple business 

card

ÅLesson 2: Get fancy: Add some flair to your card

Each lesson includes a list of suggested tasks and a set of 

test questions.
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Overview: Faster than E-B-C

You know that youôre ultra reachable 

via mobile phone, IM, and e-mail. But 

do your customers and friends have

those key numbers and addresses?

An Electronic Business Card (or EBC) 

can help. EBCs, part of the Outlook 

2007 Contacts feature, convey 

important contact information while 

reflecting your unique style and tone. 

Here youôll learn how to create, 

customize, and share Electronic 

Business Cards. 
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Course goals

ÅCreate your own distinctive Electronic Business Cards and 

send them to others via e-mail.

ÅKeep your cards up to date.

ÅControl how and when you send an Electronic Business 

Card. 



Lesson 1

Create and send a simple 

business card
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Create and send a simple business card

Traditional paper 

business cards have 

been around for a long 

time. 

But they have 

drawbacks. And these 

days, a lot of business 

is done in e-mail. 

An Electronic Business Card (EBC) draws on the 

familiar look of paper business cards while capitalizing 

on the convenience of the electronic format. 

EBCs are an extension of your Outlook contacts. This 

lesson shows to create an EBC for yourself, and to 

control both how much information the EBC contains 

and how it appears on the card. 
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An EBC is part of a contact

In Outlook, you keep 

track of people in 

Contacts. 

Outlook 2007 

automatically creates 

an associated 

business card for each 

contact you have. 

In other words, every business card comes from, and is 

part of, a contactðyou canôt have one without the other. 

As you modify information in the contact to keep it up to 

date, information in the business card is updated as well. 

And when you create a new contact, an Electronic 

Business Card is created for it.
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Start with a contact for yourself

To create an 

Electronic Business 

Card for yourself, just 

create a contact for 

yourself. 

In the contact form, youôll type your own contact 

information. Outlook takes the information that you type 

into the contact form and puts it into your business card.
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Open the business card for editing 

Although Outlook 

creates a business 

card for you, you are 

ultimately in control of 

what the card contains 

and how it looks. 

To get started, open the Edit Business Card dialog box. 

You get to it by clicking the Business Card button on 

the Ribbon in the open contact.

You can choose background colours and pictures for the 

card at any time. But itôs a good practice to make sure 

youôve got all the information in the card first. 
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Add or remove information

As mentioned, when 

you enter information 

in the contact form, 

Outlook puts that 

information on the 

business card. 

Specifically, you type information in fields on the contact 

form, and Outlook displays that information (known as 

the values for those fields) on the business card. 

The fields that appear on the business card are listed in 

the Edit Business Card dialog box, under Fields

(shown on the right side of the picture).



Create and use your own Electronic Business Card

Add or remove information

You can change which 

fields are displayed on 

your card by adding or 

removing them from 

the Fields list, as 

shown in the picture.

To add a new field to the list and display its content on 

the card, click Add and select from the available fields.

To keep a field from being included with the card, select 

its field name under Fields and click Remove. If you 

decide you want to add it back, just click Add and select 

it from the list.

1

2
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Move information around

In the business card, 

youôre not stuck with 

any particular order of 

display. You can move 

things around.

To move a field up or down on the business card, select 

the field in the list, and then use the Move Field Up and 

Move Field Down buttons at the bottom of the dialogue 

box, next to the Remove button. 
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Move information around

1

2

The job title, ñActuary,ò appears below the company 

name.

In the Edit Business Card dialogue box, under Fields, 

select Job Title and then click the Move Field Up button 

once. 

Hereôs how to move the Job Title field up one position.

In the business card, 

youôre not stuck with 

any particular order of 

display. You can move 

things around.
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Move information around

In the card on the right, ñActuaryò now appears above 

the company name.

Hereôs how to move the Job Title field up one position.

In the business card, 

youôre not stuck with 

any particular order of 

display. You can move 

things around.
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Type in the Edit box and you change everything

One more thing you 

should know about 

working in the Edit 

Business Card

dialogue box is that 

itôs possible to edit the 

value (contents) of a 

field. 

You can do this by typing in the box under Edit.

If you do this, youôll modify the value of the field as it 

appears in the business card, and youôll also modify it for 

the associated contact.
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Type in the Edit box and you change everything

Proceed with 

caution. 

However, if you delete the value, it will be gone for good. 

Which means it will be gone from the Electronic 

Business Card and it will be gone from the contact. 

If you simply want to keep the field from being displayed 

on the card, use the Remove button as described earlier 

in this lesson.

This type of editing 

can be helpful if you 

need to make a small 

change to your 

contact information. 
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Include your business card in a message

Now comes the 

exciting part! 

After youôve created your card, you can use it to share 

your contact information with associates and friends. 

You do that by including it in an e-mail message. 
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Include your business card in a message

Hereôs a summary of 

the steps. 

1

2

3

From a new message, click the Business Card button 

and then click Other Business Cards.

Select your card from the list.

A picture of the business card appears in the body of the 

message, and a .vcf file attachment is added to the 

Attached box. 
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Include your business card in a message

The attachment is in 

vCard (.vcf) format, 

the Internet standard 

for creating and 

sharing virtual 

business cards.

This .vcf file is what makes it possible to save your 

Electronic Business Card.  

The vCard format is widely supported. So even people 

who arenôt using Outlook 2007 will be able to easily save 

the contact information, as long as the program they are 

using supports the vCard format.
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Include your business card in a message

Important

However, any field that is included in the Fields list of 

the Edit Business Card dialog box will appear in the 

attached .vcf file, even if that field does not appear on 

the card. 

So take care that you're only sharing the information that 

you want to share. 

Earlier, the lesson 

mentioned that space 

on the card is limited 

and that sometimes 

not all fields can be 

displayed on the card. 
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Include your card in your e-mail signature

While you can insert 

your EBC manually 

every time you want it 

to appear in a new 

e-mail message, 

another option is to 

insert it automatically 

by adding it to your 

e-mail signature.

The picture shows the Signatures and Stationery

dialogue box that you use to create or modify signatures. 

To include your business card in a signature, click the 

Business Card button and select your card from the list. 

You can choose a display size other than 100 percent for 

the image of the card, as shown in the picture. 
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Need to make a change? Return to Contacts

The lesson has 

described two 

methods you can use 

to attach your EBC to 

a message. 

You can attach it to one message at a time by using the 

Business Card button, or attach it to every message by 

including it in a signature. 

Either way, when you attach your EBC to an e-mail 

message youôre creating, youôre making a unique copy

of the EBC for that message or that signature only.
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Need to make a change? Return to Contacts

If you need to make a 

change to the 

information that 

appears in the 

business card youôve 

attached, follow these 

steps.  

1

2

Delete the attached business card and the .vcf file from 

the message (or delete the card from the signature if you 

used that method).

Return to Contacts, and make the revisions from there.
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Suggestions for practice

1. Open an existing contact or create a new contact. 

2. Edit contact information on the business card. 

3. Add a field. 

4. Move a field.

5. Include the card in a message and send it to yourself.

6. Add your business card to an e-mail signature. 
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Test 1, question 1

To create an Electronic Business Card for yourself, you must 

first do which of the following? (Pick one answer.)

1. Get a job. 

2. Create a contact for yourself. 

3. Start a new e-mail message. 
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Test 1, question 1: Answer

Create a contact for yourself. 

You canôt have a business card without a contact. 
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Test 1, question 2

The information displayed on an Electronic Business Card 

must appear in the same order as it appears in the associated 

contact. For example, on the business card, job title must 

always come before company, because thatôs how it appears 

in the contact. (Pick one answer.)

1. True.

2. False. 
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Test 1, question 2: Answer

False. 

Use the Move Field Up and Move Field Down buttons to put fields in 

any order you like. 
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Test 1, question 3

When you send an Electronic Business Card, whatôs 

included? (Pick one answer.)

1. A picture of the card only. 

2. A .vcf file attachment only. 

3. A picture of the card in the message and a .vcf file attachment. 
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Test 1, question 3: Answer

A picture of the card in the message and a .vcf file attachment. 



Lesson 2

Get fancy: Add some flair to your card
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Get fancy: Add some flair to your card

In the first lesson you 

learned how to get 

basic information onto 

your card. 

Now comes the fun 

part: adding some 

style. 

For example, you might want to give your card a little 

pizzazz by adding colour. You can also include your 

company logo to make your card look professional or a 

picture of yourself to make it more personal.

Not interested in designing a card from scratch? You 

donôt have toðyou can start from a template instead. 
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Change the look

You can change the 

design of an 

Electronic Business 

Card at any time. 

Start by opening the Edit Business Card dialogue box 

from the contact form and choosing from the options 

under Card Design. 

The design of the card is controlled by using the Layout, 

Image, Image Area, and Image Align boxes. 
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Change the look

You can change the 

design of an 

Electronic Business 

Card at any time. 

To get oriented, look at the standard settings:  

ÅThe card uses a standard grey box image to the left of 

the text. 

ÅThe image is fit to the edge of the card. 

ÅThe image spans 16 percent of the card. 
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Change the look

Here are some things 

to keep in mind as you 

design your card. 

ÅAs is true with its paper counterpart, thereôs a finite 

amount of space on an EBC.

ÅDesign choices will affect the amount of information 

you can include. Youôll need to strike a balance 

between fanciness and the content that you want to 

include on the card.
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Change the look

Here are some things 

to keep in mind as you 

design your card. 

ÅKeep colours simple. And, if you use a picture, make 

sure the colours look good with that image. 
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Add an image and position it

You can replace the 

default greyish box 

with an image of your 

own by clicking the 

Change button next to 

Image and selecting a 

different image that 

you have stored on 

your computer.

Notice that the picture shows a repositioned image: It 

was moved to the right by clicking Image Right in the 

Layout box, with the image area set to 35 percent. 
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Add an image and position it

You can replace the 

default greyish box 

with an image of your 

own by clicking the 

Change button next to 

Image and selecting a 

different image that 

you have stored on 

your computer.

As you work with your own business card image, youôll 

probably want to experiment a bit with these settings to 

get the layout that works best for you.

Be sure to try the Background Image option for 

Layout. With the image in the background, youôll be able 

to fit more text onto the card.
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Change the background colour

A background can 

effectively enhance a 

cardôs design by 

adding bold or subtle 

contrast.

Here, the background colour has been changed so that 

it matches the background of the image.

Notice that with the background changed to blue, the 

black text doesnôt offer as much contrast as it did when it 

was on a white background. The next section will show 

how to fix that.
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Change the text colour, size, and style

When the background 

colour changed to 

blue, the black text 

didnôt contrast with the 

background the way it 

did when the 

background was 

white. 

As shown here, you can add visual interest and make 

important parts of the card stand out better by changing 

the text colour, size, and style.

You make text changes one line at a time. Click to select 

the field you wantðfor example, click Full Nameðand 

then under Edit, make the changes you want.
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Say more with nothing: Use white space

You can use white 

space to draw 

attention to important 

details in your card. 

Clearing visual clutter 

also allows people to 

focus on whatôs really 

important. 

In an Electronic Business Card, you create white space 

by moving the Blank Line field up or down. 

In Annôs card, a block of white space was created by 

adding three Blank Line fields between her e-mail 

address and business phone.
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Start from a template

Not interested in 

designing your own 

card from scratch?  

Visit the Microsoft 

Office Online 

Templates site for 

great-looking EBCs.

Once youôve downloaded a template, you can use the 

methods discussed in this course to change any of the 

elements in the template and modify it to show your own 

contact information.


