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Course contents

ÅOverview: Tame the chaos of your Inbox

ÅLesson 1: Use your mail to take action

ÅLesson 2: Keep track of messages with flags and 

the To-Do Bar

(Continued on next slide.)
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Course contents, contôd.

ÅLesson 3: Name your colour: Organise with 

coloured categories

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

test questions.

ÅLesson 4: Store it

ÅLesson 5: Find any message, fast
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Overview: Tame the chaos of your Inbox

While e-mail can make communication 

more efficient, the sheer volume of 

messages can also get overwhelming. 

Outlook 2007 includes flexible features 

to help you control e-mail volume, find 

what you need, and act when and 

where action is required. 

This course offers a glimpse of whatôs 

available and shows you how to make 

the best use of messages in your 

Inbox and beyond. 
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Course goals

ÅUse your messages to schedule tasks, set up meetings, 

and create contacts.

ÅFlag messages in your Inbox to create a task list.

ÅColour-code messages using category labels that you 

create.

ÅOrganise messages into groups by using folders.

ÅFind any message quickly. 



Lesson 1

Use your mail to take action
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Use your mail to take action

Reading an e-mail 

message usually 

prompts you to take 

some sort of action. 

You might reply right 

away, or take a 

secondary action like 

setting up a meeting. 

In order to clear away the clutter in your Inbox, think 

about a message as you read it and decide whether it 

requires action. If it does, what do you need to do? 

Use Outlook to take that action, when and how you 

need to.
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Drag a message to take action

An e-mail message 

may not require a 

direct response. 

ÅStore contact information.

ÅCreate a task. 

ÅSet up a meeting. 

Even so, the information in the message may still 

prompt you to:
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Drag a message to take action

You can get started 

with each action by 

dragging the message 

to the appropriate 

button in the 

Navigation Pane. 

While this functionality isnôt new to Outlook 2007, it 

provides a handy illustration of how messages in 

Outlook can have uses beyond e-mail. 
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Set up a meeting

If a message makes 

you realize that you 

need to meet with 

someone, hereôs how 

to get started. 

1

2

3

Drag the message to the Calendar button in the 

Navigation Pane.

A new appointment opens, where youôll fill in the details 

such as date, time, and location. Then invite the person 

to the meeting andé

éclick Send.
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Create a task

Sometimes a 

message contains 

information about 

some action that you 

need to take. 

For example, in the picture, the message from Ben 

Smith in Mark Leeôs Inbox reminds Mark that he needs 

to promote a line of office furniture that his company 

recently introduced.
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Create a task

Mark can drag the 

message from his 

Inbox to the Tasks

button in the 

Navigation Pane to 

quickly start a new 

task. 

He can change the subject to something more task-like, 

for example Show office furniture to Coho, and then 

save the task. 

The task is added to Markôs task list.
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Create a contact

Are you keeping a 

message around so 

that youôll have a 

contactôs e-mail 

address handy? 

Hereôs a better idea:

Create a contact entry 

in Contacts.  

As the picture shows, you can drag a message to 

Contacts to get the contact entry started. 

When you drag a message to the Contacts button, a 

new Contact form opens and the e-mail address in the 

message is automatically added to it.
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Create a contact

From there you can fill 

in the rest of the 

details, such as a 

street address, 

telephone number, 

and so on. 

The next time you need to look up a bit of information 

about that contact, youôll know right where to look: in 

Contacts.
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When the action is extraction

Say you receive a 

message with an 

attachment, and all 

you really want is the 

attachment. 

You can save the attachment to your hard disk 

independent of the message. 

In other words, you can ñextractò the attachment from 

the message. 
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When the action is extraction

Once youôve saved 

the attachment, you 

may no longer need 

the message. 

If this is the case, you can delete it or file it away. 

Another message out of your Inbox!
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Suggestions for practice

1. Open a practice data file.

2. Set up a meeting.

3. Make a task. 

4. Add a contact. 

5. Save an attachment. 

6. Remove the practice data and close the practice data file.
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Test 1, question 1

Outlook is just for e-mail. (Pick one answer.)

1. True.

2. False. 
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Test 1, question 1: Answer

False. 

Outlook has a lot more to offer, including a calendar, a place to store 

contact information, a list of tasks, and more. 
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Test 1, question 2

Youôve been keeping a message in your Inbox so that youôll 

always have the senderôs e-mail address handy. Whatôs a 

better alternative? (Pick one answer.)

1. Move the message to a folder. 

2. Drag the message to Contacts. 

3. Drag the message to Tasks. 
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Test 1, question 2: Answer

Drag the message to Contacts. 

If you drag a message to Contacts in the Navigation Pane, you can 

create a contact card for the person. That way, youôll always know where 

to look for the contact information. You can even store a picture of the 

contact so that youôll always be able to keep a face with the name.
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Test 1, question 3

Itôs possible to store an attachment separate from the 

message to which it is attached. (Pick one answer.)

1. True.

2. False. 
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Test 1, question 3: Answer

True. 



Lesson 2

Keep track of messages with flags 

and the To-Do Bar
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Keep track of messages

The first time you start 

Outlook 2007, youôll 

notice something new.

Itôs called the To-Do 

Bar, and itôs there to 

help you remember to 

take action when you 

need to. 

In the To-Do Bar, youôll see upcoming items from your 

calendar as well as flagged messages and tasks. 

Curious about how things get into the To-Do Bar? 

Thatôs what this lesson will tell you.
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Meet the To-Do Bar

The To-Do Bar 

displays flagged 

messages, tasks from 

your Tasks folder, and 

upcoming meetings, 

appointments, and 

events from your 

calendar.

In the To-Do Bar, you can see these things at a glance, 

without having to switch to other windows in Outlook.
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Meet the To-Do Bar

The picture shows the 

basic parts of the 

To-Do Bar. 

1

2

3

Date Navigator

Upcoming calendar appointments

A place to type new tasks

Your task list (flagged messages and tasks)4
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Prioritise with follow-up flags

The first lesson 

familiarised you with 

how to create a task 

by dragging a 

message to the Tasks

button in the 

Navigation Pane. 

An even easier way to keep track of what you need to 

do, based on the information in a message, is simply to 

flag the message for follow-up. 

The picture shows a message in the Inbox that has been 

flagged with a follow-up flag. Notice that the flagged 

message also appears in the To-Do Bar. 
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Prioritise with follow-up flags

Flagged messages 

show up in many 

places. 

Messages that you flag for follow-up not only show up 

in the To-Do Bar, they also show up in your task list 

and on your calendar. Thatôs to help you remember to 

do the things on your list. 

And, if thatôs not enough, you can set reminders for 

them so that you actually remember to follow up.
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Change the subject, but only in the To-Do Bar

The subject of a 

message doesnôt 

always describe the 

task you need to do. 

In that case, you can change the subject of a flagged 

message in the To-Do Bar. 

When you do this, the subject of the message in the 

Inbox is unchanged.
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Change the subject, but only in the To-Do Bar

You may wonder: 

Whatôs the difference 

between a flagged 

message and a task 

created by dragging to 

the Tasks button? 

ÅIf you like to delete messages after youôve finished 

with them, youôll probably prefer to use Tasks to keep 

track of things you need to do. 

ÅIf you like to keep your messages, either in your Inbox 

or in folders, youôll probably prefer to use follow-up 

flags because flagging is quick and easy. 

The answer is mostly 

a matter of style. 
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When you complete, donôt delete

You may be tempted 

to delete items from 

the To-Do Bar when 

youôve completed 

them. 

However, thereôs a 

better way.

When you complete a task, mark it as complete using 

the Mark Complete command. A quick way is to simply 

click the flag next to the item. 

Completed items will drop off of your list as you might 

expect.



Get out of your Inbox with Outlook 2007

When you complete, donôt delete

But whatôs really 

helpful about marking 

an item complete? 

Youôll see it listed on your calendar at the bottom of the 

day on which you completed it. And itôll be crossed out 

so that youôll know youôve completed it.

Itôs a great way to remind yourself of all of the work that 

youôve done.
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When you complete, donôt delete

But whatôs really 

helpful about marking 

an item complete? 

In the To-Do Bar and in the Calendar, any task not 

marked as complete on its due date will automatically 

be carried over to the following day until you complete it.
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Turn a message into a calendar entry

Earlier, the lesson 

pointed out the Date 

Navigator at the top of 

the To-Do Bar. 

You can use the Date Navigator to quickly create a new 

calendar entry from a message. 

The picture shows the process: just drag the message to 

a date in the Date Navigator. 
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Turn a message into a calendar entry

The process is similar 

to the process of 

dragging a message 

to the Calendar 

button in the 

Navigation Pane, as 

described in the first 

lesson. 

Why is this method better? 

Because thereôs one less step: The date information is 

filled in automatically to match the date you drag to in 

the Date Navigator.
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Show the To-Do Bar as you like it

To change whatôs 

shown in the To-Do 

Bar, point to To-Do 

Bar on the View

menu, and select or 

clear the items you 

want to show or hide. 

Itôs also easy to show or hide the To-Do Bar itself.  

ÅTo hide it, press ALT+F2, or click the Close To-Do Bar

button. 
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Show the To-Do Bar as you like it

To change whatôs 

shown in the To-Do 

Bar, point to To-Do 

Bar on the View

menu, and select or 

clear the items you 

want to show or hide. 

Itôs also easy to show or hide the To-Do Bar itself.  

ÅShow it again by pressing ALT+F2 or by pointing to 

To-Do Bar on the View menu and then clicking an 

option, as shown in the picture.
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Show the To-Do Bar as you like it

To change whatôs 

shown in the To-Do 

Bar, point to To-Do 

Bar on the View

menu, and select or 

clear the items you 

want to show or hide. 

Also, a quick way to make more room for other windows 

in Outlook such as the Reading Pane, is to minimize the 

To-Do Bar by clicking the Minimize the To-Do Bar

arrow next to its title. 
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Suggestions for practice

1. Use flags. 

2. See the tasks for the flagged messages in your calendar. 

3. Mark a task as complete. 

4. Create an appointment, quickly. 

5. Hide and redisplay the To-Do Bar. 
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Test 2, question 1

The To-Do Bar is easy to hide. (Pick one answer.)

1. True.

2. False. 
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Test 2, question 1: Answer

True. 

The lesson showed how easy it is. 
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Test 2, question 2

What happens when you drag a message to the Tasks area of 

the To-Do Bar? (Pick one answer.)

1. A follow-up flag is added to the message. 

2. You create a new task. 

3. The message is moved from your Inbox to Tasks. 
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Test 2, question 2: Answer

A follow-up flag is added to the message. 

Itôs a very quick way to flag a message. 
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Test 2, question 3

The Date Navigator cannot be removed from the To-Do Bar.  

(Pick one answer.)

1. True.

2. False. 
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Test 2, question 3: Answer

False. 

Start from the View menu, point to To-Do Bar, and youôre on your way. 



Lesson 3

Name your colour: Organise with 

coloured categories
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Name your colour

Tired of losing things 

in your Inbox? Want to 

be able to quickly spot 

messages from your 

boss or about a 

specific topic? Use 

colour to instantly 

organise and sort your 

mail. 

With coloured categories, you can make specific 

messages more visibleðeven if all you do is leave 

them in your Inbox.

Categories and their associated coloured labels let you 

quickly see whatôs what in a way that makes sense to 

you.
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Organize messages with color

If youôre working on a 

special project, you 

can make messages 

about the project 

easier to find later. 

Just mark all related 

messages with a 

colour-coded 

category. 

The picture shows a few colour-coded messages:

ÅGreen is for messages about Coho Winery, and yellow 

is for messages about Contoso. 
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Organize messages with color

If youôre working on a 

special project, you 

can make messages 

about the project 

easier to find later. 

Just mark all related 

messages with a 

colour-coded 

category. 

The picture shows a few colour-coded messages:

ÅA message can be colour coded with multiple colours 

if it applies to more than one account, as the selected 

message does. 

ÅYouôll also see coloured categories and their names in 

the Reading Pane. 
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How to assign a category

Wondering who 

creates the category 

names? You do.

You create a category 

name and choose the 

colour thatôs 

associated with it. 

Then, you can assign that category to incoming and 

existing messages. 

One way to assign a colour category to a message is to 

right-click in the Categories column and use the 

shortcut menu, as shown in the picture.
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How to assign a category

Wondering who 

creates the category 

names? You do.

You create a category 

name and choose the 

colour thatôs 

associated with it. 

Once youôve assigned a category to a message, you 

can quickly scan your Inbox and find the message just 

by looking for its coloured tag.
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How to match names and colours

Outlook categories 

start with unspecific 

names: Red Category, 

Orange Category, etc.

Naturally, categories 

will have the most 

meaning if you give 

them specific names. 

The first time you use one of the default categories, 

such as the Purple Category, Outlook will prompt you to 

rename it using the Rename Category dialogue box. 

You can type a new name for the category in the Name 

box, as shown in the picture.
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Canôt remember what the colour means? 

It happens to the best 

of us: We come up 

with a great system for 

staying organised, and 

then poof, we forget 

part of the system.

Say, for example, that you used orange to colour code 

all personal messages. Then, suppose you donôt get a 

personal message for a while, and you forget what 

orange means.

No problem. As the picture shows, the decoder is a just 

a click away.
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If you used coloured flags in Outlook 2003é

If you used coloured 

follow-up flags in 

Outlook 2003, youôll 

probably want to know 

why the new coloured 

categories in Outlook 

2007 are better.

With coloured categories, you can assign meaningful 

text at the same time that you assign a colour. 

Another advantage is that coloured categories can be 

applied to all Outlook items, so you can organise your 

contacts, calendar items, and tasks all in the same way.


