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Course contents

- S ——————

Overview: A new version of Outlook
Lesson 1: Whatos changed
Lesson 2: Find everyday commands

Lesson 3: Send and recelve attachments and
pictures

Each lesson includes a list of suggested tasks and a set of
test questions.
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Overview: A new version of Outlook

- r——_ -

| Look out! Thereos a new
i Outlook.
s It has a whole new look along with new
features. But donot worr
mean youol | need to spen

learning a new program.

Instead, the new design and new
features will help you more efficiently
and easily accomplish the tasks you
do in Outlook every day.
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Course goals

e -

Move around in Outlook 2007. Learn about the things that
have changed, and why.

Find commands on the Ribbon and do the things you do
every day: read and send e-mail, work with appointments
and meetings, and use your contacts.

Send and receive pictures and attachments. Ensure that
recipients will be able to open attached files that use the
new 2007 Microsoft Office release file formats.
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What 60s changed and why

The first time you
create a message in
Outlook 2007 (or open
one you receive),

y 0 u 0 |lthe Ribleoa.

Calendar Contacts To-Do Bar

2=

One of the most dramatic changes in Outlook, the
Ribbon gives Outlook its new look.

Pal

| t 6s t he Dban
the top of the window.

But as you get up to speed, youoihl see
ismorethanvisualdi t 6s there to help you get th
done more easily and with fewer steps.
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Introducing the Ribbon

Her eds -mailnew
IMessage _ Insert Cptions Format Text message The Rlbbon

Calibri (Body) ~ |11~ [i= ~ i= -|[&& 5| ﬂ @v@ Is at the '[Op of the

B 7 U-|A-W-[== = | Address Check || At window.

Book MNames
EBasic Text ! Mames

Untitled - MessageT

# Format Painter
The Ribbon is visible
each time you create
or edit something in
Outlook.

Why the new system? Microsoft carefully researched
how people use commands in Outlook.

As a result of that research, some Outlook commands
are now more prominent, and common commands are
displayed and grouped in ways that make them easy to
find and use.
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A closer look at the Ribbon

Untitled - Message (HTWL)

Message ‘1 Insert Options Format Text

Calibri Body] ~ |11 - [i= - i= -|[2E ==| 88] g€l
3£ = & ﬂ 7

f Format Painter La Book MNames

Clipboard F] Basic Text P Mames

———

B I U vllé - ab || ||E”l| Address Check .-'-‘-.ttachg

Filew

To better help you

learn how to use the

Ri bbon,
to Its basic
arrangement.

her e

@ Tabs: The Ribbon is made up of different tabs, each

related to specific kinds of work you do in Outlook.

@® Groups: Each tab has several groups that show related

items together.

® Commands: Acommand is a button, a box to enter

information, or a menu.
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The Ribbon shows what you need
‘

O e P 1 ) Untitled - Message (HTML) O n C e a g a I n ]
Message Insert Options Format Text encounter the Rlbbon
- calibri Body) - |11 - |[i= - i= -|[&=E =| (S)8) e | |\] when you take certain

: 2) Untitled - Appointment  attacn Y ([0) ARSIV (B A 1S
. File~:
Appointment Insert Format Text : :

% ] Calendar SRR |:__Ej - .3r

creating messages,
calendar entries, or
contacts.

= >< Delete

: 3 ) Untitled - Contact

|| & Re

Contact Insert Format Text

r" gy save & New e 851 83 Adtivities | [&7 3 &=l {, k)
Als = |——| -] Certificates J 'j . '-ﬂ

& Send -
) General| Details . E-mail Meeting Call

The Ribbon shows tabs and commands appropriate for
what youodore doing.

That is, the tabs on the Ribbon will differ depending on
the area of Outl ook youodore working 1| n.
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The Ribbon shows what you need
‘

: . 1 ) Untitled - Message (HTML) The pICtu re ShOWS
Message Insert Options Format Text Some Of these
- Calibri (Body) ~/11 ~ |iZ - i= ~||££ £5| a1 33["] diﬁerences.
N 2 ) Untitled - Appointment .

Appointment Insert Format Text

l] . % jjl::alendar S ':__T_:J ; @ m 3}-

= >< Delete

= 3 ) Untitled - Contact

|| & Re

Contact Insert Format Text

| U save & New =) |82l B3 Actvities | 7 (82l @ =
= 0, 8=15 H &l

2y Send - -] Certificates
Save & _ General| Details . E-mail Meeting Call

@ A new message shows the Message and Options tabs.
® A new appointment shows the Appointment tab.

® A new contact shows the Contact tab.
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Thereds more than meet

A small arrow at the
bottom of a group
Catiori Boay <11 ~|[i= < = <|[3E &= d means therebo
Bz U A-Y|= 3 available than what

Basic Text n you See.

This button H is called
the Dialog Box
Launcher.

_ﬂ ]9 0 e« @ Untitled - Message (HTML)

Message Insert Options Format Text

The picture shows that to see a full list of font options,
youodd click t hdascrTexibgwupoetkete t o t he
Message tab of a new e-mail message.
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The Mini toolbar

=] % cut comntoon -1 -[i= - 1= <[ =] (3B) @B (] The Mini toolbar

-—-ij;fclp'_'a' t Paint /B I U - A - b2 = = =||4 | Address Check || Attach Busi a.”OWS yOU tO qUICkIy
# Format Painter = Book Mames | Filew Car c
Clipboard E Basic Text w MNames aCCess fOrmattlng

commands right
where you need them:
In the body of an
e-mail message.

I recommend the Up to Speed course.
goe— 1

The picture shows how it works:

@ Sclect your text by dragging with your mouse, and then
point at the selection.

® The Mini toolbar appears in a faded fashion. If you point
to it, it becomes solid. You can click a formatting option.
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The Quick Access Toolbar

_ =l The Quick Access
) D e Untitled - Message (HTML) : .
Message Insert Options Format Text TOOlba-r IS a- Sma”
| camion -1 - (=~ i=- [ (3] @B § toolbar above the
;I.:c-rn-;at Painter (B I U -4 A -2 \= = Z Address L_heck Attach Rlbbon-

Book Mames | File~ :

Clipboard [= EBasic Text Fl Mames

| t 6s there t
commands you need

and use most often
readily available.

What 6s best about the Quick Access Tool
It IS up to you.

That is, you can add your favorite commands to it with a
simple right-click.
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The Quick Access Toolbar

———

Untitled - Message (HTML)

Message Insert Options Format Text

Calibri [Body) - 11 - | = - :— ~r||t_ a--| 8 ﬂ

(B I U0 *||A - 82 == al| | Address L_heck

;Fcrmat Painter Book Mames

Clipboard [= EBasic Text Fl Mames

Youbol

| see

different Quick Access
Toolbars depending
on the area of Outlook

t hat

youor e

For example, customisations that you make to the Quick
Access Toolbar for messages you send will not appear

on the Quick Access Toolbar for Contacts.

a
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Keyboard shortcuts

s Untitled - Message (HTWL)

I"1E_._Laqe Dr’.ti.nns Format Text
(H] \ [P [s]

b Cut gl :
e Calibri Body) - |11 - [iZ - i= -||EE == 35 Q
3 Copy

B I U ~-||A -8 -I= aal ||| Address LhE[k Attach
?FcrmatF‘alnter — _| RO i

Clipboard ] Basic Text F Mames

———

If you use keyboard
shortcuts instead of a
mouse or other
pointing dev
noticed that some
shortcuts are the

same but that others
have changed.

With the introduction of the Ribbon, commands are in
new locations, so shortcuts that begin with ALT will
probably be different from earlier versions.
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Keyboard shortcuts
“‘__ -

v Untitled - Message (HTML) If you use keyboard
_Me:aqe_ _1_ D[’.ti.(ns Format Text shortcuts instead of a
(i o Calibri IEr:dlal -1 1_:;'_ - 1= o= 52| 9P Q mouse or other
;Fcrmatpamter B I U-[|A-w-|= A Address 52:1?5 HFET:Eh p O I nt 1 n g dev
Clipboard Basic Text “ | Names § noticed that some
8 shortcuts are the
same but that others

have changed.

To find your way around:

1. Start by pressing ALT.

2. Press the indicated key to see the correct tab, and
then press the letter to access the command you
want.
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Know your options

i Inbox - Microsoft Outlook Out'ook provides

: File Edit View Go | Tools | Actions Help -

e | )} many options to help
you change how

e ._ e thlﬂgS |OOk and Work.

L jInbox (52) Options..,

Instant Search

M.jﬂd : The way you access
e these program options
hasndét chang

By
[+ _ .
Preferences | Mail Setup | Mail Format || Spelling | Other | Delegates

E-rail

", Change the appearance of n way they are handled.

E-mail Opkions. ..

As shown i n the piOptionsoathe youol | sti || C
Tools menu from within the main Outlook window and
use the Options dialog box.
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More about options

I.-:::-'-'-" o H )Y @ @
'1 Messaqe Insert QOptions Format Text
Y New Mail Message

Create New Outlook Item

=1, Mail Message

~ 2. Appointment
H Save .
_ﬁi. Meeting Request

]
| Close

; Editor Options

In Outlook 2007, you
set options from a few
different locations.

Options for writing e-mail

If you want to change your settings for writing e-maild
for example, to make the spelling checker stop ignoring
words in uppercased you do that from the Editor

Options dialogue box.

Get up to speed



More about options

e . e

- In Outlook 2007, you

o set options from a few
g 90+ different locations.

'1 Messaqe Insert QOptions Format Text

’ Mew Mail Message

Create New Outlook Item

=1, Mail Message

~ 2. Appointment
H Save .
_ﬁi. Meeting Request

]
| Close

2 Editor Options

Start by creating a message, and then do this:

/ 11 )
@ Click the Microsoft Office Button .
@® Click Editor Options.

Get up to speed



More about options
-‘_— -

In Outlook 2007, you
- set options from a few
Ee HI 6 > different locations.

'1 Messaqe Insert QOptions Format Text
Y New Mail Message

Create New Outlook Item

=1, Mail Message

~ 2. Appointment
H Save .
_ﬁi. Meeting Request

]
| Close

2 Editor Options

Options for sending e-mail

When you send an e-mail message, you can choose
how that message is sent. You set these options from
tabs available on the Ribbon for the open message.

Get up to speed



More t hat 0sDoBarw: t he
.
T————— Located at the far right
4 June 2006 _ of the WindOW, the
TTITIT To-Do Bar is visible
wherever you happen
to be working in
Outlook.

(= ¥ Today
Coho sale | /]

The To-Do Bar Is there to help you keep track of
upcoming tasks and appointments.

Get up to speed



More t hat 0 s-DoBarw: t he
R——. ..

Located at the far right

To-Do Bar 3
S ¢ e ) of the window, the
— TILIIIL To-Do Bar is visible
p—— | g | wherever you happen
to be working in
Outlook.

(= ¥ Today
Coho sale | /]

The picture calls out a few of its key elements:
@ Date Navigator

® Upcoming calendar appointments

® A place to enter new tasks by typing

@ \Your task list

Get up to speed



A new look for the calendar

The new design of the
calendar in Outlook
2007 makes it easier

[Search Calendar | .
to see whato

Tuesday b Wednesday 7 Thursday i

Moving around Is
easier, too.

The picture shows some examples:

@ Bigger buttons make it easier to quickly switch between
daily, weekly, and monthly calendar views.

® Back and Forward buttons let you quickly go to the next
day, week, or month in the calendar.

Get up to speed



A new look for the calendar

The new design of the
calendar in Outlook
2007 makes it easier

[Search Calendar | .
to see whato

Tuesday b Wednesday 7 Thursday i

Moving around Is
easier, too.

The picture shows some examples:

® Also new is the Tasks area. It shows your current and
upcoming tasks and tracks your accomplishments, too.

Get up to speed



A new look for contacts
"

In Outlook 2007,
Electronic Business
Cards make contacts

= easy to view and easy

o

= to share.

"; “Lund, Pia | [ Tupy, Richard

EI . : 7 PiaLlund | Richard Tupy

zZl| | %
Youol | fi1rst noti ce the new | ook for CO

click Contacts to switch to that area of Outlook.
You can send Electronic Business Cards through e-mail.

You might want to include your own Electronic Business
Card as part of your e-mail signature.

Get up to speed



A new look for contacts

Notice that in this
picture, the Navigation
Pane is minimised to
show more of the
Contacts pane.

: Lund, Pia 1 | Tupy, Richard

ﬁ 7 PialLund Richard Tupy
| PR Y

-

Mavigation Pane

You can minimise the Navigation Pane from any area of
Outlook by clicking the Minimise the Navigation Pane
button.

Get up to speed



Suggestions for practice

—

Create a message and see the Ribbon.

Use the Mini toolbar, use a Dialogue Box Launcher, and add a command
to the Quick Access Toolbar.

Open a message and see the Ribbon for a received message.

Set program options, e-mail editor options, and e-mail message options.
Use keyboard shortcuts.

Explore the To-Do Bar and see how to customise fit.

Look around in your calendar and look at contacts in the new Business
Card view (optional).

Get up to speed



Test 1, question 1

—

The Ribbon will look the same for a new e-mail message and
a received e-mail message. (Pick one answer.)

1. True.

2. False.

Get up to speed



Test 1, question 1. Answer

S ——————

False.

What 6s on the Ribbon wil |l be di ffer
with the new and received e-mail messages are different.

Get up to speed



Test 1, question 2

e -

Youbve switched to the calendar and
its new look. To make more room in the Outlook window to

see it, you could do which of the following from within

Outlook? (Pick one answer.)

1. Use the buttons at the top to hide detail.
2. Minimize the Navigation Pane.

3. Change your screen resolution settings.

Get up to speed



Test 1, question 2: Answer

S ——————

Minimize the Navigation Pane.

In this version of Outlook, you can minimize the Navigation Pane by
clicking the Minimize the Navigation Pane button.

Get up to speed



Test 1, question 3

—

To use a keyboard to access commands on the Ribbon, start
by pressing which key? (Pick one answer.)

1. CTRIS
2. ALT.

3. SHIFT.

Get up to speed



Test 1, question 3: Answer

S ——————

ALT.

Press ALT and youoll see | etters di
move.

Get up to speed



Find every ¢




Find everyday commands

Youbve got C
2007 installed and
youove taken
learn about some of

the ways it differs from
previous versions.

Now 1 toés tin
work.

Wi | | It be easy to do
Outlook?

This lesson will show you that the answer is yes.

t

h e

thi ngs youoOvVe

Get up to speed



Create a new message

tos ti me
(@ send your first e-mail
i P —— message using the
B _:J | Calibri (Body) ~ |11 - |3 - §= -||£E i'EI “ new Outlook.

Paste - - A —
= ..."Fc.rmatF'ainter | ”— S

Clipboard Fl Basic Text

e

What do you need to
know? For starters,
some things
changed.

The first thing you need to know to get started is that you

dondét need to know anything new. Al | o f
start a new message still work.

In a new message, first get oriented to the Ribbon. The

Messaget ab i s on top, with the commands YV
likely to use every time you create and send a message.

Get up to speed



Create a new message

Using other tabs

d (oa
G

lMessage Insert Crptions Format Text I f y O u 6 r e h a
D) G com S M =R = ESCZIBE  trouble finding a
F'a;;te f Format Painter B0 T”é el = H:’- .ﬂ- Command Or bUtton,
Clipboard Fa Basic Text =
you may need to look

on another tab.

For example, to insert a picture so that it appears in line

with the text of your message (not as a separate
attachment), youoOllhsemkked to switch to t

Get up to speed



Use the Address Book to add recipients

) N o G Untitled - Message (HTML) DO yOU use the
Message . Insert Ciptions Format Text Address BOOk to add
o Calibri (Body =-=Es (2B &) (] names to the To, Cc,

=3 Copy

o # Format Painter B L0 A = E||:I| s |l &Fﬁtlzcvh EES a.nd BCC f|e|d87

[El ook  Mames

Clipboard F Basic Text ': Mames

Youo!l | AfdressdBooklcenmand on the
Message tab.
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Show or hide the Bcc field

———

R ERS, If you prefer to type
Message Insert Options Format Text e_mall addresses

= O 5 :

= = directly in the To and

Eec | From Cc boxes, you may

S Fretos

also want to know how

you can show the Bcc
field so that you can

type names there, too.

The picture shows the location of the Show Bcc
command.

As you can see, Qpoansteh. f i nd 1t on t he
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Include your signature

PR Do you use a personal

Message Insert Cptions Format Text e-ma" S|gnature at the
.. == B @ (| = Pi®A @ end of your Outlook
[ A abz §||:|| Address Check | Attach Business Calendar Srgnfture Follow messages’)

Book MNames File= Card~ Up~
Basic Text Mames Include Business }

4l

Personal

I 7 | Signatures...

e
W

e —
The same signature you used in earlier versions will be
available when you upgrade to Outlook 2007.

| f you didndt use signatures (maybe the
complex or you could never remember how to create

them or where to find them), youol | b e
how easy signatures are in Outlook 2007.
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Include your signature

...
000 You can modify
Message | Inset  Options  Format Text EXiSting signatures or
- = o) @ [ &= P @B create new ones, as
(A~ 22 = ||| | Address Check e ms— TNy | well as set a default
Basic Text Names Include BusiHESS} N signa’[ure.

Personal

4l

I 7 | Signatures...

Start by clicking the
arrow under the

e —

The picture shows what happens next:

@® f you created signatures previously,
listed here.

® To create new signatures, set a default signature, or
modify existing signatures, click Signatures.

Get up to speed



Use flags and reminders

calibri ~|11 - |[i= - = || o fach : FlagS and reminders

fa

B = :
a5 il |B I_ u ” — = y 5| Attach ﬁ Fallow ) Spelling Can help yOU and

-

File = L% Up -~

Indlude others remember to
do things.

i Add Reminder, ..

« Flag for Recipients...

L7 Inbox

To add a fl ag, remi nder, or both when vy
message, start by clicking Follow Up in the Options
group of a new message.

Get up to speed



Use flags and reminders

4 lcaibi -1 ~|[i= 2= fich - Follow up for

___*|_J|BIU_”; ________

5| Attach ‘ﬁj Fallow Spelling yourself

File~ L&k~ Up =~

Include

¥ Suppose you send a
S oy message to a
colleague that says
 Flag for Recipients. . Anl ol | f ol |l ow
= Inbox t omorrow. o

i Add Reminder, ..

To be sure that you remember to do that, flag the
message for yourself by clicking Follow Up and then
clicking Tomorrow.

The message is flagged and added to your To-Do List in
Tasks. It also shows up as an item in your own To-Do
Bar.

Get up to speed



Use flags and reminders

calibri ~|11 - |[i= - = || o fach : Follow up for the

__‘] = ) y LN
a||B 1 ou -||EE E| = r | ¥
Fa ste f |A abr - J== .:.,- h 5 J-Ft::cvh Z I-. W Spelling reCIPIent

Basic Text F] Include

fa

A You can also attach a
.............................. fo”ow_up ﬂag for your

F| Ao feninder recipients by using the

\ Fiag for Bdpients... Flag for Recipients
command, highlighted
In the picture.

L7 Inbox

Before you send the message, you specify when you
want the recipient to be reminded to follow up with you.

As the picture shows, the received message will include
a flag and the bell icon. As long as the recipient keeps
the message in his or her Outlook mailbox, a reminder
will be displayed at the time you specify.
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Respond to a message

-r--1ezzagé[jHTMle | E-mai | | snot
Message S e n d I n g é

E 7 - A
Reply | Reply Forward | Delete Moveto Create Other Block [ ) Mot Junk Categorize Follow: e | t O S a I S O a
to All Folder~ Rule Actions~ || Sender * Up~ :

A Respond Actions Junk E-mail P Options r‘eceIVIng and replylng.

From:

To:
Cc
Subject:

When you reply from an open message, VYo
buttons in the Respond group on the Message tab of
the Ribbon.

Ri bbon
on It

Youol | noti c
message I s d
message.

Get up to speed
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Whoops! Need to recall a message”?
.

" : YouoOve just
All Mail Folders v ( E‘} Bored meeting N g p[SYSTSY=T0[S) and realise a
o S— key detail is wrong.

x j :; &% safe Lists ~

2 All Mail Items - Message

e Eolder- Rule actions-| senger — " ( You wrote 0
From: — Edit Message I nstea d 0] f ﬁ
o Recal Tis Message. [:_..._3 when discussing the

Subjecti _gorsd mesting  °5 T Messa0e results of the last

board meeting.)

| f youdre using Microsoft EXchange Ser v
mail, you may be able to recall the message that you
just sent.

If you act before a recipient reads the message, recalling
it will allow you to send a corrected version to that
person and avoid possible embarrassment.

Get up to speed



Whoops! Need to recall a message”?
.
e Youdbve just

message and realize a
— key detail is wrong.

x j " &, safe Lists 7

Delete Move to Create | Other Block ] Mot Junk

Folder~ Rule [Actions | Sender ( Y O U Wr O t e ﬁ
: n

All Mail Folders ¥ 4 o '(E!'ﬂ-..."'- Bﬂr:—:!d rrIE!E!t]rlg
1
T

2 All Mail Items - Message

Actions

| l nstead of
From: Edit Message 3 . .
-[D_:, Recall This Message... [ When dISCUSSIng the
Resend This Message,., results Of the IaSt

board meeting.)

Subject;  Bored meesting

Her eds what t o do:

@ Inthe Navigation Pane, click Sent ltems to switch to
that folder.

® |n the Sent Items folder, double-click the message that
you want to recall to open it.
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Whoops! Need to recall a message”?
.

" Youbve just

SRR message and realize a

All Mail Folders % il ( [."ﬂ
1
Ny

2 All Mail Items - Message

e key detail is wrong.
XD =

S (&
3 ] &, safe Lists ~

Delete Move to Create | Other Block

| Mot Junk

Folder~ Rule [Actions | Sender ( Y O U Wr O t e ﬁ
: n

Actions

| Il nstead of
From: Edit Message 3 . .

-[D_:, Recall This Message... [ When dISCUSSIng the
E-u-I;IjEI:t: Bored meeting SEATDE s reSUItS Of the IaSt

board meeting.)

Her eds what t o do:

® In the open message, click Other Actions in the
Actions group, and click Recall This Message.

Get up to speed



Make time and remember to do things

— — -

OQutl ook 1 snbo
about e-mail.
| t 6s al so ab
organising your time,
which you do in the
calendar.

When you create or open an I tem I n your

see that the Ribbon shows groups and commands
appropriate for helping you manage your time.

Get up to speed



