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New and Changed Features in Outlook 2007  

New Features 

The Ribbon 
The Ribbon is visible each time you create or edit something in Outlook such as a new email, new contact or appointment. 

 

 

 

Mini  toolbar  

When you select text (drag across it to highlight it), and move the cursor over the upper part of the 

highlighted area, a mini toolbar appears.  It has a number of formatting options.  This makes it very easy 

to change the text with minimal mouse movement. 

Quick Access Toolbar 

The Quick Access Toolbar is the small area to the upper left of the Ribbon.  Use it for actions that you do 

repeatedly for each task.   

 

There are several ways to customize the Quick Access Toolbar. 
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1.  Click the down arrow to the right of the Quick Access Toolbar and select a new button to add to 

the bar. 

2.  Another method with many more options: 

  Locate a command in a group on the ribbon 

  Right click it  

  Select Add to Quick Access Toolbar 

  This method can even be used to add entire groups to the Quick Access Toolbar. 

3. One more way: 

Click the Office Button 

Choose Word Options 

Choose Customize 

You can select any command on the left and add it to the bar.  Highlight any command on the 

right and use the up and down arrow keys to change its position on the toolbar.  

To remove a button from the quick access toolbar: 

 Right click on the button on the toolbar 

 Select Remove from Quick Access Toolbar 

Options  

Some options are set through Tools menu and the Options choice.   The dialog box here is the 

same one you are familiar with from Outlook 2003.  However, there are also some new options 

that are set in several other places. 

Options for writing e-mail 

To access these: 

 Start an e-mail message 

 Click the Microsoft Office button 

 Editor Options 

Here you can set options for editing options, spell check, grammar check, and 

autocorrect options. 

Options for sending e-mail 

Some of these are available from the ribbon. 

You can set options on the options tab that control the message format (rich text, plain 

text or HTML), and options about where to save sent messages.  

The To-Do Bar 

The To-Do bar helps you keep track of tasks and appointments.  The To-Do bar can be viewed on any 

screen in Outlook.   It includes 3 optional sections, the Date Navigator, the To-Do Bar, and the Task List.   
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To see the To-Do bar:  On the View menu, select To-Do bar:  Normal. 

To switch between  normal view to minimized, click on the chevrons at the top of the To-Do bar.  

 

     

 

When you collapse the To-Do bar using the chevrons, you can still see your next appointment, listed 

vertically. 

Changes to modules  

The Calendar   

The2007 calendar has larger buttons to switch between day/week/month views.  Note the options to 

show a work week or full week. 

 

 

When viewing the calendar, you can collapse the Navigation pane on the left as well as the To-Do bar on 

the right.  Use the chevrons to collapse and open the Navigation pane and To-Do bar. 

Use the To-Do bar to keep track of upcoming appointments 

and your task list.  The calendar is available in the To-Do 

bar with the current date enclosed in a red box.   You can 

selectively show any of the 3 items (the date navigator, the 

upcoming appointments and the Tasks list).  To turn 

individual items on and off, from the View menu select To-

Do Bar.  Check any or all of the 3 items:  Date Navigator, 

Appointments, Tasks List. 

Appointments  get added to the Appointments list when 

you put them on your calendar.  Items get added to the 

Tasks list when you flag them for follow-up or enter them 

as tasks 
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A new area has been added to the bottom of the calendar to show tasks.  Tasks are created when you 

flag e-mail messages or create tasks in the tasks module.  They show up in day and week view. 

Tasks, To-Do Lists,  and the Calendar  

    

 

Tasks and To-Do items show up at the bottom of the calendar in day and week view on their due date.  

Once an item is marked as complete, it remains in the list on the calendar at the bottom of the day on 

which you marked it as complete.  A check mark beside an item indicated that you have completed it.  

This provides a record of when you accomplished various tasks/to -do items.  Items that you have not 

completed by their due date ŀƴŘ ƛǘŜƳǎ ǘƘŀǘ ŘƻƴΩǘ ƘŀǾŜ ŀ ŘǳŜ ŘŀǘŜ are carried over to the next day. 

Creating Tasks  
Tasks  are created in the Tasks module.   

 

When you flag an email message for future 

action, it becomes part of your To-Do list.  

Instead of having different colored flags as you 

had in 2003, you have flags that vary slightly in 

color based on when the flagged item should be 

completed.   
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To create a new task, select Tasks in the Navigation Pane and then New.  Fill in the Subject and any 

other fields that you want.  You may assign the task to a Category or set a Follow Up flag for it.  You can 

enter a Start date and a Due date.  Click Save & Close when you have entered all information. 

 

Tasks and To-Do list items also show up on the To Do bar.  You can control how you display them in the 

To-Do bar by selecting options that you access by right clicking on the Task Subject title bar.  You can 

also choose whether to show them in groups or as a continuous list from this list. 

 

When you are in Calendar view with the To-Do bar open,  you can drag and drop a task onto a calendar 

day at the time you want to start to work on it.  You can expand the size of the box to increase the time 

allotted to work on this task.  This turns the task into an appointment and allows you to set aside time to 

work on it. 
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Sharing Calendars 

When you are using an Exchange account, you can share calendars.  When you initiate the procedure to 

share your calendar, the recipient receives an e-mail message that you have shared your Calendar.  You 

can also request to share their calendar. 

To share your calendar: 

In the Calendar module, in the Navigation Pane, click Share My Calendar and fill in the options 

such as the email address of the person with whom you want to share it.  Click send. 

 

 

Viewing Multiple Calendars  

If you have been given permission to view another ǳǎŜǊΩǎ ŎŀƭŜƴŘŀǊ, you can select it in the Navigation 

pane in calendar view.   Just check the box next to the calendar name. 

 

In the example below, you can see 

ǘƘŜ ŜȄŎƘŀƴƎŜ ŀŎŎƻǳƴǘ ƻǿƴŜǊΩǎ 

calendar and the calendar for 

another user  side by side. 
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You can click on the arrow to the left of the calendar name on the right to super impose one calendar on 

top of the other (see arrow in the above graphic). 

Sending Your Calendar to Another Person  

In the Navigation pane, select Send a Calendar via E-Mail.  You can send the calendar for today, 

tomorrow, the next 7 days, next 30 days, or a selected time period.   

Contacts 

You can view contacts in several new views.  See the 3 examples that follow. 

 

Detailed Address Cards 
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Address Cards 

 

Business Cards 

 

Distribution Lists  

Distribution lists are created the same way they were in Outlook 2003.  Warning: 

If you want to remove a contact from a distribution list, highlight their name and click Remove.  Do not 

click delete.  Selecting delete  will delete the 

 entire list even though you have only highlighted one name in the list! 

There is no warning that you are about to delete the list. 
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Sharing Distribution Lists  

To share a distribution list, open it and click on Send in the Actions group on the Distributions list tab. If 

you send it in internet format, the recipient receives a text list of the names and email addresses as an 

attachment.   If you send the list in Outlook format, the recipient receives the list in a format  that allows 

them to add it to their contacts.  To add an attached list to contacts, open the contacts folder and the 

email message with the attachment so you can drag the attachment into the contacts area of the 

screen.  You can drag it to the one of the folders listed under contacts in the Navigation Pane or to the 

Contacts window on the right. 

 

 

 

Categories 

Categories can be used though-out Outlook to categorize e-mail, calendar items, contacts, or tasks.  This 

gives you an easy way to visually organize items.  For example, you might want to assign all email, 

contacts and appointments for a particular project in the same category.  You can create as many as 25 

different categories, each with a different associated color.  You can see the colors in the category 

column for email, on a calendar appointment, in the To-Do bar and other places. 


