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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
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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 textvith 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.

Untitled - Message (HTML)

L

Message Insert Options Format Text Developer Add-In
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There are several ways to customize the Quick Access Toolbar.
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1. Clickthe 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

SelectAdd to Quick Access Toolbar

This method caeven 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 andown arrow keys to change its position on the toolk |L|

To remove a button from the quick access toolbar:
Right click on the button on the toolbar
SelectRemove from Quick Access Toolbar

Options
Someoptions areset through Tools menu and the Optionmae. The dialog box here is the
same one you are familiar with fro@utlook2003. However there are also some new options
that are set in several other places.

Options for writing email
To access these:
Start an email message
Clickthe Microsoft Office button
Editor Options
Here you can set options for editing options, spell check, grammar check, and
autocorrect options.

Options for sending-enalil

Some of these are available from the ribbon.

You can set options on the options tab that control thessage format (rich text, plain
text or HTML), and options about where to save sent messages.

The To-Do Bar

The TeDo bar helps you keep track of tasks and appointmefitee TeDo bar can be viewed on any
screen in Outlook. It includes 3 optional ts&xes, the Date Navigator, the J@o Bar, and the Task List.
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To see the T®o bar: On the View menu, selectDo bar: Normal.

To switchbetween normal view to minimized, click on the chevraatghe top of the TeDo bar
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Leadership Speaker
Thu 7:30 PM - 8:00 PM

Arranged By: Due Date |

| »

| Type a new task

= ¥ Today
RE: MALS Fall Newsletter

to make it easier!

Terminated Employee
Terminated Employee

Access 2007

A4 €4<A
il

Maple 11.01 Critical Up...

To-Dao Bar oo X
44
To-Do Bar » X
4 July 2007 3

Jeg oqg-ol

1adH 20035 U BunLaly N 00:S [

syse] /1 :depo) .-Q

Use the TeDo bar to keep track of upcoming appointmen
and your task list. The calendar is available in th®®o
bar with the current date enclosed in a red box. You ca
selectively show any of the 3 items (the date navigator,
upcoming appointmets and the Tasks list). To turn
individual items on and off, from the View menu select T
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 calatar. Items get added to the
Tasks list when you flag them for follayp or enter them
as tasks

When you collapse the fioo bar using the chevrons, you can still see your apgbintment listed

vertically.

Changesto modules

The Calendar

The2®7 calendar has larger buttons to switch between day/week/month vieMate the options to
show a work week or full week.

Day Week

Maonth

1 Show work week @ Show full week

When viewing the calendar, you can collapse the Navigation pane on the left as well asRbeb@pon
the right. Use the chevrs to collapse and open the Navigation pane andDodoar.
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A new area has been added to the bottom of the calendar to show tasks. Taskeatesl when you
flag email messages or create tasks in the tasks modtiley show up in day and week view.

Tasks, To-Do Lists, and the Calendar

ED Categorize ~ 3
¥ Follow Up ~ _ When you flag an email message for future
V¥ Today I action, it becomes part of your 0o list.
¥ Tomorrow Instead of having different colored flags as you
N This Week had in 2003, you have flags that vary slightly in
W Next Week color based on when the flagd item should be
¥ hoDate completed.
1% | Custom...
2 4 Add Reminder...
" Mark Complete
g 00
b
Show tasks on: Due Date Start Date Due Date Reminder Time ¥
Mew Federal rules that impact your business! Tue 2/20/2007 Tue 2/20/2007 MNone Y
mapping software Tue 4/17,/2007 Tue 4/17,/2007 Mone Y
Cell Phone number in Altiris Fri 5/11,/2007 Fri 5/11/2007 Maone Y
[BULK] Maintenance Due Mon 5/14/2007 Mon 5/14/2007 Mone Y
Maple 11.01 Critical Update for Metwork and UNIX U... Mon 7/16/2007 Mon 7/16/2007  Mone Y
Mceess 2007 Mon 7/16/2007 Mon 7/16/2007 MNone Y
pcto mac compatibility Thu 7/19,/2007 Thu 7,/19/2007 MNone Y
v software Fri 7/20/2007 Fri 7/20/2007 Mone Y
~% | Adobe Acrabat Pro Fri7/20/2007  Fri7/20/2007  Mone A\ d
E RE: MALS Fall Newsletter Sat 7/21/2007 Sat 7/21/2007 MNone Y
B Raps MNene Hanse L4
o {Start Date: Sat /21/ R

Tasksand TeDo itemsshow up at tle bottom of the calendar in day and weeilew on their due date.

One an itemis marked as compl&t it remains in the lisbn the calendar athe bottom of the day on

which youmarked it as complete A check mark beside an item indicated thati havecompletedit.

This provides a record of whgwu accomplishedarious taskio -do items Itemsthat you have ot

completed by theirdue date Y R A 0SYa GKI (i ReRcafddoviérltodie ndxtdaydzS R G S

Creating Tasks
Tasksarecreated in the Tasks module.
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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 Categyset a Follow Up flag for i¥ou can
enter aStart date and a Due date&Click Save & Close when you have entered all information.

- 7 0 R tlod D =™
| Eg\‘l = L T Untitled - Task
Task Insert Format Text Developer Add-Ins "Lﬂ‘)
= = - -] o
H i x ] Task v r,r| ?]ﬁ" & " _;‘3 o Categorize w
. Details b 3 ~ “~ ¥ FollowUp -
Save & | Delete Assign Send Status  Mark .. || Recurrence Skip . Spelling
Close Task Report  Complete | E@ Dceurrence (&) Private -
Actions Show Manage Task Options Proofing
Subject: |
Start date: None [=| status: |Wot Started =]
Due date: Mone E Priority: | Mormal |E| % Complete: 0%
[C1Reminder | Mone :‘ Mone COwner: | Ellen M, Witt
El
F
-~
e

Tasks and FDo list items also show up on the To Do bar. You can control how you disgiayn the
To-Do barby 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.

Task Subject swwesmravell
A B » i
Click here to add a new Task rrange =y Categories
o Sort Azcending
Maple 11.01 Update Released for Metwo| ! = : Start Date
Product Motice - Vision 6.5 Release '.Ll Sort Descending v [DueDate
Business Office web pages, etc SharePo| —, Group By This Field Folder
some faculty don't get personal announ J Group By Bo» Type
Vision for Windows ASUP Courtesy Moti -
Computer name and remove contirbute Remave This Column Importance
Software for lab Altiris is ready to test ﬁ Field Chooser Custom...
Mail from Altiriis Helpdesk . .
o P o Best Fit Show in Groups
[BULK] Your Minitab 15 Statistical Softw
Improve Your Online Course with the Blz Format Columns...
burning old shares to cd - what to do ak Customize Current View...

When you are in Calendar view with the-Do bar open, you can drag and drotask onto a candar

day at the time you want to start to work on it. You e&xpand the size of the bdg 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 accoymt, can share calendar$Vhen you initiate the procedure to
share your calendarhe recipient receives anmail messagehat you have shared your Calendar. You
can also request to share their calendar.

To share your calendar:

Inthe Calendamodule in the Navigation Pane, click Share My Caleaddrfill in the options

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

|'/-_":J-\|| =l = - o I Sharing invitation: Ellen M. Witt - Calendar - Share = | S | Se
ey
—/Ir Share Insert Ciptions Format Text Dreveloper L]
= Calibri (Bo ~ |11~ || A0 a7 [[i= -~ i= ~||22)| 835 e /"J W - ? ? :?
_'er =5
B I U||L*P- A -||== =||€=E £E| ~Address Check Follow i Spelling
— = : Book Mames Up ~ -
Basic Text U] Mames Include COptions M= || Proofing
To...
Subject: Sharing invitation: Ellen M. Witt - Calendar

Allow recipient to view your Calendar

| e | Ellen M. Witt - Calendar
"’.—E Microsoft Exchange Calendar

|:| Request permission to view recipient’'s Calendar

LA

Ellen Witt

Director, Instructional Technology and Development
Hollins University

Roanoke, VA 24020

540-362-6020

Viewing Multiple Calendars

If you have been givepermission to view anothaiza S NI2 & , you chrSsyldrtlit MJthe Navigation
pane in calendar view.Just check the box next to the calendar name.

Calendar « In the example below, you can see
O] All Calendar Items - uKS SEOKFyYy3asS I O«
My Calendars x calendar and the calendar for

| Calendar anotheruser side by side.

|:| ‘% Personal Calendar

] % IR

People's Calendars

b

Carol Peters Reed
Calendar - Computer Services:
Help Desk - Banner User
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Day ‘ Week ‘ Month 1 Show woark week @ Shaw full week
(€ () July 15 - 21, 2007 ‘L
Calendar | . Carol Peters Reed h
15 16 17 18 19 20 21 13 16 17 18 19 20 21
| cathy | | | FRANCES AND |
g am
7 00
q 00 Meet
I 1000 Lany - |

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, selectr&ka Calendar viaBail. You can send the calendar for today,
tomorrow, the next 7 days, next 30 days, or a saddtime period.

Contacts

You can view contacts in several new viev@e the 3 examples that follow.

View | Go Tools Actions
Current View » Business Cards
Mavigation Pane 3 Address Cards
To-Do Bar b || v Detailed Address Card;h
Eeading Pane * Phone List
Reminders Window By Category

Detailed Address Cards

Page|7



2 K| fN&wdEin Outlook 2007

12l Contacts
_Aaaaaa Adams, Kirk Armour, Gilbert
Full Name: _Aa3aaaa Full Mame: Kirk Adams Full Mame: Gilbert Armour
E-mail: aaa@aaaaaa.c. Job Title: SME Account .. Job Title: Metwark Engi...
Company: Altiris, Inc, Company: VWCC
| _All_Employees L3 i Department: Sales Business: (540) 857-7263
| Full Mame: _All_Employees | Business: 588 West 400 So E-mail: garmour@fra...
Lindson, UT 840
[ _BB_Facuity_200405 [ ) UNITED STATES Atsaves, Peter
| Full Name: _BB_Faculty_2... | Bus'r?e“: ~ 801 494 53?_5 Full Mame: Peter Atsaves
E.-mall: 3 kadam.s@altlrl..‘ Company: Blackboard
| _BB6_faculty_0506 [=3} ﬁ'&';zif’:;ﬁfmfe?ﬂp?gﬁ is the E-mail: patsaves@bla...
| Full Name: _BB6_faculty_... | 801-226-8500 option 2 <end> Peter Atsaves 610328 5298 can help
with billing Called to get access to
| 886 fcuty 0506 @ | [ators sy e € e s e
| Full Name: _BB6_faculty_... | Full Name: Judy Alford 4/27/2004 8004249299 %2302 Press
Company: Virginia Tech 1 for their online directory Or
[ B 200607 2| | | Business: (540) 231-2309 2024634860 x 2303
[ Full Name: _Blackboard 2... | Business Fax: 540) 231-2001 — .
AddresCards
12l Contacts
_Aaaaaa Armour, Gilbert Dell
E-mail: 33al@aaaaa... Business: [540) 857-72... Business: [800) 274.33...
E-mail: garmour@f.., E-mail: linda_morta...
| _an_Employees |
Atsaves, Peter Dell - Anderson, Robert
| _BB_Faculty_200405 © i E-mail: patsaves@b... Business: [888)973-33...
E-mail: Robert_&nd...
| _BBé6_faculty_0506 [ Atwood, Tom
PolyCom Dell, Inc
| _BB6_faculty 05060 [<3 E-mail: Tom_Atwaoo... Business: 1-500-6953...
Business Fawx 1.888.999.7...
| _Blackboard 200607 €| | |Banner, Help
Mailing Address: educ sales reg Dell-Adobe
[ar 2 Uniied stat, | | | Ken-Rencau
N e £ m E-mail: Ken_Renea...
Business Cards
Adams, Kirk Alford, Judy
Kirk Adams Judy Alford
Altiris, Inc. Virginia Tech
5MEB Account Executive III
Sales (540) 231-2309 Work
jualford @vt.edu
+ 801 494 5375 Work
kadams @altiris. com
538 West 400 South
Lindson, UT 84042
UNITED STATES

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 andRkckove Do not

click delete Selecting elete 2 Delete il delete the
entire list even though you have only highlightege name in the lidt
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 th@Astroup 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 lhasal
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 folddisted under contacts in the Navigation Pane or to the
Contacts window on the right.

Categories

Categoriegan be used thougbut Outlod to categorize amail, calendar items, contacts, or tasKThis
gives you a easy way to visually organize itenfsor example, you might want to assign all email,
contacts and appointments for a particular project in the same categéou 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 theDo bar and other places.
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