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OPENING MICROSOFT®  OUTLOOK®  2007  

To open Microsoft® Outlook® 2007, click on the icon on your desktop.  If this is not available, use the following 

steps: 

¶ Go to the  START MENU   

¶ HOVER over ALL PROGRAMS.   

¶ When the programs appear, HOVER over MICROSOFT OFFICE.   

¶ Select MICROSOFT OFFICE OUTLOOK 2007 . 

 

THE USER INTERFACE 

ALMOST THE SAME 

Outlook 2007 uses two different types of user interfaces.  One looks and feels very similar to the old Outlook, 

and the new interface has had some major revisions.  First, we will look at the interface that is almost the 

same as in previous versions. 

In Outlook 2007 the buttons that are available at the top of the window change depending on what feature you 

are using at the time.  Below are examples of the buttons available when CALENDAR is selected, as well as 

when MAIL is selected. 

 

CALENDAR: 

 

 

 

 

 

MAIL: 

 

 

 

Notice that while basic features such as categorize, delete and search are 

available for both, items specific to mail are only available when MAIL is 

selected.  The same is true of CALENDAR items.  
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THE NEW INTERFACE 

The new interface for Office 2007 is very different from previous versions, however Outlook is set up as a 

hybrid.  The main Outlook window maintains the old menus and selections, while inside the mail messages, 

tasks and appointments the new user interface is used.  This new ôfluid userõ interface is called THE RIBBON. 

The first thing that you might notice is that some of the menus are no longer there.  Most importantly, the FILE 

MENU is missing.  This is the most disconcerting issue for new users, but fear not!  All of the features that you 

usually found in the FILE MENU are now behind the ubiquitous OFFICE BUTTON (circled below).  This is also 

where you will find tools and customization capabilities.  

 

 

 

Clicking on the OFFICE BUTTON from a mail message will reveal the following menu: 
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THE RIBBON 

The foundation of the new user interface is the RIBBON.  This replaces the old file menus, and provides a 

visual button for the most common features in each program.  The RIBBON is the primary user interface for 

Word, PowerPoint®, Access and Excel®.  The ribbon is also used in Outlook® when creating messages and 

scheduling appointments.   

HOW TO USE THE RIBBON 

The first items to notice on the ribbon are the 

TABS.  These are like the dividers that we used 

to use in our binders.  These tabs hold functions 

that are grouped by category.  Here is a screen 

shot of the standard ribbon tabs: 

 

In each program, the most common features are contained on the home tab.  For Outlook, on the MESSAGE 

tab, these features include clipboard functions, font editing, paragraph editing, style selections and standard 

editing.  There are two ways to use the ribbon.   

1. Using your mouse:  

a. Select the tab that you need  

b. Select the item from the tab. 

2. Press the ALT keyboard key once to turn on keyboard shortcuts 

a. Press the letter key for the tab you want 

b. Press the letter key for the feature that you want 

 

Below is an example of using the mouse to 

select the insert tab, followed by the table tool 

button: 

 

Below is an example of the ALT keyboard 

shortcuts. 
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FINDING MORE FEATURES 

The ribbon is designed to provide the features that are used most often by users as researched by Microsoft®.  

We all know that there are things that we use that might not be popular with other users, so how do we find 

these tools now that they are not on the ribbon? 

Fear not, there are still ways to customize Word to your specific 

needs.  The QUICK ACCESS TOOLBAR provides you with these 

options. 

 

When using special features such as images, charts and tables, 

the tools that you need will magically appear on a new set of 

tabs.  This eliminates the need to drill through toolbars that are 

not applicable to what you are doing at the time.  I call these 

appearing and disappearing tabs MAGIC TABS.  Here we see an 

example of part of one of these magic tabs that appears when a 

table is selected, and does not appear when the table is not 

selected. 

CUSTOMIZING THE QUICK ACCESS TOOLBAR: 

The QUICK ACCESS TOOLBAR is located at 

the top left of the window by the office button, 

and you can add your favourite features for 

one-click access.   

You can customize the quick access toolbar 

features using the small drop-down arrow 

beside the toolbar and either selecting the 

features that are available, or be selecting 

MORE COMMANDS.  Use this to add your 

favourite features, and to remove features that 

you do not use.   

 

HOVER-OVER FORMATTING (LIVE PREVIEW) 

This may be one of the most effective time-management tools provided by the new Office suite.  Instead of 

selecting a formatting option, then finding that it is not correct, and going through the formatting again, all you 

have to do is hover over the feature with your mouse to preview the changes that will occur.  This is not used 

as much in Outlook since most of the time plain text is all that is needed, however the option is available.  If 

you want to turn off the option to have hover-over formatting, then you will need to turn off the LIVE-PREVIEW 

option from the EDITOR OPTIONS behind the OFFICE BUTTON. 
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USING OPTIONS 

Every program that has the ribbon also has its own OPTIONS menu.  This is where you will find everything you 

need to customize your experience from changing to the Canadian dictionary to adding edit marks.  To get to 

the Options menu, click on the OFFICE BUTTON, and then the OPTIONS button at the bottom of the menu 

box.  From an email message, the EDITOR OPTIONS dialog box will open.  The item that you are working in will 

appear orange on the left-hand side of the screen. 

 

 

POPULAR 

This feature allows you to adjust the basic features of Outlook.  You can decide whether you would like to have 

the MINI TOOLBAR available for editing text, whether you want to be able to see hover-over formatting using 

LIVE PREVIEW, as well as other features such as the way that your name displays, the colour scheme and 

language settings. 

DISPLAY 

This feature allows you to select which items you would like to have displayed such as FORMATTING MARKS.  

It also allows you to set PRINTING PREFERENCES.  

PROOFING 

This feature allows you to select your AUTOCORRECT PREFERENCES, as well as SPELLING AND GRAMMAR 

PREFERENCES.  Use this to choose such items as the number of spaces that you prefer after a period, 

whether you want the editor to check spelling only, or both spelling and grammar. 

 



10 
 

 

Malaspina Teaching & Learning Centre 

ADVANCED 

This section allows you to customize aspects of the Editor in detail.  There are options for how editing works, 

what features you would like to have turned on/off, and formatting options.  This has the most comprehensive 

list of features for advanced customization of your personal preferences including how you would like your 

email to display. 

CUSTOMIZE 

This allows you to CUSTOMIZE the appearance of the QUICK ACCESS TOOLBAR.  Use this feature to select 

or deselect buttons for use in each program. 

 

INSERTING ITEMS INTO YOUR EMAIL OR APPOINTMENT 

Most items that you would insert into your email or appointment are found on the INSERT tab of the ribbon.  

Below are some of these features. 

INCLUDE GROUP 

ATTACH FILE 

This will allow you to attach standard files such as Word documents, pictures, PDF documents and other digital 

materials. 

ATTACH ITEM 

This allows you to insert a specific item from Outlook such as a calendar appointment or another email. 

BUSINESS CARD 

You can generate business cards from your contacts to 

attach to email.  While this is a nice feature in Outlook 

2007, we do not recommend using business cards on a 

regular basis as each card creates a small file attachment 

that increases the size of email.  The example to the right 

demonstrates some of the formatting that is possible.    
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CALENDAR 

This feature allows you to insert a table that displays your calendar events for a specified date range.  You may 

select options such as the amount of detail available, and showing or hiding items that are outside of work 

hours.  This could be useful in communicating availability to people outside of the institution who are not able 

to access Outlook for scheduling, or communicating with students about office hours and course schedules.  

 

 

 

To insert a calendar, select the INSERT tab, and 

then click on the CALENDAR button. 

 

 

 

 

 

 

Here is a sample of the 

inserted calendar.  In 

this case, the calendar 

used is a sample 

calendar, and does not 

belong to an individual.  

Normally YOUR NAME 

would appear in the 

section that reads 

CALENDAR BLANKS 

CALENDAR.   
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SIGNATURES 

Any signatures that you have created are available to be inserted from the SIGNATURES button on the 

INSERT tab.   

From this button, you can also create a new signature. 

1. Select the SIGNATURES option from the dropdown. 

 

2. Select NEW and enter a title for the new signature.  Select OK. 

  

3. Enter the signature text, or copy and paste from Word. 

4. Select OK. 
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ILLUSTRATIONS 

The ILLUSTRATIONS section of the INSERT tab allows you to insert graphical elements into the email. 

PICTURES 

Clicking on the PICTURE button will open the standard dialog box that will allow you to select an image file 

from your computer. 

COMPRESS PICTURES 

When attaching pictures to email, it is important to be aware of file size.  Often large pictures will cause the 

total email file size to be greater than the quota allowed by the service provider.  A difficulty with this is that 

sometimes people confuse the file size with the size of the image.  After resizing the image, the file could have 

the same amount of information, and therefore have the same sized file. 

Office 2007 provides an easy method of shrinking the file size of images added to email, documents or 

presentations.  This is the COMPRESS PICTURES feature. 

1. Select the image that you want to compress. 

2. Select the FORMAT tab from the PICTURE TOOLS that appear.  

 

 

 

3. Select COMPRESS PICTURES 

 

 

4. From the dialog box that appears, select 

OPTIONS 

 

 

5. From the new dialog box, select the options 

that you want.  For standard email select 

EMAIL. 

 

 

6. Select OK to both dialog boxes. 
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CLIP ART 

To insert CLIP ART, select the INSERT tab, and then select the CLIP ART button.  The Clip Art button will open 

a task pane.  The task pane allows you to search for clip art using a keyword search. 

SMART ART 

Smart Art is a quick method of adding flowcharts and 

relationship diagrams.  These work best with minimal text.  

The Smart Art feature auto-formats to fit the text, so large 

amounts of text will create a very small diagram.  In testing 

for compatibility with other systems, the following Smart 

Art was viewable using the Mail program on a Mac, 

however, the image appeared in greyscale.  When viewed 

using Entourage, the image appeared as seen here. 

 

TABLES 

Tables have been improved to provide more a more attractive final product.  Tables also work with live preview 

hover-over features.  Use the tab that appears when your table is selected to add impressive formatting to your 

tables.   

To INSERT A TABLE, click the INSERT tab, then 

TABLE and select the number of rows and 

columns from the drop-down menu, or select a 

preset from the QUICK TABLES OPTION. 

 

CHARTS 

To INSERT A CHART, click the INSERT tab, and 

then select CHART.  Select the type of chart that 

you want.  An Excel window will open with sample 

data.  You can import data, or create your own.  

Charts also work with live preview hover-over 

formatting features. 
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HYPERLINKS 

Hyperlinks work similarly to previous versions.  To insert a hyperlink, SELECT the INSERT TAB and then 

SELECT the HYPERLINK button.  An INSERT HYPERLINK DIALOG BOX will open that will allow you to select 

the hyperlink location.  The world button on the dialog box will allow you to browse the web to select your 

hyperlink. 

  

 THE TO-DO BAR 

This is a new feature for Outlook 2007.  The To-Do Bar provides easy access to the most pressing details as 

well as one-click access specific calendar dates.  Click on a date to go to that date in your calendar. 
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EMAIL 

The email features are much the same as with previous versions.  The biggest change is that the email editor 

used the new user interface (see the section on the Ribbon).    

PREVIEW ATTACHMENTS 

One of the new features in Outlook Mail is the option to PREVIEW ATTACHMENTS.  At the moment, only Office 

documents are available for preview (Word Documents, PowerPoint presentations, Excel worksheets, Visio and 

Outlook items, and images).   

To preview an attachment in the reading pane, SINGLE-CLICK THE ATTACHMENT.  This will open a dialog 

item that allows you to decide if you want to preview the file.  If you know that the file is safe to open, select 

PREVIEW FILE and the document will open in the READING PANE. 

 
You can also preview messages in an open email messages.  To RETURN to the email message, select the 

MESSAGE BUTTON. 

CATEGORIZING MAIL 

In order to categorize email by colour or type, right-click the 

light grey square to the right of the email title.  This will 

open the Categories list.   

 

Select the category that you want to use.  

 

 

 

 

The square will now display your colour code.  
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SET MAIL ITEMS AS TASKS 

If an email contains an ACTION that needs to be taken, you 

can ADD THE EMAIL TO THE TASK LIST.  If you LEFT-

CLICK the clear FLAG to the right of the colour category, the 

default task setting will be automatically set.  This is usually 

set to the TODAY item level. 

If you would like to set a DIFFERENT DATE to 

the task, RIGHT-CLICK the flag and select the 

desired setting from the DROPDOWN MENU.  

Notice that there are no longer flags of different 

colours.  Using the CUSTOM OPTION, it is still 

possible to set an item to FOR FOLLOW UP, 

however, the only flag colour is red.  The 

immediacy of the task is displayed by the hue of 

the red flag.  Tasks automatically move from 

NEXT WEEK ɷ THIS WEEK ɷ TOMORROW ɷ 

TODAY as the date approaches.  If you do not 

wish to have items change immediacy based on 

the date, select the NO DATE option. 

 

ARRANGE BY 

This is not a new feature in Office 2007, however, as it is 

important to prevent the inbox from exceeding our limits, it is a 

good idea to review the arrange by options.  The default setting 

for Outlook is to have email ARRANGED BY DATE.  To fix 

overloaded inboxes, it is a good idea TO ARRANGE BY SIZE. 

 

This will allow you to identify email that takes up the most 

space so that you can save attachments and delete the email. 
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CALENDAR 

 

The Calendar in Outlook has not changed much 

from the 2003 version.  It is still possible create 

appointments, categorize appointments by colour, 

and invite others to appointments.  The main 

calendar is titled CALENDAR by default.  You may 

add additional calendars and name these as you 

choose.  To the right you will see that I have 

created a calendar named Calendar Blanks that I 

use for printing blank calendars and for training 

purposes.  To SELECT A CALENDAR FOR 

VIEWING, simply CHECK the box next to the 

calendar name. 

 

 

 

 

 

 

NEW CALENDARS 

To create a new calendar, 

select the NEW DROPDOWN 

menu and click on the 

CALENDAR option.  Enter a 

name for your calendar, and 

then select OK. 

 

You will now see the calendar 

that you created in MY CALENDARS.  To view and 

use this calendar, select the checkbox next to the 

calendar name. 
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VIEWING OVERLAID CALENDARS 

A nice new feature in Outlook 2007 is the ability to OVERLAY MULTIPLE CALENDARS.  To do this, SELECT 

THE CALENDARS that you are interested in from My Calendars and Peopleõs Calendars.  Initially the calendars 

will be displayed side-by-side.  CLICK the toggle button VIEW IN OVERLAY MODE on the calendar on the 

right-hand side.   

 

The left hand calendar will take the top position, however this is easily changed by CLICKING ON THE TAB for 

the other calendar. 

 

To REMOVE THE OVERLAY, CLICK the toggle button to VIEW IN SIDE-BY-SIDE MODE. 
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SCHEDULING 

Scheduling a meeting is not a new feature, but as we get many 

inquiries about how to do this, we decided to include the details 

here. 

Select the NEW dropdown menu, and choose MEETING 

REQUEST. 

 

The initial view is for the details of the meeting such as the 

location and purpose.  To schedule the meeting so that it does not 

conflict with any of the participants (and resources), click the 

SCHEDULING BUTTON on the SHOW group of the MEETING TAB. 

 

YOUR NAME will automatically appear in the list of all attendees as 

the MEETING ORGANIZER.  To ADD ATTENDEES that are listed in 

the global address book, simply TYPE THE NAME IN THE NEXT 

AVAILABLE LINE of the attendees list.  If you type the full name, and 

hit enter, the name will be checked against the global address list and 

become active.  Active names are displayed as underlined text.   

If you cannot remember a personõs full name, type their first name and 

hit enter.  If the name is unique (the only person with that name), then 

it will automatically populate the full name.  If the name is a common 

name, then it will be underlined in red.  RIGHT CLICK the name and 

Outlook will provide a list of people with that name. 

You may also add attendees that are not 

in the global address list by typing their 

email address.  If you are inviting an 

external person to a meeting, then you 

will not be able to access their calendar 

items, so the availability information will 

not display.  

Once you have selected all of your 

attendees, you can look at the 

availability of all parties to find a time 

when everyone is available.  Click on the 

available time space to select it.  You 

can extend the length of time by picking 

up one of the sides of the time selection 

and dragging it to the left or right. 
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If you have difficulty finding an 

appropriate meeting time, you 

can get Outlook to find one for 

you by selecting OPTIONS and 

selecting one of the 

AUTOPICK choices. 

 

 

 

 

 

Once you have scheduled the meeting, return to 

the APPOINTMENT VIEW and enter all of the 

details before sending the invitation.   

 

 

 

 

 

 

 

 

The default setting in Outlook requests a response from the 

invited parties, and allows them to propose a new time.  To 

change this, select the RESPONSES BUTTON on the 

ATTENDEES GROUP of the MESSAGE tab. 
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CONTACTS 

The contacts in Outlook have been 

expanded to include a variety of 

views.  The default view is now the 

Business Card view (see image to 

the right).  Unformatted business 

cards are created when a contact is 

added.  Business Cards can be 

modified to include images and 

specific text.   

 

 

Traditional views are still available, 

including address cards, phone lists, and 

sorted lists such as by category, 

company and location. 

 

 

 

 

 

 

 

  


