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Introduction  
Outlook is an integrated set of programs with distinctly different purposes.  

Including messaging, calendaring, contact management and task management  

functions, itôs a suite within a suiteðthe Tootsie Pop of Microsoft Office! The  

purpose of this document is to orient you to the Outlook 2007 interface and  

show you how to get around. Weôll introduce the functional areas of the  

desktop, the essential controls, and the best methods for navigating.  

If you are new to Outlook, youôre timing couldnôt be better; because Outlook 

2007 is, hands -down, the best version yet! If you are an experienced user of  

Outlook 2003 or 2000, youôre going to notice some rather significant changes. 

Rest assured, you will still be able to do the things you have always done with 

Outlook, but youôll do them in a slightly different way. No worries! You are an 

adaptable person ðeverybody says so ðand with a little learning and a bit of  

help, you will master the new tools in no time.  

Please refer to the quick sheet entitled Things to Know When Opening Outlook 2007 for the First 

Time. This sheet will walk you through handling the dialog boxes that will appear.  

First Impressions  
The initial 2007 desktop (Fig 1) looks a  

lot like the 2003 desktop. It is divided into sev-

eral resizable panes (or columns) of tools and 

information. As before, from left to right, there 

is the Navigation Pane, the Message Index Pane 

and the Reading Pane. New in 2007 and occu-

pying the rightmost position  

is the To -Do Bar.  

If the default desktop is too busy for you,  

you can easily collapse and expand the  

Navigation Pane and To -Do Bar by clicking the 

double arrowheads (Fig 2) in their  

respective title bars. You can also change  

the width of the panes by clicking and dragging 

the boundaries that separate them.  

Navigation Pane  
Essentially, the Navigation Pane allows you to see, open and manage the individual folders that 

comprise your mailbox. The message management you do here may not be terribly exciting, but  

it is absolutely crucial to your effective use of Outlook.  

(See document O27 -30 for a nearly exhilarating discussion  

of message and folder management.) At the base of this  

pane, you will find a set of buttons (Fig 3) for moving among  

Outlookôs main functional areas: Mail, Contacts, 

Calendar, Notes, Tasks and Folder List.  
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From left to right: pane, pane, pane and a bar. 

Does technology imitate life or is it the other way 
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You determine which buttons appear in this area. To show more  

or fewer buttons, use the Configure buttons  menu (Fig 3).  

We explore each of the main functional areas of Outlook 2007  

in separate documents (see Publication O27 -00 for a road map). 

For now, it is enough to note that Outlook consistently displays 

this group of buttons in the lower left corner of the desktop.  

Message Index & Reading Panes  
Just right of the Navigation Pane is the Message Index Pane . 

For each message in the selected folder (i.e., the folder high-

lighted in the Navigation Pane), this resizable column displays a box containing summary ðor 

header ðinformation. Typically, this includes the senderôs name, the date or time received, and a 

portion of the subject text. To simplify matters, weôll refer to this box as a message .  

When you double -click on a message in the Index  

Pane, Outlook opens the message in a separate  

message window; but, when you click only once on  

a message in the Index Pane, Outlook displays the 

message in the Reading Pane (Fig 4).  

The Reading Pane  displays the message content  

just as it would appear in a separate window. Each  

approach has it advantage. The separate Message  

window (Fig 11) includes a more comprehensive  

toolbar for processing the message. The Reading Pane is more convenient, as it allows you to read 

the selected message without opening another window and obscuring the Outlook desktop.  

With regard to e -mail borne viruses and other malware , the Reading Pane presents neither a 

greater nor lesser risk. You may rest assured that OTS will scan all incoming mail for known threats 

and that the McAfee anti -virus software you run on your office computer is an excellent second line 

of defense. If your concern over malware attacks outweighs your wish to  

read messages within the initial Outlook view, you can disable the Reading  

Pane. From the Menu bar (Fig 5), select View> Reading Pane> Off .  

This menu will also allow you to switch between a right positioned and  

a bottom positioned Reading Pane.   

If one or more of your messages includes a file attachment (i.e., a file  

icon and name beneath the message header), you can double -click the  

attachment to open it in a separate application window. Or, if the file type is 

compatible (Office, PDF, and common image files), you can click it just once  

to preview it right there in the Reading Pane (Fig 6), saving yourself considerable time.    

To-Do Bar  
The To - Do Bar (Fig 7) is the rightmost pane of information 

on the initial Outlook desktop. By default, it includes a  

reference calendar for the current month, your next three 

appointments and a list of outstanding tasks. Aside from its 

reference value, the To -Do Bar is a handy place to interact 

with other Outlook functions:  

¶ Double -click an appointment to open it for editing  

¶ Drag an e -mail message from the Index Pane and 

drop it on a calendar date to copy it to your calendar  

Figure 3  
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