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Introduction

There are a variety of ways you may customize Outlook 2007 to fit your
needs. One way to customize Outlook is to change the column headings in
the Folder Pane of the active folder. For example, you may wish to add or
remove the default column headings when you select the Inbox. You may
also group related messages, contacts or any other Outlook item by
assigning them a color category.
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Adding a ColumntotheInbox by Category
Click the Inbox . Inthe Folder Pane (Fig 1, 1), note the column
headings (Fig 1, 2).
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Click the View pull down menu (Fig 2, 1) and point to

Click Customize Current View

Figure 2

Current View (Fig 2, 2).

(Fig 2, 3).
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Figure 3
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4. The Customize View: Messages dialog box will appear (Fig 3, 1).
5. Click the Fields button (Fig 3, 2).
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6. The Show Fields dialog box will appear (Fig 4, 1). Click the down arrow under

fields from:

We are selecting  All Mail fields

and select All Mail fields

(Fig 4, 2).

because we are customizing the
fields in another container such as Contacts, you could choose fields from that container.

, click the field you wish to add (we are selecting

Inbox

Select available

. If you were customizing the

Cc in this example)

Add button (Fig 4, 4). (You may also delete fields by clicking on the

Show these fields in this order:

7. Under Available fields

(Fig 4, 3) and then click the

field name on the right under

button in the middle of the dialog box).
8. Click OK (Fig 4, 5).

Note the Move Up and Move Down
buttons at the bottom right of the

dialog box. You may change the order
of the fields by clicking on the buttons.

and then click the

Remove

Figure 4
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Assigning Color Categories to Outlook Items

Color categories can be assigned to Messages, Contacts or any other Outlook item. You may wish to
color categorize items to group them together and make items easier to find. In the example below,
we will be color categorizing items in the Inbox.

Click the Inbox
Open the message you wish to place in a category.

Onthe Message tab on the Ribbon (Fig 1, 1), in the Options  group, clickthe  Categorize
button (Fig 1, 2)
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4. Click one of the default color categories (Fig 1, 3).

The first time you click one of the default color categories, the Rename Category dialog box will
appear (Fig 2, 1). You may rename your category here if you wish by typing the new name in the

white box beside Name (Fig 2, 2). You may also choose a new color for the category, by clicking

the down arrow beside  Color and choosing from the list (Fig 2, 3).

6. Click Yes (Fig 2, 4).

Figure 2
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7. Click OK.

8. Notice the banner at the top of your message (Fig 3, 1).

Figure 3

Viewing Messages by Category

After you have assigned categories to your message, contacts, etc., you may wish to change your
current view to by Category. This will group the messages together.

1. Click the Inbox

2. Click the View pull down menu (Fig 4, 1). Point to Arrange By  (Fig 4,2) andclick Categories
(Fig 4, 3).
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