
Microsoft Outlook 2007 Quick Resource Guide 
 

Overview  

This guide will give you a brief glimpse at some of the new looks and features of Outlook 2007. At the end of the guide, 

you will find a list of additional resources which will help you explore Outlook 2007 in depth.  

 

7ÈÁÔȭs new in Outlook 2007? 

Color Categories   New Color Categories give you a quick, visual way to customize items and to distinguish items from one 
another, making it easy to locate information. Suppose, for instance, that you want to assign a color category to all items 
related to a certain project. You can add the same color category to e-mail, calendar, and task items so that you can easily 
locate all items from that project at a glance. 

 
 
Attachment previewing   Using the new Attachment Previewer, you can view your attachments from within the Reading 
Pane by making only a single click. This improvement saves you time and allows you to view attachments in context with the 
e-mail message 

 
 



To-Do Bar   The new To-Do Bar integrates your tasks, e-mail messages flagged for follow up, upcoming appointments, and 
calendar information in one convenient place. The To-Do Bar gives you a consolidated view of your priorities for the day! 

 

 
 
Flagging mail for follow-up   Flags are now more useful throughout Outlook. You can use a flag to quickly create a follow-up 
item that can be tracked in the To-Do Bar, in your Inbox, and even in Calendar. They are also still handy for setting reminders 
for yourself and other people. 

 
Calendar Snapshots   You can send your calendar to anyone in an e-mail message. The recipient can open the calendar either 
in their Web browser or in Outlook 

The To-Do Bar contains your monthly 

calendar, any appointments, and your daily 

tasks, all for quick viewing! 



 
Out of Office Assistant   Previously, when you started Outlook, and your Out of Office Assistant was turned on, an 
information alert dialog box appeared. In Office Outlook 2007, when you have Out of Office auto replies turned on, a notice 
appears on the status bar. 

 
 

 

How to Use the Ribbon 
 

The ubiquitous Office 2007 ribbon makes an appearance when you open an email or when you compose a new message! 
The Ribbon consists of three basic components:  
 

Tabs ς Tabs are related to a specific task you do in a document.  

Groups ς Each tab has several groups. In the image below, note that Basic Text, Names, Include, and Options  are 

the groups located on the Message tab.  

Commands ς In the Groups, there are commands. Most commands are a button, box to enter information, or a 

menu.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Finding More Options  
Many of the groups will have additional commands. To see more commands, click on the arrow of a group.  
 

 

Minimizing the Ribbon  

If you prefer access to more work space, you can minimize the Ribbon so only the Tab headings appear. To do this, click the 

down arrow on the Quick Access Toolbar and click Minimize Ribbon. With the Ribbon minimized, you need to click on the 

Tab headings to see the Groups and Commands.  

 
 
 
 

 
 



How to Use the Office Button 
 

The Office Button (only present when a message is open) contains many of the tasks that used to be under the File menu 

in Office 2003. In addition to these common tasks, ȅƻǳΩƭl also find Editor Options and a list of new Outlook items..  

 

 

 
 
 
 
 
 

How to Use the Mini Toolbar 
 

When text is highlighted, the mini toolbar will appear, making it easier for you to make a quick change to the text if you 

know what you would like. Keep in mind that the Live Preview is unavailable when using the mini toolbar.  



 

 

Where to Get More Help 
 

This guide has given you a brief glimpse at some of the new features in Outlook 2007. There is plenty of information 

available to help you explore Outlook 2007 in more depth. Here are some available options for more help.  

The KSC IT Web Page  

²ŜΩǊe constantly trying to provide you with access to information to help you with new technologies on campus. Please visit our 

website ɀ ǿŜΩƭl be updating it regularly to reflect your needs as we transition to Office 2007.  

 
http://www.keene.edu/it/helpdesk/office2007.cf

The Help Menu  
The Help menu is located under the Help tab.   If ȅƻǳΩǊe having trouble finding a command, just type it into the Help ƳŜƴǳΩs 
search feature.  

 
 



 

aƛŎǊƻǎƻŦǘΩǎ ²ŜōǎƛǘŜ  
Here, ȅƻǳΩƭl find plenty of training, demos, and ƘƻǿπǘƻΩs to help you use Outlook  2007 to fullest.  

ƘǘǘǇΥκκƻŦŦƛŎŜΦƳƛŎǊƻǎƻŦǘΦŎƻƳκŜƴπǳǎκŘŜŦŀǳƭǘΦŀǎǇx  

http://office.microsoft.com/en-us/default.aspx

