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Outlook Fundamentals

Microsoft Outlook lets you send and receive email
messages, schedule appointments, keep track of tasks, Objectives
and organize your contacts and addresses.

Understand the Screen

This module introduces the Outlook fundamentals. You Navigate Outlook
will learn how to find your way around the Outlook

Items

screen and item windows. You will also learn how to

search for things, delete items, and access Outlook’s Search

help features. Let’s get started. Delete and Restore Items
Use the View Tab

Ribbon Display Options
Print
Help
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Understand the Screen

There is a lot going on with the Outlook program screen, so this lesson will help you become more familiar
with it. Review the labeled items in the images below, then refer to the tables to see what everything does.

o7 P search - [m] X
File Home  Send /Receive View Help 6
ol\lew Email ~ [ ~ & B 9 & — Unread/Read BB~ [+ Search People B Y~ 55 - .
: nread ByDate v T Breakfast?
~kayla@customguide.com — 2 o
v Today | .
Inbox 2 - .< > |
Pepe Roni % .
Drafts Pepe Roni To Kayla Claypool %:03 AM
Breakfast? 9:03 AM
Sent ltems .
Weren't you supposed to . .
Deleted ltems Weren't you supposed to bring in breakfast today?
Archive lona Ford
. . Updated Policy—Review an... 2:27 AM
ST Hi Kayla, Would you mind
Junk Email
Outbox Kerry Oki
RSS Feeds Product U.pdate ) 8:01 AM
I have a client who's
Search Folders
Mena Moran
RE:Parking Restrictions T:52 AM
Where should we park
Paul Tron
Parking Restrictions 643 AM
Just so you know, we can't
Camille Orne
Holiday Hours 6:33 AM
Could you answer a
Reed Stephens
Software Updates 5:22 AM
Good morning everyone! |
| [ o v “es 3
] Microsoft account te.. v
ltems: 71 Unread: 2 All folders are up to date. Connected to: Microsoft Exchange (imi| -——+ 100
.s ll ok Prog Screen

File tab: Contains basic file management

e Close button: Closes Outlook.
commands.

Ribbon: Contains buttons used to

execute commands .

Reading Pane: Displays the contents of
the selected messages .

Navigation Bar: Contains links to other
parts of Outlook; the current view
appears in blue .

© © @ ©

Q Search: Search the current view using keywords

Inbox: Lists all your emails; can be arranged
according to your specifications .

1

N

[Your Company Name]



File Home

£ New Email ~

Inbox
Drafts
Sent ltems
Deleted ltems
Archive
» Conversation History
Junk Email
Outbox
RSS Feeds
Search Folders

B B g2

Items: 71

Unread: 2

Send / Receive

m - = 8-

wkayla@customguide.com

9

T oMicrosof‘t account te...

All folders are up to date.

View

£ search

© € — 3 unread/Read

All

Today

Unread

By Date

oo,
oo

-

Search People

T Breakfast?

Pepe Roni
Breakfast?
‘Weren't you supposed to

9:03 AM

lona Ford

Updated Policy—Review an...

Hi Kayla, Would you mind

Kerry Oki
Product Update
I have a client who's

Nena Moran
RE:Parking Restrictions
‘Where should we park

Paul Tron
Parking Restrictions
Just so you know, we can't

Camille Orne
Holiday Hours
Could you answer a

Reed Stephens
Software Updates
Good morning everyone! |

27 AM

8:01 AM

T:52 AM

6:45 AM

6:33 AM

5:22 AM

v

Connected to: Microsoft Exchange

Pepe Roni
To Kayla Claypool

2]

ST

i

5%~

CIRIENE

®03 AM

Weren't you supposed to bring in breakfast today?

-——

1008

\
Outlook Program Screen

\

0 ' Folder Pane: Navigate to other folders.

Status Bar: Displays information and reminders
about Outlook items, right-click to change what

is displayed.

© 2025 CustomGuide
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Navigate Outlook

While Outlook displays your Mail by default, you can easily switch the view over to other information, like

your Calendar, People, or Tasks.

Use the Navigation Bar

The Navigation Bar at the bottom of the screen links to the other parts of Outlook, and the currently active

screen appears in blue.

Click a link on the Navigation
Bar to switch views.

e Mail: View your inbox. Read
and compose emails.

e Calendar: View your current
calendar. Create and edit
events.

e People: Search, view, and edit
your contacts.

e Ellipsis: Contains additional
Outlook views, such as Notes,
Folders and Shortcuts, as well
as Navigation Options.

&

file  Home Send/Receive View Help

7 NewEmail ~ [l ~

v kayla@customguide.com
Inbox
Drafts
Sent ltems
Deleted Items
Juchive
> Conversation History
Junk Email
Outbox
RSS Feeds

Search Folders

2B K =

ftems: 71 Unread: 2

P search - & x
B M 9 € =2 & uUneadfRead B3+ B+ searchpeople B Y- 55
<
All - Unread ByDate v 1 Breakfast?
W e a
2 b ) SIS
Pepe Roni
Pepe Roni To Kayla Claypool %03 AM
Breakfast? 903 AM
eren't you supposed to .
Weren't you supposed to bring in breakfast today?
lona Ford
Updated Policy—Review an... 827 AM
Hi Kayla, Would you mind
Kerry Oki
Product Update 801 AM
have a dlient who's
Nena Moran
REParking Restrictions 752 AM
Where should we park
Paul Tron
Parking Restrictions 649 AM
Just 50 you know, we can't
Camille Orne
Holiday Hours 633 AM
Couldyou answer a
Reed Stephens
Software Updates 522 AM

Goed morning everyane! |

Microsoft account te.

Al folders are up to date.

v

Connected to: Microsoft Exchange [ -—————+ 100%
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Customize the Navigation Bar

The Navigation Bar normally displays large text buttons for Mail, Calendar, People, and Tasks, but you can
customize it to make it work for you.

o Click the ellipsis button. @ 2 s - 8 x
File ~ Home Send/Receive View Help
o Select Navigation Options. Sonewemal + @+ B - | 6 % > @ uwead/mead B2v fe seachpecpe | @ To | ghe
Make changes to the ‘
g ) Al Unread ByDate~ T Breakfast?
v kayla@customguide.com —
Navigation Bar inbox == i oo+
g . Pepe Roni
Drafts Pepe Roni To Kayla Claypool %03 AM
— Breakfast? 2:03AM
. entltems Weren't you supposed to
e Change how many links eleted s Weren't you supposed to bring in brealast today?
Archive lona Ford
Updated Policy—R o B2TAM
appear. 3 Converstion Hetory opaaea ronc €0
Junk Email
d h I k Outbox Kerry Oki
° Reorder the links. o Product Updte a01AM
I have a client who's
Search Folders
H Nena Moran
e (Optional) Choose to compact
Just so you know, we can't
the Navigation Bar.
Paul Tron
Parking Restrictions 649 AM
. Just 50 you know, we can't
Click OK.
Famills Orne
Nayigation Options...  urs 633 AM
nswer a
3 Notes
7 Folders ohens
sdates 522AM
hortcuts ng everyone! |
= R >, aes
= A Microsoft account te. v
ftems: 71 Unread: 2 Allfolders are up to date.  Connected to: Microsoft Exchange [ -+ 0%
o] P search - a8 x
File ~Home Send/Receive View Help
2 newemal ~ [l ~ & B~ € € = [ uwead/Read BF- [B- | searchpeople B V- 5k .
<
All Unread ByDate v T 7
w kayla@customguide.com — "o & Breakfast?
~ Today 4
Inbox z Pepe Roni S92
Drafts Pepe Roni To Kayla Claypool %03 AM
Breakfast? S:03AM
Sent ltems B}
Weren't you supposed to
Deleted Items. Weren't you supposed to bring in breakfast today?
Archive | Navigation Options x
> Conversation History :r
Maximum number of visible items:
Junk Emal
8 Compact Mavigation
Outbox
RSS Feeds ¥ Display in this order
[
Search Folders G noar Maove Up
o S Move Down
o notes
1| Folders
Shortcuts
! Reset Cancel
Camille Orne Q
Holiday Hours AM
Could you answer a
Reed Stephens
Software Updates 522 AM
Good meming everyone! |
= ! S e
= a Microsoft account te.. v
ltems: 71 Unread: 2 Allfolders are up to date.  Connected to: Microsoft Exchange [ -+ 100%
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Use the Folder Pane

In addition to using the Navigation Bar, you can also use the Folder Pane on the left side of the Outlook
window to navigate to the different folders in Outlook.

0 Click any folder in the Folder & £ seare - a8 x
Pane File ~Home Send/Receive View Help
B Newemal ~ [ ~ B B+ € € = [ umead/Read B3+ M- searchpeople B VY- 5k .
Outlook opens the folder that you :
All - Unread ByDate v T Breakfast?
v kayla@customguide.com — &
v Today
<
selected. ibox 2 —— slel>
Drafts Pepe Roni To Kayla Claypool %:03 AM
Breakfast? 9:03 AM
Sent ltems W
eren't you supposed to
Deleted ltems Weren't you supposed to bring in breakfast today?
Archive | Ford
> Conversation History i ol Renicwan. GaTam
Junk Email
Outbox Kerry Oki
RSS Feeds Product Update 8:01 AM
Ihave  client who's
Search Folders
Nena Moran
RE:Parking Restrictions 7:52 AM
here should we park
Paul Tron
Parking Restrictions 649 AM
Just sa you know, we can't
Camille Orne
Holiday Hours 633 AM
Could you answer a
Reed Stephens
Software Updates 5:22 AM
Good morning everyone! |
B 8
= 2 Microsoft account te. p
{tems: 71 Unread: 2 All folders are up to date.  Connected to: Microsoft Exchange [ -+ 0

16 [Your Company Name]



Favorites
Inbox

Drafts

Sent Items
Deleted Items

Outbox

Junk Email

RSS Subscriptions

Search Folders

Add frequently used folders here for quick access.

Contains all your recent incoming email messages.

Stores draft messages that you haven’t yet completed or sent.

Stores copies of messages you have sent.

Works like the Windows Recycle Bin; where you can find deleted Outlook items.
Temporarily stores any messages that you’ve composed and prompted to send,
but have not been sent yet. Messages can appear here if you're experiencing a

connectivity issue.

Contains messages that Outlook considers spam. You should check this folder
periodically to check for incorrectly flagged messages.

Allows you to access content that you’ve subscribed to via RSS feed, such as news
and blogs.

Provides quick access to color categorized messages, messages flagged for follow-
up, messages with large attachments, and unread messages.

© 2025 CustomGuide
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Iltems

In Outlook, an item is the basic element that holds information, such as an email message or calendar event.
Items are used to send and view emails and organize information, such as tasks and contacts.

Outlook Items

1 Email Message Compose an email.
E Appointment Add an appointment to your calendar.
:ﬂ"! Meeting Schedule and invite others to an appointment, or reserve resources
LA such as a conference room.
= Contact Enter information about a person, including their name, company,

job title, and email address.

Hﬂ, Group Create a collection of contacts that allows you to quickly send mass
emails.
Task Enter to-do items that can be tracked until completion.

18 [Your Company Name]



Search

If you have a lot of items in Outlook and want to find something specific, you can search for it. Search works
the same everywhere in Outlook: Mail, Calendar, People, Tasks, or Notes.

Search Items

Here’s how to search for items in Outlook...

o C||Ck |n the f|e|d & CurrentMailbox ~ £ breakfast v % = a X

File  Home Send/Receive View Help Sep

e Type your SearCh term. €3 from 2 sentTov [Z] subjet [J Hasattachments () unread B2~ I | [Jinclude Deleted tems Close Search

Results ByDate v T Breakfast?

Outlook starts searching automatically | viyascustomguidecom - —
. . . Inbox ene Roni S| |> .
and highlights your search term in the o Pepe Ko @ o e cpool s

Breakfast? 9:03 AM
Sent ltems ‘Weren't you Inbox
results. I Weren't you supposed to bring in breakfast today?
Archive
> Conversation History lona Ford
Breakfast tomormrow! 12:47 PM
H H H H Junk Email Don't forget! <ends> .
Tip: To edit the search options, click e b
i X s Pepe Roni
the Options button on the Search tab, = (i -
Search Folders Hi Kayla! Here are Inbox
click Search Tools, and then select -
- Breakfast 10:48 AM
Search Options. e
Kerry Oki
Breakfast Club Rotation %14 AM
Good morning Inbo:

Search Complete.

2B K H

Items: 5 All folders are up to date.  Connected to: Microsoft Exchange ] ——h——+ %

© 2025 CustomGuide 19



Refine Search Results

Once you start searching, notice that the Search tab on the ribbon appears. This gives you options to adjust

the search.

Click in the Search tab.

Click the ellipsis button on the
Search tab to open the More
Commands menu.

Select Look in.

Select a search scope in the
Scope group.

e Current Folder: Restricts the
search to the currently
selected folder.

e Subfolders: Searches the
selected folder as well as any
of its subfolders.

e All Outlook Items: Searches all
Outlook Items, including Mail,
Calendar, Contacts, and Tasks.

OR

Click one of the refining
buttons on the Search tab.

You are also given plenty of options for
refining your search, including items in
a specific category, messages from a
certain contact, or items with
attachments.

Select or enter that option's
criteria.

Tip: You may need to select additional
information or text depending on how
you refine your search.

[o7] Current Mailbox

£ breakfast

File  Home Send/Receive View Help Search

€3 From 2 sentTo~ [S] subject

<

v kayla@customguide.com
Inbox 2
Drafts
Sent Items
Deleted Items
Juchive
> Conversation History
Junk Email
Outbox
RSS Feeds

Search Folders

H F @

[ Haf achments (=) unread S5~
Results ByDate v T
~ Top Results
Pepe Roni
Breakfast? 9:03 AM
Weren'tyou Inbox
~ Vesterday
lona Ford
Breakfast tomorrow! 1247 PM
Don'tforget! <end> Inbox
Pepe Roni
Breakfast suggestions 11:45 AM
Hi Kaylal Here are Inbox
lona Ford
Breakfast recipe 10:45 AM
Here's a recipe that Inbox
Kerry Oki
Breakfast Club Rotation 914 AM

Good morning nbox

Search Complete.

o ] close search I‘

[ include Deleted items

Refine
Breakfast? + More >
s
S Pene Roni Nl
£ All Mailboxes [ Lookin: > {AM
2 Current Mailbox Resuits
wwere
[ Current Folder @ 1% Older Results
B Subfolders Options
1 All Outlook items
", s 2 RecentSearches >
T8 Search Tools >

Items: 5 All folders are up to date.  Connected to: Microsoft Exchange [in] -+ 0%
[o7] Al Qutlookltems v breakfast v = a X
File Home  Send/Receive View Help Search
€ From 2 SentTo- [=] Subject [J Has Attachments (&} Unread BB~ [l [ Include Deleted ftems Close Search

v kayla@customguide.com
Inbox 2
Drafts
Sent ltems
Deleted Items
Juchive

> Conversation History
Junk Email
Outbox
RSS Feeds
Search Folders

=2 E 8 B

Items: 6

ByDate v T

 Top Results

Pepe Roni

Breakfast? 203 AM

eren'tyou Inbox

- Vesterday

lona Ford

Breakfast tomorrow! 1247 PM

Don'tforget! <end> Inbox

Pepe Roni

Breakfast suggestions 11:45 AM

Hi Kaylal Here are Inbox

lona Ford

Breakfast recipe 10:46 AM

Here's a recipe that | Inbox

Kerry Oki

Breakfast Club Rotation 514 AM

Good morning Inbox
v Tasks

kayla@customguide f

Breakfast 37222022

Tasks

You may not be seeing all search results yet because
we're still organizing some items. This process may
take some time.

All folders are up to date.

Breakfast?

Weren't you supposed to bring in breakfast today?

Sle
Pepe Roni Rl g

To Kayla Claypool 203 AM

Connected to: Micrasoft Exchange [T - ————+ 100%
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Current Mailbox
Current Folder
Subfolders

All Outlook Items

Include Older
Results

From

Subject

Has Attachments
Categorized

This Week

Sent To

Unread
Flagged

Important

More

Recent Searches

Search Tools

Close Search

Expand your search to include all mail folders in this mailbox.
Only search within the current folder.

Expand your search to include all subfolders of the current folder.
Expand your search to include all Outlook items.

Don’t limit the number of results for this search to only the most recent. If you
choose this option, the search might take longer.

Filter your search results to show only mail messages sent from a certain person.
Filter your search results based on the subject of the item.

Filter your search results to only show items that have attachments.

Filter your search results based on the category of an item.

Filter your search results based on when the mail message was received.

Filter your search results to show items where a specific recipient appears in the
To line of the mail message.

Filter your search results to show messages that are marked as unread.
Filter your search results to only show items that are flagged.

Filter your search results to only show mail messages that are marked with high
importance.

Filter your search results based on more advanced criteria, such as the Cc line on
mail messages or location on calendar items.

Reuse a recent search.

Check the indexing status of your Outlook items, select which data files to search,
or access other advanced search options.

Close the current search.

© 2025 CustomGuide
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Delete and Restore Items

Many organizations limit how much space Outlook can take up. Deleting old emails and objects helps keep

you within that limit.

Delete an Item

Select an item.
Click Delete.

Shortcut: Press Delete.

The item is deleted and moved to the
Deleted Items folder.

Tip: To permanently delete the
messages in your trash folder, right-
click the Deleted Items folder in the
Navigation Pane and select Empty
Folder.

Restore an Item

file  Home Send/Receive View Help

7 New Email ~

mw -

v kayla@customguide.com

Inbox
Drafts
Sent ltems
Deleted [tems
Archive
> Conversation History
Junk Email
Outbox
RSS Feeds

Search Folders

2 B K

ftems: 71 Unread: 1

HiKayla, Would you min

Kerry Oki

Product Update 801 AM
I have a client who's

Nena Moran

REParking Restrictions T:52AM

Where should we park

Camille Orne
Holiday Hours 633 AM
Could you answer a

Reed Stephens
Software Updates 522 AM
Good morning everyone! |

Microsoft account te.
Microsoft account security . 521 AM
Micrasoft account

Microsoft Store d

Al folders are up to date.

L search = a X
B M- 9 € =2 O umreadiRead B3+ M@+ searchpeople B Y- 55
«
All - Unread ByDate v T RE:Parking Restrictions
v Today «

1 Nena Moran o9z
Pepe Roni To Paul Tron; Kayla Claypool 7:52 AM
Breakfast? 903 AM
Weren't you supposed to

Where should we park instead?
lona Ford
Updated Poli—Review an... 227 AM From: Paul Tron

<paul@customguide.com>

Date: Today at 6:49 AM

To:Kayla Claypool <kayla@customguide.com>, Nena
Moran <nena @customguide.com>

Subject: Parking Restrictions

Just so you know, we can’t park in the twe rows of the lot
closest to the street next week, due to some construction
werk. We're also not able to park on the street in front of
the building either.

v
Connected to: Microsoft Exchange [ -—————+ 100%

If you realize that you deleted something accidentally, you can usually retrieve it.

Click the Deleted Items folder
from the Mail screen.

Here you'll see deleted
messages, calendar events,
contacts, and tasks.

Select an item to restore.

The item is restored.

Click and drag the item back to
its original location.

P search

File  Home Send/Receive View Help

G New Email ~

kayla@cut
Inbox
Drats
Sent ltems
Deleted ltems
Archiy

> Cor on History
Junk Ermail
Outbox
RSS Feeds
Search Folders

= B S8

Items: 4

]E -

Jiguide.com

SRR S

<

Al Unread ByDate w T

1 @ Recover items recently removed from this folder

Nena Moran
RE:Parking Restrictions 7:52 AM
Where should we park

— [ unread/Read Ef~

brian@2stomauide.. [&
Review documents" 7:00 AM
Paul Tron

TPs Reports &30 AM

I know that they're

Microsoft Store
Your Microsoft order £2200...
Important details regarding

12272021

All folders are up to date.

- o x
Search People Y- 5%
TPS Reports
“ | %
Paul Tron pa el id
To Kayla Claypool 530 AM

| know that they're annoying, but we need to make sure that
we have our TPS reports sent out by the end of the day with
cover sheets!

Connected to: Micrasoft Exchange [T - ————+ 100
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Use the View Tab

Whether you're working with your Mail, Calendar, Contacts, or Tasks, you'll always have several views to
choose from.

Change Views

Click the
ribbon.

tab on the

The commands available on
the View tab will change
depending on what you're
working with, but you can
always change views.

Click

Like the buttons on the ribbon,
these options will vary.

Select a view.

Compact: Displays brief details
about the message in the
message list and displays the
Reading Pane.

Single: Displays each message
as one line in the message list
and displays the Reading Pane.

Preview: Displays each message

as one line in the message list
and hides the Reading Pane.

File  Home Send /F

[Z4 show Focused Inbox

v kayla@customguide.com

Inbox:
Drafts
Sent Items
Deleted Items
Archive
> Conversation History
Junk Email
Outbox
RSS Feeds
Search Folders

=2 B R

Items: 71 Unread: 2

©, [hangevwew" ¥

P search
View  Help

pentview~ | B~ ]

= = =
=| b= S
Compact Single Previe dyDate v T

Manage Views...
Save Current View As a New View...

9:03 AM
Apply Current View to Other Mail Folders.

lona Ford
Updated Policy—FReview an.
HiKayla, Would you mind

827 AM

Kerry Oki
Product Update
Ihave a dient who's

8:01 AM

Nena Moran
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7:52 AM

Paul Tron
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Just 50 you knew, we can't

649 AM

Camille Orne
Holiday Hours
Could you answer a
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Reed Stephens
Software Updates
Good meming everyone! |
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Microsoft account te...

All folders are up to date.
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Folder Pane

The Folder Pane usually appears on the left, displaying a list of folders.

Click the ellipsis button on the
ribbon to display the More
Commands menu.

Select Layout.

Click the Folder Pane button
on the View tab.

Select a Folder Pane option.

o Normal: Displays the Folder
Pane on the left.

e Minimized: Hides the Folder
Pane.

e  Off: Turns the Folder Pane off.

e Favorites: Toggles whether
Favorites are shown or not.

e Options: Controls how many
Folder Pane categories display
and specifies the order they
appearin.

& P search - 0
‘ y
Fle ~ Home Send/Receive View Help -
[ show Focused Inbox (s Change View~ 48 currentview~ | B|~ T 1Z use Tighter spacing [1]]
. Arrangement
All  Unread =1 Add Columns ByDate v T
kayla@customguide.com —
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— Breakfast? 203 AM
» O Layout s
Deleted Items
lona Ford Window
Archive Updated Policy—Review and Respond 8:27 AM
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Qi [ Close All tems
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Reed Stephens
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Microsoft account security info was added 512 AM
Lucas Bodine
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H A =l Microsoft
tems: 71 Unread: 2 Allfolders are up to date.  Connected to: Microsoft Exchange [
& P search - o
Fle Home Send/Receive View Help
[ show Focused Inbox (5 Change View ~ 48 currentview~ | B~ 1] = [Z Use Tighter Spacing [
. Arrangement
Al Unread 51 Add Columns ByDate v T
v kayla@customguide.com —
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Deleted Items g
lona Ford Minimized [E ReadingPane >  Window
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off . >
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Junk Email Eavontes
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Search Folders Re: Parking Restrictions 7:524M
Paul Tron
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Camille Ome
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Reed Stephens.
Software Updates 522 AM
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Lucas Bodine
Hi Kayla! 452 AM
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Reading Pane

You can also adjust where the Reading Pane appears.

Click the ellipsis button on the
ribbon to display the More
Commands menu.

Select Layout.
Select Reading Pane.
Select a Reading Pane option.

Right: Displays the Reading
Pane on the right.

Bottom: Displays the Reading
Pane on the bottom.

Off: Turns off the Reading
Pane.

o] P search - a x
Fle  Home Send/Receive View Help
[ show Focused Inbox (s Change View~ 48 currentview~ | B|~ T 1Z use Tighter spacing [1}’
Arrangement
>
All  Unread 51 Add Columns ByDate v T
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> Yesterday
> Three Weeks Ago
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@ P search -t
Fle  Home Send/Receive View Help
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2 Y Options. 5 Close All ltems
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Items: 71 Unread: 2 All folders are up to date.  Connected to: Microsoft Exchange |
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To-Do Bar

There is also a To-Do Bar that you can choose to turn on and customize what displays.

Click the ellipsis button on the
ribbon to display the More
Commands menu.

Select Layout.

Click To-Do Bar.

You can choose to display one
or a combination of your
Calendar, People, and Tasks
list.

Select a To-Do Bar option.

e Calendar: Displays your
calendar in the To-Do Bar.

e People: Displays your contacts
in the To-Do Bar.

e Tasks: Displays your tasks in the
To-Do Bar.

e Off: Hides the To-Do Bar.

File

Sentltems Inbox 2 ¥

Drafts

Deleted tems

£ Search - o x
Home Send/Receive View Help
[ show Focused Inbox (s Change View~ 48 currentview~ | B|~ T 1Z use Tighter spacing [1]’
Arrangement
All Unread 51 Add Columns ByDate v T
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Layout >
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Y [ Close All tems
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Pepe Roni
Te Kayla Claypool

{Vz

1 I (@) Feedback

All folders are up to date.

Connected to: Microsoft Exchange
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File

Inbox 2

Sent Items

Drafts

Deleted Items

P searcn - 8 x
Home  Send /Receive View  Help
[ show Focused Inbox (s Change View~ 48k currentview~ | B~ T = 1Z use Tighter spacing [} .
Arrangement
All Unread 51 Add Columns ByDate v T
E O @ |From Subject Received ¥ |Size |Categories |M 4— Expand/Collapse > i
« Today Layout
| Pepe... Breakfast? Tha 317/20, << =
lona... Updated... Thusnrzg| I EelderPane > | I Layout ’
I Kerr... Product Thu 3/17/20 [0 BeadingPone > Window
Nena... Re:Parki.. Celendar | [ To-DoBar > indes Window
Paul... Parking .. People . 42K8 7 Open in New Window
Cami.. Holiday - Tasks 42¢8 E Close All s
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Microsof... Microsoft account security info was added 76 KB
Lucas... Hi Kayla! Thu 3/17/20... 78KB
Microsot... Microsoft account Thu317720.. 78KB
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Items: & Unread: 2
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Breakfast?

Start your reply all with: l Oops! IIVE;,\WE;.

Pepe Roni
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Change View
View Settings
Reset View

Show as
Conversations

Conversation
Settings

Message Preview
Arrangement
Reverse Sort

Add Columns
Expand/Collapse
Folder Pane
Reading Pane
To-Do Bar

People Pane
Reminders Window

Open in New
Window

Close All Items

Change the current view to another view.
Change the settings for the current view.

Reset the current view back to its default setting.

Display messages grouped in conversations.

Adjust the settings for how conversations are displayed.

Preview a message without opening it.

Change the way messages are arranged in the inbox.
Reverse the sort order of the current view.

Choose which fields are show in this view.

Expand or collapse the groups in the list.

View Outlook’s Folder Pane.

View Outlook’s Reading Pane.

View Outlook’s To-Do Bar.

View Outlook’s People Pane.

Open the window for Outlook’s reminders.

Open a new message window.

Close all items that are open.
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Ribbon Display Options

Outlook's ribbon has a few ways you can change its appearance. First, let's enable the Quick Access Toolbar,
which is a toolbar that you can add frequently used commands to.

Display the Quick Access Toolbar

Click the Ribbon Display
Options button.

The Quick Access toolbar appears
below the ribbon.

Select Show Quick Access
Toolbar.

P Search

File ~ Home Send/Receive View Help

7 Newemail ~ il ~

 kayla@customguide.com
Inbox
Dratts
Sent ltems
Deleted Items
Archive

> Conversation History
Junk Email
Outbox
RSS Feeds
Search Folders
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<
Al Unread ByDate~ T
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lona Ford
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Hi Kayla, Would you mind

Kerry Oki
Product Update 501 AM
Ihave a client who's

Nena Moran
Re:Parking Restrictions 7:52 AM
Where should we park

Paul Tron
Parking Restrictions 649 AM
Just 50 you know, we can't

Camille Orne
Holiday Hours 633 AM
Could you answer a

Reed Stephens
Software Updates 522 AM
Good morning everyone! |

Microsoft account te...

All folders are up to date.

earch People B

Breakfast?

Pepe Roni
To Kavla Claypool

Weren't you supposed to bring

a

v
Connected to: Microsoft Exchange jim]

T s e o

Ribbon Layout
Classic Ribbon

v Simplified Ribbon

Show Ribbon
Full-screen mode
Show tabs only

¥ Always show Ribbon

Show Quick Access Toolbar

- ————+ 100%
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Use the Quick Access Toolbar

It includes several commands at first, including send/receive and undo.

Click a button on the Quick a
Access Toolbar to run that e Home  send/Receive
G New Email ~

command.

Send/Receive Al Folders

vkayla@cusm/mgulde com
Inbox
Drafts
Sent ltems
Deleted Items
Archive

> Conversation History
Junk Email
Outbox
RSS Feeds
Search Folders

e

Items: 71

Unread: 2

P search

Help

m- = -

© 49 = [ unread/Read

All - Unread

~ Today

By Date v

B -

Search People

T Breakfast?

Pepe Roni
Breakfast?
Werent you supposed to

9:03 AM

Pepe Roni ©

To Kayla Claypool

&> |-

Weren't you supposed to bring in breakfast today?

lona Ford
Updated Poliqy—Review an.
HiKayla, Would you mind

Kerry Oki
Product Update
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Nena Moran
ReParking Restrictions
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Paul Tron
Farking Restrict
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Camille Orne
Holiday Hours
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Reed Stephens
Software Updates
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827 AM
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7:52 AM

649 AM

633 AM

5:22 AM

All folders are up to date.

v

Connected to: Microsoft Exchange [ ———+ 100%

Add a Button to the Quick Access Toolbar

You can add frequently used commands to the Quick Access Toolbar.

0 Click the Customize Quick &
ACCGSS T( bar button File  Home Send/Receive View
& Newemal <[] - B0
This list shows some common e
commands that you can add. T
o
Inbor Save As
e Select a command to add. _ L
Sent Update Folder
Delet| Reply
Archi Reply All
> Conv,
Junk Gerer
Outb| Delete
RSSF| ¥ Undo
Searc Empty Deleted ftems
Touch/Mouse Mode
Find a Contact
Collapse the Ribbon (Ctrl+F1)
More Commands...
Show Above the Ribbon
Hide Quick Access Toolbar
Hide Command Labels
= QQ

Help

G &
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Unread

—> | () Unread/ Read

By Date v

oo,
oo

1

fo - B V-

Search People

Breakfast?

»

Pepe Roni
Breakfast?
Weren't you supposed to
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S |9 | >

Pepe Roni
To Kayla Claypool

Weren't you supposed to bring in breakfast today?

lona Ford
Updated Policy—Review an.
Hi Kayla, Would you mind

arry Oki
auct Update
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Nena Moran
Re:Parking Restrictions
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Paul Tron
Parking Restrictions
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Camille Orne
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Reed Stephens
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Al folders are up to date.

v
Connected to: Microsoft Exehange
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OR
Select More Commands.

Here you'll find a much more
comprehensive list of
commands you can add.

Select a command.
Click the Add button.
Click OK.

The command is added to the Quick
Access Toolbar.

& P search

File ~ Home Send/Receive View Help

B Newemail ~ | [ ~ B B+ € € = | [ unead/Read fF~ M- | searchpeople B Y 5k -
3 Send/Receive All Folders ) E]
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Show Above the Ribbon
Hide Quick Access Toolbar Camille Orne
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Reed Stephens
Software Updates 522 AM
Good morning everyone! |
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Change the Position of the Quick Access Toolbar

0 Click the Customize Quick s 2 s - e -
ACCQSS Toolbar button File  Home Send/Receive View Help
B Newemal ~ [ ~ B B+ 5 € = [ umead/Read B3+ M- searchreople B ¥ 5k
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Change the Ribbon’s Appearance

Finally, you can also change the appearance of the ribbon itself. Outlook will have the simple ribbon at first,
which is a single row of buttons with few button labels, but you can switch back to the classic ribbon from
older versions of Outlook.

0 Click the Ribbon Display &8 098 - P seatn - @ =

Options button. Fle Home Send/Receive View Help
] Newemail ~ | [l ~ & B~ € € = [ Unead/Read BE~ M- | searchreople B Y- 5k
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ow tabs only
Archive lona Ford
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i Kayla, Would you mind
Junk Email Show Quick Access Toolbar
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RSS Feeds

Ihave a dlient who's
Search Folders

Nena Moran
Re:Parking Restrictions 7:52 AM
Where should we park

Paul Tron
Parking Restrictions 649 AM
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Camille Orne
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Print

You can print your Outlook items, including messages, contacts, and calendars.

Print Outlook Items

From the item you’d like to
print, click the File tab.

Select Print.

Select the desired print
options:

Printer where you want to
send the items to be printed.

Print Options including
number of copies, print layout,
and print range.

Settings for the print or page
layout.

Click Print.

The item is sent to the printer.

®
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£ search = a X
File  Home send/Receive View Help
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Specify how you want the
% item to be printed and
Open & Export then click Print.
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Print 5
Settings
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Office Accourit 5
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Exit
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Help

If you don't know how to do something in Outlook, you can consult Outlook's Help files to find the answers.
Help can answer your questions, offer tips, and provide help for all of Outlook’s features.

The Tell Me Field

Click in the Search field.
Type what do you want to do.

Any actions that match your
search phrase appear listed
under the Actions heading.

Select the command you were
looking for.
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The Help Pane

® 9o

Click the Help tab.
Click the Help button.

Type a help topic and click the
Search button.

Select a help topic.

o] P search - a8 x
File  Home Send/Receive View Help
(@ Help 3 Contact suppert  [E§ T hoot @ Feedback £ SuggestaFeature [ ShowTraining /% Whats New  +++
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