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Gett ing Started 

Overview of the Main Outlook Window 

Change which navigation buttons are shown, and in what order, through the Navigation Pane Options 
window. 

 

Open/Close the Reading Pane the toggle buttons on the toolbar or the View menu.  

 

Show/Hide full menus or 
change how toolbars are 
docked (share one line or 
separate lines) through 
ªDvtupnj{f¸ 
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Setting Options  

Each tab in the Options window contains a variety of settings.  Some tabs also contain access to additional 
settings and features.   

The Preferences tab contains settings specific to the standard folders in an Outlook profile.  Several settings 
can be found under Email Options. 

 

Email accounts can be modified from the Mail Setup tab.  You can open additional mailboxes, as well as 
create and manage pst files for offline storage. 
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Default formatting (background stationery, fonts, 
and signatures) for outgoing messages is 
controlled from the Mail Format tab, i.e..   

 

1.  Gpoutº allows you to change the font face and 
color for all new messages, as well as replies and 
forwards. 

 

2.  Tubujpofsz Qjdlfsº offers stationery to choose for your outgoing messages, or you can create an entirely 
new one. 

 

3.  Tjhobuvsftº Create a signature to include in new messages and/or replies and forwards.  

Choosing Advanced Edit on the Edit Signature window will open an editor based on the default format you 
have set for your outgoing messages.  For example, if you have Word selected as you editor, this will open 
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Word; if you are sending mail in HTML format, this will open your default web editor (FrontPage, 
Netscape, etc.) 

 

The Spelling tab sets Outlook to check your 
spelling before your message is sent.  This feature 
vtft Xpse't ejdujpobsz° if the dictionary is not 
installed in MS Word, you will receive an error 
message. 

 

Various security settings, as well as digital Ids, are 
set from the Security  tab. 

 

 

Through Delegates, you can give another Exchange user permissions to one or more of your account folders 
(i.e. Calendar, Contacts, Inbox).  After selecting a user from the Global Address List (be sure the name 
appears in the Add Users box on the right), you can set the level of permission for each individual component 
of your account. 
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The Other tab gives access to settings such as working with the Reading Pane, reminder notifications and the 
startup folder.  AutoArchive settings are also accessed on this tab. 

 

Working with Email  

Creating a New Message 

There are many ways to open a new message: 

 Ctrl+N or Double click any empty space in any message 
folder (i.e. Inbox)  

 Ctrl+Shift+M from any folder 

 Gspn nfov; Gjmfº Ofxº Nfttbhf 

 ªOfx¸ cvuupo (vtf espqepxo jg jo b opo-message folder) 

 

 


