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Course contents

ÅOverview: A new version of Outlook

ÅWhatôs changed and why

ÅFind everyday commands

ÅSend and receive attachments and pictures

Making the Switch
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Overview: A new version of Outlook

Making the Switch

Look out! Thereôs a new version of 

Outlook. 

It has a whole new look along with new 

features. But donôt worry, that doesnôt 

mean youôll need to spend a lot of time 

learning a new program. 

Instead, the new design and new 

features will help you more efficiently 

and easily accomplish the tasks you 

do in Outlook every day. 

Course goals

ÅMove around in Outlook 2007. Learn about the 

things that have changed, and why. 

ÅFind commands on the Ribbon and do the things you 

do every day: read and send e-mail, work with 

appointments and meetings, and use your contacts. 

ÅSend and receive pictures and attachments. Ensure 

that recipients will be able to open attached files that 

use the new 2007 Microsoft Office release file 

formats. 

Making the Switch
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Whatõs Changed and Why

Whatõs changed and why

Making the Switch

The first time 

you create a 

message in 

Outlook 2007 

(or open one 

you receive), 

youôll see the 

Ribbon.

Itôs the band 

across the top 

of the window. 
One of the most dramatic changes in Outlook, the 

Ribbon gives Outlook its new look. 

But as you get up to speed, youôll see that the change 

is more than visualðitôs there to help you get things 

done more easily and with fewer steps. 
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Introducing the Ribbon

Making the Switch

A new e-mail 

message --

The Ribbon is 

at the top of 

the window.

The Ribbon is 

visible each 

time you 

create or edit 

something in 

Outlook. 
Why the new system? Microsoft carefully researched 

how people use commands in Outlook. 

As a result of that research, some Outlook commands 

are now more prominent, and common commands are 

displayed and grouped in ways that make them easy to 

find and use. 

A closer look at the Ribbon

Making the Switch

To better help 

you learn how 

to use the 

Ribbon, hereôs 

a guide to its 

basic 

arrangement. 

1

2

3

Tabs: The Ribbon is made up of different tabs, each 

related to specific kinds of work you do in Outlook. 

Groups: Each tab has several groups that show related 

items together.

Commands: A command is a button, a box to enter 

information, or a menu. 
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The Ribbon shows what you need

Making the Switch

Youôll encounter 

the Ribbon when 

you take certain 

actions such as 

creating 

messages, 

calendar entries, 

or contacts. 

The Ribbon shows tabs and commands appropriate for 

what youôre doing.

That is, the tabs on the Ribbon will differ depending on 

the area of Outlook youôre working in. 

The Ribbon shows what you need

Making the Switch

The picture 

shows some of 

these 

differences. 

1

2

3

A new message shows the Message and Options tabs. 

A new appointment shows the Appointment tab. 

A new contact shows the Contact tab. 
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Thereõs more than meets the eye

Making the Switch

A small arrow 

at the bottom 

of a group 

means thereôs 

more available 

than what you 

see. 

This button     

is called the 

Dialog Box 

Launcher.
The picture shows that to see a full list of font options, 

youôd click the arrow next to the Basic Text group on the 

Message tab of a new e-mail message.

The Mini toolbar

Making the Switch

The Mini 

toolbar allows 

you to quickly 

access 

formatting 

commands right 

where you need 

them: in the 

body of an 

e-mail message. 

1

2

Select your text by dragging with your mouse, and then 

point at the selection. 

The Mini toolbar appears in a faded fashion. If you point 

to it, it becomes solid. You can click a formatting option. 

The picture shows how it works:




