
 

 

 

 

I: Introduction and Overview: Microsoft Outlook 2007 
 

What is Microsoft Outlook? 
 
Microsoft Outlook a component of the Microsoft Office package is a personal information 
manager.  Within the software, users have the ability to read and manage email, arrange 
contacts, setup meetings and schedule tasks. 

 

 

II: Creating and Customizing Your Outlook Profile 
 

Once you have setup your email account, you can select additional options for viewing email, 
how contacts are stored, what window is displayed when Outlook is launched, and more. 
 
To become familiar with some of the options: 
 

1) Click on the Tools Menu ���� Select 
Options 
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2) At this window you can customize 
various options for email, contacts, 
calendaring, and other options. 
a) Junk Email will be discussed in 

more detail in another session. 
b) Additional Options can be 

accessed by clicking any of the 
buttons to the right of the main 
sections. (I.E. Email � Email 
Options) 

 

Try It: Change Outlook Startup 
Folder: 
 
Click on Tools � Select Options � 
Click on the Other Tab � in the section 
that says Startup in this Folder, click 
Browse � choose the area that you 
want to be displayed when you open 
Outlook. Click OK to accept changes � 
Close and Restart Outlook. 

 
 

III: Customize Your Outlook Workspace 
 
When you launch Outlook before customizing the view, the default view will be like that 
displayed below.  This view can contain too much and be more than the user would like to see 
when reading their email.  In just a view short steps this view can be customized so that each 
time the user launches Outlook they see a window which is much easier to view. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Left: Navigation Pane,  
 
Top: Title Window, Standard 
Toolbar, and below it is the 
Shortcut Toolbar.   
 
Right: Messages view, which 
is Categorized and Grouped 
by Date 
 
Bottom: shows the selected 
message in the Preview 
Pane. 

 



 

3) Turn Off Reading (Preview) Pane 
a) View � Reading Pane � Off  

 

4) Show Messages Ungrouped 
a) View � Arrange By � Uncheck Show 

in Groups 

 

5) The navigation pane is the space that 
allows users to move between various 
folders within their email as well to other 
sections of Outlook (Tasks, Contacts, 
Calendar).  If the navigation Pane is 
removed, Users will have to use the Go 
menu to navigate to other places in the 
Outlook Program which will redisplay the 
Navigation Pane.  Alternatively, user can 
hide/show Navigation View (shown in 
Step #16). 

 
Turn off Navigation Pane: View � Navigation 
Pane � Off  



6) Hide the Navigation Pane 
 
Click the Double Arrows in the top right 
hand corner of the navigation pane as show 
in the image on the right.  Clicking the 
Double Arrows again, expands the 
Navigation Pane 

Hide (Minimize) Navigation Pane 

 
 
 
Show (Expand) Navigation Pane 
 

 

 
 


