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What is Outlook?
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Outlook Is the program used at Fayetteville

State University to
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The button named:

Outlook Buttons and their functions

/s used to:

Inbox Access, send, and organize email

Calendar Schedule appointments, meetings, and
events

Contacts Store contact information/address
books

Tasks List and track things you need to do

Notes El ectronic 0Sticky

Deleted Items

Store items you have deleted
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To open Outlook

Double-click on the iconon  __
e your desktop that looks like [iSi
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1. Click the Start button

. 2. Click Programs
S | 3. Click Microsoft Office
T 4. Click Microsoft Office
Outlook 2007
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The Outlook Today screen

By default, Outlook opens to the
Outlook Today Screen.

This screen
allows you to
see the status of  |[Z&=§
your calendar

and email at a
glance.

messages
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From the Outlook Today screen, click

on the tab labeled Mail .

You will see
a screen
very similar
to this one.

lix) Inbox - Microsoft Outlook
Edit View Go Tools Acdions
iadNew - | 23 X | SuReply WReplyto Al i Forward | §F W

Send/Regeive - @ [l Search address books

(95| @es @ | [ER |9

[#i Messages M= g

- B X

Type aquestion for help =

« |2 Inbox | Tentative: ITTS Workshops for To-Do Bar -
TR RES ¥ ||Arranged By: Date Newest on top all faculty and staff 4 December2008 )
Mail Folders 3 . . S M TW T F §
= Today Whitaker, Michelle 1 a[3 4 s s
2] All Mail Ttems - - -
Amber K =) Bentley, Treva 3:29 P ‘Whitaker, Michelle tentatively accepted. 7 8 910 11 12 13
3 Amber FSU Today ~ December 3, 2008 { ] Manday, December 08, 2008 2:00 Tl
3 Annmarie = - ” 21 22 23 24 25 % 27
3 Bill g Wh\tab.(er, Michelle 319 PM Caok Conference Raom 28 29 30 31
[ Blaine Lucas Tentative: [TTS Workshops for all faculty and staff
[ Book Rental = Bentley, Treva 318 PI\: = m
[ Calendar Requests Summe ch Exper efor Un duates ! 3:00 PM - 4:00 PM
L3 Classes (50 105 Work Order System 221 M |RI5C238 |
g E'ﬂa:rdniﬂe Waorkshap Materials for MS Outlook Level 1155UE=31803 PROJ=100 Claudette out
e : d Thu 12:00 PM - 5:00 PM
£ Dave Matthews {178 VITTORELLL JOSAE.PH 12:22 PM
3 David Beach = De ITTS Workshops for all faculty and staff
£ elementk (5 The HON Company 11:40 AM open SBE104 for Dr. Chan
[ Firstst Come and See Attune - Now Available! Fri 10:30 AM - 11:00 &M
Irstateps SBE104
[ Friends = Bentley, Treva 10:46 AM -
A Ivan Tuition Fee I arum 1o
Arranged By: Due Date
[ Joe (5l Bentley, Treva 10:44 AM
[ John Brooks SGA Meeting [}
L:
= a.mar (= Brutus, Annmarie 9:49 AM There are no items ta
3 Michelle A A A
N cycling cycling ! show in this view.
[ MSOffice Online Training i&} =
3 Mew Account Requests (5 Bentley, Treva 8:22 AM
3 Mick P € mber 3, 2008 (Wedne ]
[ Office training [=) Bentley, Treva 916 AM
[ Reema DATE CHANGE: NCNW Interest Meeting
[ sarah Baker (54 ITS Work Order System 1L AM
— SEELLL Ple: up tempor n print to th...
d Mail ﬁ ITS Work Order System 8:52 AM
Ple: t-up tempor a < n print to th...
4| Calendar (= ITS Work Order System 8:50 AM
& up tempor a n print to th...
= VITTORELLL JOSEPH 49 AM
David will not be in today
[ ITS Work Order System 544 AM
MS Front Page training materials ISSUE=30455 PROJ=100 |
Ca - -
AJ E (ﬁ TS el el + NERAYI

£3 Online with Microsoft Exchange




Reading your email
Outlook 2007 automatically shows a preview of your

email in the Reading pane ‘The Reading pane

A list of your <:::::::::::>

messages show
in the Inbox




