
Getting Started with

Microsoft Outlook

http://office.microsoft.com/home/default.aspx


What is Outlook?

Outlook is the program used at Fayetteville 

State University to:

ÅSend and receive 
electronic messages
ÅCreate and track 
tasks and 
appointments
ÅKeep up with your 
contact list



Outlook Buttons and their functions

The button named: Is 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 Electronic óSticky Notesô

Deleted Items Store items you have deleted



Double-click on the icon on 
your desktop that looks like

1. Click the Start button
2. Click Programs 
3. Click Microsoft Office 
4. Click Microsoft Office 

Outlook 2007 

Letôs begin at the beginning
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To open Outlook



By default, Outlook opens to the 
Outlook Today Screen.

This screen 
allows you to 
see the status of 
your calendar 
and email at a  
glance.

The Outlook Today screen



Opening the Inbox Screen

From the Outlook Today  screen, click 

on the tab labeled Mail . 

You will see 
a screen 
very similar 
to this one.



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


