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Outlook Is More Than an
E-Mail Program

If you’re like most people who use Outlook, chances
are you think of it as an e-mail program that also hap-
pens to include some other features that you’ve looked

at and maybe used occasionally. If Outlook is the program
installed for you on your office PC and you work in an
Exchange Server environment, you may also think of it as a
calendar and meeting management application. I have a
different idea about what Outlook is. Outlook is an infor-
mation processor. More specifically, Outlook is a personal
information processor.

What do I mean by that? Think about the other applica-
tions included with Microsoft Office, which is how most
people come to have Outlook installed on their PCs.
Microsoft Word is a word processor. Microsoft Excel is a
number and data processor. Microsoft PowerPoint is an
idea processor. That’s what PCs are used for — processing
“stuff” and turning it into, well, other stuff. Word is used to
turn thoughts, interactions, and conversations into docu-
ments like letters, reports, and books. Excel converts num-
bers and other data into charts, reports, balance sheets,
and forecasts. PowerPoint, when used well, can distill ideas
into compelling presentations, and so on.

Outlook processes information that is personally mean-
ingful to you into actions and commitments. It helps 
you organize, store, retrieve, and share that information.
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4 PART I ■ HOW CAN I USE OUTLOOK AND WHAT IS NEW?

Outlook provides tools for creating, organizing, and using information,
which include:

■ E-mail

■ Contacts

■ Calendar

■ Tasks

■ Notes

■ Activities

To be sure, there are any number of applications you can use that
touch one or more of these information areas. But there are only a few
applications that address all of them, and none enjoy the advantage of
being included in the world’s most widely installed productivity suite.
Microsoft has designed Outlook to be an essential and tightly integrated
piece of the Office environment. With this newest version of Outlook,
even if you’ve been using Outlook for a while already, you are going to be
amazed at the new look and features. This chapter is designed to take
you on a short tour of the new look and feel and let you know what’s new
and what’s improved.

E-mail
E-mail is the most frequently used and best understood of Outlook’s
capabilities. No matter what kind of e-mail environment you work in,
Outlook provides a powerful set of features for working with your mes-
sages. You may use Outlook to connect directly to your Internet Service
Provider (ISP) to send and receive your e-mail. This is commonly
referred to as Internet Mail mode. This book assumes you use Outlook in
this way.

One of the great new features in Outlook 2007 is the account cre-
ation tool that can figure out most of the settings for you when you set up
a new e-mail account (see Figure 1.1). All you need to provide is the
e-mail address and your account ID and password, and Outlook fills in
the rest of the information required to get your account set up.

There are four common protocols used to send and receive e-mail.
Outlook supports them all.
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5CHAPTER 1 ■ OUTLOOK IS MORE THAN AN E-MAIL PROGRAM

Figure 1.1. The Add New E-mail Account dialog box in Outlook 2007 is used to set up Internet
e-mail accounts. 

Exchange Server
Outlook can also connect to a Microsoft Exchange Server to send and
receive information. Microsoft Exchange Server provides organizations
with the ability to serve up e-mail, calendar, and contact management
services to its employees and provides great tools for sharing informa-
tion, managing meetings, delegating tasks, providing Web access to your
Outlook information, and integrating messaging (voice mail, fax, instant
messaging, and Internet news). 

Setting up an Exchange Server account works a bit differently than
setting up an Internet mail account because the server administrator has
a lot of control over what information resources your account is permit-
ted to view and access. 

Hack
While this is not an Exchange guide, most of the information in this book is
every bit as applicable to an Exchange user as it is to folks using Outlook in
Internet Mail mode.
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POP3
POP3 is the most common type
of e-mail account offered by ISPs.
The important thing to know
about POP3 e-mail is that when
you receive e-mail from the
server, it is typically delivered to
your PC and deleted from the
server. You can change this
behavior, but many ISPs place
limits on how much e-mail you
can leave on their servers and for
how long. Figure 1.2 shows the
Internet E-mail Settings dialog
box’s Advanced tab where you
can modify these preferences.
You access the Internet E-mail
Settings dialog box by clicking the More Settings button in the Add New
E-mail Account dialog box pictured in Figure 1.1. 

IMAP
Internet Mail Access Protocol (IMAP) differs from POP3 and works
more like Exchange Server in that e-mail resides on the server and is syn-
chronized to your PC. The primary advantage of IMAP is that your e-mail
is stored on the server and can be accessed from more than one PC. 

HTTP
You probably recognize HTTP from your Web browsing experiences.
The acronym stands for HyperText Transport Protocol. In Outlook, the
HTTP protocol option is used to connect to Web-based e-mail services
like Microsoft’s HotMail.

Contacts
Outlook is a powerful contact manager. You can associate contacts with
both calendar and task items and use the Outlook Journal to track your
interactions with each contact in your list. Outlook can also access
Microsoft MapPoint or online services to generate a map to a contact’s
location, dial the contact’s phone, and more, as pictured in Figure 1.3.

Figure 1.2. Outlook’s default settings for POP3
accounts are set to retrieve mail to your PC.
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7CHAPTER 1 ■ OUTLOOK IS MORE THAN AN E-MAIL PROGRAM

Figure 1.3. Outlook makes it easy to initiate a wide range of actions for 
any contact in your list.

In the previous release of Microsoft Office (2003), Outlook received a
thorough makeover in terms of general navigation and e-mail reading.
In Outlook 2007, there are even
more changes. You explore these
changes later in this chapter, but
it’s worth noting right here that
no view in this version of Outlook
has had more work done to it
than the calendar. That’s wel-
come news actually because this
view was most in need of a thor-
ough redesign.

The new calendar finally
shows not only the appointments
you have set for each day but also
the tasks you’ve assigned a due
date that falls on that day or in
that week, as shown in Figure 1.4.
While earlier versions of Outlook
provided the Task Pad as an
option in the calendar view, it
required significant adjustment
to be really useful. With each
day’s tasks now displayed directly
below the day’s events, getting a
handle on your commitments for
each day has never been easier.

Figure 1.4. Outlook 2007 features a completely
redesigned calendar, with an integrated task
list for each day, improved navigation, and a
much more attractive and easy to read display.
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Tasks
The Tasks view in Outlook has also been refreshed
for Outlook 2007 and uses the same color categories
as the Calendar. What’s more important is that
Outlook 2007 puts your tasks front and center in
every view with the addition of the new To-Do Bar,
which you can see in Figure 1.5. The To-Do Bar is
now accessible in all Outlook views and can be conve-
niently collapsed to the right edge of the screen
when you don’t need it using the Show/Hide button
at the top of the bar. The Navigation Pane on the left
side of the main Outlook Window can be displayed
or hidden the same way. By default, the To-Do Bar
contains the current month’s calendar, the day’s
tasks, and the Task Input Panel (called the Task Pad
in previous versions of Outlook), which displays
upcoming tasks and provides an area where you can
instantly create a new task item. Chapter 14 describes
how the To-Do Bar can be customized to present task
information in the way you find most useful.

Notes
If ever there was a feature in Outlook that screamed for attention, it’s the
Notes tool. About the best thing I can say is that it hasn’t gotten any
worse in this release. If you need to capture a quick note — the kind of
thing you might scribble on a sticky note — then the Notes feature works
just fine. Otherwise, there are far better places in Outlook to capture
information. 

Other applications, such as Microsoft Office OneNote can integrate
nicely with Outlook and provide a much better environment for note-
taking and information management. Integration with other Office
applications and third-party programs is discussed in Chapter 17.

Figure 1.5. The new
To-Do Bar.
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Journal
Outlook’s Journal has gotten a bum rap in my opinion. I regularly

encounter people who have a vague sense that there’s something bad
about Journal — some reason that’s hard to articulate as to why they
shouldn’t be using it. I think I
know why. If you use Journal to
track your interactions with every
contact in your list, Outlook’s
data files can grow to an enor-
mous size. If, on the other hand,
you use Journal to track your
interactions with your most
important contacts (your boss,
your direct reports, your cus-
tomers, your family), you will have
an amazingly detailed record of
every interaction — e-mail, meet-
ing, phone call, and task — avail-
able at the click of a mouse
button (see Figure 1.6). Chapter
11 discusses in depth just how use-
ful the Outlook Journal can be.

What’s new in Outlook 2007?
Microsoft Office 2007 may very well be the most ambitious redesign of
the productivity suite ever. This new edition introduces sweeping user
interface (UI) changes in the core Office System applications (Word,
Excel, PowerPoint, Access, and Outlook), a new graphics engine, and a
new XML-based file format for Office documents. In Office 2003,
Outlook was the bright, shiny object of upgrade attention. In Office
2007, it might appear that Outlook has taken a backseat to the other core
Office applications.

Figure 1.6. Outlook’s Journal can automatically
track every interaction with key contacts. You
can also manually create Journal items to track
specific calls or other activities with any contact.
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Not so, although there is a bit of UI multiple personality syndrome
at work. If you’re already familiar with Outlook, the changes to the main
display views will be apparent, but at first glance these views do not
appear substantially different from previous versions (see Figure 1.7).
Spend a few minutes exploring Outlook 2007, and you soon discover
that there are a number of significant improvements and enhance-
ments, even in these standard views. Jensen Harris, a member of
Microsoft’s Office development team who has blogged extensively about
the UI redesign in Office 2007, has written that there are more than 40
unique application experiences in Outlook and that it is the program
most often used to read, write, and edit content in the Office suite.

The radical changes in Outlook’s UI appear in the windows used to
create and edit items like e-mail messages, appointments, and tasks. The
shell — the main interface used to view your Inbox, calendar, and task
list — has been updated but retains the familiar look of Office 2003.

Figure 1.7. The main Mail view in Outlook 2007 uses the now familiar three-pane view introduced
in Outlook 2003, freshened up with a new color scheme and a few additions like the search box.
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The first reaction nearly everyone has when they see the new Office
UI is “what were they thinking?” It’s that different. A number of mem-
bers of the Office design team have been interviewed about the new UI
design, and they all point to a few common themes:

■ The standard File, Edit, View, Help menu paradigm has been
around for a long time and has become the standard way applica-
tions present their features.

■ Usability testing prior to beginning the new design revealed that
most users of Office applications spend a lot of time looking for less
frequently used features. This is called the “I know it’s in here some-
where” quandary.

■ In these usability interviews, many Office users said that they 
know they use only a fraction of the power and capability in Office
applications.

The radical new look of Office 2007 applications
Office 2007 is Microsoft’s attempt to almost completely reinvent

how you interact with Office applications. I say almost because not
every menu has been eliminated and not all Office applications
have undergone this makeover. The Office product line (now
called the Office System) has expanded considerably over the years
and now includes a number of specialized applications that many
users of the core Office suite may have never used. A good example
is Microsoft Office Visio, an application for generating structured
diagrams, architectural and engineering drawings, and advanced
charts. Another is Microsoft Office Project, a powerful tool for
managing complex projects. Neither of these applications has
adopted the new look used in the core Office suite.

The programs that do get the new user interface are Word,
Excel, PowerPoint, Outlook (except for the shell), and Access.

These are the programs that people use the most, and the
design team really wanted to concentrate on making the document
authoring experience better, so they started with the programs
most centered on document creation. 
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Armed with this information, the design team set out to reinvent how
Office applications would manifest themselves to the user. 

While the content creation interface in Outlook has undergone a
radical transformation, the main views in the application have been
enhanced in more subtle fashion. The overall effect of these changes is a
more colorful and customizable application for managing all of your
personal information. Unlike Word or Excel, where you work in a single
application interface, Outlook provides a number of different views that
are dependent on the type of information you’re working with. Each of
these main views is supported by a content form for creating new items
and editing and reviewing existing items.

The Mail view, for example, presents a main view that allows you to
perform the following activities:

■ View the contents of your Inbox as a list.

■ View the contents of individual e-mail messages in the Reading Pane.

■ Organize mail by creating and using folders.

■ Tag e-mail messages with category labels and action flags.

■ Delete already read and unwanted e-mail.

■ Convert e-mail messages into calendar appointments or tasks — one
of Outlook’s coolest tricks that is covered in Chapter 12.

When you need to create a new e-mail message, you invoke one of
Outlook’s content forms — in this case the New Mail form, shown in
Figure 1.8. It is in these forms that Microsoft has made the decision to
implement the new Office UI.

Watch Out!
In previous Outlook versions, you could choose Word or Outlook as your
e-mail editor. In Outlook 2007, Word is the only option. The transition may
be challenging for those who have used Outlook’s editor in the past.

Inside Scoop
Office 12 was the prerelease code name for Office 2007. Microsoft, like many
software companies, uses temporary names while software is being developed
and tested. Windows Vista, the newest version of the Windows operating sys-

tem, was known as Longhorn while it was being built. The next version of Windows
already has a code name — Vienna.

Inside
Scoop
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13CHAPTER 1 ■ OUTLOOK IS MORE THAN AN E-MAIL PROGRAM

Figure 1.8. The New Mail dialog box in Outlook 2007 uses the new Office 2007 UI.

Other important changes to be aware of are to keyboard shortcuts.
Some of the key combinations have changed but adapting to the new
shortcuts is not terribly hard. Fortunately, Ctrl key shortcuts, such as
Ctrl+B for bold, remain exactly the same. The Alt key accelerators have
changed, but Office 2007 provides a visual overlay that displays all of the
available accelerators when you press the Alt key, as shown in Figure 1.9.

Figure 1.9. The Alt key accelerators.
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Common elements of the new UI
The most striking aspect of the new Office user interface is the near total
absence of the menus and toolbars you’ve become accustomed to using.
These familiar interface components have given way to a set of visual
devices that look nothing like any previous version of Office.

The Ribbon
The first thing you see in the composition forms is something Microsoft
calls the Ribbon. Figure 1.8 shows a portion of the Message Ribbon in the
New Mail message window. Stretching across the top of this and every con-
tent form in Outlook is a horizontal bar containing the Office button used
to access file commands, a series of tabs labeled with common functions
like Write and Insert, and a colorful display of commands and options
appropriate to that function featuring a number of large, intuitive icons.

The Ribbon can be minimized so that only the tab names are dis-
played to provide a document-only window to work in. This is especially
helpful when you are working on a laptop or Tablet PC with a smaller
screen. With the Ribbon visible, double-click any of the Ribbon’s tabs to
minimize it. Double-click any of the tabs again and it is restored. You can
also set a preference to have the Ribbon appear in a minimized state by
default in all new documents.

Contextual tools and the MiniBar
One of the important design goals Microsoft set for Office 2007 was to
move frequently accessed commands closer to where you are currently
working. Your mouse logs many miles traveling up to the menus or tool-
bar and back to the spot in the document you are working in every day.
Windows has tried to cut down on all that mousing around by displaying
a context menu that appears with a click of the right mouse button.

Most PC users have learned to use these context menus. Office 2007
takes the concept to an entirely new level. When you select text in any of the

Hack
Office 2007 provides a much-improved environment for Tablet PC users. Tapping on
the Ribbon controls is significantly easier than navigating menus with the pen.
The Tablet pen button can be used to produce a right click, which provides access
to a complete set of formatting options for composing or editing content.
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content creation forms in Outlook, a new command palette called the
MiniBar, shown in Figure 1.10, appears ghosted above the text you selected.
If you move your cursor closer to the MiniBar, it darkens and becomes a
miniature toolbar you can use to apply Bold, Italic, Font Size, Color, and
other common formatting commands. Move the cursor away from the edge
of the MiniBar, and it fades away. This is particularly helpful when you are
working on an e-mail message, appointment, or task item and have
switched to the Insert tab on the Ribbon. The MiniBar puts commonly used
formatting options right at the tip of the cursor rather than forcing you to
switch tabs, make your formatting changes, and then switch back.

Right-clicking on a selection of text opens a context menu as in previ-
ous versions of Outlook but adds the MiniBar as well to make quick for-
matting changes a snap.

Figure 1.10. Mouse over a selection of text and the MiniBar fades into view.
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Dialog boxes and dialog launchers
With all of these sweeping changes to the primary interface you use when
authoring or editing documents, you may be wondering just how deeply
these changes go. The good news is that the dialog boxes you’ve become
accustomed to using for making compound changes to a document or
selection of text haven’t changed very much. But, because the Ribbon
has replaced the menus formerly used to access those dialog boxes, how
you access them has changed.

Take a closer look at the Ribbon; you can see that some of the groups
have a small arrow in the lower-right corner. This is a visual clue that there
are additional commands available for that group of commands. When
you mouse over one of these arrow icons, you see a Super Tooltip — a
small window appears that explains what clicking on the arrow does.
Figure 1.11 shows a preview of the Clipboard Pane that appears when
you mouse over the Clipboard button’s arrow icon in the Ribbon. If 
you click the arrow, the Clipboard Pane opens on the right edge of the
composition area.

Figure 1.11. Mouse over the arrow icon on a group in the Ribbon to get a 
preview of the dialog box or pane it opens. Click the arrow to make it happen.
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Quick Access toolbar
One of the ways Outlook users have enhanced their use of the program
in the past is by customizing the toolbars in the main views and content
forms. Customizing the toolbars in the main views is done exactly as in
previous versions. I show you how to remove toolbar items you don’t
need and enhance or add the ones you do use in Chapter 14.

The new UI provides a different way of creating your own custom
toolbar. The Quick Access toolbar (QAT) can be displayed in the Ribbon
itself or as a new, window-wide strip directly below the Ribbon. You can
add and remove commands using the down-arrow icon at the right end
of the QAT. By default, the QAT appears above and to the right of the
Office button in the upper-left corner of the window in what is called
small mode. Figure 1.12 shows the QAT in this default position. Figure
1.13 shows the QAT displayed in large mode as a window-wide toolbar
below the Ribbon. I have added a number of commands I commonly use
to the QAT in this figure.

Figure 1.12. The QAT is in its default state above the Ribbon, called small mode.

Figure 1.13. The QAT is in large mode below the Ribbon with custom commands added.

Quick Access toolbar - large mode

Quick Access toolbar - small mode
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The new Office button
The sole drop-down menu in the new Office UI is a new version of the
File menu that is accessed from the Office button in the upper-left cor-
ner of the content window. All of the commands that relate to document
usage and sharing reside on this menu. The Ribbon is focused on creat-
ing, editing, and using content. The new File menu contains application-
wide commands for saving, sharing, and sending documents. In Outlook
2007, the File menu provides a quick way to create a new Outlook item,
send a message, or print the current item. Figure 1.14 shows the new File
menu. If you look carefully, you can see an option labeled Editor Options
in the lower-right corner of the menu. This is another way to access the
Application Settings dialog box in addition to the link on the QAT
menu.

Figure 1.14. The new File menu in Outlook 2007.
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Live preview
Outlook 2007 generates a real-time preview when you scroll through for-
matting options. If you are trying to decide on a font or color scheme to
apply to a new e-mail you are composing or formatting a table or dia-
gram you have inserted, Outlook now updates the message for you as you
mouse over each option in the font or style menu. This is an extraordi-
nary time-saver compared to the old method of selecting the font menu,
scrolling to a particular typeface, and clicking to select that choice. Live
previews allow you to see exactly what your message looks like instantly
and provides the ability to experiment with a variety of formatting
options.

Outlook 2007 exclusive
Above and beyond the common, sweeping UI changes to the Office
authoring environments, Outlook 2007 has been enhanced in a number
of ways specific to managing and interacting with your personal informa-
tion. These changes make it easier to deal with the ever-increasing num-
ber of e-mail messages, appointments, and tasks in your busy life. By
design, Outlook presents a lot of information on the screen no matter
which view you happen to be using. If you’ve used previous versions of
the application, you’ll immediately notice that Outlook 2007 has a
cleaner, more organized presentation that puts more information at
your fingertips without creating additional visual clutter.

The To-Do Bar
In previous versions of Outlook, you were disconnected from your calen-
dar and task list when you were working with e-mail. I have always found
this to be a serious problem because e-mail is where requests for new
appointments and actions that require attention often originate. When
you receive an e-mail from a customer or coworker asking if you can
attend a meeting, previous versions of Outlook forced you to switch
views, determine your availability, and then switch back to respond.

In Outlook, incoming e-mail can be instantly converted into calendar
events or tasks. This capability is one of Outlook’s greatest strengths and
is discussed in detail in Chapter 12. In Outlook 2007, you can, for the
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20 PART I ■ HOW CAN I USE OUTLOOK AND WHAT IS NEW?

first time, see your calendar and tasks at the same
time you are processing newly arrived e-mail. This
saves time and allows you to make better decisions
about these incoming requests. The new To-Do Bar,
pictured in Figure 1.15, puts all of this information
at your immediate disposal.

The To-Do Bar can be collapsed to a thin strip
at the right edge of your screen by clicking the
chevron (>>) at the top of the bar. When collapsed,
the To-Do Bar displays your next appointment run-
ning vertically down its length. You can opt to open
a quick view of the To-Do Bar by clicking anywhere
on the collapsed strip. It disappears again as soon as
you click anywhere else on the screen. Chapter 14
shows you how to customize what is displayed on the
To-Do Bar and its Task Input Panel.

The To-Do Bar is off by default in the Calendar —
but its visibility persists on a per module basis, so you
can have it on in Mail view but off everywhere else if
you want. The To-Do Bar’s visibility is controlled
using the To-Do Bar command found on the View
menu.

Improved Calendar views
Most Outlook users agree that reading e-mail was the biggest area of
improvement in Outlook 2003 with the introduction of the Reading
Pane. In Outlook 2007, that distinction goes to the Calendar, which has
been thoroughly redesigned and improved. In much the same way that
the To-Do Bar provides a more integrated view of your calendar and tasks
when working in other views (especially e-mail), the Calendar view has
been enhanced to incorporate the task items due on each day into its
presentation. Other enhancements include a better way to view your per-
sonal calendar alongside a shared calendar, a new task entry field in the
Day view, and quick access tabs at the edge of the Day view calendar to
jump to your next and previously scheduled appointments, pictured in
Figure 1.16.

Figure 1.15. The To-Do
Bar makes your calendar
and tasks accessible
without switching views.
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Figure 1.16. The Calendar in Outlook 2007 has been given a fresh new look, with an integrated
task view and improved navigation.

Instant Search
One of the greatest frustrations faced by Outlook users is finding infor-
mation once it has been filed away. While Outlook has offered search
capabilities in previous versions, the truth is, they did not work very well.
The interface was difficult to use, and the results from a simple search
were too large to be very useful. You literally had to search through the
search results to find what you were looking for. In fact, this same issue
has vexed Windows users on a more general level as well.

These search deficiencies lead to the development of a number of third-
party solutions including Google, Yahoo!, Copernic, and others. Microsoft’s
MSN division even jumped into the game with their own desktop search
utility. All of these general Windows solutions, as well as Outlook-specific
organizational add-in programs, are discussed in Chapter 16.
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The good news is that Outlook 2007 includes a significantly better
search feature. It works so much better than in previous versions that you
may decide it’s all you really need. Search is now available in every Outlook
view in the form of a simple search box that can be expanded to reveal
additional criteria for more powerful queries as shown in Figure 1.17.

Figure 1.17. Outlook 2007 provides a powerful search tool in every view of the program. An
e-mail search is pictured here. Note how matching terms are highlighted.

RSS subscriptions
The rapid growth in the popularity of blogs and Web sites offering RSS
(Really Simple Syndication) feeds has been nothing short of phenomenal.
There are millions of blogs and Web sites you can subscribe to so that the
newest information available is delivered directly to you. In addition to
Web-based services that allow you to subscribe to and read RSS-delivered
content, a relatively new type of application called an RSS aggregator has
become popular to manage these functions on your PC. This new
approach to acquiring news and other interesting content has largely
taken place since the last version of Outlook was released, and a third-party
add-in like NewsGator has been required if you wanted to subscribe to and
read information delivered via RSS directly into Outlook.

Outlook 2007 provides a basic set of features to allow you to subscribe
to RSS feeds without the need to use additional software. While not as
powerful as some third-party products, the addition of RSS to Outlook is
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a welcome addition. Chapter 6 explains how to use Outlook to aggregate
and read RSS feeds.

Improved Categories
Outlook Categories can assist you in filtering and searching for tasks,
appointments, and contacts. In previous versions of Outlook, viewing
Categories was not a part of the out-of-the-box experience and required
some customization to views to make them useful. Categories are much
more visible in Outlook 2007, and they’re colorful too. Each category in
Outlook can now have a color associated with it, which affects the display
of calendar and task list items. Prior to Outlook 2007, the only way
to color code items was using labels that only applied to calendar items.
In Outlook 2007, tasks and e-mail messages can now use the color cod-
ing associated with categories to make visual searching much faster.
Figure 1.18 shows the Color Categories dialog box where you can create,
edit, color code, and assign categories to any of these items in Outlook.

Figure 1.18. Outlook 2007’s improved Color Categories dialog box makes 
extensive use of color to help you tag and visually identify related items.

Bright Idea
RSS feeds can often replace e-mail newsletter subscriptions. Many newsletter
publishers now offer RSS feeds that allow you to subscribe to specific cate-
gories of information you are interested in. These feeds are more immediate
than newsletters and arrive as soon as new content is published.
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Just the facts 
■ Outlook is much more than just an e-mail client and provides a

unique and powerful environment to manage all of your personal
information.

■ The new user interface in Outlook 2007’s content forms and other
core Office applications eliminates conventional menus and tool-
bars and puts all of the commands and features you need right in
front of you.

■ Unlike other Office 2007 applications which use the new Ribbon
exclusively, Outlook 2007 retains conventional menus and toolbars
in its main views.

■ In the new Ribbon, the Quick Access Toolbar allows you to keep the
commands you use most often in a single, easily accessed place.

■ The new To-Do Bar keeps your appointments and tasks available in
every view. 

■ Outlook 2007 provides powerful new built-in searching.

■ Outlook 2007 eliminates the need for additional software to sub-
scribe to RSS feeds.
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