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EXPLORE THE OUTLOOK USER INTERFACE 

  
1. Instant Search box: Helps you quickly find items in Microsoft Outlook. The Instant Search pane is always 

available in all of your Outlook folders, such as Mail, Calendar, Tasks, and Contacts. 
2. Menu and Toolbars: The current view (for example, mail, calendar, or contacts view) determines which options 

appear on the ribbon. 
3. Reading pane: The area where you can read e-mail messages or see details about items such as contacts and 

tasks. To change the location of the reading pane, on the View menu, point to Reading Pane, and then select an 
option (for example, Below). 

4. Navigation pane: Use to switch between the different areas of Outlook, such as Mail, Calendar, Contacts, Tasks, 
and Notes. In addition, when you are working within a view, the Navigation Pane displays the folders within that 
view.  

5. To Do bar: Enables you to track your time and tasks wherever you are in the application. 
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 MAIL  

Create New Mail Message 

1. In Mail, on the Home tab, in the New group, click New.    +  + essage 

2. Address and type the message. To add an attachment, click Attach File  on the Message tab.  
 Total message size is limited to 35MB including attachments.  

If you need to send larger attachments, use DropBox.unl.edu.  
3. On the address tab, click Send.  

For your information… 
 A copy of each message that you send appears in the Sent Items folder in the folder list. 
 To check spelling in the message, on the Review tab, click Spelling & Grammar. 
 To change the default font used in e-mail messages, click the File tab, and then click Options. 

Then, under Mail, click Stationary & Fonts… 

Add a signature to messages 

In the new message window, on the Message tab, in the Include group, click Signature , and click Signatures. 
1. On the E-mail Signature tab, click New. 
2. Give the signature a meaningful name and click OK. 
3. Type and format your signature block. 
4. Click Save. (Repeat steps #1-4 for each new signature.)  
5. Select which signature to be automatically appended to new message and replies/forwards. 

 

On the Message tab, in the Include group, click Signature, and click the signature that you want. 

 
Signatures are stored locally on your computer 
and not in the cloud. If you plan to use Outlook 
Web Access, or Outlook on another computer, 
you will need to set a signature there as well. 

 

http://is.unl.edu/dropbox/
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Open or save an e-mail message attachment 

On the Message tab, Actions group, click Other Actions and click Save Attachments. 

 

Organize your Inbox with Folders 

1. In the folder list, under Inbox, click the folder for your e-mail account (i.e. ckent2@unl.edu). 

2. On the Home tab, click New , and then click New Folder. 
3. Type a name for the new folder, and then select where the folder is to be saved. 
4. Click OK. 

Delete 

 To delete a message, click Delete  on the Home tab. 
 To empty your Deleted Items folder, right-click the Deleted Items folder, and then click Empty Folder. 

Items in your Deleted Items folder are permanently deleted after 7 days. 

Junk Mail 

Any message that is suspected to be junk is moved to the Junk E-mail folder. We recommend that you periodically 
review the messages in the Junk E-mail folder to check for legitimate messages that were incorrectly classified as junk. If 
you find a message that isn’t junk, drag them back to the Inbox or to any folder. You can also mark the item as not junk 
by doing the following: 
 On the Home tab, in the Delete group, click Junk , and then click Not Junk. 
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 CALENDAR 

Create a calendar appointment 

In Outlook, an appointment is a calendar item that has a specific start date and end date and a specific start time and 
end time. If you invite other people to an appointment, it is considered a meeting. 

1. In Calendar, click  New and click  Appointment.   + ew Appointment 
—OR—Right-click a time block in your calendar grid, and then click New Appointment. 

Manage your appointments 
 To change the date or time for an appointment, drag the appointment to a new location on the calendar.  

Or double-click the appointment and make the changes that you want. 
 To delete an appointment, select the appointment on the calendar, and then press DELETE.  

Or, double-click the appointment, and then on the Appointment tab, click Delete. 
 Small icons appear on appointments to indicate that a reminder is set ( ),  

that other people are invited ( ), and the appointment recurs ( ). 

Out of Office 

1. On the Tools menu, click Out of Office Assistant…. 
2. In the Out of Office Assistant dialog box, select the Send Out of Office auto-replies check box. 
3. If you want to specify a set time and date range, select the Only send during this time range check box. Then set 

the Start time, and then set the End time. 
4. In the Inside my organization tab, type the message that you want to send within your organization, and in 

the Outside my organization tab, type the message that you want to send outside your organization. 
5. Click OK. 
6. If you selected the “Only send during this time range” option in step 4, the Out of Office Assistant feature will 

continue to run until the date and time set for the End Time in step 5 is reached. Otherwise, the Out of Office 
Assistant will continue to run until you repeat step 1 and select “Do not send Out of Office auto-replies”. 
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Schedule a meeting with other people 

In Calendar, click  New and click  Meeting Request.   +  + Meeting Re uest 
Click Actions on the menu bar and select Plan a Meeting from the menu.  

 

 CONTACTS 

Create a contact 

In Contacts, click  New and, click  New Contact.    + ew Contact 

Create a Distribution List 

In Contacts, click  New and, click  Distribution List.   

 +  + Distribution ist 

1. In the Name box, type the name of your distribution list. 

2. On the Distribution List tab, click  Select Members or  Add New. (If you are adding a new email 
contact, enter the information for the person in the Add New Member dialog box.) 

a. In the Address Book drop-down list, click the address book that contains the e-mail addresses you 
want to include in your distribution list. 

b. In the list of names, click the names that you want, and then click Members. You can add names 
from different address books to the same Contact Group. 

3. Do this for each person whom you want to add to the distribution list, and then click OK. 
The distribution list is saved in your Contacts folder under the name that you give it. 
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OTHER OPTIONS 

Add a flag to follow-up on a message, contact or task 

Flagging an item does not assign a reminder to the item.  
In an open message, on the Home tab, in the Tags group, click  Follow Up, and then click a flag.  

 Select Add Reminder… from the Follow Up menu. 
In a message list, such as your Inbox, click to the right of the item to set your default flag.  
In an open message, on the Home tab, in the Tags group, click Follow Up, and then click a flag.  

 Right-click the flagged item and select Add Reminder… 

(Un)Flag a Message as a To-Do Item 
Click the Follow-up  button either on the toolbar or next to the message. 

 Categorize a message, contact or calendar entry  

On the Home tab, in the Tags group, click Categorize , and then click a color category. 
To see more categories or to create a category, click All Categories to open the Color Categories dialog box.  
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