Helpdesk

Microsoft Outlook - Using the Outlook Bar

See what you want to see

You can set Outlook up to display as much or
little information on screen as you wish.

To show or hide any element, click on View then
on the relevant item.

The 4 main elements are shown right:
1. Outlook bar - allows you to set up one-click

G dask
Seek B

B[@EER

O)

shortcuts to any other accessible folder © ern
2. Folder list - shows an navigable list of all %" o
files and folders. You can drag and drop am | DEET
files between these folders. i% S
3. Current folder @ | oEm
4. Preview pane - displays first part of the e ﬂ?““;?
content of email files o | B

In addition, you can display toolbars at the top and
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a status bar at the bottom of the screen.

Using the Outlook Bar

The Outlook Bar contains shortcuts which make it quick and easy to jump between your inbox,
calendar, contacts lists and any other folder or subfolder, private or shared.
You can customise this easily, as follows:

Right click in a blank part of the Outlook bar to see a submenu

<p Back =
Outlock Shor...| | Folder List x|¢D
{2 Maotes Al 2
@ £ On portal Py
<& outbox )
Inbosx Personal R
[® L a
@ Large Icons
"o Small Icons
Calendar
Add Mew Group
Remove Group
sl Renarme Group
Cutlook Bar Shorteut...
Woice: Mai Hide Cutlock Bar

—~, | Compay Gerersl BT

{7 Back
OQutlook Shortcuts
My Shortcuts
Other Shortcuts
Clierts

‘Work shortcuts
() Client support work

SEaAdrmin

Compiled by Syplex Ltd

3% @ From

B4 0 Micha
L_@ Teale,
= Siman F
=) Ciaran,_
Lﬁ Siman F
a ZDNet
@ 0 Simonf
= Simaon F
= Paul Ge
= QoD

=) Simon F

Tel: 01223 422355

of options. (see left)

Outlock St | Folder List x 1

-DeB
Coorsdviow -BPa.
¥ @ From Subject
Claran_Stothig0el.con RE: Syphex
n Focte E
Dtiet Uk e BT advanced busness ...
4 Smen Foote FW: Computer System 2004
Smen Foote RE: Syphax
Paud Gokdsith Re: <no subject>
Smee Focte Cret
@ Simon Focte FW: Attn: HUMAN RESOURCES DEPARTMENT
admin@localsecres,com Woa and Wow Cambridge:-stybe on Valentne's
Jonathan Rushton RE: Matthew Phils
Smen Focte New suppier
JoMacrana @ The Software Practice effers 3fer 2
@ Paul Gokdsmth FW: Lindebverable: Advice
Smen Foote RE: Del Offer 53246087
Sincn Focte RE: Del Offer S3248087
Smen Foote RE: Daric - IMAP
0 Marc Hogg Final copy (ev)
0 Claran_Smathiged.con Ded Offer 53246087
Fathryn Teale Fw: Katheyn ()
Sincn Focte Dario

12:12. Click here to fird

v Simen Foote
Subject: RE: Computer System 2004

message
To:  Kathon Teske
9

& Inbox - Micresaft Outlook

Fle [t View Favgrites Tock  Actions  Help
itien < | B 03 X Gorerty SiResiyto ) 4B Fomard | [Sysendoseive | Fnd T

L

Office x 5, SBS2000 > SBS2003. extra 5 CALs, Cisco 1100 AP, PC Cards, PCI cards
get some ballpark figures for the meeting

Thanks
s

] Inbox - Mrosoft Out... || 23 /Advanced Emal Cptia..

To add a new shortcut to this bar, click on Outlook Bar

Shortcut.

Choose either an Outlook
folder or any other from your
file system. (see right)

Highlight the folder you want to
add and click OK. It will be
placed in the outlook bar
beneath existing shortcuts.

Use drag and drop to rearrange
shortcuts or move them
between groups

You can display shortcuts as
large or small icons. Drag the
side of the column to make it
wider.
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To start a new group (collection of shortcuts), click Add New
Group. It will be placed below current groups.
(see example of Work Shortcuts group, left)
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