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THE INBOX RIBBON

Backstage View
Standard Tabs Minimize The Ribbon
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The Ribbon first introduced irome of the Office 2007 programs is common to all Office 2010
programs. The Ribbon extends across the top of the program window, directly under the title
bar, and consists of a set of tabs that change depending on the currently active module, item, or
conent. Clicking a tab name displays the associated set of commands.

BACKSTAGE VIEW : The File tab displays the Backstage view a new feature that is common
to all Office 2010 programs. The contents of the Backstage view are identical regardless of
whichmalul e youdre working in.
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Automatic Replies (Out of Office)

ﬁlj Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

Automatic
Replies
' Mailbox Cleanup
E\"g Manage the size of your mailbox by emptying Deleted [terns and
archiving.
Cleanup
Tools = I
167 ME free of 303 MB
N Rules and Alerts
i }_‘ Use Rules and Alerts to help organize your incoming e-mail
. messages, and receive updates when itermns are added, changed, or
Manage Rules removed.
& Alerts



1 Info: From this page, you can manage account settings, automatic replies, mailbox size,
rules and alerts.

1 Open: From this page, you can open an external calendar file, Outlook data file, or other
Outlookuse 6 s f ol der i n Out | oo ksettingent@Ougfooku can | m

1 Print: From this page, you can select a printer, set print options, and preview the effect
of the applied options, and print the selected item.

1 Options: From this page, you camstomize your Outlook and various default settings
such as font, spell check and calendar to name a few.

STANDARD TABS: Tabs have replaced the standard menus and toolbars. Each tab has a set

of tools specifi c Theribborhimach nodubednsludds foarstandandn al i t y
tabs: Home, Send/Receive, folder, and Viévabs contain Groups, an area of a ribbon tab

containing buttons related to a specific functi@utlook 2010 gives you the option to

customize these tab#n the bottom righcorner of some of the tabs are little arrows known as

Option Clicks.These Option Clicks open dialog boxes that give you more options to choose

from.

Home Tab: This tab includes the commands you need to create and manegkeneessages,
but not mesgge content.
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1 Ignore: This command moves the selected conversation and any related messages you
receive to the Deleted Items folder.

1 Clean Up: This command deletes redundant messages, messages whose text is wholly
contained within later messages, frarsonversation.

1 Quick Steps: This command allows you to perform multiple processes on one or more
e-mail messages with only one click. For example, you can reply taval enessage
and delete the original message, or move a message to a speaic 6t can
customize Quick Steps to include any combination of up to 12 actions that you choose.

Send/Receive Tab:This tab includes commands for synchronizing data in Outlook with data on
the mail server.




O Inbox - JSzonntag@wcupa.edu - Microsoft Outlook [E=nto) [—&
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1 Send/Receive All Folders:This commandefreshes your inbox with the mail server.

Folder Tab: This tab includes commands for creating and managing folders in which you can
store messages, calendar items, contact records, notes, tasks, and other Outlook items.
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1 New Folder: This command lfbws you to create a new folder in the Navigation Pane.

1 New Search Folder: This command allows you to create a new Search Folder. A search
folder displays messages based on specified criteria, i.e. read messages, unread messages.

1 Clean Up Folder: This command allows you to remove redundant messages from every
conversation in the selected folder.

1 Delete All: This command allows you to delete all of the items in the selected folder.

1 Recover Deleted Items:This command allows you to recover deletedns from this
folder.

View Tab: This tab includes commads for changing the way items are displayed in the content
pane. For example, dplaying, hiding or changing the locatioha program window pane and
opening or closing secondary program windows.

|
Q) Inbox - JSzonntag@wcupa.edu - Microsoft Outlook = =
Home  Send/Receive  Folder | View | Add-ns o @
—~ » X ﬁ > & Ri sort ‘jz ‘j:
- | @} bab] [C] show as Conversations =% Date b From &8 To 1 Reverse so = = E = & _lﬁl B
-/ . = = - | %= Add Columns — = — Bl —! !
Change View Reset B Categories ¥ Flag: Start Date ¥ Flag: Due Date — ) Navigation Reading To-Do ~ People  Reminders Openin New Close
View = Settings View - - T | @=Expand/Collapse * Pane~ Pane~ Bar~ Pane ~ Window  Window  All kems
Current View Conversations Arrangement Layout People Pane Window

1 Change View: This command gives you several view options for the selected folder.

1 View Settings: This commandllows you to change the font size of the columns, rows
and auto preview of the selected fold@lick on View Settings and select Otheatttgs
from the list. Click on Column Font and select a font and size, click OK. Click on Row
Font and select a font and size, click OK.



1 Arrangement Group: This group gives you the ability to arrange your folder according
to date, from, categoriescet

1 Layout Group: This group allows you to view and change options within the
Navigation Pane, Reading Pane andDiamBar.

MINIMIZE THE RIBBON BUTTON: This button is located below the
= =

Minimize/Maximize/Close button . Clicking this button hides theommmands

but leaves the tab names visible. You can then click any tab name to temporarily display its
commands. Clicking anywhere other than the ribbon hides the commands again. When the full
ribbon is temporarily visible, you can click the button atigit end, shaped like a pushpin, to

make the display permane .

THE MESSAGE RIBBON

Ribbon
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Message Tab: This tab includes a selection of the commands you are most likely to use when
creating a new mesge.

1 Basic Text Group. Within this group you can format the text of the email with many of
the same tools that you find in Microsoft Word.

1 Include: This group gives you the option to attach a file and a signature to your
message. You can also createw signature or edit an existing signature from this

group.

Insert Tab: This tab includes commands that allow you to insert files, a signature, tables,
images, symbols and more.
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Options Tab: This tab includes commands showing the CC and BCC fieltt®i message
header of an email. It also gives you the option for tracking an email, such as requesting a
Delivery Receipt and or a Read Receipt.
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Format Text Tab: This tab includes many text formatting options found in Microsoft Word.
You have theption to find, replace and select text, cut and paste and more.
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Review Tab: This tab includes commands for proofing such as checking spelling and grammer.
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Proofing Language

Quick Access Toolbar: A small customizable toolbar that displays frequently used comisnan
You can add commands to the Quick Access Toolbar so that they are available regardless of
which tab is currently active in the Message window. Adding a command to the Quick Access
Toolbar in a new message window does not add it to the Quick Accelmil of any other

Oultook item window or any other Microsoft Office 2010 program window.

Placing buttons on the Quick Access Toolbar:
1. Click on the Customize Quick Access Toolbar button at the right end of the QAT (Quick
Access Toolbar) and a list of comamds will display
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Customize Quick Access Toolbar

To..
= v | Save
E— Ce.. | Quick Print
Subject: | Print Preview

Spelling & Grammar

v | Undo
v | Redo
Attach File

High Importance

Low Importance

Forward

Delete

Move to Other Falder
v | Previous Item

v | MextItem

More Commands...

Show Above the Ribbon

A check mark indicates a command that is already displayed on the QAT.

Clicking a command that is not already preceded by a check mark adds that command to
the right end of the QAT.

To see a list of all the available commands thatbeaadded to the QAT click on More
Commands.



Cutlook Opticns

General

Mail

Calendar

Contacts

Tasks

Motes and Journal
Search

Mobile

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Customize the Quick Access Toolbar.
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>( Delete
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HTKL
Insert Hyperlink
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Message Options...
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Mext Item
Permission
Flain Text
Previous Item
Print
Print Preview
Quick Print
Redo
Rich Text
Save
Save As
Spelling & Grammar
Undo
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Show Quick Access Toolbar below the Ribbon

Customize Quick Access Toolbar (i

H Save

¥} Undo

3 Redo

@ Print

4k Previous Item
¥ MNextItem
%2 From

%E Bece

Customizations: i

Import/Export ¥ |

[ OK ][ Cancel ]

No o

Select an item in the left column, click on Add and it will appear in the right column.
To remove an item from the QAT select it in the right column and click on Remove.
You can also change the order of hihese items appear on the toolbar. Select the item
in the right column and click on thép arrow located to the right to move the item up or
click on theDown arrow to move the item down

8. To change the location of where the QAT appears on the Rihioron the Customize
Quick Access Toolbar button at the right end of the QAT.
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9. Click on Show Above the Ribbon and the QAT will be moved above the Ribbon. Follow
the same steps to move the QAT to below the Ribbon.

Customizing the Ribbon

The ribbon was ds#gned to make all the commonly used commands visible so that people could
more easily discover the full potential of the program. Many people use Outlook to perform the
same set of tasks all the time and find the ribbon to be cluttered with commargtsgrslthat

they donét wuse. Qutl ook 2010 now offers the
their needs.

Follow the steps below for a demonstration on how to customize the ribbon.

1. Open the Outlook Options dialog bby clicking on the Filéab select Options and click
on Customize Ribbon.



2. In the right pane of the Customize Ribbon page, clear the check boxes of the Folder tab,
the AddIns tab, then click Ok.

Outlook Opticns M

- -
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Customizations: i
Import/Export ¥ |
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3. The ribbon now displays only the File, Home, Send/Receive and View tabs. dlote y
cannot turn off the File tab, which is your link to the Backstage View.

MNew Group Rename...

g Inbox - JSzonntag@wcupa.edu - Microsoft Qutlook | =
Home Send / Receive View o e
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New Delete Respond Quick Steps % Move Tags Find

4. Redisplay the Customize Ribbon page of the Outlook Options dialog box, and in the right
pane, select the Folder check box. Then click the plus sign adjacent to Folder o displa
the groups that currently appear on this tab.

5. In the Choose commands from list click on the down arrow next to Popular Commands
and click on Main Tabs. Then in the list of available commands, click the plus sign
adjacent to Folder to display the grotipat are predefined for this tab.
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Customizations: i
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6. In the right pane, click the IMAP group. Then between the left and right panes, click

Remove. The IMAP group is removed from the list of groups that are present on the tab

(the pane on the right), but it is still presén the available commands list. You can add
it back to the folder tab, or add it to a different tab, at any time.
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7. Click the plus sign adjacent to Home (Mail) to display the groups that currently appear on
the Home tab in the Mail module. Then clitle tab name, Home (Mail).

8. Below the right pane, click New Group. A group named New Group (Custom) is added
to the bottom of the Home (Mail) group list.
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9. With the new group selected, click Rename. The dialog box for groups opens. In the
Rename dialogpox, you can select a symbol to reporesent the group and change the
group name.
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4

10.1In the Rename dialog box, enter Housekeeping in the Display name box, and click Ok.
Then on the right side of the Customize Ribbon page, click the Move Up button until the
Housekeeping (Custom) group is at the top of the groupB&stause it is first in the
list, the custom group will appear at the left end of the Home tab. You have removed a
standard group from the Folder tab and created a custom group on the Hoithéab
Mail module.
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11.1In the Choose commands from list, click File Tab. The available commands list changes
to include only the commands that are available in the Backstage view, which you
display by clicking the file tab.

12.In the available commands listick Empty Deleted Items. Then between the left and
right panes, click Add. Repeat this step with the Mailbox Cleanup comnTdredtwo
commands are added to the custom group. Note: you can add commands to a custom
group but not to a predefined group

14
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13.1n the right pane, remove the Respond and Tags groups from the Home (Mail) tab. Select
the item and then click on Remove between the left and right panes.

14.Click the tab name, Home (Mail) and then click New Tab. A custom tab named New
Tab (Custom) idded after the Home (Mail) tab. The custom tab includes one custom
group named New Group (Custom).

15.Remove the custom group from the custom tab. Click on New Group (Custom) and click
on Remove.
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General . .
ﬂﬁ Customize the Ribbon.
Mail
Choose commands from: (i Customize the Ribbon: i
Calendar File Tab [+] Main Tabs [+]
Contacts
@ Account Settings... Main Tabs
Tasks gF  Add Account.., Bl [¥] Home {Mail)
Motes and Journal ﬂ Archive... =l Housekeeping [Custom)
“H Archive Policy » &) Empty Deleted Items
|| | Search 2l Automatic Replies.. ‘\9’; Mailbox Cleanup
fl . 8% Delegate Access Mew
Il Mobile @ Download Address Book... Delete
g ick St
||| Language o Empty Deleted Items Quick Steps i
K Bt Maove
| | Advanced a‘* Import & Export RSS
| 3 Mailbox Cleanup... Chinese Conversion
|| || Customize Ribbon 5 Manage Mobile Motifications Find
| ) Qfg Manage Rules & Alerts. .. Send/Receive (IMAP/POP)
I Quick Access Toolbar Lg Open Calendar g New Tab (Custom]
Add-Ins L q Open Outlook Data File... MNew Group (Custom]
I 2] Options Home [Calendar Table View)
=
M| | Trust Center L& Other User's Folder... add>> Home (Calendar)
I (¢ Prepare for Offline Use Home [Contacts) E]
I i Print Options Home (Tasks]
| Quick Print [V]Home [Notes)
Uy Save All Attachments.., [¥]Home (Journals)
: Save As [¥] Send / Receive
.% Save as Calendar [ Folder
I [#] view
N [7] Developer
l [ Add-Ins

Mew Tab ] [ﬂewGroup] [ Rename... ]

Customizations: i
.I Import/Export ¥ |

[ OK J[ Cancel ]

16. Click the tab name, New Tab (Custom), and click Renahie Rename dialog box for
tabs opens. You candt assign a symbol to

Rename M

Display name: |Mew Tab

[ oK J[ Cancel ]

[ _— ]

17.1n the Rename dialog box, enter Follow Up in the Display name box and then click Ok.
18.In the Choose commands from list, click Main Tabs and then in the availableacoi®im
list, expand the Home (Mail) tab.
19. Select the Follow Up (Custom) tab in the right pane. Add the Respond and Tags groups
from the Home (Mail) groups on the left pane.
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Geners! Customize the Ribbon.
Mail
Choose commands from: (i) Customize the Ribbon: (i)
Calendar Main Tabs El Main Tabs EI
Contacts
Main Tabs Main Tabs
Tasks El Home (Mail) = [7] Home (Mail)
Motes and Journal New =] Housekeeping (Custom)
Delete & Empty Deleted Items
[ search Respond ‘\'ﬁ Mailbox Cleanup
| ) Quick Steps Mew
Mobile Move Delete
1 RSS. Quick Steps |
ff| ‘=oveoe Move
| advanced Chinese Conversion RSS
| Find Chinese Conversion |
| send/Receive [IMAP/POF) Find i
| ) Home (Calendar Table View) send/Receive (IMAF/POF) i
Quick Access Toalbar Home [Calendar] [=l [¥] Follow Up (Custom) |
| Home [Contacts) Respond |
Add-Ins "
| | Home (Tasks) Home[CaIendarTabIeVlew]
M| Trust Center Home [Notes) Home [Calendar) E
| Home [Journals) Home [Contacts) E
[l Send / Receive — Home [Tasks)
Folder Home [Motes)
| [ View [¥] Home (Journals)
| Developer Send / Receive
| [] Folder
| [¥] view
| [] Developer
| [F] Add-Ins
| |
| Mew Tab ] [ Mew Group ] [ Rename... ]
1 Customizations: ]
:
I Cox ] [ coneet ]
- |

20.Click Ok. The new Housekeeping group is at the left end of the Home tab, areithe
Follow Up tab appears on the ribbon after the Home tab.

oP Ic. P T— 3 — = X
Inbox - pa.edu - Outlook —— [T e s
A || Home | Followup \send/Receive  View o Q
{@ :@ A ] Gﬁ Py 1gnore "®" Online bill paym... (5 To Manager L} S AN E Find a Contact ~
\ s =Y %2 clean up - 43 Team E-mail « Done =N 4 [ Address Book
Empty "Deleted Mailbox New  New Delete - oy Move Rules OneNote
Items” Folder Cleanup | E-mail Itemsy| & Junk~ 4 Reply & Delete ™3 Create New 2 - B 7 Filter E-mail ~
Housekeeping New Delete Quick Steps 5 Move Find

21.Display the Customize Ribbon page lo¢ tOutlook Options dialog boxa the lowerright
corner, click Reset, and then click Reakktustomizations. Then in the message box
asking you to cofirm that you want to delete all ribbon and Quick Access Toolbar
customizations, click Yes.
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General

Mail

Calendar

Contacts

Tasks

Motes and Journal
search

Mabile

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Customize the Ribbon.

Choose commands from: (i

Popular Commands

|

Account Settings..,
Address Book...
Automatic Replies...
Close All Items

Manage Rules & Alerts..,
Meeting

MNew Appointment

Mew Contact

Mew E-mail

MNew Task

Options

Print

Save All Attachments..,
Save As

Send/Receive All Folders
Undo

@ Work Offline

[
&

SHEETUeE FHERERE

Customize the Ribbon: (i
Main Tabs

Main Tabs
= [ Home (Mail)
MNew
Delete
Respond
Quick Steps
Move
RSS
Tags
Chinese Conversion
Find
Send/Receive [MAP/POF)
[¥]Home (Calendar Table View]
Home (Calendar)
Home (Contacts)
Home (Tasks)
Home (Motes)
[¥]Home (Journals)
[¥] send / Receive
[ [ Folder

Microsoft Office

- =

I_\ Delete all Ribbon and Quick Access Toolbar customizations for this program?

Was this information helpful?

[ Mew Tab ] [ﬂewGroup] [ Rename... ]

Customizations: i
Import/Export ¥ |

[ ok

] [ Cancel

22.Click Ok, and the default ribbon is restored.

Quick Steps

Outlook 2010 includes many features designed to increase the efficiency with which you
perform taks. With the new Quick Steps feature available in the main Mail ribbon, you can
perform multiple processes on one or meraal messages with only one click. For example,

you can reply to an-mail message and delete the original message, or flagsageefor follow

up and move it to a specific folder. Quick Steps can include any combination of up to 12 actions

that you choose.

Quick Steps are available from the Quick Steps group on the Home tab of the Mail ribbon and
from the shortcut menu that agps when you rightlick a message or group of messages.

o]

HDmE

= 74 Ignore x p B $ E .
! - ; Meeting
jj h@ #= Clean Up = ¢ -
MNew  MNew Delete Reply Reply Forward ‘ﬁ"e More *
E-mail Tems+ | & Junk All
Mew Delete Respond

—

Send / Receive Folder View

Add-Ins

(2§ Move to: 7
2 Team E-mail
L,}. Reply & Delete

Inbox - J5zonntag@wecupa.edu - M

LT; To Manager

& Done

7 Create New

Quick Steps

icrosoft Outlook

Move Rules C

Al

F] Mave
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The default Outlook installation includes these five Quick Steps:

T

Move To: Moves the selected message to a folder that you specify the first time you use
the Quick Step and marks the messagead. After you specify the folder, the Quick
Step name changes to include the folder name.

Team E-mail: Creates a message to a person or people you specify the first time you use
the Quick Step. You can edit the Quick Step to include Cc and Bccaratsipa specific
message subject, a follewp flag, a level of importance, and specific message text, and

to automatically send the message one minute after you click the Quick Step command.

Reply & Delete: Creates a response to the original messagesand immediately
deletes the original message.

NOTE: The Reply & Delete Quick Step deletes the original message before you send
the replay. If you close the response message window without sending it, the original
message will no longer be in your b If you need to retrieve the message from your
Deleted Items folder, locate the message in the Deleted Items folder and drag it back to
your Inbox.

To Manager: Forwards the selected message to a person or people you specify the first
time you use thQuick Step. You can edit the Quick Step to include Cc and Bcc
recipients, a specific message subject, a folipaflag, a level of importance, and

specific message text, and to automatically send the message one minute after you click
the Quick Step comand.

Done: Moves the selected message to a folder that you specify the first time you use the
Quick Step, marks the message are read, and marks the message as complete so that a
check mark is displayed in the follewp flag location.

How to set up anduse built in Quick Steps Some generic Quick Steps require that you supply

information the first time you use them.

1. Onthe Home tab in the Quick Steps gallery click Move to: ?. The First Time Setup

dialog box for the selected command opens.
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