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MS Outlook: Intermediate 
Lesson Notes 

Author: Pamela Schmidt 

 

Menus and Toolbars 
Customize Menus and Toolbars 

A Menu Bar is often seen at the top of 
a window, under the Title Bar.  This 
menu can be customized. 

Choose Tools, Customize to change 
the menu and toolbar options. 

 

The ñShow ScreenTips on toolbarsò 
shows a pop up with the tool name 
when the mouse is held over the tool. 

 

 

 

 

The ñShow shortcut key in 
ScreenTipsò shows the keystroke 
combination for that specific tool if 
available. 
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Create New Toolbars 
To create a new toolbar from the menu choose Tools, Customize. 

On the Toolbars tab click on the 
ñNewéò button. 

In the ñNew Toolbarò dialog box key in 
the desired name. 

Once the ñOKò button is clicked a new 
empty toolbar will be created. 

 

 

 

Click on the ñCommandsò tab and 
drag the desired tools to the toolbar. 

 

To add an icon choose ñChange Button 
Imageò and select the desired icon.  

To remove the text, click on ñDefault 
Styleò 

To change the look of the button choose 
ñEdit Button Imageò 



 

MS Outlook: Intermediate 

 3 

Navigation Pane 
The Outlook Navigation Pane displays icons to quickly switch 
between the different folders and parts of outlook. 

The Navigation Pane can be turned on and off from the menu by 
choosing View, Navigation Pane or by using the keyboard 
shortcut Alt-F1. 

 

The width of the Navigation Pane can be changed by 
dragging the edge of the Navigation Pane. 

 

The folder area can be increased or decreased by dragging the 
edge of the icon area up and down. 

 

 

 

 

In the Navigation Pane which icons show and the order of the 
icons can be changed by using the little chevron arrow at the 
bottom of the Navigation Pane to bring up the menu and 
choosing ñNavigation Pane Optionséò 

 

 

 

 

 

 

 

 

 

 

Adding mail folders to the Favorite List 
Right click on the mail folder to be added to the list, then choose ñAdd to Favorite Foldersò 
off the pop um menu. 
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Outlook Today 
Outlook Today displays on one screen the calendar, tasks, messages 

Clicking on ñPersonal Foldersò will display the Outlook Today window. 

 

 

 

 

 

The look and options of Outlook Today can be 
changed by choosing ñCustomize Outlook 
Todayéò 



 

MS Outlook: Intermediate 

 5 

Mail 
Options 

To change the E-mail options, from the 
menu choose Tools, Options. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Junk E-mail 

Options tab ï change how 
strict Outlook should be when 
moving items to the Junk E-
mail folder. 

 

Safe Senders and Safe 

Recipients tab ï add 
addresses that should never be 
treated as junk e-mail. 

Note: newsletters often have to 
be added to this list. 

 

Blocked Senders tab ï list 
address that should always 
block.  Addresses on this list 
will be automatically moved to 
the deleted folder. 
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E-Mail Options 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Advanced E-mail Options 

 

 

 

 

Desktop Alert Settingsé -sets the 
duration of the visual alerts, and allows the 
alerts to be made transparent. 
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Mail Setup 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Send/Receiveé 

How often Outlook checks for 
new mail is set under this 
option. 
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Mail Format 

Message format ï choose the 
format for new messages and 
the program to use as the email 
editor. 

Stationary and Fonts ï 
choose the default font and the 
default background for new 
messages. 

Note: the fonts and stationary 
can be changed for individual 
emails at the time the email is 
created. 

 

 

Signatures ï to save time 
when creating emails, create a 
default signature. 

 

 

 

 

New Signature ï click on new 

 

 

In the dialog box give your signature a name. 

 

 

 

 

 

 

 

 

 

Click the ñNextò button then key in 
the desire signature. 
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Spelling 

Click the ñAlways check 
spelling before sendingò to 
have Outlook spell check a 
message before sending. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Security 

Click the 
ñChange 
Automatic 
Download 
Settingséò to 
restrict the 
automatic 
downloading 
of pictures. 
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Other 

 

 

 

 

 

The initial window opened 
when Outlook is started 
can be set under the 
ñAdvanced Optionsò 
button. 

 

 

Click on the ñReading 
Paneò button to change 
how Outlook treats mail 
opened in the Reading 
Pane. 
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New Mail Message 
There are several things that can be changed in a new mail message. 

Click the down arrow 
to the right of the 
ñOptionséò button. 

 

E-Mail Signature 

Brings up the dialog 
box to create or 
change signatures.  
This is similar to the 
one found under the 
ñMail Formatò under 
ñOptionsò 

Stationery 

Brings up the dialog 
box to look of the email 
message. 

Click on the ñthemeò 
button to actually 
change the 
background of the e-
mail message. 

Note: adding stationery will make the email 
message larger.  Some email programs will 
not allow the viewing of stationary as a 
background and will send the background 
as an attachment. 


