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Favorites  Here you can place Frequently used Folders for direct access, so less time needed for looking.
Mail Contains mail related folders like: Inbox, Sent Items, Deleted Items, Search Folders.
Calendar  Makes it possible to see appointments and create them. Shows shared calendars by putting them back to back.
Tasks Create to-do lists. Keeps track of the progress of the tasks and organizes them.
Notes Behave like electronic yellow sticky notes, to quickly write something down.
Folder List Shows a list of all the Outlookfolders in the Navigation Pane.
Shortcuts  Create Shortcuts to Folders and locations for even faster access.
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to better organize your emails, apply filters for easier access.

The tab Home will give you direct access to several actions, like Reply, Forward, Categories.
When working with the mail, you will have almost all the possible actions related to mail, direct at hand. You can move emails, create rules
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New email: Goto Mail > tab Home - click in the group New - select New E-mail
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Dear mr. Stevens,

Create a New Appointment: Goto Calendar > tab Home - click in the group New - click on  New Appointment.
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Publish OnLine your calendar on the Internet.

In the tab Home you have direct access to: Creating a New Meeting, customize calendar permissions,select a different calendar view,

Add a New Contact: Go to Contacts > tab Home - click in the Group New - cl

ick on New Contact

File. Home Send / Receive Folder View
J g x s J | Q\,I—j — = 13 Move = iﬂ] Forward Contact = 9 Categorize - |Find a Contact =
@ Q__J j - .:‘;a Mail Merge = ;37 Share Contacts Y Follow Up = | [G Address Book
Cg:::ct Nev;r%%r:jtact Itr::-r:v e aaastn Msre D o Card = gi—’_l OneMote &'J Open Shared Contacts | (§) Private
Mew Delete Communicate Current View Actions Share Tags Find

New contact from the same company: Go to Contacts in the Navigation Pane >
tab Home - New Contact - tab Contact >down arrow to the right of Save & New >

Contact from the Same Company.
All common information will be copied to the new contact.
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To make it easier to manage your Folders, all related items have been put together in the tab Folder.

File Home Send / Receive Folder View
e [Z5 Copy Falder ¥ J.lJ.\ 3 N = "l-l] @ il
— X 2 move Fotae B B R e = =
Mew Mew Search - - Mark All Run Rules Clean Up Delete Recower Show in | AutoArchive  Folder Folder
Folder Folder F —A Uelete Folde as Read Mow Folder=  All  Deleted Items | |Favorites Settings  Permissions Properties
MNew Actions Clean Up Favarites Properties

In the tab View you can switch the different Views and Panes On or Off.
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