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Outlook 2007

a lot more than e-mail

New Features:
Quick Access Toolbar
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Office Outlook 2007

Quick Access Toolbar

The Quick Access Toolbar is a small toolbar above the Ribbon. It is there to make the
commands you need and use most often readily available.

You will see different Quick Access Toolbars depending on the area of Qutlook that you
are working in. For example, customizations that you make to the Quick Access Toolbar
for messages you send will not appear in the Quick Access toolbar for Contacts.
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Office Outlook 2007
Adding to the Quick Access Toolbar

To add more shortcuts to the Quick Access Toolbar, right click on a command and choose
Add to Quick Access Toolbar. Click the button below for a demonstration.

Click Here for Demonstration
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Removing ltems from the Quick Access Toolbar

To remove shortcuts from the Quick Access Toolbar, right click on a command and choose
Remove from Quick Access Toolbar. Click the button below for a demonstration.

Click Here for Demonstration

Notes

Page 7 of 11



Outlook 2007 quick access toolbar Tuesday, January 29, 2008

Slide 8 - Slide 8

P T e [ T T e e Urititied - Message (HTML) -8 X
(Bt -

Fer
Message Insert Pintinmr. Farmat Tavt N Tre lg,l
|

S e Right Click the command = e
' — you wish to remove @ o X v

— oy

Paste B I ol S e eck Fallow spelling
" 4 | 2 h _—r =0 Book  Mames 24 Up= -
Clipboard T~ Basic Text [ Mames Include = Options ™= || Proofing

This message has not been sent.

ﬂ Ta.. ||

5end Ci.. | I

Account - | Subject: I
I

| b 51

4|

Notes

Page 8 of 11



Outlook 2007 quick access toolbar

Tuesday, January 29, 2008

Slide 9 - Slide 9
E;\ Y5 e v 5 Lirititad . Mazcana (HIRL =
I i"ﬁ) -~ Remaoye from Quick Access Toolbar
: | Message Insert | ":ﬂ'
Customize Quick Ace p=s Tanlhar...
L f el
g4 . - .
; Calibri{Bo = 11 Sh ke & %
= A 2 Shaitaiilestal Select Remove from Quick Access Toolbar
Pasta B 7 U % Minimize the Ribbc " "
" § | _|| EOOK  TIaMmeEs P2 b= | 4 -
Clipboard T~ Basic Text [ Mames Include = Options ™= || Proofing
This message has not been sent.
§ W Ta.. | |
Send Ci.. | I
Account - | Subject: I
f‘g
| A
-

Notes

Page 9 of 11




Outlook 2007 quick access toolbar

Tuesday, January 29, 2008

Slide 10 - Slide 10

3
!'."_l:!n\* _Q [ H L N - Urtitled - Message (HTML) -2 X
| Message Inse pie = ':ﬂ-'
e The command has been removed M=r e
. % calibri(Bo ~ - : Y j?
2 I I [t w5 Eﬁ .!
Pasta B 7 U|%*~ === Address Check Fallow Spelling
F | _l’ ﬁ' | Baook Mames 2o Up~= -
Clipboard T~ Basic Text [ Mames Include = Options ™= || Proofing
This message has not been sent.
§ W Ta.. | |
Send Ci.. | I
Account - | Subject: I
EQ
Fs
-

Notes

Page 10 of 11




Outlook 2007 quick access toolbar

Tuesday, January 29, 2008

Slide 11 - Slide 11

This is the last slide.
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