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Microsoft Outlook  2010 ɀ 7ÈÁÔȭÓ .Å×Ȧ 
 

A New Interface!    

 
Microsoft Outlook 2010 has new features to help you organize your emails more effectively. The new 
conversation feature enables you to organize email threads as conversations. Use the new ribbon for 
better search, and customized quicksteps.  
 

 
Navigation Pane  
Enables you to select different Outlook options.  The top of the navigation pane shows your favorite 
folders (if turned on),  the center shows all of your available folders and the bottom area allows you to 
choose between accessing your mail, calendar, contacts, etc. 
 
Message list (Inbox)  
Lists the e-mail messages you receive.  You can re-arrange the view of your inbox according to your 
preference. 
 
To Do Bar   

IŜƭǇǎ ȅƻǳ ǘǊŀŎƪ ǳǇŎƻƳƛƴƎ ŀǇǇƻƛƴǘƳŜƴǘǎΣ ƳŜŜǘƛƴƎǎΣ ŀƴŘ ǘŀǎƪǎΦ  LǘΩǎ ƭƛƪŜ ŀ ƻƴŜ ǎǘƻǇ ǎƘƻǇ ƻŦ ǿƘŀǘ ȅƻǳ ƘŀǾŜ 

going on for that day. 
 
Reading Pane   
Quick view of your messages.  The reading pane shows your messages without actually opening it. 
 
People Pane (Outlook Social Connector) 
A new area in Outlook where you view and access information that the Outlook Social Connector.  Any 
social media information will be listed for the person sending the current message. 



2 
 

The Ribbon  

The Ribbon replaces the traditional menu bars and toolbars that were in previous versions of Outlook 
and is made up of a series of tabs that group related commands together.  Each component of Outlook 
(email, calendar, contacts) has its own ribbon, with buttons and commands specific to that function.  

 

Quick Access Toolbar  

The Quick Access Toolbar is located above the Ribbon, on the upper left hand corner of the screen.  You 
can also add (customize) additional icons to the Quick Access toolbar (QAT).  The QAT allows you to 
quickly get to the commands you use the most. 

 

To customize:  

Click the small downward arrow located to the right of the Quick Access Toolbar.  

The Customize Quick access Toolbar menu will appear. Click a command to select 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

Note:  LŦ ȅƻǳ ŘƻƴΩǘ ƭƛƪŜ ǘƘŜ ŘŜŦŀǳƭǘ ƭƻŎŀǘƛƻƴ ƻŦ ǘƘŜ v!¢Φ  ¸ƻǳ Ŏŀƴ ƳƻǾŜ ƛǘ ōŜƭƻǿ ǘƘŜ Ǌƛōōƻƴ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ 
small downward arrow and selecting move below ribbon 

Quick Access Toolbar (QAT) ς Default location above ribbon 

Quick Access Toolbar (QAT) ς Moved below the ribbon 
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Backstage View 

Backstage View replaces the traditional file menu ς ¢ƘŜ ōŀŎƪǎǘŀƎŜ ǇǊƻǾƛŘŜǎ ŀ άƻƴŜ-ǎǘƻǇέ ǎƘƻǇ ǿƛǘƘ 
managing your document. Many settings that are not directly related to creating or managing account 
items and or printing are now located in the Backstage View.   Click the File tab to access backstage 
View 

 

 

 

 

 

 

 

 

 

Info ς Contains the print command, as well as print preview (Note: Print and Print Preview are now 
combined.  Once you click print the document is automatically previewed) along with other commands 
and settings. 

 

 

 

 

 

 

 

 

 

  

  

 

 

 

 

 

 

Change Color Scheme 

The default color scheme of Microsoft Office 2010 is silver.  Two 
additional color schemes are available - black and blue.  

 
To change:  

1. Click the File tab. 

2. Click Options. 

3. Under User Interface options, in the Color scheme list, click Blue, 
Silver, or Black  

 

1. Click the File tab 
located on the 
ribbon 

The following items are maintained in 
the info tab: 

¶ Change Account Settings 

¶ Send Automatic Replies 

¶ Clean up your Mailbox 

¶ Manage Rules and Alerts 

Note: If you change the color scheme in Outlook the color will apply to all of 
your other Microsoft Office 2010 programs.   
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Creating Signatures in 2010  

To create electronic signatures to automatically attach to your email messages 

1. Click on the File tab to access Backstage View 
2. Click on the Options link 
3. Click the Mail option 
4. Click on the Signatures button  
5. Click New and follow prompts to create your 

signature. 
6. Click new messages so that your signature can go 

out with every new email message. 

7. Click Replies/forwards if you want your signature 
to be included when replying or forwarding an 
email message. 
 

See your Schedule When Accepting a Meeting  

When you get a meeting invite, Outlook now 
displays your schedule right in the inbox, so you 
Ŏŀƴ ƴƻǘ ƻƴƭȅ ǎŜŜ ƛŦ ȅƻǳΩǊŜ ŀǾŀƛƭŀōƭŜΣ ōǳǘ ǿƘŀǘ 
meetings you might have on either side of the 
invite. You can deal meeting requests without ever 

leaving the inbox to look at your calendar 

 

 

 

 

 

 

 

Respond to an Email  with a Meeting R equest 

When you receive an email message, you can respond with a meeting requesting by clicking a button. 

1. With the email message selected.  2. Click the Meeting button on the ribbon, 
and 3. Outlook creates a meeting with all the people listed in the message.  The 
body of the email is automatically placed in the meeting notes for you.  

 

 

 

 

 

 

 

 

 

 

 

 

1. With the meeting request 
message selected above in 
the inbox 
 
2. A snapshot of your 
schedule is listed below in 
the reading pane 
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Meeting request generated 
with original email content 
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