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Quick Reference
Microsoft® Office Outlook® 2007

When using the mouse with the Ribbon, it is a 
straightforward point-and-click action. If desired, 
you may use the keyboard to select Ribbon items.

Selecting Ribbon Commands Using the Keyboard
1. Press the ALT key. 
2. Press the desired 

letter or number 
associated with 
the desired tab or 
command, e.g., 
press N to select 
the Insert tab.

3. If required, press the indicated key(s) again to 
select a command.

• Press ESC to back up or cancel the keyboard 
selection of commands.

Minimizing and Restoring the Ribbon
1. Click the Customize Quick Access Toolbar button.
2. Select/deselect Minimize the Ribbon to 

minimize/restore the Ribbon.
Note: While the Ribbon is minimized, tab 
names are still visible, but groups are hidden.
 - OR -

Using the Ribbon

Press CTRL+F1 to minimize/restore the 
Ribbon.

-- OR --
1. Double-click the active Ribbon tab to 

minimize the Ribbon, and double-click any 
tab to restore it.
Note: To temporarily restore the minimized 
Ribbon, click a tab and select a command. As 
soon as the action is performed, the Ribbon 
will return to being minimized.

Using the Ribbon... cont’d

Useful Keyboard Shortcuts

CTRL+SHIFT+I Activates the Inbox.
CTRL+SHIFT+0 Activates the Outbox.
CTRL+M Checks for new items and displays them 

in the Inbox.
CTRL+N Creates a new message while in Mail 

view. Creates a new appointment while in 
the Calendar.

CTRL+O Opens the selected item in the Inbox or in 
the Calendar.

CTRL+P Opens the Print dialog box to print the 
selected Inbox item or an open item.

INSERT Applies a quick flag to an item selected in 
the Inbox.

Useful Keyboard Shortcuts... cont’d

CTRL+R Allows you to reply to the sender of a 
message. This can be used while an 
Inbox item is selected, or when such an 
item is open, e.g., an e-mail or a meeting 
request.

CTRL+SHIFT+R Allows you to reply to all of the 
recipients of a message. This 
shortcut can be used in the same 
situations as described above.

CTRL+F Allows you to forward a message to other 
recipients. This shortcut can be used 
while an Inbox item is selected, or when 
such an items is open, e.g., an e-mail, an 
appointment, or a meeting request.

CTRL+Q Marks the selected item in the Inbox as 
read.

CTRL+U Marks the selected item in the Inbox as 
unread.

CTRL+K Checks the syntax of e-mail addresses 
(names) to ensure they are valid when 
addressing a message in the message 
window.

ALT+S Sends a message after creating it in the 
message window.

Navigation Pane - Used to navigate to 
any Outlook folder, as well as change 
folder views. The Navigation Pane 
contains several view buttons which can 
be used to select certain views. See 
“Using the Navigation Pane” on page 2 
for more details.

Outlook 2007 has a hybrid-interface. The Outlook application window, shown on the left 
below, maintains traditional window components such as a Menu Bar and toolbars similar 
to previous Outlook versions. However, other function-based windows, like the Message 
window shown on the right below, possess the new Office 2007 interface components, 
such as the Microsoft Office Button, the Ribbon, and the Quick Access Toolbar.

Ribbon - Used as the primary means 
of navigation in functional windows in 
Outlook 2007, the Ribbon is organized 
into three levels: tabs (e.g., ) 
which contain groups (e.g., 

), and groups which 
contain buttons or menu commands 
(e.g., ) used to perform tasks.

Microsoft Office Outlook 2007 Interface

Quick Access Toolbar - Used to allow quick 
access to button commands you use often. 
Click the  to change behavioral properties 
and customize the Quick Access Toolbar by 
adding and removing button commands.

Dialog Box Launcher - Used to open the dialog 
box or task pane associated with the group. It 
provides additional commands if required. The 
Clipboard task pane is shown above, as the 
result of clicking the Dialog Box Launcher  
button in the Clipboard group.

Contextual tabs - Appear (in addition to the standard tabs) containing tools that may be used 
when a particular item or object is selected, e.g., a picture. 

Microsoft Office Button  - Opens a menu 
containing commands commonly used to 
manage Outlook 2007 functions. Within the 
menu, the functionality may vary depending on 
whether you clicked the Microsoft Office Button 
from the Message window, the Appointment 
window, or another window.Menu Bar - Used to access all of 

Outlook's commands.
Toolbars - Provide easy access to buttons for 
some of Outlook's frequently used commands.

Folder Pane - Used to view and manage 
all types of information in Outlook. In the 
example of the Inbox information shown 
above, more details could be displayed if 
the width of the Information Viewer was 
greater. The Folder Pane may be 
resized by dragging its left or right border 

 to the desired size.

Reading Pane - Used to display the 
contents of an incoming item without 
having to open it. See “Managing the 
Reading Pane” on page 2 for more 
details.

To Do Bar - Displays the Date 
Navigator and upcoming events in a 
small centralized area on your screen. 
See “Customizing the To-Do Bar” on 
page 2 for more details.
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