	What’s New in Outlook 2003



	Introduction

When you start using Outlook 2003 for the first time, you will notice that Outlook has a new look that incorporates many features designed to make Outlook easier to use. This quick exploration is meant to familiarize you with some of the most noticeable changes made since the last version.
	

	Navigation Pane

For those of you familiar with the Outlook Bar from earlier versions of Outlook, you will see that it has been replaced by the new Navigation Pane, which provides centralized navigation and easy access to sharing features. You can turn the Navigation Pane on and off by pressing ALT+F1.

The large buttons in the Navigation Pane allow you to easily switch to Mail, Calendar, Contacts, Tasks, Notes, Folder List, Shortcuts, and Journal. Not all of these large buttons show by default. You can show fewer or more buttons in the button tray by using the menu after clicking Configure buttons.  [image: image1.png]



If you find that large buttons take up too much space, point to the horizontal splitter bar between the buttons and the All Mail Folders pane, and then when the pointer turns into a double-headed arrow, [image: image2.png]


 drag the splitter bar down. Dragging the horizontal splitter bar to the bottom of the Navigation Pane converts the large buttons to small buttons in a single row of icons at the bottom of the Navigation Pane.
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	Go menu

An alternate way of switching to a different Outlook module is to use the new Go menu. Listed on the Go menu are keyboard shortcuts you might find handy, such as:

· CTRL+1 for Mail
· CTRL+2 for Calendar
· CTRL+3 for Contacts.
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	Favorite Folders

Favorite Folders provide quick and easy access to folders you use often. Just select a folder from the All Mail Folders pane and drag the folder into the Favorite Folders pane. 
This is similar to creating a shortcut. The original folder stays in its original location. Only e-mail folders can be added to the Favorite Folders pane. 
Note:  Don't confuse the Favorite Folders pane with the Shortcuts pane. The Shortcuts pane contains links to Outlook Update and any shortcuts that you added to the Outlook Bar in earlier versions of Outlook.
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	All Mail Folders pane

The All Mail Folders pane includes only e-mail folders from all the e-mail accounts you have. Search Folders are also included.
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	Search Folders

In addition to the default Search Folders, which you can modify, there are several more predefined Search Folders you can use. You can also create your own custom Search Folders from scratch.

Search Folders are virtual folders that contain the results of a search query. For example, you can create a Search Folder called Important Mail that finds all messages marked as Important. The important messages can be scattered in different folders you have, but now you can view them all in one place.

There are three default Search Folders:

· For Follow Up includes any messages that are flagged. 

· Large Mail includes messages that are larger than 100 kilobytes (KB). 

· Unread Mail includes all unread messages. 
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	Important:  When you delete a Search Folder, the e-mail messages shown in the Search Folder are not deleted, because those items are never saved, only viewed, in a Search Folder. However, if you open or select one or more e-mail messages shown in a Search Folder and delete the messages, the messages will be deleted from the Outlook folder where they are stored.

	Arrangements

There are 13 predefined standard arrangements to help you see your messages in different ways including grouping by:

· Conversation
· Category
· flag 
· importance 
· Subject
· Attachments
To quickly change from one predefined standard arrangement to another, click the Arranged By column heading, and then select the arrangement you want. 
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	Multi-line layout

[image: image8.png]


Messages in the Inbox pane can be displayed by using either single-line layout or multi-line layout. In the new multi-line layout, four fields (From, Subject, Date, and Icon) typically are displayed in a vertical column. If the message list in multi-line layout is not displaying all the column headings about an item, you can pause on the item to display a ScreenTip containing all the information or you can specify that additional fields appear on additional lines when you pause on an item. 
To change between single-line and multi-line layout

1. On the View menu, point to Arrange By, and then click Custom. 

2. Click Other Settings. 

3. Select the line layout 
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	Reading Pane
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The Preview Pane found in earlier versions of Outlook has been redesigned and optimized for reading e-mail messages. Like a piece of paper, the Reading Pane is laid out vertically and, when used with the new multi-line layout, displays nearly twice as much information on the screen as the Preview Pane did. Other enhancements include the ability to respond to meeting requests and to use voting buttons without having to open the messages.

You still have the choice of having the Reading Pane positioned horizontally at the bottom as in earlier versions of Outlook, or you can turn off the Reading Pane.
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	Calendar improvements

The Calendar view has been streamlined, and you can now view multiple calendars at once. In this view,  the Date Navigator is displayed in the Navigation Pane.
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Date Navigator A new indicator makes it easy to quickly see the current day and time. 
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My Calendars In addition to the default Outlook Calendar, you can create additional Outlook calendars. For example, you can create a calendar for your child's soccer league schedule. You cannot share the additional calendars with other people. However, you can share your default Outlook Calendar. 

[image: image14.png]


Open a Shared Calendar This feature requires you to be using a Microsoft Exchange Server e-mail account. Click the link, and in the Name box, type the name of the person who has given you permission to view his or her calendar. The person's name appears in the Other Calendars section. 
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Share My Calendar This feature requires you to be using a Microsoft Exchange Server e-mail account. Click the link, and in the Name box, type the name of the person you allow to view your calendar. 
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	Side-by-side calendars

Side-by-side calendars allow you to view multiple calendars next to your own calendar. The calendars scroll together and are color-coded and labeled to help you quickly compare schedules or schedule meetings. After you open another person's calendar, it is added to the My Calendars pane in the Navigation Pane, where you can select the check box next to the person's name to show or hide his or her calendar.
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My Contacts Displays the default Contacts folder and any other contacts folder (Personal Folders file .pst) you have open. 
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Other Contacts Displays the Contacts folder of someone else who has shared it with you. This feature requires you to be using a Microsoft Exchange Server e-mail account. Click Open Shared Contacts, and in the Name box, type the name of the person who has given you permission to view his or her contacts. 
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Current View Provides several different ways to view contacts with one mouse click. You can also click Customize Current View to further customize the current view. 
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Sharing Requires you to be using a Microsoft Exchange Server e-mail account. Click Share My Contacts, and in the Name box, type the name of the person you allow to view your contacts. 
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