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Outlook 2007 
 
Privacy Statement 
Our teachers and staff are known for going the extra mile in communicating with parents.  Many use email to do 
so as parents appreciate this method.  We want to encourage you to continue to communicate with parents 
about ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǎŎƘƻƻƭ ŜȄǇŜǊƛŜƴŎŜ ŀƴŘ ǘƻ ǳǎŜ ŜƳŀƛƭΦ  However, many of us have been under the impression 
that emails sent or received by us on a school district computer are private. Our school district attorney asked 
that we remind staff that in the state of Tennessee most school district documents are public records, with the 
exception of documents that contain confidential student information.  This means that any information 
contained on a school district computer could be viewed by the public if such a request is made. 
 
Open Your WCS Email From Home 
1. Open your Internet Browser (IF AOL is your provider, minimize your AOL window and open Internet Explorer 
2. Type webmail.wcs.edu in the Address box 

 
3. Type wcs\yourloginname and password, click OK 

 
4. You can change your view using the View Option Button 

 

 

Startup ς Open Word and click OK with the initials box before you open Outlook 

1. Click File on the menu, Programs, Microsoft Office Outlook 

2. Click Next on all screens and then select Finish 

3. When you get the message below click NO 

If you didn't open Word First 

 

1. Hold down the Shift and Alt keys as you tap the 
Delete Program  

2. Select Task Manager  
3. Select End Task  
4. When Outlook is closed, open Word  
5. When the window with your initials opens click 

OK  
6. Close Word  
7. Open Outlook 
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Function Page 

Archives 15 

Attachments 14 

Calendar ς Add US Holidays 20 

Calendars 17 

Calendars - Print 19 

Calendars ς Share with Another User 17 

Check Names  8 

Contact List - Print 13 

Contacts ς Create and Save From Received Email 9 

Distribution List 11 

Distribution List ς Send a Meeting Invitation 12 

Distribution List - Sharing 13 

Flags and Categories 6 

Folders 7 

Global Address Book 10 

Home ς Read WCS Email 1 

Notification When Email Arrives 9 

Quick Access Toolbar 4 

Screen Layouts 3 

Signatures 16 

To-Do Bar 21 

Voting Using Outlook -Conduct a Poll 22 
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You see no significant changes when you open Outlook 2007.  You should be comfortable moving around the 
interface to create new messages, read messages, create and open folders, select the calendar option, etc.   

 
 
The change comes when you perform certain functions such as when you click the New button to send a new 
mail message: 
 
Office Button   Quick Access Toolbar 

 
 
When you open a window for a new message on the Message Tab you have the option for attachments, 
signature, spelling and many other features at your fingertips. 
 
The Office Button Replaces File on a 2003 menu 

 
 

Help 
Tabs 
 
Ribbon 
Groups 

As you can see it is designed to place the most 
frequently used function right at your fingertips 
with one click of the button. 
 
You can not only save, print, create a new mail 
message, etc. but you can also create an 
appointment, contact and distribution group. 

Dialog Box Launcher 
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The Quick Access Toolbar 
 
The toolbar can be customized by selecting the option button and clicking on the functions you wish to add to 
the bar. 

 
 
If you select More Commands other features can be added to the toolbar 
 

 

 
 

Missing Buttons above your email messages: 

 
1. Right-click on the bar 
2. Select Field Chooser 
3. Scroll Down and select the filed that you previously deleted 

Missing Messages 
Make sure you did not click the 1 next to the category above the message groups 
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Ribbons 
The Ribbon is available when you are creating or editing an object changes with each Tab 

 
 

 
 

 
 

 
 
Look for the down-arrows 
You might want to do more than what the option suggests: 

 
 
Look for the Dialog Box Launcher for more options: 
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Flags and Categories 

After reading an email you can: 
Flag it for to take care of at a later time, which then places it in your Task List.  Right-click inside the flag area to 
the right of the email for a list. 

     

You can define the categories for selection beside emails before you select them for emails.   
Right-click in a category location beside an email and select All Categories 

     

Select a color and click Rename.   

 

Type new text, click OK and you have defined the meaning of the blue category button 
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Arrange the Order of Your Inbox 

 

 Left-click the From button and your email is sorted by the sender 
Click the Received button and your email is sorted by date received 
Click the Category button and your email is sorted by the categories you have defined and placed beside 
the emails 
 

Button Bar View 

    

 

Folders 

Make a new folder for your Inbox 

 Right-click the Inbox Folder   

 Left-click New Folder 

 Type the name for your folder 

 Click OK 
 
Once you have created folders in your folder list, you can drag emails into those folders from the received email 
list. 
 

Delete More than One Item at a Time 
Left-click on the first email to delete, scroll down and hold down the shift key to click the last item to delete, 
press the Delete key on your keyboard. 

 

  

Place your cursor on the dots above the Mail Option 
and drag downward to get the Button Bar View an 
see more of your folder list. To access Public 
Folders, Rules and Options, you must use the button 
bar. 
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Empty the deleted items folder  
 
Deleted items go to that folder in case you want to recover them.  They are gone once and for all when you 
empty the deleted items folder.  Right-click on Deleted Items in the Navigation Pane and select Empty Deleted 
Items Folder 

 
 

 

 Check Names 
 

 
You can locate the email address of a recipient by using the Check Names button on the Toolbar. 
Type the first or last name of the recipient 
Names that you have used previously appear 
If the name you want does not appear, click the Check Names button 
To make sure this is the correct person, select Properties 

 
You can see their school location by selecting the Member of Tab 

 
If this is the person you want, click OK to return to the previous screen 
Click OK to place this person in the To: box 
 
  


