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Appearance of Outlook  
 

After opening Outlook, you will be taken to your Inbox and the following screen will be displayed: 

             

The left hand panel of Outlook lists the mail folders (Folder List).   If you do not see this list, go to Go Ą Folder List.  
The folder list contains the following components: 
 
Calendar ς The calendar and scheduling component of Microsoft Outlook.  This allows you to manage your calendar, 
ƻǊƎŀƴƛȊŜ ƳŜŜǘƛƴƎǎΣ ŀƴŘ ƳŀƴŀƎŜ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ ŎŀƭŜƴŘŀǊǎΦ 
Contacts ς The contact management component of Microsoft Outlook.  This allows you to manage contacts and 
distribution lists. 
Deleted Items ς Items that have been deleted from Microsoft Outlook are stored here until permanently deleted.  
All items can be removed from here by right-clicking on Deleted Items and selecting 9ƳǇǘȅ ά5ŜƭŜǘŜŘ LǘŜƳǎέ CƻƭŘŜǊ. 
Drafts ς Messages that you start are stored here until sent out.  If composing a message, you can close it and 
retrieve it from this location at a future time. 
Inbox ς The Inbox is where new e-mail messages arrive until moved to another folder or deleted. 
Journal ς This component allows you to automatically record actions that are performed in Microsoft Outlook. 
Junk E-mail ς E-mail messages that are classified as junk are automatically sent to this folder. 
Notes ς ¢Ƙƛǎ ŎƻƳǇƻƴŜƴǘ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎǊŜŀǘŜ ΨǎǘƛŎƪȅ ƴƻǘŜǎΩ ǿƛǘƘƛƴ aƛŎǊƻǎƻŦǘ hǳǘƭƻƻƪΦ  Notes are useful if you have a 
ǎƘƻǊǘ ƴƻǘŜ ǘƘŀǘ ŘƻŜǎƴΩǘ Ŧƛǘ ƛƴǘƻ ŀƴ Ŝ-mail message, appointment, task or contact. 
Outbox ς Messages are stored in this folder very briefly before being sent.  After clicking the Send button on an e-
mail message, the message will be stored in Outbox for a few seconds before being sent to the e-mail server. 
Sent Items ς Once a message has been sent, it will be stored in the Sent Items folder.  This allows you to see when 
an e-mail message was sent and gives you the ability to reference messages you sent to others. 
Tasks ς The task component of Microsoft OutlookΦ  ¢Ƙƛǎ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎǊŜŀǘŜ ǘŀǎƪǎ ƻǊ άǘƻ-Řƻέ ƛǘŜƳǎΣ ǘǊŀŎƪ ǘƘŜ ǎǘŀǘǳǎ 
of the task, and assign tasks to another person. 

To-Do Bar Folder List 


