
 
 

 E-mailing with Outlook 2007

Viewing e-mail 
 

 
1. Select Mail from the Navigation Pane. 
2. Click the Inbox folder icon to open the list of 

e-mails you have received. 
 
 
 
 
 
 
 
 

 
Outlook gives you several ways to organize your 
e-mail workspace: 

 
With the reading pane: 

The Reading Pane allows you to preview an 
 e-mail in a separate window. This can be useful 
when deciding whether to attend to an e-mail 
right away, or when trying to locate an email. 
 
Outlook may initially show the Reading Pane 
vertically, to the left of your list of received mail. 
Minimizing the To Do Bar on the left and/or the 
Navigation Pane on the right gives more 
viewing space. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

To show the Reading Pane horizontally, across 
the bottom of the window:  

 
1. Select View from the menu bar. 
2. Scroll down to Reading Pane. 
3. Select Bottom. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Without the reading pane: 

If you prefer to see more e-mails at a time, or to 
work with fewer windows open, you can turn the 
Reading Pane off. 
 

1. Select View from the menu bar. 
2. Scroll down to Reading Pane. 
3. Select Off. 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 

Note: The following examples are shown with the 

reading pane off. If you have chosen to use the 
reading pane, your window display will be different. 

 
 

                                    Technology Support Center (TSC), 110 Hayes Hall  
                                    http://www.bgsu.edu/its/tsc Select Self Help or use online form.   

Need 

Help? 

 
 419-372-0999 

419-372-9499 
 

 










