
Chapter 14  -  Customizing Outlook Express

Shown below is a complete “Layout” picture of
Outlook Express. If all of the views were checked
and displayed it would appear as such. However,
everyone of these views have a special purpose and
for all to be displayed is unnecessary. It just be-
comes clutter. To determine what is best for your is
to try each feature one or two at a time.

My preference as to what I feel is practical or nec-
essary is that “Folder List” and “Tool Bar” are the
only two to be checked.
To access the “Layout” settings click on “View” on
the menu bar, then on “Layout” that displays the
Layout Menu as pictured.
Contacts
Folder Bar
Folder List
Outlook Bar
Status Bar
Tool Bar
Views Bar
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The Preview Screen

In the Window Layout Properties menu (Pictured) the bottom half is the settings adjustment that al-
lows you to add and place the preview window as shown below. The preview window allows you to
see the message in a limited and smaller panel when the message is highlighted. A single click high-
lights the message and a double click opens the mess fully in its own window layered on top of the
“inbox” window. If this is your preference then check the box and the position. If you have a large
number of messages downloaded at a time then this might be in your way. If you have just two, three,
or four messages at a time this might work for you.

The next item for customizing is your icon bar or Tool Bar. This is most important tool that you will
use most because it is the most direct shortcut to the commands you will use on a regular basis. Ex-
actly what each icon represents and labeled will take a little time to become used to. I recommend that
you choose the icons from the recommended list to start and at a later date review them to see if some
of the others would fit your situation. Also you can determine the ones already displayed that you do
not or seldom use.

The picture on the next page displays the icon bar settings window. On the left is a list of icon com-
mand settings. The window on the right is the icons that will show on the icon bar. It is obvious that
you can not display all of them because there are 33. It is most practical to display and use 8 to 12.
Anymore is cluttered and confusing.

2



Recommend
Recommend
Not needed
No, This is your address book
Not needed
Not needed
Not needed

Not needed
Not needed, if folders displayed
Not needed, if folders displayed
Not needed, if folders displayed
Not needed. Already on menu bar
Not needed
Not needed

Not needed
Not Needed
Not needed
Not needed
Not needed
Not needed
Not needed

Not needed
Not needed
Not needed
Not needed
Not needed
Not needed
Not needed

Not needed
Not needed
Not needed
Not needed
Not needed

Recommended
Recommended
Recommended
Recommended
Recommended
Recommended
Recommended

Recommended
Recommended
Recommended
Recommended
Recommended
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