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INTRODUCTION

You should find Outlook 2002 From A to Z easy to use. You only need
to know that the book organizes its information—Kkey tasks and im-
portant terms—alphabetically in order to use the book. You'll find it
helpful, however, if you understand what this book assumes about your
computer skills, what you should know about the Outlook program
from the very start, and what editorial conventions this book uses. This
short introduction provides this information.

What You Should Know About Windows

You don't need to be computer expert to use either this book or
Microsoft Outlook. Definitely not. But you want to be comfortable
working with your computer and Microsoft Windows.

For example, you should know how to turn your computer on and off,
how to start and stop programs, how to choose menu commands, and
how to work with dialog boxes. This book, for the most part, doesn't
provide this Windows information.

If you need this Windows information, you need to take the Windows
online tutorial, get a friend to give you a quick tutorial, or acquire
another book on Windows.

TIP Any short book on Windows will tell you what you need to know,
but if you’re a business user of Windows 2000 or Windows XP,
you may want to look at the Effective Executive’s Guide to Win-
dows 2000 or the Effective Executive’s Guide to Windows XP.
These books supply a tutorial on Windows geared for business
professionals.
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What You Should Know About Outlook

You don't need to know anything about Outlook to use this book. But
because understanding the Outlook program window will make us-
ing Outlook and this book easier, so let me identify some of the more
important parts of the window (see Figure 1).

The Outlook bar The toolbars provide
provides clickable buttons and boxes for
icons for opening  The menu bar gives  quickly ~ choosing

Outlook’s folders. You access to the commands.
Outlook menus of

commands and Help.

@ Inbox - Microsoft Qutlook

Eile Edt iew Favorites Tools Actions  Help Type a question forhelp =
B Mew o % ©¢Reply €8 Reply to All %€ Forward | 25 Send/Receive | %y | Twpeacontactiofind - 2
%= Inbox .
Outlook Shof cuts| Look for: + Search In~ Inbox Find Mow Clear Options~ x
; ;f !| [} |V‘Q|From |Subject |Recewed |Size
Outiaok Today =y Books an... Ranking update - Effective Executi... (0967295180) Tue 5j2z2fz... 6KEB
i
Inbox
Calendar |ﬂ Exfra line breaks in this message were removed. To restore, click here. |
s Fromy Books and Writers To:  steve@stepheninelson. com
& Subjeft: Ranking update - Ce:
Contacts Gregtings, rank follower, ﬁl
- LI The |ranking for Effectfive Executive's Guide to Dresmwesver
My Shortcuts Web|3ites: The Eight Jteps for Designing, Building & Managing
Nregmueaver 3 Teh Sitg=s at Tue Waw 22 N4:45:54 PDT 2001 LI
Other Shorkcuts
2 Items i
The Information The status bar provides
Viewer typically information about the

shows a list of the The Preview Pane open folder workbook and
items in a folder.  shows information what Outlook is doing.
from the selected
item.

Figure 1  The Outlook program window.
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Let me also point out two important items about the Outlook toolbars:

» Outlook’s toolbars vary greatly in their appearance. What you see
on your computer will surely differ from the figures shown in this
book. Outlook personalizes your toolbars so that the buttons and
boxes available are those you are most likely to use. Usually, you want
personalized toolbars. If you don't, refer to the Personalized Menus
and Toolbars entry for information on how to turn off personaliza-
tion.

» While toolbar buttons and boxes aren't labeled, if you point to a tool,
Outlook displays the tool name in a pop-up box called a ScreenTip,
or in earlier version of Outlook, a tool tip. This means that if you
don't know which button is the Reply button, for example, you can
point to buttons to see their names and learn their identities.

What You Should Know About This Book

You already know the most important feature of this book—that it
organizes its task descriptions and term definitions alphabetically. But
let me comment quickly on the book’s other conventions.

» The book doesn't include an index. That seems funny. How can a
computer book omit an index? Well, the list of A to Z entries is an
index. It's an index with information. | should also say that by
omitting the redundant index, this quick reference provides an even
longer list of task descriptions and term definitions.

* When this book refers to some box or button label, the label de-
scription appears in all initial capital letters. So, while the Print
dialog box includes a check box labeled “Start each item on a new
page,” this book would refer to the Start Each Item On A New
Page box. The initial capital letters, then, signal you that the book
refers to an onscreen label.

 This book’s pictures of windows and dialog boxes may look a bit
funny to you because they use a low display resolution to make the
buttons, boxes and text look larger. Less information fits on the screen
when the resolution is low, unfortunately, but what you see you can
read. If the book’s screen pictures had used a higher resolution,
images would be very difficult to see clearly.
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And that's everything you should know to get started. Good luck. Be
patient in your learning. Have fun with Microsoft Outlook 2002. It’s
an amazing program. And be sure to read the Troubleshooting entry
if you encounter problems.

Stephen L. Nelson
steve@stephenlinelson.com
Seattle, Washington, June 2001



OUTLOOK 2002
FROM A TO Z

Abbreviations

People typically use a number of abbreviations in their e-mail mes-
sages. While you probably want to avoid these abbreviations because
your recipients may not understand them, you also want to know about
the most common abbreviations used. The list that follows describes
the most common e-mail abbreviations.

ABBREVIATION WHAT IT STANDS FOR

ASAP As soon as possible

BTW By the way

FWIW For what it's worth

FYI For your information

IMHO In my humble opinion

LOL Laughing out loud

RSN Real soon now

TAT Turn around time
Application

An application is a program such as Outlook or Microsoft Word.
Operating systems such as Windows XP aren't considered applica-
tions. Operating systems are operating systems.
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Application Window

The window that a program such as Outlook displays is called an
application window. Document windows, which in Outlook show
individual items like messages, notes, or calendar appointments, ap-
pear inside application windows.

AutoArchive

If you let it, Outlook automatically moves old items to a separate
archive folder. The archive folder stores old items so that they don't
clutter your folders or slow down the Outlook program.

By default, the AutoArchive process occurs every 14 days. You can,
however, change how often the AutoArchive process occurs as well
as how it works. To do so, follow these steps:

1. Choose the Toolsd Options command, click the Other tab, and
then click the AutoArchive button. Outlook displays the

AutoArchive dialog box (see Figure A-1).

Autohrchive [ ]

EmE

¥ Prompt before Autosrchive runs

During Autosrchive:
[~ Delete expired items (e-mail folders only
v archive or delete old ikems
¥ Show archive Folder in Folder list

—Default folder settings For archiving

Clean out items older than I& ::ll IMonths vl

% Move old items to:

CMy DocumentsiMail Files) Jason's Outlook A Browse, . |

" Permanently delete old items

Apply these settings ko all folders now |

Ta specify different archive settings for any Folder, right-click on
the Folder and choose Properties, then ga to the Autoarchive tab.

Retention policy

@ The netvaork. administrator has not set retention policies.

Retention Palicy Infarmation.. .

Figure A-1  The AutoArchive dialog box.



Outlook 2002 From A 10 Z

2. Use the Run AutoArchive Every [X] Days box to specify how of-
ten the AutoArchive process should occur.

3. Check the Prompt Before AutoArchive Runs box to specify that
Outlook should ask you before it archives.

4. Check the Delete Expired Items (E-Mail Folders Only) box to tell
Outlook that it should permanently delete old e-mail messages and
appointments that are no longer valid (perhaps since the date has
passed).

5. Check the Archive Or Delete Old Items box to tell Outlook to
archive or delete old items (which action Outlook takes depends
on the other settings you make with the AutoArchive dialog box).

6. Check the Show Archive Folder In Folder List box to tell Outlook
that it should display your archive folder in the folder list (so you
can more easily locate and open the archive folder).

7. Use the Clean Out Items Older Than boxes to specify which items
AutoArchive should remove from the Outlook folder store and
place in the archive folder.

8. Use the Move Old Items To and Permanently Delete Old Items
buttons to specify what should happen during the AutoArchive
process. To move old items to the archive folder, mark the Move
Old Items To button and then enter the pathname for the archive
folder into the Move Old Items To box. To permanently delete old
items, mark the Permanently Delete Old Items button.

SEE ALSO Mailbox Cleanup

Automatic Message Checking

You can tell Outlook to automatically check for e-mail messages
waiting at your mail servers. Choose the Tools] Send/Receive
Settings[] Define groups command. When Outlook displays the Send/
Receive Groups dialog box, use its check boxes to describe when and
how Outlook should automatically check for e-mail messages (see
Figure A-2).
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Send/Receive Groups [ 7] %]

X

a A Send/Receive group contains a collection of Outlook accounts and

'I\.Qg folders. ¥ou can specify the tasks that will be performed on the group
during a sendjreceive. You can also specify different group options For
when Outlook is online and offline.

iGroup Mame Send/Receive when

Remove |
Renane |

Setting For group "All Accounts"

when Outlook is Online
W Include this group in sendfreceive (P30
[~ Schedule an automatic sendfreceive every |5 _lj minutes,
[~ Perform an automatic sendjreceive when exiting,
wwhen Cutlook is Offline
¥ Include this group in sendfreceive (93,

[T schedule an automatic send|receive every |5 _lj minukes.

Clase

Figure A-2  The Send/Receive Groups dialog box.

The Send/Receive Groups dialog box provides two basic automatic
message checking options:

» To regularly check messages, check the Schedule An Automatic
Send/Receive Every [X] Minutes box. Then, enter the number of
minutes into the text box.

« Tosend and receive messages when you exit the Outlook program,
check the Perform An Automatic Send/Receive When Exiting box.

NOTE Outlook lets you schedule regular message checks both when
you’re online (which means when the Outlook program is open)
and when you'’re offline (which means when the Outlook pro-
gram isn’t open).

SEE ALSO Send/Receive Groups

Automatic Send/Receive see Automatic
Message Checking
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Address Book

The Address Book lists names and addresses (see Figure A-3). Typi-
cally, your contacts folder supplies names and addresses to the Address
Book. However, Outlook lets you get name and address information
from other place, too. For example, if your computer connects to a
network that includes Microsoft Exchange Server, for example,
Outlook lets you get name and e-mail address information from the
Global Address List, which is list of the people in your organization
who use the Exchange Server software for e-mail.

Ed Address Book Hi=] &3
File Edit Yiew Tools

e x| | = w2

Tupe Mame or Select From List: Show Mames from the:

I Marne | Display Name | E-mail Address | |
% Planning committee Planning com... !
Skeve Melson Skeve Melson (st... steve@stephenl,..

-
4 I I 3

Figure A-3  The Address Book

SEE ALSO Contacts Folder, Exchange Server

Backing Up and Restoring Outlook Folders

You want to back up your Outlook items. If you don't and either your
hard disk fails or the Outlook folder store (the container holding your
Outlook items) becomes corrupted, you lose your data.

Backing Up Outlook on a Network

If you use Outlook on a network and store the Outlook folders on a
network drive, you shouldn't need to personally back up the Outlook
folders. The network administrator should back up your Outlook
folders. You can confirm (and probably should confirm) this by con-
tacting the network administrator.

5
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Restoring Outlook on a Network

To restore Outlook folders on a network, ask the network adminis-
trator to restore your folders.

Full System Backups and Restorations

If you store your Outlook folders on your local drive, back up the
Outlook folders by performing a full system backup of your local drive.
You can do this using Windows backup utility or a third-party backup
utility. You use the same tool to restore a drive in the event of a drive
failure. To use these tools refer to the product documentation.

Backing Up An Individual Outlook Folder

Store

To create an individual backup copy of a folder store, follow these

steps:

1. Locate all the Outlook folder stores on your computer. These files
use the .PST file extension, so one way to build a complete list of
these files is by using the Windows Find or Search command
(available on the Start menu).

2. Copy the Outlook folder stores to a backup disk, such as a record-
able CD or removable disk.

3. Click the Start button, Programs, Microsoft Office Tools, and Save
My Settings command. Windows starts the Save My Settings
wizard.

4. Click Next and then the Save The Settings From This Machine
button (see Figure B-1). Then, click Next.
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=B Microsoft Office Save My Settings Wizard

Save or Restore Settings B

‘fou can either save wour Microsoft Office settings From this machine or restore previously saved settings to
this machine.

' Save the settings from this machine

This lets vou save the settings Fram this machine, You can later restare these saved settings ko this
machine or another machine,

" Restore previously saved settings ko this machine
This lets you restare previously saved settings to this machine,

Help | Cancel | < Back.

Figure B-1  The Save My Settings Wizard dialog box.

Eiishy

5. When the wizard asks where you want to save your settings (us-
ing the next Save My Settings wizard dialog box), indicate where
you want to save your settings: to Microsoft's web server or to a sepa-
rate file.

6. Optionally, back up any message rules you've created by choosing
the ToolsO Rules Wizard command, clicking the Options button,

clicking the Export Rules button and then using the dialog box that
Outlook displays to save a file containing the rules.

Restoring An Individual Outlook Folder
Store

To restore an individual Outlook Folder store and the Outlook set-
tings, follow these steps:

1. Click the Start button, Programs, Microsoft Office Tools, and Save
My Settings command. Click Next, mark the Restore Previously
Saved Settings To This Machine option button, click Next, iden-
tify where you've stored your settings, and click Finish.

2. Copy your backup Outlook folder stores to their original location.

3. Open the just-copied Outlook folder stores using the Filed OpenC
Outlook Data File command.
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4. Choose the Tools0 E-Mail Accounts command, click Next, select
the data file, and then click Next. (This tells Outlook to use the
folder store for e-mail.)

5. Choose the ToolsO Rules Wizard command, click the Options
button, click the Import Rules button, and then, when prompted,
identify the location and name of the file used to store your mes-
sage rules. (This retrieves your message rules.)

Backspace Key

Bcc

The Backspace key erases the character or object that's just before the
insertion point. In comparison, the Delete key erases the character or
object that’s just ahead of the insertion point.

SEE ALSO Delete Key

The acronym Bcc stands for blind carbon copy or blind courtesy copy.
The message window includes a Bcc box, which you use to send
someone a blind copy of a message. When someone gets a blind copy,
other recipients won't know the blind copy was sent. In comparison,
all of the recipients shown in the To and Cc boxes are shown in the
message header.

TIP If you don'’t see the Bcc box, choose the Viewl(] Bcc Field com-
mand.

SEE ALSO Bcc, E-Mail

Bold Characters

If you're using the HT ML or rich text message format, you can ap-
ply boldfacing to the selected text in a message by clicking the Bold
toolbar button or by holding down the Ctrl key and then pressing the
B key.

You can remove boldfacing in the same way. If you select the bold-
face text and then click the Bold toolbar button or press Ctrl+B,
Outlook removes the boldfacing.

NOTE You can also use the Format[] Font command to apply and remove
boldfacing.
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TIP To specify that Outlook use the HTML or Rich Text format for a
message, choose either the Format [J HTML or Format(] Rich Text
command.

SEE ALSO Fonts

Bounced Messages

Messages that you send to an incorrect e-mail address get returned,
or bounced back, by a mail server as soon as the server figures out that
the e-mail address is incorrect.

SEE ALSO E-Mail

Bulleted Lists

If you're using rich format or HTML messages, you can turn the
selected paragraphs in a message into a bulleted list (see Figure B-2).

™ Untitled - Message {Rich Text) M= E3
File Edit View Insert Format Tools Actions Help
=|Send Accounts- E " ]Options.. 7

»

et
i

avial vmvénfg

To... ||
e ]
|

Subiject: I

Paul,

Here's my list of the tasks we should complete:
s Yisit independent hook stores|

s Mest with reps

& Talk with distributor about Europe

Let me know what you think.

Steve

Figure B-2 A message with a bulleted list.

To do so, click the Bullets button or choose the FormatO Paragraphs
command and check the Bullets box (see Figure B-3).
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Paragraph

[+ Bullets

Figure B-3  The Paragraph dialog box.

Calendar

Outlook’s Calendar tracks appointments, meetings, and special events
(such as birthdays and anniversaries). The Calendar folder shows an
appointment calendar, the Date Navigator (which looks like a calen-
dar), and the TaskPad (see Figure C-1).

& Calendar - Microsoft Outlook HEE
File Edit View Favorites Tools Actions Help rules wizard -
To|New - & el Today EIWo[kWeek [T 1Week Type acontact to find [+ bt
> 200 |] Address
Outlook Shartcuts Monday, May 07 I;I 4 May 2001 3 |
SMTWTFS
@ g 30 123 45
8™ e[ s 9101112
Outlook Today 13 14 15 16 17 18 19
900 2021 2223 24 25 26
= - 72BEIANG 1 2
;n & 3456 7849
Inbax 10 [ || Taskpad ZI
1 1 0o Click. here to a. .
Tﬁeré are no items ta
Calondar 12 T e
0
Caontacts
oo
e ozl 27
by Shartcuts 3 oo
Other Shortcuts - - LI
[ Items

Figure C-1  The Appointment Calendar window with the Date Navi-
gator and the TaskPad.

Recording an Appointment
To record an appointment into your calendar, follow these steps:

1. Use the Date Navigator to select the day of the appointment. You
can select which month the Date Navigator shows by clicking the

10
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Date Navigator's arrow. Then, click the day of the appointment in
the Date Navigator. Outlook displays the appointment calendar for
that day.

TIP If you click the month and year label in the Date Navigator,
Outlook displays a list of months you can select.

2. Select an appointment time in the Appointment Calendar by click-
ing or by clicking and dragging the mouse.

3. Type a brief description of the appointment (see Figure C-2).

B Calendar - Microsoft Outlook HEE
File Edit View Favorites Tools Actions Help rules wizard -
TiNew - & ¥ 51 Today [[T]Day|[F)Work Week [7]Week [EZ Tvpeaconiaciofind - [2) 2

B # Calendar ., m: |] Address
Outlook Shortcuts Monday, May 07 -] 4 May 2001 3
SMTWTF S
@ a 293 12 3 48
g s s s101112
Outlook Today 1314 1518 17 15 19
g oo 20 21 2223 24 25 26
o - PRI 1 2
]
e 10 0o IDoctor | 3 456 7 69
Inbox — ] ||TaskPad ﬂ
1100 | |C|ickhere toa...
There are no items to
Catendar 12em e e
o
§- 1%
Caontacts
oo
oozl 25
by Shartouts 3 oo
Other Shaortcuts - ~| j
[t 12m

Figure C-2  The Appointment Calendar with an appointment.

4. To describe an appointment in more detail, double-click the
appointment. Outlook opens the Appointment window (see Figure
C-3). Use the Appointment tab to provide an appointment descrip-
tion (using the Subject tab), a location, precise start and end times
and dates, and to collect any pre-appointment notes or remarks.

11
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B Doctor - Appointment M=l E3
Eile Edit View Insert Format Tools Actions Help Tvpeaguestionforhelp (-
Save and Close & I +*Recurrence... ! 4+ ¥ [3) z

Appointment I Scheduling I

Subject: IDoctor

Location: | j [ This is an online meeting using: IMicrosoft MetMeet
Start time; |Mon 5{7/01 | [rooem =] T Al day event
Endtime:  [Mon 5/7/01 M ESIA

p"\ ™ Reminder: Wﬂ ﬂl Show time as: I. Busy 'l Label: ID Mane:

Bie sure to ask about getting prescription for allergies|

Conkacts... | I Categories... | I

Figure C-3  The Appointment window.

5. Click Save And Close to save your appointment in the Calendar
folder.

TIP To be reminded of an upcoming appointment, check the Re-
minder box and then specify how many minutes or hours before
the appointment you want to be reminded by using the Re-
minder box.

Recording an Recurring Appointment

To record a recurring appointment into your calendar, record the
appointment in the usual way and then double-click the appointment
to display the Appointment window. When Outlook displays the
Appointment window, click the Recurrence button. When Outlook
displays the Appointment Recurrence dialog box, use its Recurrence
Pattern buttons and boxes to describe when the appointment recurs
and use the Range of Recurrence box and buttons to describe for how
long the appointment recurs (see Figure C-4).

12
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Appointment Recurrence [ 7]

— Appoinkment time
Start: [s:004M  w|  End: [2:004M | Duration: [1 hour |
—Recurrence pattern

' Daily Recur every I 1 weekis) ont

& Weekly ™ sunday ¥ Maonday ™ Tuesday ™ wednesday
€ Monthly ™ Thursday ™ Friday ™ saturday
 Yearly

~Range of recurrence
Start: [on 5/14001 | " M end date
" End after: IID OCCUrrences

O Endby:  |Mon 7/18/01 |
ok I Cancel | Eemove Recurrence: |

Figure C-4  The Appointment Recurrence dialog box.

Scheduling a Meeting

If you use Outlook on a network that includes Microsoft Exchange
Server, or you and your coworkers use Microsoft’s Internet Free/Busy
web server, you can use Outlook to schedule meetings. To schedule
a meeting, you request a meeting by inviting other Outlook users.
Outlook, with the help of Exchange Server or the Internet Free/Busy
web server, then looks at the appointment calendars of invitees to see
when such a meeting can be scheduled.

To use Outlook for scheduling a meeting, follow these steps:
1. Display the Appointment Calendar.

2. Click the arrow button next to the New arrow button and choose
the Meeting Request command from the menu. Outlook displays
the Meeting window (see Figure C-5).

13
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@ Untitled - Meeting H[=] E3
File Edit View Insert Format Tools Actions Help Typeaquestionforfelp v
=ISend Accounts- & ] €, <+Recurrence.. ! 4+ ¥ [3 2

Appointment I Scheduling ]

|ﬂ Invitations have not been sent for this meeting,

To,.. | I
Subject: |
Location: I j [~ This is an online meeting using: IMicrosoFt MetMeet
Skart time; j |ID:DD Al j ™ &l day event
End time: [Fon 5{14/01 x| [rozzoam |+

ﬁ.’ I Reminder: |15 mminutes ﬂ ﬂl Shaw Hime as: I. Busy 'I Label: ||:| Mone

Contacts... | I Categories.. . II

Figure C-5 The Appointment tab of the Meeting window.

3. Invite others to attend the meeting by entering their names into the
To box. If you don't know the spelling or form of someone’s name,
click the To button and select their names using the Select Attendees
And Resources dialog box (see Figure C-6). To invite someone who
is required to attend, click their name and then the Required but-
ton. To invite someone who isn't required to attend, click their name
and then the Optional button.

14
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Select Attendees and Resources

Shaw Mames fram the: IContacts j

Twpe Mame or Select from Lisk:

|
I Mame Reguired - |

¢ Planning committee !
Stewe Melson

Optional -= |
Resources - = |

-

»

Propetties | Find... | SendOgtions...l

OF | Cancel | Help |

Figure C-6  The Select Attendees And Resources dialog box.

4. To suggest a time for the meeting, click the Scheduling tab (see
Figure C-7). Outlook displays a list of the invitees and uses colors
and cross-hatching patterns to show when someone is busy, ten-
tative, out of the office and so on. Click and drag the mouse to
schedule the meeting at a convenient or the most convenient time.
You can also enter the meeting start and end times and dates into
the Meeting Start Time and Meeting End Time boxes.

15
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@ Untitled - Meeting H[=] E3
File Edit View Insert Format Tools Actions Help Typeaquestionforfelp v
=ISend Accounts- & €, <+Recurrence.. ! 4+ ¥ [3 2

Appointment I Scheduling ]

Zoom: |100% (Day View) | Monday, May 14, 2001
b:00 8:00 3:00 1000 11:00 12:00

All Attendees
Leve felson (steve@stenh

Click here to add a name

N
e e

-

Kl [ Eig
Add Cthers w | Options W | e e IMon 5/14/01 j |1D:DD ) j
=< | AutoPick Next >3 | Mesting end time: |Mon 5/14/01 x| [tozoam 7|

| Busy B Tentative W Out of Office [~ Mo Information

Figure C-7  The Scheduling tab of the Meeting window.

TIP To automatically pick a later meeting time when invitees aren’t
busy, click the AutoPick Next button. To pick an earlier meeting
time when invitees aren’t busy, click the AutoPick Previous but-
ton (which is marked with the << characters).

5. To extend the invitation to other attendees, click the Send button.
Outlook sends a meeting request to the invitees using e-mail.

Requesting a Recurring Meeting

To request a recurring meeting, create a request in the usual way but
click the Recurrence button before you send or save the request. When
Outlook displays the Appointment Recurrence dialog box, use its
Recurrence Pattern buttons and boxes to describe when the appoint-
ment recurs and use the Range of Recurrence box and buttons to
describe for how long the appointment recurs.

Responding to a Meeting Request

To respond to an e-mail meeting request, use the message's Accept,
Tentative and Decline buttons to respond to the meeting request. Click
the Accept button to accept the request, the Tentative button to ten-

16
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tatively accept, and the Decline button to decline the request. To
suggest another meeting time, click the Propose New Time button.

Recording an Event
To record an all-day event, follow these steps:

NOTE Typically, you use Event items to record calendar items that don’t
use your time but that you still want to be reminded of—such as
birthdays, anniversaries, parties, and so on.

1. Use the Date Navigator to select the day of the event. You can select
which month the Date Navigator shows by clicking the Date
Navigator’s arrow. Then, click the day of the appointment in the
Date Navigator. Outlook displays the appointment calendar for that

day.

TIP If you click the month and year label in the Date Navigator,
Outlook displays a list of months you can select.

2. Right-click the date at the top of the Appointment Calendar and
choose New All Day Event from the shortcut menu. Outlook dis-
plays the Event window (see Figure C-8).

B Untitled - Event H[=] E3
File Edit View Insert Format Tools Actions Help Typeaquestionforfelp v
>

[HSave and Close & I <% Recurrence... ! & ¥ [2)

Appointment I Scheduling ]

Subject: ||

Location: I j [~ This is an online meeting using: IMicrosoFt MetMeet

Skart time; IMon 57101 ﬂ W &l day event
End time: [Man 5/7j01 |

ﬁ.’ I Reminder: |18 hours ﬂ ﬂl Shaw Hime as: ||:| Free 'I Label: ||:| Mone

Contacts... | I Cateqgaries... II

Figure C-8  The Event window.
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3. Type a brief description of the event into the Subject box. Option-
ally, use the Appointment tab’s other boxes and buttons to provide
a more detailed description of the event. If appropriate, use the
Scheduling tab to schedule the event.

4. To be reminded of an upcoming appointment, check the Reminder
box and then specify how many minutes or hours before the event
you want to be reminded in the Reminder text box.

Recording a Recurring Event

To record a recurring event into your calendar, record the event in the
usual way and then double-click the event to display the Event win-
dow. When Outlook displays the Event window, click the Recurrence
button. When Outlook displays the Appointment Recurrence dialog
box, use its Recurrence Pattern buttons and boxes to describe when
the event recurs and use the Range of Recurrence box and buttons to
describe for how long the event recurs.

Categorizing Calendar Items

You can categorize a calendar item and then use the resulting category
to sort and search. To categorize a calendar item, right-click the item
and choose the Categories command from the shortcut menu. When
Outlook displays the Categories dialog box, check the boxes that
correspond to the item’s category or categories (see Figure C-9).

Cateyories [ 2] ]

&dd bo List |

Itemis) belong to these categories:

Awailable categories:

=

Favarites
Friends

Gifts
Goalsfobjectives
Holiday

Holiday Cards
Hat Caonkacts
Ideas

Inc.
International
Key Customner
Miscellaneous LI

%

Cancel | Master Cateqgory List...l

Figure C-9  The Categories dialog box.
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TIP You can also click the Categories button shown on the item

window to categorize a calendar item.

Deleting Calendar Items

To delete a calendar item, right-click the item and choose Delete from
the shortcut menu.

Printing Calendar Items

To print your appointment calendar, choose the FileO Print command.
When Outlook displays the Print dialog box, use the Print Style
buttons to select a format for the printed appointment calendar: daily,
weekly, monthly, and so on (see Figure C-10).

Print =
— Prinket
Mame: IHP LaserJet PostScript j Properties |
Stakus: Printing: 1 document waiting
Type: HP LaserJet 4% 41y PostScript
Where:  \IWESTPARKIHPLaser] ™ Print ko File
Comment:
— Prink style —Copies
Daily Style Page Setup... | MNumber of pages: |4l -
== Define Styles.. Mumber of copies: I =
Weekly Style 4}' :’
e e LI ™ Callate copies
—Print range ! I
Start: Man 5701 | @
B Man 5701 |
™ Hide details of private appoinkments
[o]4 I Cancel | Preview |

Figure C-10 The Print dialog box for printing an appointment calendar.

TIP To print information about an individual calendar item, display

the item in an item window and then choose the File[] Print
command.

SEE ALSO Exchange Server or Internet Free/Busy Server
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Categories

Outlook lets you categorize items. In general, you categorize an item
by clicking the Categories button, which is usually available on the
item’s window. Outlook then displays the Categories dialog box. To
categorize an item, check the boxes that correspond to the categories
in which the item falls (see Figure C-11).

Categories

Itemis) belong ko these categories:

&

=

B sil
Caompekition
Fawvorites
Friends
Gifts
aoals/Objectives
Holiday

Holiday Cards
Hok Contacks
Ideas

Inc.
International
key Customer
Miscellaneous

:

Ok

ailable categories:

| Masker Categaory List. .. |

Add ko List |

ml

Figure C-11 The Categories dialog box.

You can create your own categories by clicking the Master Category
List button, which appears on the Categories dialog box. When you
do, Outlook displays the Master Category List dialog box (see Fig-
ure C-12). To add a category, enter the category name in the New
Category box and click Add. To delete a category, select the category
and click Delete. To reset the categories list so that the lists shows only
the usual Outlook categories, click the Reset button.
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Master Category List HE

Mew categary:

| fidd |
Business = Delete |
Comnpekition —
Faworites

Friends Resst |

Gifts
GoalsObjectives
Huliday

Holiday Cards
Hak Contacts
Ideas

Ine.
International
Key Customer
Miscellaneous
Personal

Phone Calls LI

O I Cancel

Figure C-12 The Master Category List dialog box.

Cc

The acronym Cc stands for carbon copy or courtesy copy. The mes-
sage window includes a Cc box, which you use to send someone a
carbon, or courtesy, copy of a message.

SEE ALSO Bcc, E-Mail

Centered Text

If you're using the HT ML or Rich Text format for your messages, you
can center the selected text by clicking the Center toolbar button or
by pressing the Ctrl+E key combination. Hold the Ctrl key down and
tap the E key.

NOTE You can also use the Format[J Paragraph command to center and
align text.
TIP To use the HTML or Rich Text message format, choose either the

View[d HTML or View[] Rich Text command.
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Character Formatting

If you're using the HT ML or Rich Text format for your messages, you
can change the formatting of message by selecting the text and then
using the Formatting toolbar buttons or by choosing the FormatDO Font
command. Outlook displays the Font dialog box (see Figure C-13).
Use the Font dialog box to choose a font, font style and point size, font
color and underlining.

<3 Font H

Fort: Shyle: Size:
[ [Feguar | [10 ook |
P - B Cancel_|
Aiial Black i |ltalic ance
Avrial Marrove Bold 12
Avial Marrow Special G Bald Italic 14
Anial Marrow Special G 18
Avial Rounded MT Bol 24
Avial Special G1 2 36
rEffects———— Sample

u Underling

Colar: AaBbYyiz

[Black =] g|

Figure C-13 The Font dialog box.

TIP The Sample box shows how your font formatting changes look.

Clipboard

When you're working with Microsoft Office applications like Out-
look, the term clipboard refers to two different items: the system clip-
board and the office clipboard. Both clipboards are temporary storage
areas filled with text, objects and items you cut and copy. However, the
two clipboards work differently.

Using the System Clipboard

Whenever you copy or cut something in Windows, Windows stores
the copied or cut text object or item on the system clipboard. The
system clipboard can store only one item as a time, so when you do
another copy or cut, the newly copied or cut item replaces the previ-
ously copied or cut item.

In Windows and in some Windows programs (although not in
Microsoft Office programs like Outlook), when you paste an item, you
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actually copy the contents of the system clipboard to the active docu-
ment or active window.

The system clipboard gets erased in two ways: when you turn off your
computer and when you specifically tell Office to clear the office
clipboard. When Office clears the office clipboard, it also clears the
system clipboard.

Using the Office Clipboard

In Microsoft Office programs like Outlook, you can paste either from
the system clipboard or the Office clipboard. Unlike the system clip-
board, the Office clipboard can store up to twenty-four items. When
you copy the twenty-fifth item, Office discards the first, or oldest, item.

NOTE When | use the term item here, | mean anything you can copy or
cut: text, objects, Outlook items (like messages and appoint-
ments), and so on.

To paste from the Office clipboard, first choose the Editd Office
Clipboard command so that the task pane lists the contents of the
Office clipboard (see Figure C-14). Then, right-click the item you
want and choose the Paste command from the shortcut menu.

& Inbox - Microsoft Outlook HEE
File Edit View Favorites Tools Actions Help rules wizard -
FINew - &[5 X €oReply Send/Receive Type a contact tofind =] [2) ®
j::- % Inbox . |] Address 2 of 24 - Clipboard v x
Dutlaok Shortcuts | |4 0 |% | @) From | Subject R I;I 5 clear Al
=) Mickosaft ... Welcome to Mic... ... Click anitem to paste:
@ 2 Jason Ger.., Registry termin... T... @ do you wank to take a quick peek ;I

Outlook Today

ﬁ @ From Subject Received Jason Gerend
i Reqgistry kerminalogy Tue 12/22098 11:23
A

Inbow

=

|ﬂ Extra line breaks in this message were removed.

Calendar

From:  To:  Kaarin Doliver

% Subjeckt: Cc:
= iAo you want to take
Contacts this [especially the hottom) an
two cents bhefore I send this to
e i
by Shartouts Thanks :) ;I
Other Shartcuts
& Iterms

Figure C-14 The Clipboard task pane.
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NOTE To paste from the system clipboard, you choose the Edit[] Paste
command, click the Paste toolbar button, or use the Ctrl+V short-
cut.

The Office clipboard lets you copy items between Office documents
and programs. For example, you can use the Office clipboard to copy
a photograph to a message item.

The Office clipboard gets erased when you close the last Office pro-
gram. You can also erase the Office clipboard by clicking the Clear
All button in the Clipboard task pane. (This also clears the system
clipboard.) You can erase individual items in the Office clipboard by
right-clicking the item and choosing the Delete command.

Customizing the Office Clipboard

The Options button at the bottom of the Clipboard task pane displays
a pop-up menu of four toggle switches you can use to control how the
Office clipboard appears in the Outlook program window and how
it works.

« The Show Office Clipboard Automatically toggle switch tells Out-
look to display the Clipboard task pane when copying.

 The Collect Without Showing Office Clipboard switch tells Outlook
to collect copied items on the Office clipboard.

» The Show Office Clipboard Icon On Taskbar switch tells Outlook to
display an Office Clipboard icon on the Taskbar. You can click this
icon to display the Clipboard task pane.

« The Show Status Near Taskbar When Copying switch tells Outlook
to display a message when copying to the Office clipboard.

Outlook puts a check mark in front of the menu command when the
switch is turned on.

SEE ALSO Copying Text and Objects

Closing Outlook Items

To close an Outlook item, choose the File Close command. Alter-
natively, click the item window’s Close box.

NOTE The item window’s Close box is in the upper right corner of the
item window. Close boxes are marked with an “X.”
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Closing Programs

To close, or exit, a program like Outlook, choose the FileO Exit
command. Alternatively, click the program window’s Close box.

NOTE The program window’s Close box is in the upper right corner of
the program window and is marked with an “X.”

Contacts

Outlook’s Contacts folder stores name, address and contact informa-
tion about people.

Using and Viewing the Contacts Folder
Information

You can use and see Contacts folder information through the Select
Names dialog box that appears when you click the To, Cc, or Bcc
buttons available on the message windows you use to create, reply to
and forward messages (see Figure C-15).

Select Names [ %]

Show Mames From the:

Type Mame or Select from List:

I Message Recipients

I Mame

George Bush

& Planning committee
Stewve Melson
‘illiam Shakespeare

To-=
Co->
Bec - |

-

KT »

Mew. .. | Properties | Find... | Send Ogtions...l

0 I Cancel | Help |

Figure C-15 The Select Names dialog box supplies some Contacts
folder information.

You can use and see Contacts folder information by choosing the
ToolsO Address Book command. When you choose this command,
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Outlook displays the Address Book window, which provides another
view of the Contacts folder (see Figure C-16).

EZ: Address Book _ (O] x]
File Edit Yiew Tools

Q||| x| il =l e

Type Mame or Select Fram List: Show Names From the:

I Marne | Display Name | E-mail Address | |
George Bush Gearge Bush (pr... pur'esiu:lentIEL'".-'-.'hitE..!
8 Planning committee Planning com...
Steve Melson Steve Melson (st... steve@stephenl...
William Shakespeare ‘William Shakespe... bil@shakespear. ..
-
A I I »

Figure C-16 The Address Book window.

You can use and see Contacts folder information by opening the
Contacts folder (see Figure C-17). To view the Contacts folder’s items,
click the Contacts icon on the Outlook Bar.

& Contacts - Microsoft Outlook HEE

File Edit View Favorites Tools Actions Help tules wizard -
E=|New -~ & Dj b 4 -'é S _%;and ‘324_{‘ Type a contack to find [+ @ .
# Contacts

Outlook Shartcuts

@ Bush, George
E-mail: president@whiteh. ..

Outlook Today
Melson, Steve

ab
cod
ef
fA Business: (425) §85-9499 M
E-mail: skeve@stephenin, .. ﬂ
K
Inbaox Planning committee L £
mn
Shakespeare, William op
E-mail: bill@shakespeare. ... -
Calendar 3
E
o :
_w |
Contacts -
2% 2 ¥
by Sharteuts z

Other Shortcute J

=

5 Iterms

Figure C-17 The Contacts folder window.
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TIP Along the right edge of the Contacts window, Outlook provides
tab buttons marked with the letters of the alphabet. To quickly flip
to contacts that start with a letter, click the letter’s tab button.

Adding a Contact Item to the Contacts
Folder

To add a contact to the Contacts folder, display the Contacts folder
and click the New button. Outlook displays the Contact window (see
Figure C-18). Use the boxes of the General tab to describe the con-
tact. For example, enter the contact name into the Full Name box, the
contact’s Address into the Address box, the contact’s e-mail address
into the E-Mail box, the contact’s telephone numbers into the phone
boxes, and so forth.

EE Untitled - Contact 1H[=] E3
File Edit VWiew Insert Format Tools Actions Help Type a question for help =

[HSave and Close 5y & I ¥ & 52 2u - .

General I Details I Activities I Certificates I All Fields I

g Full Mame. .. | I @ Business l”
Job title: I Home ll I
Compary: I Business Fax l”
File as: I j IMobile l”
@ Address. .. | E-mail l” @I
Business ll Display a5t I

[ This is the mailing address

g{‘% Web page address: I
IM address: I

Conkacts,., | I Categaries. .. | I Private r

Figure C-18 The General tab of the Contact window.

TIP If you delegate access to your Contacts folder but want to keep
a contact private, check the Private box.

To collect more specific name or address information, click the Full
Name box to display a dialog box that prompts you for each compo-
nent of a name and click the Address box to display a dialog box that
prompts you for each component of an address (see Figures C-19 and
C-20). When you finish recording the information you want to col-
lect, click the Save And Close button.
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| Check Full Name ] ] EHE

—Mame details
Ok I
Title: || vl
First: Cancel |

|
Middle: |
|

Lask:
Suffis: I - I

¥ Show this again when name is incomplete o unclear

Figure C-19 The Check Full Name dialog box.

| Chek Address - ] - H

r~Address details

(a4 I
Street: |

Cancel

City: |

State/Province: I

ZIPiPostal code: I

Country/Region: I j

¥ Show this again when address is incomplete or unclear

Figure C-20 The Check Address dialog box.

TIP You can add the name and e-mail address of someone who sends
you a message by right-clicking the person’s name in the mes-
sage window and then choosing Add To Contacts command
from the shortcut menu.

NOTE The Details tab provides space for you to record information
about a contact’s department, office, profession, manager, as-
sistant, nickname, spouse, birthday, and anniversary. The Activi-
ties tab lists other items related to the contact. The Certificates
tab lists digital certificates you can use to send encrypted mail to
the contact. Finally, the All Fields tab lets you define and then use
other fields for collecting contact information.

28



Outlook 2002 From A 10 Z

Categorizing a Contact Item

To categorize a contact, click the Category button at the bottom of the
Contact window (see Figure C-18). When Outlook displays the
Categories dialog box, check the boxes that correspond to the catego-
ries into which this contact falls (see Figure C-21).

Categories EE

Add ko List |

Itemis) belong to these categories:

&

<=2

ailable categories:

Competkition
Favorites
Friends
Gifts
Goals/Objectives

Haliday

Haliday Cards

Hot Contacks

Ideas

Inc.

International

Key Customer

Miscellaneous j

oK, Cancel Masker Category List. .. |

:

Figure C-21 The Categories dialog box.

Linking a Contact Item to Other Contact

Items

To link a contact item to other contacts, click the Contact button at
the bottom of the Contact window (see Figure C-18). When Outlook
displays the Select Contacts dialog box, use the Look In box to specify
which contact folder holds the contact to which you want to link (see
Figure C-22). Then, select the contacts from the Items box. To select
more than one item, hold down the Ctrl key as you click the items.
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Select Contacts &
Look in:
= Personal Folders ;I
% Calendar
@ Deleted Items (3]
$E} Drafts (1)
B Inbox
(ﬁ Journal
[ Motes
S . =
Ikems:
[y |@|Filed s ~ | 30k Title: Campany I;I
Bush, George CED
Melson, Steve
Shakespeare, Wiliam Producer Globe Theater

OF I Cancel Apply |

Figure C-22 The Select Contacts dialog box.

Editing a Contact Item

To edit a contact’s information, display the Contacts folder, right-click
the Contact and then choose Open from the shortcut menu. When
Outlook displays the Contact window, use its tabs and boxes to make
your edits. Then click the Save And Close button to save your changes.

TIP You can also edit contact information directly using the Contacts
window. Simply click the field you want to edit and make your
changes.

Finding a Contact

To find a contact, enter the contact’s name, e-mail address, or title into
the Find A Contact box, which is on the Standard toolbar. If Outlook
can positively identify the contact, it displays the contact in the Con-
tact window. If Outlook can't positively identify the contact, it displays
a list of possible matches using the Choose Contact dialog box (see
Figure C-23). You then review the list and double-click the contact
you want to open.
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| Choose Contact EHE

Contacks:

K

Cancel |

akespeare (Globe Theater)

Figure C-23 The Choose Contact dialog box.

TIP You don’t have to enter a full name, e-mail address or title into
the Find A Contact box. You can enter a partial name, for example.

Printing Contact Information

To print a contact’s information, display the contact’s information
using the Contact window and then click the Print button.

To print a list of all the contacts in your Contacts folder, open the
Contacts folder and then choose the FileO Print command. When
Outlook displays the Print dialog box, use the Print Style buttons to
specify how you want the contact list printed (see Figure C-24).

Print [ 2]

~ Printer

Mame: IHF‘ LaserJet PostScript j Properties |

Skakus: Printing: 1 document waiting

Type: HP LaserJet 4 f4ry PostScript

Where:  VWESTPARK\HPLaser] ™ Print o File
Camment:

— Print style —Copies

Page Setup. .. | Mumber of pages: |all =
Define Styles.. Mumnber of copies: I =
Small Booklet Style 4_&" . L] j

[=] ™ collate copies
Bledis ire Bnlelok SRl LI = i

—Prink range @
& allitems & &l

 only selected items

(04 I Cancel | Prewiew |

Figure C-24 The Print dialog box used to print a contacts list.
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Attaching a File to a Contact

To attach a file to a contact, display the contact’s information using
the Contact window. Then click the Insert A File button. When
Outlook displays the Insert File dialog box, use its Look In box to
identify the folder holding the file (see Figure C-25). Then, double-
click the file in the list box or use the File Name box to identify the
specific file. Outlook adds an icon for the file to the area at the bot-
tom of the General tab (see Figure C-26).

Insert File (2] ]
Look in: I[:l Book stuff j oo @ r O + Tools ~

h_E. MillKitin3Tinstall doc:
Deskkop F#1') 0195 tips. doc
=) Dutlook 2000 445 TIPS.doc

71| 5 creenshot Guidelines. doc
i & | Srart Guide to Office. dot

j File: name: M
. . I I j Insert
‘Web Folders Files of bype: I'q" Files (*.*) j Cancel

Figure C-25 The Insert File dialog box.
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EE Steve Nelson - Contact M= E3
File Edit View Insert Format Tools Actions Help Twpe & guestion for help

[HSaveandClose [ & I * & v~ & - % -

General I Details I Activities I Certificates I All Fields I

g Full Mame. .. | ISteve Melson @ Business ll I—HZS 1 885-9499
Job title: I Home ll l—
Comparny: I Business Fax ll l—
File as: INeIson, Steve j IMobile ll l—

Address. .. | E-mail ll lm @I
Business ll % Display as: ISteve Melson (steve@stephe

>

W% Web page address: I
™ This is the mailing address %
IM address: I

@ =

Screenshot |
Guidelines.doc (11 ... _I

Contacts... | I Categaries. .. | I Private r

Figure C-26 How an inserted file looks on the General tab of the con-
tact window.

Flagging Contacts for Follow Up

To flag a contact that requires follow-up action on your part, open the
contact and then click the Flag For Follow Up toolbar button. When
Outlook displays the Flag For Follow Up dialog box, use it to describe
the appropriate follow-up action (see Figure C-27). Use the Flag To
box to identify the follow-up action. Use the Due By box to indicate
by when follow-up action is required.

Flag for Follow Up EHE

Flagaing marks an item to remind ywou that it needs to be follawed up.
After it has been fFollowed up, wou can mark it complete.

j Cleat Flag |
Due by: INone j INone j

™ Completed
oK I Cancel |

Figure C-27 The Flag For Follow Up dialog box.

Flag to:

TIP To remove a flag, click the Clear Flag button.
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Getting a Map of a Contact’s Address

To get a map of a contact’s address, open the contact and then click
the Display Map Of Address button. Outlook connects to the
Microsoft Expedia web site and displays a Web page that shows the
contact’s address (see Figure C-28).

A Search results - Microsoft Internet Explorer provided by America Online

JEiIe Edit View Favorites Tools Help |

J4=--*.@ﬁ5@®v”
Back Farward Stop Refresh Home Search Favaortes  History b ail Frint
JLinks = JAﬁdreas |@ 9B052kwpst1=0kregn =08cnty] =4ksubm=14fmap=1itpid=1%dchg=4z2=9852617 34040 j @ Go
ot St Search results =
Find a Map » 8531 154th Ave NE, Redmand, W4, 95052

Get Driving Directions

Print this map  Save this map E-mail this map

\

WE GEth-St | (20215 NE eSSt
e LOW F ARES 8581 154th Ave NE,

frgzms?eﬂem Redmond, WA, 98052
5 u] ianta $ \
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185 to Orlanda
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$129to San Francisco
3% HOTELS

in Redmond .Em
iys CAR RENTALS
k;b N E 2001 Microsoft Corp @ 2000-NavTech, GOT,.Inc:and/or: o]

in Seattle = iy = 15 520 _ILI
4 | »

My Maps & Routes y
Link to Map or Route @Expedia'

I/

PRy 4 NE

i
(202)
gl 17 | /,Qﬁ SOt St
‘\__; \éﬁhﬁ;

_—

(

.........

|@ Done |_|_|Q Internet Y
Figure C-28 The Expedia map for a contact.

Sending a Message to a Contact

You can send a message to a contact from the message window. Just
begin typing the contact name into the To box. As soon as Outlook
recognizes the contact name, it types the rest of the contact name for
you. If you can't remember the spelling of the name, click the To button
and use the Select Names dialog box to identify the contact.

You can also send a message to the contact shown in the contact
window by clicking the New Message To Contact button. Outlook
opens the message window and places the contact name into the To
box.
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Telephoning a Contact

If your modem connects to your telephone, you can click the
AutoDialer button to have Outlook dial a contact’s telephone num-
ber for you. As soon as you hear Outlook complete the dialing, you
need to pick up the handset.

Forwarding a Contact Items

If the person you forward the contact to uses Outlook, you can for-
ward a contact item in an e-mail message. The recipient of the for-
warded contact item can then save the contact into their Contacts
folder. To forward a contact item, open the contact and then choose
the ActionO Forward command. Outlook creates a new e-mail and
attaches the contact item. To forward the item, address the message
and click Send.

Forwarding Contact Information in a
vCard

If the person you forward the contact to doesn't use Outlook, you can
forward a contact item as a vCard. A vCard is a standard electronic
business card that many personal information managers (including
Outlook) can read. The recipient of the forwarded vCard can then
save the vCard’s information. To forward a contact item, open the
contact and then choose the ActionO Forward As vCard command.
Outlook creates a new e-mail and attaches a vCard for the contact item.
To forward the vCard, address the message and click Send.

Reviewing the Contact Window’s Actions
Menu

The Contact window’s Actions menu provides more than a dozen
commands useful for using contact information (see Figure C-29). The
Actions menu provides commands for creating a new contact or dis-
tribution list, a new letter, message, meeting request, appointment, task
or journal entry. The Actions menu also provides commands for calling
a contact, for setting up a NetMeeting, for flagging a contact (as
described in the preceding paragraphs), for opening a contact’s web
page, and for forwarding a contact’s information either as a contact
item or as a vCard.
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EE Steve Nelson - Contact M= E3
File Edit View Insert Format Tools | Actions I Help Twpe a question for help =
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Call Contact »
¥ This is the mailing address
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Contacts... || Categorie o Forward Ctrl+F

—_—
Figure C-29 The Contact window showing the Actions menu.

Contacts Folder

The Contacts folder holds your contact items.

SEE ALSO Contacts

Control Menu

In the upper left corner of program windows, including the Outlook
program window, is an icon you can click to display the Control menu.
The control menu, a relic of the version of Windows that Microsoft
sold a decade ago, supplies commands for moving, sizing and closing
the program window.

Copying Text and Objects

Outlook provides several ways to copy text and other objects within
and between items. To copy text or an object, use any of the follow-
ing methods:
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» Drag-and-drop. Select the text or object you want to copy by drag-
ging the mouse. Then while holding down the Ctrl key, drag the
selected text or object to a new location.

« Editd Copy and EditO Paste commands. Select the text or object,
choose the Edit Copy command, position the insertion point at the
new location, and choose the Edit0 Paste command.

» Copy and Paste toolbar buttons. Select the text or object, click the
Copy button, position the insertion point at the new location, and
choose the Paste toolbar button.

« Office Clipboard task pane. Select the text or object, click the Copy
button or choose the Edit0 Copy command, position the insertion
point at the new location, and click the text or object you want to
copy in the Clipboard task pane. If the Office Clipboard doesn't
show, choose the Edit0 Office Clipboard command.

NOTE You aren’t limited to copying text and objects just within Out-
look. You can copy between different programs. The only trick
is that after you copy the text or object, you need to open the
document or item into which you want to paste the text or ob-
Ject.

Cutting

You use the Cut toolbar button and the Edit0 Cut command to move
text and objects within items (such as within a message) and between
items (such as between messages or from a message to a note).

SEE ALSO Clipboard, Moving Text and Objects

Delegates

You can delegate to others—perhaps an assistant or a coworker—the
authority to access your Outlook folders, thereby giving this other
person the ability to send and receive e-mail on your behalf, make
appointments in your calendar, and so on.

Delegating Access
To delegate access, take the following steps:
1. Choose the ToolsO Options command and click the Delegates tab.
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NOTE If the Delegates tab isn’t available when you choose the
Tools[] Options command, ask your network administrator for
help. He or she will need to turn on the Delegate Access feature.

2. Click the Add button. Outlook displays the Add Users dialog box.

3. Select the person to whom you want to delegate access by click-
ing the person and then Add.

4. Specify the access permissions you want to grant by folder using the
Delegate Permissions dialog box.

Viewing Another User’s Folders

To use the delegated access that someone grants you, choose the
FileO OpenO Other User's Folder command. When Outlook displays
the Open Other User’s Folder dialog box, use the Name box to iden-
tify the user (see Figure D-1).

i Open Other User's Folder HE
Marne, .., | I Ik |
Eolder: [ contacts | Cancel |

Figure D-1  The Open Other User’s Folder dialog box.

TIP You can type the person’s name into the Name box or you can click
the Name button to display the Select Name dialog box, select
the Global Address List entry from the Show Names From The list
box, and then select the person.

E-Mailing for Another User

To e-mail a message for another user, you create an e-mail in the usual
way—uwith one small exception. Before you send the message, click
the Options button and choose the From command to add the From
button to the create message window. Then, click the From button,
select the Global Address List entry from the Show Names From The
list box, and then select the person.

Deleted Items Folder

When you delete an item in one of the Outlook folders, Outlook doesn't
actually delete the item. Instead, Outlook moves the item to the
Deleted Items folder (see Figure D-2).
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& Deleted Items - Microsoft Outlook [_[=]x]
Eile Edit View Favorites Tools Actions Help Type a question for help =
HINew - & 0% X GoReply iReplyto All =5 Send/Receive s - @

> ® Deleted Items . | Address
Dutlack Sharteuts || 4] 01| |@]From | Subject |Receved |size
A A Undeliverable: Remember to pick Britt up from school
aarin D... TamLe Won 5701 ... 744 B
= g Mon 5/7/.. 346B
Contacts Kaarin D...  Pick up Britt Mon 5/7j01.., 707 B
s @ Steve Ne... Remember ko pick Britt up from school Fri5f4/01 ... 1KB
| Kaarin 0., 4K wds Qutlook AZZ ThuSf3/01... 8316
Tt ) wed 5/2/.. 857B
=] Jason Ge... Registry terminology Tue 12{22(... 4KB _I
e -
From:  System Administrator Sent: Mon 5/7/01 11:10 AM
Notes To: Jason Gerend
Subject: Undeliverable: Remember to pick Britt up from school
Your message did not reach some or all of the intended recipients. -
EeEtedlicn =] Subject: Task Request: Remember to pick Britt up from school
Sent: 5/7/01 11:10 &M
My Shortcuts The Following recipient(s) could not be reached:
Other Shartcuts Steve Melson on 5/7/01 11:10 AM LI

|El Items, 3 Unread

Figure D-2  The Deleted Items folder.

Emptying the Deleted Items Folder

To empty the Deleted Items folder, right-click the folder and choose
Empty “Deleted Items” Folder from the shortcut menu.

Undeleting a Deleted Item

To undelete an item in the Deleted Items folder, right-click the item
and choose Folder from the shortcut menu. When Outlook displays
the Move Items dialog box, select the folder the item should be moved
back to (see Figure D-3).

Move Items H

Maove the selected items to the Folder:

-0 Archive Folders K
@ Mailbo - Kaarin Dolliver
B @ Perzonal Folders Cancel

@ Calendar

if

B

Figure D-3  The Move Items dialog box.
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SEE ALSO Recycle Bin

Deleting Items

In general, you delete folder items by right-clicking the item and then
choosing Delete from the shortcut menu. When you do this, Outlook
moves the item to the Deleted Items folder. The Deleted Items folder
can be emptied by right-clicking the Deleted Items icon in the Out-
look Bar and choosing Empty Deleted Items Folder from the short-
cut menu.

If you're using an IMAP mail server, however, Outlook doesn't actu-
ally move deleted message items to the Deleted Items folder. Rather,
Outlook simply marks the messages as deleted. To really delete these
items, choose the Editd Purge Deleted Items command.

Delete Key

The Delete key erases the character or object that's just in front of the
insertion point. In comparison, the Backspace key erases the charac-
ter or object that’s just in back of the insertion point.

SEE ALSO Backspace key.

Delivery Receipts

Outlook lets you request delivery receipts that show a recipient has
actually received a message. To tell Outlook that it should request a
delivery receipt for a particular message—the receipt is a just a mes-
sage that the recipient’s copy of Outlook sends back to you—click the
Options button. When Outlook displays the Message Options dia-
log box, check the Request A Delivery Receipt For This Message box
(see Figure D-4).
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Message Options 21
Message sethings —————  Security
@ Importance: I 'I Change security settings For this message.,

Sensitivity: INUrmaI VI Security Settings... |

Yating and Tracking options
™ Use voting buttons: I j

™ Request a delivery receipt For this message

™ Request a read receipt for this message

Delivery options

@ I Have replies sent ko: | Select Names. .. |
¥ save sent message to; ISent Ikems Browse. .. |

™ Do not deliver before: INone j |12:DD AM j
™ Expires after: INnnE j |12:DD AM j
Attachment Format: IDeFauIt 'l
Encoding: IAutU-SaIect j

Contacts... ||
Cakegories, .. ||

Close

Figure D-4 The Message Options dialog box.

SEE ALSO Read Receipt

Detect and Repair

The HelpO Detect And Repair command finds and fixes errors in the
Office program files. To use this command, first find your Office or
Outlook installation CD. Then choose the command. Outlook dis-
plays the Detect And Repair dialog box (see Figure D-5). Use the two
check boxes on the Detect And Repair dialog box to specify whether
you want your shortcuts to Office restored as part of the repair and
whether you want your customized settings saved or want to revert to
the default settings. Then click Start.

Detect and Repair EHE
‘Detect and Repair...' will automatically find and Fix errors in all Office files.

During this process wou may be asked to provide the installation source andyor exit open
applications.

V¥ Restore my shortouts while repairing
™ Discard my customized settings and restore default settings

Cancel |

Figure D-5 The Detect And Repair dialog box.
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SEE ALSO Inbox Repair Tool

Dictionary

Outlook uses the standard Microsoft Office dictionary and a second
personal dictionary, named CUSTOM.DIC to check the spelling of
the words in your message items. You can add words to the personal
dictionary by telling Outlook when a word isn't misspelled but just
unknown. To do this, you choose the Add command from the spell-
ing shortcut menu or click the Add button in the Spelling dialog box
(see Figure D-6). Outlook inserts the word into the CUSTOM.DIC
dictionary.

Spelling

Mat in Dictionary: IPDwerBIast

Change to:

Suggestions:

[Fover Blact]

Ignore I

Ignore Al |

Powerboats
Poverboat

hange Change Al |

Suggest |

-

Unda Last |

I
add |
Cancel |

Options. .. |

Figure D-6

NOTE
TIP

SEE ALSO

Digital ID

The Spelling dialog box

All of the Office programs use the CUSTOM.DIC dictionary to
check spelling.

You can use the Notepad program that comes with Microsoft
Windows to check the contents of your CUSTOM.DIC dictionary.

Spelling

A digital ID lets you encrypt messages so that only the recipient can
read the message. A digital 1D also lets you verify that the sender
identified in the message header really did send you a message.

SEE ALSO Encryption
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Distribution List

A distribution list is a list of people and their e-mail addresses. Out-
look lets you send a message to a distribution list. When you do so,
each person on the list gets the message.

Creating a Distribution List
To create a distribution list, follow these steps:
1. Open the Contacts folder.

2. Click the New button’s arrow and then choose Distribution List
from the menu. Outlook displays the Distribution List window (see

Figure D-7).
%3 Untitled - Distribution List

File Edit View Insert Tools Actions Help Type a question for help =
[E Save and Close & =N SN [2) .

Members I Mokes I

Mame: ||

Select Members. .. | Add Mew. .. Remaye Update Mow |

[ Mame / E-mail =]

There are no items to show in this view,

E
Categories. .. | I Privake [

Figure D-7  The Distribution List window.

3. Use the Name box to name the distribution list.

4. Add people to the list by clicking the Select Members button. When
Outlook displays the Select Members dialog box, hold down the
Ctrl key and then click the people you want added to the list. When
you've selected everyone you want on the list, click the Members
button (see Figure D-8).
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Select Members

Show Mames From the;

+ Type Mame or Select from List:

I Add to distribution lisk:
I Mame Members - >

E Planning committee
Steve Nelson
‘wiliam Shakespeare

o

Hew. .. | Properties | Find... | Send Options... |
K I Cancel | Help |
Figure D-8 The Select Members dialog box.

TIP The Show Names From The box lets you select a list of e-mail
addresses you want to use to add members to the distribution
list.

TIP You can include a distribution list as a member of a distribution
list.

5. Optionally, click the Notes tab and then use it to describe the dis-
tribution list or document the distribution list (see Figure D-9).

%3 Untitled - Distribution List
File Edit View Insert Format Tools Actions Help Type a question For help =

& Save and Close & (=N ARG 2.

= ;

arial vwvénfg

Members I MNotes I

Figure D-9  The Notes tab of the Distribution List window.
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6. Click the Save And Close button to save your new distribution list.

Editing a Distribution List
To edit a distribution list, follow these steps:
1. Open the Contacts folder.

2. Double-click the Distribution List. Outlook opens the distribution
list item (see Figure D-10).

%3 Strategy Discussion - Distribution List
File Edit View Insert Tools Actions Type & question For help =

[HSave andClose & % Bz @ * £ X +-w- [7)

Members I Mokes I

skrakeqy 55i01
Select Members. .. | Add Mew. .. | Remove Update Mow |

[ Mame / E-mail =]
George Bush (president@whitehouse, gov) president@whitehouse, goy

Planning committee

Skeve Melson (steve@stepheninelson, com) steve@stepheninelson, com

‘william Shakespeare (bill@shakespeare.com) bil@shakespeare.com

E
Categories. .. | I Privake [

Figure D-10 The Distribution List item.

3. To add a new member to the list, click the Add New button. When
Outlook displays the Add New Member dialog box, use the Dis-
play Name and E-Mail Address boxes to identify the person and
provide their e-mail address (see Figure D-11).

Add New Member | <]
Display name: ||

E-mail address: I

E-mail type: ISMTP Custom type |

Intermet Farmat: ILet Cutlook decide the best sending format j

™ addto Contacts

ok | Cancel |

Figure D-11 The Add New Member dialog box.
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4. To remove someone from the distribution list, click the person’s
name and then the Remove button.

5. Click the Save And Close button to save your changes to the dis-
tribution list.

E-Mailing a Distribution List
To e-mail a distribution list, create a message item in the usual way—
except enter the distribution list’s name into the To box (see Figure
D-12).
™ Untitled - Message (HTML) M=l E3

File Edit View |Insert Format Tools Actions Help

=1Send Accounts- BB v Dgtinns... >

arial - 10 - A B U E = := iOptions| ?

To... | IStrategg Discussion
|
Bec... | I

Subject: I

Should we plan on meeting this Wednesday?

[ |

Figure D-12 A message that is addressed to a distribution list named
“Strategy Discussion”

NOTE On the e-mail messages that distribution list members receive,
all the distribution list’s members are listed. For example, if you
e-mail a message to a distribution with forty names on it, the

message’s header doesn’t identify the distribution list but rather
individually names all forty names.
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TIP You can use Outlook’s Distribution List feature to publish a small
e-mail newsletter. Because you probably don’t want newsletter
recipients or subscribers to see the distribution list, however, you
don’t want to enter the distribution into the To box. Instead,
enter your name into the To box and then enter the distribution
list name into the Bcc box.

Draft Items Folder

The draft items folder lists messages you've saved but not yet sent. By
default, every three minutes, Outlook saves any open messages you're
working with in the Draft Items folder.

SEE ALSO E-Mail

Drag-and-drop

Drag-and-drop refers to copying or moving items with your mouse.
For example, if you select text or an object, you can move the selec-
tion by dragging it to a new location. And if you select text or an object
and hold down the Ctrl key, you can copy the selection by dragging
it to a new location.

SEE ALSO Copying Text and Objects

Editing Text
To edit text, select the text and then type the replacement text.

SEE ALSO Backspace Key, Delete Key

E-Mail
Outlook lets you send and receive e-mail messages as long as you have
an e-mail account.

Writing an E-mail Message
To write an e-mail message, follow these steps:

1. Click the Inbox icon and then the New button. Outlook opens the
message window (see Figure E-1).
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™ Untitled - Message (HTML) M[=] E3
File Edit View |Insert Format Tools Actions Help

=1Send Accounts- 2 [ ¥ []Options... »

»

Arial 10 >

Subject: I

Figure E-1  The message window.

2. Enter the name of the person you want to e-mail in the To box. Or,
if you don't know how to spell the name or the form of the name,
click the To button. When Outlook displays the Select Names
dialog box, scroll through the list of names and double-click the

name of the person you want to e-mail (see Figure E-2).

TIP You can send a message to more than one person. Just separate

the names using semi-colons.
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Select Names

Show Marnes From the:

Type Mame or Select from List:

I Message Recipients

I Mame

George Bush

£ Planning committee
Skeve Nelson

iE Strategy Discussion
‘William Shakespeare

To-=
Co-=>
B -= |

EIN| »

e, .. | Properties | Find... | Send Cphions. ..

OF I Cancel | Help |

Figure E-2  The Select Names dialog box.

TIP The Select names dialog box shows names from the Contacts
folder and from the Global Address List (if you’re working on a
network that includes Exchange Server). Use the Show Names
From The box to specify which names you want.

3. Enter the names of any people you want to copy on the message into
Cc box. Again, if you don't know how to spell the name, click the
Cc button. When Outlook displays the Select Names dialog box,
scroll through the list of names and double-click the name of the
person you want to e-mail.

4. Enter a brief description of the message’s subject in the Subject box.
As soon as you press Enter or click to move beyond the Subject,
Outlook uses the message subject description to label the message
window.

5. Type your message into the message area.
6. Click the Send button. Outlook places the message into the Outbox,
connects to your mail server, and then delivers the message.

NOTE If you use Internet e-mail, Outlook first makes an Internet con-
nection in order to send the message. When this is the case,
Outlook automatically makes the connection, prompting for you
any needed information—such as a password.
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Postponing Message Delivery

Normally, as described in the preceding section, Outlook immediately
or almost immediately sends your message. You can, however, tell
Outlook to postpone delivery of a message until a specified date and
time. To postpone delivery of the open message, follow these steps:

1. Click the Options toolbar button. Outlook displays the Message
Options dialog box (see Figure E-3).

Message Options

Message settings

Sensitivity: Normal

‘oting and Tracking options

Security

Importance: |Mormal ;.f ]

[ 7] %]

Change security settings for this message.

Security Settings. ..

— i .
v ™ Use voting buttons: |

™ Request a delivery receipt for this message

™ Request a read receipt For khis message

Delivery options

@ ™ Have replies sent to: |

Select Mames. ..

W Save sent message to: |Sent Ikems

Erowse. ..

W Do not deliver before:

[ Expires after: |

Attachment Format:

Diefault ~

L
Le Lo

Encoding: |nut0-5elect

Contacks. ., |

Categories. .. |

Figure E-3

Close

The Message Options dialog box.

2. Mark the Do Not Deliver Before check box.
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3. Enter the date you want the message delivered into the first Do Not
Deliver Before box and the time you want the message delivered
into the second Do Not Delivery Before box.

Using the Drafts Folder

If you want to save a message for sending later, click the Save toolbar
button. Outlook saves your message in the Drafts folder (see Figure
E-4). To later use the draft message, open the Drafts folder and
double-click the message. You can edit the message if needed. You can
send the message by clicking the Send button.

& Drafts - Microsoft Outlook [_[=2]x]
Eile Edit View Favorites Tools Actions Help Type a question for help =
FINew ~ & [3 ¥  ©oReply ©Replyto All =5 Send/Receive s - @

=53 W Drafts |] Address

| Sent
None

| Size

Outlook Shorteuts | | ]
E 1 KB

by Shartcuts
Bk Draftz [1]
5 Outbox 1)
= S5ent ltems

{ﬁJoumal

&7 Outlack Upd:

Other Shortcuts ;I

|1 Item, 1 Unread

Figure E-4  The Drafts folder.

Using Rich Text and HTML Message
Format

Outlook lets you send plain text messages (which can't be formatted)
as well as Rich Text and HTML messages (which can be formatted).
To use a Rich Text or HTML message format, choose either the
FormatO HTML or FormatO Rich Text command.
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Formatting an E-Mail Message

It's usually safest to send plain text messages unless you know your
recipient uses an e-mail program that accepts richly formatted text or
the HT ML message format. However, when you do want to format
a Rich Text or HT ML message, you can do so using the Formatting
toolbar buttons, as described in the following list:

The Style box lets you pick a formatting style for the selected text.
The Font box lets you pick a font style for the selected text.
The Font Size box lets you pick a point size for the selected text.

The Font Color button displays a pop-up menu of colors you can
use for the selected text.

The Bold button adds boldfacing to the selected text.
The Italic button italicizes the selected text.
The Underline button underlines the selected text.

The Align Left button aligns text against the left edge of the mes-
sage window.

The Center button centers text horizontally in the message window.

The Align Right button aligns text against the right edge of the
message window.

The Bullets button turns the selected paragraphs into a bulleted list.

The Numbering button turns the selected paragraphs into a num-
bered list.

The Decrease Indent button un-indents the selected paragraphs.
The Indent button indents the selected paragraphs.

The Insert Horizontal Line button adds a horizontal line to the
message.

Attaching a File

You can e-mail files. To do this, you attach the file to the message.
To attach a file to the open message, follow these steps:

1.

Choose the InsertD File command. Outlook displays the Insert File
dialog box (see Figure E-5).
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Insert File [7]x]
Look in: ID Book stuff j @ w ol + Todls *
[ _wti_cni
@ 1 AuthRey
Hiskary 1FP AAG
[ IMTHelp
. 1 OfficeCR
1 Stuff for Future
My Documents WL PG
[2]) £:5et Trackingl.mdb
P 3 CRFrontPage.xls
. L h_E. Millkitwin3linstall. doc
Desktop L-_E. 0L98 tips.doc
F#1 Outiook 2000 &4 TIPS, doc
h_z_. Screenshot Guidelines doc
i | Sirnart Guide to Office. dat
Favorites
File pame: =
j || ﬂ Insert
Web Folders  Fies of type: IAII Files (*.*) j Cancel
Figure E-5  The Insert File dialog box.

2. Use the Look In box to identify the folder location of the file.

3. When the file appears in the list box underneath the Look In box,
double-click the file to select and insert it.

TIP The Microsoft Office programs all provide a command for e-
mailing the open Office document or file. The command is
File[] Send Tol[dMail Recipient (As Attachment). When you
choose the command, the Office program opens a message
window and creates a new message with the Office document
attached. All you need to do is address the message and click
Send.

Opening and Saving an Attachment

To open an attachment you receive in a message, double-click the
attachment’s icon. Windows opens the attachment using the appro-
priate program. (For example, if the attachment is a Microsoft Word
document, Windows starts Word and then tells Word to open the

document.)

WARNING

E-mail viruses come as attachments. They typically infect
your computer when you open the attachment. For this
reason, avoid opening suspicious attachments and use
anti-virus software that scans incoming e-mail such as
Norton AntiVirus and McAfee VirusScan.
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To save an attachment you receive, right-click the attachment and
choose the Save As command from the shortcut menu. When Out-
look displays the Save Attachment dialog box, use the Save In box to
specify the folder in which the attachment should saved and then the
File Name box to name the attachment file (see Figure E-6).

Save Attachment 7]
Save in: I [ Book stuff j %] ] ~ Tools =

0 _vti_cnf

1 AuthRey

_IFP &G

[ INTHelp

] Offic=CR

) Stuf for Future

1%L FG

21 et Tracking! mdb

B8] CAFrontPage. «ls

) Wil i 31install. doc

h_zi 0OL98 tips.doc

PP Outinok 2000 &4 TIPS doc

1 < creanshiot Guidelines. doc

| 5 it Gividls b Office. dot

9 File narme: OL9E tips. doc)
it DLOE doc j Save
WeBFaers save as type [l ies (=) | Concel |,

Figure E-6  The Save Attachment dialog box.

Receiving Messages

After you set up an e-mail account, you can retrieve messages from the
mail server by clicking the Send/Receive button. Outlook retrieves any
messages others have sent and places them into your Inbox folder (see
Figure E-7). Messages you haven't yet read appear in bold.
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B Inbox - Microsoft Outlook HEE
Eile Edit View Favorites Tools Actions Help Type & question for help =
HNew - & % X €yReply £ Reply to All ={Send/Receive H - @) z

& Inbox .

Dutiook Shorteuts | |2 | 01| @|From
o Al
T

| Subject

Susan Sewall

e | Meeting at BEA
sl B4 0 Autoresponder@WhiteHou... Re:
Inbio (8] B4 Stephen L. Nelson, Inc.
=] Stephen L. Nelson, Inc.
Frome:  Stephen L. Melson, To: stevel@stepheninelson. com
Calendar subject: Lunch Cc:
=
% Interasted in lunch this week?
Contacts
Tasks
y Shartcuts
E
Other Shortcuts
|? Iterns, 6 Unread | Send/Receive Emor - click here & -

Figure E-7  The Inbox folder shows messages that others have sent.

TIP To send or receive messages only on a specified account, choose
the Tools(] Send/Receive command and then, when Outlook
displays the Send/Receive submenu, choose the e-mail account
you want to send messages to and receive messages from.

Reading a Message

To read a message shown in the Inbox, click the message to select it.
Outlook then shows the message in the Preview pane.

You can also read a message in its own window by double-clicking
it. When you double-click a message, Outlook opens the message item
and shows it in a message window (see Figure E-8).
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™ Lunch - Message (HTML) M[=] E3
File Edit View Insert Format Tools Actions Help

ToReply % Replyto All 4% Forward & vy X @2

From: Stephen L, Melson, Inc, Sent: Mon 51701 121 PM
[help@stepheninelson, com]
Ta: steve@stepheninelson, cam

o
Subject:  Lunch

Interested in lunch this week?

Figure E-8  How a message looks in a message window.

TIP After you read a message or view a message in the Preview pane,
Outlook displays the message description in regular type, rather
than the bold type used for unread messages. To mark a read
message as unread, right-click the message and choose the Mark
As Unread command.

Flagging Messages for Follow-up

To flag a message that requires follow-up action on your part, right-
click the message and choose the Follow Up command. When Out-
look displays the Flag For Follow Up dialog box, use it to describe the
appropriate follow-up action (see Figure E-9). Use the Flag To box
to identify the follow-up action. Use the Due By box to indicate by
when follow-up action is required.

Flag for Follow Up HE

Flagging marks an item ta remind you that it needs to be followed up.
After it has been followed up, you can mark it complete.

Flag ko: ﬂ Clear Flag

Due by: |N0ne j |N0ne j
[ Completed
04 | Cancel |

Figure E-9  The Flag For Follow Up dialog box.

Outlook uses a small flag icon to identify messages you've flagged for
follow-up (see Figure E-10).
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& Inbox - Microsoft Outlook [_[2]x]
Eile Edit View Favorites Tools Actions Help Type a question for help =
FINew ~ & [% X GoReply @ Replyto All =5Send/Receive s - @

1 Inbox . | Address

Outlook Shortuts | |4 ! =
;I E & Lunch
f& B Susan Sewall Meeting at BEA Mon 5/...
B B4 0 Autoresponder@WhiteHou... Re: Mon 5/..
Inbio: (3] B4 Stephen L. Nelson, Inc. Mon 5/...
B4 Stephen L. Nelson, Inc. Mon 5/... j
Follow
Calendar |ﬂ P |
From: Stephenl. Melson, To:  steve@stepheninelson.com
P Subject: Lunch Cc
A =
Contacts Interested in lunch this week?
Tazks
by Shartcuts
E
Other Shortcuts
|7 Items, 5 Unread | Send/Receive Error - click here & -

Figure E-10 An inbox folder with one flagged message.

To remove a flag, right-click the flagged message and choose either
the Flag Complete or the Clear Flag command from the shortcut
menu.

TIP To Display flagged messages at the top of your Inbox folder, click
the Sort by: Flag Status button.

Categorizing Messages

You can categorize a message and then use the resulting category to
sort and search message items. To categorize a message, right-click
the message and choose the Categories command from the shortcut
menu. When Outlook displays the Categories dialog box, check the
box that corresponds to the message’s category (see Figure E-11).
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Categories

Aidd ko List |

Item(s) belong to these categories:

Favorites
Friends
Gifts
Goals/Objectives
Huoliday

Holiday Cards
Hot Contacts
Ideas

Inc.
International
Key Customer
Miscellaneous LI

%

Cancel | Master Cateqgory List, .. |

Figure E-11 The Categories dialog box.

Replying to a Message

To reply to a message, open the message and then click either the
Reply button (to reply to the sender) or the Reply All button (reply
to the sender and also to send copies to every other recipient). Out-
look opens a new message, addressing the message to the appropri-
ate recipients, creating a message subject, and then copying the original
message recipient and subject information and text (see Figure E-12).
As needed, add your message and edit the copied message text. Then
click the Send button to send your message.
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B RE: Lunch - Message {(HTML)

File Edit Wiew Insert Format Tools Actions Help
=1Send Accounts - B B0 ' 3 ¥ [&]0ptions..
Mormal ~ il - 1w - é B J U E=E === i=

|ﬂ This message will be sent via wi, stepheninelson. com. |

To... | ISte hen L. Melson, Inc. <help@stepheninelson.com =
e | [
Brc. .. | I

Subject: |RE: Lunch

| v

Sounds great |

————— Original Message---—-

From: Stephen L. Nelson, Inc. [maito:help@stepheninelson.com]
Sent: Monday, May 07, 2001 1:21 PM

To: steve@stepheninelson.com

Subject: Lunch

Interested in lunch this week?

[+ |

Figure E-12 How a reply message looks in a message window.

Forwarding a Message

To forward to a message, open the message and then click the For-
ward button. Outlook opens a new message, creating a message sub-
ject and copying the original message header and text (see Figure
E-13). Address the message to whomever you want to forward the
original message to and then add any message of your own. Then click
the Send button to send your message.
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B FW: Lunch - Message (HTML) M= B3
File Edit View |Insert Fermat Tools Actions Help
=1Send Accounts~ @ B0 ' 3 v [options.. [7) 7
Mormal - Arial -0 - A B J U|EEEIZIZEIE?
B Fallow up

This message will be sent via www, stepheninelsan.com.
To,.. | IWiIIiam Shakespeare (hil@shakespeare.com)
== | |
Bec. .. | I

Subject: |FW: Lurich

wWould you like to join us?|

From: Stephen L, Nelson, Inc. [mailto:help@stepheninelson.com]
Sent: Monday, May 07, 2001 1:21 PM

To: steve@stepheninelson.com

Subject: Lunch

Intarested in lunch this weak? _I
-

Figure E-13 How a forwarded message looks in a message window.

Editing an Existing Message

Curiously, Outlook lets you edit messages you've received from oth-
ers. To edit the open message, simply choose the Edit0 Edit Message
command and then make your edits.

Printing an E-Mail Message

To print the message shown in the open message window, choose the
Filed Print command. When Outlook displays the Print dialog box,
use its boxes and buttons to describe how Outlook should print and
click OK (see Figure E-14). For example, use the Name box to pick
a printer. Use the Print Range buttons to indicate how many pages of
the message (assuming it's a long message) should print. Use the
Number Of Copies box to specify the number of copies you want
printed.
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Print [7]x]
— Printer
Mame: Properties |

Status: Drefault printer; Feady
Type: HF Laszerlet 44/ 4k PostS cript
Wwhere:  MWWESTPARKAHPLaser

Cormment: ™ Prirt ta file
— Print range Copie:
& Al Murmber of copies: |1 3:

" Pages [rom:l'I Lo:l‘I

) Selection Iﬁl ™ Callate

— Prirtt frare:

€ 4z [aid out o sereen

[ ] Iﬁ £ [rly the selected framme
|

& 4l frames individually

™ Prirt all linked documents [ Prirt table of links

[1]3 I Cancel

Figure E-14 The Print dialog box.

Saving Messages

You don't need to manually save messages. Outlook automatically saves
e-mail messages in either your Inbox folder or on the mail server.

NOTE If you’re writing a new message, Outlook saves a copy of the new
message into the Drafts folder every three minutes just in case
Outlook or your computer crashes. If you want to save a copy of
the message in your Drafts folder, choose the File[] Save com-
mand.

You can, however, save copies of messages in separate text files. To save
a copy of an open message in a text file, take the following steps:

1. Choose the Filed Save As command. Outlook displays the Save As
dialog box (see Figure E-15).
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Save As [2] ]
Save in: I ] Book stuff j ) [ ~ Tools ~
|1 _whi_cnt
|- suthRew
Hiskory D FF AAG
|_INTHelp
|1 OfficeCh
h |1 St for Future

i
My Documents 1ML PG

j File name: Lurich. s b
b Fold I - = —
MWebFelders  save as type: Messane Format (*.msg) el

Figure E-15 The Save As dialog box.

2. Specify where you want to save the message text file using the Save
In box.

3. Name the message text file using the File Name box.

4. Optionally, use the Save As Type dialog box to pick a format for
the message file. Typically, you'll save the message as a message or
in a text file. But Outlook also allows you to save messages as
HTML files, a template file (which you can later use to create other
messages), and in a message format, which saves the message as an
Outlook message.

Deleting an E-Mail Message

To delete an e-mail message from a folder, right-click the message
and then choose the Delete command from the shortcut menu. To
delete a message shown in a message window, click the Delete but-
ton. The Delete button is the button marked with a cross or “X.”

If you're deleting a message from the Inbox, Sent Items, Draft, or
Outbox folders, deleting the message moves it to the Deleted Items
folder. If you're deleting a message in the Deleted Items folder, deleting
the message permanently deletes the message.
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Sorting E-Mail Messages

You can sort the messages in a folder using any of the fields shown:
From, Subject, Received, and so on. Simply click the column head-
ing you want to use to sort. Outlook sorts the messages in ascending
order. To sort the messages in descending order, click the column
heading again.

TIP You can resize the columns used in a message folder by dragging
the right edge of the column heading. You can also size a col-
umn so it fits the field’s largest entry by double-clicking the right
edge of the column heading.

You can also right-click a column heading to display a shortcut menu

that provides commands for sorting and grouping messages (see Figure
E-16).

& Inbox - Microsoft Outlook HEE
File Edit View Favorites Tools Actions Help Type a question for help =
HNew - & % ¥ ©yReply £ Reply to All =i Send/Receive s - 3 »

> & Inbox . | Address
Dutlack Sharteuts | | 4| 01 |%|@|From  © t |Recsived |+
e = rﬁl Sort Ascending ‘
m B Stephen L. Nelson, Inc. zl Sort Descendin Mon 5/...
LA =] Stephen L. Nelson, Inc. — g Mon 5/... _|
Inbax (5] B4 Shirley Jones =. Group By This Field Mon 5/...
o ] Microsoft Qutlook Beta Z Team| E| Group By Box wed 114, LI
\ |ﬂ Follow up Remove This Column
Calendar A
From: ephenlnelson.com] Te:  ste _‘lﬂ Field Chooser
% Subject: Lunch Cc: Alig . R
.l
Contacts Irterested in lunch this week? Best Fit
o Format Columns...
Customize Current View...
Tasks
A =
by Sharteuts J
Other Shartcuts
|7 Items, 5 Unread | Send/Receive Erar - click here & -

Figure E-16 The Inbox showing a shortcut menu of commands useful
for sorting messages.

TIP You can rearrange the order of the columns by dragging them
to new positions. You can also add new columns to the folder
by right-clicking a column heading, choosing Field Chooser from
the shortcut menu, and then selecting the field you want to add.
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Grouping E-Mail Messages

To group e-mail messages by conversation topic, choose the
Viewd Current Viewd By Conversation Topic command. Outlook or-
ganizes messages by conversation topic (see Figure E-17). To see the
messages in a conversation topic, click the plus sign for the
conversation.

&l Inbox - Microsoft Outlook HEE
File Edit View Favorites Tools Actions Help Type a question for help =
HlNew - & 5 ¥ ZiSend/Receive s - bt

% Inbox . | Address

Outlook Shartcuts *| [1 |87 | From |Subject REEEiVEd
f& ;I *| Conversation : Re: {1 ite, 1 unread)

*| Conversation : Meeting at BEA {1 item, 1 unread}
Inbax (5]

| Conversation : (none) (2 items, Z unread)
| Conversation : Quicken (1 item, 1 unread)
| Conversation : Welcome ko Microsoft Outlook Beta 2 (1 item)

Calendar

%

Contacts

Tasks

by Shartcuts

Other Shortcute j

|7 Items, 5 Unread | Send/Receive Erar - click here & hd

Figure E-17 The Inbox folder showing messages by conversation
topic.

NOTE A conversation starts when you send a new message or some-
one sends you a new message. The conversation includes the
original message and all the replies.

SEE ALSO E-Mail Account, E-Mail Signature, Finding E-Mail Messages

E-Mail Account

In order to use Outlook for e-mail, you need to have an e-mail account.
An e-mail account works like a virtual mail box that you use to send
and retrieve e-mail. When Outlook sends e-mail, it delivers the e-mail
to this virtual mail box where the mail is picked up. When Outlook
retrieves e-mail, it retrieves the e-mail from this virtual mail box.
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These virtual mail boxes, by the way, are maintained and monitored
by mail servers, which you can think of as electronic post offices.

To set up an e-mail account, take the following steps:

1. Choose the ToolsO E-Mail Accounts command so that Outlook
displays the first E-Mail Accounts dialog box (See Figure E-18).

E-mail Accounts H
E-mail Accounts
¥ou can change the e-mail accounts and directories that Outlook uses. p
E-mail

" Add a new g-mail account

{+ Aiew or change existing e-mail accounks:

Directory
(" add a new directory or address book

" View or change existing directories or address books

Hest > | Close

Figure E-18 The first E-Mail Accounts dialog box.

2. Mark the Add A New E-mail Account button and click Next.
Outlook displays the second E-mail Accounts dialog box (see Fig-
ure E-19)

E-mail Accounts [ 2]

server Type
‘ou can choose the bype of server your new e-mail acount will work with. ;

Conneck to an Exchange server to read e-mail, access public folders, and
share documents.,

" POP3
Connect ko a POP3 e-mail server to download
wour e-mail,

" IMAP
Conneck to an IMAP e-mail server to download e-mall and synchranize
mailboe Folders,

" HTTP
Connect ko an HTTP e-mail server such as Hotmall to download e-mail and
synchronize mailbox folders,

(' Additional Server Types
Connect to another workgroup or Srd-party mail server,

< Back | | Cancel

Figure E-19 The second E-Mail Accounts dialog box.
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3. Identify the type of mail server you're using by clicking the appro-
priate server type. Then click Next so that Outlook displays the
third E-mail Accounts dialog box (see Figure E-20).

E-mail Accounts
Internet E-mail Settings {POP3)
Each of these settings are required ta get your e-mail account warking, E
User Information Server Information

Your Mame: Incoming mail server (POP3):
E-mail Address: Qutgoing mail server (SMTP):

Logon Information Test Settings

User Marne: ,7 After filing out the information on this screen, we

= recammend you test your account by clicking the buttan
Password: below. (Requires network connection)

¥ Remember password |

™ Log on using Securs Password

Authertication (SPA)
< Back | | Cancel |

Figure E-20 The third E-Mail Accounts dialog box.

TIP If you don’t know the type of mail server you’re using, the server
names, or your logon information, ask the Internet Service Pro-
vider (ISP) administrator or the network administrator.

4. Provide your name and e-mail address using the User Information

boxes, the server names using the Server Information boxes, and
your username and password using the Logon Information boxes.

5. After you provide this detailed e-mail account setup information,

click the Test Account Settings button to verify that you've entered
the e-mail account setup information correctly.

6. Click Next and then Finish.

E-Mail Address

An e-mail address consists of two parts, the user name and the domain
name, separated by the @ character. In the e-mail address
steve@stepheninelson.com, for example, steve is the user name and
stephenlnelson.com is the domain name.

You may enter e-mail addresses directly into the To, Cc, and Bcc boxes
of the message window. Or you can use the name associated with the
e-mail address. For example, if you set up a contact item for Steve
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Nelson in your contacts folder and that contact item includes the e-
mail address steve@stephenlnelson.com, you can also enter Steve
Nelson into the To, Cc, or Bcc boxes.

SEE ALSO E-Mail

E-Mail Signature

An e-mail signature is a block of text that Outlook automatically adds
to every message you send. Typically, people use the block of text for
providing name and contact information—hence the term signature.

Creating a Signature

To create a signature, follow these steps:

1. Choose the ToolsO Options command and click the Mail Format
tab.

2. When Outlook displays the Mail Format tab, click its Signatures
button. Outlook displays the Create Signature dialog box (see Figure
E-21).

Create Signature K &

Signature:

L

Previgw:

Unable to preview selected signature, of no signature selected.

474 | Cancel |

Figure E-21 The Create Signature dialog box.

4. Click the New button to display the Create New Signature dialog
box (see Figure E-22).
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Create New Signature H E3

! ? 1. Enter a name for wour new signature:

|Steve Melson

2, Choose how to create your signature:
(% Start with a blank signature
~

" Use this file as & kemplate:

Mexk = | Cancel |

Figure E-22 The Create New Signature dialog box.
3. Give the new signature a name by entering the name into the Enter
A Name For Your New Signature box. Then click Next.

4. Enter your signature into the Edit Signature dialog box (see Fig-
ure E-23). Then click Finish.

Edit Signature - [Steve Nelson] il E3

signature tesxt

% This text will be included in outgoing mail messages:

Steve Melson

c/of Redmond Technalogy Press
8581 154th Avenue NE
Redrmond WA 98052|

=

Font. .. | Paragraph... | Clear Advanced Edit... |

vCard options
Vﬂ Atkach this business card {vCard) to this signature:
e

| <Mone ﬂ
Mews viZard from Contact, ..

Finish Cancel |

Figure E-23 The Edit Signature dialog box.

Using a Signature

To tell Outlook that it should add a signature to all your messages
automatically, choose the ToolsO Options command and click the Mail
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Format tab (see Figure E-24). Then select the signature you want to
use from the Signature For New Messages box.

Options

Preferences ] Mail Setup  Mail Format lSpeIIing ] Security ] Other ] Delegates ]

Message Format

Stationery and Fonts

A

Signature

g‘ﬁ

Signature For mew messages: |Steve Nelson ﬂ

Signature For replies and Forwards: | =Monex ﬂ

H E3

Choose a Format For outgoing mail and change advanced settings,

Compose in this message format: [l -

[ Use Microsoft \Word to edit e-mail messages
™ Use Microsoft Word to read Rich Text e-mail messages

Inkernek Format. .. | International Options. .. |

Use stationery ko change wour default Font and skyle, change colors,
and add backgrounds to your messages.

Use this stationery by default: |<None> ﬂ

Fonts... | Stationery Picker... |

Automatically include wour signature or attach an eleckronic business
card {vCard) to outgoing messages.

Signatures. ..

0K I Cancel | |

Figure E-24 The Mail Format tab of the Options dialog box.

TIP

Emoticon

An emo
emotico

You can also specify which signature, if any, you want used for
reply messages and forwarded messages. To do this, select the
signature you want for these messages from the Signature For
Replies And Forwards box.

ticon is a face you construct with symbols. Some people add
ns to their e-mail messages in an attempt (not always success-

ful) to communicate what words cannot. For example, the following

emotico

)

n is a smiley (if you turn the book sideways):

The following emoticon is a frown. (Again, you need to turn the book

sideway

(

S.)

SEE ALSO E-Mail
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Encryption

Outlook allows you to encrypt your messages so that they can't be read
by anyone but the intended recipient.

Setting Up for Message Encryption

To encrypt a message, you need to first receive a digital 1D from the
recipient, which you save in your Contacts folder.

To receive an encrypted message, similarly, the sender needs your
digital 1D, which you need to send.

To get a digital 1D, consult your network administrator if you're
working on a network that includes Exchange Server. Alternatively,
if you want a digital ID in order to send encrypted e-mail over the
Internet, choose the ToolsO Options command, click the Security tab,
click the Get Digital ID button, and then follow the instructions
provided on the Microsoft web page that Outlook opens.

Using Message Encryption

To use message encryption, click the Options button, available in the
message window, choose the Security Settings command, and then
check the Add Digital Signature To This Message box.

Ending Lines

In HTML and Rich Text messages, you can end a line of text either
by pressing the Enter key or the Shift and Enter key in combination.
If you end a line by pressing the Enter key, you end both the line and
the paragraph, which you may not want to do. Some formatting ap-
plies to paragraphs (like alignment, bullets, and numbering).

If you enter a line by pressing the Shift key and the Enter key, Out-
look moves to the next line without starting a new paragraph—even
though to your eyes it may look as if one paragraph or bullet point has
ended and new one started.

SEE ALSO /nsertion Point
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Enter key

In Outlook, the Enter key serves several purposes. When you're
working with text in an item, pressing the Enter key tells Outlook that
it should end a paragraph and move to the next line.

When you have an Outlook dialog box open, pressing the Enter key
tells Outlook to accept the dialog box's current settings.

SEE ALSO Ending Lines

Exchange Server

Exchange Server is the name of a Microsoft software product. Ex-
change Server works as a mail server, sending and receiving e-mail
messages sent over a network, and as a scheduling server for Outlook
users connected to the network.

SEE ALSO Calendar, Internet Free/Busy Web Server

Exiting Outlook

To exit Outlook, choose the Filed Exit command or click the Out-
look program window’s Close box.

SEE ALSO Closing Items, Closing Programs
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Finding E-Mail Messages
Because you quickly accumulate large numbers of message items in

your message folders, Outlook supplies several useful tools for find-
ing messages.

Finding Related Reply and Forward
Messages

To find all the reply and forward messages related to the selected
message, right-click the message and choose Find AllC Related
Messages from the shortcut menu. Outlook opens the Advanced Find
window and displays a list of the related messages (see Figure F-1).

€% Advanced Find M= E3
Eile Edit View Tools Help -
Look For: |Messages ﬂ In: |Inbox;DraFts;Sent Items Browse. ..
Messages ]More Choices | Advanced | W
Search for the word{s): | ﬂ
In |subject field only ﬂ Mew Search
From... |
Sent Ta,., |
[ where Iam: | J ;‘Z,
Time: |none ﬂ | J
Y [|% | @|From | Subject Received | Size | In Folder J
£ Susa... Meeting ak BEA Mon 5)... 4 KB Inbox

Figure F-1  The Advanced Find window showing a related message.

Finding Messages Based on Their
Contents

To find a message that uses a specific word or phrase, follow these
steps:
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1. Click the Find toolbar button. Outlook adds the Find Bar to the
Outlook window, just above the Information Viewer’s list of
messages (see Figure F-2).

M B

Type a question for help =

& Inbox - Microsoft Outlook
File Edit Wiew Favorites Tools Actions Help
HiNew - & 5 X GoReply 9% Forward =5 Send/Receive Type a contz | st

<Back &> & Inbox . | Address
Outlook Sharteuts Look Far: + Search In~ Inbox Find Now Options~ <
@ n 5 il
Stephen L. Melson, Inc. Man 5{7...
Outlook Tod
i L=ty =] Stephen L. Melson, Inc, Mon 5/7...
=] Stephen L. Melson, Inc, Mon5/7... —
=] Shirley Jones RE: Quicken Mon 5§7...
Fonry Plicw ~FF iCn Hanl Raks ? Taam Malearna bo BlicvoenfE CnHael Raks 2 Miad 1114 LI
From:  Susan Sewal [ssew To:  Charles D Noh
Subject: Meeting at BEA Cc: Steve Nelson
-
(Cetaizs Dear Charles:
| 'am the Subsidiary Rights Manager for Independent Publishers Group and we
% represent Redmand Technology Press. Wye are delighted to learn of your interest
in the Redmond titles and would like to schedule a meeting with you and Steve
Corests Melsan, the publisher, at our honth #1233 at BEA an Saturday June 2 at 1:00 ar
P 1:30 prn Please cnnﬂrm or suggest an alternative
T—— Looking forward to meeting you in Chicago
¥ Susan =
Other Shortcuts

|7 Items, 1 Unread
Figure F-2  The Find bar.

2. Use the Look For box to specify the text you want Outlook to search
for. Outlook searches for all the words you enter. In other words,
if you enter net profit, it searches for messages that contain the
phrase net profit or both the words net and profit. If you want to search
for messages that use any of the search terms you enter, separate the
words with the OR operator. For example, if you want to find
messages that use either the words net or profit, enter net OR profit
into the Look For box.

TIP You can click the Look For button to display a list of previous
message searches you’ve performed. To repeat a previous search,
select it from the Look For list and then click Find Now.
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3. Use the Search For box to specify which folders you want to search
or to limit the search to messages you sent or messages you received.
If you want to search your Inbox folder, for example, select Inbox
from the Search For list. To search all of your e-mail folders, se-
lect All Mail Folders. To search for messages you've sent or mes-
sages you've received, select either Mail | Received or Mail | Sent.
Alternatively, to pick and choose which folders you want to search,
select Choose Folders. When Outlook displays the Select Folder(s)
dialog box, check the boxes next to the folders you want to search
(see Figure F-3) and click the OK button.

Select Folder(s) HE
Ealders:

+ O Archive Folders oK
+ 2 Mailbax - Kaarin Daliver
= @' Personal Folders Cancel

% Calendar

2 Contacts Clear Al

J Deleted Items [2]

B Drafts [3)

fk=} i nbo: 11l

qﬁ Journal

(2 Motes

(fﬁ Outbox (1]

3 Sent ltems

D Tasks

+ 5 Public Folders

dds

[ Search subfolders

Searching in 1 Folder:
Inbox

Figure F-3  The Select Folder(s) dialog box.

4. Click the Find Now button. Outlook finds and displays a list of the
messages that use the search text. To open a specific message,
double-click it.

Using the Advanced Find Tool

If you can't locate a message using the Find bar, use the Advanced Find
tool to search. To use the Advanced Find tool, follow these steps:
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1. Choose the ToolsO Advanced Find command. Outlook opens the
Advanced Find window (see Figure F-4).

©2 Advanced Find IS [=] B3
Eile Edit Wiew Tools Help Type a guestion for help =
Look Far: IMessages j In: IInbox Browse, ..
Messages |M0re Choices I Advaniced I
Search for the word(s): I j Stop |
In: |subject field only j IMew Search |
Fram... | I
Sent Ta... | I
™ where Iam: Ithe only person on the To line j Q
Time: Inone j Ianytime j

| 4

Figure F-4  The Advanced Find window.

2. Tell Outlook what type of item you want to find using the Look
For box: messages, contacts, tasks, and so on.

3. Click the Browse button and then, when Outlook displays the
Select Folders(s) dialog box, indicate which folders you want to
search.

4. Describe what you're looking for by entering your search terms into
the Search For The Word(s) box. As with the Find bar described
in the preceding section, Outlook looks for items that use all of the
words you specify. To tell Outlook to look for items that use any of
the words you specify, use the OR operator (as in net OR profits to
find messages that use either the word net or the word profit.

5. Specify the fields Outlook should search using the Inbox. Typically,
for message items, you'll search both the subject field and the
message body.

6. Use the From and Sent To boxes to search for those messages from
a particular person or to a particular person.

75



Outlook 2002 From A 710 Z

7. Use the Where | Am check box to search for those messages where
you were the only recipient or where you weren't the only recipient.

8. Use the Time boxes to search for those messages sent at a particular
time.

9. Click the More Choices tab to display boxes and buttons that let
you search by item category, for unread items, for items with attach-
ments, and for items based on their priority (see Figure F-5).

£2 Advanced Find =] B3
Eile Edit Wiew Tools Help -
Look Far: |Messages ﬂ In: |Inb0x Browse, ..
Messages More Chaices ]Advanced ] Find Mow
S
[~ only items that are: | J Mew Zearch
[~ orly items with: | J
[ Whose importance is: | J
[ Makch case
Size (kilobytes) ;2,
|doesn't matter ﬂ |

Figure F-5  The More Choices tab of the Advanced Find window.

10. Click the Advanced tab to display boxes and buttons that let you
search for messages that meet very specific criteria such as the con-
tents of the Subject field, the sender, and so on (see Figure F-6). To
create an advanced criterion, click the Field button to specify which
item field Outlook should look at. Outlook displays a long list of
field categories from which you can select a specific field. Use the
Condition box to specify how the field should be compared to what
you enter in the Value box. Then click Add To List to add the cri-
terion. You can combine several search criteria by repeating this
process.
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©s Advanced Find H=l
Eile Edit Wiew Tools Help -
Look Faor: |Messages ﬂ In: |Inb0x Browse. .,
Messages ] Maore Choices  Advanced l Find MNow
Find items that match these criteria:
Fram contains Sher
o contains Jas 1 Mew Search
Remove
Define more criteria:
Field w Condition: Value: %
|Subject |c0ntains j |F0reign tights|
Add to List

Figure F-6  The Advanced tab of the Advanced Find window.

11. Click Find Now. Outlook finds and lists the messages that match
your search terms.

Flame

The term flame refers to an inflammatory e-mail message. The e-mail
equivalent of a childish tantrum, you want to avoid sending flames—
even in response to flames you receive—because e-mail messages are

potentially permanent.

Folder List

The Folder List pane, which appears between the Outlook bar and
the Information Viewer, displays a list of the Outlook item folders (see
Figure F-7). To open a listed folder, click the folder.

77



Outlook 2002 From A 710 Z

& Inbox - Microsoft Outlook [_[2]x]
Eile Edit View Favorites Tools Actions Help Type a question for help =
FNew - & i Send/Receive Type acontz = | (7] %
1 Inbox | Address
Outlook Shartcuts | | Folder List X| Lockfor: = Search In- It Find Now
- Archive Folders 0w @] Fram = | Subject |Recm|;|
@ & % I;ai:bn; ] = IEnn = Susan Sewall Meeting at BEA Mo...
Outlook Today T @Etgz\engaray-[ TR G stephenL ek, Lunch Mo
@ Contacts = Stephen L. MNels. .. Mo...
(A = Stephen L. MNels. .. Mo...
- (3 Deleted Items (2] i X
- & Drafts [3) =) Shirley Jones RE: Quicken Ma...
Inbax (1) & Inbox (1) (2] Microsaft Qutla,..  Welcome to Microsaft O, We...
@ Jourmnal B4 8 Autoresponde.. Re: Mo... j
Motes
@ Dutbox (1] From: To:  Charles D MNoh
Calendar Sent ltemns Subject: Cc:  Steve Nelson
=
T Tasks
e )
-t 1) Public Folders Dear Charles:
| am the Subsidiary Rights Manager for Independent P
Catietis Group and we represent Redmaond Technology Press.
P delighted to learn of your interest in the Redmond titles
oSy like to schedule a meeting with you and Steve Nelson,
Ly SlitiEus publizher, at aur booth #1233 at BEA an Saturday Jung
Other Shorteuts || 4 | wilhi B U P

|7 Items, 1 Unread

Figure F-7  The Folder list.

TIP You can choose the Viewl(] Folder List command to add and re-
move the Folder List from the Outlook window. (The command
works like a toggle switch.) You can also click the Folder List’s
Close box to remove the Folder List.

Folder Stores

Outlook stores your items in folder stores. ('You can think of a folder
store as a database of all your items.) Normally, you'll have two folder
stores—the principal Outlook folder store which you work with
everyday and the archive folder store, which Outlook uses to store old
items that no longer belong in the principal Outlook folder store.

NOTE By default, Outlook automatically archives old items and places
them into the archive folder store. For more information on how
this works, refer to the AutoArchive entry.

Opening a Folder Store
To open a folder store, follow these steps:

1. Choose the FileO Opend Outlook Data File command. Outlook dis-
plays the Open Outlook Data File dialog box (see Figure F-8).
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Open Outlook Data File [2]x]
Loskini |3 outlook ] - @ = O B - Tools~
[ Fom

My Documents

@

Desktop

Filz narme: | j
Files of type: |Persuna\ Folders Files (*.pst} j Cancel

Figure F-8  The Open Outlook Data File dialog box.

2. Use the Look In box to open the folder with the folder store.
3.When Outlook displays a list of the folder stores in the folder,
double-click the one you want to open.

NOTE Folder stores use the .PST file extension.

Creating a Folder Store
To create a new folder store, follow these steps:

1.Choose the Filed NewO Outlook Data File command. Outlook
displays the New Outlook Data File dialog box (see Figure F-9).

New Outlook Data File HE

Description

Provides storage of items and Folders. Compatible
with ©utlook 97, 98, and 2000 files.

Figure F-9  The New Outlook Data File dialog box.

2. Select the type of folder store you want to create if Outlook lists more
than one type of data file. Then, click OK. Outlook displays the
Create Or Open Outlook Data File dialog box (see Figure F-10).
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Create or Open Outlook Data File
saveini [ outlock = @ ¥ O - Tk~
|- Forms

My Documents

@

Desktop

File name: ‘ersonal Foldersi1).pst j oK 1
Save as bype: IPersonaI Falders Files (*.pst) j Cancel ‘

Figure F-10 The Create Or Open Outlook Data File dialog box.

TIP You pick a type of folder store you want based on compatibility.
The .PST folder store, for example, works with Outlook 97, 98
and 2000. The .LIS folder store, which supports improved search
and sorting capabilities, only works with Outlook 2002.

3. Use the Save In box to indicate in which folder or subfolder you want

to save the folder store.

4. Use the File Name box to give the folder store a name.

SEE ALSO AutoArchive

Fonts

If you're working with HT ML formatted messages or richly format-
ted messages, you can change the font, style, point size and font ef-
fects used for message text using either the Formatting toolbar’s buttons
and boxes or the FormatO Font command.

To use the Formatting toolbar buttons and boxes, first select the text.
Then use the Font and Font Size boxes or the Bold, Italic and Underline
buttons to make your changes.

To use the Format Font command, select the text and then choose
the command (see Figure F-11).
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R Font HE

Font: Style: Size:

[Requiar 10 oK |
eI - | 5 |
Arial Black 1 [Mtalic E_ Cancel
Lurial Marrowe Bold 12

Arial Marrow 5 pecial G Bold [talic 14

Arial Marow 5 pecial G 18

Al Rounded MT Bl 24

Auial Special G1 k| £
 Effects i~ Sample

[ Underline
Color: AaBbYyZiz
Black =] él

Figure F-11 The Font dialog box.

» Use the Font list box to
Use the Style list box to

click the Color button

select a font for the text.
italicize or bold the text.

Use the Size list box to select a point size for the text.
Use the Underline check box to add underlining.
Use the Color box to pick a color for the selected text. You can also

to display the Color dialog box, which

provides color squares you can click to color the selected text (see

Figure F-12).

Color HE

Basic colors

A
I
I T .
...
HAEEEEEEN
e EN .

Custom colors:

EEEEEEEN
EEEEEEEN

Diefine Cugtorn Colars »>

[1]8 I Cancel |

Figure F-12 The Color dial

og box.
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TIP If you’re working with plain text messages, you can’t format the
messages. However, you can specify the way that such messages
appear in your Outlook window. To do so, choose the
Tools[] Options command and click the Mail Format tab. Then
click the Fonts button. When Outlook displays the Fonts dialog
box, use its Choose Fonts buttons to specify which fonts you

want to use for your messages.

SEE ALSO E-Mail

Global Address List

If your computer connects to a network that includes Microsoft Ex-
change Server, you can, though Outlook, view the Global Address
List, a list of names and e-mail addresses for people in your organi-
zation (see Figure G-1). To view the Global Address List, click the
Address Book toolbar button and then select the Global Address List

entry from the Show Names From The box.

Ef: Address Book
File Edit Yiew Tools

L= x| Fal &l w2

Type Mame or Select from Lisk: Show Mames From the:

=] B3

| |Global Address List

| Marne Business Phone Office

Jana
Jaso
Jeff
Kaati
Lir
Maila
Paul
{8 stephen L. Nelson, Inc.

Shewe
4

Figure G-1 A global address list.

Handwriting Recognition

To use the Handwriting recognition tool built into Office XP pro-

grams, follow these steps:
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1. Display the Language toolbar by clicking on the EN indicator in
the status area of the Windows and choosing the Show Language
Bar command.

NOTE You won’t see the EN indicator in the status area unless you’ve
first told Office XP to display the Language Bar or have already
used speech recognition. To display the Language Bar, click the
Start button, click Settings and then click Control Panel. Double-
click the Text Input Settings tool. Then, click the Language Bar
button and check the Show Language Bar On The Desktop box.

2.Optionally, open the Writing Pad by clicking the Writing Pad
toolbar button. The Writing Pad window opens (see Figure H-1).

= Untitled - Message (HTML)

Eile Edit View Insert Format Tools Actions Help Type a question for help =
=ISend Accounts~ =] B0 €, ! 1 ¥ [options.. & [2),
A =iz :

Normal - Arial -~ 10 |- B J U E=

To... ||
|
e ||

Subject: I

‘ 2 Handwriting |_:'|W’HUI’TD Parl || @) | -

5
— Space
— Tib |7
B E|»
Figure H-1  The Writing Pad window.
NOTE To write directly into the active window, choose the Write Any-

where command from the Handwriting menu.

3. Place the insertion point at the location where you want your text
inserted. Then, using your mouse or handwriting input device, neatly
write or print text inside the Writing Pad window. Don't pause as
you write. Do leave a space between words. As you write, Hand-
writing Recognition interprets your words, entering them at the
insertion point. If you write something you want to erase, click the
Writing Pad’s Clear button.
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TIP The Writing Pad window includes buttons you can click to rep-
resent common keys such as the Backspace, Space, Enter and Tab
keys. If you click the Expand button, the Writing Pad window
expands to include buttons you can click to move the cursor one
character up, down, right or left, to open the Drawing toolbar,
and to display an onscreen keyboard you can use by clicking its
buttons (see Figure H-2).

% Untitled - Message (HTML) [_[5]x]

File Edit View |Insert Format Tools Actions Help Type a question for help [+

=ISend Accounts~ [ & BRI 28 !
Mormal - Arial -0 - A B JI U=

To,.. |
=
e ||

Subject: I

Hi Peter

| 25 Handwiiting |E|Dn-8crean Keyboard ” [z) | >

Esc| Fi|Fa|Fa|F4| Fs|ra|F7|Fe| Fa|Fio[F11[Fiz|

a2 fafefa]a]7 8 alo|-|=|Backspace
Tab | |wle v ]y ulifoln|r[1]

Caps |a|s|d|1|g|h|1|k|l|;|'| Enter
ﬁShiﬂ‘z|x|c|v|b|n|m|‘ . 4+ Shift
cel [ Ak | | oel B[4t [«]>

Figure H-2  The message window with the onscreen keyboard.

4.To correct text you've entered with Handwriting Recognition, se-
lect the text and then either type the replacement text or handwrite
the replacement text and click the Writing Pad’s Correction but-
ton.

SEE ALSO Speech Recognition

Help see Office Assistant, Troubleshooting

Horizontal Page Orientation see Page
Orientation
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HTML

HTML is the file format used in Web pages. Outlook, however, lets
you use the HTML format for messages, which means you can cre-
ate very richly formatted messages.

To use the HTML format for the open message, choose the
Formatd HT ML command.

To use the HTML format for all your messages, choose the
ToolsO Options command and click the Mail Format tab (see Figure
H-3). Select HTML from the Compose Message In This Message
Format box.

Options [ ]

Preferences I Mail Setup  Mail Format ISpe\Ilng ] Security I Other ] Delegates]

Message farmat
Choose a Format For outgaing mail and change advanced settings.

Compose in this message Format: |l h

[ Use Microsoft Word ko edit e-mail messages
[ Use Microsoft Word ko read Rich Text e-mail messages

L.Wi/

Internet Format. .. | International Options... |

Stationery and Fonts

Use stationery ko change your default Font and style, change colors,
and add backgrounds to your messages.

Use this stationery by default: |<Nnne> ﬂ

Fonts... | Stationery Picker... |

Signature

Automatically include your signature or attach an electronic business
card {wCard) ko outgoing messages.

Signature far new messages: |Steve Melson j
Signature For replies and forwards: |<Nnne> ﬂ
Signatures. ..
oK Cancel | |

Figure H-3  The Mail Format tab of the Options dialog box.

SEE ALSO Hyperlinks, URLs

Hyperlink

Hyperlinks are clickable pictures and words you can use to display a
network or Internet resource—such as a Web page. To use a hyperlink,
you simply click it. Outlook then opens the network resource (this
might be another Excel workbook) or the Internet resource (prob-
ably a Web page).

TIP You can’t add hyperlinks to plain text messages.
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Adding Hyperlinks To Existing Web Pages

To add a hyperlink to a HT ML message that links to an existing Web
page or file, follow these steps:

1. Select the text or picture you want to turn into a hyperlink.

2.Choose the Insertd Hyperlink command. When Outlook displays
the Insert Hyperlink dialog box, click the Link To An Existing File
Or Web Page button (see Figure H-4).

Insert Hyperlink 2=
Link ko: Text ko display: Imessage. ScreenTip... |
Look in: I[:l My Documents j | @l D”'l
Existing File or
‘Web Page @ My Pictures Bookmark. .. |
Current
g Folder Target Frame... |
Flace in This
Docurment Browsed
Pages
Create Mew Recent
Document: Files
Address: || LI
E-mail Address
o | Cancel |

Figure H-4  The Insert Hyperlink dialog box with the Link To Exist-
ing File Or Web Page options displayed.

3. Enter the Internet URL or network pathname that the hyperlink
should point to in the Address box.

TIP If you don’t know the URL or network pathname, you may be able
to find the workbook or web page by clicking the Current Folder,
Browsed Pages and Recent Files buttons and then choosing the
workbook or web page from the list box. You can also use the
Look In box and the Up One Folder button to display the contents
of other folders on your local network and the Browse The Web
button to open a web browser window you can use to find the
page you want to link to.

4. Use the Text To Display box to provide text the web browser should
display in its status bar when someone points to the link.

5. Optionally, use the ScreenTip button to provide text the web
browser will display in a pop-up box when someone points to the
link.
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Adding Hyperlinks to Other Locations in
the Message

To create a hyperlink in an HTML message that points to another
location in the open message, follow these steps:

1. Select the text or picture you want to turn into a hyperlink.
2.Choose the Insertd Hyperlink command. When Outlook displays

the Insert Hyperlink dialog box, click the Place In This Document
button (see Figure H-5).

Insert Hyperlink 2=
Link ko: Text ko display: Imessage. ScreenTip... |
E Select a place in this document:
Existing File or [ ... Top of the Document
b Page - Headings
- Bookmarks
Target Frame... |
Flace in This
Docurment
Create Mew
Docurment
E-mail Address
o | Cancel |

Figure H-5 The Insert Hyperlink dialog box with the Place In This
Document options displayed.

3. Use the Select A Place In This Document box to select whether you

want to link to headings or bookmarks and, if so, which heading
you want to bookmark.

4. Use the Text To Display box to provide text the web browser should
display in its status bar when someone points to the link.

5. Optionally, use the ScreenTip button to provide text the web

browser will display in a pop-up box when someone points to the
link.

Adding Hyperlinks to New Documents

To create a hyperlink in an HTML document that points to a new
document, follow these steps:

1. Select the text or picture you want to turn into a hyperlink.

87



Outlook 2002 From A 710 Z

2.Choose the Insertd Hyperlink command. When Outlook displays
the Insert Hyperlink dialog box, click the Create New Document
button (see Figure H-6).

Insert Hyperlink EHE
Link to: Text ko display: I ScreenTip. .. |
=] Mame of new docurment:
Existing File or
‘Weh Page
Full path:
C:iDocuments and SettingsiSteveiMy Documents), Change. .. Taraget Frame...

Flace in This
Document

When ko edit:
Creake Mew

Document " Edit the new document later

& Edit the new document now

E-mail Address |

0] 4 Cancel |

Figure H-6  The Insert Hyperlink dialog box with the Create New
Document options displayed.

3. Enter the pathname of the new document in the Name Of New
Document text box.

4. Use the Text To Display box to provide text the web browser should
display in its status bar when someone points to the link.

5. Optionally, use the ScreenTip button to provide text the web browser
will display in a pop-up box when someone points to the link.

6. To create the document now, click the Edit The New Document
Now button. Or, to postpone creating the document, click the Edit
The New Document Later button.

Adding an E-Mail Hyperlink

To create a hyperlink in an HT ML message that points to an e-mail
address, follow these steps:

1. Select the text or picture you want to turn into a hyperlink.

2.Choose the Insertd Hyperlink command. When Excel displays the
Insert Hyperlink dialog box, click the E-Mail Address button (see
Figure H-7).
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Insert Hyperlink EHE
Link to: Text ko display: I ScreenTip. .. |
|[=] E-mail address:
Existing File or

Web Page
Subject:

Place in This Recently used e-mail addresses:
Document: ;I

Creake Mew
Document

-

E-mail Address

0] 4 | Cancel |

Figure H-7  The Insert Hyperlink dialog box with the E-Mail Ad-
dress options displayed.

3. Enter the e-mail address in the E-Mail Address box. If you don't
know the e-mail address, you may be able to select the address from
the Recently Used E-Mail Addresses list box.

4. Optionally, enter a suggested message subject in the Subject box.

5. Use the Text To Display box to provide text the web browser should
display in its status bar when someone points to the link.

6. Optionally, use the ScreenTip button to provide text the web
browser will display in a pop-up box when someone points to the
link.

Editing and Removing a Hyperlink

To change a hyperlink, right-click the hyperlink and choose the Edit
Hyperlink command from the shortcut menu. Outlook again displays
the Edit Hyperlink dialog box.

To remove a hyperlink, right-click the hyperlink and choose the
Remove Hyperlink command from the shortcut menu.

IMAP

IMAP, an acronym, stands for Internet Message Access Protocol. You
often see the acronym used to describe a type of e-mail server. IMAP
servers store your messages rather than simply passing your messages
to Outlook so it can store them in its folders.
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Outlook works with IMAP servers and also with the other popular
type of e-mail server, POP servers.

SEE ALSO POP

Importing

Outlook imports, or retrieves, data that you've stored in other e-mail
and contact manager programs.

Importing E-Mail Messages, Address
Books, and Rules

To import e-mail messages from other popular e-mail programs, take
the following steps:

1. Choose the Filed Import command. Outlook starts the Import And
Export Wizard (see Figure 1-1).

Import and Export Wizard

Choose an action o perform:

Export ko The Timex Data Link watch ;I
Import & YCARD File {wck)

Import an iCalendar or wCalendar file {,wes)
Import coiMail Archive

Import From another program or File
Irnport Intermet Mail Account Setkings
dmport Internet Mail and Addrecses

—Descripkion

Import mail and addresses from Outlook Express,
Microsoft Internet Mail and News, Eudora Light and
Pro, and Metscape Mail and Messenger,

IE < Back I Mest » I Cancel |

Figure I-1 The first Import And Export Wizard dialog box.

2. Select the Import Internet Mail And Addresses option from the
Choose An Action To Perform list box. Then click Next to display
the wizard’s second dialog box (see Figure 1-2).
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Qutlook Import Tool

Select the Internet Mail application to import From:

Eudora (Pro and Light) 2., 3.x, 4.
Metscape Mail 2., 3.2
Microsoft Inkernet Mail 3.
iouklook Express 4.5 5
Netscape Messenger 4,0

v Import Mail
v Import Address book
v Impart Rules

< Back I Mext = I Cancel |

Figure 1-2 The second Import And Export Wizard dialog box.

3. Identify the e-mail program from which you want to import data
by clicking one of the programs listed in the Internet Mail Appli-
cation To Import From list box. Use the Import Mail, Import Ad-
dress Book, and Import Rules boxes to specify what you want to
import. Then click Next to display the wizard’s third dialog box (see

Figure 1-3).

Import Addresses

Select the destination For imported addresses:

™ Personal Address Book

Jpkions
" Replace duplicates with items imported
& allow duplicates o be created

" Do naot impart duplicate items

< Back I Eimish I Cancel |

Figure 1-3 The third Import And Export Wizard dialog box.
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4. Specify where imported e-mail addresses should be placed—in the
Outlook Contacts Folder or in the Personal Address Book—by
clicking the appropriate option button. Then use the Options but-
tons to specify how duplicates—imported e-mail addresses that
duplicate information already contained in your Contacts folder or
in your Personal Address Book—should be handled.

Importing E-Mail Account Information

To import e-mail account information, take the following steps:

1. Choose the Filed Import command. Outlook starts the Import And
Export Wizard (see Figure 1-4).

Import and Export Wizard

Choose an action to perform:

Export bo a file -
Export ko The Timex Data Link watch
Import & YCARD file §wck)

Import an iCalendar or viZalendar file {.wcs)
Import coiMail Archive

Import From anakher program or file
idmport Internet Mail Account Settings

—Description

Import internet mail account settings like email
name, server name, etc., from Outlook Express,
Microsoft Internet Mail and Mews, Eudara Pro and
Light, and Metscape Mail and Messenger.

I@ < Back I Mest » I Cancel |

Figure 1-4 The first Import And Export Wizard dialog box.

2. Select the Import Internet Mail Account Settings from the Choose
An Action To Perform list box. Then click Next to start the Internet
connection wizard (see Figure 1-5).
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Internet Connection Wizard

Select Internet Mail Client

The Internet Connection 'Wizard has detected the fallawing inztalled e-mail software.
You can have your Interet Mail account settings imported, o vou can continue to use
them with your new mail program.

Select the e-mail client to impart:

| Mest » | Cancel | |

Figure I-5 The Internet Connection Wizard dialog box.

3. Identify the e-mail program you want to import mail settings from
by clicking one of the programs listed in the Select The E-Mail
Client To Import list box.

4. Click Next to move through the Internet Connection Wizard’s steps.
Use its dialog boxes to check the imported mail settings.

Importing Other Contact Manager Data

You can import other data from a contact manager, too, although some
users report that this process is a bit unpredictable. To import data
from another contact manager like Act 2000, Ecco, or Lotus Orga-
nizer, follow these steps:

1. Create a new folder for the to-be-imported data. To do this, choose
the Filed New0O Folder command and then, when Outlook displays
the Create New Folder dialog box, identify the type of items the
folder will store (see Figure 1-6).
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Create New Folder HE

Marne:

Ealder contains:

IMaiI and Post Tkems

Le

Select where ta place the Falder:

=25 Personal Folders
% Calendar
5 Contacts
J Deleted Items [4)
B} Drafts [3)
&2 Inbox [1)
{ﬁ Joumal
Motes
Z3 Outbox (1]

S Sent ltems
T Taske

L]

L

L

oK I Cancel |

Figure 1-6 The Create New Folder dialog box.

2. Display the new folder by clicking the My Shortcuts button and then
the new folder.

3. Start the Import And Export wizard by choosing the FileD Import
And Export command. Outlook displays the wizard’s first dialog
box (see Figure 1-7).

Import and Export Wizard

Choose an action o perform:

Expart b a file

Export ko The Timex Data Link watch
Import & VCARD File {wek)

Import an iCalendar or wCalendar file {wes)
Irnport co:Mail Archive
dmport From another proogram or File
Import Internet Mail Account Settings

'~

—Description

Import data from other programs or Files, including
ACT!, ECCO, Lotus Organizer, Personal Folders
{.PaT), Schedule+, database files, text files, and
others,

I@ < Back I Hest » I Cancel |

Figure 1-7 The Import And Export Wizard’s first dialog box.
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4. Select the Import From Another Program Or File entry from the
Choose An Action To Perform list box. Then click Next to display
the wizard’s second dialog box (see Figure 1-8).

Import a File

Select file bype bo impott From:

i act Manager
ACT! 3.%, 4.0 Contack Manaager For Wwindows
Cormma Separated Yalues (DOS)

Carmma Separated Yalues (windows)

dBase

ECCo2.0, 3.0, 4.0

Lokus Crganizer 1.0, 1,1

Lokus Crganizer 2.1 ;I

IE < Back I MHext > I Cancel |

Figure 1-8 The second Import And Export Wizard dialog box.

5. Identify the type of file you want to import by clicking one of the
entries on the Select File Type To Import From list box. Then click
Next to display the wizard's third dialog box (see Figure 1-9).

Import a File

File toimport:

|| Erowse |

Options

" Replace duplicates with items imported
' allow duplicates ko be created

€ Do not import: duplicate items

I@ < Back I [Hext > | Cancel |

Figure 1-9 The third Import And Export Wizard dialog box.
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6. Identify the file that should be imported by entering its pathname
into the File To Import box. If you don't know the pathname, click
the Browse button and use the Browse dialog box to locate and
identify the file (see Figure 1-10). Then click Next to display the
wizard’s fourth dialog box (see Figure 1-11).

Browse [71x]
ID PRstuFf j & v [E] @X £ EE - Todls~

X —
I o
g o
=y I o .5:.

My Docurnents

=

=
1]
3
&
g
8

25

Favorites

File name: I | oK

=
Files of bype: IdBase £, dbf) j Cancel

Figure 1-10  The Browse dialog box.

Import a File
Select destination Folder:

4 Inbos ;I

{ﬁ Journal
Mates

$E outhox
S Sent Ttems

2y Tasks

E@ Personal Folders

A Calendar

i Contacts

(3 Deleted Trems

R Drafts

@ o

ot T3 Yewenal ;I

I@ < Back I Mext > I Cancel |

Figure 1-11  The fourth Import And Export Wizard dialog box.
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7. 1dentify the folder into which the imported file’s data should be
placed by clicking one of the folders shown under Select Destina-
tion Folder in the Import A File dialog box (see Figure 1-12). Then

click Next.

Import a File

Select destination Falder:

@ Sent Iems
T Tasks
= &3} Personal Folders

% Calendar

@ Contacts

{3 Deleted Ttems

$E1 Drafts

=95 Tnhox

@ Tmported Contacts
2 Imported Names

<3 Journal

Maotes
kb

[~

@

¢ Back I Hest > I

Cancel |

Figure 1-12

The Import A File dialog box.

8. When Outlooks displays the next Import And Export Wizard dia-
log box, review the mapping of the imported data, and make any
corrections necessary. The From box shows the fields in the im-
ported file. The To box shows how imported fields map to the
Outlook fields. If a match-up is wrong, you can drag match-ups
from the right box to the left box to undo the match. Then, you can
drag the correct value from the left box to the right box to create
a new, correct match. If you want to remove all of the matches and
start over from scratch, click the Clear Map button.

9.0nce the mapping is correct and complete, click OK. Outlook

TIP

imports the data.

Carefully check the imported data. If the importing didn’t work,
you can delete the imported data and then import the data
another time using different settings—for example, using dif-

ferent mapping.
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TIP After you’re sure that your importing has worked, you can move
the items from the new folder to the usual folder. To do this, drag
the items from the one folder to the other folder. If you happen
to have duplicate items, Outlook displays a message alerting you
to the duplicate and then asks how the duplicate should be
handled.

Inbox Folder

The Inbox folder stores messages you've received from others (see
Figure 1-13). Messages you haven't yet read appear in bold type.
Messages you have read appear in regular type. When you're done with
a message, you can delete it by clicking the Delete toolbar button.
When you delete a message in the Inbox, Outlook moves the message
to the Deleted Items folder.

& Inbox - Microsoft Outlook HEE
Eile Edit View Favorites Tools Actions Help Type a question for help =
HINew - & % ¥ ESyReply 4% Forward =jSend/Receive Typeacontzv | (7)
> @ Inbox. | Address
Outlook Shortcuts Look For; ~ Search In~ Inbox Find Now Options~ =
t % (@] Fram  © | Subject |Received l;l
@ [=] Susan Sewall Meeting at BEA Mon 5/7)...
Dutlaok Today () ¥ Stephen L. Nelson, Inc. Lunch Mon 5/7)...
=] Stephen L, Melson, Inc, Man SJ7) ..
TA =] Stephen L. Melson, Inc. Mon 5/7)...
;‘ =] Shirley Jones RE: Cuicken Mon 5/7)...
Inbax (1] (=] Microsoft Qutlook Beta 2 Team  Welcome o Microsoft Outlook Beta 2 wed 111,
] {1l Autoresponder@WhiteHou... Re: _I
-
Calendar |0 Extra line breaks in this message were removed. To restore, click here. |
From:  ‘White House Mail Fa To: help@stepheninelson. com
‘.‘& Subject: Re: Cc:
ans Attachments: _ | nTT00015,eml (367 bytes) (3 KE)
Contacts
e
by L]
y Shartcuts Thank you for emailing President Bush. Your ideas and
COMpENTS are VEry important to him. ﬂ
Other Shortcuts

|7 Items, 1 Unread

Figure 1-13  The Inbox folder stores messages you've received and not
yet deleted or moved.

SEE ALSO E-Mail
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Inbox Repair Tool

The Inbox Repair Tool attempts to fix corrupted personal folder files.
To use the Inbox Repair Tool, follow these steps:

1. Close the Outlook program if it's open, or running. You can do this
by clicking the Outlook program window’s Close box.

2.Find the Inbox Repair Tool—it’s a separate program—Dby using the
Start button's Find or Search tool to locate the scanpst.exe program.
You enter the program name into the Find or Search box and press
Enter. Windows finds the program and displays it in a window (see
Figure 1-14).

JFiIe Edit “iew Favorites Tools Help ‘

J 4= fack v = v H@Seamh [ Folders £ 4 Histary ||E E x @ | Ed-
JAddrESSIQ Search Results j i Ga

Search X . 1 —_—
- (| elect an
G Mew | & L@ itern to

g wview its
@ Search for Files and Folders = Search Results description.

Search for files or folders named:

|scanpst.exe

. Narne | In Falder | Releva... | Size | T
ICD”ta'”'”g e GA SCANPST C\Pragram Files\Ca ANZKE Ap

Look in:

I(El Local Harddrives [C:] j

Search Naw I Stop Search |

Search Options »>

Search for other items: |
Files or Folders
Computers ~| 4] |

[1 object(s)

Figure 1-14  The Search Results window displayed by Windows
2000.

3.Start the Inbox Repair Tool by double-clicking it. The Inbox

Repair Tool starts and displays the Inbox Repair Tool dialog box
(see Figure 1-15).
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& Inbox Repair Tool D I[E ES

Enter the name af the file vou want to scan;

| Browse... |

Start | Cloze | Optionz. .. | Help |

Figure 1-15  The Inbox Repair Tool dialog box.

4. Enter the pathname of your Outlook folder store—the file that holds
your Outlook folders and their items—into the Enter The Name
Of The File You Want To Scan box.

TIP If you don’t know the pathname, click the Browse button and
then use the Browse dialog box, which Windows displays, to
locate first the folder and then the file.

5. Check the folder store for errors by clicking the Start button. The
Inbox Repair Tool examines the folder store, checking for any er-
rors or corruption, and then displays a summary dialog box describ-
ing what it’s found.

6. Repair the folder store by clicking the Repair button.

NOTE The Inbox Repair Tool prompts you to make a backup copy of the
folder store before you attempt repair. You should do this in case
the Inbox Repair Tool further corrupts the folder store file.

SEE ALSO Detect And Repair

Information Viewer

The Information Viewer is the main part, or pane, of the Outlook
window (see Figure 1-16). If you're looking at the items in a folder,
the Information Viewer lists the items: messages, contacts, tasks, and
so forth. To display more information about a listed item, you double-
click it.
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& Inbox - Microsoft Outlook [_[2]x]
Eile Edit View Favorites Tools Actions Help Type a question for help =
FNew - & [ ¥ ESyReply 4% Forward =jSend/Receive Type & contz = | [2) 2
< Back 2> @ Inbox ., |] Address
Outlook Shartcuts Logk for: ~ Search In~ Inbox Find Now Options~ x
t O |w (@] Fram © | Subject |Received l;l
@ =] Susan Sewall Meeting at EEA Mon 5/7)...
Outook Today =) ¥ sStephen L. Melson, Inc, Lunch Mon 5/7...
=] Stephen L. Melson, Inc. Mon 57
(A =] Stephen L. Melson, Inc. Mon 5/7)...
;n ) Micr ta 2 Team & b tlook Beta 2
Inbox ) @ Autoresponder@whitsHouse.... Re: Mon 5/7)...
Calendar
e
Contacts
ey
by Shartcuts
Other Shortcuts ﬂ
& Iterms

Figure 1-16  The Information Viewer lists items in the open folder.

Insertion Point

The insertion point is the flashing vertical line that shows where what
you type is placed in an item. You can move the insertion point by
clicking the mouse (the insertion point moves to where you click) or
by using the arrow keys (the insertion point moves one character or
line in the direction of the arrow).

Insert Key

The Insert key turns on and off Outlook’s overtype feature. If overtype
is turned on, what you type replaces the existing text. If overtype is
turned off, what you type is inserted.

SEE ALSO Editing Text, Insertion Point

Instant Messaging

Instant messaging lets people instantly send and receive text messages.
Instant messages, then, amount to a hybrid between a telephone and
an Internet chat room.
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To use Outlook for Instant Messaging, choose the Toolsd Options
command, click the Other tab, and check the Enable Instant Messag-
ing In Microsoft Outlook box (see Figure 1-17). Then click the
Options button. Outlook asks if you want to display the MSN Mes-
senger download web page to download the MSN Messenger tool—
you'll need this to instant message—so click Yes and then follow the
onscreen instructions.

Options H
Preferences ] Mail Setup ] Mail Farmat ] Spelling ] Security  Other lDeIegates]

General
[~ Empty the Deleted Items folder upon exiting

Make Cutlook the default program For E-mail, Contacts, and
Calendar.

Advanced Options. .

Manages mailbo: size by deleting old ikems or moving them to an

archive file and by deleting expired items,
Autofrchive. ..

|Jze these options to cuskomize the appearance and behavior of the

preview pane,
Preview Pane...
Inskant Messaging

(8] ¥ Enable Inskant Messaging in Microsoft Cutlook
.

Autosrchive

el

Preview pane

oK Zancel

Figure 1-17  The Other tab of the Options dialog box.

Internet Free/Busy Web Server

Microsoft Corporation provides an Internet Free/Busy Web Server
that, if used by you, your coworkers, and your other work colleagues,
helps you schedule meetings. The Internet Free/Busy Web Server
helps by keeping track of people’s appointment calendars on a central
Web server that individual Outlook users can tap into for schedule
availability information.
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Setting Up the Internet Free/Busy Web
Server Service

To set up the Internet Free/Busy Web Server service, follow these
steps:

1. Choose the Tools Options command, click Preferences, and click

the Calendar Options button. Outlook displays the Calendar Op-
tions dialog box (see Figure 1-18).

Calendar Options HE

Calendar work week

=l T Bui M Mon W oTue Wowed M Thu W R ™ Sat
First day of week: Sunday - Skatt kime: g:00 AM j
First week of year:  |Starts on Jan 1 - End kime: 5:00 P j

Calendar options

e | [ show week numbers in the Date Mavigator

= ¥ Allow attendees bo proposs new times For meetings vou organize

Use this response when wou propose new meeting bimes: | Tentative -
Background color: - Flanner Gptions. ., | Add Holidays. .. |

Advanced options

N | =

[V ‘When sending meeting requests over the Internet, use iCalendar Format

Eres/Busy Options. .. | Respurce Scheduling... | Time Zone... |

Ok, | Cancel |

Figure 1-18 The Calendar Options dialog box.

2. Click the Free/Busy Options button. Outlook displays the Free/Busy
Options dialog box (see Figure 1-19).
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Free/Busy Options
Cptions
Free/busy information is used by people sending meeting requests, to determine when
wou are available For meetings.
Publish |3 month{s) of Calendar freefbusy information on the server

Update free/busy information on the server every |15 minutes

Internet FreefBusy

[ Publish and search using Microsoft Office Internet Free/Busy Service
W

[~ Publish at oy locakion:

Search location:

Ok | Cancel

Figure 1-19  The Free/Busy Options dialog box.

3. Describe how many months of appointment calendar information
you want to publish using the Publish box.

4. Specify how frequently your published appointment calendar infor-
mation should be updated using the Update Free/Busy Information
On The Server Every [X] Minutes box.

5. Tell Outlook where the appointment calendar information should
be published. To publish on Microsoft’s server, check the Publish
And Search Using Microsoft Office Internet Free/Busy Server box.
Then, check the Request Free/Busy Information In Meeting Invi-
tations box to retrieve appointment calendar information from others
when you request meetings that include them.

NOTE You can also publish an appointment calendar at your Web server
rather than at Microsoft’s server. For help with how to do this, ask
your network administrator.

6. Click the Manage button. Outlook opens the web page you use to
sign up for Microsoft’s Passport service. Follow the onscreen in-
structions for signing up and setting up the service.

NOTE As part of setting up the Internet Free/Busy Web Server service,
you enter the e-mail addresses of users who you authorize to
request appointment calendar information.
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Updating Your Internet Free/Busy
Information

In order to use the Internet Free/Busy Web Server service for sched-
uling meetings, you need to regularly publish your appointment cal-
endar to the server. To publish your calendar, open the Contacts folder,
and choose the ToolsO Send/Received Free/Busy Information. When
prompted, provide your Microsoft Passport name and password.

SEE ALSO Calendar, Exchange Web Server

Italic Characters

If you're working with HT ML or Rich Text messages you can itali-
cize the selected text by clicking the Italic toolbar button or by pressing
the Ctrl+1 key combination. Hold the Ctrl key down and tap the I key.

You can un-italicize italic text in the same way. If you select italic text
and then click the Italic toolbar button or press Ctrl+l, Outlook re-
moves the italics.

NOTE You can also use the Format[J Font command to italicize and un-
italicize text.

SEE ALSO Fonts

Journal

If you use Outlook to dial phone numbers, you can maintain a jour-
nal of your calls. To maintain such a journal, start the call by click-
ing the AutoDialer button and then choosing the telephone number.
When Outlook displays the New Call dialog box, however, mark the
Create A New Journal Entry When Starting New Call box (see Figure
J-1).

& New Call

MNumber to dial
Melson, Steve) hd Cpen Contack
Mumber: |(425) 885-9499 ﬂ Dialing Properties. ..

[ Create new Journal Entry when starting new call

Contack:

Call status: On hook

Stark Call | | Dialing Options. .. | Close

Figure J-1 The New Call dialog box.
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TIP The AutoDialer button is available in the Contact windows.

When Outlook finishes dialing, it displays the Journal Entry dialog

box, which you can use to collect any other notes about the telephone
call (see Figure J-2).

&€ Phone Call -- [Nelson, Steve] - Journal Entry M= E3
File Edit VWiew Insert Format Tools Actions Help Type a question for help =
L Save and Close & @0 €, ¥ 3.

Subiject: IPhone Call -- [Melson, Steve]

Entry bype: IPhone call j Company: I

Starttime:  [Tue Sf8j01 | fiasam x| Seart Timer |

Duration: ID minukes j Pause Timer |

Conkacts, ., | ISteve Melson Categories...l I Private o

Figure J-2 The Journal Entry dialog box.

To hang up the telephone, activate the New Call window (you can
do this by clicking the window) and click the End Call button. You

can then record any additional remarks in the Journal Entry dialog box
and click Save And Close.

NOTE To see journal entries for a contact, open the contact item and
then click the Activities tab. To see all of your journal entries, click

the My Shortcuts button on the Outlook Bar and then click the
Journal icon.

Junk E-Mail Filters

The Organize pane includes a tab for setting up junk e-mail filters.
To set up and then use these filters, follow these steps:

1. Display your inbox folder.
2. Click the Organize pane button.
3. Click the Junk E-Mail tab (see Figure J-3).
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& Inbox - Microsoft Outlook [_[F]x]
File Edit View Favorites Tools Actions Help Type a question for help ¢

HNew » & [ ¥ CuReply 48 Forward | ZjSend/Receive 2 Find Type acontz > | [2) 2
ack &> %@ Inbox . | Address

Outlack Shartcuts | 11

Outlook Taday

@& Automatically Icnlnr - l Junk rmessages IGray - I Turn on |
@ Automatically Icolor hd I Adult Content messages I Maroan = I

@ Turn on
e
Inbox . - .
The Junk and Adult Content: filkers identify messages by looking For key:
words, They are not 100% accurate, For more options click here, LI
!l O |‘?|Q|Frum W ‘Sub]ect |Received I;I
Celteudky = Susan Sewall IMeeting at BEA Man 57
S £ ¥ Stephen L. Melson, Inc. Lunch Man 570
8 Stephen L. Melsan, Inc, Mon 57}...
Contacts =] Stephen L. Melson, Inc. Mon 5{7}...
Microsoft Outlook Beta 2 Team  Welcome ta Microsaft Outlook Beta 2 Wed 11/...
FERY LI =] o Autoresponder@iWhiteHouse, ... Ret Man 571
dy Shortcuts
Other Shortcuts LI
6 Iterms

Figure J-3 The Junk E-Mail tab of the Organize pane.

4. Click the Turn On buttons to tell Outlook it should automatically
move junk mail and adult mail to the junk mail folders.

TIP Outlook junk e-mail filtering isn’t perfect. For this reason, you are
still likely to get junk e-mail even if you turn on junk e-mail fil-
tering. To improve your junk mail filtering, however, right-click
any junk e-mail you receive and then choose either the Junk E-
Mail(J Add To Junk Senders List or the Junk E-Mail(] Add To Adult
Content Provider Senders List commands.

NOTE Outlook filters junk e-mail and adult content e-mail based on a
roughly five dozen words and phrases such as “order today”
and ““adults only.” You can see which words and phrases are
used in filters by finding and then opening the filters.txt file,
which is stored on your hard disk—probably in the Office folder.

LDAP Directory

LDAP, an acronym, stands for Lightweight Directory Access Proto-
col. An LDAP directory is an address book that you can use to lookup
e-mail names and addresses. LDAP directories may be maintained on
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a company’s internal Exchange mail server or by an external Internet
site (like Bigfoot.com).

Outlook works with LDAP directories but you need to setup the LDAP
directory by taking these steps:

1. Choose the Toolsd E-Mail Accounts command. Outlook displays
the first E-Mail Accounts dialog box (see Figure L-1).

E-mail Accounts H
E-mail Accounts
‘fou can change the e-mail accounts and directories that Outlook uses, p
E-mail

" Add a new e-mail account

™ View or change existing e-mail accounts

Directory

{+ add a new directory or address book

" View or change existing directaries or address books

| Mest » | LCloze

Figure L-1  The first E-Mail Accounts dialog box.

2.Click the Add A New Directory Or Address Book button and then
click Next. Outlook displays the second E-Mail dialog box.

3. Click the Internet Directory services (LDAP) button and click Next.
Outlook displays the third E-Mail dialog box (see Figure L-2).
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E-mail Accounts il ES
Directory Service (LDAP) Settings
‘fou can enter the required settings ko access information in a directory service., !

Seryer Information

Type the name of the directory server your Internet service
provider or system administrator has given you,

Server Mame: |

Logon Information

[ This server requires me ko log on

——
——

[t |
< Back | | Cancel |

Figure L-2  The third E-Mail Accounts dialog box.

4. Identify the server by entering its name into the Server Name box.
If you log on to the server, check the This Server Requires Me To
Log On box and then enter a user name and password into the boxes
provided.

5.1f the Internet service provider supplied a search base, click the
More Settings button, click the Search Tab, and then identify the
search base using the box provided.

Mailbox Cleanup

The Mailbox Cleanup tool lets you reduce the size of the Outlook folders
by helping you find old or large items that can safely be deleted, by
emptying the deleted items folder, and by autoarchiving old items.

TIP You want to watch the size of the Outlook folders. If your Out-
look folder store grows to more than 2GB in size, its information
becomes unusable.
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Deleting Large or Old Items

To use the Mailbox Cleanup tool to delete old or large items, follow
these steps:

1. Choose the ToolsO Mailbox Cleanup command. Outlook displays
the Mailbox Cleanup dialog box (see Figure M-1).

Mailbox Cleanup EE

@ ¥aou can use this kool to manage the size of your mailbox.

wou can find bypes of ikems to delete or move, empky the deleted
items folder, or wou can have Outlook transfer ikems to an archive
file.

Click here | to see the size of your mailbox.

\:“1: (" Find items older than  [op il days

]
!\\ﬁ) {« Find items larger than [z50 il kilobytes

Eaad  Clicking Autodrchive will move old items to the Autodrchive
archive file an this computer. You can find these
iterns under Archive Folders in the Folder list,

Emptying the deleted items Folder permanently Empky

deletes those ikems,

Click here ta see the size of vour deleted items Folder,
Cancel

Figure M-1  The Mailbox Cleanup dialog box.

2. Click the Click Here To See The Size Of Your Mailbox button to
display the Folder Size dialog box, which reports on the total size
of your Outlook folder store (see Figure M-2). Click Close to re-
turn to the previous window.
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Folder Size
Folder Mame: Personal Folders
Size {without subfolders): 0KB
Tatal size {including subfalders): 1095 KB

Subfaolder Size Tokal Size |~
Calendar 174 KB 174 KB
Contacks 22 KB 22 KB
Deleted Items 28 KB 28 KB
Dirafts 20KE 20 KE
Inbox S6KE S6 KE
Inbox\Imported Contacks 0KB 0FKE
Inbo:ch Imported Mames OkE 0kE
Journal TEIKE 769 KB ﬂ

Figure M-2  The Folder Size dialog box.

3. Use the Find Items Older Than [X] Days and Find Items Larger
Than [X] Kilobytes buttons and boxes to describe which old or large
items the Mailbox Cleanup tool should look for.

4. Click the Find button to direct the Mailbox Cleanup to find items
that match the search criteria you specified in step 3.

5. Select the old or large items you no longer need, right-click your
selection to display the shortcut menu, and then choose Delete.

Emptying the Deleted Items Folder

To use the Mailbox Cleanup tool to empty the deleted items folder,

follow these steps:

1. Choose the ToolsO Mailbox Cleanup command. Outlook displays
the Mailbox Cleanup dialog box.

2. Click the Click Here To See The Size Of Your Deleted Items Folder
button to display the Folder Size dialog box, which reports on the
total size of your Deleted Items. Click Close to return to the pre-
vious window.
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3.Click the Empty button to permanently delete the items in the
Deleted Items folder.

AutoArchiving Items

To use the Mailbox Cleanup tool to move old items to the

autoarchive folder store, follow these steps:

1. Choose the ToolsO Mailbox Cleanup command. Outlook displays
the Mailbox Cleanup dialog box.

2.Click the AutoArchive button.

SEE ALSO AutoArchive, Deleted Items Folder

Mail Server

When you send e-mail to someone, the e-mail message doesn't go
directly to the recipient. The message first goes to your mail server.
Your mail server then sends the message to the recipient’s mail server.
And then, finally, the recipient’s e-mail program retrieves the e-mail
message from the mail server.

SEE ALSO IMAP, POP

Message Expiration

You can set an expiration date for the open message by clicking the
Options button so that Outlook displays the Message Options dialog
box and by then checking the Expires After box and entering an ex-
piration date (see Figure M-3). When you set an message expiration
date, the message recipient must read the message by the specified
date. If he or she doesn't, the Outlook makes the message unavailable.
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Message Options 7] x

Message settings Security
Imporkance: |Mormal = r;.i 1 Change security settings for this message.
Sensitivity:  |Mormal =~ w= Security Setkings. ..

‘oting and Tracking options

{/g’ [ Use voking buttons: | ﬂ

™ Request a delivery receipt For this message

™ Request aread receipt For this message

Delivery options

@ ™ Have replies sent to: | Select Mames. ..
¥ Save sent message ko |Sent Items Erawse. ..
" Do nat deliver befare: | J | J
[sis(01 | [5:00 pe |
Attachment Format: Default -
Encoding: |Aut0-SeIect j
Contacts. .. |
Cakeqaoties. .. |

Close

Figure M-3  The Message Options dialog box.

Message Formats

By default, Outlook uses HTML as the format for your e-mail mes-
sages. HTML is the same format that Web pages use and, as you
might guess, lets you create e-mail messages that are richly format-
ted and even adorned with graphic images. Outlook also supports two
other message formats, plain text and rich text.

TIP For maximum compatibility with other people’s e-mail programs,
maximum readability, and fast transmission, use plain text mes-
sage formats.

Setting the Default Message Format

To set the default message format, choose the ToolsO Options com-
mand, click the Mail Format tab, and select Plain Text from the
Compose In This Message Format box (see Figure M-4).
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Options [2]

Preferences I Mail Setup  Mail Format |Spe|ling I Security | Other I Delegates I

Message Format

Chaose a format Far oukgaing mail and change advanced settings.

Compose in this message format: |kl

[ Use Microsoft Word to edit e-mail messages
™ Use Microsoft Word to read Rich Text e-mail messages

Inkernet Format. .. | International Options. .. |

Stationery and Fants

Use stationery to change your default font and style, change colars,
and add backgrounds ta your messages.

Use this skationery by default: IcNUne> j

Fonts... | Stationery Picker. .. |

Signakure

Autarnatically include your signature or attach an electronic business
card {wCard) ko outgoing messages.

Signature fior new messages: |Steve Melsan j

Signature For replies and Farwards: |<None> j

Signatures. ..
K I Cancel | Apply |

Figure M-4  The Mail Format tab of the Options dialog box.

Setting an Individual Message’s Format

To set the message format for the open message, select the format you
want from the Message Format box (see Figure M-5).

Untitled Message - Microsoft Word

File Edit “iew Inset Format Tools Table Window Help Type a question for help (= 1
SRl en|m r * = g m vz
=gend Accounts- | ) - B G, ' 4 ¢ [&]Options.. -
o

1o
- | Plain Test
Subject: |
B
=l
+
a
¥
=ola =4 |
Page Sec at Lr Cal REC TRK EXT OWVR

Figure M-5 The message window with the Message Format box.
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Message and Stationery Fonts

To specify a default font to be used for rich format and HT ML for-
mat messages, follow these steps:

1. Choose the ToolsO Options command and click the Mail Format
tab (see Figure M-6).

Options H

Preferences] Mail Setup  Mail Format ]Spelling ] Security ] Other ] Delegates]

Message Format
Choose a format For outgoing mail and change advanced settings,

Compose in this message format:  |yllal8 -

™ Use Microsaft Waord to edit e-mail messages
™ Use Microsoft Word to pead Rich Text e-mail messages

Internet Format, .. | International Options. .. |

Stationery and Fonts

Use stationery to change your default Font and style, change colors,
and add backgrounds Eo your messages.

Use this stationery by default: |<None> ﬂ

Fonks. .. | Skationery Picker. .. |

Signature

% E Automatically include your signakure or attach an electronic business

card {vCard) to outgoing messages.,

Signature for new messages: |Steve Melson ﬂ

Signature for replies and Forwards: |<N0ne> ﬂ

Signatures...
(9]¢ | Cancel | |

Figure M-6  The Mail Format tab of the Options dialog box.

2. Click the Fonts button so that Outlook displays the Fonts dialog box
(see Figure M-7).
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Fonts [ 7]

Message fonts

% When composing a new message:
|1 0 pt. drisl

wwhen replving and Forwarding:
|1 0 pt. &rial Choose Fort. .

‘w'hen composing and reading plain text:

i

|lD pt. Courier Hew Choose Font. ..

" Automatically display Rich Text in draft
fonk wihen using high contrask

International Fonts. ..

Stationety Fonts

"F Some skationeries have fonts associabed with them, You

can choose ko alwayvs use vour Fontks instead of the ones
specified in the stationery.

{* se the Font specified in stationery (F specified)
" Use my Fonk when replying ko and Forwarding messages

" Alwarys Use iy Fonts

oK | Cancel |

Figure M-7  The Fonts dialog box.

3. Use the Message Fonts buttons to specify which fonts Outlook

should use for messages you compose, reply and forwarded mes-
sages, and for plain text messages. For example, to specify which
font Outlook should use for new messages, click the Choose Font
button that’s just right of the When Composing A New Message
box. When Outlook displays the Font dialog box, use its Font, Font
Style, Size and Effects boxes to make the font specifications (see

Figure M-8).

To use a non-Roman font, click the International Fonts button
and then use the Fonts dialog box that Outlook displays to

choose the font.
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Font: Fort style:

|F|egular

Cancel

Airial Black
B Avial Harmow

B Avial Narow Special G
B Avial Marmow Special G
T sl Rounded MT Bolc

T Arial Special G1 hd
Effects Sample
[~ Stikeout
™ Underline ’T‘r‘yh
Lalar:
o = Sciipt
[westem =]

Figure M-8 The Font dialog box.

NOTE When you specify a plain text message font, you’re simply tell-
ing Outlook which font it should use to display the plain text. The
plain text isn’t actually formatted.

4. Use the Stationery fonts buttons to specify which fonts you want to
use when a stationery makes font specifications: the stationery’s font
or your font.

Message Handling

If you choose the Tools Options command, click the Preferences tab,
and then click the E-Mail Options button, Outlook displays the
E-Mail Options dialog box, which you can use to describe how Out-
look handles messages (see Figure M-9).
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E-mail Options

Message handling

After moving or deleting an open item: open the previous item ™

[ Close ariginal message on reply or Forward

¥ Save copies of messages in Sent Items Folder

I~ Display a notification message when new mail arrives
W Automatically save unsent messages

V¥ Remove extra line breaks in plain text messages

Advanced E-mail Options. .. Tracking Options. .. |

On replies and forwards

=
=48

‘wWhen replying ta a message

|Include and indent original message text

‘when Forwarding a message

|Include original message text

]
B

W Mark my comments with: |Steve Melson|

o]

Cancel |

Figure M-9 The E-Mail Options dialog box.

The E-Mail Options dialog box provides these options:

» The After Moving Or Deleting An Open Item box lets you tell Out-
look what it should do after you move or delete an open item: open
the previous item, open the next item, or return to the Inbox.

» The Close Original Message On Reply Or Forward box closes the
original message when you reply or forward.

» The Save Copies Of Messages In Sent Items Folder tells Outlook to save

copies of your messages.

» The Display A Notification Message When New Mail Arrives box tells
Outlook to alert you to any new messages.

» The Automatically Save Unsent Messages box tells Outlook to save

unsent messages in the Drafts folder.

» The Remove Extra Line Breaks In Plan Text Messages box tells Out-
look to remove any extra lines in plain text messages.
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« If you click the Advanced E-Mail Options button, Outlook displays
a dialog box that lets you specify how often unsent items are auto-
matically saved to the Drafts folder, how Outlook should alert you
to the arrival of new items, and how sent messages should be
handled.

« If you click the Tracking Options button, Outlook displays a dialog
box that lets you turn on message tracking and specify how mes-
sage tracking should work. Message tracking lets you confirm a
recipient has received a message.

« The When Replying To A Message box lets you tell Outlook how
original message text should appear in the reply message.

« The When Forwarding A Message box lets you tell Outlook how
original message text should appear in a forwarded message.

« If you indicate that original message text in reply or forwarded
messages should use a prefix, the Prefix Each Line With box lets you
specify the character you want to use as a prefix.

« The Mark My Comments With box lets you tell Outlook to flag any
comments you add to a reply or forwarded message with your name
or some other label.

Message Header

An e-mail message header shows the sender, the recipients, and the
subject and appears at the top of the message header window (see
Figure M-10). To turn on and off the display of the message header
information, choose the ViewO Message Header command.
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™ Re: - Message (Plain Texf) M= E
File Edit Wiew Insert Format Tools Actions Help -
EoReply % Reply to All 4 Forward & v X w03

€V Extra line breaks in this message were removed, To restore, dlick here,

Fram: ‘White House Mail Relay Autoresponder on behalf of Senk: Mon 5/7/01 1:11 PM
Autoresponder@iwhiteHouse, GOY

To: help@stepheninelson. com

Ca

Subject: Re:

Attachments: | ATT00018.eml (867 bytes) (3 KB)

Thank vou for emailing President Bush. Tour ideas and comments are very
important to him.

Unfortunately, because of the large wvolwne of email receiwved, the President
cannot personally respond to each message. Howewver, the White House staff
considers and reports citizen ideas and concerns.

Again, thank you for your emmil. ¥Tour interest in the work of President
Bush and the new administration is appreciated.

Sincerely,
The White House Cffice of E-Correspondence

Flease Note: ﬂ

Figure M-10 The message header information, including the sender,

recipients and subject, appear at the top of the message
window.

NOTE Some people would also say that delivery information, such as
the names of the mail servers that delivered the message, is part
of the message header. Outlook doesn’t show this header infor-
mation in the message window, however. To see this header
information, right-click the message and choose Options from
the shortcut menu. Outlook displays the Message Options dia-
log box and its Internet Headers box supplies this additional
information.

Message Rules

Outlook allows you to create message rules. These message rules tell
Outlook how it should process specific types of messages. For example,
you can use a message rule to automatically respond to messages you
receive while on vacation—perhaps alerting senders that you're away
from your office.
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NOTE You can also use message rules to move messages to another
folder, delete messages, categorize messages, and forward
messages.

Creating a Message Rule From an

Existing Message

To create a message rule based on an existing message, follow these

steps:

1. Right-click the message and choose the Create Rule command from the
shortcut menu. Outlook starts the Rules Wizard (see Figure M-11).

Rules Wizard EHE

Which condition{s) do wou want ta check?

[ ] with
OEET— T [ marked as high importance
["] with Drive ¥our Web Count. .. in the subject or body
[] through the specified account
[] sent only to me
[] where my name is in the To box
[ marked as sensitivity
] flagged For action
"] where mry name is in the Cc box
[] where my name is in the To or Cc box
[] where my name is nat in the To bax LI

st.... in the subject

L3 il Rule description {click on an underlined value ta edit it):

Apply this rule after the message arrives

IE Cancel | = Bach. I Mext = I Finish |

Figure M-11 The first Rules Wizard dialog box.

2. Check the boxes next to the conditions you want to base the rule
on. For example, if this rule should apply to messages received from
the person who sent you the existing message, check the box next
to their name. Then click Next to display the second Rules Wiz-
ard dialog box (see Figure M-12).
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Rules Wizard

What do you wank ko do with the message?
i it ko the Falder

move a copy ko the Deleted Items Folder

assign it to the cateqory category

nokify me using a specific message

delete it

permanently delete it

forward it ko people or distribution lisk

forward it ko people or distribut... as an attachment

reply using a specific template

flag message For action in a number of davs

clear the Message Flag

mark it as importance LI

Rule description {click on an underlined value to edit it):

Apply this rule after the message arrives

from ToTopTenl 26@yahoo, com

move it ko the Deleted Items Folder

]

Cancel | < Back I Mext = I Finish |

Figure M-12 The second Rules Wizard dialog box.

3. Tell Outlook what to do with messages that meet your conditions
using the second Rules Wizard dialog box by checking the box next
to one of the actions in the What Do You Want To Do With The
Message list box. Then click Next to display the third Rules Wizard

dialog box (see Figure M-13).
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Rules Wizard

P
-

Add any exceptions (if necessary):

71

ok i Fr
excepk if the subject contains specific words
excepk through the specified accounk
excepk if sent only to me
excepk where my name is in the To box
excepk if it is marked as importance
excepk if it is marked as sensitivity
except if it is Flagged For action
excepk where my name is in the Cc box
excepk if my name is in the To or Cc box
excepk where my name is not in the To bax
except if sent to people or distribution lisk LI

Rule description {click on an underlined value to edit it):

Apply this rule after the message arrives

from ToTopTenl 26@yahoo, com

move it ko the Deleted Tkems folder

@

Canicel | < Back I Mext = I Finish |

Figure M-13 The third Rules Wizard dialog box.

4. Identify any exceptions to the rule using the third Rules Wizard
dialog box by checking the box next to the exception. Then click
Next to display the fourth and final Rules Wizard dialog box (see

Figure M-14).
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Rules Wizard [ 21 %]

Flease specify a name for this rule:

™ Run this rule now on messages already in "Deleted
Ttems",

¥ Turn on this rule

™| Create this rule on all accounts

Rule description {click on an underlined value to edit it):

Apply this rule after the message arrives

from ToTopTenl 26@yahoo, com

move it ko the Deleted Items Folder

I@ Cancel | < Back | flext = | Finish I

Figure M-14 The fourth Rules Wizard dialog box.

5. Check your rule and then name it. Then, click the Finish button.

Creating a Message Rule From Scratch
To create a message rule from scratch, follow these steps:

1. Choose the ToolsO Rules Wizard command. Outlook displays the
first Rules Wizard dialog box (see Figure M-15).
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Rules Wizard

Apply rules in the Following order:

Apply changes to this folder:

n heninel

ToTopTeniZé@yshoo.com Mew. ..

Mawe g

Copy...
Modify. ..

Rename. ..

dii

Delete

[awe Down |

Rule description {click on an underlined walue ko edit it):

apply this rule after the message arrives
from ToTopTenl 26@yahoo. com

move it to the Deleted Ttems Folder

[ o ]

Cancel | RunNow..‘l Optians. .. |

Figure M-15

2. Tell the Rules Wizard to which Inbox folder the new rule should
apply and then Click New. Outlook displays the second Rules

The first Rules Wizard dialog box when you're creating a

rule from scratch.

Wizard dialog box (see Figure M-16).
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Rules Wizard (71>

1% Start creating a rule from a template
" Start from a blank rule

one

Matify me when important messages arrive
Move messages based on content

Delete a conversation

Flag messages from someane

Assign cakegories o sent messages
Assign categories based on conkent

Move messages I send to someone

Stop processing all Following rules

Rule description (click on an underlined walue to edit it):

Apply this rule after the message arrives
From people or distribubion list
move it o the specified Folder

EI Cancel | = Back I Mext = I Finish |

Figure M-16 The second Rules Wizard dialog box when you're creat-
ing a rule from scratch.

3. If you want to base the new rule on a rule template, mark the Start
Creating A Rule From A Template button and then select the tem-
plate. Then click Next to display the third Rules Wizard dialog box
(see Figure M-17).

Rules Wizard [21x]

[ ] with spexific words in the subject

[ through the specified account

[ sent only bo me

[ where my name is in the To box

[ marked as importance

[ marked as sensitivity

[ ] Flagged For action

[ where my name is in the Cc box

[ ] where my name is in the To or Co box

[] where my name is not in the To box

[ sent ta peaple ar distribution list ;I

?‘ { Rule description {click on an underlined value to edit it):

Apply this rule after the message arrives
L From people o distribution list
raove it to the specified Folder

@ Cancel | < Back, I Next = I Finish |

Figure M-17 The third Rules Wizard dialog box when you're creating a
rule from scratch.
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4. Check the boxes next to the conditions you want to base the rule
on. For example, if this rule should apply to messages received from
the person who sent you the existing message, check the box next
to their name. Then click Next to display the fourth Rules Wiz-
ard dialog box (see Figure M-18). Then, use the hyperlinks in the
Rule Description box to describe specifically how the rule should
work. For example, if you indicate you want Outlook to do some-
thing with messages that come from certain senders, you click the
People Or Distribution List hyperlink to display a dialog box that
lets you identify the specific senders.

Rules Wizard (21

] natify me using a specific message

[] delete it

[] permanently delete it

[ move a copy to the specified Folder

[] forward it to people or distribution lisk

[] forward it to people or distribut. .. as an attachment
[ reply using a specific template

[] flag message For action in a number of days
[ ] clear the Message Flag

[ mark it as importance hd|

Rule description {click on an underlined value ta edit it

@I Cancel | < Back I Nexk = I Finish |

Figure M-18 The fourth Rules Wizard dialog box when you're creating
a rule from scratch.

5. Tell Outlook what to do with messages that meet your conditions
using the second Rules Wizard dialog box by checking the box next
to one of the actions in the What Do You Want To Do With The
Message list box. Then click Next to display the fifth Rules Wiz-
ard dialog box (see Figure M-19).

127



Outlook 2002 From A 10 Z

Rules Wizard (71>

r lisk
specific words
[] except through the specified account
B Ji' [ ] except F sent only to me
d | [ ] except where my name is in the To box
[ ] except F it is marked as importance
[ ] except F it is marked as sensitivity
[ except iF it is flagged For action
s [ ] except where my name is in the Cc box
l| [ ] except if my name is in the To or Cc box
[] except where my name is not in the To box
[ ] except if sent to people or distribution lisk ;I

Rule description (click on an underlined walue to edit it):

x Apply this rule after the message arrives
' From jaime@ipgbook. com

. move it o the Inbox Folder

EI Cancel | < Back I Mext = I Finish |

Figure M-19 The fifth Rules Wizard dialog box.

6. Identify any exceptions to the rule using the fifth Rules Wizard
dialog box by checking the box next to the exception. Then click
Next to display the final Rules Wizard dialog box (see Figure
M-20).

Rules Wizard [2]x]

Please specify a name for this rule:
Fuhhc\ty alert rule|

[~ Run this rule now on messages already in "Delsted
Ttems",

¥ Turn on this rule
™| Crzate this rule on all accaunts

Rule description {click on an underlined value ta edit it):

Apply this rule after the message arrives
From jaime@ipghook, com
move it to the Inbox folder

@ Cancel | < Back. | Text = | Firish I

Figure M-20 The final Rules Wizard dialog box.

7.Check your rule and then name it. Then, click the Finish button.
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Message Templates

Outlook lets you build message templates, which you can then use to
create standard messages you repeatedly send.

Creating a Message Template
To create a message template, follow these steps:

1.

Disable Microsoft Word as your e-mail text editor by choosing the
ToolsO Options command, clicking the Mail Format tab, and
unchecking the Use Microsoft Word To Edit E-Mail Messages
box. (Word can't create message templates, so you must use
Outlook’s standard text editor to create them.)

2. Open the message window by displaying the Inbox folder and click-

ing the New button.

3. Write the message text you want to use as the basis for the message

template. Apply any formatting you want to use if you're using the
rich text or HTML format. Be sure to check the spelling of the
message using the ToolsO Spelling command.

4. Save the message as a message template by choosing the Filed Save

As command. When Outlook displays the Save As dialog box, use
the Save In box to specify that the message template should be saved
in the Templates folder (see Figure M-21). Use the File Name box
to give the template a name. Use the Save As Type box to indicate
that you want to save an Outlook Template. Then click Save.
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Save As [ 2]
Save in: I[:I Templates j oo @ * O + Tools ~

History

i

My Documents

_*]
Favaorites
=
o] £ il o
= File name: IThank you j Save
Iy Metwork =
Places Save as Lype: IOutIook Template j Cancel ;
4

Figure M-21 The Save As dialog box.

Using a Message Template
To use a message template, follow these steps:
1. Open the Inbox folder, if necessary.

2. Click the New arrow button and choose the Choose Form command
from the menu Outlook displays.

3.When Outlook displays the Choose Form dialog box, select User
Templates In File System from the Look In dialog box and then the
template you want from the list box. Then click Open. Outlook
creates a new message using your template (see Figure M-22).
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Choose Form

(10,8 T 1 Iser Ternplates in File System Browse. .. |
IC:'l,Documents and Settings|stevel Application DataiMicrosoft) Templates)* oft
Thank vou
Display name: IThank Yol Open I
File name: IThank yall.oft Cancel |
Advanced:> |

Figure M-22 The new message created with a template.

4. Make any changes required, address the message, and click Send.

Deleting a Message Template

To delete a message template, use the Windows Search or Find tool
to locate the message template file. To do this, click Start and then
Find or Search (whether you click Find or Search depends on your
version of Windows), enter *.oft into the Find or Search, and press
Enter. When Windows builds a list of the Outlook templates, right-
click the message template you want to delete and choose Delete from
the shortcut menu.
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Editing a Message Template

Outlook doesn't provide a convenient method for editing existing

message templates. To edit an existing message, therefore, follow these

steps:

1.Create a new message based on the template, as described in the
preceding paragraphs.

2. Make your changes to the new message.

3. Save the new message as a new message template, as described in
the preceding paragraphs.

4. Delete the old message template, as described in the preceding
paragraphs.

SEE ALSO E-Mail

Microsoft Office User Specialist

Microsoft Corporation certifies Outlook users who can pass a test as
Microsoft Office User Specialists. In the parlance of Microsoft, these
users then become “MOUS certified.” You don't learn anything new
by becoming a MOUS certificate holder, but if you're in a career or
an organization where certification delivers benefits, know that these
tests are straightforward to prepare for and pass.

Your first step is to learn what material you need to know to pass the
test you want to take. You can get a summary of the Outlook mate-
rial tested from Microsoft's Web site at www.microsoft.com. Just visit
the web site and search on the term:

Microsoft Office User Specialist (MOUS) Outlook 2002 Exam Objectives
Once you know what you need to know in order to pass the test,
practice every task or skill a few times. You don't need a special study
test or a class. This book should tell you everything you need to know
to pass the test.

Once you've prepared, take the test at a local testing center. You can

learn about any local testing centers from the local telephone direc-
tory or from the Microsoft Web site.
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TIP Perhaps the most important skill for passing a MOUS test is
knowing how to use the Office Assistant. You can’t rely on this
tool to answer every question the test asks—there isn’t time—
but as long as you’re comfortable using the Office Assistant, you
should have time to ask it the question or two you can’t answer
on your own.

Microsoft Word

If you use Word 2002, Outlook can use Word 2002 as your e-mail text
editor. This means that most of Word's text entry and editing tools are
available to you.

To specify that Outlook use Word 2002, choose the Toolst Options
command, click the Mail Format tab, and check the Use Microsoft
Word to Edit E-Mail Messages box.

MIME

The acronym MIME stands for Multipurpose Internet Mail Exten-
sions. Outlook uses the MIME protocol to let you attach files to e-
mail messages.

MIME isn't the only protocol used to attach files to e-mail messages,
and not every e-mail program understands MIME. You can, however,
specify that Outlook use the other common technique for handing file
attachments, Uuencode.

Specifying the use of Uuencode

To specify that Outlook use Uuencode for file attachments, choose the
ToolsO Options command, click the Mail Format tab, and click the
Internet Format button. When Outlook displays the Internet Format
dialog box, mark the Encode Attachments In Unencode Format When
Sending A Plain Text Message box (see Figure M-23).
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Internet Format K E3

HTML options

¥ when an HTML message contains pictures located
on the Internet, send a copy of the pictures instead
of the reference ko their lacation

CQutlaok Rich Text options

when sending Outlock Rich Text messages to Internet
recipients, use this format:

Convert ko HTML Format j

Plain text options

Automatically wrap text at I 76 ﬁ characters

[ Encode attachments in UUEMCODE Formak when
sending a plain text message

Restore Defaults | oK I Cancel |

Figure M-23 The Internet Format dialog box.

Specifying the use of MIME

To specify that Outlook use MIME for file attachments, choose the
ToolsO Options command, click the Mail Format tab, and click the
Internet Format button. When Outlook displays the Internet Format
dialog box, uncheck the Encode Attachments In Unecode Format
When Sending A Plain Text Message (see Figure M-23).

SEE ALSO Uuencode
MOUS see Microsoft Office User Specialist
Multiple E-Mail Accounts

Outlook allows you to work with multiple e-mail accounts.

Outlook then lets you retrieve e-mail messages sent to any of your mail
accounts. If you set up multiple e-mail accounts, Outlook sends mes-
sages using your default e-mail account unless you tell it to use an-
other account. To tell Outlook to use another e-mail account, however,
you can click the Accounts toolbar button before you send the mes-
sage and choose the other account you want to use (see Figure M-24).
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¥ Untitled - Message (HTML) [ [= (]
Eile Edit iew Inset Format Tools  Actions Help Type & question forhelp |+
=1 5end Accoumsﬂ @ % | & 0pgtions... 2| Arial 10 ¢

www. stepheninelson.com
To.. ||

1 waww. stepheninelson. com
(EEsoo
_—” 2 waww. redtechpress.com

Subiject: |

Figure M-24 The Accounts toolbar button’s list of accounts.

NetMeeting

NetMeeting is a program that comes with Outlook. NetMeeting
allows you to set up and run online conferences over the Internet.

Newsgroups

Newsgroups amount to, electronic bulletin boards available over the
Internet. People post messages and files to these newsgroups so oth-
ers can read the messages or retrieve the files. While Outlook doesn't
directly read or post newsgroup messages, it gives you easy access to
newsgroups through the Outlook Express newsreader.

Configuring the Outlook Express
Newsgroup Reader

Before you can view or post to newsgroups, you need to set up the
Outlook Express Newsgroup reader. To do this from Outlook, choose
the ViewO Go ToO News command. Windows starts the Internet
Connection wizard. You'll need to provide your username and the
name of the news server you want to use.
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NOTE Some news servers, like those that Microsoft Corporation main-
tains for its users, can be viewed for free. Most news servers,
however, are maintained by the large Internet Service Providers.
In order to use these news servers, you need to be a subscriber.

Subscribing to Newsgroups

To view the list of the newsgroups you can subscribe to, click the
Newsgroups button. When Outlook displays a list of the newsgroups
on the news server, double-click the newsgroups you want to subscribe
to (see Figure N-1).

% Newsgroup Subscriptions EE
Account(s): Dizplay newsgroups which contain:
I ™ Also search descriptions
netnews. msn Newsgroup | Desciiption ill Subserie |
il Unzubscrite
25
27 Reset List

Jdfx.d3d.drivers

3dfx.game. discussion
3dfx.game. requests

3dfx. garne. suppart
3dfx.games. glquake

3dfx. glide linus

3dfx. products. voodoobanshee

AN o
< | _>l_I

All I Subscribed I New I

Goto | oK I Cancel

&

Figure N-1  The Newsgroup Subscriptions dialog box.

NOTE The first time you try to subscribe to a newsgroup, Outlook Ex-
press may take a several minutes to download the news server’s
complete list of newsgroups. Many news servers maintain thou-
sands of newsgroups.

TIP To later download an updated list of newsgroups available on
the news server, click the Reset List button.

If you know part or all of a newsgroup’s name, you can enter the name
or partial name into the Display Newsgroups Which Contain box.
Outlook Express then filters the newsgroups list to show only those
newsgroups that match what you enter.
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TIP To unsubscribe to a newsgroup, click the Newsgroups button to
display the Newsgroups Subscriptions dialog box. Then click the
Subscribed tab, select the newsgroups you no longer want to
view, and click Unsubscribe.

Viewing a Newsgroup’s Messages

To view a newsgroup’s messages, click the newsgroup in the Outlook
Express Bar (see Figure N-2). Outlook Express retrieves a list of the
most recent newsgroup messages. Click the message or messages you
want to download. Outlook displays the message in the Preview pane.
You can also open a message window that shows the message.

W alt.best.of.internet - Outlook Fxpress [ [F 1]
J File Edit “iew Tools Message Help ‘
- @ % 8 @& © 4 . o 7
Mew Post Feply Group Fieply Fanward Fiirt Stop Send/Hecy. Addresses
i alt.best.of.internet
Folders MRS Subjest A
%3 Outlock. Express ¥ Hot Tamales =
E@ Local Folders 1% 175 Million Email Addresses for $99
© L Inbox ﬂ YOUR 5ix steps to QUICK S5UCCESS
@ Outbox ﬁ Pssst__. Millionaire?
53 Sentltems ¥ Re: MAFIA HAS INVADED THE WORLD =
@ Deleted Items (1] 4| = . nr\:nllll'rlnulnu TR ST T |,.,,;
SE Drafts
P netrews.msn, com From:  To:
" YT o) | Subiect
There iz no meszage selected.
Lontacts * x
There are no contacts ta display. Click on
Contacts to create a new contact.

|105 meassage(s), 105 unread L—Q__ Warking Online |

Figure N-2  The Outlook Express window after subscribing to a
newsgroup and then retrieving the newsgroup’s recent
messages.

TIP The column heading buttons at the top of the message list
pane—Subject, From, Sent and Size—let you sort newsgroup
messages just like the equivalent buttons in Outlook’s Informa-
tion Viewer pane.
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Working with Binary Messages

Some newsgroup messages aren’'t messages but rather binary files.
These binary files can be pictures, movies or programs. You retrieve
binary files in the same manner as you retrieve regular text messages.

TIP A large binary file may be posted as a set of messages. To retrieve
such a binary file, select each of the messages in the set, right-
click the selection, choose the Combine And Decode command
from the shortcut menu, and then use the Order For Decoding
dialog box to specify in which order the messages go together.
In general, the poster identifies the message order in the mes-
sage subject. A three-part binary file, for example, might iden-
tify the first message as (1/3), the second as (2/3) and the third
as (3/3).

Posting a Message

To post a message to a newsgroup, click the New Post button. Out-
look Express opens a New Post window that resembles the message
window provided by Outlook (see Figure N-3). You enter a message
description and then your message text. When you click the Post button,
Outlook Express posts the message to the news server.

JFiIe Edit “iew Insert Format TERIS|MessaQE >

m Y @3 | a ¥

j Send ‘ [Cuit Copy  Paste ndo Check Speling

3

(a Mewsgroups: |a|t_ best.of.internet
(Cie I
Subject: ||

|
Figure N-3  The Post Message window.

&
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NOTE It may take anyway from several hours to several days for your
posted message to actually appear.

SEE ALSO E-Mail

Notes

Notes are Outlook’s simplest item. Notes work as electronic equiva-
lents to those yellow sticky notes you probably already use.

Creating a Note

To create a note, click the Notes icon in the Outlook bar, click the
New button, and then type your note in the Note window (see Fig-
ure N-4). Outlook stamps notes with the date and time, displaying this
information at the bottom of the Note window.

& Notes - Microsoft Outlook =17 x|

File Edit Yiew Favorites Tools Actions Help MIME -
CiMew + | & 1% X |20 Large lcons | 7 Small lcons £ List Type a cortact tofind = | [2) ?

4 2 & Notes. | Address

Outlook Shortcuts

=
< I

Contacts Remember to call Rick about

o strategic plan. Point aut that
with two major projects going,
Tarlis we bear additional r'isk.‘.f

Motes

¥

Deleted [tems [1]

21572001 9:36 PM

y Shartcuts

Other Shortcuts

o Iterms

Figure N-4 A note item showing in the Note window.

Viewing Your Notes

To see the notes in your Notes folder, click the Notes icon in the
Outlook bar (see Figure N-5).
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& Notes - Microsoft Outlook = E3
File Edit Yiew Favorites Tools Actions Help MIME -

New | & B X |[2a Large Icons| v Small lcons &5 List | [ Tvpeacontactiofind = | (3]
4 = # Notes,

o

Contacts

Tasks

Motes

©

Deleted [tems [1]

Meedto think.  Remember to
about Sprin...  call Rick abo...

by Sharteuts

Other Shortcuts

2 Iterms

Figure N-5  The Note folder with several notes.

To see an individual note, double-click the Note item. Or, right-click
the note and choose Open from the shortcut menu.

NOTE Outlook shows the selected note’s text.

Printing Notes

To print a note item, right-click the Note and choose Print from the
shortcut menu.

Deleting Notes

To delete a note, click the note and then press the Delete key. Or, right-
click the note and choose Delete from the shortcut menu.
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Coloring Notes

To use a different color for the note item—something other than
yellow—right-click the note and choose Color from the shortcut
menu. When Outlook displays the Color submenu, choose the color
you want for the note (see Figure N-6).

8 Notes - Microsoft Outlook [_[=]x]
File Edit “iew Favorites Tools Actions Help MIME -

CoMew S [ ¥ °_'9-Sma|l lcons &5 List Type a contact b find |+ »

4@ = e Notes .

% :I Fememberto Meed to think

initiate sales ... about Sprin..

Contacts

Open
& Print

€ Forward
Tasks ad

| Colar » || E|U1:
Categories... Greeh
Motes ¥ Delete Pink

Yellow
White

Deleted ltems (1]

by Shartcuts

Other Shortcuts

3 Iterms

Figure N-6  The Color submenu.

Sorting Your Notes

To sort your notes, right-click the Notes folder window and choose
Sort from the shortcut menu. Outlook displays the Sort dialog box (see
Figure N-7). Use the Sort Items By box and its Ascending and De-
scending buttons to describe how you want the notes arranged. To use
more than one key, to arrange the notes, use the Then By box and
buttons.
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Sort 2
—Sort items by
= " Ascending \LI
W : {* Descending Cancel |
“then by Clear all |
|(n0ne) j = fiscending
| Descending
= T by
|(n0ne) j = fscending
! Descending
= Then by
I(none) j = Ascending

| Descending

Select available figlds From:
|Frequently—used fields j

Figure N-7  The Sort dialog box.

Filtering Your Notes

To filter your notes, right-click the Notes folder window and choose
Filter from the shortcut menu. Outlook displays the Filter dialog box
(see Figure N-8). Use the Search For the Words box to enter any words
that you want filtered notes to use. Use the Time boxes to describe the
time criteria you want filtered notes to meet.

Filter HE

MNotes |M0re Chaices I Advanced I SOL I

Search for the word(s): Istrategic plan| j
In: Icontents orly j
Time: |none =l |anyt|me =l

874 I Cancel | Clear all

Figure N-8  The Filter dialog box.
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Linking a Note to a Category

To link the selected note to a contact or category, right-click the note
and then choose either Contacts or Categories from the shortcut menu.
When Outlook displays the Categories dialog box, check the Category
boxes.

Forwarding a Note

To forward the selected note to another Outlook user, right-click the
note and then choose Forward from the shortcut menu. Then, use the
message window which Outlook displays to send the note in an e-mail
message.

Customizing Your Notes Folder

If you right-click the Notes folder window to display the shortcut
menu, you may notice the Large Icons, Small Icons, and List com-
mands. These commands tell Outlook to use, respectively, large note
icons, small note icons, or simply a list of notes in the Notes folder
window (see Figures N-9 and N-10).

& Notes - Microsoft Outlook [_[=2]x]
Eile Edit iew Favorites Tools Actions  Help MIME -

eMew S0 [ ¥ 2o Large loons | e Small lcons |25 List Type a contact lofind = >

- = % Notes.
Dutlook Shortcuts @ Remember to iniiiate sales contest. Maybe Mark's drawing idea is best...

@ Meed to think about Spring titles. Make initial author contacts inJune?
;I & Hemember o call Hick sbout shrategic plan. Point out that with two major projects going, we bear ‘additional nz
-

Contacts

Tasks

Motes

@

Deleted Items (1]

by Shortouts
Other Shortcuts || 4| | _>|

|5 trems

Figure N-9  The Notes folder with small icons.
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& Notes - Microsoft Outlook

=]
File Edit Yiew Favorites Tools Actions Help MIME -
oMew | & [ % |[2a Large Icons| v Small lcons 5 List | [ Tvpeacontactiofnd = | (3]

© MNotes |

_I Remember to Meedtothink | Remember b

inifiate sales .. about Spin...  call Rick about

Contacts strategic plan. |

Point aut that |

125 with two majar §

projects gaing. |

we bear i

Ve dditional risk..
Motes

©

Deleted [tems [1]

by Sharteuts

Other Shortcuts

2 Iterms

Figure N-10 The Notes folder with large icons.

If you right-click the Notes folder window and choose the Other Set-
tings command, Outlook displays the Format Icon View dialog box
(see Figure N-11). You can use this dialog box to select the type of
note icons you want (do this using the View Type buttons) and the
placement of the icons (do this using the Icon Placement buttons.)

Format lcon View E
—View type
Ok I
' Large icon " Small icon " Iron list
Cancel |
—Icon placement

" Do not arrange

1L

" Line up icons

1) 1)
1= [
1= [T

= Autodrrange

' Sork and Autodrrange

Figure N-11 The Format Icon View dialog box.
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Numbered Lists

You can turn the selected paragraphs or bulleted points in a rich text
or HTML message into a numbered list by clicking the Numbering

toolbar button (see Figure N-12).

™ Untitled - Message (HTML)
File Edit “iew Inset Format Tools Actions Help

Type a question forhelp =

[=1Send | Accounts~ & Bz @ | Joptions.. 7 - Al -0 A 2
[T ]
-2 |
Subject: |
(=]

Things we should finish this week:

1. PowerPoint book
2. Outlook manuscript
3. Publicity work

Figure N-12 A message with a numbered list.

TIP If the Numbering tool isn’t visible, click the Toolbar Options tool.
When Outlook displays a pop-up menu of tools, click the Num-
bering tool.

Office Assistant

In Office programs, the Office Assistant supplies help. To use the
Office Assistant, click the Office Assistant. (If the Office Assistant isn't
already displayed, choose the Helpd Show Office Assistant com-
mand.) Then type your question into the box provided and click
Search (see Figure O-1). The Office Assistant displays a list of help
topics that may answer your question.
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. R
What would you like to do?
¢ About notes

¢ Change how a note looks

what is netmeeting

COptions Search
L o

N
Figure O-1 The Office Assistant’s help balloon.

Click the help topic you want to see (see Figure O-2). The Office
Assistant opens the Outlook help file (see Figure O-3).

& Notes - Microsoft Outlook _ @] =|
- File Edit “iew Favorites Tools Actions Help what is netmeeting -

PENew v | &0 X o Sall I What would you like to do? [iind - >

© Automatically start a
Metteeting or Windows

Outlook Shartcuts C Media Services broadcast
%3
—~| @ Join an online meeting

% J Rememberto Meedtothink  Rememy
- iniliate sales ... about Sprin.. el Ric @ Troubleshoot meetings
Contacts @ Schedule a meeting
@ @ Connect to 3 contact
uging Metheeting
Tasks

¥ See maore..

what is netreeting|

Motes

Options Search
. N /

Deleted tems [1]

My Shartcuts [%
Other Shortcuts

2 Ttems

Figure O-2  The Office Assistant’s list of help topics.
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OLE

;4 Microsoft Outlook Help

& & = &Lt

Contents Answeriizard | |ndex |

|»

Automatically start a
NetMeeting or Windows
Media Services broadcast
Twpe your question here and then This procedure requires either Microsaft

click Search. MetMeeting version 2,1 or laker, or
Windows Media Services,

1. Create or open an online meeting

request,

trhat would you like to do?

Select topic to display:
£ e 2. Select one of the following:

* Automatically start
NetMeeting with reminder

» Automatically start Windows
Media with reminder

To change the amounk of time before

the meeting when wou want the
Search on Web | reminder bo occur, enter atimeinthe =

Reminder box, LI

Figure O-3  The Help window.

TIP You can also ask the Office Assistant a question by typing the
question directly into the Ask A Question box, which is usually
labeled, “Type your question here.”” but may also show your last
question (see Figure O-2).

SEE ALSO Troubleshooting

OLE is the name of the Windows technology that lets you copy and
paste objects between different programs, different items, and differ-
ent documents. It is OLE, for example, that lets you copy a picture and
then paste that picture into an e-mail message. You don't have to know
anything special in order to use OLE. And that’s part of the attrac-
tiveness of the technology. If you can copy, cut and paste, you can use
OLE.

Creating New OLE Object

To add an object to an Outlook item, click the area at the bottom of
the item window, choose the Insertd Object command, and click the
Create new button. Use the Object Type list box to specify what type
of object you want to create (see Figure O-4).
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Insert Object

Object Type:
& Create Mew

Image Document

Jewel Case Creator Document
Media Clip

Microzoft Equation 3.0
Microsoft Excel Chart
Microsoft Excel Worksheet
Microzoft Graph Chart

7 Create from Fils

Result

Cancel |

™ Display &s Izon

Inzerts a new Bitmap Image object into pour
documert.

Figure O-4
ton is marked.

The Insert Object dialog box when the Create New but-

Creating an OLE Object from an Existing

File

To create an object for an Outlook item using an existing file, click
the area at the bottom of the item window, choose the InsertC Object

command, and click the Create From File button. Use the File box to
provide the file’s pathname (see Figure O-5).

Insert Object

7 Create Mew )
File:

& Create from Fils

Browese...

[ Link

Result

IE:\Documents and SettingzhSteve\bdy C

Ingerts the contents of the file a: an object into
your document go that you may activate it using
the program which created it.

[ 7]x]
Cancel |

™ Display &s Izon

Figure O-5
button is marked.

The Insert Object dialog box when the Create From File

SEE ALSO Copying Text and Objects, Moving Text and Objects
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Organizing Items with Folders

If your Outlook folders grow to include large numbers of items—and
this easily happens with e-mail message items—know that you can
create new folders and then use those folders to store your messages.

Creating New Folders
To create a new folder, follow these steps:

1.Choose the Filed NewO Folder command. Outlook displays the
Create New Folder dialog box (see Figure O-6).

Create New Folder

Marne:

Folder cantains:

Select where to place the Folder:

E--@ Personal Foldzrs -
- Calendar
-4 Contacts
17 Deleted Items [1]
-5f} Drafts (1)
-5 Inbox
{ﬁ Journal
e Notes
cEh Outbox (1]
B Sent Items
L8 Tasks ;I

Figure O-6 The Create New Folder dialog box.

2. Click the icon that corresponds to the items you want the folder to
show. To create a folder for storing message items, for example, click
the Inbox icon.

3. Use the Name box to give the folder a name.

4. Use the Location box to specify where the new folder should be
placed. If you choose an existing folder, the new folder becomes a
subfolder in that folder.

5. Click OK. When Outlook asks if you want a shortcut on the Out-
look bar, click Yes or No to indicate your preference.

Moving an E-Mail Message

To move an e-mail message from one folder to another folder, drag
the message.
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Using the Organize Pane

Outlook’s Organize pane, which you can display by clicking the
Organize toolbar button, lets you organize the items in the selected
folder (see Figure O-7). To use the Organize pane, display the folder
you want to organize, click the Organize toolbar button, and then use
the buttons and boxes of the Organize pane to organize and arrange
the folder’s items.

& Inbox - Microsoft Outlook mE E
File  Edit “iew Favorites Tools  Actions  Help what is netmeeting -
B New - | % | BoReply € Reply to All 8 Forward | 55 Send/Recsive Type acontact tafind = 3

Mevs Faolder, .,

@ Move message selected below to I Cther Folder. .. = I Tlon |

# Create a rule ko move new messages I from = l I
into IOther Falder... = I Create |

To view or edit your rules, and for more advanced options, click 'Rules Wizard'
abave,

Outiook Shortcuts
@y 2
5]
i

Inbow

Calendar

e

Contacts

T

t D% @From  [subject [Received sz [=]
There are no items to show in this view,

>

Tasks _I

Py j |ﬁ Mo ikems are currently selected, |

by Shartcuts

Other Shortcuts

[ Iterms

Figure O-7 The Organize pane showing the Inbox folder.

The Organize pane provides different options for organizing differ-
ent items. With message items, you have the options seen in Figure
O-7. For example, to move messages with the Organize pane, select
the items you want to move by clicking, use the Move box to specify
where the items should be moved, and then click the Move button.

Out of Office Assistant

The Out of Office Assistant lets you easily create message rules for
managing your e-mail when you're out of the office and not check-
ing e-mail, such as when you're on vacation or traveling without access
to your e-mail.
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To use the Out of Office Assistant, follow these steps:

1. Choose the ToolsO Out Of Office Assistant command. Outlook dis-
plays the Out Of Office Assistant dialog box.

2. Enter your out of office message in the AutoReply Only Once To
Each Sender With The Following Message box. For example, enter
a message that says, “Sorry, but I'm out of my office until next week.
I won't be checking e-mail until then but will reply to your mes-
sage when | return.”

3. To create message rules that respond to specific types of messages,
click the Add Rule button and then use the Edit Rule dialog box
to create your rule.

The Edit Rule dialog box lets you create rules based on several char-
acteristics of messages you receive while out of your office:

» The From box lets you specify that messages you receive from a par-
ticular sender (an important customer) need to be treated differently.

« The Sent To box lets you specify that messages sent to a particular
e-mail account (perhaps a personal account) need to be treated dif-
ferently.

» The Subject and Message Body boxes let you specify that messages
that use a specified subject or include a word or phrase in their
message text should treated differently.

» The Alert check box lets specify Outlook perform a special action
when a message meeting your conditions appears. (You can specify,
for example, that a message from an important customer be for-
warded to your manager.)

» The Delete check box lets you specify Outlook delete messages
meeting your conditions.

» The Move To check box lets you move messages that meet your con-
ditions to the folder you identify using the Move To's Folder box.

» The Copy To check box lets you copy messages that meet your con-
ditions to the folder you identify using the Copy To’s Folder box.

» The Forward check box lets you format messages that meet your
conditions to the person you identify in the Forward's To box.
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» The Reply With check box lets you indicate that messages that meet
your conditions should receive a message reply you indicate by click-
ing the Template button and then choosing the message template.

» The Custom check box lets you specify that something else should
occur when you receive a message that meets your conditions.

SEE ALSO Message Rules

Outlook Bar

The Outlook bar appears along the left edge of the Outlook program
window. It provides clickable shortcut icons that you can use to open
Outlook’s different folders: the Inbox folder, the Contacts folder, the
Notes folder, the Tasks folder, and so on (see Figure O-8).

@ Inbox - Microsoft Outlook = E3
File Edit “iew Favorites Tools  Actions  Help Out of Office Assistant -
FMew - ¥ | B9Reply € Reply to All 8 Forward =5 Send/Receive | % Twpeacontact tofind - = 2

4 = @ Inbox. Addrass
Outlook Shartcuts |!‘ [ [ |@|Fram | Subject |Received  |Size I;I

;I B Joseph ... Re:eBlue, Sacra Blue News-Magazine Online, Ha... Wed 5/16... 87KB
] Susan 5... Fw: 2001 BEA Wed 5/16... 4KB
v

Inbox [2]

Calendar

e ]
i)
Contacts |0 Extra line breaks in this message were removed. To restore, click here. |
) From:  Susan Sewall [ssew To:  Steve Melson
Subject: Fw: 2001 BEA Cc:
Here's the mesting - all set... il
Tazks g
by Sharteuts

=l

Other Shortcuts

|2 Items, 2 Unread

Figure O-8 The Outlook bar provides clickable shortcuts to item folders.

The My Shortcuts and Other Shortcuts buttons, at the bottom of the
Outlook bar, provide shortcut icons for quickly jumping to other
Outlook folders and computer resources. For example, if you click the
Other Shortcuts button, Outlook displays shortcut icons for My
Computer, the My Documents folder, and your Favorites folder (see
Figure O-9).
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& Inbox - Microsoft Outlook ME R

File Edit “iew Favortes Tools Actions Help Out of Office Assistant -

FMew - ¥ | €9Reply £ Reply to All € Forward | 25 Send/Receive | % | Tvpe acortactiofind = 2

@ Inbox .

Outook Shortcuts | ¢ 01 [ 8] From | Subject |Received 52z [+]
B Joseph ... Re: eBlue, Sacra Blue News-Magazine Online, Ha... Wed 5/16... 87KB
] Susan S... Fw: 2001 BEA Wed 5/16... 4KB

My Shortcuts

Other Shortcuts ;

by Computer

] |

My Documents

|ﬂ Extra line breaks in this message were removed. To restore, click here. |

From:  Susan Sewall [ssew To:  Stewe Nelson
Subject: Fw: 2001 BEA Cc:
Favorit )
avames Here's the meeting - all set... il

|2 Iterns, 2 Unread

Figure O-9  The Other Shortcuts icons showing on the Outlook bar.

Outlook Startup Wizard

The first time you start Outlook after installing it, Outlook runs the
Outlook Startup Wizard. If you used a previous version of Outlook,
this wizard retrieves those settings, so you're ready to begin using
Outlook. The wizard also imports settings from other popular e-mail
programs. If you're new to Outlook and e-mail, the wizard also of-
fers to configure your e-mail accounts.

Outlook Today

Outlook Today provides a snapshot view of your Outlook folders,
including the appointments on your calendar, the tasks on your to-do
list, and the messages in your Inbox, Outbox, and Drafts folders (see
Figure O-10).
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& Outlook Today - Microsoft Outlook = E3
File Edit Yiew Favorites Tools Actions Help Outlook, startup wizard -
HMew - | & ZSend/Receive | 2 Find Tupe a contact tofind [+ | [Z)

outlook: taday

&

Outlook Today

o

Inbox (2]

Calendar

e

Contacts

by Sharteuts

Outlook Shortcuts

B |

Tuesday, May 15, 2001

Cuskomize Outlook Today ...

Calendar Tasks Messages
[T Call Rick Inbox 2
Froof PowerPoint Drafts 0
rmanuscripk Outhox 1

O Order materials for
tradeshow

Other Shortcuts

|
Figure O-

To see yo

10 The Outlook Today view.

ur Outlook items in the Outlook Today view, click on the

Outlook Today shortcut icon in the Outlook bar. To see more infor-

mation ab

out any item or folder referenced in the Outlook Today view,

click the item or folder description.

TIP

You can customize the appearance of the Outlook Today view by
clicking the Customize Outlook Today hyperlink at the top of the
Outlook Today window. Outlook displays a window that you can
use to specify when the Outlook Today view should be displayed,
which message folders should be summarized, how many days

of your calendar should be shown, and which tasks should be
listed.
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Page Orientation

Outlook will print your pages in either a portrait orientation or a
landscape orientation. To change the current orientation of the open
workbook, choose either the FileO Page Setupd Table Style or the
FiledO Page Setupd Memo Style command, click the Paper tab, and
then click either the Portrait or Landscape buttons (see Figure P-1).

Page Setup: Memo Style

Skyle name: |Mem0 Skyle

Format I Paper I Header|Fooker I

Statement
Executive ;l
Dimensions:

Width: IB.SD"

Height: |11.uu"

Paper source:

IDefauIt Paper Tray (Automatically Selej

1/2 sheet booklet
1/4 sheet booklet

Dimensions:

Wwidth:  |8.50" Height: Ill.UU"

=

r—Orientation

s & Portrait
Top: ID.SD" Left: ID.SD" & ¢ Landscaps
Bottom: |0.50" Right: ID.SEI"
(0]4 I Cancel I Print Preview | Brint... I
Figure P-1  The Paper tab of the Page Setup: Memo Style dialog
box.

Page Setup

To control how Outlook prints Outlook folder and item information,
use the FileO Page SetupO Table Style and FileO Page SetupC Memo
Style commands. (Which command you use typically depends on
whether you're printing a table, or list of items or a memo describ-
ing a single item.) When you choose either command, Outlook dis-
plays the Page Setup dialog which provides tabs you can use to select
fonts and paper, specify margins, choose a page orientation, and add

page headers and footers (see Figure P-1, P-2 and P-3).
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Page Setup: Memo Style

Style name: IMemo Skyle

Format I Paper I Header/Fooker I
Preview:

— Options —Fonks

Title

|12 pt. Avial

Fields

IID pt. Arial Fort... |

—5Shading

V¥ Print using gray shading

QK I Cancel | Prink Prewiew | Prink... I

Figure P-2  The Format tab of the Page Setup: Memo Style dialog

box.

Page Setup: Memo Style HE

Style name: IMemDSter
Format ] Paper I Header/Footer I

Header:
IS pt. Tahoma

Fooker:

IS pt. Tahoma Font... |

[Page #]

™ Reverse on even pages

(o] 4 I Cancel | Print Prewview | Brink... |

Figure P-3  The Header/Footer tab of the Page Setup: Memo Style

dialog box.
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Paragraph

In a message, a paragraph is a chunk of text that you end by pressing
the Enter key. So a paragraph can be a word, a phrase, a sentence—
or the traditional paragraph. Knowing what a paragraph is from
Outlook’s perspective is worthwhile since some message formatting
in rich text and HTML messages applies to paragraphs.

SEE ALSO E-Mail Messages, Message Formats

Pasting

When you copy or move some item, your last step is to paste the item
from either the system or Office clipboard. You typically paste using
the Paste toolbar button, the EditO Paste command, the Office clip-
board or indirectly by dragging the mouse.

SEE ALSO Clipboard, Copying Text, Moving Text, Paste Options button

Paste Options button

When you copy or copy and then paste a selection in Outlook, Out-

look displays a Paste Options button. You can click this button to

display a list of options Outlook will use for adjusting how it will paste

the selection:

 The Keep Source Formatting option tells Outlook to use the same for-
matting for the pasted selected as the cut or copied selection used.

» The Match Destination Formatting option tells Outlook to format the
pasted selection so it matches the area where it's pasted.

 The Keep Text Only option tells Outlook not to format the pasted se-
lection, but simply paste the text.

» The Apply Style or Formatting option opens the task pane and dis-
plays a list of styles you can use to format the pasted text.

SEE ALSO Clipboard, Copying Text
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Pathname

A pathname describes a file’s location on your computer or network.
Typically, a pathname includes three pieces of information: the disk
or network drive letter, folder and subfolder information, and the file
name and extension. For example, in the pathname shown below:

f:\atoz\word\wordatoz.doc

The first portion of this pathname, f:, identifies the drive on which
the folders and their files are stored. The second part of the pathname,
\atoz\word\, names the folder and subfolder where the file is stored.
The atoz part of the pathname identifies the folder, and the word part
of the pathname identifies the subfolder. The wordatoz.doc identifies
the exact file by giving its file name and the file extension.

NOTE The back slashes separate the drive letter, folder and subfolder
names, and the file name.

Personalized Menus and Toolbars

By default, Outlook personalizes your menus and toolbars. Menu
commands and toolbar buttons you're likely to use or that you've re-
cently used appear. Menu commands and toolbar buttons that you're
not likely to use or haven't used in a long time don't appear.

If you don't want to use or want to change the way the Outlook’s
personalized menus and toolbars work, choose the ToolsO Customize
command and click Options tab (see Figure P-4). Then, use the
Options tab to change the way the personalized menus and toolbars
work.
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Customize

Toalbars I Commands

Personalized Menus and Toolbars

¥ show standard and Formatting toolbars on bwo rows
[ always show Full menus
v show Full menus after a short delay

Reset my usage data

Other

[ Large icons
[V List fonk names in their Font
¥ show ScreenTips on toolbars
[ show shorteut keys in ScreenTips

Menu animations: I(System default) vl

o

Figure P-4  The Options tab of the Customize dialog box.

Check the Show Standard And Formatting Toolbars On Two Rows box
to tell Outlook to use two separate toolbars for the Standard and
Formatting toolbars rather than one, personalized toolbar of just
your most recently used tools.

Check the Always Show Full Menus box to tell Outlook to display
full menus rather than personalize menus.

Check the Show Full Menus After A Short Delay check box if you're
using personalized menus but want the full menu to appear if you
hold the menu open for a few seconds.

Click the Reset My Usage Data button to tell Outlook to start over
in its analysis of which commands you've recently or are frequently
using. This analysis is what Outlook uses to determine which com-
mands and toolbar buttons go onto your personalized menus and
toolbars.
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Pictures

You can add pictures to e-mail messages by choosing the
Insertd Picture command. Outlook displays the Picture dialog box (see
Figure P-5). Click the Browse button to display another Picture box
(see Figure P-6). Use the Look In box to select the folder containing
the picture files and then double-click the picture image you want to

insert.

J Picture HE
Picture Source: l— Browse. | L0;8
Alternate Text: I Cancel

Lapout Spacing
Alignment: lm Horizantal I—
Border Thickness: l— Vertical I—

Figure P-5  The first Picture dialog box.

TIP You can use the first Picture dialog box’s boxes to specify how the
image appears in the message.

Picture (2] ]
Lok irn: I@ My Pictures j - E’F Ed~

File name: [5amPLE =l Open |
Files of type: | GIF and JPEG (*.gif, *jpg) =l Caincel /l
o
Figure P-6  The second Picture dialog box.
TIP You can copy and move pictures in the same way that you copy
and move other objects. To delete a picture, click it and press

Delete.

SEE ALSO Copying Text and Objects, Moving Text and Objects

160



Outlook 2002 From A 10 Z

Point

You specify font size in points because points are the standard unit of
measurement in typography. Seventy-two points equal one inch (see
Figure P-7). Twelve points equals one pica.

Figure P-7 An “A” character in 72-points.

POP

POP, an acronym, stands for Post Office Protocol and you often see the
acronym used to refer to the most common type of mail server, the POP
server. With a POP mail server, you retrieve e-mail messages from
the server and store them in your Outlook folders. Outlook works with
POP servers.

SEE ALSO /MAP
Portrait Orientation see Page Orientation

Previewing Printed Items

The Print dialog box, which Outlook displays whenever you choose the
FileO Print command, includes a Preview button. If you click the Pre-
view button, Outlook displays the Print Preview window, which shows
how the printed item or folder item list looks (see Figure P-8).
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% Print Preview HE R
@\ B0 Page Setup... & Print.. | Close k2 |

[June 02, 2001
[ Saturaay

|1 Page

Figure P-8  The Print Preview window showing a page from an ap-
pointment calendar.

The Print Preview window includes a toolbar with several handy tools
for previewing your document:

 Page Up. The Page Up button tells Outlook to display the previ-
ous page in the Print Preview window.

 Page Down. The Page Down button tells Outlook to display the next
page in the Print Preview window.

» Actual Size. The Actual Size button is a toggle switch that lets you
flip between the actual size that Outlook will print and a reduced
size that fits within the Print Preview window.

» One Page. The One Page button tells Outlook to display only one
page at a time inside the Print Preview window.

» Multiple Pages. The Multiple Pages button tells Outlook to dis-
play four pages at a time inside the Print Preview window.

* Page Setup. The Page Setup button displays the Page Setup dialog
box, which you can use to specify which format Outlook should use
for the printed items or list of items, what paper Outlook should
use, and whether headers and footers should be added to the printed
pages, and so on.
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* Print. When you want to print, click the Print button. Or, choose
the FileO Print command.

» Close Preview. The Close Preview button closes the Print Preview
window and returns you to the regular Outlook program window.

 Context Sensitive Help. The Context Sensitive Help button lets
you click some item, such as a button or menu command, and see
relevant information from the Outlook help information file.

Preview Pane

Beneath the Information Viewer, Outlook displays a preview pane. The
Preview pane shows more information about the selected item from
the Information Viewer. For example, if the Information Viewer shows
the e-mail messages in your Inbox, the Preview pane shows some of
the selected message (see Figure P-9).

&l Inbox - Microsoft Outlook [_ &[]
File Edit “iew Favorites Tools Actions Help paste options -
EMew - ¥ | B Reply €8 Reply to Al 68 Forward | =5 Send/Receive | % | Twpeacontactinfind < %

4 > & Inbox,

Dutlack Sharteuts ||| O |% | @ Fram

QOutlook Today

| Subject

Inbox

]

From:  Joseph Philipp [jose To: Stewve MNelsan
Calendar subject: Re: eBlue, Sacra Bl Ce:

g 3
] Steve

Contacts

Sorry | didn't respond sooner, but PG has been having e-mail issues. 11l make
£ =l sure the rep gets this.
My Shortcuts BTW, IPG has a sales conference wrap-up meeting on Monday and everyone Wag_lll
»

4
Other Shortcuts

P Iterms

Figure P-9  How the Information Viewer and Preview pane look
when used to view the Inbox and an e-mail message.

If the Information Viewer shows the contents of the Notes folder, the
Preview pane shows the selected note (see Figure P-10).
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& Notes - Microsoft Outlook | _[&] %]
File Edit “iew Favarites Tools Actions Help paste options -
Celew + S DY X e-Small lcans B List | g Type acortact tofind = | [2) 2

4 > & Notes ., :
Outlook Shortouts ‘

fﬁ ;I Meed tothink.  Remember to

about Sprin call Rick aba

Inbiox

Calendar

C% Remember fo initiate sales contest. Maybe Mark's drawing idea is best...
ontacts

Tasks

A =
My Shortcuts

Other Shortcuts

2 Ttems

Figure P-10 How the Information Viewer and Preview pane look
when used to view the Notes folder and a note.

Printer Setup

Normally, you set up and configure your printer using the Printers tool,
available on the Windows Control Panel. You can also, however,
configure your printer from within Outlook. To do so, choose the
FilepPrint command and click the Properties command button. Out-
look opens the printer’s Properties dialog box (see Figure P-11). You
can use its tabs to make changes to things such as the type of paper
the printer uses, the quality at which the printer prints, and the page
orientation.

When any of these things happens, you may lose some of your recent
work.
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&> HP Laseret 4V/4MV PostScript on WESTPARK Document Pro... I E3

Lapout | Paper/Quality |

Oriertation

&+ Portrait
€ Landscape
" Ruotated Landscape

Advanced
|

Figure P-11 An example printer properties dialog box.

NOTE Different printer’s properties dialog boxes look different.

TIP For information on working with your printer’s properties dia-
log box, refer to the printer’s documentation.

Print Queue

Windows shows a print queue, or line up, of the documents waiting
to print on a printer if you click the Start button, point to the Settings
command, click the Printers command, and then double-click the
printer (see Figure P-12).

&% HP LaserJet 44//4MV PostScript on WESTPARK - Paused

Printer Document “iew Help
| Document Mame | Statuz | Clwrier | FPages | Size | Submitted
Microsoft Outlook - Memo Style Steve 1 16.3 KB 10:14:35 Ak
outhind://34-0000000022005544B. .. Steve 4 167 KB 10:14:50 &6
outhind://34-0000000022005544B. .. Steve 4 261 MB 10:14:51 &k
1 | i
|3 document(s) in queue | 4

Figure P-12 A printer window.
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Depending on your system privileges, you may be able to delete docu-
ments from the printer queue or to move documents backwards or
forwards in the queue. To delete an item waiting to print, right-click
the item and choose Cancel from the shortcut menu. To move an item
forwards or backwards in the queue, right-click the item, choose
Properties from the shortcut menu and adjust the priority.

SEE ALSO Printer Setup

Program Errors

Outlook program errors will occur. When this happens, either Out-
look will stop responding, and hang, or Outlook will abort and stop.

Restarting Outlook

If Outlook aborts, you can restart the program in the same way that
you start Outlook. For example, click the Start button, point to Pro-
grams, and then click on the Microsoft Outlook item.

When the Outlook program stops responding, you may be able to
recover the application. To do this, click the Start button, point to
Programs, Microsoft Office Tools, and then click the Microsoft Office
Application Recovery item. When Windows displays the list of Of-
fice programs, select the Outlook program and click either the Re-
cover Application or Restart Application button.

NOTE If you just want to close the unresponsive program, and lose
recent changes to the files, click the Start button, point to Pro-
grams, Microsoft Office Tools, and click the Microsoft Office
Application Recovery item, and then click End Application.

Recovering Outlook Items

When Outlook restarts or recovers after failing or stalling, review the
items listed in the Document Recovery pane. These are the items that
were open when the Outlook program error occurred. You'll want to
review the recovered items to find which are worth salvaging, and then
save those.
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NOTE In the Document Recovery pane, a item labeled as “‘recovered”
includes more recent changes that the item labeled as ““original.”

To open a recovered item, point to the item in the Document Recovery
pane, click the arrow button next to the items, and click Open.

To save an item, point to the item, click the arrow button next to the
item, and click Save As.

Program Window

The program window is the rectangle in which the Outlook program
displays its information. The Microsoft Outlook title bar, menu bar
and toolbars appear at the top of the program window.

Public Folders

If you work on a network that includes Exchange Server, your net-
work administrator or information technology group may have set up
public folders, which are simply folders to which you and others can
post messages. In essence, public folders and their messages amount
to an alternative to corporate intranets. They let an organization
maintain a central library of documents (or messages).

NOTE Microsoft developed the public folder feature of Outlook and
Exchange Server before the Internet and corporate intranet be-
came popular.

Public folders work very similarly as message folders do. And you create
and view messages in a public in almost the same way as you create
and read e-mail messages in, for example, your Inbox folder. If you have
additional questions about working with a public folder, consult your
Exchange Server administrator.
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Read Receipts

Outlook lets you request read receipts that show a recipient has ac-
tually opened a message. To tell Outlook that it should request a read
receipt for a particular message—the receipt is a just a message that
the recipient’s copy of Outlook sends back to you—click the Options
button. When Outlook displays the Message Options dialog box,
check the Request A Read Receipt For This Message box (see Fig-

ure R-1).
Message Options (21
Message settings ————  Security
@ Impartance: |Mormal - Change security settings Far this message.
Sensitivity: INnrmaI ‘l Security Settings. .. |
‘oting and Tracking options
@ I Use voting buttans: I j
[~ Request a delivery receipt For this message
¥ Request a read receipt For this message
Delivery options
@ [ Have replies sent to: | Seleck Mames. .. |
[V 5ave sent message to: |Sent Tkems Browse. .. |
I Do not deliver before: INUI‘IE j |12:DD AM j
] Expires after: INone j |12:DD A j
Attachment Farmat: Default Vl
Encoding: Inutn-SeIect j
Contacts... | I
Cateqgories... | I

Figure R-1  The Message Options dialog box.

SEE ALSO Delivery Receipt

Recycle Bin

When you delete a file stored on one of your computer’s local disk
drives—say a Word document or Excel workbook—W indows doesn't
immediately erase the file from the disk. Instead, Windows moves the
file to the Recycle Bin folder. Eventually, Windows removes the
“deleted” file from the Recycle Bin (to make room for other, newly
“deleted” files) but until that time you can recover the file by open-
ing the Recycle Bin folder, selecting the workbook, and choosing the
FileO Restore command.
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Deleted Outlook items, however, don't get moved to the Recycle bin,
so you can't undelete Outlook items using the Recycle Bin. Deleted
Outlook items get moved to the Deleted Items folder.

SEE ALSO Deleted Items Folder
Redo see Undoing Mistakes
Resizing Text see Fonts
Resizing Windows see Sizing Windows

Scrolling

You have several methods for scrolling through a list of Outlook items:
messages, contacts, appointments, and so on:

* You can click the arrows at either end of the scroll bar to scroll in
the direction of the arrow.

* You can drag the scrollbar marker in the direction you want to scroll.

You can click above or below the scroll bar marker to move the

marker in the direction you click.

* You can use the up and down arrow keys to move one item in the
direction of arrow.

* You can use the Page Up and Page Down keys to move one screen
up or down.

Send/Receive Groups

You can group e-mail accounts into send/receive groups. You can then
use these send/receive groups to send messages for groups of e-mail
accounts and to retrieve messages for groups of e-mail accounts.

Setting Up a Send/Receive Group
To create a send/receive group, take the following steps:

1. Choose the ToolsO Send/Receive Settingsd Define Groups com-
mand. Outlook displays the Send/Receive Groups dialog box (see
Figure S-1).
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Send/Receive Groups HE

ﬁ A Send/Receive group contains a collection of Qutlook accounts and
(, * folders, You can specify the tasks that will be performed on the group
% during a sendfreceive, You can alsa specify different aroup options For
when Cutlook is online and offline.

Group Mame Send/Receive when

Remove |
Renams |

Setting For group "Al Accounts"

When Outlook is Online
[+ Include this group in sendfreceive (F2),
[™ Schedule an automatic sendfreceive every Iﬂ rinukes.
™ Perform an automatic sendjreceive when exiting.
when Outlook is OFfline
¥ Include this group in sendfreceive (F2),

[™ Schedule an aukamatic sendfreceive svery I 5 _I::' minutes.

Close

Figure S-1  The Send/Receive Groups dialog box.

2.Click the New button so that Outlook displays the Send/Receive
Group Name dialog box (see Figure S-2). Use the Send/Receive
Group Name box to name the group and then click OK.

Send/Receive Group Hame

'ﬁ'\, Specify the name For this K

send|receive group,
Cancel

4i,

Send/Receive Group Mame:

Figure S-2  The Send/Receive Group Name dialog box.

3. When Outlook displays the Send/Receive Settings dialog box, click
the e-mail account icons you want to add to the new send/receive
group (see Figure S-3).
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Send/Receive Settings - New Send/Receive Group #1

I Include accourt in this sendjreceive group Account Properties. .. |

Check folders ba include in sendfreceive

E@ Personal Folders I | Serid il items
e I

Accounts

¥ Receive mail items

v rediechp. ..

€ Downlaad item description oy

% Download complete item ncluding attachments

I | Dowinload only item deseription Far items larger than I 50 _I; KE

|

Figure S-3  The Send/Receive Settings dialog box.

4. To identify which folders to check for new messages, check the box
in front of the folder name in the Check Folders To Include In Send/
Receive list box.

5. Describe how Outlook should treat message items in the Group:

* Mark the Send Mail Items and Receive Mail Items to send and
receive message items for the account.

e Use the Download Item Description Only and Download
Complete Item Including Attachments buttons to specify how much
message information from a received message should be retrieved.

e If you select the Download Complete Item Including
Attachments button, use the Download Only Item Description
For Items Larger Than [X] KB to set a limit on the size of
attachments you want to retrieve.

Send/Receive Progress Window

When you send or receive messages, Outlook displays the Send/
Receive Progress window. It tells you for which e-mail account
Outlook is sending or receiving messages, how many messages Out-
look is retrieving from the e-mail account, and shows a progress bar
that gives you a visual measurement of the progress.
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TIP To stop Outlook from receiving or sending e-mail on an e-mail
account, click the Cancel button. To stop Outlook from receiv-
ing or sending e-mail until the next time you click the Send/
Receive button or choose one of the Tools(] Send/Receive but-
tons, click the Cancel All button.

Sent Items Folder

The Sent Items folder stores messages you've sent to others (see Figure
S-4). If your Sent Item folder stores messages you no longer want to
save, you can delete the messages by right-clicking them and choos-
ing Delete from the shortcut menu. When you delete a message in the
Sent Items folder, Outlook moves the message to the Deleted Items

folder.
& Sent Items - Microsoft Outlook [ (7]
File Edit Yiew Favarites Tools Actions Help paste oplions -

E Mew = | ¥ | B9 Reply £ Reply to All 68 Forward | 2 Send/Receive | % | Twpe acontacttofind = 2

> ¥ Sent Items | Address
Dutlock Shortcuts || Falder List x|[{|O7|@]Te [Subject |Sert |siz= [ =]
LI E"@ Outlook Today - | 'lose... RE: eBlue, Sacra Blue MNews-Magazine ©... TueS... 8.
% % Calendar ] 'Susa... RE: 2001 BEA TueS... 3KB
Contacts ] ‘spon... RE: Amazon.com Sponsored Results Pro... TueS... SKB
Contacts Deleted Ite, = 'Claud... RE: Howdy.. a compliment and a referral  TueS... 1.
I Drafts =y @ 'David... missing contracts TueS... 1.
Irbox =] ‘flanig... Office ¥P and Windows 5P Tue5... 4KB
Journal
Tasks Motes
Outbox (1]
Sent ltems
Motes
Deleted Items [3)
My Shortcuts
Other Shortcuts || 4| | _;I LI
6 Items

Figure S-4  The Sent Items folder stores messages you've sent and
not yet deleted.

SEE ALSO E-Mail
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Shortcut Menus

Recent Microsoft programs, including Microsoft Outlook, make use
of shortcut menus. A shortcut menu lists all of the common commands
for working on a particular object or item. To display a shortcut menu,
right-click the object or item.

Sizing Text see Fonts

Sizing Windows

You can size and resize the Outlook program window by clicking the
Minimize, Maximize, and Restore buttons. These buttons appear in
the upper right corner of the Outlook program window.

SEE ALSO Active Document Window, Application Window, Control Menu
Smiley see Emoticon
SMTP

The acronym SMTP stands for Simple Mail Transfer Protocol. Your
incoming mail server, probably, uses SMTP. So you may see the ac-
ronym on dialog boxes within Outlook, but you don't need to know
anything about SMTP.

SEE ALSO E-Mail Accounts

Speech Recognition

Outlook 2002 works with Office XP’s speech recognition tool. This
new tool requires some setup time and learning, but for many people,
the effort pays off. Speech recognition can be a huge timesaver.

TIP Speech Recognition requires a good quality headset microphone,
at least a 400MHz computer and at least 128MB of memory.

Setting Up Speech Recognition
To set up Speech Recognition, you need to configure your microphone
and then train Speech Recognition to recognize your particular voice.
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To do this, click Start, point to Settings and choose Control Panel.
Then, double-click the Speech tool and click the New button, which
appears on the Speech Properties dialog box. Windows first prompts
you for your name. Windows next displays the Microphone Wizard
dialog box (see Figure S-5).

Microphone Wizard - Welcome B3

Welcome ko the Microphaone Wizard!

This wizard helps you test your microphone for use with
speech recognition.

Before wou beqgin, make sure that your micraphone and
speakers are properly connected ko vour computer, Refer
to your microphone and speaker instructions For more
information.

If wou are using a headset microphone, adjust the:
headset microphone as shown. Position the microphone
so that it is about an inch from the side of vour mouth
and so that vou are not breathing directly inko ik,

To continue, click Mext.

< Back I Next > I Cancel

Figure S-5  The Microphone Wizard dialog box.

Put the headset on and position the microphone so that it's about an
inch from your mouth. Then, click Next. Windows will instruct you
to read some text to adjust the microphone volume and then, when
that’s done, Windows instructs you to read a simple sentence, “This
papaya tastes perfect.” Windows then plays a recording of you saying
“This papaya tastes perfect.” If the recording sounds okay, you're done
and click Finish. If the recording sounds funny or garbled, move the
microphone away from or closer to your mouth, and then try again.

When you finish configuring the microphone Speech Recognition
starts voice training and displays the first Voice Training dialog box
(see Figure S-6).
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Voice Training

‘Welcome to the Microsoft Speech Recognition Training
Wizard!

| The Microsoft Speech Recognition Engine needs to
| collect some samples of your woice so that it can adjust
to wour speaking style,

This wizard will lead vou through the training process,
This will take a Few minutes,

< Back I et > I Cancel

Figure S-6  The Voice Training dialog box.

To train the speech recognition tool to recognize your speech, you first
answer questions about your age and sex. Then, you read a short
description of speech recognition technology. As you read the short
description, Speech Recognition highlights words as you say them and
as it recognizes them. Make sure that Speech Recognition does this.
If Speech Recognition doesn't recognize a word, try speaking more
slowly and clearly. If you can't get Speech Recognition to understand
your pronunciation of a word, click the Skip Word button.

NOTE The reading you do to train Speech Recognition is very short. You
can finish it in about five minutes. However, if you need to take
a break, click the Pause button.

Using Speech Recognition

Once you configure your microphone and train speech recognition to
understand your voice, you can begin to dictate. Click the Microphone
button and then the Dictation button, which appear on the Language
Bar. Then, begin speaking in a normal voice. As you talk, Speech
Recognition interprets your words and enters them into the window
at the insertion point.
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NOTE If you click the Microphone button on the Language bar and
haven’t yet configured the microphone, Windows walks you
though the steps for both configuring the microphone and train-
ing Speech Recognition to understand your voice. In this case,
you don’t need to use the Control Panel’s Speech tool to get to
the Speech Properties dialog box.

To begin a new ling, say the word “Enter.” To begin a new paragraph,
say the word “Enter” twice.

NOTE When you say a number, Speech Recognition spells out numbers
less than twenty. For example, say “five” and Speech Recogni-
tion interprets this as the word “five,” but say “twenty-five” and
Speech Recognition interprets this as the numeral “25.”” Speech
Recognition will recognize fractions. For example, if you say “one-
half,”” Speech Recognition interprets this as %.

If Speech Recognition doesn't understand, click the Correction but-
ton and see if another interpretation of what you said is listed. If it is,
select the alternative interpretation by clicking it.

Or, you can select the incorrect text and then begin speaking again.
If speech recognition understands, it replaces the incorrect selected
text with the new corrected text.

When you finish dictating, click the Microphone button again.

Punctuating Your Speech

Most of the words you say will be recognized as input as words. In
the case of characters used for punctuation, however, Outlook assumes
you mean punctuation. The table below shows punctuation symbols
and lists the words you can use to enter them:

SYMBOL WORD
Period or Dot

, Comma

Colon

; Semi-colon

? Question mark

! Exclamation point

& Ampersand
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SYMBOL WORD

*

Asterisk

At sign

Backslash

\/@

Slash

Vertical bar

- Hyphen or Dash

— Double dash

= Equals

+ Plus or Plus sign

# Pound sign

% Percent sign

$ Dollar sign

_ Underscore

~ Tilde
Ellipsis

> Greater than

< Less than

n Caret

[ Bracket or Left bracket or Open bracket

] End bracket or Right bracket or Close
bracket

{ Open brace or Curly brace or Left brace

} Close brace or End curly brace or Right
brace

( Open parenthesis or Left paren

) Close parenthesis or Right paren

Quote or Open quote or Close Quote

' Single quote or Open single quote or Close
single quote
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Using Voice Command

To use speech recognition for voice commands, click the Microphone
button and then click the Voice Command button. Then, choose
commands and select dialog box options by speaking. For example, to
print the open message, say, “File Print OK.”

Customizing Speech Recognition

The Language bar’s Speech Tools button displays a menu of com-
mands you can use to customize the way that Speech Recognition
works.

 To reconfigure your microphone or create a new speech profile,
click the Options command. Outlook displays the Speech Proper-
ties dialog box—the same one you may have worked with to origi-
nally configure the microphone and train.

* To turn off the speech messages that Speech Recognition displays
on the Language bar—messages that might say you're speaking too
soft, too loud, or too quickly—choose the Show Speech Messages
command. The Show Speech Messages command is a toggle
switch. When speech messages show, a check mark shows in front
in the command name.

« To further train Speech Recognition so it will do a better job at rec-
ognizing your words, choose the Training command. When Out-
look displays the Voice Training dialog box, select one of the
training sessions and then perform the reading. The more you train,
the better Speech Recognition works.

 To add or delete words in the speech dictionary, choose the Add/
Delete Words command. Outlook displays the Add/Delete Words
dialog box. To delete a word, scroll through the list of words, click
the word, and then click the Delete button. To add a word, enter
the word into the Word box, click the Record Pronunciation but-
ton, and then say the word. To record your pronunciation of a word
that Speech Recognition commonly misinterprets, select the word
in the list, click the Record Pronunciation button, and then say the
word.
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« To select another user’s speech profile, click the Current User button
and select another speaker profile from the list.

SEE ALSO Handwriting Recognition

Spelling

Use the Toolsd Spelling command to check spelling in your items.
When you choose the command, Outlook displays the Spelling dia-
log box (see Figure S-7). Outlook identifies misspelled word in the
Not In Dictionary text box. In the Change To text box, Outlook sug-
gests solutions. To make a suggested fix, double-click it. To ignore the
error, click the Ignore button. To add the word to a custom dictionary
because it is correctly spelled and you will use it again, click the Add
button.

Spelling HE

Mot in Dictionaty: IRecieve

Change to:

Suggestions:

Ignote I Ignore All |

Change

Change &l |

SUggest |

LI &dd

Options. .. | Lnda Last I Cancel

Relieve |

Figure S-7  The Spelling dialog box.

The Options button in the Spelling box displays the Spelling tab of
the Options dialog box (see Figure S-8).
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Options

Spelling |

General options
ab v always suggest replacements for misspelled words
J [~ always check speling before sending

™ Ignore words in UPPERCASE
[ Ignore wards with numbers
[v Ignore origingl message text in reply or forward

[V Use dutoCorrect when Word isn't the e-mail editor,

AutoCorrect Cptions. ..

Edit custom dictionary

Add, change, or remove waords From wour cuskom dickionary,

Edit. .. |
Inkernational dictionaries

% Choose which dictionary to use when checking your spelling.

Language: IEninsh (5. j

oK I Cancel | Apply |

Figure S-8  The Spelling tab of the Options dialog box.

* Check the Always Suggest Replacements For Misspelled Words box to
tell Outlook to suggest correct spelling as part of the spell checking.

» Check the Always Check Spelling Before Sending box to tell
Outlook to automatically check spelling in messages you send.

» Check the Ignore Words In UPPERCASE box to tell Outlook it
should ignore words that use all uppercase letters (presumably because
these are acronyms or abbreviations that won't be in the dictionary).

* Check the Ignore Words With Numbers to tell Outlook that it
should ignore words that combine letters and numbers (presum-
ably because you're using things like product names or serial num-
bers that won't be in the dictionary).

* Check the Ignore Original Message Text In Reply Or Forward box to tell
Outlook it should ignore original message text when it checks spelling.

» Check the Use AutoCorrect When Word Isn't The E-mail Editor
box to tell Outlook to automatically correct spelling errors even if
Word isn't your text editor.
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* Select the dictionary that Outlook should use as a reference of
correct spellings from the Language box.

TIP When the Spelling tab of the Options dialog is displayed, you can
click the AutoCorrect Options button to display a dialog box that
lets you specify now Outlook’s automatic correction of spelling
errors and typing errors works.

SEE ALSO Dictionary

Starting Outlook

To start Outlook, click the Start button, choose Programs, and then
choose Microsoft Outlook.

SEE ALSO Program Errors, Stopping Outlook

Stationery

Outlook lets you use HTML-based stationery for your e-mail mes-
sages (see Figure S-9).

® Safari Plans - Message (HTML)
- File Edit “iew Inset Format Tools Actions Help Type a question forhelp |+

- =15end | Accounts ~ | =] §'| & ) | s Options... &5 # © MNomal -l B ‘ i= »

To... ISteve Melson
|

Subject: ISafari Plans

Figure S-9  How a message that uses stationery looks.
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Using Stationery

To use stationery for your e-mail messages, follow these steps:

1. Choose the Tools[J Options command and click the Mail Format
tab.

2.Click the Stationery Picker button so that Outlook displays the
Stationary Picker dialog box (see Figure S-10).

Stationery Picker EE

Skationery
@ Clear Day ;I Edit. ..
@ Currency J

[#]FESTA
[#]sLacter

[@] 1y
Elinge o

Remove

It

Mew...

Presview:

et More Stationery | ok I Cancel

Figure S-10 The Stationery Picker dialog box.

3. Use the Stationery list box to select the stationary you want. The
Preview box shows how the selected stationery looks.

TIP If you know how the different stationeries look, you can select
a stationery from the Use This Stationery By Default box. The Use
This Stationery By Default box appears on the Mail Format tab
of the Options dialog box.

Creating New Stationery
To create new stationery, follow these steps:

1. Choose the Tools[d Options command and click the Mail Format
tab.
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2.Click the Stationery Picker button so that Outlook displays the
Stationary Picker dialog box (see Figure S-10).

3.Click the New button so that Outlook displays the Create New
Stationery dialog box (see Figure S-11).

Create New Stationery EHE
@ 1. Enter a name For your new stationery!
I

2, Choose how ko create your stationery:
(" Start with a blank stationery

™ Use this existing stationery as a template:

[BLank =l

= Use this file a5 a kemplate:

Erowse. .. |
Mext = I Cancel |

Figure S-11 The Create New Stationery dialog box.

4. Use the Enter A Name For Your New Stationery box to give the new
stationery a name.

5. Use the Choose How To Create Your Stationery option buttons to
indicate whether the new stationery should be based on an exist-
ing stationary or HTML file.

6. Click the Next button so that Outlook displays the Edit Stationery
dialog box (see Figure S-12).
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Edit Stationery - [newsletter] K

—Message font
Choose the Font and style wou would like to use to compose
messages with this stationery:
|1 O pt. Arial Change font. .. |

—Background
m Stationery can have either a background picture or a solid

background calor. Select the background For this stationery:

" Picture: I 7| | Erowse.. |
= Colar: I j

' Do not include a background in this stationery

Prewview:

Figure S-12 The Edit Stationary dialog box.

7.Use the Edit Stationery dialog box’s boxes and buttons to pick a
default font for the stationery and a background picture or color.

Editing Stationery

To edit existing stationery, follow these steps:

1. Choose the Tools[J Options command and click the Mail Format
tab.

2.Click the Stationery Picker button so that Outlook displays the
Stationary Picker dialog box (see Figure S-10).

3. Click the Stationery you want to edit and then click the Edit but-
ton so that Outlook displays the Edit Stationery dialog box (see
Figure S-12).

4. Use the Edit Stationery dialog box’s boxes and buttons to pick a
default font for the stationery and a background picture or color.

Deleting Stationery

To delete an existing stationery, follow these steps:

1. Choose the ToolsJ Options command and click the Mail Format tab.

2.Click the Stationery Picker button so that Outlook displays the
Stationery Picker dialog box (see Figure S-10).
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3. Click the Stationery you want to delete and then click the Remove
button.

SEE ALSO Message and Stationery Fonts

Status Bar

At the bottom of the program window, Outlook displays a status bar
(see Figure S-13). The status bar displays information about the open
item folder (such as the number of e-mail messages or notes in the
folder). The status bar also supplies information about Outlook’s
background activities—such as when Outlook is receiving or send-
ing messages.

& Tasks - Microsoft Outlook [—[=]X]

File  Edit Yiew Favortes Tools Actions Help paste options -

Yl lew -~ &[5 ¥ | BoFind %y Type acontacttofind = | [2)
4 = % Tasks.

Dutlook Sharteuts || O |0 Subject |Due Date =]

Click here to add a new Task
o af L |
: ‘E [1|Finish Outlook book: Mone
Contacts 1| payrall Far Tam More
) []| Crder materials For tradeshow Mone
[]| Proof PowerPoint manuscript Mone
1| Call Rick. More
Tazks
Motes
Dieleted Items [3]
by Shartouts
Other Shortcuts j

5 Iterms

Figure S-13  The Status bar reporting the number of items in the
Tasks folder.

Stopping Outlook

To stop the Outlook program, choose the File[] Exit command or click
the Outlook program window’s Close box. The Close box is the small
square marked with an “X” in the upper right corner of the program
window.
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SEE ALSO Starting Outlook

Synchronize

If you use offline folders to store Outlook items—offline folders are
copies of the real outlook folders located on a server—you need to
periodically update, or synchronize, your offline folders by choosing
the Tools[0 Send And Receive All command.

Taskbar

The Windows taskbar displays the Start button, which you can use
to display the menus you'll use to start Outlook (see Figure T-1). The
taskbar also displays buttons for the open Outlook items. You can
switch between open items by clicking the buttons on the task bar.

& Inbox - Microsoft Outlook ME R

File Edit Yiew Favorites Tools Actions Help paste optiors -

3

I New ~ | ¥ | ©oReply €% Reply to All %% Forward | = Send/Receive | % | Tyee acortactnfind = 2
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Dutlook Shartcuts |Suhjact |Received |Siza
f& ;I : =] Susan Se... Pwe 2001 BEA Wed 5/16/... 4KEB

T

Inbox

Calendar
-]

% Frome:  Joseph Phillipp [jose To: Skeve Nelson
Subject: Re: eBlue, Sacra Bl Cc:

Contacts —
Steve :I

Tasks = Sorry | didn't respond sooner, but IPG has been having e-mail issues. 11l make
fy Shartcuts EL.IIE: .th.E..r-eP gets th!s. . .. . , . hd
4| | »
Other Shortcuts
2 1t2ms
iﬁStarll | = & | g@Fulsh... ”Inhox v BARE eEI.._l |?\) G B BE 11:27 P

Figure T-1  The Taskbar shows the Start button and buttons for any
open Outlook items.

NOTE In Figure T-1, the task bar also shows a button for the FullShot

program which is the program used to shoot the picture of the
Window.
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TaskPad

If you display the Day or Week view of the Calendar folder, Outlook
displays the TaskPad (see Figure T-2). The TaskPad lists the tasks on
your to-do list.

& Calendar - Microsoft Outlook
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“iew Favorites Tools  Actions  Help paste options -

ColMew - | & ¥ 27 Today £ Schedules.. | %y Type acantactta find =/ | [Z) z
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J SMTWTF S SMTWTF S
G 2 28293031 1 2 3 1 234567
] g 45678 910 8 91011 12 13 14
(e 111213 14 16 17 15 16 17 18 19 20 21
900 18 19 20 21 22 23 24 222324252627 28
- 25 26 27 28 29 30 31 2030 1 2 3 4 &5
6 7 8 9101112
10
Calendar [ || TaskPad B
£ o0 Click here to add a new Task
) 11™ |
= [1|Finish Outlook book,
Contacts 123 1| payrall Far Tam
o [ Order materials for tradeshow
1 o0 [ |Proof PowerPoint manuscript
Tasks ]| Call Rick
oo
y Shartcuts 3 oo
Other Shortcuts u = |
o Iterms
Figure T-2 ~ The TaskPad appears in the Day and Week views of the

Calendar folder.

SEE ALSO Tasks

Tasks

Outlook’s Tasks’ folder keeps a to-do list of tasks (see Figure T-3).
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Figure T-3  The Tasks folder.

Viewing Tasks

You can view the Tasks folder by clicking the Tasks icon on the
Outlook bar.

You can also use the TaskPad, which appears when you use the Day
or Week views of the Calendar folder, to see your tasks. To view the
Calendar folder, click the Calendar icon on the Outlook bar. (If the
Calendar folder doesn't show the TaskPad, choose the View(] Day,
Viewd Work Week, or View[] Week commands.)

Adding Tasks Items with Brief
Descriptions

You can easily add task items with brief descriptions in either of two
ways: directly into the Tasks folder or directly into the TaskPad.

To add a task to the Tasks folder, click the box labeled Click Here To
Add A New Task and then type a brief description of the task (see
Figure T-4). Optionally, use the Due Date box to specify a due date
or deadlines for the task. You can enter the due date using a recog-
nizable date format or by clicking the Due Date box’s arrow button
and then clicking on a date in the pop-up calendar.
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Figure T-4  The Tasks folder.

To add a task to the TaskPad, you follow essentially the same steps.
Click the box labeled Click Here To Add A New Task and then type
a brief description of the task (see Figure T-5).

& Calendar - Microsoft Outlook HEEE

~ File Edit ‘“iew Favorites Tools Actions Help paste options <
CalNew v | & ¥ BT Today 7 Schedules .. | ¥
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1 2345467
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Figure T-5  The TaskPad.
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NOTE The TaskPad doesn’t provide space for you to record a due date.

Adding Task Items with Detailed
Descriptions

To add a task and provide a detailed description of the task, follow
these steps:

1. Display the Tasks folder and click the New button. Outlook displays
the Task dialog box. Use its buttons and boxes to describe the task
(see Figure T-6).

Untitled - Task HEE
Eile Edit iew Inset Format Tools  Actions Help Type & question forhelp |+

&l Save and Close | 4 B2 ] | <3 Recurence.. | gzlAssignTask |24 B [ %X & - % - | 3]

Task I Details I

Subject: I
E Due date: INune j @ Status; INot Started j
~ Sharf date: INDne j Printity: INnrmaI | = Complete: IU% ﬁ
.ZB’- 'l Reminder: INone j INone j ﬁl Curet ! ISteve Telson
E
[~
Contacks... | I Categories...l I Private ]

Figure T-6  The Task dialog box.

2. Use the Subject box to describe the task.

3. Use the Due Date box to specify by when the task must be completed.
4. Use the Start Date box to indicate when work on the task can start.
5. Use the Status box to indicate whether work on the task has started.

6. Use the Priority box to select a priority for the task: Low, Normal,
or High.

7. Use the % Complete box to specify what percentage of the task is
complete.
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8. To tell Outlook that it should remind you about the task, check the
Reminder box and then enter a date and time into the Reminder
boxes.

9. Optionally, use the area at the bottom of the Task dialog box to
record any comments or additional information about the task.

10. To collect and record detailed information about how much wo
rk has actually occurred on a task, click the Details tab (see Fig-
ure T-7). Then use the Details tab’s boxes to describe the estimated
total work required for the task (using the Total Work box), the
work performed (using the Actual Work box), and other bits of
related information such as the companies for whom the work was
performed (using the Companies box), the mileage (using the Mile-
age box), and any other billing information (using the Billing In-
formation box).

Untitled - Task Hi[=]E3

File Edit “iew Inset Format Tools Actions Help

& Save and Close | % & (] | 4> Recurrence... | =

Task I Details I
Date completed: I j
" Tatal vk W Milzage: I—
Actual work: W Billing inforrnation: I—
Companies: I

Update list: I

Create Unassigned Copy |

Figure T-7  The Details tab of the Task window.
11. To save a detailed task description, click the Save And Close button.

Assigning a Task Items

To assign a task item to someone else, follow these steps:

1. Display the Tasks folder by clicking the Tasks icon on the Outlook
Bar.

2.0Open the task item by double-clicking it in the Tasks folder. Out-
look displays the Task dialog box.
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3. Click the Assign Task button. Outlook adds the To box to the Task

dialog box, which lets you e-mail the task to a contact listed in the
Contacts folder (see Figure T-8).

Order materials for tradeshow - Task

File Edit Yiew Inset Format Tools Actions Help

=Send | Accounts- | & Ex R 0 G2 €, | O3 Recurrence.. | X | [2) 7
Task l Details I

|ﬂ This message has not been sent,

Ta... | ISteve Nelson

Subjeck; IOrder materials Far kradeshow

Due date: INone ﬂ @ Status: INotStarted
© Start date: INone j Pricrity: INormaI 'l % Complete:

¥ Keep an updated copy of this task on my task lisk
+

v Send me a status repart when this task is complete

Conktacts. .. I I Categories...l I

Figure T-8  The Task dialog box that lets you e-mail task information
to someone else.

4. Enter the name of the person to whom you want to assign the task
in the To box. Or, click the To button and select the person from
the Select Task Recipient dialog box (see Figure T-9).

Select Task Recipient
Show Mames from the: IContacts j
Type Mame or Seleck from Lists

I ame To -z | [Steve MNelson ;I

Margak
WATERS

o -

Mew, .. | Properties | Find. .. | Send Options...l

oK | Cancel | Help |

Figure T-9  The Select Task Recipient box.
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5. Use the Keep An Updated Copy Of This Task On My Task List box
to indicate whether you want to keep a record of the task on your
to-do list. If you do, check the box. If you don't, leave or uncheck
the box.

6. Use the Send Me A Status Report When This Task Is Complete
box to indicate that you want to get a status report when the per-
son who is assigned the task marks the task as complete. If you want
the status report, check the box. If you don’t, leave the box un-
checked.

TIP You can use the Tools[] Spelling command to checking the spell-
ing of the task information before you send it.

7.Click Send to send the task request.

Accepting a Task Assignment

To accept a task assignment which someone else e-mails to you, open
the assignment e-mail message and click the Accept button (see Figure
T-10). Or, if you can't accept the assignment, click the Decline but-
ton.

@ Inbox - Microsoft Outlook mE R
File Edit Yiew Favorites Tools Actions Help paste options -
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S
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ay LI Status: Motk Starked Priority: Mormal % Complete: 0%
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Other Shartcute I ﬁ

|1 Item, 1 Unread

Figure T-10 How a task assignment message looks.
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Editing Task Items

To edit an existing task item’s description, display either the Tasks
folder or the TaskPad, click the task with the description you want to
edit, and then type the new task description.

To edit other task information, display the Tasks folder, double-click
the task to display the Task dialog box, and use the boxes and buttons
of the Task and Details tabs to make your changes. Then click the Save
And Close button.

NOTE You can’t edit tasks that you’ve assigned to others.

Marking a Task Complete

To mark a task as complete in the TaskPad or Tasks folder, check the
box in front of the task name. Outlook draws a line through the task
description to show that the task is complete (see Figure T-11).
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Figure T-11  The Tasks list with one completed task “crossed-out.”
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To mark a task as complete using the Task dialog box, open the task
(so that the Task dialog box shows the item) and then enter 100 into
the % Complete box (see Figure T-12). When you click Save And
Close, Outlook draws a line through the task description to show the
task is complete.

Finish Outlook hook - Task M= E3
Eile Edit iew Inset Format Tools Actions Help Type a question for help

& Save and Close | 3 B 0 | <> Recurrence . | f2)Assign Task | £y % | % »

Task I Details I
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:\g I~ Reminder: |None j |N0ne j ﬁl Cner: ISteve Nelson
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|
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Figure T-12 The Task dialog box.

Deleting Task Items
To delete a task item, right-click the item and choose Delete from the
shortcut menu.

Printing Task Items

To print your to-do list of tasks, choose the Filed Print command.
When Outlook displays the Print dialog box, use the Print Style
buttons to select a format for the printed to-do list: Table Style or
Memo Style.

Customizing the Tasks Folder

To customize the way the Tasks folder looks, use the commands
available on the View[ Current View submenu (see Figure T-13).
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Figure T-13 The View[ Current View submenu.

SEE ALSO Tasks

Toolbars

Outlook provides four different toolbars. Each supplies a set of
clickable buttons and boxes you can use to easily choose commands
and use Outlook features. The standard toolbar, for example, includes
buttons for printing, spelling, and undoing.

Identifying Toolbar Tools

To identify a toolbar button or box, point to the tool. Outlook displays
a pop-up box, called a ScreenTip, with the tool’s name.

Displaying and Removing Toolbars

Typically, Outlook displays a toolbar when you're working with items
that toolbar supplies tools for. For example, if working with the message
window, Outlook displays the Mail Message window’s toolbar near
the top of the window.

You can also control when the Standard and Formatting toolbar is
displayed. Simply choose the View Toolbars command and then
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select the toolbar you want. The commands listed on the Toolbars
submenu are toggle switches. Outlook places a checkmark in front of
those toolbars that are displayed. To remove a toolbar, choose the
View[ Toolbars command and select the displayed toolbar you want
to remove.

NOTE If you turn on Outlook’s personalized menus and toolbars, that
setting also affects how toolbars appear. Refer to the Personal-
ized Menus and Toolbars entry for more information.

Adding Toolbar Tools

To add buttons to a toolbar, follow these steps:
1. Make sure the toolbar is currently visible.

2. Choose the ToolsO Customize command and click the Commands
tab (see Figure T-14).

Customize

Toolbars | Options |

To add a command to a toolbar: select a category and drag the
command out of this dialog box to a toolbar,
Cateqgories: Commands:
Tew » ﬂ
5] Mail Message
3 Appointrment
@J Meeting Request
=] Contact ;I
Selected command:
DEscription | Madify Selection =

o

Figure T-14 The Customize dialog box.

3. Select the command category from the Categories list box that
includes the command you want to add to a toolbar.

4. Scroll through the Commands list box. When you see the command
you want to add to the toolbar, drag it to the toolbar.
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NOTE You can also customize a toolbar by clicking on the arrow but-
ton at the very right end of the toolbar, choosing the Add Or
Remove buttons command, and then the name of the toolbar.
For example, to customize the Formatting toolbar, click the arrow
button and choose Add Or Remove Buttons and then Format-
ting. Outlook displays a complete list of the buttons commonly
placed on the toolbar. To add a button, select it from the list.

Removing Toolbar Tools
To remove a button from a toolbar, follow these steps:
1.Click on the arrow button at the very right end of the toolbar.

2.Choose the Add Or Remove buttons command, and then the name
of the toolbar. For example, to customize the Formatting toolbar,
click the arrow button and choose Add Or Remove Buttons and
then Formatting.

3.When Outlook displays a complete list of the buttons commonly
placed on the toolbar, select the button you want to remove. Note
that Outlook identifies which buttons are already on the toolbar by
marking them with a checkmark (see Figure T-15).
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Figure T-15 The menu used to remove toolbar buttons from the For-
matting toolbar.
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SEE ALSO Personalized Menus and Toolbars

Troubleshooting

You can suffer from two types of trouble when you work with Out-
look.

The first type of trouble amounts to operational trouble working with
the program—often because you're still learning how to use Outlook.
When you experience this type of trouble—and assuming you can't get
your answer from this book—use the Office Assistant to ask a ques-
tion. If you don't get the answer from the first set up of help topics that
the Office Assistant suggests, try rephrasing your question using dif-
ferent words.

The second type of trouble stems from software problems with the
Outlook program itself or perhaps one of the other programs running
on your computer. Surprisingly, you often can solve software problems,
too, if you visit Microsoft's Knowledge Base web site. The Microsoft
Knowledge Base web site provides troubleshooting information about
solving all sorts of software problems and bugs working with Outlook.

To use the Microsoft Knowledge Base Web site, open your web
browser and entry the following URL into the Address box:

http://search.support.microsoft.com/kb/c.asp

When your Web browser opens the Knowledge Base search form, Se-
lect Microsoft Outlook from the My Search Is About box, type your
question into the My Question Is box, and press Enter (see Figure T-16).
The search results page that the Knowledge Base server displays will
display a list of Knowledge Base articles that provide troubleshooting
information that seems to be related the problem you describe.
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Figure T-16 The Knowledge Base search form.
TIP Keep in mind the fact that Outlook is sometimes only part of the

system you’re using. When you send and receive e-mail messages,
for example, the Outlook program works with mail servers to send
and receive e-mail messages. If you do have trouble sending or
receiving e-mail messages, the problem may be Outlook—or it
may be the server.

TIP You can also sometimes ask your network administrator or your
Internet Service Provider for help if you’re having trouble send-
ing or receiving e-mail.

Undeleting Items see Deleted Items Folder

Underlining

To underline the selected text in a rich text or HT ML message, click
the Underline button on the Formatting toolbar.

SEE ALSO Message Format
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Undoing Mistakes

If you make a mistake while using Outlook, you can sometimes choose
use the Editd Undo command to reverse the effects of your last ac-
tions.

URLs

URL is an acronym that stands for Uniform Resource Locator. The
Internet uses URLSs as Internet addresses. A URL typically includes
four components: the protocol, the server, the path, and the file name.
For example, in the URL below, http:// is the protocol,
www.redtechpress.com is the server, /tocs/ is the path, and mbaexcel.pdf
is the file.

http://www.redtechpress.com/tocs/mbaexcel.pdf

NOTE http:// is one of the protocols used to display Web pages.

SEE ALSO File Extensions, File Names, Pathnames

Uuencode

Uuencode is a technique for turning binary files into text so the files
can be sent in e-mail messages. Uuencode is also used in Internet
newsgroups for posting and retrieving files.

By default, Outlook sends files using another technique, the MIME
protocol. You can, however, tell Outlook to use Uuencode for send-
ing file attachments. Choose the ToolsO Options command, click the
Mail Format tab, and click the Internet Format button. When Out-
look displays the Internet Format dialog box, check the Encode At-
tachments In Unencode Format When Sending A Plain Text Message
box.

NOTE Outlook and Outlook Express, the newsgroup reader that comes
with Outlook, automatically read Uuencode attachments.

SEE ALSO MIME
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VCard

A vCard is an electronic business card. Because vCards use a standard
file format, you can use vCards to share contact item information.

SEE ALSO Contacts

Visual Basic

Microsoft builds a programming language, called Visual Basic for
Applications into the Outlook program. For most users, this program-
mability isn't really relevant—except that you should know that it exists.
E-mail viruses rely on Visual Basic for Applications to do their dam-
age.

SEE ALSO E-Mail Viruses

Voting Buttons

To add voting buttons to a message so that your recipient can easily
respond “yes” or “no,” click the Options button available on the mes-
sage window so that Outlook displays the Message Options dialog box
(see Figure V-1). Then, check the Use Voting Buttons box and select
the voting button style from the Use Voting Buttons list box.

Message Options HE
Message settings Security
- Impartance: |Mormal - % Change security settings for this message.
Sensitivity: |hormal 2 Security Sethings. ..
Yaoting and Tracking options
[ Use woting buttons: I j
™ Request a delivery receipt For this message
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Delivery options
@ ™ Have replies sent kot I Select Names. .. |
[V Save sent message to: ISent Items Browse. .. I
[~ Do not deliver hefore: INnne j |12:DD A j
] Expires after: |None d |12:DD ar j
Attachment: format: IDeFauIt hd
Encoding: IF\uto-SeIect j
Contacts... |
Categories,.. |

Figure V-1  The Message Options dialog box.
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