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6. Click a name to select it; then click one of the three boxes at the
bottom of the screen.

You can choose either Required or Optional, depending on how crucial
that person’s attendance is to the meeting. When you click Required,
the name of the person you chose appears as a link in the Find Names
dialog box.

The third choice, Resource, is where you request something you may
need for the meeting, such as a conference room or a projector. Some
organizations don’t set up this option, but the resource box appears
anyway.

7. Repeat Steps 5 and 6 until you’ve chosen everyone you want to add to
the meeting.

The names you select appear as underlined text on the appointment form.

8. Click the Close button in the Find Names dialog box.

At this point, you can click the Send button to send off your invitation,
but you might want to check everyone’s availability first. No use inviting
people to a meeting they can’t attend.

9. Click the Availability tab.

The Availability page appears, showing a diagram of everyone’s sched-
ule. If you’ve picked a time that doesn’t fit all attendees’ schedules, use
the Start Time and End Time boxes at the bottom of the screen to pick
workable times.

10. Click Send.

Your meeting request goes to the people you’ve invited.

Although the regular version of Outlook offers slicker planning tools than you’ll
find in Outlook Web Access, the Web version is a big help when you need a
quick-and-dirty way to plan a meeting while you’re away from the office.

Respond to a meeting request
If you travel a lot, you may need to check in frequently to see whether other
people in your organization have summoned you to attend meetings when
you return. Outlook Web Access enables other people to send you a special
e-mail that invites you to a meeting. You can then accept that request to be
automatically included in the meeting. To respond to a meeting request,
follow these steps:
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1. Click the Inbox icon in the Navigation Bar.

Your list of messages appears.

2. Click the message that includes a meeting request.

The message you click opens, displaying a special toolbar with buttons
labeled Accept, Tentative, and Decline; see Figure 17-11. Meeting
requests appear in your Inbox (as with any other e-mail message), but
the icon in front of a meeting request looks different from the icon in
front of other messages. (Normal e-mail messages have an icon that
looks like a tiny envelope; the meeting request icon is an envelope with
two faces in front of it.)

3. Click one of the buttons in the toolbar; then click Send.

Your response is sent to the meeting organizer.

When you accept a meeting request, the meeting is automatically added to
your calendar and the meeting organizer’s calendar reflects the fact that
you’ve agreed to attend the meeting. (To find out more about sending and
responding to meeting requests, see Chapter 14.)

Figure 17-11:
A meeting

request has
special

buttons for
accepting or

declining a
meeting.
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Using Public Folders
Many organizations set up a system called public folders — a forum for shar-
ing information and for conducting ongoing group discussions. You can use
Outlook Web Access to see your group’s public folders and participate in the
group discussion even when you’re out of the office.

Viewing public folders
Before you jump into a conversation, you probably ought to find out what’s
being discussed. If the conversation is being held in a public folder, you can
do that by following these steps:

1. Click the Public Folders button in the Navigation Bar.

Your list of public folders appears (as shown in Figure 17-12).

2. Click the name of the public folder you want to view.

A list of messages appears.

3. Click the message you want to view.

The text of the message you click appears in the Reading Pane.

Figure 17-12:
The Folder

List includes
your

collection of
public

folders.
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The Reading Pane is normally on, allowing you to zoom through the mes-
sages in the folder you’ve selected by pressing the up and down arrow keys
on your keyboard.

Adding items to a public folder
When you read a discussion in a public folder and you just can’t resist
putting your two cents in, don’t (resist, that is). You can post your words
of wisdom for all to see by following these steps:

1. Click the Public Folders button in the Navigation Bar.

Your list of public folders appears.

2. Click the name of the public folder to which you want to post a
new message.

A list of messages appears.

3. Click the New button in the toolbar.

The new message form appears.

4. Enter the subject and text of your message, then click the Post 
button.

Your message is posted to the public folder you chose.

Bear in mind, public folders can be set up so most people can only read
messages but not write messages to that folder. Don’t be offended if your
masterpiece doesn’t get posted to a certain public folder; just ask your
system administrator to tell you who owns the folder and ask them to
give you rights to post to that folder. (For more about public folders, see
Chapter 14.)

Exploring Your Options
You can adjust a limited number of options through Outlook Web Access.
To see what options are available, click the Options icon in the Outlook Bar.
You may want to adjust the e-mail notification options or the way dates are
displayed. For the most part, however, you won’t miss much if you leave the
options alone.
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Out of Office
If you have to call in sick, remember these two important rules:

� Don’t come back from your “Sick Day” with a glorious new suntan.

� Turn on your Outlook Out of Office message so people don’t think you’re
avoiding them (even if you are).

Of course, it’s pretty silly to come into the office just to turn on your Outlook
Out of Office message. With Web view, you can just log on from home (or
Tahiti, or wherever you are) and set up an Out of Office message — which
automatically sends a response to all incoming e-mail messages saying that
you’re not immediately available.

The option you’re most likely to use is the Out of Office notice. After all, if
you have to take a sick day, you don’t want to have to drag into the office to
turn on that pesky Out of Office message. Spare yourself the hassle (and your
colleagues the germs) by following these steps:

1. Click the Options icon in the Outlook Bar.

The Options page appears.

2. Click the words I’m Currently Out of the Office.

The circle next to the words you clicked darkens, to show you’ve
selected them. You can also add a detailed message, describing all the
gory details of why you’re absent. (Figure 17-13 shows a typical piteous
example.)

3. Click Save and Close.

The Options page closes.

Now you can stop feeling guilty about not coming in. (Well, okay, maybe
you’ll still feel a teeny bit guilty, but you’ve done your part.) Try to remember
to turn your Out of Office message off when you get back to the office, other-
wise your co-workers will think you’re still at home lounging around and not
at the office lounging around.

Ruling the school
Outlook lets you make the rules! Isn’t that great? Well, okay, you only get to
make rules about what happens to your incoming e-mail messages. Rules
about washing the dishes or taking out the trash are made by someone else —
usually your spouse or your mother. But you can still create an Outlook rule to
ignore messages about trash and dishes. That’s progress!
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Outlook Web Access only lets you make a few teeny-weeny rules, mostly
about moving messages from certain people to certain folders. To create a
new rule in Outlook Web Access, follow along:

1. Click the Rules button in the Navigation Bar.

The Rules screen appears.

2. Click the New button.

The Edit Rule screen appears, as shown in Figure 17-14.

3. Fill out the Edit Rule screen.

For example, if you want to move messages that you get from a certain
person into a certain folder, enter that person’s e-mail address in the
From Field Contains box, then click the underlined word specified in
Move It to the Specified Folder. That opens the Move/Copy Item screen,
where you can click a folder, and then click OK.

4. Click Save and Close.

You can only create fairly simple rules from Outlook Web Access, but any
elaborate rules you created earlier in your desktop version still work when
you’re working in the Web version.

Figure 17-13:
If you’re out
of the office,

let people
know.
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Creating a signature
You get to decide when to include the one signature you’re allowed to create
in Outlook Web Access. Your signature for business might be very grand and
official, the better to impress lackeys and sycophants as well as to intimidate
rivals. In that case, you might prefer to leave it off the messages you send to
your friends. Unless, of course, your only friends are lackeys and sycophants;
then, lay it on thick, Your Royal Highness!

Create a signature in Outlook Web Access with these steps:

1. Click the Options button in the Navigation Bar.

The Options screen appears.

2. Click the Edit Signature button.

You might have to scroll down a bit to see the button. When you click it,
the Signature screen appears; see Figure 17-15.

Figure 17-14:
You can

create
simple rules

in Outlook
Web

Access.
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3. Type your signature text.

You can stylize the text using the formatting buttons at the top of the
screen.

4. Click Save and Close.

The Signature screen closes.

If you click the Automatically Include My Signature on Outgoing Messages
check box, you can guess what happens. That’s right: Your signature is auto-
matically included on all outgoing messages. What a coincidence! If you don’t
check the box, you can just click the signature button at the top of the mes-
sage form when you want to add the signature to an e-mail.

Figure 17-15:
Create a

signature
for Outlook

Web
Access.
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In this part . . .

Top-ten lists are everybody’s favorite. They’re short.
They’re easy to read. And they’re the perfect spot for

writers like me to toss in useful stuff that doesn’t easily fit
into the main chapters of the book. Flip through my top-
ten list for tips you’ll want to use, including a timesaving
look at things you can’t do with Outlook (so you don’t
have to waste your time trying).
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Chapter 18

Top Ten Accessories for Outlook
In This Chapter
� Smartphones

� Migo

� Microsoft Office

� A business card scanner

� A high-capacity, removable disk drive

� Nelson E-mail Organizer

� Address Grabber

� Quicken

� MindManager

� Dymo LabelWriter

Outlook can do plenty for you without any outside help, but a few well-
considered accessories can make your life even easier. Some of my

favorite accessories make up for capabilities that Outlook ought to have (in
my humble opinion) but doesn’t. Some of my other favorite accessories help
me use my Outlook data anywhere, anytime.

Smartphones
A Treo smartphone is far and away my favorite “accessory” for Outlook. If
you haven’t shopped for a new cell phone lately, smartphones are cell phones
with built-in personal organizing software. Although I can enter and manage
data in a snap with Outlook, I can carry my most important Outlook info in
my pocket on my Treo. I can even read my e-mail on the subway using the
Treo (something I wouldn’t try with a laptop).
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Several types of smartphones and handheld computers are on the market
today. I generally find it easier to utilize those that use the Palm operating
system, although lately I’ve switched to a Treo that uses Windows Mobile,
and I’m pretty happy with it. Other products worth considering include the
Palm-brand devices, Hewlett-Packard handheld computers, and certain
phones by Kyocera and Samsung. Some new handheld computers use the
Pocket PC system that Microsoft makes.

Migo
Smartphones and handheld computers are only two of many ways to make
your Outlook information portable. Another favorite of mine is Migo, a pro-
gram that lets you synchronize your e-mail messages, contacts, calendar,
tasks, notes, and even your recent documents to a Smartdrive, memory card,
or iPod. You can then plug that device into a second computer and work as if
you were sitting at your own computer. Not only is Migo handy when you’re
traveling, it’s a slick way to keep a backup of your most recent work. You can
find out more at www.migosoftware.com.

Microsoft Office
When Outlook was first released, it was a part of the Microsoft Office 97 suite.
Now that you can buy Outlook as a stand-alone product (or in a package with
Internet Explorer), you may not have the benefits of using Microsoft Office
and Outlook in concert. Office enables you to do all sorts of tricks with outgo-
ing e-mail and graphics, while Outlook makes it a snap to exchange the work
you’ve created in Office via e-mail. I recommend using both, if possible.

A Business-Card Scanner
You can use several brands of business-card scanners to copy contact infor-
mation into Outlook from the business cards you collect at conferences and
trade shows. Of course, you can enter all the info manually, but if you collect
more than a few dozen cards per week, a business-card scanner can save you
lots of work. (Personally, I use a business-card scanner from Corex because I
find it connects to Outlook seamlessly.)
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A Large, Removable Disk Drive
The second most common question I hear is, “How do I back up my Outlook
data for safekeeping?” Again, because the Outlook data file is much too big to
save on a floppy disk, you may want a large-capacity device. You can pick up
a large, external hard drive for as little as $100 or so. Hook one up to your
Universal Service Bus (USB) port and add lots of extra space.

You might also consider a CD or DVD burner for backing up your Outlook
data. Many new computers come with a burner already installed, so if you
have one, take advantage of it.

Nelson E-mail Organizer
Lots of people are deluged with e-mail; it’s not uncommon to meet someone
who gets over 1,000 e-mail messages a week. If you live and die by e-mail, the
Nelson E-mail Organizer (NEO) is designed to help you sort, organize, and
manage e-mail collections with blazing speed. NEO uses a technique called
indexing, which enables it to display any message you search for almost
instantly. For more information about NEO, go to www.caelo.com.

Address Grabber
The quickest way I know of to fill up your Address Book is to capture addresses
from the Internet by using a product called Address Grabber, which is 
available as a free download from www.eGrabber.com. If you’ve installed
Address Grabber on your computer, just highlight any address that appears
on-screen — from a Web page, a document, or an e-mail message — and the
address is automatically sorted out and transferred to your Outlook Contacts
List. It’s a wonderful timesaver.

Microsoft Exchange
Many of the features that appear built into Outlook actually require you to
run a program called Microsoft Exchange. Exchange lets you share your
Outlook information with other people in your office and coordinate meet-
ings and tasks. The program is pretty expensive and quite hairy to manage,
but you can find outside companies to host it for you over the Internet. See
Chapter 14 to find out more about Microsoft Exchange.
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MindManager
The tasks you save in Outlook appear in nice, tidy rows and columns. In real
life, your tasks probably come at you from all angles: up, down, and sideways.
That’s why I was happy to discover that of my favorite planning and brain-
storming programs, MindManager now connects with Outlook. When you
view your Outlook tasks in MindManager, you get an elaborate, weblike
arrangement that helps you visualize the relationships among the many
things you do. You can find out more about MindManager from the devel-
oper’s site at www.mindjet.com.

Dymo LabelWriter
The people who designed Outlook got so excited about e-mail that they
completely forgot about that old-fashioned stamp-and-paper system that
some people still prefer. (How quaint!) Outlook alone can store zillions of
mailing addresses, but it doesn’t do a very good job of putting an address
on an envelope. I use a Dymo LabelWriter to bridge that gap, printing any
address from Outlook to a convenient gummed label that you can stick on a
package or envelope faster than you can say “United States Postal Service.”
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Chapter 19

Ten (Or So) Things You 
Can’t Do with Outlook 

In This Chapter
� Put a phone number in your calendar

� Drag and drop many items

� Print on two sides

� Search phone numbers in reverse

� Search and replace area codes

� Nix AutoPreview

� Put pictures in notes

� Record all contact info in the Journal

� Do math with Journal phone call entries

� Cross-reference items

� Prevent people from nitpicking

Maybe I sound crabby listing the things that Outlook can’t do, consider-
ing all the things it can do. But it takes only a few minutes to find out

something that a program can do, and you can spend all day trying to figure
out something that a program can’t do. I could easily list more than ten things
that Outlook can’t do (walk the dog, deflect incoming asteroids — the usual).
This chapter lists just the first big ones that I’ve run into.

The Top Ten (or so) List
Bear in mind that Outlook can’t do these ten things when you first get it.
Because you can reprogram Outlook with Visual Basic, however, a clever
person could make Outlook do many of these things.
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Change the Inbox color
You can color the individual items that you create in Outlook, but you can’t
do anything about the overall, plain-vanilla color scheme of the Inbox or any
of the other modules. If you need more color in your life, dig out those rose-
colored glasses.

Insert a phone number into your calendar
When you’re entering an appointment, it would be nice if Outlook could look
up the phone number of the person you’re meeting and insert the number
into the appointment record. If you have a Palm organizer, you may be used
to doing just that with the Address Lookup feature, but you can’t get Outlook
to follow suit. Maybe some other time.

Drag and drop multiple items
You can drag an e-mail message to the Contact module to create a new con-
tact record, but if the message has multiple recipients in the Cc field, you
can’t automatically turn that collection of addresses into a Distribution List.
You have to type each one into a Distribution List one by one. What a drag!

Perform two-sided printing
Some people like to print their schedule and keep it in a binder to look just
like one of those old-fashioned planner books. I guess they’re just sentimental
for the good ol’ paper-and-pencil days. The only problem with that is that
Outlook doesn’t know how to reorganize printed pages according to whether
the page is on the left side or the right side of the book when you look at it.
This is a very small quibble, but if it’s important to you, sorry — you’ll have
to live with one-sided printing.

Search and replace area codes
It seems like the people at the phone company change area codes more often
than they change their socks these days. If you need to change all your 312s
to 708s, Outlook can’t do that automatically; you’ll have to change them one
by one.
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Turn off AutoPreview globally
Sometimes the AutoPreview feature is pretty handy, but other times you want
to save screen space with a simple list, sans preview. Your view of each folder
is controlled separately, so if you want to turn off AutoPreview in all your
folders, you need to go to each folder and turn off the feature one folder at 
a time.

Embed pictures in notes
You can copy and paste a picture, file, or other item into the text box at the
bottom of any Outlook record when you open nearly any Outlook form. You
can paste a photo of a person in the text box of the person’s Contact record,
for example, but those little, yellow stick-on notes don’t let you do that; they
accept only text.

Automatically record all contact 
stuff in the Journal
You can open the Tools ➪ Options dialog box and check off all the names of
contacts you want to record, but you can’t click a single button that checks
’em all. When you click the Activities tab for a contact, Outlook searches for
all items related to that contact so you can see where you stand with your
important clients.

Calculate expenses with Journal
phone call entries
You can keep track of how much time you spend talking to any person, but
you can’t calculate the total call time or total call cost for billing purposes.

Create a Distribution List
from a single e-mail
When you get an e-mail message addressed to a whole group of people, it
would be nice to be able to create a Distribution List directly from that mes-
sage. That way you can send messages to that whole group by sending to a
single Distribution List address. You can turn a message from a single person
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into an individual contact record by dragging the message to the Contact
icon, but you can’t do that to create a group: You have to add every single
person individually to the Distribution List.

Back up Outlook data
Many people store their most critical business information in Outlook —
information that is so valuable that losing it could practically close a business
or end a career. It’s no joke. But after more than ten years in the marketplace,
Outlook has never been given a decent tool for safeguarding its own data from
loss. Besides, Outlook is well known for corrupting its own data files, which
means that the biggest threat to your Outlook data might be Outlook itself.

Yes, everyone knows that you should back up all the data on your computer
regularly, and you can make copies of your critical Outlook data (some of
those tiny memory keys can do the job, and you can save Outlook data to
a handheld computer if need be), but it’s a little bit disturbing that no such
feature has ever been added to Outlook itself.

Ten More Things Outlook Can’t Do for You
Alas, Outlook is also deficient in some other ways, though you may prefer to
do these things for yourself, anyway.

Outlook can’t

� Do the Electric Slide.

� Play “Melancholy Baby” for you.

� Tattoo the name of you-know-who on your you-know-what.

� Catch the Energizer Bunny.

� Stop tooth decay.

� Take the Jeopardy! Challenge.

� Refresh your breath while you scream.

� Fight City Hall.

� Make millions while you sleep.

� Find Mr. Right (unless you send e-mail to me).

Oh, well. Aside from all that, it’s a pretty neat program. You can save scads
of time and work more smoothly by mastering all the things Outlook can do
for you.
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Chapter 20

Ten Things You Can Do
After You’re Comfy

In This Chapter
� Making the Quick Access toolbar your own

� Creating artful e-mail

� Charting

� Viewing many calendars

� Moving calendars in front of each other

� Choosing a group date

� Seeing more toolbars

� Going to the Web from Outlook

If Outlook is an iceberg’s worth of capabilities, I can only show you the tip
in this book. You can already do some formidable tasks with Outlook.

Time will tell (and pretty quickly at that) how much more you’ll be able to do
with future versions of Outlook, Internet Explorer, and all the other powerful
technology associated with those applications.

You can’t do much to really mess up Outlook, so feel free to experiment. Add
new fields, new views, new icons — go wild. This chapter describes a few
Outlook adventures to try out.

Customizing the Quick Access Toolbar
Office 2007 features an arrangement of controls (a user interface, as geeks like
to say) that eliminates menus in favor of big ribbons, tabs, and buttons. The
new scheme is much more colorful, but I have trouble figuring out how to do
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many of the things I want to do. With an old-fashioned menu system, you
know that everything you want to do is on a menu somewhere. In the new
arrangement . . . who knows? If you find the new system confusing, don’t feel
bad; I’ve been writing books about Outlook for over ten years now, and I’m
often baffled by this new scheme.

There is hope, however. Once you’ve found the tool you need, you can right-
click the tool and choose Add to Quick Access toolbar. That adds a tiny icon to
that thin strip of icons that sits just above the ribbon of buttons (or below the
ribbon, if you move it there). If you’ve ever bookmarked a Web site, you know
how this works. If you right-click the Quick Access toolbar and choose Move
the Quick Access Toolbar below the Ribbon, that’s exactly what happens.

The main Outlook screens haven’t been affected by this new arrangement,
thank goodness, so the Quick Access toolbar isn’t necessary there. However,
many of the forms you use to compose e-mail messages and enter appoint-
ments have gone to the dark side.

Embellishing E-Mail with Word Art
Now you can spiff up your e-mail messages with all kinds of colorful graphics
and individual designs. You may have already seen the Word Art tool, a fea-
ture that’s been available in Microsoft Word for years. Now the tool is built
right into Outlook.

Follow these steps to add Word Art:

1. Create a new e-mail.

2. Click the Insert tab.

3. Click the Word Art button.

4. Click one of the examples in the gallery of available text styles.

5. Type some text.

6. Click OK.

Try to use Word Art sparingly, at least in business situations, lest your busi-
ness colleagues begin to see you as slightly insane.
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Wising Up Your Messages with Smart Art
I don’t know if art makes you smart, but design can make you look smart if
you know what you’re doing. If you don’t know what you’re doing, you can
fall back on Smart Art, another intriguing feature on the Insert Ribbon. Smart
Art helps you create colorful, annotated designs to add to your e-mail. To get
a better picture of what Smart Art can do, click the Insert tab, click the Smart
Art button, and try a few designs on for size.

Adding Charts for Impact
Just a few doors down from the Word Art button on the Insert Ribbon is the
Chart tool, which can make the thoughts you express in your e-mail look pos-
itively orderly (no matter how disordered you mind may be).

Chart it up with these steps:

1. Click the Chart tool.

You see a two-part gallery: a list of general chart types on the left and
specific examples of each type on the right.

2. Choose a general type from the list on the left.

3. Choose a specific type from the list on the right.

4. Click OK.

A grid opens, allowing you to enter numbers.

The mechanics of creating an Outlook chart are very similar to those for cre-
ating an Excel chart. If you need more detailed information about creating
charts, pick up a copy of Office 2007 All-in-One Desk Reference For Dummies
(Wiley).

Opening Multiple Calendars
You can create more than one calendar in Outlook. You might want to do so
to track the activities of more than one person, or to keep your business life
separate from your personal life (which is always a good idea). The tricky

345Chapter 20: Ten Things You Can Do After You’re Comfy

29_038306 ch20.qxp  11/15/06  3:35 PM  Page 345



part of keeping multiple calendars is dealing with schedule conflicts between
the two. To see two calendars at a time, click the check box next to each cal-
endar name in the Navigation Pane to view both calendars.

Superimposing Calendars
An even slicker way to avoid conflicts on multiple calendars is to superimpose
one calendar on top of another. When you have two calendars open, a small
arrow appears next to the name of one. When you click that arrow, both calen-
dars appear, one atop the other, with both sets of appointments showing. The
appointments in the bottom calendar appear slightly opaque, while the top cal-
endar items look clearer and bolder than the bottom ones. When calendars are
superimposed, you can see right away when there’s time available on both.

Viewing Unusual Numbers of Days
When you’re viewing your calendar, you can decide to view only three days
or eight days or, for that matter, any number between one and ten days by
holding down the Alt key and typing the number of days you want to see.
Press Alt+2 for two days, Alt+3 for three days, and so on. Pressing Alt+0
(zero) gives you ten days.

Selecting Dates as a Group
When you’re viewing a range of dates, you don’t have to limit yourself to
fixed days, weeks, or months. Suppose you want to look at a range of dates
from September 25 to October 5. In the To-Do Bar, click September 25, and
then (while pressing the Shift key) click October 5. All the dates in between
are selected, appearing in the Information Viewer.

Turning on Additional Toolbars
Outlook has several toolbars to choose from if the mood strikes you. The
Standard toolbar is the one that shows up when you first start Outlook.
You can only see the Advanced toolbar if you turn it on by choosing View ➪
Toolbars ➪ Advanced. You don’t have to be advanced to use the Advanced
toolbar, so give it a try. You can also flip on the Web toolbar by choosing
View ➪ Toolbars ➪ Web.
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Opening a Web Page from Outlook
If you like to surf the Net, your best bet is to use a Web browser, such as
Internet Explorer, which was made for the job. If you want to browse a page
now and then from Outlook, that’s possible, too.

To open a Web page from Outlook, follow these steps:

1. Choose View ➪ Toolbars ➪ Web.

The Web toolbar appears, along with any other toolbars you have open.

2. Click the Address box on the Web toolbar.

The Address box contains strange-looking text, something like 
outlook:\\personal%20Folders\Inbox. When you click that text, 
it turns blue.

3. Type the Web page URL you want to view.

You’ve seen Web addresses everywhere: those odd strings of letters that
begin with www, such as www.outlookfordummies.com.

4. Press Enter.

The address of the page you’ve entered appears in Outlook’s main
screen.

The Web toolbar also contains some of the same browser buttons Internet
Explorer has to help you navigate.
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• A •
access permissions, calendars, 265–267
Account Settings dialog box

Internet e-mail account setup, 232
RSS feed setup, 224

Account, Business Contact Manager
contacts, 242

accounts
adding to Business Contact Manager,

243–245
viewing multiple, 267–269

Accounts report, Business Contact
Manager, 248

Actions menu
event scheduling, 158
recurring appointment creation, 150–151

Active Appointments view, Calendar
module, 156

Active List view, tasks, 183
Activities page, Contacts List associations,

131
Activity report, Business Contact Manager,

248
Add Mailbox dialog box, viewing multiple

calendar accounts, 268
Add New Email Account dialog box,

Internet e-mail account setup, 232
Add Picture dialog box, Contacts List

pictures, 136–137
Add Product or Service dialog box,

Business Contact Manager, 247
Add Users dialog box

calendar access permissions, 267
delegate permissions, 261–262

Add/Remove Content dialog box, Business
Contact Manager, 239–240

Address, Business Contact Manager
contacts, 242

Address Book
Address Grabber, 337
collaboration, 271–272

new message creation, 38–39
search techniques, 48

Address Cards view, Contacts List search
by name, 126–128

Address Grabber, Outlook accessory, 337
addresses, contact entry conventions, 115
addresses. See also e-mail addresses
Advanced Options dialog box, note

date/time display, 203–204
Advanced toolbar

hiding/displaying, 346
view grouping, 301–302

All Day Event box, event scheduling, 158
America Online (AOL)

back-end service, 47
online service, 230

announce, e-mail message creation, 41–42
Appointment dialog box, changing

appointment dates, 147–148
Appointment form

appointment entry conventions, 143–145
event scheduling, 158
recurring appointments, 152

Appointment page, Outlook meeting
organization, 256

Appointment Recurrence dialog box,
appointment entry conventions,
150–152

appointments
copying for another date/time, 147
creating, 16
date changes, 146–154
deleting, 150
length changes, 148–149
new message creation, 40–42
Outlook Web Access, 316–318
printing, 157–158
recurring dates, 150–154
recurring tasks, 175–177
scheduling, 142–154
superimposing calendars, 346
To-Do Bar display, 28–29

archiving, messages, 101–105
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area codes, search and replace
nonsupport, 340

Area of Interest, Business Contact Manager
contacts, 242

Arrange By button, message organization
methods, 105–106

Assignment view, tasks, 183
associations, Contacts List, 131
Attach File button, sending file

attachments, 78–79
attachments

contact flags, 125–127
digital signatures, 283
files, 77–79
message organization method, 106
Microsoft Word documents, 15–16

Attendee Availability List, Outlook meeting
organization, 256

Attendee Availability page, Outlook
meeting organization, 254–255

AutoArchive dialog box, message
archiving, 102–103

AutoName, e-mail address completion, 52
AutoPreview

global disable nonsupport, 341
previewing unread messages, 56–57

availability, message organization method,
107

• B •
backups

data shortcomings, 342
removable disk drives, 337

Bcc (Blind Carbon Copy) field, messages,
62–63

Blocked Senders List, adding message
sender to, 100

blogs, 219–221
browsing, Information Viewer 

navigation, 27
bulletin board. See public folders
Business Card, Business Contact Manager

contacts, 242
business cards, creating from Contacts

List, 132–133
Business Cards view, Contacts 

List, 119–120

Business Contact Manager
account addition, 243–245
contact addition, 240–243
customizing, 239–240
home screen access methods, 238
importing Outlook contacts, 240
new opportunity addition, 245–247
Outlook similarities/differences, 238
report viewing, 248–250
sales process management, 237–238
screen elements, 239–240
updating opportunities, 247

Business Contacts report, Business
Contact Manager, 248

Business Projects report, Business Contact
Manager, 248

business-card scanner, Outlook accessory,
336

By Category view
Contacts List, 124–125
Journal entries, 214
notes, 198
tasks, 183

By Company view
Contacts List, 123–124
Journal entries, 213–214

By Person Responsible view, tasks, 183
By Type view, Journal entries, 213

• C •
cable modems, e-mail account setup, 232
Calendar button, 24
Calendar module

access permissions, 265–267
Active Appointments view, 156
appointment creation, 16
appointment scheduling, 142–154
creating a message from an appointment,

40–42
Daily view, 154
date group range selections, 346
event addition, 158
holidays, 158–159
Information Viewer browsing, 27–28
meeting request response checking,

257–258
Monthly view, 154–155
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multiple accounts, 267–269
opening multiple calendars, 345–346
Outlook organization concepts, 23–25
Outlook Web Access, 316–318
phone number insert nonsupport, 340
printing appointments, 157–158
superimposing calendars, 346
supported date range display, 26
switching between views, 156
task assignments, 269–270
task display, 184–185
users, viewing other, 265–271
viewing an unusual number of days, 346
views, 17, 154–156
Weekly view, 154–155

Card views, 292
categories

assignments, 305
color editing, 306–307
message organization method, 107
renaming, 306
shortcut key assignment, 307

Categorize button
category assignments, 305
renaming categories, 306
shortcut key assignment, 307

Category, Business Contact Manager
contacts, 242

Cc text box, message copies, 48
Chart tool, e-mail message enhancements,

345
charts, e-mail message enhancements, 345
Check Address dialog box, contact entry,

115–116
Check Full Name dialog box, contact entry,

114
Check Names button, e-mail address

search, 49
Classification, Business Contact Manager

contacts, 242
Close button, dialog box element, 6
Close Date, Business Contact Manager

opportunity, 246
collaboration

Address Books, 271–272
calendar access permissions, 265–267
meeting request response, 256–258
multiple accounts, 267–269
Outlook meeting organization, 254–256

Outlook Web Access, 322–325
Outlook/Microsoft Exchange, 261–265
public folders, 272–275
SharePoint Team Services, 275–277
status reports, 270–271
task assignments, 269–270
viewing multiple calendars, 265–271

Color Categories dialog box
category color editing, 306–307
renaming categories, 306
shortcut key assignments, 307

Color menu, color-coding notes, 193–195
colors

categories, 306–307
completed tasks, 181–182
Inbox, 340
notes, 193–195
overdue tasks, 181–182

columns
adding to Table/List view, 294
Contacts List view sorting, 121–122
format editing in Table/List view, 296
moving in Table/List view, 294–295
rearranging Contacts List views, 122–123
removing in Table/List view, 298
shrinking/widening in Table/List view,

297–298
sorting in Table view, 299
Table/List view, 293–298
view grouping, 300–302

commands
keyboard shortcuts, 7
tab/ribbon display, 6
ToolTips display, 30–31

comments
adding your name to a message reply, 74–76
contact entry conventions, 118
task editing, 173
task entry conventions, 168

Completed Tasks view, tasks, 183
Contact form, Outlook Web Access, 321
contacts

adding to Business Contact Manager,
240–243

creating, 17–18
importing from Outlook, 240
Outlook Web Access, 319–321

Contacts button, Contacts access method, 24

351Index

30_038306 index.qxp  11/15/06  3:35 PM  Page 351



Contacts List
Activities associations, 131
AutoName completion, 52
business cards, 132–133
contact entry, 112–118
creating new contact record from a

message, 42–43
details search, 129–130
Distribution Lists, 133–135
Find Items tool, 128–129
flags, 125–127
grouped views, 123–125
Journal module views, 208–209
new message creation, 38–39
Outlook Web Access, 319–321
pictures, 136–137
rearranging view columns, 122–123
rearranging views, 122–123
searches, 126–131
sorting views, 121–122
switching between views, 119
views, 118–125

control buttons, dialog box element, 6
conversations, message organization

method, 106
Corex, business-card scanner, 336
Create New Folder dialog box, 84–85
Custom reminder dialog box, changing

flagged message date, 72–73
Customize dialog box

menus, 308
toolbars, 308

Customize View dialog box
column sorting, 299
view grouping, 302

• D •
Daily view, Calendar module, 154
data files, searching archived items, 104
Date Navigator

appointment date changes, 146–147
To-Do Bar, 140–142

dates
group range selections, 346
message organization technique, 105
task editing, 170
task entry conventions, 166–167

Day/Week/Month view, 292–293

Define Views dialog box, saving custom
views, 305

Delegate Permissions dialog box, 262–263
delegates, permissions, 261–263
Delete tool, deleting messages, 63
Deleted Items folder

dragging messages to, 44
emptying, 63
hiding/displaying, 44
recovering deleted messages, 44, 63
restoring messages from, 44

Detailed Address Cards view, Contacts List,
119–120

Detailed List view, tasks, 183
dialog boxes

closing, 6
minimizing/maximizing, 6
sizing/resizing, 6

dial-up connections, sending/receiving
e-mail, 235

Digital IDs
obtaining, 280–281
receiving digitally signed messages, 283–284
sending digitally signed messages, 281–283

digital signatures
customizing messages, 80–82
Digital IDs, 280–284
Outlook Web Access, 330–331

DIM (Desktop Information Manager). See
PIM (Personal Information Manager)

Discussion Reply form, replying to public
folder items, 274

Distribution List
adding/deleting members, 135
creating, 133–135
single person creation nonsupport,

341–342
uses, 135

documents
sending as e-mail, 15–16
sending as e-mail attachments, 77–79

domains, message filtering, 100–101
Drafts folder, saving

interrupted/incomplete messages, 64
drag and drop, techniques, 37–38
DSL providers, e-mail account setup, 232
due dates

flag settings, 69
flagged message change, 71–73
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task editing, 170
task entry conventions, 166–167

DVD/CD burners, data backup uses, 337
Dymo LabelWriter, Outlook accessory, 338
Dyszel, Bill (Palm For Dummies), 41

• E •
EarthLink, online service, 230
Edit Business Card dialog box, Business

Contact Manager, 242–243
e-mail. See also messages

encrypting messages, 285–286
flagging in Outlook Web Access, 314
Internet account setup, 231–234
junk, 97–101
message replies, 14
Microsoft Word documents, 15–16
multiple account handling, 234–235
new message creation, 14–15
Outlook Web Access option settings,

315–316
phishing concerns, 60
versus postal (snail) mail, 48
reading messages, 12–14, 312–313
receiving digitally signed messages,

283–384
sending digitally signed, 281–283
sending in Outlook Web Access, 313–314
To-Do Bar display, 28–29

e-mail accounts, message organization
method, 106–107

e-mail addresses. See also addresses
adding to blocked senders list, 100
Address Book search, 49
AutoName completion, 52
Check Names search, 49
contact entry conventions, 116–117
conventions, 50
custom Internet services, 230
custom signatures, 81–82
multiple account handling, 234–235

E-mail Options dialog box
adding your name to a message reply, 75
custom message settings, 76–77
saving copies of sent messages, 73–74

E-Mail Security page, Digital IDs, 280–281
End Time box, appointment length times, 149
Entry List view, Journal entries, 212–213

events
announcing by e-mail, 41–42
Calendar module scheduling, 158

expires after, message settings, 54

• F •
fields. See columns
File As, Business Contact Manager

contacts, 241
files

message archiving, 101–105
message attachments, 77–79
saving messages as, 65–66
searching archived items, 104
sending as attachments, 15–16

filters
domain, 100–101
junk e-mail, 97–101
sender/recipient lists, 99–100

Find Items tool, Contacts List search, 128–129
Find Names dialog box, Outlook Web

Access, 322–324
Flag for Follow Up dialog box, flag

reminders, 71
flags

Contacts List, 125–127
date changes, 71–73
default settings, 69–70
due date settings, 69
enabling, 68–69
Outlook Web Access messages, 314
reasons for using, 67–68
reminders, 70–71

flaming, avoiding public discussion folder,
273–274

Folder list
adding items to a public folder, 273
folder creation, 30
hiding/displaying, 30
manually recording Journal items, 208
navigation techniques, 29–30
new folder creation, 84–85
viewing public folders, 273

Folder List button, folder display, 24
folders

creating, 84–85
Folder List navigation, 28–30
message organization method, 106
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folders (continued)
moving messages between, 86
opening other user, 264–265
public, 272–275
Search Folders, 86–88

Follow Up menu, contact flags, 126–127
Follow-Up folder, uses, 87
Formatting Ribbon, contact entry

conventions, 118
Forward button, forwarding messages, 61
from, message organization method, 106
From line, creating a contact from a

message, 43

• G •
Global Address List, corporate networks,

271
Go Daddy, custom Internet/e-mail

addresses, 230
Go To Date dialog box, Calendar module

navigation, 141–142
Gookin, Dan (Word 2007 For Dummies), 50
Group by box, view grouping, 300–302
Group By dialog box, view grouping,

302–303
grouped items

viewing, 304
Contacts List, 123–125

grouped views, notes, 198
groups, expanding/collapsing, 304

• H •
headings, grouped item viewing, 304
Help system

access methods, 35
information display, 35–36
ToolTips, 30–31

Hewlett-Packard, handheld computers, 336
holidays, Calendar module display, 158–159
Home tab, Business Contact Manager, 239
Hotmail

back-end service, 47
message permission concerns, 54

• I •
icons, used in book, 8
Icons view

described, 290
notes, 195–196

importance, message organization, 107
Inbox

access methods, 24
changing flagged message dates, 71–72
color change nonsupport, 340
deleting messages, 63
flag reminders, 70–71
forwarding messages, 60–62
message navigation, 13
message replies, 58–59
new folder creation, 84–85
new message creation methods, 38
opening/reading messages, 55–57
previewing unread messages, 56–57
Reading Pane, 57
Rules Wizard, 93–97
sending file attachments, 78–79
unread message information display, 55

Information Rights Management program,
message permissions, 54

Information Viewer
browsing for data, 27
Instant Search, 33–35
organization concepts, 23–28
views, 26–28

Initiated By, Business Contact Manager
contacts, 242

Insert File dialog box, sending file
attachments, 78–79

Insert Ribbon
Smart Art, 345
Word Art, 344

Instant Search
clearing, 33
text, 33–35

Internet
Business Contact Manager contacts, 242
custom e-mail addresses, 230
e-mail account setup, 231–234
message links, 54
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Internet Explorer
Outlook/Outlook Express interaction, 22
RSS feed setup, 222–223
RSS feed support, 221

Internet Service Provider (ISP)
back-end service, 47
locating/selecting, 229–231

Invite Attendees button, Outlook Web
Access, 322

items
adding to a public folder, 273
drag and drop techniques, 37–38
moving to a public folder, 274
multiple drag-and-drop nonsupport, 340
public discussion folder reply, 273–274
viewing grouped, 304

• J •
Job Title, Business Contact Manager

contacts, 241
Journal Entry form, manually recording

items, 208
Journal module

automatic recording nonsupport, 341
contact entry views, 208–209
enabling/disabling automatic recording,

206–207
expense calculation nonsupport, 341
manual item entry conventions, 207–208
printing, 211–212
searches, 210–211
views, 212–215

Journal Options dialog box,
enabling/disabling automatic
recording, 206–207

junk e-mail, 100–101
Junk E-Mail folder, filter sensitivity, 97–99
Junk E-Mail Options dialog box

filter sensitivity, 97–99
sender/recipient lists, 99–100

• K •
keyboard shortcuts, command access

alternative, 7
Kyocera, smartphones, 336

• L •
labels, Dymo LabelWriter, 338
Large Messages folder, uses, 87
Last Seven Days view

Journal entries, 214–215
notes, 196–198

Link to an Account or Business Contact
dialog box, 245–247

links
accessing from a message, 59
adding an Internet address to 

a message, 54
navigation method, 7
phishing concerns, 60
SharePoint data, 276
task entry conventions, 168

List view
column organization, 293–298
described, 289–290

locations, appointment entry conventions,
145

• M •
Mail button

Inbox access method, 24
message display, 13
new message creation, 14

Mail Format dialog box, signature creation,
80–81

Marketing Campaigns report, Business
Contact Manager, 248

Marketing tab, Business Contact Manager,
239

Meeting Start/End Time, Outlook meeting
organization, 256

meetings
organizing with Outlook, 254–256
Outlook request response, 256–258
Outlook response request checking,

257–258
Outlook Web Access collaboration,

322–325
tallying votes, 260
vote taking, 258–259

menus, customizing, 308
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message lists, navigation techniques, 13
Message Options dialog box

encryption, 285
priorities, 51–52
sending digitally signed messages, 282
sensitivity settings, 53
vote taking, 258–259

Message Options Web Page dialog box,
Outlook Web Access, 315

message rules
Outlook Web Access, 328–330
Rules Wizard, 93–97

messages. See also e-mail
Address Book to create, 38–39
adding your name to a reply, 74–76
appointments, 40–42
archiving, 101–105
Bcc (Blind Carbon Copy) field, 62–63
Cc (carbon copy) creation, 48
contact record creation, 42–43
creating, 14–15, 48–50
deleting, 44, 63
digital signatures, 80–82
encrypting, 285–286
expires after settings, 54
file attachments, 77–79
flagging in Outlook Web Access, 314
flags, 67–72
forwarding, 60–62
Inbox, creating from, 38
Internet link addition, 54
junk e-mail filters, 97–101
link access, 59
moving between folders, 86
opening/reading, 55–57
organization techniques, 105–107
Outlook Web Access option settings,

315–316
permission settings, 54
previewing unread, 56–57
priority settings, 51–52
read receipt requests, 54
reading, 12–14
reading in Outlook Web Access, 312–313
Reading Pane display, 91–92
receiving digitally signed, 283–284
recovering deleted, 63
replies, 14, 57–59
Rules Wizard, 93–97

saving as a file, 65–66
saving copies of, 73–74
saving incomplete as a draft, 64
sending digitally signed, 281–283
sending in Outlook Web Access, 313–314
sensitivity settings, 52–54
Smart Art enhancements, 345
spell checking, 50
stationery, 88–91
text formatting guidelines, 50
To-Do Bar display, 28–29
Word Art enhancements, 344

Messages with AutoPreview view,
previewing unread messages, 57

Microsoft Exchange Server
Address Books, 271–272
back-end service, 47
delegate permissions, 261–263
opening other user’s folders, 264–265
Outlook accessory, 337
Outlook collaboration, 261–265
Outlook interaction, 22
Outlook Web Access support, 309
outsourcing, 275
public folders, 272–275
status reports, 270–271
task assignments, 269–270
viewing multiple calendar accounts, 268

Microsoft Network (MSN), online service,
230

Microsoft Office
Outlook interaction, 336
sending documents as e-mail

attachments, 77–79
suite concepts, 22

Microsoft Office 2007 For Dummies (Wally
Wang), 3

Microsoft, Pocket PC, 336
Microsoft Word

document e-mail, 15–16
e-mail message creation, 49–50
sending documents as e-mail

attachments, 77–79
Migo, Outlook accessory, 336
MindManager, Outlook accessory, 338
Minimize button, dialog box element, 6
modules

Outlook organization concepts, 23–25
switching between, 24–26
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Monthly view, Calendar module, 154–155
mouse

drag and drop techniques, 37–38
right-dragging items, 44
view grouping, 300

Move Items dialog box
moving messages between folders, 86
public folders, 274

Move to Folder button, moving messages
between folders, 86

• N •
names (first/middle/last)

appointment entry conventions, 145
contact entry conventions, 114
Contacts List search, 126–128
task entry conventions, 168

Navigation Bar, Outlook Web Access,
311–312

Navigation Pane
Calendar module view display, 156
calendar views, 17
changing flagged message dates, 71–72
contact entry, 112–118
Contacts List views, changing, 119
deleting messages, 63
flag reminders, 70–71
forwarding messages, 60–62
marking tasks as complete, 179–182
meeting request response checking,

257–258
message replies, 58–59
message selections, 13
moving messages between folders, 86
new contact creation, 17–18
new folder creation, 84–85
new message creation, 14
new note creation, 19–20
new task creation, 18–19
opening multiple calendars, 345–346
opening/reading messages, 55–57
Outlook organization concepts, 25–26
previewing unread messages, 56–57
Rules Wizard, 93–97
sending file attachments, 78–79
switching between modules, 24–26
task editing, 170–175
Task List entry, 165–168

viewing multiple calendar accounts, 268
views, 26
vote tallying, 260

Nelson E-Mail Organizer (NEO), Outlook
accessory, 337

New Account form, Business Contact
Manager, 243–245

New Appointment form
Outlook meeting organization, 254–256
Outlook Web Access, 316–318

New Business Contact form, Business
Contact Manager, 240–242

New button, new message creation, 14
New Contact form

contact entry, 112–118
creating a contact from a message, 42–43

New Item form, adding items to a public
folder, 273

New Item menu, appointment entry
conventions, 143–144

New Message form
forwarding notes, 204–205
message creation, 14, 48–49
Microsoft Word document attachments,

15–16
sending file attachments, 78–79

New RSS Feed dialog box, RSS feed setup,
224–225

New Search Folder dialog box, Search
Folder creation, 87–88

New Signature dialog box, signature
creation, 81

New tool, uses, 32
news services, RSS feeds, 221
Next Seven Days view, tasks, 183–184
Note box, entry conventions, 189–190
Note Options dialog box, default size/color

settings, 202–203
notes

creating, 19–20
embedded picture nonsupport, 341

Notes button, Notes module access, 24
Notes List view, notes, 196–197
Notes module

color-coding notes, 193–195
date/time display, 203–204
default size/color editing, 202–203
deleting notes, 192–193
entry conventions, 188–190
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Notes module (continued)
forwarding notes, 204–205
grouped views, 198
printing notes, 199–201
reading notes, 191–192
Reading Pane, 199
resizing notes, 193
searches, 190–191
simultaneous selections, 192
views, 195–198

• O •
online e-mail service, back-end service, 47
online services, pros/cons, 230
Open Other User’s Folder dialog box, 264–265
Open Outlook Data File dialog box,

searching archived items, 104
Open Recurring Item dialog box, editing

recurring appointments, 152
opportunities, adding to Business Contact

Manager, 245–247
Opportunity form, Business Contact

Manager opportunities, 245–247
Opportunity Funnel report, Business

Contact Manager, 248–250
Options dialog box

adding your name to a message reply, 75
custom e-mail settings, 76–77
delegate permissions, 261–263
saving copies of sent messages, 73–74
signatures, 80–81

Organize button
choosing views, 288–289
Outlook customization, 287–288

Out of Office messages, Outlook Web
Access, 328

Outbox, saving unfinished message to, 64
Outlook

access methods, 310
custom message settings, 76–77
front end program, 47
Microsoft Exchange collaboration, 22,

261–265
Microsoft Office suite component, 22
modules, 23–25
PIM (Personal Information 

Manager), 1, 22–23

RSS feed setup, 224–227
RSS feed support, 221
running in the background, 146
SharePoint interaction, 22
user statistics, 1
viewing/updating SharePoint data, 276–277
Windows taskbar display, 189

Outlook Address Book, Contacts Address
Book, 271

Outlook Bar. See Navigation Pane
Outlook Express (Windows Mail), Internet

Explorer component, 22
Outlook Web Access

appointments, 316–318
calendar access, 316–318
collaboration, 322–325
contact management, 319–321
logging on/off, 311
message flags, 314
message option settings, 315–316
message rules, 328–330
Microsoft Exchange support, 301
Navigation Bar, 311–312
Out of Office messages, 328
public folders, 326–327
reading messages, 312–313
sending messages, 313–314
shortcomings, 319
signatures, 330–331
toolbars, 311–312

Overdue Tasks view, tasks, 183

• P •
Palm For Dummies (Bill Dyszel), 41
Palm-brand devices, Outlook accessory, 336
passwords, phishing attack concerns, 60
Percentage, Business Contact Manager

opportunity, 246
permissions

calendar access, 265–267
delegates, 261–263
message settings, 54

Permissions page, calendar access
permissions, 266

Personal Information Manager 
(PIM), 1, 22–23
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personal information, phishing attack
concerns, 60

phishing, e-mail link concerns, 60
Phone Calls view, Journal entries, 215
Phone List view, Contacts List, 121–123
Phone Numbers, Business Contact

Manager contacts, 242
phone numbers, Calendar insert

nonsupport, 340
pictures

adding to Contacts List, 136–137
note embedding nonsupport, 341

Pocket PC system, handheld computers,
336

podcasts
non-musical programs, 220
Windows Media Player, 221

postal (snail) mail, versus e-mail, 48
Print dialog box

appointments, 157–158
Journal entries, 211–212
notes, 199–201

printing
appointments, 157–158
Journal entries, 211–212
notes, 199–201
two-sided nonsupport, 340

priorities
messages, 51–52
task editing, 171–172
task entry conventions, 166–167

Products and Services, Business Contact
Manager opportunity, 247

Projects tab, Business Contact Manager,
239

Proofing Tools, spell checking messages, 50
Properties dialog box

calendar access permissions, 266
viewing multiple calendar accounts, 268

Proposal, Business Contact Manager
opportunity, 246

Prospecting, Business Contact Manager
opportunity, 246

public discussion folder, replying to an
item, 273–274

public folders
collaboration, 272–275
Outlook Web Access, 326–327

• Q •
Quick Access toolbar, customizing,

343–344

• R •
Rathbone, Andy (Windows Vista For

Dummies), 3
read receipts, requesting, 54
readers, author’s assumptions, 2–3
Reading Pane

hiding/displaying, 91
message display, 12–13, 92
message navigation, 92
Notes module, 199
reading messages, 57

Really Simple Syndication (RSS)
blog/podcast threads, 221
blogs, 219–221
Internet Explorer setup, 222–223
Outlook setup, 224–227
podcasts, 219–221
reading feeds, 227

receipts, read request, 54
recipients

expires after settings, 54
junk e-mail filtering, 99–100
read receipt requests, 54

Recurring Appointment dialog box, editing
appointments, 152–153

Reminder dialog box, reminder alerts, 146
reminders

appointment entry conventions, 146
contact flags, 126–127
flagged messages, 70–71
task editing, 171, 173
task entry conventions, 167

removable disk drives, Outlook accessory,
337

replies, adding your name to a message,
74–76

Reply/Reply All, message replies, 
14, 57–59

reports, Business Contact Manager,
248–250

Ribbons
command display, 6
message priority settings, 51–52
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Ribbons (continued)
message sensitivity settings, 53–54
minimizing/maximizing the To-Do Bar, 164

Rich Site Summary (RSS). See Really
Simple Syndication (RSS)

RSS Feed Options dialog box, RSS feed
setup, 225–226

Rules Address dialog box, message 
rules, 95

Rules and Alerts dialog box, message rules,
93–96

Rules Wizard, creating/running rules, 93–97

• S •
safe lists, junk e-mail filtering, 99–100
Sales tab, Business Contact Manager, 239
Samsung, smartphones, 336
Save As dialog box, saving messages as a

file, 65–66
scams, phishing attacks, 60
scanners, business card, 336
Search Folders

creating, 87–88
deleting, 88

searches
Address Book, 48
archived items, 104
Contacts List, 126–131
Date Navigator, 140–142
e-mail address, 48–49
Find Items tool, 128–129
Instant Search, 33–35
Journal entry, 210–211
Notes module, 190–191
Search Folders, 86–88
Type a Contact to Find box, 130–131

security
Digital IDs, 280–284
message encryption, 285–286
third-party encryption vendors, 286

Security Properties dialog box
message encryption, 285
sending digitally signed messages, 282

Select a Stationery dialog box,
previewing/selecting stationery, 88–91

Select Attendees and Resources dialog
box, Outlook meeting organization, 255

Select Contacts dialog box, task entry
conventions, 168

Select Members dialog box, distribution
lists, 134

Select Name dialog box, opening other
user’s folders, 265

Select the Business Contacts to Link to this
Account dialog box, 244

selections
date group range, 346
drag and drop techniques, 37–38
simultaneous notes, 192
stationery, 88–91

Send button, sending messages, 14, 16
senders, junk e-mail filtering, 99–100
sensitivity

junk e-mail filter, 97–99
message settings, 52–54

Sent Messages folder, saving copies of
messages, 73–74

Server Type dialog box, Internet e-mail
account setup, 232–233

shared folders, opening other user, 264–265
SharePoint, Outlook interaction, 22
SharePoint Team Services, Outlook

collaboration, 275–277
Signature Picker dialog box, 81
signatures

customizing messages, 80–82
Outlook Web Access, 330–331

Signatures and Stationery dialog box,
signature creation, 80–81

Signing Data with Your Private Exchange
Key dialog box

Digital IDs, 282
encryption, 285

Simple List view, tasks, 183
size, message organization method, 106
Size button, dialog box element, 6
Smart Art, e-mail message enhancements, 345
smartphones, Outlook accessory, 335–336
snail (postal) mail, versus e-mail, 48
Sort dialog box, column sorting, 299–300
sorts

ascending/descending order, 299
Contacts List view columns, 121–122
simultaneous note selections, 192
Table view columns, 299
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sounds, reminders, 126
Source Information

Business Contact Manager contacts, 242
Business Contact Manager opportunity, 247

Source, Business Contact Manager contacts,
242

spam, 100–101
Spelling & Grammar, proofing messages, 50
stationery, adding to a message, 88–91
status

task editing, 171
task entry conventions, 166

Status, Business Contact Manager
opportunity, 246

Status Bar, messages/total unread display, 55
status reports, collaboration tasks, 270–271
subfolders, creating, 84–85
Subject, Outlook meeting organization, 256
Subject box, entry conventions, 49
subjects

appointment entry conventions, 145
message organization method, 106
task editing, 170
task entry conventions, 165

suffixes, contact entry conventions, 114
synchronization, Migo, 336

• T •
Table view

column organization, 293–298
column sorting, 299
described, 289–290

tabs
command display, 6
dialog box element, 6

Task form
recurring tasks, 175–177
regenerating tasks, 177–178
skipping recurring tasks once, 178–179
status reports, 270–271
task assignments, 269–270
task editing, 170–173
task entry conventions, 165–168

Task List
editing tasks, 169–175
marking tasks as complete, 179
task entry conventions, 165–168

Task Options page, completed/overdue
task color, 182

Task Recurrence dialog box
recurring tasks, 175–177
regenerating tasks, 177–178

Task Timeline view, tasks, 184, 185
tasks. See also To-Do Bar

collaboration assignments, 269–270
completed task color, 181–182
copying, 174
creating, 18–19
deleting, 175
editing, 168–175
entry conventions, 165–168
marking as complete, 179–182
MindManager management program, 338
overdue task color, 181–182
recurring, 175–177
regenerating, 177–178
skipping recurring once, 178–179
status reports, 270–271
To-Do Bar display, 28–29
To-Do Bar item addition, 163–164
views, 183–184

Tasks button, To-Do list access method, 24
Tasks module, Outlook organization

concepts, 23–25
teams, SharePoint Team Services setup,

276
telephone numbers, contact entry

conventions, 115–117
Terms, Business Contact Manager

opportunity, 247
Test Account Settings dialog box, Internet

e-mail account testing, 233–234
text boxes, dialog box element, 6
text files, saving messages as, 65–66
text formatting

contact entry conventions, 118
message guidelines, 50
Word Art enhancements, 344

This Feed dialog box, Internet Explorer RSS
feed setup, 222–223

Timeline view, 291
times

appointment entry conventions, 149
recurring appointments, 152
task editing, 173
task entry conventions, 168
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title bar, dialog box element, 6
titles, contact entry conventions, 114
to, message organization method, 106
To box, AutoName address completion, 52
To button, Address Book searches, 48
To-Do Bar. See also tasks

appointment date changes, 146–147
closing, 165
collapsing/expanding, 28
customizing, 164–165
Date Navigator, 140–142
flagged message display, 68–69
information display types, 162
item addition, 163–164
minimizing/maximizing, 164
Outlook organization concepts, 28–29

To-Do List view, tasks, 184
toolbars

customizing, 308
hiding/displaying, 346
Outlook Web Access, 311–312
Quick Access, 343–344
ToolTips display, 30–31

ToolTips, Help system element, 30–31
Tracking tab, vote tallying, 260
Treo, smartphones, 335–336
Trust Center, Digital IDs, 280–281
Type a Contact to Find box, Contacts List

search, 130–131
Type a New Task, To-Do Bar item addition,

163–164
types, message organization method, 106

• U •
Uniform Resource Locator (URL), contact

entry conventions, 118
Universal Service Bus (USB) port,

removable disk drives, 337
Unread Mail folder, uses, 87

• V •
views

AutoPreview, 56–57
Calendar, 17
Calendar module, 154–156

Card, 292
choosing, 288–289
Contacts List, 118–125
Day/Week/Month, 292–293
grouped items, 304
grouping, 300–304
Icons, 290
Information Viewer, 26–28
Journal module, 212–215
List, 289–290, 293–298
Messages with AutoPreview, 57
Navigation Pane, 26
Notes module, 195–198
Reading Pane, 91–92
saving custom, 304–305
Table, 289–290, 293–298
tasks, 183–184
Timeline, 291

votes
Outlook meetings, 258–259
tallying, 260

• W •
Wang, Wally (Microsoft Office 2007 For

Dummies), 3
Web log. See blogs
Web pages

adding an Internet link to a message, 54
contact entry conventions, 118
opening from Outlook, 347
phishing attack concerns, 60

Web sites
Address Grabber, 337
AOL (America Online), 230
Digital IDs, 281
e-mail accounts, 234–235
Go Daddy, 230
Google, 235
Hotmail, 235
Information Rights Management

information, 54
Internet Explorer 7, 221
Mail.com, 235
Migo, 336
MindManager, 338
MSN (Microsoft Network), 230
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NEO (Nelson E-Mail Organizer), 337
PGP Corporation, 286
RSA Corporation, 286
Yahoo!, 235

Web toolbar
hiding/displaying, 346
opening Web pages, 347

Weekly view
Calendar module, 154–155
task display, 184–185

Windows Mail (Outlook Express), Internet
Explorer component, 22

Windows Media Player, podcasts, 221
Windows Vista For Dummies (Andy

Rathbone), 3
wizards, Rules, 93–97
Word 2007 For Dummies (Dan Gookin), 50
Word Art, e-mail message enhancements,

344

• Y •
Yahoo! Mail, message permission

concerns, 54
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