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�

�Introduction

Computer users today have no shortage of information, and no shortage of tools for storing or accessing that information. Information resides in paper planners, local and network file systems, e�mail folders, personal information managers, groupware systems, relational databases, and on the Internet — everywhere and anywhere, but not often enough is it exactly where and when users need it.

In addition, more than 40 percent of the people who use software suites want their suites to include a software application that can manage tasks and appointments, organize information, share information with others, and keep track of whom they need to contact.

The Microsoft® Outlook™ 97 desktop information manager is a new Microsoft Office application that builds upon and evolves the Microsoft Mail, Microsoft Exchange Client and Microsoft Schedule+ products. In a sense, Outlook provides the newest version of these products, but it is much more. It extends and enhances existing features, and it represents a new category of application — an integrated desktop information manager that combines the following capabilities:

Electronic mail

Personal calendar and group scheduling

Personal information such as contacts and tasks

Browsing and sharing documents

Custom groupware or information-sharing applications



This Enhancements Guide will help users understand how Microsoft Outlook upgrades and enhances Microsoft Exchange Client and Microsoft Schedule+. 

Users may also wish to review these other forthcoming related Microsoft Outlook white papers:

The Microsoft Outlook Interoperability and Migration Guide explains how Outlook interoperates with Microsoft Exchange Client and Schedule+ and also describes the key Microsoft Exchange Client and Schedule+ features in Outlook.

Microsoft Outlook and the Internet reviews the integration of Outlook and Internet technology.

Building Solutions With Microsoft Outlook provides greater detail on building and deploying custom information-sharing and messaging solutions.

�Microsoft Outlook Design Goals

Outlook brings the vision of Microsoft Office to the rest of your desktop.

The design goals of Microsoft Outlook are the following:

Integrated with Microsoft Office Applications   Outlook integrates Microsoft Office 97 applications with e�mail, personal organization software and groupware, and it enables organizations to develop and deploy groupware applications based upon Office.

The premier messaging and scheduling client from Microsoft   E�mail is the fastest-growing desktop application category, and group scheduling is a highly popular group application, second only to e�mail. Outlook advances the state of the art in e�mail and scheduling features, usability and integration.

A great integrated organization tool for personal, shared or online information   Users need their personal organization tools to be integrated with messaging and groupware applications, and they are more likely to make the best use of all of these tools when the tools are integrated in a single application.

An easy upgrade from Microsoft Mail, Schedule+ or Microsoft Exchange Server   Customers require a smooth migration path to Outlook from Microsoft Mail, Microsoft Exchange Client and Schedule+. Outlook delivers a great upgrade in terms of both features and interoperability. Users within an organization can run Outlook, Schedule+ 97 and/or Microsoft Exchange Client, enabling the organization to accomplish a phased migration to Outlook and Microsoft Exchange Server.

Enable a new class of information sharing   Outlook fulfills Microsoft’s long-standing promise to enhance groupware and information-sharing solutions on the Microsoft Exchange Server platform.

The Microsoft Outlook Architecture

The major improvements and differences in Microsoft Outlook can be best understood by examining how Outlook compares architecturally with Microsoft Exchange Client and Schedule+. Microsoft Outlook introduces the following architectural improvements:

Outlook unifies e�mail and personal information in a single application with a single database.

Outlook can access both Microsoft Exchange folders and file system folders, applying a common user interface to both.

Outlook supports multiple types of views, and users can apply any type of view to any type of information.

Outlook introduces new capabilities for designing custom forms and groupware solutions.

�Unified User Interface and Database

Schedule+ is a separate application from Microsoft Mail or Microsoft Exchange Client, and it stores its information in a proprietary file format. In contrast, Outlook combines e�mail and group scheduling in a single application, storing all of the user’s information in Microsoft Exchange folders. This unification enables the following new functionality:

Users can navigate between their e�mail inbox, calendar and other modules with a single mouse-click.

Commands for sorting and filtering information are the same in all modules.

Users can easily drag and drop items from one module to another. For example, users can drag an e�mail message to the Calendar to convert the message into an appointment.

Searching can span modules. For example, a single search can return all related messages, appointments, tasks and contacts.

In addition to ActiveX™ object model in Outlook, developers can access scheduling information using MAPI in high-performance client- and server-based applications.

Using Outlook with Microsoft Exchange Server, a single command replicates and synchronizes all of the user’s e�mail folders, public folders, calendar and personal information.

Multiple Data Sources

Outlook can access both Microsoft Exchange folders and file system folders. With Outlook, users can now use a single application with a common user interface to browse the personal Inbox folder, a custom public folder application on Microsoft Exchange Server, the My Documents folder on the hard disk, or a group of shared documents on a network file server.

Multiple View Types

Outlook supports five types of views — Table, Calendar, Card, Icon and Timeline — that users can customize into an unlimited number of personal or shared views. Table, Calendar and Icon views are probably familiar to most users. The Card view resembles a list of business cards or index cards that concisely displays key information, and the Timeline view arranges items chronologically on a horizontal time line.

Other products have included multiple types of views, but Outlook is unique in offering a wide array of view types in a single application while providing common commands for displaying, filtering, sorting and grouping information regardless of view type. Moreover, with Outlook, users can apply any view to any data. In the past, users could view their e�mail with only a table view or their schedule with only a calendar view. The Outlook architecture eliminates these arbitrary limitations. Users can browse a list of annual events in their calendar in a table view, or they can apply a calendar view to their Sent Mail folder to organize messages by the date they were sent.

�Robust Custom Views and Forms

The central elements of custom information-sharing solutions are views and forms. Users can use Outlook forms and views with no changes, with minor changes, or as the building blocks for information-sharing or groupware solutions.

Outlook views can include calculated columns as well as number and font formatting. Users construct views through direct manipulation, simply dragging and dropping column names to select fields or group items, then simply clicking the column name to sort. Designers can easily create shared custom views in a Microsoft Exchange Server public folder, and users can now create private views of public folders.

With the Outlook form-design tool, users can customize any built-in Outlook form or build entirely new forms. Outlook forms represent a significant advance over the Microsoft Exchange Forms Designer that is included with the Microsoft Exchange Client. The advances include the following:

Outlook forms are fully 32-bit. They are small and fast. Form definitions occupy less than 10 Kb, and the forms display and update quickly.

Designers can switch instantly between form design and run-time operation, which makes it easy to quickly modify and test their forms.

Fields of an Outlook form or view can include calculated expressions, validation formulas and number formatting.

Forms support all the features of the built-in Outlook forms, including digital signatures and encryption. Using a custom form no longer implies sacrificing the standard user interface and features.

Users can embed form definitions or layouts in a message, so they can send them inside or outside their organizations to other users who may not have the form definition installed.

Developers can extend forms with off-the-shelf ActiveX Controls and with the Visual Basic®, Scripting Edition.



The combination of these architectural elements with a focus on the everyday activities of users has made Outlook a powerful, flexible and easy-to-use tool for organizing and communicating information. The following sections of this document will examine more closely each major feature area of Microsoft Outlook 97.

Building Upon Microsoft Exchange and Schedule+

While the focus of this document is how Outlook improves upon or differs from earlier products, Outlook is in fact an upgrade product that is a continuation of Microsoft’s long experience in electronic mail and group scheduling software.

Microsoft Exchange Inbox

Outlook builds upon and extends the Windows® Messaging System the underlying messaging architecture and services first introduced with — the Microsoft Exchange Inbox application for the Windows 97 operating system.

�Both Outlook and Microsoft Exchange Inbox are MAPI applications. MAPI is the core component of the Windows Messaging System and provides standard interfaces for connecting e�mail clients and applications with services such as messaging stores, directories and transports. Outlook uses the same MAPI profile and services as Microsoft Exchange Inbox, so MAPI services developed for Microsoft Exchange Inbox work with Outlook. Custom or third-party MAPI applications also continue to work with Outlook.

Outlook and Microsoft Exchange Inbox use the same rich-text format, the same message properties and message file format, and the same Microsoft Exchange folders to store messages. As they upgrade to Outlook, users do not need to convert any e�mail messages and can seamlessly exchange e�mail messages with users of Microsoft Exchange Inbox.

Microsoft Exchange Client

Microsoft Exchange Client was introduced with Microsoft Exchange Server and adds to Microsoft Exchange Inbox advanced features that make best use of the capabilities of Microsoft Exchange Server.

Users of both Outlook and Microsoft Exchange Client can build custom views in personal and public folders. A view is a way of looking at information in a folder. It combines a custom set of columns or fields to list only specific items. The result is a sorting on one or more columns and grouping items into categories. In a public folder on Microsoft Exchange Server, Outlook can display any views built in Microsoft Exchange Client, and Microsoft Exchange Client can display table views built in Outlook.

Outlook and Microsoft Exchange Client both take advantage of Microsoft Exchange Server rules technology to enable automatic processing of new messages, even while the user is not logged on. Both products make use of Microsoft Exchange Server security, so users can share their folders with other users to create delegates, and use the same services to digitally sign and encrypt messages.

Finally, Outlook supports all of the programming interfaces of Microsoft Exchange Client, including the following:

The Microsoft Exchange Client extensions interfaces, which allow developers to add new functionality to the client

The MAPI Form interfaces, which allow C++ developers to build custom forms.



Outlook users can also run custom forms built with Microsoft Exchange Forms Designer, an optional component included with Microsoft Exchange Client.

�Microsoft Schedule+

Microsoft Schedule+ version 7.0 (also known as Schedule+ 95) was included with Microsoft Office 95, while Schedule+ 7.0a was released with Microsoft Exchange Server. While Outlook and Schedule+ store calendar information in different file formats, Outlook and Schedule+ do interoperate for group scheduling. Outlook and Schedule+ store information about users’ free and busy times in a common file format on Microsoft Exchange Server, and both applications use a common file format for meeting-request messages and responses. Outlook and Schedule+ users can browse each others’ free and busy information and exchange meeting requests and responses.

�Overview of New Features

Microsoft Office Integration

Microsoft Outlook brings the integration, consistency and end-user focus of Microsoft Office to an important set of desktop tools, and it extends Office into a new category of information-sharing applications.



Feature �Description��User Interface Consistency�Mirrors the common appearance and commands of Microsoft Office 97, Schedule+ and Microsoft Exchange.��Office Assistant�Unifies online user assistance and interactivity provides helpful suggestions.��Mail Merge with Microsoft Word�With Microsoft Word, prepares labels, envelopes and letters from Outlook contacts.��Word Letter Wizard�With Microsoft Word, prepares a new letter to be sent to a contact in Outlook.��Drag and Drop�Conveniently and directly copies information from Outlook to other applications.��Attachments�Includes Office documents in Outlook items, including appointments, tasks and contacts.��WordMail 97 �Uses Microsoft Word as the optional text editor within the standard e�mail note.��TaskLinks�From within an Office application, creates a task in Outlook for later follow-up.��AutoJournal�Automatically records a log of user activities involving Office documents.��Document Explorer�Augments the Windows Explorer for browsing and finding Office documents.��Document Properties�In Outlook views, displays summary properties or portions of Office documents.��Office Templates�Creates new documents from Office templates.��Import and Export Wizard�Imports and exports Microsoft Access, Microsoft Excel and other file formats.��Automation Object Library�For developers, integrates Outlook functionality with Visual Basic macros and applications.��Office Forms�Uses Office document templates as forms in custom solutions.��

�Cutting-Edge Electronic Mail and Group Scheduling

Electronic Mail Enhancements

Outlook advances both the functionality and usability of electronic mail. With Outlook, e�mail becomes a full-fledged personal productivity tool.



Feature�Description��AutoName Check�Searches e�mail address books in the background and automatically resolves addresses.��AutoPreview�Shows the first few lines of each message for quick scanning of new messages.��Message Icons�Graphically indicates unsent, read, unread, replied to or forwarded messages.��Replied and Forwarded Marks�Marks and time-stamps each replied to and forwarded message.��Message Flags�Flags a message for later follow-up.��Locked Messages�Prevents recipients from altering the original message.��Voting�Adds a multiple-choice vote to any message and tallies the results.��Message Tracking�Consolidates in the original message all delivery, read, recall and voting notifications.��AutoSignature�Automatically adds a personal signature or text to the end of each message.��Message Recall�Retracts an unread message from the recipients. Optionally replaces it with a new message.��Redirected Replies�Indicates that another user should receive replies to a message.��Message Expiration�Marks a message to be automatically deleted at a certain time.��Deferred Delivery�Sends a message now, but marks it for actual delivery at a later time.��Remote Mail�Connects to multiple online services and selects which messages to download.��Find All Related Messages�Searches current folder to find messages with the same subject.��Find All Messages From Sender�Searches current folder to find messages from a specific person.��Reply Annotation�In replies, tags with the author’s name any changes made to the text of the original message.��Contact Address Book�Stores multiple e�mail addresses for each contact, and uses contacts as an e�mail address book.��Message Templates�Creates reusable templates of standard messages.���

Feature�Description��Comma Separator�Allows users to use commas (“,”), semicolons (“;”) or a mix of both to separate e�mail addresses in a message.��Hyperlinks�Automatically detects Internet URLs and other links within the message.��Digital Signatures and Encryption�Provides users the ability to protect (seal) and verify (sign) messages.��Mark as Read/Unread�Allows users to designate messages as having been read or not.��Smart Next/Previous Move�Advanced user options for moving from one �e�mail message to the next or preceding message.��Easy Open Attachments�Allows users to launch an attachment without first having to open the message.��Message Resend�Quick method for resending previously sent messages.��

�Calendar and Scheduling Enhancements

For personal calendar and group scheduling, Outlook provides improvements over Microsoft Schedule+, with a focus on simplifying common tasks.



Feature�Description��Out-of-Office Time�Distinguishes out-of-office times from normal busy times.��All-Day Events�Marks the user busy for an entire day without creating a cumbersome 24-hour appointment.��Multiple-Day Events�Creates a multiple-day event as users select a range of days in a calendar view.��Appointment Duration�As users change an appointment start time, automatically shifts end time to maintain appointment duration.��Recurring Meetings/Tasks�Advanced options for setting up recurring meetings and tasks.��Date Navigator�Selects days, weeks or month to view as users drag across days.��Discontinuous Days�Displays discontinuous days side by side for easier scheduling.��Weekly and Monthly Views�Improves the appearance and clarity of views.��Compressed Weekends�Compresses the display of weekend days in weekly and monthly views.��Time-Zone Swapping�Changes the system time and time zone as users select locations within different zones.��Meeting Planner�Clearly displays the free and busy times for a list of meeting attendees.��Attendee List�Stores the attendee list with the meeting, allowing an attendee to see a list of other attendees.��Overlap Warning�Displays an InfoBar notice when one meeting conflicts with or is adjacent to another.��Meeting Request Processing�Automatically copies meeting requests from the Inbox to the Calendar as tentative meetings.��Attendee Tracking�Records names of customers or other attendees who are not sent e�mail meeting requests.��Meeting Location Drop Down�Allows for reuse of stored meeting locations.��World Holidays�Adds to the personal calendar major holidays from around the world.��First Week of Year�Indicates the first week of the new year is counted from Jan. 1, the first full week, or the first four-day week.��Offline Calendar�Synchronizes an offline replica of Microsoft Exchange Server Calendar.��Schedule+ 7.0 Option�For compatibility during migration, allows users to continue to use Schedule+ for personal and group scheduling.��

�Integrated Personal Organization

Microsoft Outlook provides tools for personal organization, including contacts, tasks and notes. Outlook also introduces the innovative Journal, which maintains a log of a user’s activities. With Outlook, shared visual elements and commands integrate these personal modules with e�mail, scheduling and groupware.

General Enhancements

In Outlook, a common user interface unifies all the modules, and users can quickly navigate between modules. Moreover, a common set of commands is available in every module, so users learn the same procedures for all applications. The general enhancements discussed in this section apply to all the modules of Microsoft Outlook.



Feature�Description��Outlook Bar�Provides one-click access to personal information, Favorites folders and public folders.��InfoBar�Concisely displays important status information or flags on a message.��Categories�Assigns categories to any messages and searches and sorts by category.��Rich Text and Attachments�Stores rich-text-format descriptions and associated documents directly in the item.��Offline Folders�Synchronizes an offline replica of the Microsoft Exchange Server mailbox.��Offline Address Book�Synchronizes an offline replica of the Microsoft Exchange Server Global Address list.��Synchronize on Exit�For mobile users, automatically synchronizes offline folders while they exit Outlook.��Move to Folder�Remembers recently used folders for faster filing of new messages.��Folder List�Displays the user’s complete hierarchy of Microsoft Exchange folders and file folders.��AutoCreate�Automatically converts an item of one type to another appropriate type as users copy items between folders.��AutoArchive�Automatically scans folders and deletes out-of-date items.��Unified Searching�Provides an integrated method for finding Outlook and Windows Explorer information.��Drag-and-drop�Allows simple drag and drop to be used to enable many different functions.��Undo Delete/Move�Makes single-level undo available for deletes and moves.��Any View, Any Folder�Allows users to apply any Outlook view type to any of their information folders.��Views and View Switching�Provides enhanced Outlook functionality for grouping, sorting and arranging columns to create custom end-user views.��Field Chooser�Provides a pop-up field palette for custom view and form building.���

Feature�Description��Custom Fields�Makes text, calculated, combination and many other field types available for use.��Filters�Enables simple to complex dynamic filters to be used to screen out data in any view.��Relative Date Filters�Provides dynamic date filters that adjust according to the time.��Printing�Provides more than 1,500 print options.��AutoDate�Creates a natural-language interpretation of date formats the user enters for scheduling.��Multi-level Sorting�Enables table views to be sorted using as many as four sorting levels.��Field Grouping�Enables table views to be grouped using as many as four gouping levels.��Group By Box�Provides customizable views of Outlook modules that offer IntelliSense™ -based grouping functionality similar to that in the PivotTable® dynamic views in Microsoft Excel.��World Wide Web Address Book�Provides easy access to the Internet Favorites folder for Web navigation.��Reminders�Makes flexible reminders available for both calendar and task information.��Access Permissions�Enables delegated access to be granted to any folder in Outlook.��IntelliMouse™ Integration�Provides integration with the new mouse for increased user flexibility.��Shortcuts/Links�Supports simple links between Outlook data to speed navigation and increase integration.��Go Commands�Lets users move back and forth through the folders opened in the current Outlook-based session.��Shared Outlook Modules — Groupware�Use Outlook Calendar, task and contact functionality to create turnkey groupware applications using Microsoft Exchange Server public folders.��Outlook Forms�Lets custom forms be created quickly and easily for any Outlook data type.��Visual Basic, Scripting Edition�Lets users add custom behavior to Outlook Forms with Microsoft’s new online scripting language.���Contact Management 

Feature�Description��AutoName�Automatically separates full names into first, middle and last names.��AutoAddress�Automatically separates full addresses into street, city, state, country and postal code.��File As Field�Enables users to designate a custom name or name order for contact-filing purposes.��Contact Address Book�Stores multiple e�mail addresses with contacts, and uses contacts as an e�mail address book.��Send E�mail From Contacts�Provides the ability to send e�mail directly from the Contact Manager.��Web Page Access�Stores an Internet address with each contact for faster access to home pages.��Phone-Number Formatting�Improves readability and accuracy of phone numbers by providing correct formatting.��Phone-Number Fields�Provides 19 distinct fields for recording home, business, fax and mobile phone numbers.��AutoDial�Automatically dials contact phone numbers on request when used with a modem.��Speed Dial/Last Number Redial�Provides easy access to the most recently dialed number and user-designated speed-dial numbers.��Journal Integration�Stores individual Outlook Journal records with each contact.��New Contact From Company�Reuses company information to allow efficient creation of multiple contacts from a single company.��Card View�Provides a new Outlook view type that allows users to see contacts in a Rolodex® style.��

Outlook Task Management 

Feature�Description��Task Requests and Tracking�Sends a task request to another user and tracks its status automatically.��Status Reports�Automatically composes and formats an e�mail message summarizing a task.��TaskPad�Displays active tasks in a list in the Outlook Calendar.��Regenerating Tasks�Supports tasks that recur on an irregular schedule.��Task Ordering�Enables the order of items in the task list to be changed using drag and drop.��Categories as Projects�Lets the categories field be used to designate and track projects.��Drag-and-Drop Categorization�Changes or assigns task categories or projects using drag and drop.��

�Outlook Journal

Feature�Description��Timeline View�Enables easy analysis of historical activities using this new Outlook view type.��AutoJournal�Automatically logs actions and contacts designated by the user.��Categories�Uses the categories field as a project field to group associated activities.��AutoComplete�Speeds data entry by making use of the user’s contact information to fill out partially completed entries.��

Outlook Notes

Feature�Description��Notes List�Provides a list of notes for quick scanning.��Notes Color�Distinguishes notes by color.��Icon View�Displays Outlook Notes in an icon view.��

�New Features in Detail

Microsoft Office Integration

User-Interface Consistency

Outlook has the look and operation of Microsoft Office 97, including consistent terminology, title bars, menus, toolbars and keyboard commands. Users can use what they have learned in other Office applications to learn how to use Outlook. In addition, to current users of Microsoft Mail, Microsoft Exchange Client and Schedule+ 1.0 and 7.0, the Outlook user interface looks very familiar. The Outlook Inbox, Calendar and tasks use the same general table and paper-planner metaphors as the familiar Office products.

Office Assistant

The Office Assistant is an animated character that allows a user to interact with Microsoft Outlook 97 in a more natural way. The Office Assistant provides a central place for users to access help easily and to receive tips and suggestions about using Microsoft Outlook 97.

See Chapter 1: Microsoft Office for more information on the Office Assistant.

Microsoft Word Correspondence

Users can use Outlook and Microsoft Word 97 together to prepare correspondence for their contacts.

Mail Merge with Microsoft Word

Users can use their Outlook contacts as a data source to draw from for mail merge in Word, using Word layout and table features to print letters, envelopes and labels.

Microsoft Word Letter Wizard

The New Letter to Contact command starts the Microsoft Word Letter Wizard, which allows users to create letters based on existing templates. The action transfers to the wizard the name and address of the current Outlook contact, sparing users from having to retype them and helping avoid errors.

Drag-and-Drop Editing

Outlook supports drag-and-drop editing from or to any Outlook form or view. Users can drag a contact into Microsoft Word to copy the name and address, or they can drag a table view from a public folder into Microsoft Excel for further analysis. They can drag selected text or entire files from Office applications to copy them into any Outlook item.

�ActiveX Attachments 

Users can store Office documents as attachments or as objects based on ActiveX in the rich-text comments field of any Outlook item. For example, users can store a Microsoft Excel chart within an Outlook task or a PowerPoint®�based presentation within a meeting. When the user edits an ActiveX component, Outlook opens it in place and merges its menu commands and command bars with the Outlook window, so users can directly activate objects without switching between windows.

�

Fig. 1: Active Microsoft Excel worksheet inside an Outlook task

WordMail

Microsoft Word 97 can be used as the text editor for e�mail messages. WordMail seamlessly integrates the editing features of the word processor users already know with the e�mail functionality of Outlook. Users can use Word spelling and grammar checking, AutoText, styles and templates with the Outlook AutoName Check, digital signatures, message tracking and Message Flags.

The WordMail feature was introduced with Microsoft Exchange Inbox and Word 97. In the earlier version, WordMail was a separate note that did not completely match the user interface or features of the standard e�mail note. WordMail in Outlook is an option of the standard note, so the interface is the same and important features such as digital signatures are not lost. WordMail 97 also includes performance improvements.

Note: Recipients of a user’s messages do not require Microsoft Word because WordMail stores and sends messages as normal messages.

�TaskLinks

Outlook personal-organization tools extend the other Office 97 applications. While using Microsoft Excel, Word and PowerPoint, users can create a new Outlook task without leaving the current application. With TaskLinks, users can immediately take note of follow-up actions as they occur to them.

A simple programming interface for creating new Outlook tasks is published and available to other Office-compatible applications.

AutoJournal

The Outlook Journal is breakthrough technology that automatically records a log of user activities. Each of the Office applications provides the AutoJournal feature, which logs an Outlook Journal entry each time the user opens, saves or prints a document. With the Outlook Journal and the Timeline view in Outlook, users can find information based on when they worked on it, without worrying about where they saved it or what they named it.

The Journal is described in more detail later in this document in the section called Integrated Personal Organization. A simple programming interface for creating new Outlook Journal entries is published and available for use with other Office-compatible applications.

�

Fig. 2:  AutoJournal recording options

�Document Explorer

Users can use the Outlook desktop information manager to augment the Windows Explorer for browsing and finding Office documents. With Outlook, they can view lists of documents in Microsoft Exchange folders and local file system folders as well as on network file volumes. Moreover, the same Outlook commands that a user might employ to sort, group and find messages and personal information are used to browse documents, regardless of where they are stored.

Since Document Explorer works with both local and network file folders, users can use Outlook views to organize and find shared documents and to enhance collaborative work.

Document Properties

With the Outlook Document Explorer, users can view summary properties of Office documents such as author and keywords. In addition, with Microsoft Office applications, users can create custom document properties and add them to Outlook views. For example, a folder of expense reports might include the total travel and meal expenses as columns in the view.

�

Fig. 3. My Documents folder viewed in Outlook using the By Author view

Office Templates

Just as users create new tasks in a task folder and new appointments in a Calendar folder, they can use the New Document command provided in Outlook when viewing a file-system document folder. Users can choose from a list of Office templates or create a blank document.

�Import and Export Wizard

To help users migrate from and interoperate with other applications, the Outlook Import and Export Wizard can process a variety of data formats. The wizard also helps users match field names in the source data with Outlook field names.

Users can import contacts from Microsoft Excel worksheets, Microsoft Access and FoxPro® databases, and from the Microsoft Exchange personal address book. Users can also import meetings, contacts and tasks from Microsoft Schedule+.

Following is a complete list of import and export filters:

Category�File format�Functionality��Time management software�Microsoft Schedule+ 1.0, 7.0�Import���ACT! 2.0�Import���Ecco Pro 3.0�Import���Lotus Organizer™ 1.0, 2.0, 2.1�Import���SideKick® 1.0, 97 �Import����List formats�Comma-separated values (CSV)�Import and export���Tab-delimited text�Import and export���dBASE®, FoxPro (DBF)�Import and export���Microsoft Access (MDB)�Import and export���Microsoft Excel (XLS)�Import and export����Other�Timex® Data Link watch�Export���Microsoft Exchange personal address book (PAB)�Import and export��

Filters for personal digital assistants are available separately from DataViz Inc.

Automation Object Library

Outlook includes an extensive Automation object library that enables developers to create, update and delete Outlook folders and items with Visual Basic macros in Office applications or with other development tools. The library primarily provides programmatic access to the Outlook information stores, but it also includes interfaces for group scheduling such as retrieving free and busy time blocks for a user.

Note: Outlook supports the ActiveX Messaging Automation library from Microsoft Exchange Client but does not support the Schedule+ 7.0 Automation library.

�Office Forms

Although Outlook includes a full-featured design tool for custom forms, designers can also use Office templates as Outlook forms in custom solutions. A factor that may inhibit the use of a form tool is that it may force the user to learn a new development environment and that the visual appearance of the form may not match the user’s business requirements. Office Forms provide an easy and flexible answer to both concerns. With Outlook, users can build custom forms either directly in Outlook or with Office applications, matching the tool to the skills of the designer and to the requirements of the business process.

For example, users may select Microsoft Excel for an expense report form and Word for a monthly report form. Office forms combine the editing and programmability features of Office applications with the messaging and groupware features of Microsoft Outlook and Microsoft Exchange Server. Further, storing Office forms in the Microsoft Exchange Server forms library provides for the first time a reliable and efficient means of replicating Office templates to every desktop in the organization.

Cutting-Edge Electronic Mail and Group Scheduling

Electronic Mail Enhancements

AutoName Check

AutoName Check helps ensure that a user’s e�mail message is sent to the intended recipients by quickly and clearly identifying ambiguous e�mail names.

While the user composes the rest of the message, Microsoft Outlook automatically checks the e�mail names that were typed. If a name, abbreviated name or nickname matches an entry in the address book, Outlook displays the full name. If a name matches more than one address-book entry, such as when an abbreviated name or nickname is entered, Outlook marks the ambiguous name with a red underline, as for a misspelling in Microsoft Word. Users right-click the ambiguous name to choose the correct name from a list of choices. Once the user has resolved an ambiguous name, Outlook automatically remembers the ambiguous name as a nickname and proposes the same address-book entry the next time the nickname is entered.

�Outlook also automatically resolves and properly formats Internet e�mail addresses. Outlook removes spaces and changes commas to periods, changing “david good @ ms,com” to “davidgood@ms.com,” for example. 

�

Fig. 4. AutoName Check

AutoPreview

For users who receive many messages in a day, AutoPreview can significantly reduce the time they spend reading e�mail. AutoPreview displays the first few lines of the body of their messages, which enables them to quickly understand what they are about and read or delete messages without actually opening them.

�

Fig. 5. AutoPreview

�Message Icons

Outlook uses the following six icons in the view to help users distinguish e�mail messages:

A closed envelope � is a message a user has not read. 

An open envelope � is message a user has read. 

A sheet of paper � EMBED Word.Picture.6  ��� is a draft message a user has not yet sent.

An open envelope with a red left-pointing arrow � is a message to which a user has replied. 

An open envelope with a blue right-pointing arrow � is a message that a user has forwarded. 

An open envelope with an “i” �, the international symbol for information, marks a message a user has sent that includes Message Tracking information. 

A closed envelope with a small telephone above it � EMBED Word.Picture.6  ��� is a remote�mail message header. 



In addition, Outlook uses fonts and colors in the view to help users identify the status of messages:

Boldface text shows a message that a user has not read.

Regular text shows a message that a user has read.

Red text shows a flagged and overdue message.

Strike-through text shows an expired message.

Replied and Forwarded Marks

Outlook shows users whether or not they have already responded to a particular message. When users reply to or forward a message, Outlook marks the message with the date and time. In the view, special icons indicate messages a user has replied to or forwarded. In the message itself, the InfoBar displays the date and time that a user replied to or forwarded the message.

Message Flags

Message Flags are tags and dates users add to messages to remind themselves or a recipient that a message requires a follow-up action. Users can flag messages after they receive them or before they send them:

Users can use their e�mail Inbox as a to-do list by flagging specific messages with an action and due date. Actions can be flagged for actions such as “follow up” or “respond,” or users may add their own text. Outlook reminds users when flagged messages are overdue for action and highlights overdue messages with red text. Flagged messages also display a small flag icon in the view.

�Users can flag messages to indicate to recipients either that they expect them to respond to the message or that the message is for their information. Flagged messages are displayed to recipients with a small flag icon in the view, and when they open the message, recipients see the text and due date of the flag across the top of the message in the InfoBar.

�

Fig. 6. Message Flag dialog box and flag icon in the Inbox

Locked Messages

In Microsoft Exchange Client, users cannot edit the original text of messages that the sender marked as private. In Outlook, users can lock a message by marking it private or by explicitly setting the Lock Message option on the message. The Outlook InfoBar will inform recipients if a message is marked private or locked.

Even if users do not mark the message as private or locked, the reply annotations in Outlook use the author’s name to tag changes to the original text of any message that has been replied to or forwarded.

Note: Locked messages and reply annotations discourage message editing, but they are not foolproof. Using digital signatures is the only way to guarantee an unaltered original message.

�Voting

When users want others to answer a question, they can use the Outlook Voting feature to collect the responses in e�mail. For example, before submitting a bid to a customer, the user can ensure the entire team has signed off by using Voting. Microsoft Outlook automatically tallies the votes as they arrive, so the sender can look at the sent message to see the results.

� EMBED Word.Picture.6  ���

Fig. 7. Voting buttons

Message Tracking

Message Tracking is one of the most commonly requested features now included in Microsoft Outlook. If a user requests delivery or read receipts on a message, Outlook automatically tracks those receipts as they arrive. Users can look at their copies of the sent message to see who has received, read or deleted the message. Message Tracking also records votes on messages that use the Voting feature.

Since receipts are automatically consolidated with the original message, Outlook can also delete the receipts after processing, which keeps them from cluttering the user’s Inbox folder.

�

Fig. 8. Message Tracking of Voting

�AutoSignature

With AutoSignature, users can automatically add their name, e�mail address, Internet home-page address or a catchy phrase to the end of every e�mail message. AutoSignature was first introduced by Microsoft Exchange Client, but Microsoft Exchange Client automatically adds the text to the message after it is sent. Outlook, in contrast, adds the text when users first compose a new message, which means they can change or delete the text before sending the message.

Message Recall

If users send a message that is inaccurate or inappropriate, they can attempt to recall the message from the recipients. Message Recall can either delete or replace the original message. Message Recall works across servers and across the Internet, but it will only recall the message if the recipient has not read or moved it and if the recipient is also running Microsoft Outlook. 

If the recipients are not users of Microsoft Outlook, they will receive an e�mail message informing them that the sender would like to recall an earlier message.

Because some recipients may have already read or moved the message, and some may not use Microsoft Outlook, Message Recall may succeed for some recipients and not recall the message from others. Users receive notification messages about recall successes and failures, and Outlook consolidates those reports on the Message Tracking page of the original message.

Redirected Replies

Outlook enables users to specify a different user as the intended recipient of replies to their messages. For example, the Redirected Replies feature enables a manager to send an announcement about a sales meeting and indicate that replies should be sent to an assistant. Outlook also offers users the option to designate a specific folder (other than the Sent Mail folder) into which the sent message should be saved.

Message Expiration

Message Expiration enables users to specify when a message will become out-of-date and can be automatically deleted. For example, a message announcing a sales promotion can be specified to be out-of-date on the date the promotion ends. Microsoft Exchange Server automatically deletes expired messages stored on the server, and the Outlook AutoArchive feature deletes expired messages in local folders.

Deferred Delivery

With Outlook and Microsoft Exchange Server, users can send a message and specify that it should remain in the Outbox folder until a future time. Users might use this feature to announce a reorganization, for example, composing the message on Friday but deferring delivery until Monday.



�Remote Mail

Users can use Microsoft Outlook with an online service to send and receive messages at home or on the road. With Remote Mail, users can quickly download message headers to preview the sender and subject of messages, then decide to download or delete entire messages. Outlook has made remote mail easier by introducing the following:

Remote Mail Wizard, which helps users connect to a service and specify which messages to download or upload.

The ability to manage and organize remote�mail messages from within the Inbox folder without having to use a separate remote�mail viewer.

�

Fig. 9. Tear-off remote toolbar

�

Fig. 10. Inbox with Remote Mail columns and Remote Toolbar

�Finding Messages

Outlook has two built-in searches to help users quickly find e�mail messages, Find All Related Messages and Find All Messages From Sender. The two searches are among the most common searches that users initiate. Because these searches are now built-in, users need not repeatedly construct these queries themselves.

�

Fig. 11. Outlook Search dialog box

Find All Related Messages

When reading an e�mail message, users often need to see all the other messages they have received on the same subject. The Find All Related Messages command quickly displays a list of all messages in the folder that have the same subject as the current message.

Find All Messages From Sender

The Find All Messages From Sender command searches the folder for all messages from the sender of a selected message. This command quickly consolidates in one list all the messages received from a particular person.

Reply Annotation

Reply Annotation automatically adds a user’s name to the beginning of each paragraph if the user modifies the original text of a message he or she is replying to or forwarding. Reply Annotation helps recipients clearly identify what was written by whom within the message.

�Contact Address Book

The contact address book in Outlook delivers enhancements that were most commonly requested by Microsoft Schedule+ users. Users want to maintain a single list of contacts and e�mail addresses. With Outlook, users can store up to three e�mail addresses with each contact, and they can use their Outlook contacts as an e�mail address book. Outlook also automatically converts fax phone numbers into valid e�mail addresses for use with the Windows fax service and Microsoft Exchange Server fax connector.

Message Templates

Messages that are frequently reused can be saved as a template. Users can thus create preformatted and prewritten templates for different business functions or recipients. For example, a user might use a template for a biweekly project-status message sent to a team, or for messages to send outside the organization. Users can also share templates within their organizations by storing them on a network as Office template files or by installing them as forms in the Microsoft Exchange Server forms library.

Comma Separator

Users can now use either a semicolon (“;”) or a comma (“,”) to separate e�mail names when addressing a message. Microsoft Mail and Microsoft Exchange Client support the semicolon only, but many new users attempt instead to use a comma.

This feature is optional. Users whose personal or organizational address book displays last names first and who often type both the last name and first name should disable this feature. When the option is enabled, for example, Outlook interprets “smith, john” as two names rather than one.

Hyperlinks

Outlook automatically recognizes Internet addressees (URLs) in the body of e�mail messages and converts them to hyperlinks. Internet users can click the hyperlink to view that Internet page with Microsoft Internet Explorer (included with Microsoft Office) or another Web browser. Outlook also recognizes other common links, including e�mail addresses and file links as in these examples:

http://www.terrafirm.com

mailto:lindam@terrafirm.com

file:\\terrafirm\plants\budget.xls



�Outlook improves hyperlinks in Microsoft Exchange Client by recognizing hyperlinks immediately as they are typed, not just when the message is opened. In addition, a hyperlink can appear in the body of any item in Outlook, including tasks, appointments and contacts.

�

Fig. 12. Hyperlinks in Outlook

Digital Signatures and Encryption

Using the security technology made available by Microsoft Exchange Server, users of Outlook can choose to have any message or item in Outlook protected using either encryption or digital signatures.

Mark As Read/Unread

Users differ in their methods for managing and organizing e�mail. To many users, if an e�mail message has been read, it is “complete.” As an aid, users who manage their e�mail as a to-do list using the read/unread status, Outlook allows users to mark messages that they have already read as “unread” and messages they have not read as “read.”

�Smart Next/Previous Move

Most e�mail systems let the user move forward only to the next message or backward to the previous message. With the smart Next/Previous feature, users of Outlook can advance to the next or previous unread item, an item in the conversation topic, an item from the sender, a high-importance item, a flagged message, or an item in a folder. 

�

Fig. 13. Smart Previous command options

Easy Open Attachments 

Every step that is saved saves time for the user. With Outlook, instead of having to first open an e�mail message or meeting request in order to open or launch an embedded attachment, the user can use the context menu to quickly open any attachments.

Message Resend 

With Message Resend, users can re-create a message and resend it to the recipients. When Internet or other messaging systems return a nondelivery report, a user can simply open his or her copy of the message in the Sent Mail folder and choose the Message Resend command. Outlook restores the message as it appeared when it was sent, and the user can edit the text or the recipients list and send the message again.

Microsoft Exchange Server returns nondelivery reports that include a Resend command, but less advanced messaging systems do not. The Outlook Message Resend command saves users time in restoring and resending a message to Internet recipients.

Calendar and Group Scheduling Enhancements

Out-of-Office Time

With Microsoft Schedule+, users can mark their time as “free,” “busy” or “tentatively free.” Outlook introduces out-of-office as a fourth choice. Users can mark their appointment time as “out of office” when they are traveling or meeting at an off-site location. Other users looking at someone else’s “free” and “busy” information thus can see that the user is not available for on-site meetings even though parts of the day may appear to be free.

�All-Day Events

Users can schedule an event such as a vacation, seminar or holiday and display it in a banner at the top of the day in the daily, weekly or monthly view. With Outlook, users can mark events as “busy” or “out of office,” and Outlook blocks the entire day without requiring users to create a cumbersome 24-hour appointment. Reminders can also be set on events.

Multiple-Day Events

Outlook simplifies creating multiple-day events. Users simply select a series of days in a calendar view, and type the subject of the event. Outlook creates an event spanning the selected days. Users can drag the mouse to change the start or end day of the event or to move the event.

Appointment Duration

A helpful usability feature is that if a user changes the start time of an appointment, Outlook automatically shifts the end time to maintain the original appointment duration. For example, a 90-minute meeting remains a 90-minute meeting, even if a user shifts the start time back two hours.

Recurring Meetings/Tasks

In Outlook, meetings and tasks provide the same recurrence functionality and user interface. The recurrence functionality has been greatly expanded in response to user requests. For example, unique recurrences such as “the last weekday of every third month” are now possible with Outlook.

Date Navigator and Discontinuous Days

The Outlook interactive Date Navigator helps users quickly navigate to any date, and it helps improve their planning by enabling them to display an arbitrary set of dates in Calendar views. Users can drag the mouse across a range of dates to select one, two or any number of days. They can click the left edge of the Date Navigator to select one or more weeks, and click the arrows next to the month names to move forward or backward in the year. Users can even CTRL+click with the mouse to select discontinuous days.

�With discontinuous day selection, users can, for example, view the next three Mondays side by side, or select the 13th, the second and the 28th days of next month for a meeting that recurs on an irregular schedule.
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Fig. 14. Discontinuous day view 

Weekly and Monthly Views

The Outlook Calendar view type displays daily, weekly and monthly calendars. Outlook improves the overall appearance and usability of the Calendar views. Specific visual improvements in the weekly view include a two-column display, with the first half of the week in one column and the second half in the other. 

Both weekly and monthly Calendar views support the following enhancements:

A standard Windows scroll bar for browsing forward or backward.

Viewing a variable number of weeks, not just one week or one month. For example, some users prefer a two-week view for planning future activities.

Direct editing of the subject of the meeting. Users need not open the appointment item to edit it. They can also add new items by typing directly in the view.

�Intelligent scaling of screen elements. More or less information is displayed as users resize the Outlook window or change their display resolution. For example, Outlook will display the start time only if the application window is too small to also show the end time, but it will show both start time and end time if the window is large enough.

Column alignment, so that meeting times are right-aligned in a column for improved readability.

Compressed Weekends

Outlook weekly and monthly views can compress Saturdays and Sundays to gain display space for Monday through Friday. Compressed weekends are a formatting option of the view, so users can disable this feature if their days off do not occur on Saturday and Sunday.

Time-Zone Swapping

Displaying multiple time zones helps users who travel or frequently schedule meetings and conference calls with users in other time zones.

Both Schedule+ 7.0 and Outlook allow users to display two time zones in their daily view, and Outlook further enhances this feature. In Outlook, users can display full names of cities or regions such as “Beijing” or “Europe,” whereas Schedule+ allows only three characters. As users travel to their secondary time zones from their primary, they can use Outlook’s new Swap Time Zones command to do the following:

Swap a user’s primary and secondary time zones

Change the system clock to match the time and date of the new time zone



Upon the user’s return, Swap Time Zones restores the previous settings.

Since Outlook stores all Calendar items internally with an absolute time zone, meetings and appointments are always displayed on the Calendar at the correct time. For example, if a user schedules a meeting at 11 a.m. U.S. Pacific Time, the meeting will be shown three hours earlier on the calendar if the user switches to Eastern Time or sends the meeting notice to a user who is in the Eastern time zone.

Meeting Planner

The most common group scheduling activity is browsing “free” and “busy” information to find an available time for a group of users to meet. In Outlook, Microsoft introduces a completely redesigned meeting planner to help improve the usability of this important feature. Meeting planner combines in one place the functionality of the Schedule+ Planner View and Meeting Wizard.

The “free” and “busy” information is now displayed on an easy-to-read planning grid.

The name of each attendee appears directly adjacent to his or her “free” and “busy” information, so users can view attendees’ schedules easily.

A single row in the planning grid consolidates the “free” and “busy” information for all attendees, so users can find a common free time quickly.

�AutoPick, which searches for the next available free time for all attendees, can look forward or backward on each attendee’s schedule to find a common free time to meet. AutoPick ignores times that attendees have specified in Outlook as “tentative,” “busy” or “out of office” in their calendars, and these three states appear as different-colored bars in the meeting planner.

Every meeting attendee can be designated as an “organiser,” “required,” “optional” or “resource.”

The desired starting and ending times of the meeting are clearly shown on the grid and can be adjusted easily by dragging the mouse.

Users can “zoom” the meeting planner to show more days in less space, and they can choose to see working hours only or all 24 hours of the day.



Finally, the Outlook meeting planner provides meeting details for users of Microsoft Exchange Server. Users can right-click a busy time for any attendee to see the subject and location of the attendee’s other meetings, provided the attendee has granted the user permission to read his or her calendar.

�

Fig. 15. Meeting planner

Attendee List

The list of attendees is sent with the meeting request and saved with the accepted meeting, enabling all attendees to see the names of the other attendees.

�Overlap Warning

Users can schedule overlapping meetings in Outlook, but the Outlook InfoBar displays a notice when the current appointment or meeting request conflicts with or is adjacent to an existing appointment. 

Meeting-Request Processing

The Outlook desktop information manager supports several levels of automatic processing of meeting requests:

Outlooks automatically copies meeting requests from the Inbox to the Calendar, showing them as unread, tentative appointments. Users no longer need to accept a meeting request in order to see it on their calendars. With this innovative feature, users can browse upcoming days and see in one place both confirmed meetings and unconfirmed meeting requests.

Outlook can accept nonconflicting meeting requests automatically.

Outlook can decline conflicting meeting requests automatically.

Outlook can decline recurring meeting requests automatically.

If users receive a meeting update, Outlook updates the meeting on their calendars automatically.

If users receive a meeting cancellation, Outlook changes the meeting status from “busy” to “free,” but does not delete the meeting.



As attendees accept or decline a user’s meeting requests, Outlook updates the attendee list of the meeting on the shared calendar automatically. Outlook can also automatically delete blank meeting responses after processing them so they do not clutter the Inbox.

Attendee Tracking

With Schedule+ and Outlook, users add attendees’ names to a meeting, send meeting requests via e�mail, and automatically track responses received via e�mail. This integration between group scheduling and e�mail has been a feature of Schedule+ since the first version. However, users may need to track other attendees — perhaps customers or clients — whom they do not wish to invite via e�mail or who may not be users of Microsoft Schedule+ or Outlook.

With Outlook, users can now list these types of attendees. In the meeting planner, they can indicate that specific attendees should not receive e�mail meeting requests, and they can record the responses of these attendees manually. If clients, for example, confirm in a phone call that they will attend the meeting, the user can track these responses by updating the attendee list directly.

Meeting Location Drop-Down

As the user adds new locations to the location field in the Outlook Calendar dialog box, Outlook logs and saves these locations. For future meetings or appointments, adding the meeting location is as easy as selecting a prespecified location from the drop-down box.

�World Holidays

Outlook includes the dates of more than 1,000 major holidays from around the world for users to add to their personal calendars.

First Week of Year

The Outlook Calendar can display week numbers. To support varying work styles and international requirements, users of Outlook can specify that the first week of the year is counted from one of the following:

The week containing Jan. 1

The first week that has at least four days

The first week in that year that has seven days

Offline Calendar

With Microsoft Exchange Server offline folders, users can create offline replicas of their calendars that are stored on Microsoft Exchange Server. Laptop users can synchronize their offline calendars before leaving the office, then dial in to upload changes or download new meeting requests.

Schedule+ 97 Option

For many organizations, the migration phase from current group scheduling programs to Outlook may be protracted due to company policies and departmental needs. Therefore, for compatibility during migration, Outlook allows users the option to continue to use Microsoft Schedule+ 7.0 for personal and group scheduling until the entire organization has moved to Outlook.

�Integrated Personal Organization

General Enhancements

�

Fig. 16. Outlook Bar

Outlook Bar

The Outlook Bar is Outlook’s navigation headquarters that houses special shortcuts to allow the user to move effortlessly among the product features. One of the top user requests has been for an easy-to-use interface to enable quick movement to different information. With the Outlook Bar, it is easy to switch to the following:

The Outlook Applets (Inbox, Calendar, tasks)

E�mail subfolders

File system folders or network drives

Microsoft Exchange public folders



The Outlook Bar comes preconfigured with standard navigation choices. However, users can easily customize this bar to create a personalized desktop organizer.

InfoBar

The InfoBar appears across the top of a message to convey important status information about the message. The InfoBar tells whether a user replied to a message, whether the message is flagged for follow-up, whether the message is private or confidential, and even how many recipients have read the message. The InfoBar gives users quick, consistent visual cues about what they have done or need to do with a message.
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Fig. 17. InfoBar message from a Message Flag

Categories

Users can assign one or more categories to any Outlook item. For example, users can track meetings, contacts and messages for a project. Microsoft Outlook supplies a list of categories users can start from, called the Master Category List. Users can add categories directly to this list, or they can add categories as they work directly with items. Items can be assigned to more than one category. For example, a task can be assigned to the categories Business, Key Customer and Strategies. Users can use the Christmas Cards category, for example, to identify contacts they want to send Christmas cards to, and export only those contacts to create mailing labels or personalized letters using Mail Merge. 

�Categories are especially useful for organizing or linking related e�mail messages. Categories are keywords or phrases that users add to messages so they can easily find, sort, filter or group the messages. Users can assign categories to messages after they receive them or before they send them. Since messages can appear in multiple categories, users may find categories more useful than subfolders for organizing their messages. For example, a user who has a main folder for storing messages about new products might create within the main folder separate subfolders for each product. The filing system would work until the user received a single message that referred to two or more products. Using categories instead of subfolders, the user can keep all the messages in the main folder, assign one or more categories to the messages, then group messages by category to see all the messages about each product.

Rich Text and Attachments

Users can now edit rich text and store any type of file (such as a Word document or Microsoft Excel spreadsheet) or Outlook item (such as a contact or a note) as a file attachment or embedded object directly in appointments, contacts or any other Outlook item. This functionality was developed in response to a common user request for Microsoft Schedule+. Users can, for example, store the agenda or even directional maps for a meeting and distribute them when they send meeting requests. Using Outlook, users can also attach contacts to an e�mail message as a way to exchange business cards. Users can simply maintain a contact record with all of their personal information and mail the record to another user of Outlook as an introduction. 

Offline Folders and Offline Address Book

Microsoft Exchange Server and Outlook offer helpful support for users who travel or only connect occasionally.

With Microsoft Exchange Server offline folders, users can create offline replicas of their Microsoft Exchange Server mailbox folders. Laptop users can synchronize their offline folders before leaving the office and then dial in to send messages and refresh their Inbox. Home users can use offline folders to keep their second machine synchronized with their office system.

The server’s entire global address book can also be downloaded for offline use. An address book of more than 50,000 names requires less than 10 MB of local file space.

Finally, users can download and synchronize replicas of other folders, not just e�mail folders. A single command synchronizes a user’s e�mail, appointment, task and calendar folders, as well as any of their favorite Microsoft Exchange Server public folders.

Synchronize on Exit

When they travel, users of Microsoft Exchange Server do not need to remember to synchronize before they disconnect from the network. Outlook provides an option to synchronize all folders when exiting. Outlook also automatically synchronizes upon start-up if the user reconnects to Microsoft Exchange Server after working offline.

�Move to Folder

Microsoft user tests have shown that, on average, users manage their e�mail by moving messages from their Inbox into seven main folders that they access most frequently. To help users with this task, Outlook introduces an upgraded Move to Folder feature — Most Recently Used (MRU) Move. This handy command-bar button presents the user with a list of the seven most recently used folders, into which they can choose to move their Outlook-based items. If the desired location for an Outlook-based item is not one of these seven folders, the user still has the easy choice of selecting other folders from a dialog box. 
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Fig. 18. MRU Move drop-down choices

�Folder List

Most seasoned e�mail users are well-versed in the use of the hierarchical folder list as a way to manage and navigate all their e�mail folders and subfolders. Although the Outlook Bar allows most users to dispense with the Folder list, a simple command-bar button selection opens the Folder list, for those who prefer its functionality. 

�

Fig. 19. An open Folder list next to the Outlook Bar

Outlook uses a large banner running horizontally across the screen to clearly tell users exactly where they are currently exploring in the product. The banner contains the name of the current folder. For users who are accustomed to browsing using the standard hierarchical Folder list, simply clicking the name in the folder banner will drop down a Folder list for advanced navigation.

�

Fig. 20. The Folder banner on the tasks folder with the drop-down Folder list

AutoCreate

Software users are often burdened by the problem of data entry — many times they must retype or recopy data. With Outlook’s AutoCreate feature, information can be converted easily from one format to another without the user’s having to retype it. For example, an e�mail message from another user requesting a meeting can be changed into an appointment or meeting request �by a simple drag-and-drop movement. Similarly, an appointment can be turned into a task by dragging the meeting from the Calendar into the TaskPad. In every case, Outlook will not only carry over the relevant information when performing an AutoCreate command but will insert an Outlook shortcut into the newly created item, allowing the user to return to the original data quickly.

AutoArchive

Because Outlook allows for the organization and management of so much information, a natural and useful feature is AutoArchive. AutoArchive allows the user of Outlook to set specific age limits for every folder. When information contained in that folder reaches the specified age, the data is either automatically deleted or moved into a special archive folder. AutoArchive gives users a convenient way to store out-of-date information in a safe place. If users needs to see archived information again, they can look it up in the archive file or import it again into Microsoft Outlook.
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Fig. 21. AutoArchive settings

Unified Searching

Microsoft has built two types of search functionalities into Outlook. Using Outlook Find, the user can search for any word or text within the rich-text field of any individual item in Outlook (just as in Microsoft Word). Using Outlook Find Items, the user can search for any file (such as a Word document) or item in Outlook (such as a mail message, appointment or contact) that is located on a hard drive, network drive or public folder, based on criteria the user supplies. For example, users can search for items assigned to a category such as Key �Customer to find all the messages, appointments and addresses for all their key customers. Or, they can search for files that contain a particular text string such as “Northwinds project” to find all the information about a specific project. Once Outlook finds the files or items, the user can sort or group the results, preview the contents of items, or open files or items to view detailed information. To fully accommodate the user, the Find Item dialog box can also be invoked from the Windows 97 Start button. As a final added benefit, Find Item searches can be saved and moved to the Windows 97 desktop as an attachment. Thus, if users want to create a Find Item search that looks for and saves all Outlook-based e�mail messages from their boss in the Inbox, they can run this search first thing every morning to prioritize and optimize the way they look at their e�mail.

Drag-and-drop Editing

Dragging and dropping capabilities have been greatly expanded from Schedule+ 7.0 and are integrated throughout Outlook 97 to allow users to move data easily and quickly. Users can drag and drop the following:

Appointments to new times, days, weeks, months or years

Appointments into the Date Navigator to reschedule them

Tasks to reorient the task order in a list

View dividers in the Calendar or Address Contact card dividers to customize views

Folders into the Navigator Bar or Windows desktop to create new folder shortcuts

Any item in Outlook to refile, using the drag-and-hover technique. Users can drag from a view and hover over the Folder banner name. This action opens up the folder list and the user can place the item in the appropriate subfolder.

Any field in Outlook to reposition it within a table view or to move it into the Group By Box



Additionally, users can drag and drop the following:

Tasks, contacts, e�mail messages, Journal entries or Notes into other special folders in Outlook to create new items using the Outlook AutoCreate functionality

Any text from another application such as Microsoft Internet Explorer or Microsoft Word into any Outlook folder shortcut on the Navigator Bar to create a new item

Undo Delete/Move

One of the most frequently used features in Office applications is available in Outlook. Deletions and movements of items or files can be recalled easily with the push of a command bar button.

�Any View, Any Data

One of the main capabilities of Outlook is the ability it gives to users to easily customize their own personal views of information.098-65718Outlook offers the user two levels of view-design functionality — the base level of design can be accomplished using only drag-and-drop methods by using the Outlook Field Chooser and Group By Box. 

Views and View Switching

One of the design innovations introduced with Outlook offers users the ability to quickly and easily adjust the way they look at the information on their screens. A view displays information using preset options for fields, grouping, filtering and sorting. Each folder has a default view and a set of alternate views. Views do more than just display information — they help users see which information is important and how information is related. 
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Fig. 22. View selector

Users can estimate workflow and get an overview of a complex project with many pieces. Outlook ships with five standard view types: Icon, day/week/month (Calendar), Table, Card and Timeline. In addition, each module in Outlook (Inbox, Calendar, etc.) comes preconfigured with five to 10 default views. Using the view selector located on the command bar, it is very easy to use Outlook to select and change views, enabling users to look at their data in a myriad of ways.

�In Outlook, if a certain preconfigured view doesn’t display the information a user wants, he or she can modify it or create a custom view. For example, the Card view is the standard way to look at contact information in Outlook. However, many users may prefer instead to create their own table views to look at the information in a different way. Custom views can use any of Outlook’s five view types and can include unique fonts, grouping, filtering, sorting, and any combination of standard or custom fields.
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Fig. 23. Contact information using the Card view

�
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Fig. 24. Same contact information using the Table view

�Field Chooser

The Outlook Field Chooser provides an easy way to access all the fields or properties associated with a particular item without having to wade through complicated dialog boxes. Using the Field Chooser, a user can add new custom fields, assign new fields to a view, or drag existing fields into the Group By Box. The Field Chooser is also used when building Outlook Forms.
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Fig. 25. Field Chooser

Custom Fields

Outlook ships with a large assortment of standard fields. In fact, the Outlook Contact module alone offers more than 85 fields. In addition to these standard fields, Outlook offers the user the opportunity to create additional custom fields. Employees in different companies may have unique information to store in their contact books. For instance, users who work for a casting agency may want a separate field for each agent that lists actors they work with. Outlook provides the user the flexibility to create these custom fields, enabling them to store unique information specific to their needs.

Custom fields can be one of three different types:

Simple   Normal fields such as text, number, currency and duration. For example, “Pets” may be a custom field for a contact or “Travel time” a custom field for a task.

�Combination   A single field that equates to the “sum” of a number of different standard fields. An example would be defining “Corp. ID” to mean “job title” + “company name.”

Formula   A field created using the expression language of Visual Basic or Microsoft Access. An example is a field for a Classified Ads public folder that calculates the age of each advertisement based on its posting date compared to the current date.

Filters

Any Outlook view can use filters to screen out unnecessary data. The filters can be simple, such as “only e�mail that is unread,” or they can be more advanced, dynamic relative-date filters, such as “only items where the sent field date is on or after last month.” These dynamic-date filters allow the view to continuously change and adjust as time changes. For example, the “Next Seven Days” view in the task list, which filters on “pending” tasks, may show only one task this week, but five next week. 

Printing

Printing variations and customizability continue to be high priorities for users of desktop information management products. Many users like to carry information about their schedules, tasks or contacts with them. To accommodate this request, Microsoft provides users the ability to print in more than 2,000 ways. With Outlook, users can print and print preview individual items such as an appointment or an entire table view of items such as a list of contacts. In addition, printing in Outlook features the capability to print any view or custom view in the product (with the exception of the time line).

AutoDate

The Outlook AutoDate feature works for any date or time field in the application. Of course, the user is always given the opportunity to open the Outlook Date Navigator to pick from a calendar. However, users have indicated that what they would really like to do is to simply type “next Tuesday,” “second Thursday in March” or “Christmas” when specifying a date and “eight pm” or “2 hours” when specifying a time. In Outlook, the built-in natural-language parsing functionality provides this automatic date and time recognition as standard functionality.

Multilevel Sorting 

Users can select any Outlook item in a view for sorting in either ascending or descending order by clicking any of the column headers in the to-do list or using the sort dialog box. As many as four sort keys can be selected at any given time. 

�Field Grouping 

Outlook includes powerful capabilities for organizing information according to the way users want to work. Users can create custom outlines of their task list, for example, by grouping their tasks according to task properties. In addition to making it easier to keep tasks organized, outlines allow users to change task properties by simply dragging tasks from one group to another. For example, if tasks are grouped in order of priority, the priority of a task can be changed automatically by dragging it to a different group.
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Fig. 26. Field grouping

�Group By Box

Similar to the PivotTable dynamic views in Microsoft Excel, Outlook provides the Group By Box. When this box is opened (turned on), users can use field grouping simply by dragging fields from a view or from the Field Chooser into the Group By Box. The Group By Box allows users to create powerful, multilevel grouped views without ever opening a dialog box.

�

Fig. 27. Group By Box (preparing to group by subject)

World Wide Web Address Book

The World Wide Web Address Book of Outlook is another feature spawned by the Outlook Bar. Using the Outlook Bar, users can quickly jump to the Favorites folder, which houses all Internet Favorite URLs that users collect during their browsing sessions on the Web. From this folder, a quick double-click on any icon launches the Web browser and takes the user directly to the specified home page.

Reminders

Outlook reminders (or alarms) can be set for appointments and tasks. In response to specific requests from users of Schedule+, Outlook allows reminders to be customized to use special .wav sounds for different types of reminders. Outlook reminder functionality has also been upgraded to enable users to navigate directly from the reminder to the associated task or appointment. Additionally, instead of just using the standard reminder dialog box, the user can choose to have the Office Assistant announce the reminders.

�Access Permissions

When used in conjunction with Microsoft Exchange Server, Outlook allows the user to easily customize access permissions for other individuals (or delegates) within the workgroup. “None,” “read,” “modify,” and “create permissions” can be designated for any Outlook item, allowing for everything from an Inbox to a Journal to be shared. 
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Fig. 28. Delegate Access Permissions dialog box

IntelliMouse Navigation

The IntelliMouse pointing device does not add functionality to Outlook, but it does add a new way of accessing existing functionality. Using the mouse, users of Outlook can do the following:

More easily scroll through the Outlook Bar, the Folder list, the Inbox, and around the Print Preview area.

Quickly change the size and number of cards in a card view. 

Expand and collapse groups in any table or time-line view as well as expand subfolders in the Folder list.

Easily change to different modes in a view (e.g., go from day to week to month in the Calendar without using the command bar).

�Shortcuts or Links

Sometimes, knowing where the information is simply isn’t enough — users also need to be able to navigate quickly to data that is in some way linked to their original information. With Outlook, it is very easy to create shortcuts or links in any Outlook item which, when double-clicked, allow the user to quickly navigate to the related data. In addition, it is also easy to create a shortcut to a folder in Outlook (or Microsoft Exchange public folder) on the Windows-based desktop.

�

Fig. 29. Outlook shortcuts and links

Go Commands 

For users who are familiar with the easy forward-and-backward navigation commands of Internet browsers, Outlook includes toolbar commands Go Forward and Go Backward. These commands move the user back and forth through the folders that the user has opened in the current Outlook session.

�Shared Outlook Modules — Outlook Groupware

A common user request from the Outlook design research conducted by Microsoft was, “Help us make groupware applications easier to build.” Outlook has delivered with turnkey groupware applications that allow users to share any module in Outlook (such as Calendar, tasks and contacts) using Microsoft Exchange Server public folders. With Outlook, creating a groupware application is as easy as creating a new folder. For example, a user who wants to create an account list that can be viewed and edited by all team account managers can simply create a new Outlook-based contacts folder located in a Microsoft Exchange Server public folder. Only team account managers will be given Microsoft Exchange Server access rights to the folder that allow them to create new contacts, copy contacts from this public folder to their personal contacts lists, or to create new public views on the folder. 

By using public folders to share their information, users receive the extra benefits of replication and folder synchronization. Thus, a user could make a local replicated copy of the account list folder, take it on the road and make modifications to it, then return to the office and have the changes made and synchronized in the main Microsoft Exchange Server database. An added benefit is that all Outlook-based contacts stored in public folders can be used as additional e�mail address books when a user is trying to send a message to one of the contacts.

Outlook Forms

For users who want to extend their groupware applications even further or who want, for example, to customize their personal-contact forms, Outlook also offers unique forms-design functionality featuring additional customizability and flexibility in forms design. Outlook offers the forms designer small, interpretive forms that can be configured quickly, allowing an easy switch between design and run-time version, and which look and function like many standard paper-based 2-D forms. In addition to offering the forms-design functionality, Outlook will also ship with a number of preconfigured forms:

Expense Reporting.   This form uses Microsoft Excel templates as forms for collecting and reporting employee expenses.

Vacation and Sick Leave.   These e�mail-based forms synchronize with the user’s calendar for vacation and sick-leave reporting.

While You Were Out.   Any user can take a message for another employee using a form modeled on the standard “While You Were Out” forms in common usage, then send the messages to the employee’s Inbox.

Timecard.   This E�mail-based form synchronizes with the Calendar and the Journal for time-card reporting.

WebSite.   This form uses Microsoft Internet Explorer as an ActiveX Control and contains a number of fields to categorize information about commonly used Web sites.

Classified Ads.   This standard classified-ads database includes a response form for purchasing items in the ads.

Training Management.   These e�mail-based forms synchronize with the Calendar to allow for training-course sign-up and scheduling.

�Sales Management.   Use this e�mail-based set of forms to manage any generic sales process. The forms synchronize with Calendar, task, contact and Journal folders.

Problem Report.   Use this e�mail-based set of forms to manage the reporting of bugs and change requests — for a high-tech firm, for example. The forms synchronize with the user’s calendar and task list to organize the effort and monitor progress.

Job Candidate & Job Posting. This public-folder forms solution helps to manage the problem of recruiting to fill open positions. It features integration with Word for viewing information about prospective candidates, including résumés.

Industry News & Press Releases. This public-folder set of forms greatly simplifies the process of distributing news reports to employees and uses Microsoft Word to present the reports already automatically formatted and summarized. 

Financial Results with Internet. These special Internet-access forms greatly simplify the processes of obtaining and analyzing competitive financial results through the use of Microsoft Excel templates as Outlook-based forms.

Visual Basic,  Scripting Edition

Users can add custom behavior to their Microsoft Outlook Forms with VBScript, Microsoft’s new online scripting language. VBScript can capture events on forms, enable or update controls, or even address and send a form in a workflow application. VBScript can also set properties and methods of ActiveX Controls that users add to their forms, and it can call Visual Basic, Applications Edition macros in Office documents and templates. Because they’re interpreted, not compiled, VBScript forms remain small and fast.

Contact Management Enhancements

AutoName

The full name a user enters into a single field is automatically separated into first, middle and last names. For instance, Outlook determines that Mark Douglas Smith Jr.’s last name is “Smith,” not “Jr.” Users who have had to fill in a large database with names know how long it takes to separate the elements of the name into appropriate fields. The Outlook AutoName feature does this for the user.

AutoAddress

Just as Outlook knows how to separate the components of a name, it can accurately separate the elements of an address, storing the elements in the appropriate street, city, state and ZIP Code® fields. The user saves time and is prevented from entering complicated addresses incorrectly.

�File As Field

Sometimes users need to locate a contact but only remember the person’s title or relationship to them. A user may not remember that his barber’s name is Jack. With the File As Field, he or she can store the contact under “B” for “Barber” instead of under “Jack,” which makes finding the contact much easier. 

Contact Address Book

Outlook provides users with the most practical address book available. Fields have been created for multiple e�mail addresses, allowing them to access these addresses while they are composing an e�mail message. Users do not have to waste time searching for an address. With Outlook, this vital information is easily accessible.

Send E�mail From Contacts

One of the biggest requests from Schedule+ 7.0 was to allow users to send e�mail directly from the Contact Manager. Outlook now allows this. Users can store three e�mail addresses per contact.

Web Page Access

As the World Wide Web continues to expand, more companies and people have a Web page. A Web page may be a personal, professional or hobby home page. Outlook lets users store Internet addresses for every contact in their address books. When users need to access a business partner’s home page, they save time by having the Internet address along with that person’s other contact information. Users connected to a Web browser can access that page by clicking the URL from the contact book.

Phone-Number Formatting

With the phone-number formatting feature, all numbers are formatted into area codes and exchanges, flagging any ambiguity with a warning window. Outlook even supports international phone numbers. Users can be confident that their international contacts are correct. Outlook can identify and immediately help to resolve phone numbers associated with more than 40 countries.

Phone-Number Fields

In today’s wireless age, contacts may have fax, car, beeper and cell-phone numbers, in addition to their home and business numbers. With Outlook, users do not have to limit themselves to entering just one or two most important numbers; they can store as many numbers as they need for each contact.

�AutoDial

With AutoDial, users can make a call to any one of their contacts instantly, provided they have a telephone connection and a modem. Once the call is made, Outlook can record the length of time of the call. Vital information is often gathered during business calls. Outlook allows users to take notes while on the phone and store them in their Journal. For example, a lawyer who places a call to a client can use Outlook to instantly figure out the billing cost using the timer and store vital notes in a journal. 

�

Fig. 30. AutoDial commands

Speed Dial/Last Number Redial

Users can create a speed-dial list of phone numbers they call frequently, which helps them make calls quickly without having to first select a specific contact and look up a phone number. Users can also choose from the seven numbers most recently dialed for Outlook to dial.

Journal Integration

Outlook automatically saves all information exchanges (such as phone calls and e�mail messages) pertaining to specific contacts in the journal section of the contact book. For instance, a user who needs to remember the exact date and time of all calls made to a manager need only select the manager’s name from the journal options page book, and all future exchanges will be recorded.

�Every contact in Outlook also has an associated Journal page. Using this page, users can view a record of the activities and correspondence that have taken place with contacts in their contact list. For example, a user might want to quickly review all the conversations or meetings he or she had with a sales contact. The journal entries that users view from the contact list are the same entries they see in the Microsoft Outlook Journal.

�

Fig. 31. Journal page of a contact

New Contact From Company

Users typically have multiple contacts at one company. The Outlook desktop information manager allows users to create new contacts based on certain fixed company characteristics. For example, a user may have a contact in a consulting firm and begin working with a second person from the same firm. Instead of requiring the user to re-enter the company information, Outlook automatically creates a contact based on the previous card, filling in the company-specific fields.

�Card View

The contacts in Outlook use a standard card view type called the Address Card view that allows the user to view contacts in a familiar Rolodex or business-card style. The card view type is an Outlook innovation designed specially to make contact management using Outlook more useable. Users can scan many contacts simultaneously. If they need details regarding a specific contact, they can simply click the card, and a detailed entry appears.

�

Fig. 32. Outlook contacts in the Address Card view

Task Management Enhancements

Users manage tasks, to-do items and commitments in the Outlook tasks module. They can view tasks in a simple list, a detailed list or categorized by project. Users can create and update tasks directly in the view, or they can open the Outlook task form to enter more information.

Task Requests and Tracking

Outlook makes it easy for users to send task requests to one another and for managers to assign tasks to team members. Outlook also automatically tracks the status of task requests and sends updates to the requester. Users create task requests in their own task lists, then send them to other users. As the recipient accepts the task, Outlook adds a copy of the request to the recipient’s task list. As the recipient updates the task with completion status, Outlook automatically sends an update message to the requester and updates the requester’s copy of the task.

�Outlook task requests are integrated with Microsoft Project and Microsoft Team Manager, enabling users of those products to delegate tasks to Outlook users.

�

Fig. 33. Task request (as received by the recipient)

Status Reports

With Outlook task-status reports, users can send an update about a task to other users. Simply select the task, and choose the Status Report command. Outlook composes and formats an e�mail message including the following information:

Task name and owner name

Task details

Percent completed

Comments



Status reports provide a quick, easy way to inform others about the progress on a task.

TaskPad

The task list also appears in a user’s daily Calendar view as a TaskPad. Users can see the tasks scheduled or completed each day by simply selecting a day in the Calendar. Users can also add new tasks to the list and use TaskPad filters to show all tasks or only the tasks associated with a certain day.

If a task is not completed by the due date, it automatically rolls over to the next day and is highlighted in red. To mark a task as completed, the user can simply click the check box to the left of the task name, and Outlook crosses it off the list.

�Regenerating Tasks

With Outlook, users can create tasks that regularly recur. However, not all recurring tasks follow a regular schedule, such as every two weeks or once a month. For these tasks, Outlook 97 introduces Regenerating Tasks — tasks that recur only after the previous instance is marked complete.

For example, if a user creates a task that starts on March 1 and recurs regularly every 10 days, Outlook creates a task that appears on the task list on March 1, March 11, March 21 and so on, regardless of when the user actually completes the task. If the user instead creates a task that regenerates every 10 days, then the second instance appears 10 days after the first instance is marked complete. For example, if a user completes the first instance on March 3, then the second instance appears on March 13. 

Regenerating tasks are handy for activities that recur often, but not on a regular pattern — such as washing the car or checking the status of a project. This feature is one of the ways users can personalize Outlook to match their work styles.

Task Ordering

Once users enter tasks on their task lists, they can easily reorder them to match their priorities and workload. Some users prefer to assign specific priority and due dates to each task, but more casual users may simply choose to drag and drop tasks within the task list to instantly rearrange them. Users can visually arrange the list to remain focused on pressing issues and postpone other assignments.

Categories as Projects

If users assign items related to a project to a single category (for example, Courtland Project), then search for or group by all the items in that category, they see a list of all items assigned to Courtland Project. Using categories also gives users a way to keep track of tasks without having to put them in separate folders. For example, a user can keep business and personal tasks in the same task list and use the Business and Personal categories to view the tasks separately.

Drag-and-Drop Categorization

Users who want to view tasks grouped by project or category can move tasks between categories with simple drag-and-drop motion. Users do not need to open or edit a task to change or assign a category.

�Outlook Journal

The Journal is a completely new component to desktop information management software and is unique to Outlook. As described earlier in this guide, the Journal was created to help people keep track of any information that goes through their personal computers — whether it is an e�mail message, a document they have been working on, a Microsoft Excel spreadsheet someone sent them, or a phone call they made using Outlook. Any communication or business entry made can be recorded in the Journal. No longer will users have to remember where a document is located or under which file they stored a contact’s e�mail message. With the Outlook Journal, users need only remember when the event occurred. Once that entry in the Journal is found, the Journal provides a shortcut to that item. Users simply double-click and the item opens automatically.

Timeline View

The Timeline view is the most important view innovation in Outlook. The Timeline view allows users to examine their information using a horizontal time grid that can be adjusted to day, week and month modes similar to the Outlook Calendar views. Usually, finding information on a computer requires users to remember exactly where the information is stored on a disk or to provide some text or other detail included in the information. In the Journal, the time line is used to locate information based on when a user did past activities or work. For example, users can quickly look up a phone conversation they had last Tuesday. Using the Journal Entry view, which is the standard Outlook Journal module view, users can view a historical record of all their activities using Outlook, grouped by activity type.

��

Fig. 34. Journal in the Timeline view

AutoJournal

Outlook automatically records entries users want to remember into their journal. This way, users don’t even have to deal with creating the journal; it is created based on rules the users prescribe. For instance, users may indicate that they would like all to record all e�mail messages from their business partners. Or they may want to record the dates on which they work on a specific document. This feature does not stop with Outlook-related information. Any Microsoft Office activity can be recorded in the Journal.

Categories

Journal entries can easily be organized using categories. For instance, a user working on a presentation can create a category for this project, and any journal items related to that project (such as e�mail messages, phone calls and documents) will be grouped together in that folder. When the user views that particular project’s time line, he or she will be able to see every piece of correspondence and document associated with it. 

�AutoComplete

AutoComplete is yet another of the many time-saving features in Outlook. When creating a new journal entry, users only need to enter the name of the contact associated with the entry, and Outlook will automatically complete the entry by filling in the company name of that contact.

Outlook Notes

The Outlook Notes module provides a home for all the small pieces of information that do not seem to fit anywhere else. Each note is an unstructured rich-text field where users can jot down quick lists, ideas or things to remember that would ordinarily end up on stray scraps of paper.

Notes List

Users can use the Notes List view to browse their notes in a easy-to-use table. Using the Notes List combined with AutoPreview, users can quickly scan their notes without opening each note individually.

Notes Color

Users can change the color of each note to suit their needs. For example, users can use green for all notes related to a certain project, and yellow for all other notes.

Icon View 

�All of the Notes in Outlook are most easily viewed using the Icon view that is familiar to users of the Windows 97 operating system. The notes icons resemble paper “sticky notes,” and the icons can be arranged according to geographic preference all over the Notes viewer. With the Icon view in the Notes module, users can display their notes on a virtual bulletin board. The notes can be arranged visually within the view, which means the user can place related notes near one another.

�

Fig. 35. Notes in the Icon view
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