[image: image1.wmf]TM


Microsoft® Office

Press Backgrounder 
and Design Goals
Microsoft Outlook™ 98

November 1997

The New Microsoft Outlook 98

Press Only - For more information, contact:

Waggener Edstrom

Kirstin Dowell
  (503) 245-0905 
kirstind@wagged.com

Contents

1Introducing Microsoft Outlook 98

What Problem Is Outlook 98 Trying to Solve?
1
Continued Evolution of Outlook
2
Benefits of an Integrated, Comprehensive E-mail Application
3
Customer-Driven Development
4
Customers Respond to Outlook 97
4
Usability Testing
5
Field Studies
6
Criteria for Evaluating E-mail Applications
6
Ease of Use
7
Ease of Migration
7
Integration With Other Products
7
Integrated Organization and Information Management Capabilities
7
Contact and Calendar Management Capabilities
8
Support for Internet Standards and Leading Internet Technologies
8
Security
8
Collaboration Applications
8
Value
8
Design Goals for Microsoft Outlook 98
9
Design Goal 1:  Make the Product Simpler and Easier to Use
9
Design Goal 2:  Improve Performance and Simplify Installation
10
Design Goal 3:  Make Internet Communication Easy, Productive and Safe
10
Design Goal 4:  Further Advance E-mail and Information Management
12
Design Goal 5:  Build and Deploy Collaborative Solutions Using the Internet
13
Conclusion
14



Introducing Microsoft Outlook 98

The Microsoft® Outlook™ 98 messaging and collaboration client is Microsoft’s premier e-mail application that combines the leading support for Internet standards-based e-mail, including Microsoft Exchange Server, with integrated calendar, contact and task management features.  Outlook makes it easy to do the following:

· Get connected, communicate and share information with others 

· Work seamlessly with Microsoft Office 97 and Microsoft Internet Explorer 4.0

· Organize and view information

Outlook 98 helps users communicate with others through e-mail, telephone, group scheduling and using real-time NetMeeting™ conferencing software.  Outlook helps users share information with others via Internet connectivity, Microsoft Exchange Server public folders, electronic forms, and as a component of customized collaborative solutions.  Outlook integrates and organizes all this communication and shared information in one application.

Microsoft Outlook 98 is an important product upgrade arriving at a time when, more than ever, individuals and organizations are seeking more efficient ways to work together.  Microsoft has responded by delivering an innovative integrated electronic mail, information management and collaboration product.  Outlook 98 contains new technologies that enable the use of the Internet for collaboration, information sharing and business solutions.  Outlook continues to be the client that is fully optimized for the fast growing number of companies that rely on Microsoft Exchange Server for scalable, advanced e-mail, calendaring and collaboration features on their business-critical intranets.   

Outlook, teamed with Microsoft Office and Microsoft Internet Explorer, provides an integrated suite of tools for personal productivity and managing users’ personal, group and Internet information, from e-mail, contacts and schedules to Web pages and Favorites.  This functionality is essential to building virtual teams within an organization and to connecting organizations to their customers in powerful extranet business solutions.  Outlook 98, Office 97, Internet Explorer 4.0 and Microsoft Exchange Server 5.5 are all innovative technologies that work together to bring users the power of Internet communication and collaboration.

What Problem Is Outlook 98 Trying to Solve?

Why did Microsoft build Outlook 98?  The answer today is no different from when Outlook was first introduced.  Today, computer users have no shortage of information, but finding a specific piece of information can be difficult.  Consider all the places where information is stored in the average work environment — paper calendars or planners, hard disks on computers, e-mail messages and attachments, personal information managers and group schedulers, collaborative applications, custom browsers, file servers, and, of course, the Internet and intranets.

Today, with each of these applications, users must learn to use different tools and commands for finding, entering, displaying and organizing information.  They must remember not only where they last saw a piece of information but what application they were running.

Outlook 98 helps organize, find and view all of this information.  Outlook juggles scheduling, collaborative applications, personal information (such as contacts and tasks), e-mail and documents — all in one place — and allows users to create and view the information using a consistent interface.  Microsoft has conducted extensive research with customers and found that people want better integration across their entire desktop.  In 1993, Microsoft originally provided this integration in Office version 4.2 by combining the Microsoft Word word processor, the Microsoft Excel spreadsheet, the PowerPoint® presentation graphics program and the Microsoft Access database management system to work together as one application.  With Outlook, Microsoft has continued this vision of Microsoft Office and extended it to the rest of the desktop so users can go to one place for all their e-mail and information needs.

Continued Evolution of Outlook

Outlook 98 offers both leading e-mail functionality and useful features that go beyond e-mail.  Customer research conducted by Microsoft discovered that people really perceive Outlook as “much more than e-mail,” particularly with its information-management capabilities and integrated approach.

As Microsoft built Outlook, it considered customer needs, industry trends and existing product categories, including the following:

· E-mail.  Depending on which source you reference, the e-mail install base today consists of between 70 million to 100 million users worldwide and is growing fast.  Although many users and members of the press have told Microsoft that they consider Outlook a personal information manager (PIM), an increasing number of people simply think of Outlook as a powerful integrated e-mail application.  In fact, as the number of e-mail users continues to grow and as Outlook (and products like it) increase in popularity, we expect the e-mail category to simply envelop much of the information management category. 

· Information management.  Information management includes contacts, tasks, calendar and group scheduling, and free-form notes.  The information management category has existed for many years but is still a relatively small, fragmented and stagnant market (holding steady at around 7.5 million users since the mid-90s) due to portability issues and the widespread use of paper planners.  However, information management is still very important to users.  With more electronic information available via the Internet and e-mail, access to information is not the problem, but managing all that electronic information becomes more critical and valuable — something that a paper planner will not be able to do easily.  Continued customer research, however, indicates that people perceived Outlook to be much more comprehensive than an information manager.

· Collaborative applications.  Collaboration is traditionally defined as document management, workflow and forms routing.  It is a fast-growing category, with the key combinations of Microsoft Outlook and Microsoft Exchange Server, Lotus Notes and Domino Server, and Netscape Communicator and Suitespot Servers being the leading players.  Recent trends suggest that the collaboration category is broadening, encompassing not just one-to-many publishing but e-mail, group scheduling and contact management.  A significant trend evolving in this category is the Web.  Many users are jumping onto the Internet or intranets to publish and view information and to conduct collaboration activities.  Finally, many people still do not understand what “collaboration” is; they do, however, understand the need to share information and communicate easily with others.  

Outlook 98 converges these existing product categories, and, more important, it builds upon and improves their shortcomings.  According to customers, the primary benefit of Outlook is that it brings a new level of integration to their desktops — a level not found today in e-mail, information managers or collaborative applications.  MIS professionals and end users alike recognize clearly that Outlook will likely replace four to five software programs already on their desktop.  

Benefits of an Integrated, Comprehensive E-mail Application

Based on customer research and industry trends, the top benefits of an integrated and comprehensive e-mail application such as Outlook 98 are ease of use and the ability to produce powerful results.  Outlook 98 delivers these benefits based on the following criteria, many of which are not being met by any existing products on the market today:

· Integration of e-mail with personal or team information.  Outlook offers a unified user interface and database — a single store for e-mail, calendar, contacts and task information.  For example, users now can navigate between modules with a single mouse click, learn consistent commands for sorting and filtering information across modules, drag and drop across modules, and conduct searches that span all modules.

· Integration on the desktop.  Personal information, team information and e-mail must be well integrated with the user’s desktop suite of applications for the greatest ease of use.  Outlook is the glue that integrates Office applications and browser information with e-mail, personal information and collaborative applications.  Users want to move and share information easily between Office files and items in Outlook. 

· Simplified communication flow within teams.  Outlook helps with basic human interactions such as e-mail, telephone calls, meetings and publishing information to a shared location (online or in public folders).  The ability to manage communication flow from one central software application was perceived as convenient and efficient by the customers Microsoft interviewed.

· Greater efficiency through elimination of steps in the current process.  Customers immediately recognized how an integrated application such as Outlook saves time and eliminates the need for retyping information.  For example, the ability to preview the first three lines of an e-mail message can help users prioritize the reading of e-mail and even help them make quick decisions on which messages can be deleted and which ones need immediate attention.  Also, the ability to create an appointment instantly from an e-mail message saves typing time.  Once information is entered into Outlook, users don’t have to retype that information but can simply drag and drop it into other areas of Outlook or into Office files.

· User-friendly operation.  Customers continue to demand that software be easy to use and user-friendly.  Ease of use is driven partly by consistency and integration across applications.  Ease of use also means having a great user interface, making the product easy to learn and its features intuitive.  Outlook 98 has made significant improvements in the user interface with shorter menus and simpler toolbars, the overall layout of the application and by adding some new Find and Organize tools. 

Customer-Driven Development

To help ensure the development and delivery of Outlook 98, Microsoft strongly believes that a wide variety of user feedback must form the core of the design process.  The customer-driven design process for Outlook 98 includes three key components:

· Direct Outlook 97 user response

· Usability testing

· Field studies

Customers Respond to Outlook 97 

The release of Outlook 97 in January 1997 created quite a stir among users of e-mail products, information management products, Microsoft Exchange Server and Microsoft Office.  The concept pioneered by Outlook 97 of putting all of a user’s information needs “under one roof” was generally regarded as innovative.  Unfortunately though, some of the repercussions of this pioneering concept were not quite as jubilantly welcomed.  There were some obvious growing pains associated with this breakthrough, and it has become the mission of the Outlook team to respond to the problems and concerns of the early Outlook 97 adopters.

Microsoft gathered information from multiple sources, including Microsoft Technical Support (MTS) and Microsoft Wish Lines.  MTS tracks the topic and the length of incoming support calls.  This information allows Microsoft to determine where customers have the greatest difficulty.  In addition, customers call the various product Wish Lines to make feature requests.  Microsoft also tracks customer issues on its product forums on MSN™, the Microsoft Network online service, and on the Microsoft World Wide Web site (http://www.microsoft.com/).  The Outlook team also spent significant time monitoring various Internet discussion groups, as well as getting feedback from regional user groups and in-depth customer visits.  Microsoft studied this information to decide which features to incorporate into Outlook 98 or future versions, or which features to refine.

A great deal of this user input came not just from end users asking for productivity features but from developers, solutions builders, independent software vendors (ISVs) and corporate information system managers.  This group provided the Outlook design team with a myriad of design requests based on extensibility, APIs, object models, programmability and migration.  

Using all of this data, the Outlook team was able to determine the areas of improvement for Outlook 98.  Microsoft learned key customer insights from this research that influenced the design of Outlook.  In fact, Outlook 98 was designed to address and provide improvements in the following areas:

· Usable features that are more intuitive and easier to find

· Performance improvements and easier setup and configuration

· Internet standards support extending to such protocols as IMAP4, LDAP, S/MIME and iCalendar.

Usability Testing

Microsoft conducted more than 300 hours of usability tests in its state-of-the-art usability labs.  Developers and program managers watched and listened as users moved through specific tasks.  If the users encountered problems, the developers and program managers refined the product to make it easier to learn and use.  This process of usability testing and product refinement was repeated until the feature passed specific usability standards. 

The following are specific examples of how usability testing changed the implementation and design of certain features:

· New actions menu.  People had trouble finding all the options available to them (e.g., the Outlook Message Flagging feature was on the Edit menu, Auto Dialing was on the Tools menu, etc.).  To make the “actions” process easier for the user, we grouped all the core actions in one place so users could find them easily.

· Organizing.  Outlook 97 contained a number of powerful e-mail organization features that allowed users to create and manage e-mail folders, apply unique views to data in those folders and apply rules to incoming and outgoing data.  Unfortunately, a great deal of this functionality was simply not intuitively displayed.  The new 
Outlook 98 Organize tool offers four different tabs with a web-like design to allow the merging of these highly functional features with a help-oriented plain-English user interface. 

· Setting up e-mail accounts.  When using Outlook 97, setting up accounts was a technical and laborious process.  Users made many mistakes while setting up their e-mail in Outlook, which caused their first Outlook experience to be a sour one.  With Outlook 98, settings are automatically converted at setup from other programs, freeing the user of this task.  If users are setting up mail for the first time, Outlook 98 uses the Internet Connection Wizard to make the process simpler. 

· Setup/first run.  Microsoft found that many PCs contain junk e-mail profiles left over from users exploring or trying out other products in the past.  As part of the setup process, Outlook 97 would detect these profiles and assume that users are using those profiles.  As a result, users could not set up Outlook to run on their machine unless assisted by technical support services.  The Outlook team completely redesigned the entire setup and first-run sequence such that Outlook 98 can now intelligently detect and setup users e-mail account and profile with a very high success rate.

· Launching individual applications.  Many users wanted a way to launch only their calendar or contacts for quick access instead of having to boot the whole Outlook 97 program.  This capability was available using Outlook 97 but was very hard to find.  In Outlook 98, users will be able to use the Windows® operating system Start button to quickly launch any portion of Outlook. 

· New menu, toolbar and tools/options.  Based on numerous observations, Outlook 98reorganized the Outlook menu hierarchy into functional groupings that better match users goals and behaviors.  It also removed the lesser-used commands and added text to the important buttons, allowing users to be able to find the features they needed quickly (e.g., Send & Receive or Mail Options).  In addition, Outlook 98 reorganized the options tabs, as well as options within each tab, so that most users can now find the frequently used functions in the options tabs.

Field Studies 

For Outlook 98, Microsoft conducted one major field study.  The field study used a research process known as contextual inquiry in which Microsoft works closely with anthropologists to observe how people interact with the software in their office environment.  This research required visiting users in their offices and watching them work.  The study focused on how Outlook performs for real-world POP3 Internet e-mail users in small business, home office or home environments over time.  The Outlook team was looking for ideas on how Outlook could be a better general purpose e-mail client and not be so closely tied to, related to and dependant on the Microsoft Exchange Server.  The study took place over a six-month period and focused on seven diverse sites.  Microsoft observed the following key customer insights, which influenced the design of Outlook 98:

· No e-mail support mode.  Many users do not or could not use Outlook e-mail for various reasons (e.g., company policy forces a different e-mail client) but wanted to use Outlook simply as an information manager.  However, because Outlook is heavily oriented toward e-mail, they could not figure out how to use it. Outlook 98 adds a no e-mail support mode as one of the install options so that e-mail features and commands are hidden or made nonintrusive, allowing Outlook to be used without e-mail.
· Searching.  Users spend a lot of time looking for messages, yet they were not using the Outlook 97 Find feature because it was confusing and opened a separate window.  The new Outlook 98 Find tool takes a tip from Internet search engines — it opens in place and has only a single field for easy searching, just like when using the Web.

· Creating appointments and tasks for contacts.  Outlook 97 defaulted to sending requests for these items via e-mail.  Microsoft found, however, that not everyone uses Outlook purely as an e-mail program.  Therefore, links between the contact and the appointment have been created as the default.

Criteria for Evaluating E-mail Applications

Following are the broad areas of functionality that an e-mail client needs to provide to be competitive in today’s market.  Although it is difficult for users to decide which area is most important to them, ease of use definitely ranks at the top of most lists, followed by other categories that tend to be similar in importance.  

Ease of Use

This functional area includes many of the basic ease-of-use criteria that might be listed as critical for word processors or Web browsers.  Users expect e-mail applications to be as easy to use as any of their other productivity tools.  Is it well integrated, and can users easily change an e-mail message into a task or change a contact into an appointment?  Do the toolbar and menu structure offer an intuitive and familiar environment for users to work in?  Is it customizable?  Is a three-pane view supported?  Can users receive e-mail from multiple Internet service provider accounts in one inbox?

Ease of Migration

Given the rapid rate at which e-mail clients are evolving, it is important for users to be able to switch easily to the application that best meets their needs.  When users start the application for the first time, does the application automatically detect if they were previously using another e-mail program and display the option to convert e-mail messages and the address book?  Can users easily import and export e-mail messages and address-book entries?

Integration With Other Products

Although users increasingly “live” in their e-mail applications, it is extremely important that the e-mail client works seamlessly with other standard software products.  Does the application integrate tightly with the leading Office suite product?  Does the application integrate tightly with a leading enterprise messaging server?  Does the product integrate well with a leading Web browser?  Does the product offer tight links to additional third-party add-on applications to extend its functionality?  Can users synchronize their information with all leading palmtop devices?  Does the application include extensive printing formats for paper calendar users?

Integrated Organization and Information Management Capabilities 

With the rapid adoption of e-mail, users need to be able to easily manage and organize all their daily information as well as easily sort and find the information they are looking for.  Can users easily move, sort, group and filter messages, contacts, appointments and tasks?  Does the application offer complete rules (incoming and outgoing) support?  Can users search for any information based on key words just as easily as they can search on the Web?  Can users easily track, recall and flag incoming and outgoing messages?  Can users easily plan and schedule a meeting with others?  Does the application allow users to dial a phone (and keep a record of the call), send e-mail, send a fax, jump to a Web site, or initiate a real-time conference with contacts stored in the application?
Contact and Calendar Management Capabilities

Maintaining and managing calendar and contact information becomes increasingly important as e-mail becomes a primary method of communicating.  Can multiple e-mail addresses and phone numbers be stored in the contact information?  Is Internet conferencing information included in the contact information?  Does the address book support LDAP look-up?  Does the application offer complete vCard (business card) support?  Can users plan and schedule a meeting with others easily?  Does the application allow users to dial a phone (and keep a record of the call), send e-mail, send a fax, jump to a Web site, or initiate a real-time conference with contacts stored in the application?
Support for Internet Standards and Leading Internet Technologies

Users and corporations continually stress the importance of support for Internet standards and the latest Internet technologies to help ensure that they can share information with anyone seamlessly.  Without support for open standards, information being shared may not be universally readable and interchangeable with other applications.  Can users receive, view, create and send full-fidelity HTML messages?  Does the application ship with predefined stationery for daily use and special occasions?  Does the application support established, open Internet protocols for e-mail such as POP3, SMTP and IMAP4?  Does the application support the discussion-group standard network news transfer protocol (NNTP)?  Does the application support the directory standard LDAP?  Does the application support MIME HTML (MHTML)?  Does the application support contact and calendaring Internet standards such as vCard, vCalendar and iCalendar?

Security

Security is one of the most important issues when using e-mail.  As more and more users rely on e-mail to convey critical business information, there is a heightened need for security.  Does the application support S/MIME, encryption and digital signatures?

Collaboration Applications

Users need to be able to share a wide variety of e-mail, contact, calendar and ad hoc information as easily as possible.  Is the application able to deliver out-of-the-box functionality that allows developers to create customized information routing, discussion, tracking and line of business applications tailored specifically to the needs of an organization?  Is it easy for solution providers and third-party software vendors to develop extended collaboration applications that work with the product?

Value

Price — and what the user gets for this price — must be considered when evaluating an application that is going to be used by millions of computer users.  How much does the user pay?  How easy is it to obtain the product either on its own or packaged with other software?  Are the price and functionality of the product comparable to those of other products on the market? 

Design Goals for Microsoft Outlook 98

Microsoft takes the feedback from user research, corporate customers, the press and individual end user customers and places it in the context of industry trends to formulate a set of design goals that shape the development process.  The following sections discuss the design goals for Microsoft Outlook 98, along with select feature innovations that illustrate the development team’s delivery against these goals.  For more in-depth information relating to the features described herein, please consult the Outlook 98 Enhancements Guide. 

Design Goal 1:  Make the Product Simpler and Easier to Use

Customers told Microsoft that Outlook 97 was plenty powerful but that it simply needed to become more intuitive.  As a result, the Outlook 98 team has zeroed in on making the product very usable, with features that are easier to find.  Outlook 98 is no longer a one-size-fits-all power user product — depending on the type of user, Outlook 98 provides different ways to access and use important features.

Make The Product Simpler And Easier To Use


Outlook Today
When starting Outlook, users can see scheduled meetings and required tasks for the day, how many e-mail messages have arrived overnight, and what Web pages have been modified recently.  Outlook Today will also be available on the Active Desktop™ view.

Conditional formatting
Users can highlight important information in Outlook views by using rules to link formatting options such as text color, fonts and bolding to the salient properties of e-mail messages, contacts, tasks, appointments, etc.

Junk mail
Users can automatically recognize, flag and dispose of unsolicited junk e-mail —  it’s like Caller ID for e-mail.

Simplified menus, toolbars and options
Easier navigation through the Outlook user interface will speed users through their e-mail, calendaring and contact management activities.

Organize tool
A new Web-style tool provides easily discoverable access to the powerful e-mail organization features of Outlook, including folders, views and rules.

Find tool
Users can quickly find messages, appointments, tasks or other information with easy Web-style searching — a synthesis of the best Web-like metaphors with the best code-based applications.

Design Goal 2:  Improve Performance and Simplify Installation

The Outlook team has made key modifications to some of the basic operations in Outlook that dramatically improve performance and the ease of configuration.  In response to the most requested performance item, Outlook 98 features dramatically decrease wait-time performance when opening or deleting meeting requests in inboxes.  In fact, more than one-third of all the development effort for Outlook 98 was dedicated to performance fixes and enhancements.  The goal was to make Outlook 98 quicker than Netscape Communicator, Lotus Notes, Eudora and even Microsoft Outlook Express for most common operations.  Additionally, Outlook 98 provides seamless migration from Outlook Express and many other Internet e-mail products, as well as a streamlined user interface for configuring the product for Internet messaging and collaboration.

Improve Performance and Simplify Installation


Background synchronization


Using Outlook in conjunction with Microsoft Exchange Server, users can quickly synchronize their offline mail store while they continue to compose and read e-mail.

Filtered replication
Outlook allows users to replicate only the Outlook records that they specify through their own filter settings.

Auto-state detect for e-mail service
This feature automatically determines when connection to an Internet service provider becomes available or goes away.

Setup Wizard
Getting started and becoming familiar with the functionality can be the most difficult tasks users undertake with a new e-mail product.  Outlook 98 automatically recognizes existing accounts and imports folders and personal address books from competitive e-mail clients.

Reduce rollout and training expenditures
Outlook offers a streamlined setup and customizable, yet centrally administered, Outlook user interface.

Online calendaring performance
Outlook 98 allows users to work with a background synchronized local copy of their Microsoft Exchange Server calendar information.

Common tasks faster
Outlook 98 can perform faster start and shut down, switching between modules, meeting requests opening, and free or busy lookup.

Design Goal 3:  Make Internet Communication Easy, Productive and Safe

Microsoft Outlook 98 contains the leading implementation of all Internet messaging and collaboration standards and protocols.  Outlook 98 integrates tightly with the Web and becomes a great e-mail application regardless of the Internet service provider or browser.  Outlook proves that Microsoft leads the way in implementing new and existing standards, such as POP, SMTP, LDAP, IMAP, S/MIME, NNTP, Dynamic HTML, vCard, and vCalendar/iCalendar, and innovates in putting those standards to work to empower communication on the Internet.  The best part is that Outlook 98 will work just as well as a ubiquitous Internet-messaging client as it will as a rich Microsoft Exchange client/server client.  The power of Outlook, including customizable views and forms, as well as drag-and-drop integration with scheduling and information management, makes it easy for users to manage all their Internet e-mail as a seamless part of their daily communication and collaboration.  Finally, just as Outlook 97 delivered tight integration with the Office suite, Outlook 98 and Internet Explorer 4.0 deliver tight integration across the suite of products.  That integration means consistency — including common user interface elements — across all the applications (Microsoft Office 97 applications and Microsoft Internet Explorer 4.0) and an easy way to switch between the tools.

Make Communication On The Internet Easy, Safe And Productive


Support for all Internet standard e-mail protocols
Full support for SMTP/POP3 Internet messaging standard is built into Outlook.  Users can store their Internet mail in folders on an IMAP4 server.  The industry-leading implementation of Internet standards in Outlook 98 provides large organizations with more flexibility in messaging and collaboration server architecture while providing a standardized messaging and collaboration suite of tools to end users.

Access to Internet directories
Users can access, search and address messages using Internet directories such as BigFoot, InfoSpace and 411 using the Internet standard LDAP protocol. 

Secure, signed Internet e-mail
Users can encrypt and digitally sign messages using the S/MIME Internet standard and verify messages sent with digital signatures.

Microsoft Internet Explorer 4.0 security integration
Internet Explorer 4.0’s Security Zones allow users to set warning levels for received mail containing controls or applets.

Easy migration from other Internet e-mail products
Users can automatically import their Outlook Express e-mail addresses.  Messages stored in Outlook Express, Eudora, Netscape and other e-mail products can be easily imported.  Outlook helps users and organizations standardize on a single product for secure electronic mail, Internet-ready group scheduling, World Wide Web access and information management.

Drafts folder with AutoSave
Outlook automatically checkpoints users’ work as they compose e-mail messages and allows them to store messages that are not finished in a handy Drafts folder.

E-mail stationery
E-mail can be personalized by using background stationery when sending messages.  Users also can design their own background stationery. 

Send and receive Internet meeting requests using vCalendar
Users can send and receive meeting requests across the Internet in standard vCalendar format, allowing interoperability with a wide variety of scheduling products.  Outlook helps users increase their return on investments from the Internet through new ways to collaborate with other employees, customers, vendors and suppliers. 

Send and receive Internet business cards using vCard
Save Outlook contacts in the Internet format.  Share business-card information across the Internet.  Users can add their business cards to their newsgroup or e-mail signatures, making it simple for people to add them to their Outlook or other address book.

Integration with Microsoft NetMeeting
Users can send and receive NetMeeting conference requests and store Internet telephone numbers in their Outlook contacts.  NetMeeting sessions can be started automatically, and users can connect to the meeting participants directly from the Outlook calendar. 

Send and receive e-mail messages directly in HTML
Many users want to bring the fun and energy of Web sites to their e-mail for more compelling and entertaining communication.  Users can create HTML e-mail messages that include graphics, text formatting, animation and even video clips.  Outlook 98 allows users to receive HTML pages directly in their inbox.  Users can manage their contacts, schedule, tasks and Internet information all with the same product without having to give up great Internet mail features.  Also, users can make better use of Internet information found on Web sites by integrating it effortlessly into their work day and personal life.

Design Goal 4:  Further Advance E-mail and Information Management

E-mail and information management have become primary, everyday activities.  Outlook 98 introduces innovative features to further advance the state of the art in e-mail, calendar and information management features and integration.

E-mail and Information Management


Preview Pane
This feature allows users to quickly view messages without opening them.  It includes support for attachments, hyperlinks and HTML mail.

Multiple signatures
Users can easily use and manage multiple signatures that can include HTML, RTF and plain text.

Rules Wizard
Built-in Rules Wizard with enhancements to add-on previously for Outlook 97.

Windows CE Pocket Outlook integration
Users can easily synchronize mail, contacts and tasks with Pocket Outlook on Windows CE 2.0-based palmtop devices.

Remote mail headers in offline folders
This feature gives support for remote mail headers when using Microsoft Exchange Server offline folders.

AutoPreview in calendar
The first three lines of appointment details can be displayed using the word-wrap function in Day, Week, and Month calendar views.

Enhanced calendar printing options
Users can print word-wrapped details of appointments and print exactly one month per page.

Flag Contact for Follow-Up
Easily add a follow-up flag (reminder) to a contact.

Automatic map 
Users can automatically download a map to a contact’s address from the Microsoft Expedia™ travel service Web site.

Design Goal 5:  Build and Deploy Collaborative Solutions Using the Internet

Outlook 98 takes the Internet beyond just Web pages and electronic mail, enabling new ways to collaborate and share information across the Internet.  Outlook collaborative features can be used by individuals, workgroups or across an enterprise.  For individual users, Outlook 98 makes it easy to create discussion groups and share information with colleagues across the Internet or even to schedule meetings across the Web. 

For workgroups and enterprises, Outlook combined with Microsoft Exchange Server is a complete solution for developing and deploying a wide variety of collaborative applications, from contact management solutions for workgroups to enterprise-wide workflow and tracking applications.  The Outlook object model, which has also been enhanced in this release, adds messaging and collaboration features to the Visual Basic® programming system and Microsoft Office 97 solutions, providing an integrated set of tools for solving everyday business problems.

Outlook applications can be extended to work in a browser over the corporate intranet or public Internet when using Microsoft Exchange Server and Microsoft Internet Information Server.  Together, Outlook and Microsoft Exchange Server form a strong competitive alternative to Lotus Notes as a development platform.

Build and Deploy Collaborative Solutions Using an Intranet


Customization of standard Outlook forms
Outlook can be customized by modifying the layout of the standard Outlook forms, including the contact form.

Outlook functionality in intranet applications
Users can incorporate the power of Outlook forms and views in enterprise-wide intranet applications based on HTML and other standard Internet protocols.

Easier design and publishing of custom forms
Users can create and distribute custom electronic forms using simplified design menus and design a form simultaneously in design and run-time mode.  Also, users can distribute third-party controls on Outlook forms. 

Enhanced forms-scripting tools
Users can easily add VBScript to Outlook forms using the new find and replace in the script editor.  Users can browse programming objects and debug a form’s script with an integrated debugger and object browser.  

Extranet applications
Internet and extranet (business-to-business) applications can be built with Outlook custom views and forms.  Users can extend Web-based applications with Outlook functionality.

Object model enhancements
Outlook 98 adds more power to the collaborative and messaging solutions of Visual Basic and Office with the standard dialog box for choosing folders, simplified meeting requests and recurring appointment objects, and automatic resolution of e-mail addresses.

Conclusion

It seems that nearly everyone with a computer now has an e-mail address, and as e-mail has become more and more popular, so has the depth of functionality that many users demand.  While all the products in the e-mail category promise to offer users advances in technology and enhanced features, Outlook 98 distinguishes itself by delivering e-mail tightly integrated with calendaring, contacts, tasks, etc.  Also, no other e-mail client application on the market today is as tightly integrated with Microsoft Office, Microsoft Exchange and Microsoft Internet Explorer.  Finally, while some good e-mail applications for enterprise client/server e-mail systems and many good e-mail clients for Internet e-mail exist, there are no clients that offer such complete and overarching support for both areas.  Microsoft Outlook 98 has been carefully crafted to respond to the demands of today’s increasingly active and growing numbers of e-mail users.  Outlook 98 is also designed to address many of the requests and concerns of current users of Outlook 97.  We believe that Outlook 98 should be used by anyone who works with Microsoft Office, Internet Explorer, Microsoft Exchange or the Internet on a daily basis.  Outlook 98 provides the perfect integrated e-mail application that lets users manage and share all their information without doing burdensome e-mail, contact or calendar management.  Outlook 98 is a continued and significant investment in meeting the diverse e-mail needs for all users.
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