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The Microsoft E-Mail and Collaboration Client Family

The Microsoft® Outlook™ family of e-mail and collaboration clients reflects the Microsoft strategy of meeting two distinct sets of user needs: 

· Standard Internet e-mail and news access required by many home and small-business users. 

· Comprehensive integrated e-mail, including information management and collaboration capabilities, required by a wide spectrum of users from home to small business to the large enterprise.

Microsoft E-mail and Collaboration Clients

The following sections provide more information about how the Outlook family of e-mail and collaboration clients meets customer needs. 

Microsoft Outlook Express

Outlook Express is the upgrade to the Microsoft Internet Mail and News client that was included with Microsoft Internet Explorer 3.0. Outlook Express is available at no cost with Microsoft Internet Explorer 4.0 and is designed specifically for home, small-business and Office for Macintosh users who primarily use dial-up Internet e-mail and newsgroups. Outlook Express supports today’s most important e-mail, news and directory standards and offers significantly more features than other basic e-mail packages.  For example, new features in Outlook Express include HTML mail, an improved intuitive user interface, customizable toolbars, stationery, AutoHyperlinks, address-book functionality, powerful inbox rules, enhanced offline support and support for multiple e-mail accounts. Outlook Express is easy to install and automatically imports e-mail folders, address books and settings from previous installations of the Windows Exchange mailbox, Eudora and Netscape mail. Outlook Express also offers an easy migration path to Outlook.   

Microsoft Outlook

Outlook is Microsoft’s premier e-mail and collaboration client. With Outlook, users can manage e-mail, personal calendar, schedule meetings with others, and manage contacts. In addition, task management and journal capabilities improve user productivity through better information management, and tight integration with Microsoft Office and Internet Explorer 4.0 provide major benefits for users of these applications.

Outlook is a powerful Internet Mail and Calendaring client with industry leading support for today’s most important Internet standards for e-mail, news, directory, and group scheduling, including SMTP/POP3, IMAP4, MHTML, MIME and S/MIME, vCard, LDAP, NNTP, vCalendar, and iCalendar. Outlook is also the premier client for customers who rely on Microsoft Exchange Server for advanced messaging, calendaring and custom collaboration applications within their organizations. Outlook also works with any communication system that supports messaging API (MAPI), including HP OpenMail, cc:Mail, Microsoft Mail, CompuServe, MSN™, and selected voice mail systems.

Outlook ships as a stand-alone product, as a key member of the Microsoft Office product, and with Microsoft Exchange Server. In Microsoft Exchange Server 5.5 or later, Outlook replaces the Exchange client and Schedule+ included with previous versions of Exchange Server.

Outlook is easy to install and automatically imports e-mail folders, address books, calendars and settings from previous installations of the Windows 95 Exchange mailbox, Outlook Express, Microsoft Exchange Clients, Eudora and Netscape mail. 

Versions of the Outlook client for the 16-bit Windows® and Macintosh operating systems, designed specifically for businesses that use Microsoft Exchange Server, ship with Exchange Server 5.5 or later.  For customers who need interim clients as they migrate to 32-bit Windows, Outlook for Windows 3.1x and Outlook for Macintosh offer improved performance as well as smooth interoperability (but not feature parity) with Outlook on 32-bit Windows.  These versions of Outlook include e-mail, personal calendaring and task lists, group scheduling and HTML-based custom forms.  They also provide an easy migration path from current Microsoft Exchange e-mail clients on these operating systems.  This approach provides a consistent solution for companies that need to support employees currently using 16-bit Windows and the Macintosh. 

Outlook Web Access 

For customers who use Microsoft Exchange Server 5.5 or later, Microsoft offers Outlook Web Access as a feature of Exchange Server. Outlook Web Access gives users secure access to their e-mail, calendar, group scheduling and public folder information on their Exchange Server using only a Web browser.  Outlook Web Access is an effective solution for users who require roaming, remote access or cross-platform functionality (including UNIX).

Outlook Web Access provides a subset of Outlook functionality and requires an “online” connection to Microsoft Exchange Server.  Outlook Web Access is not intended to be a replacement for the more full-featured Outlook clients for 16-bit Windows or Macintosh. 

For UNIX users, however, Outlook Web Access is the primary Outlook family solution for e-mail, calendaring and collaboration functionality. Outlook Web Access can be particularly strategic for businesses that deal with one or more of the following scenarios: 

· Roaming or remote-access users

· UNIX workstations

· PCs with RAM or hard-drive limitations

· Extranet applications

Other Microsoft Exchange Server Features

For more information about the Microsoft Exchange Client, Microsoft Exchange Forms Designer and Schedule+ Calendaring client that shipped with Exchange Server 5.0 and earlier see the Microsoft E-Mail and Collaboration Client Strategy Backgrounder, which is available at http://www.microsoft.com/outlook/.

Summary Comparison of Client Features

The following tables compare features of Microsoft’s e-mail and collaboration clients at a medium level of detail.  For detailed information about which features are available when each client is used with a specific mail server, see the Outlook 98 Features and Configuration Guide, available on the Outlook Web site (http://www.microsoft.com/outlook/).

The comparison tables include the following:

· Protocol and Formats support

· E-mail features

· Personal calendar and group scheduling features

· Integration with Microsoft Office and Internet Explorer 4.0

· Contact management, Task management and Journal features

· Collaboration solution (groupware) and enabling features


Outlook Family

Protocol and Formats Support
Outlook 98 (32-bit Windows)

Outlook 97 (32-bit Windows)


Outlook 16-bit Windows and Mac
Outlook Web Access


Outlook Express
(Internet Explorer 4.0)

POP3/SMTP
x
x


x

IMAP4

x



x

HTML Mail
x



x

S/MIME
x



x

vCard
x



x

LDAP i
x



x

NNTP i
x



x

vCalendar i
x





iCalendar i
x





MAPI
x
x
x




Outlook Family

E-Mail Features
Outlook 98 (32-bit Windows)

Outlook 97 (32-bit Windows)


Outlook 16-bit Windows and Mac
Outlook Web Access


Outlook Express
(Internet Explorer 4.0)

Installation and Upgrade






Setup Wizard
x



x

Wizard imports existing folders address books, calendar and settings.
x



x

Message Creation 






Send rich text messages
x
x
x



Receive rich text messages
x
x
x
x


Send HTML mail
x



x

Receive HTML mail
x



x

HTML editing
x



x

Send Web page
x



x

Format default font for replying to messages
x
x
x

x

Format default font for sending messages
x
x
x
x

x

Send attachments
x
x
x
x

x

Receive attachments
x
x
x
x
x

Hyperlinks
x
x
x
x
x

Set message importance
x
x
x
x
x

Request read or delivery receipt
x
x
x
x


Check spelling
x
x
x

x

Background Spelling (Word Mail 97 feature)
x
x




AutoCorrect Spelling (Word Mail 97 feature)
x
x




Choose spell check language
x





AutoSignature
x
x
x

x

Multiple Signatures
x



x

Embed ActiveX™ Documents or Controls in messages
x
x
x

x

Message templates
x
x




HTML stationery
x



x

Digital encryption
x
x
x

x

Digital Signature
x
x
x

x

S/MIME support
x



x

Specify folder for storing sent messages
x
x




Lock message 
x
x




Message flags
x
x
x



AutoText (Word Mail 97 feature)
x
x




Styles and Templates (Word Mail 97 feature)
x
x




Initiate and receive task delegation
x
x




Custom reply annotations
x
x




Reply in same format received
x



x

Send mail message with Voting buttons (AutoVote)
x
x




Respond to mail message with Voting buttons 
x
x
x



Message expiration
x
x




Deferred delivery
x
x




Deferred delivery rules
x
x




Redirected replies
x
x




Include vCard with sent messages
x



x

Certificate management
x



x

Send from one of multiple Internet accounts
x



x

Message Addressing 






Access to Exchange Server Global Address List
x
x
x
x


Synchronized offline Global Address List
x
x
x



Access to Personal Address Book
x
x
x

x

Personal distribution lists
x
x
x

x

AutoName check
x
x




Lightweight Directory Access Protocol (LDAP) support and default list of public directories
x



x

Auto-add name to address book on reply 
x
x


x

Support for vCard exporting and importing 
x



x

vCard inclusion with sent messages
x



x

Certificate management
x



x

Send from one of multiple Internet accounts
x



x

Per-recipient preferred format warning
x



x

Message Folder Viewing 






Sort by standard fields
x
x
x
x
x

Choose order of standard fields in view
x
x
x

x

Group by conversation
x
x
x

x

Group by any field
x
x
x
xiii


Optionally view folder hierarchy in a pane
x
x
x
x


Direct manipulation field ordering in view
x
x


x

Go to Folder command on toolbar
x
x


x

Customizable toolbar
x

x

x

Outlook navigation bar
x
x

x
x

Smart Next/Previous
x
x




Three-line message preview (AutoPreview)
x
x




Three-pane (Preview Pane) message view
x



x

Replied and Forwarded icons in list view
x
x




Editable list view
x
x




Time line and other advanced viewing
x
x




Message counts by “unread” and “priority” in Outlook Today summary view
x



x

Message Management 






Drag-and-drop message to move or copy it to folder
x
x
x

x

Mark message as read or unread
x
x
x

x

Inbox Assistant (server side)
x
x
x
xiii


Out of Office Assistant 
x
x
x
xiii


Rules (client side)
x
x


x

Rules Wizard (client side)
x
x




Conditional formatting of messages with color
x





Find messages (general search dialog box)
x
x
x



Junk mail management (“anti-spam”) features
x



x

Find messages using simplified in-place tool
x





Find across modules (mail, calendar and so on)
x
x




Find related messages or find all messages from sender 
x
x




AutoArchive
x
x




Background Archive
x





AutoSave unsent message
x





Drafts folder for unsent messages
x



x

Add “Flag for Follow Up” reminder to messages
x
x
x



Create task from message
x
x




One level delete or move undo button on toolbar
x
x




Deleted item recovery (from server)
xiv 
xiv




Categories and Master Category List
x
x




Track delivery and read receipts with original message
x
x




Recall or resend a message
x
x




Create folders on the server
x
x
x
x


Delegate access to server folders easily
x
x




Local folders
x
x
x

x

Synchronization of local folders with server folders
x
x
x



Background and filtered synchronization of local folders with server folders
x





Differential offline address book synchronization with server 
xiv
x





Remote Mail headers in offline folders
x





Background E-Mail Download 
x





Autodetect Online/Offline
x





Newsgroups






View Internet newsgroups directly in client (NNTP)
x



x


Outlook Family

Calendar Features
Outlook 98 (32-bit Windows)

Outlook 97 (32-bit Windows)


Outlook 16-bit 

Windows and Mac
Outlook Web Access
(Internet Explorer 4.0)


General Calendar Features





Offline use of calendar
x
x
x


Open another’s calendar (beyond viewing free or busy status)
x
x
x


Appointments summarized in Outlook Today view
x




Calendar Views





Daily view
x
x
x
x

Weekly view
x
x
x
x

Five-day (work week) view
x

x


Monthly view
x
x
x


Show two time zones
x
x
x


AutoPreview of 256 characters of details in week and month views
x




Calendar preferences (working hours, working days and so on)
x
x
x


Days with appointments displayed in bold 
x
x
x


Weekly and monthly views enhanced for clarity
x
x



Compressed weekends
x
x



Select multiple or discontinuous days to view schedule
x
x



Display discontinuous days side by side
x
x



Appointment list views (active, by category, by recurrence)
x
x



Apply calendar view (day/week/month) to any folder
x
x



One-Time or Recurring Appointments





Meeting reminders (minutes, hours or days in advance)
x
x
x
x

Set appointments as public or private
x
x
x
x

Ability to cancel particular occurrences (recurrence exceptions)
x
x
x
x

Out-of-office time (as opposed to normal free or busy times)
x
x



Smart appointment duration (maintained when start time is changed)
x
x



Meeting location list (most recently used)
x
x



Overlap warning
x
x



Advanced recurring meetings and tasks options (for example, last weekday of the month)
x
x



Send Meeting Requests for One-Time or Recurring Appointments





Use address book to pick attendees
x
x
x


Weekly view of free and busy times of multiple attendees and resources
x
x
x
x

View details of busy time in free and busy view
x
x
x



Free and busy view enhancements
x
x



Publish and retrieve free and busy information to the Internet with iCalendar subset
x




Schedule a real-time meeting (conference) via Microsoft NetMeeting™ conferencing software
x




Include attachments in appointments and meeting requests
x
x
x
x

Track acceptance of attendees to a meeting
x
x
x


Track acceptance of attendees invited other than with Outlook
x
x



Attendee list visible to all attendees
x
x



Send or receive requests over the Internet as vCalendar attachments
x




Advanced automatic meeting request processing options
x
x



Create tasks linked to a meeting request
x
x



All-day events
x
x



Multiple-day events
x
x



Other





Check spelling
x
x
x


Search appointments for string
x
x
x


Search mail and appointments for string with one command
x
x



Print to popular paper sizes for calendars
x
x
x


Custom printed output options
x
x
x


Export and synchronize to Timex Data Link Watch and other devices
x
x
x


Major world holidays
x
x



Steven Covey’s “Seven Habits of Highly Effective People”


x


Time-zone swapping based on location selection
x
x



Note:  Outlook Express provides no calendar or group scheduling features.


Outlook Family

Integration

Outlook 98 (32-bit Windows)

Outlook 97 (32-bit Windows)
Outlook Express

(Internet Explorer 4.0)

Microsoft Office Integration
x
x


Office Assistant
x
x


Shared spelling checker
x
x
x

Word Mail 95
x
x


Word Mail 97
x
x


Per-message Word Mail 97
x



Word Letter Wizard
x
x


Office document templates
x
x


Drag and drop
x
x
x

Enhanced drag and drop
x
x


Edit Office documents in place everywhere
x
x


Create tasks and task links from Office programs
x
x


Integration with Microsoft Project
x
x


Automation Object Library for Office solutions
x
x


AutoJournal of activities in Office documents
x
x


Office Forms
x
x


Toolbar and Menu customization
x

x

Internet Explorer 4.0 Integration




Launch from Internet Explorer 4.0 and create new mail or contact
x

x

Honor Internet Explorer 4.0 work offline and online switch
x



Share Internet Explorer 4.0 Security Zones
x

x

Note:  Outlook Web Access and Outlook 16-bit Windows and Macintosh for Microsoft Exchange Server provide no functionally significant integration with Microsoft Office or Internet Explorer 4.0.


Outlook Family

Contact Management, Task Management, Journal and Notes Features
Outlook 98 (32-bit Windows)

Outlook 97 (32-bit Windows)


Contact Management



Enhanced contact management over address book, including multiple views, categorization, and activity management such as e-mail to contact, meeting request to contact, letter to contact, phone call to contact.
x
x

Fully customizable Contact form
x


Use “Flag for follow-up” to track and prioritize
x


Call contact using Microsoft NetMeeting
x


Automatically download map to Contact’s address from Microsoft Expedia™ travel service Web site
x


Exchange Contacts over the Internet as vCards
x


Multiple contacts folders in Windows address book
x


Task Management
x
x

One-time and recurring tasks
x
x

Task pad within calendar
x
x

Tasks viewed by category
x
x

Tasks folder with enhanced task views
x
x

Send task requests and track responses
x
x

Status reports
x
x

Regenerating tasks
x
x

Task ordering
x
x

Categories as projects
x
x

Drag-and-drop categories
x
x

Journal folder and features
x
x

Notes folder and features
x
x

Note:  Outlook Express and Outlook Web Access for Microsoft Exchange Server provide none of the features listed in the previous table.


Outlook Family

Custom Collaboration Solution Development Features
Outlook 98 (32-bit Windows)

Outlook 97 (32-bit Windows)

Outlook 16-bit Windows and Mac
Outlook Web Access



Online access to Microsoft Exchange Server public folders 
x
x
x
x

Offline access to Microsoft Exchange Server public folders using offline folder synchronization
x
x
x


Support for Active Documents in public folders 
x
x
x


Use of Microsoft Exchange Client extensions
x
x
x


Use of custom forms implemented with HTML and Microsoft Exchange Server Collaboration Data Objects programming interface.
xviii
xviii
xviii
xviii

Use of Microsoft Exchange Forms Designer forms
x
x
xv


Use of Outlook forms 
x
x



Use of shared Outlook modules for instant collaboration applications
x
x



Share and automatically synchronize folders using email (NetFolders)
x




Visual Basic® Scripting Edition and Form object model
x
x

x


Client Object Model
x
x



Exchange Server Agent script editing support
xiv
xiv



Calculated values in views
x
x

xvi

Integrated script debugger in development environment
x




Integrated object browser in development environment
x




Object Model enhancements (See Outlook 98 Product Enhancements Guide)
x




Note:  Outlook Express includes none of the features listed in the preceding table.

#########
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This document is for informational purposes only. MICROSOFT MAKES NO WARRANTIES, EXPRESS OR IMPLIED, IN THIS DOCUMENT.
Part no. 098-71384
�	This feature is applicable only when using Outlook 98 in Internet Mail configuration.





�	The Outlook 32-bit Windows, 16-bit Windows or Macintosh client must be used to edit data or set up the rules or options stored on the Microsoft Exchange Server associated with this feature.





�	Upgrade to Internet Explorer 3.02 or later is required to attach files to messages.





�	Requires Exchange Server 5.5 or later.





�		This feature is not available in Outlook for Macintosh.





�	Forms can be scripted for server-side rendering using HTML and the Microsoft Exchange Server Collaboration Data Objects programming interface. When an Outlook 32-bit Windows, 16-bit Windows or Macintosh user opens one of these custom forms, the form is displayed in the user’s Web browser.  Forms implemented using Collaboration Data Objects have restrictions on features and logic relative to Outlook forms.  Views can also be scripted for display in OWA using Microsoft Exchange Server Collaboration Data Objects programming interface. For more information see the Outlook Solutions white paper available on the web site htttp://www.microsoft.com/outlook.
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