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access permissions, calendars, 265-267
Account Settings dialog box
Internet e-mail account setup, 232
RSS feed setup, 224
Account, Business Contact Manager
contacts, 242
accounts
adding to Business Contact Manager,
243-245
viewing multiple, 267-269
Accounts report, Business Contact
Manager, 248
Actions menu
event scheduling, 158
recurring appointment creation, 150-151
Active Appointments view, Calendar
module, 156
Active List view, tasks, 183
Activities page, Contacts List associations,
131
Activity report, Business Contact Manager,
248
Add Mailbox dialog box, viewing multiple
calendar accounts, 268
Add New Email Account dialog box,
Internet e-mail account setup, 232
Add Picture dialog box, Contacts List
pictures, 136-137
Add Product or Service dialog box,
Business Contact Manager, 247
Add Users dialog box
calendar access permissions, 267
delegate permissions, 261-262
Add/Remove Content dialog box, Business
Contact Manager, 239-240
Address, Business Contact Manager
contacts, 242
Address Book
Address Grabber, 337
collaboration, 271-272

new message creation, 38-39
search techniques, 48
Address Cards view, Contacts List search
by name, 126-128
Address Grabber, Outlook accessory, 337
addresses, contact entry conventions, 115
addresses. See also e-mail addresses
Advanced Options dialog box, note
date/time display, 203-204
Advanced toolbar
hiding/displaying, 346
view grouping, 301-302
All Day Event box, event scheduling, 158
America Online (AOL)
back-end service, 47
online service, 230
announce, e-mail message creation, 41-42
Appointment dialog box, changing
appointment dates, 147-148
Appointment form
appointment entry conventions, 143-145
event scheduling, 158
recurring appointments, 152
Appointment page, Outlook meeting
organization, 256
Appointment Recurrence dialog box,
appointment entry conventions,
150-152
appointments
copying for another date/time, 147
creating, 16
date changes, 146-154
deleting, 150
length changes, 148-149
new message creation, 40-42
Outlook Web Access, 316-318
printing, 157-158
recurring dates, 150-154
recurring tasks, 175-177
scheduling, 142-154
superimposing calendars, 346
To-Do Bar display, 28-29
archiving, messages, 101-105
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area codes, search and replace
nonsupport, 340
Area of Interest, Business Contact Manager
contacts, 242
Arrange By button, message organization
methods, 105-106
Assignment view, tasks, 183
associations, Contacts List, 131
Attach File button, sending file
attachments, 78-79
attachments
contact flags, 125-127
digital signatures, 283
files, 77-79
message organization method, 106
Microsoft Word documents, 15-16
Attendee Availability List, Outlook meeting
organization, 256
Attendee Availability page, Outlook
meeting organization, 254-255
AutoArchive dialog box, message
archiving, 102-103
AutoName, e-mail address completion, 52
AutoPreview
global disable nonsupport, 341
previewing unread messages, 56-57
availability, message organization method,
107

ol e

backups
data shortcomings, 342
removable disk drives, 337
Bcce (Blind Carbon Copy) field, messages,
62-63
Blocked Senders List, adding message
sender to, 100
blogs, 219-221
browsing, Information Viewer
navigation, 27
bulletin board. See public folders
Business Card, Business Contact Manager
contacts, 242
business cards, creating from Contacts
List, 132-133
Business Cards view, Contacts
List, 119-120

Business Contact Manager
account addition, 243-245
contact addition, 240-243
customizing, 239-240
home screen access methods, 238
importing Outlook contacts, 240
new opportunity addition, 245-247
Outlook similarities/differences, 238
report viewing, 248-250
sales process management, 237-238
screen elements, 239-240
updating opportunities, 247
Business Contacts report, Business
Contact Manager, 248
Business Projects report, Business Contact
Manager, 248
business-card scanner, Outlook accessory,
336
By Category view
Contacts List, 124-125
Journal entries, 214
notes, 198
tasks, 183
By Company view
Contacts List, 123-124
Journal entries, 213-214
By Person Responsible view, tasks, 183
By Type view, Journal entries, 213

oo

cable modems, e-mail account setup, 232
Calendar button, 24
Calendar module
access permissions, 265-267
Active Appointments view, 156
appointment creation, 16
appointment scheduling, 142-154
creating a message from an appointment,
40-42
Daily view, 154
date group range selections, 346
event addition, 158
holidays, 158-159
Information Viewer browsing, 27-28
meeting request response checking,
257-258
Monthly view, 154-155
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multiple accounts, 267-269
opening multiple calendars, 345-346
Outlook organization concepts, 23-25
Outlook Web Access, 316-318
phone number insert nonsupport, 340
printing appointments, 157-158
superimposing calendars, 346
supported date range display, 26
switching between views, 156
task assignments, 269-270
task display, 184-185
users, viewing other, 265-271
viewing an unusual number of days, 346
views, 17, 154-156
Weekly view, 154-155
Card views, 292
categories
assignments, 305
color editing, 306-307
message organization method, 107
renaming, 306
shortcut key assignment, 307
Categorize button
category assignments, 305
renaming categories, 306
shortcut key assignment, 307
Category, Business Contact Manager
contacts, 242
Cc text box, message copies, 48
Chart tool, e-mail message enhancements,
345
charts, e-mail message enhancements, 345
Check Address dialog box, contact entry,
115-116
Check Full Name dialog box, contact entry,
114
Check Names button, e-mail address
search, 49
Classification, Business Contact Manager
contacts, 242
Close button, dialog box element, 6
Close Date, Business Contact Manager
opportunity, 246
collaboration
Address Books, 271-272
calendar access permissions, 265-267
meeting request response, 256-258
multiple accounts, 267-269
Outlook meeting organization, 254-256

Outlook Web Access, 322-325
Outlook/Microsoft Exchange, 261-265
public folders, 272-275
SharePoint Team Services, 275-277
status reports, 270-271
task assignments, 269-270
viewing multiple calendars, 265-271
Color Categories dialog box
category color editing, 306-307
renaming categories, 306
shortcut key assignments, 307
Color menu, color-coding notes, 193-195
colors
categories, 306-307
completed tasks, 181-182
Inbox, 340
notes, 193-195
overdue tasks, 181-182
columns
adding to Table/List view, 294
Contacts List view sorting, 121-122
format editing in Table/List view, 296
moving in Table/List view, 294-295
rearranging Contacts List views, 122-123
removing in Table/List view, 298
shrinking/widening in Table/List view,
297-298
sorting in Table view, 299
Table/List view, 293-298
view grouping, 300-302
commands
keyboard shortcuts, 7
tab/ribbon display, 6
ToolTips display, 30-31
comments
adding your name to a message reply, 74-76
contact entry conventions, 118
task editing, 173
task entry conventions, 168
Completed Tasks view, tasks, 183
Contact form, Outlook Web Access, 321
contacts
adding to Business Contact Manager,
240-243
creating, 17-18
importing from Outlook, 240
Outlook Web Access, 319-321
Contacts button, Contacts access method, 24
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Contacts List
Activities associations, 131
AutoName completion, 52
business cards, 132-133
contact entry, 112-118
creating new contact record from a
message, 42-43
details search, 129-130
Distribution Lists, 133-135
Find Items tool, 128-129
flags, 125-127
grouped views, 123-125
Journal module views, 208-209
new message creation, 38-39
Outlook Web Access, 319-321
pictures, 136-137
rearranging view columns, 122-123
rearranging views, 122-123
searches, 126-131
sorting views, 121-122
switching between views, 119
views, 118-125
control buttons, dialog box element, 6
conversations, message organization
method, 106
Corex, business-card scanner, 336
Create New Folder dialog box, 84-85
Custom reminder dialog box, changing
flagged message date, 72-73
Customize dialog box
menus, 308
toolbars, 308
Customize View dialog box
column sorting, 299
view grouping, 302

oo

Daily view, Calendar module, 154

data files, searching archived items, 104

Date Navigator
appointment date changes, 146-147
To-Do Bar, 140-142
dates
group range selections, 346
message organization technique, 105
task editing, 170
task entry conventions, 166-167
Day/Week/Month view, 292-293

Define Views dialog box, saving custom
views, 305
Delegate Permissions dialog box, 262-263
delegates, permissions, 261-263
Delete tool, deleting messages, 63
Deleted Items folder
dragging messages to, 44
emptying, 63
hiding/displaying, 44
recovering deleted messages, 44, 63
restoring messages from, 44
Detailed Address Cards view, Contacts List,
119-120
Detailed List view, tasks, 183
dialog boxes
closing, 6
minimizing/maximizing, 6
sizing/resizing, 6
dial-up connections, sending/receiving
e-mail, 235
Digital IDs
obtaining, 280-281
receiving digitally signed messages, 283-284
sending digitally signed messages, 281-283
digital signatures
customizing messages, 80-82
Digital IDs, 280-284
Outlook Web Access, 330-331
DIM (Desktop Information Manager). See
PIM (Personal Information Manager)
Discussion Reply form, replying to public
folder items, 274
Distribution List
adding/deleting members, 135
creating, 133-135
single person creation nonsupport,
341-342
uses, 135
documents
sending as e-mail, 15-16
sending as e-mail attachments, 77-79
domains, message filtering, 100-101
Drafts folder, saving
interrupted/incomplete messages, 64
drag and drop, techniques, 37-38
DSL providers, e-mail account setup, 232
due dates
flag settings, 69
flagged message change, 71-73
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task editing, 170

task entry conventions, 166-167
DVD/CD burners, data backup uses, 337
Dymo LabelWriter, Outlook accessory, 338
Dyszel, Bill (Palm For Dummies), 41

oF o

EarthLink, online service, 230
Edit Business Card dialog box, Business
Contact Manager, 242-243
e-mail. See also messages
encrypting messages, 285-286
flagging in Outlook Web Access, 314
Internet account setup, 231-234
junk, 97-101
message replies, 14
Microsoft Word documents, 15-16
multiple account handling, 234-235
new message creation, 14-15
Outlook Web Access option settings,
315-316
phishing concerns, 60
versus postal (snail) mail, 48
reading messages, 12-14, 312-313
receiving digitally signed messages,
283-384
sending digitally signed, 281-283
sending in Outlook Web Access, 313-314
To-Do Bar display, 28-29
e-mail accounts, message organization
method, 106-107
e-mail addresses. See also addresses
adding to blocked senders list, 100
Address Book search, 49
AutoName completion, 52
Check Names search, 49
contact entry conventions, 116-117
conventions, 50
custom Internet services, 230
custom signatures, 81-82
multiple account handling, 234-235
E-mail Options dialog box
adding your name to a message reply, 75
custom message settings, 76-77
saving copies of sent messages, 73-74
E-Mail Security page, Digital IDs, 280-281
End Time box, appointment length times, 149
Entry List view, Journal entries, 212-213

events
announcing by e-mail, 41-42
Calendar module scheduling, 158
expires after, message settings, 54

ofF e

fields. See columns
File As, Business Contact Manager
contacts, 241
files
message archiving, 101-105
message attachments, 77-79
saving messages as, 65-66
searching archived items, 104
sending as attachments, 15-16
filters
domain, 100-101
junk e-mail, 97-101
sender/recipient lists, 99-100
Find Items tool, Contacts List search, 128-129
Find Names dialog box, Outlook Web
Access, 322-324
Flag for Follow Up dialog box, flag
reminders, 71
flags
Contacts List, 125-127
date changes, 71-73
default settings, 69-70
due date settings, 69
enabling, 68-69
Outlook Web Access messages, 314
reasons for using, 67-68
reminders, 70-71
flaming, avoiding public discussion folder,
273-274
Folder list
adding items to a public folder, 273
folder creation, 30
hiding/displaying, 30
manually recording Journal items, 208
navigation techniques, 29-30
new folder creation, 84-85
viewing public folders, 273
Folder List button, folder display, 24
folders
creating, 84-85
Folder List navigation, 28-30
message organization method, 106
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folders (continued)
moving messages between, 86
opening other user, 264-265
public, 272-275
Search Folders, 86-88
Follow Up menu, contact flags, 126-127
Follow-Up folder, uses, 87
Formatting Ribbon, contact entry
conventions, 118
Forward button, forwarding messages, 61
from, message organization method, 106
From line, creating a contact from a
message, 43

oG o

Global Address List, corporate networks,
271
Go Daddy, custom Internet/e-mail
addresses, 230
Go To Date dialog box, Calendar module
navigation, 141-142
Gookin, Dan (Word 2007 For Dummies), 50
Group by box, view grouping, 300-302
Group By dialog box, view grouping,
302-303
grouped items
viewing, 304
Contacts List, 123-125
grouped views, notes, 198
groups, expanding/collapsing, 304

o H o

headings, grouped item viewing, 304
Help system

access methods, 35

information display, 35-36

ToolTips, 30-31
Hewlett-Packard, handheld computers, 336
holidays, Calendar module display, 158-159
Home tab, Business Contact Manager, 239
Hotmail

back-end service, 47

message permission concerns, 54

o]e

icons, used in book, 8
Icons view
described, 290
notes, 195-196
importance, message organization, 107
Inbox
access methods, 24
changing flagged message dates, 71-72
color change nonsupport, 340
deleting messages, 63
flag reminders, 70-71
forwarding messages, 60-62
message navigation, 13
message replies, 58-59
new folder creation, 84-85
new message creation methods, 38
opening/reading messages, 55-57
previewing unread messages, 56-57
Reading Pane, 57
Rules Wizard, 93-97
sending file attachments, 78-79
unread message information display, 55
Information Rights Management program,
message permissions, 54
Information Viewer
browsing for data, 27
Instant Search, 33-35
organization concepts, 23-28
views, 26-28
Initiated By, Business Contact Manager
contacts, 242
Insert File dialog box, sending file
attachments, 78-79
Insert Ribbon
Smart Art, 345
Word Art, 344
Instant Search
clearing, 33
text, 33-35
Internet
Business Contact Manager contacts, 242
custom e-mail addresses, 230
e-mail account setup, 231-234
message links, 54
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Internet Explorer
Outlook/Outlook Express interaction, 22
RSS feed setup, 222-223
RSS feed support, 221

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

Invite Attendees button, Outlook Web

Access, 322

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

o]c

Job Title, Business Contact Manager
contacts, 241
Journal Entry form, manually recording
items, 208
Journal module
automatic recording nonsupport, 341
contact entry views, 208-209
enabling/disabling automatic recording,
206-207
expense calculation nonsupport, 341
manual item entry conventions, 207-208
printing, 211-212
searches, 210-211
views, 212-215
Journal Options dialog box,
enabling/disabling automatic
recording, 206-207
junk e-mail, 100-101
Junk E-Mail folder, filter sensitivity, 97-99
Junk E-Mail Options dialog box
filter sensitivity, 97-99
sender/recipient lists, 99-100

oo

keyboard shortcuts, command access
alternative, 7
Kyocera, smartphones, 336

o/ o

labels, Dymo LabelWriter, 338
Large Messages folder, uses, 87
Last Seven Days view
Journal entries, 214-215
notes, 196-198
Link to an Account or Business Contact
dialog box, 245-247
links
accessing from a message, 59
adding an Internet address to
a message, 54
navigation method, 7
phishing concerns, 60
SharePoint data, 276
task entry conventions, 168
List view
column organization, 293-298
described, 289-290
locations, appointment entry conventions,
145

ol o

Mail button
Inbox access method, 24
message display, 13
new message creation, 14
Mail Format dialog box, signature creation,
80-81
Marketing Campaigns report, Business
Contact Manager, 248
Marketing tab, Business Contact Manager,
239
Meeting Start/End Time, Outlook meeting
organization, 256
meetings
organizing with Outlook, 254-256
Outlook request response, 256-258
Outlook response request checking,
257-258
Outlook Web Access collaboration,
322-325
tallying votes, 260
vote taking, 258-259
menus, customizing, 308
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message lists, navigation techniques, 13 saving as a file, 65-66
Message Options dialog box saving copies of, 73-74
encryption, 285 saving incomplete as a draft, 64
priorities, 51-52 sending digitally signed, 281-283
sending digitally signed messages, 282 sending in Outlook Web Access, 313-314
sensitivity settings, 53 sensitivity settings, 52-54
vote taking, 258-259 Smart Art enhancements, 345
Message Options Web Page dialog box, spell checking, 50
Outlook Web Access, 315 stationery, 88-91
message rules text formatting guidelines, 50
Outlook Web Access, 328-330 To-Do Bar display, 28-29
Rules Wizard, 93-97 Word Art enhancements, 344
messages. See also e-mail Messages with AutoPreview view,
Address Book to create, 38-39 previewing unread messages, 57
adding your name to a reply, 74-76 Microsoft Exchange Server
appointments, 40-42 Address Books, 271-272
archiving, 101-105 back-end service, 47
Bcce (Blind Carbon Copy) field, 62-63 delegate permissions, 261-263
Cc (carbon copy) creation, 48 opening other user’s folders, 264-265
contact record creation, 42-43 Outlook accessory, 337
creating, 14-15, 48-50 Outlook collaboration, 261-265
deleting, 44, 63 Outlook interaction, 22
digital signatures, 80-82 Outlook Web Access support, 309
encrypting, 285-286 outsourcing, 275
expires after settings, 54 public folders, 272-275
file attachments, 77-79 status reports, 270-271
flagging in Outlook Web Access, 314 task assignments, 269-270
flags, 67-72 viewing multiple calendar accounts, 268
forwarding, 60-62 Microsoft Network (MSN), online service,
Inbox, creating from, 38 230
Internet link addition, 54 Microsoft Office
junk e-mail filters, 97-101 Outlook interaction, 336
link access, 59 sending documents as e-mail
moving between folders, 86 attachments, 77-79
opening/reading, 55-57 suite concepts, 22
organization techniques, 105-107 Microsoft Office 2007 For Dummies (Wally
Outlook Web Access option settings, Wang), 3
315-316 Microsoft, Pocket PC, 336
permission settings, 54 Microsoft Word
previewing unread, 56-57 document e-mail, 15-16
priority settings, 51-52 e-mail message creation, 49-50
read receipt requests, 54 sending documents as e-mail
reading, 12-14 attachments, 77-79
reading in Outlook Web Access, 312-313 Migo, Outlook accessory, 336
Reading Pane display, 91-92 MindManager, Outlook accessory, 338
receiving digitally signed, 283-284 Minimize button, dialog box element, 6
recovering deleted, 63 modules
replies, 14, 57-59 Outlook organization concepts, 23-25

Rules Wizard, 93-97 switching between, 24-26



Monthly view, Calendar module, 154-155
mouse
drag and drop techniques, 37-38
right-dragging items, 44
view grouping, 300
Move Items dialog box
moving messages between folders, 86
public folders, 274
Move to Folder button, moving messages
between folders, 86

o\ o

names (first/middle/last)
appointment entry conventions, 145
contact entry conventions, 114
Contacts List search, 126-128
task entry conventions, 168
Navigation Bar, Outlook Web Access,
311-312
Navigation Pane
Calendar module view display, 156
calendar views, 17
changing flagged message dates, 71-72
contact entry, 112-118
Contacts List views, changing, 119
deleting messages, 63
flag reminders, 70-71
forwarding messages, 60-62
marking tasks as complete, 179-182
meeting request response checking,
257-258
message replies, 58-59
message selections, 13
moving messages between folders, 86
new contact creation, 17-18
new folder creation, 84-85
new message creation, 14
new note creation, 19-20
new task creation, 18-19
opening multiple calendars, 345-346
opening/reading messages, 55-57
Outlook organization concepts, 25-26
previewing unread messages, 56-57
Rules Wizard, 93-97
sending file attachments, 78-79
switching between modules, 24-26
task editing, 170-175
Task List entry, 165-168

viewing multiple calendar accounts, 268
views, 26
vote tallying, 260
Nelson E-Mail Organizer (NEO), Outlook
accessory, 337
New Account form, Business Contact
Manager, 243-245
New Appointment form
Outlook meeting organization, 254-256
Outlook Web Access, 316-318
New Business Contact form, Business
Contact Manager, 240-242
New button, new message creation, 14
New Contact form
contact entry, 112-118
creating a contact from a message, 42-43
New Item form, adding items to a public
folder, 273
New Item menu, appointment entry
conventions, 143-144
New Message form
forwarding notes, 204-205
message creation, 14, 48-49
Microsoft Word document attachments,
15-16
sending file attachments, 78-79
New RSS Feed dialog box, RSS feed setup,
224-225
New Search Folder dialog box, Search
Folder creation, 87-88
New Signature dialog box, signature
creation, 81
New tool, uses, 32
news services, RSS feeds, 221
Next Seven Days view, tasks, 183-184
Note box, entry conventions, 189-190
Note Options dialog box, default size/color
settings, 202-203
notes
creating, 19-20
embedded picture nonsupport, 341
Notes button, Notes module access, 24
Notes List view, notes, 196-197
Notes module
color-coding notes, 193-195
date/time display, 203-204
default size/color editing, 202-203
deleting notes, 192-193
entry conventions, 188-190
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Notes module (continued)
forwarding notes, 204-205
grouped views, 198
printing notes, 199-201
reading notes, 191-192
Reading Pane, 199
resizing notes, 193
searches, 190-191
simultaneous selections, 192
views, 195-198

o () o

online e-mail service, back-end service, 47
online services, pros/cons, 230
Open Other User’s Folder dialog box, 264-265
Open Outlook Data File dialog box,
searching archived items, 104
Open Recurring Item dialog box, editing
recurring appointments, 152
opportunities, adding to Business Contact
Manager, 245-247
Opportunity form, Business Contact
Manager opportunities, 245-247
Opportunity Funnel report, Business
Contact Manager, 248-250
Options dialog box
adding your name to a message reply, 75
custom e-mail settings, 76-77
delegate permissions, 261-263
saving copies of sent messages, 73-74
signatures, 80-81
Organize button
choosing views, 288-289
Outlook customization, 287-288
Out of Office messages, Outlook Web
Access, 328
Outbozx, saving unfinished message to, 64
Outlook
access methods, 310
custom message settings, 76-77
front end program, 47
Microsoft Exchange collaboration, 22,
261-265
Microsoft Office suite component, 22
modules, 23-25
PIM (Personal Information
Manager), 1, 22-23

RSS feed setup, 224-227
RSS feed support, 221
running in the background, 146
SharePoint interaction, 22
user statistics, 1
viewing/updating SharePoint data, 276-277
Windows taskbar display, 189
Outlook Address Book, Contacts Address
Book, 271
Outlook Bar. See Navigation Pane
Outlook Express (Windows Mail), Internet
Explorer component, 22
Outlook Web Access
appointments, 316-318
calendar access, 316-318
collaboration, 322-325
contact management, 319-321
logging on/off, 311
message flags, 314
message option settings, 315-316
message rules, 328-330
Microsoft Exchange support, 301
Navigation Bar, 311-312
Out of Office messages, 328
public folders, 326-327
reading messages, 312-313
sending messages, 313-314
shortcomings, 319
signatures, 330-331
toolbars, 311-312
Overdue Tasks view, tasks, 183

opPe

Palm For Dummies (Bill Dyszel), 41

Palm-brand devices, Outlook accessory, 336
passwords, phishing attack concerns, 60
Percentage, Business Contact Manager
opportunity, 246
permissions
calendar access, 265-267
delegates, 261-263
message settings, 54
Permissions page, calendar access
permissions, 266
Personal Information Manager
(PIM), 1, 22-23



personal information, phishing attack
concerns, 60
phishing, e-mail link concerns, 60
Phone Calls view, Journal entries, 215
Phone List view, Contacts List, 121-123
Phone Numbers, Business Contact
Manager contacts, 242
phone numbers, Calendar insert
nonsupport, 340
pictures
adding to Contacts List, 136-137
note embedding nonsupport, 341
Pocket PC system, handheld computers,
336
podcasts
non-musical programs, 220
Windows Media Player, 221
postal (snail) mail, versus e-mail, 48
Print dialog box
appointments, 157-158
Journal entries, 211-212
notes, 199-201
printing
appointments, 157-158
Journal entries, 211-212
notes, 199-201
two-sided nonsupport, 340
priorities
messages, 51-52
task editing, 171-172
task entry conventions, 166-167
Products and Services, Business Contact
Manager opportunity, 247
Projects tab, Business Contact Manager,
239
Proofing Tools, spell checking messages, 50
Properties dialog box
calendar access permissions, 266
viewing multiple calendar accounts, 268
Proposal, Business Contact Manager
opportunity, 246
Prospecting, Business Contact Manager
opportunity, 246
public discussion folder, replying to an
item, 273-274
public folders
collaboration, 272-275
Outlook Web Access, 326-327
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-

Quick Access toolbar, customizing,
343-344

o R o

Rathbone, Andy (Windows Vista For
Dummies), 3
read receipts, requesting, 54
readers, author’s assumptions, 2-3
Reading Pane
hiding/displaying, 91
message display, 12-13, 92
message navigation, 92
Notes module, 199
reading messages, 57
Really Simple Syndication (RSS)
blog/podcast threads, 221
blogs, 219-221
Internet Explorer setup, 222-223
Outlook setup, 224-227
podcasts, 219-221
reading feeds, 227
receipts, read request, 54
recipients
expires after settings, 54
junk e-mail filtering, 99-100
read receipt requests, 54
Recurring Appointment dialog box, editing
appointments, 152-153
Reminder dialog box, reminder alerts, 146
reminders
appointment entry conventions, 146
contact flags, 126-127
flagged messages, 70-71
task editing, 171, 173
task entry conventions, 167
removable disk drives, Outlook accessory,
337
replies, adding your name to a message,
74-76
Reply/Reply All, message replies,
14, 57-59
reports, Business Contact Manager,
248-250
Ribbons
command display, 6
message priority settings, 51-52
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Ribbons (continued)
message sensitivity settings, 53-54
minimizing/maximizing the To-Do Bar, 164
Rich Site Summary (RSS). See Really
Simple Syndication (RSS)
RSS Feed Options dialog box, RSS feed
setup, 225-226
Rules Address dialog box, message
rules, 95
Rules and Alerts dialog box, message rules,
93-96
Rules Wizard, creating/running rules, 93-97

oS e

safe lists, junk e-mail filtering, 99-100
Sales tab, Business Contact Manager, 239
Samsung, smartphones, 336
Save As dialog box, saving messages as a
file, 65-66
scams, phishing attacks, 60
scanners, business card, 336
Search Folders
creating, 87-88
deleting, 88
searches
Address Book, 48
archived items, 104
Contacts List, 126-131
Date Navigator, 140-142
e-mail address, 48-49
Find Items tool, 128-129
Instant Search, 33-35
Journal entry, 210-211
Notes module, 190-191
Search Folders, 86-88
Type a Contact to Find box, 130-131
security
Digital IDs, 280-284
message encryption, 285-286
third-party encryption vendors, 286
Security Properties dialog box
message encryption, 285
sending digitally signed messages, 282
Select a Stationery dialog box,
previewing/selecting stationery, 88-91
Select Attendees and Resources dialog
box, Outlook meeting organization, 255

Select Contacts dialog box, task entry
conventions, 168
Select Members dialog box, distribution
lists, 134
Select Name dialog box, opening other
user’s folders, 265
Select the Business Contacts to Link to this
Account dialog box, 244
selections
date group range, 346
drag and drop techniques, 37-38
simultaneous notes, 192
stationery, 88-91
Send button, sending messages, 14, 16
senders, junk e-mail filtering, 99-100
sensitivity
junk e-mail filter, 97-99
message settings, 52-54
Sent Messages folder, saving copies of
messages, 73-74
Server Type dialog box, Internet e-mail
account setup, 232-233
shared folders, opening other user, 264-265
SharePoint, Outlook interaction, 22
SharePoint Team Services, Outlook
collaboration, 275-277
Signature Picker dialog box, 81
signatures
customizing messages, 80-82
Outlook Web Access, 330-331
Signatures and Stationery dialog box,
signature creation, 80-81
Signing Data with Your Private Exchange
Key dialog box
Digital IDs, 282
encryption, 285
Simple List view, tasks, 183
size, message organization method, 106
Size button, dialog box element, 6
Smart Art, e-mail message enhancements, 345
smartphones, Outlook accessory, 335-336
snail (postal) mail, versus e-mail, 48
Sort dialog box, column sorting, 299-300
sorts
ascending/descending order, 299
Contacts List view columns, 121-122
simultaneous note selections, 192
Table view columns, 299
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sounds, reminders, 126
Source Information
Business Contact Manager contacts, 242
Business Contact Manager opportunity, 247
Source, Business Contact Manager contacts,
242
spam, 100-101
Spelling & Grammar, proofing messages, 50
stationery, adding to a message, 88-91
status
task editing, 171
task entry conventions, 166
Status, Business Contact Manager
opportunity, 246
Status Bar, messages/total unread display, 55
status reports, collaboration tasks, 270-271
subfolders, creating, 84-85
Subject, Outlook meeting organization, 256
Subject box, entry conventions, 49
subjects
appointment entry conventions, 145
message organization method, 106
task editing, 170
task entry conventions, 165
suffixes, contact entry conventions, 114
synchronization, Migo, 336
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Table view
column organization, 293-298
column sorting, 299
described, 289-290
tabs
command display, 6
dialog box element, 6
Task form
recurring tasks, 175-177
regenerating tasks, 177-178
skipping recurring tasks once, 178-179
status reports, 270-271
task assignments, 269-270
task editing, 170-173
task entry conventions, 165-168
Task List
editing tasks, 169-175
marking tasks as complete, 179
task entry conventions, 165-168

Task Options page, completed/overdue
task color, 182
Task Recurrence dialog box
recurring tasks, 175-177
regenerating tasks, 177-178
Task Timeline view, tasks, 184, 185
tasks. See also To-Do Bar
collaboration assignments, 269-270
completed task color, 181-182
copying, 174
creating, 18-19
deleting, 175
editing, 168-175
entry conventions, 165-168
marking as complete, 179-182
MindManager management program, 338
overdue task color, 181-182
recurring, 175-177
regenerating, 177-178
skipping recurring once, 178-179
status reports, 270-271
To-Do Bar display, 28-29
To-Do Bar item addition, 163-164
views, 183-184
Tasks button, To-Do list access method, 24
Tasks module, Outlook organization
concepts, 23-25
teams, SharePoint Team Services setup,
276
telephone numbers, contact entry
conventions, 115-117
Terms, Business Contact Manager
opportunity, 247
Test Account Settings dialog box, Internet
e-mail account testing, 233-234
text boxes, dialog box element, 6
text files, saving messages as, 65-66
text formatting
contact entry conventions, 118
message guidelines, 50
Word Art enhancements, 344
This Feed dialog box, Internet Explorer RSS
feed setup, 222-223
Timeline view, 291
times
appointment entry conventions, 149
recurring appointments, 152
task editing, 173
task entry conventions, 168
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title bar, dialog box element, 6
titles, contact entry conventions, 114
to, message organization method, 106
To box, AutoName address completion, 52
To button, Address Book searches, 48
To-Do Bar. See also tasks
appointment date changes, 146-147
closing, 165
collapsing/expanding, 28
customizing, 164-165
Date Navigator, 140-142
flagged message display, 68-69
information display types, 162
item addition, 163-164
minimizing/maximizing, 164
Outlook organization concepts, 28-29
To-Do List view, tasks, 184
toolbars
customizing, 308
hiding/displaying, 346
Outlook Web Access, 311-312
Quick Access, 343-344
ToolTips display, 30-31
ToolTips, Help system element, 30-31
Tracking tab, vote tallying, 260
Treo, smartphones, 335-336
Trust Center, Digital IDs, 280-281
Type a Contact to Find box, Contacts List
search, 130-131
Type a New Task, To-Do Bar item addition,
163-164
types, message organization method, 106
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Uniform Resource Locator (URL), contact
entry conventions, 118

Universal Service Bus (USB) port,
removable disk drives, 337

Unread Mail folder, uses, 87
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views
AutoPreview, 56-57
Calendar, 17
Calendar module, 154-156

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

votes
Outlook meetings, 258-259
tallying, 260
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Wang, Wally (Microsoft Office 2007 For
Dummies), 3
Web log. See blogs
Web pages
adding an Internet link to a message, 54
contact entry conventions, 118
opening from Outlook, 347
phishing attack concerns, 60
Web sites
Address Grabber, 337
AOL (America Online), 230
Digital IDs, 281
e-mail accounts, 234-235
Go Daddy, 230
Google, 235
Hotmail, 235
Information Rights Management
information, 54
Internet Explorer 7, 221
Mail.com, 235
Migo, 336
MindManager, 338
MSN (Microsoft Network), 230
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NEO (Nelson E-Mail Organizer), 337 Windows Media Player, podcasts, 221
PGP Corporation, 286 Windows Vista For Dummies (Andy
RSA Corporation, 286 Rathbone), 3
Yahoo!, 235 wizards, Rules, 93-97

Web toolbar Word 2007 For Dummies (Dan Gookin), 50
hiding/displaying, 346 Word Art, e-mail message enhancements,
opening Web pages, 347 344

Weekly view
Calendar module, 154-155 PY y PY
task display, 184-185

Windows Mail (Outlook Express), Internet Yahoo! Mail, message permission
Explorer component, 22 concerns, 54






