
Index
•Symbols and Numerics•
% complete fi eld, 255

- (Collapse button), 251

+ (Expand button), 94

! (exclamation point), 169

↓ (downward-pointing arrow), 169

↑ (upward-pointing arrow), 221

2-day view, 210

3D model (Do, Defer, Delegate)

for daily decision making, 61

for e-mail, 160

as GTD strategy, 47

3-day view, 210

4-day view, 210

5-day view, 210

6-day view, 210

The 7 Habits of Highly Effective People 

(Stephen R. Covey), 38–39, 303

7-day view, 90, 210

8-day view, 210

9-day view, 210

10-day view, 210

•A•
abbreviations, e-mail, 187

Abrahamson, Eric, 26

Accept (meeting), 223

accomplishment, sense of, 13, 34

acting proactively, 38

Action Mail, 147

Action System, 51

Actions menu, 79

Active Tasks, 252

Activities button, 91

Activities tab, 91, 276

actual work, 256

Actual Work fi eld, 256

Add to List, 155

adding

appointments, 100

buttons to toolbars, 107–108

calendars, 207–208

contacts, 100, 231–233

e-mail messages, 100

folders, 94

Inbox subfolders, 146–148

journal entries, 100, 277–279

with New button, 81

notes, 100, 262–264

tasks, 100, 101, 248–249, 251, 253–257

toolbars, 110–111

views, 118–121

Address Book button, 81

Address box, 84

Address Cards view, 234

Advanced toolbar, 81–83

After Moving or Deleting an Open Item, 

176

alerts, 177, 255

All Day Event, 215, 216, 218

All Mail Folders icon, 121

Allen, David

e-mail strategy of, 160

Getting Things Done, 46, 303

Getting Things Done productivity 

system from, 46–49

as productivity trainer, 37

Ready For Anything, 46, 304

Web site of, 305

Alt+= (Month view), 90, 210

Alt+- (Week view), 210

Alt+1 (Day view), 89, 210
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Alt+2 (2-day view), 210

Alt+3 (3-day view), 210

Alt+4 (4-day view), 210

Alt+5 (5-day view), 210

Alt+5 (Work Week view), 89

Alt+6 (6-day view), 210

Alt+7 (Week view), 90, 210

Alt+8 (8-day view), 210

Alt+9 (9-day view), 210

Alt+10 (10-day view), 210

Alt+A (Actions menu), 79

Alt+F1 (show/hide Navigation pane), 

99, 101

Alt+F2 (show/hide To-Do Bar), 99

Alt+G (Go menu), 76

Alt+V (View menu), 79

Alt+VNB (show Reading Pane), 86

Alt+VNQ (hide Reading Pane), 87

Alt+VRB (show Reading Pane), 86

Alt+VRO (hide Reading Pane), 87

appointments

about, 213, 214

adding new, 100

Calendar view of, 199, 200

contact information for, 217

creating from OneNote, 272

keyboard shortcut to, 100

one-time, 214–218

recurring, 218–219

scheduling, 213–224

showing/hiding, 86–87

viewing by category, 115, 116

Archive folder, 144, 145

archive.pst fi le, 144, 178–181

archiving messages, 142–145, 177–178

Arrange By button, 112, 166, 167

“art of stress-free productivity,” 303

Assign Task button, 258

assigning Tasks to others, 242, 258–259

AT&T Wireless, 284

Attachment Save, 189–190

attachments, e-mail, 189–190

attendees, meeting

required/optional, 220, 221

responses of, 223–224

status of, 221–222

attitude, 63, 76

AutoArchive button, 139

AutoArchiving messages, 142–145, 

177–178

automatic dialing, 241

Automatic Formatting button, 128

automatic journaling, 275–277, 300–301

automatic launching, of Outlook, 

106–107, 122

AutoPreview, 117, 118

•B•
Back button, 82, 84

backing up data fi les, 178–181

Bcc: (blind carbon copy), 188–189

Beta Software, 147

“big rocks” analogy, 42

billing information, 256

Billing Information fi eld, 256

BlackBerry, 281–283

blind carbon copy (Bcc:), 188, 189

Bluetooth technology, 281, 282

Bottom button, 112

browsing Web sites, 241

btw (“by the way”), 187

Buddhism, 34

Business Affairs folder, 147

Business Cards view, 235

Business Phone List, 237, 238

buttons

adding/removing, 107–108, 130

grouping, 114

rearranging, 109–110

reducing size of, 130, 131

By Category view, 115, 116

“by the way” (btw), 187

By Type view, 276
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•C•
Calendar (module)

about, 197

adding new, 207–208

areas of, 198–200

converting Notes to, 266, 271–272

creating Notes from, 266–267

customizing, 211–212

displaying, 208–211

e-mailing your, 224–227

Internet calendars, 200–206

keyboard shortcut to, 79, 99, 101

navigating, 206–211

as program default, 299

publishing your, 226–229

Reading pane, 86

scheduling appointments/events, 

213–224

setting up meetings, 219–224

sharing, 224–229, 299–300

single versus multiple, 206–207

starting Outlook in, 105

switching views in, 89–90

Tasks versus, 246

To-Do Bar in, 250

views, 213

Calendar button, 130, 131

Calendar Coloring button, 81

Calendar column, 121, 123

Calendar Snapshot, 200

Call Using Next Meeting button, 82

calling, 241

carbon copy (Cc:), 188–189

career, commitment to, 13

case, search by, 153

categories

adding new, 126, 127

assigning appointments to, 217

assigning tasks to, 255

e-mail, 87

Notes, 264

organizing by, 129

search by, 153

setting up, 124–128

Categories button, 112

Categorize button, 80, 112

categorizing

contacts, 233

e-mail messages, 162

Cc: (carbon copy), 188–189

change

accelerated rate of, 15

openness to, 69, 294

readiness for, 64

check mark, 166, 168

Choose Folders button, 123

ClearContext, 53–55

client relations, 91

Close button, 263

Close Original Message on Reply or 

Forward, 176

“clouds and water,” 34

clutter, 23, 26–27

Collapse button (- sign), 251

Collect (productivity stage), 46

Collecting System, 51

color coding, 126, 127

colors

fl ag, 173

note, 264

organizing by, 128

commitment to career, 13

communication

considerations for, 186

importance of, 70–71

Companies fi eld, 256

company

adding new contact from same, 233

in Journal entry, 278

task-related, 256

Compass area (of PlanPlus), 42
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Complete fi eld

e-mail, 166, 168

tasks, 247, 248, 250, 251

Completed Tasks folder, 253

Completed Tasks view, 252

complexity

of task, 67

of technology, 16

compressing attachment fi les, 190

Condition (search), 154

Confi gure buttons, 77, 131

confl ict size, 139

contacts

appointment, 217

creating from OneNote, 272

fi nding, 81

Journal tracking of, 275, 279

journal-entry, 278

Contacts (module)

about, 231

Activities tab, 91

adding new, 100, 101, 231–233

adding to distribution list, 239–241

applications for, 241–242

assigning tasks to, 255

associating Notes with, 264–265

converting Notes to, 266, 272

creating Notes from, 266–267

custom fi elds in, 91

customizing views, 236–239

deleting, 235–236

exporting, 243–244

functions of, 90–91

keyboard shortcut to, 79, 99–101

organizing, 234–241

Contacts button, 77, 130, 131

context-sensitive, 79

Cook, Marshall, 304

cooperation, 38

Copy Items, 156

copying data fi les, 179–181

course correction, 50

Covey, Stephen R.

“rocks in buckets” analogy of, 42

The 7 Habits of Highly Effective People, 

38–39, 303

Time Management Matrix of, 39–40

Create Rule button, 81

Create Unassigned Copy fi eld, 256

creating subfolders, 146–148

creative cooperation, 38

creativity, 13

Ctrl+1 (Mail module), 79, 99

Ctrl+2 (Calendar module), 79, 99, 101

Ctrl+3 (Contacts module), 79, 99

Ctrl+4 (Tasks module), 79, 99

Ctrl+5 (Notes module), 99, 101

Ctrl+6 (Folder List), 93, 99, 101

Ctrl+7 (Shortcuts), 93, 99, 101

Ctrl+8 (Journal module), 99, 273

Ctrl+Alt+1 (Day view), 89, 210

Ctrl+Alt+2 (Work Week view), 89, 

210, 211

Ctrl+Alt+3 (Seven-day week view), 210

Ctrl+Alt+3 (Week view), 90

Ctrl+Alt+4 (Month view), 90, 210

Ctrl+C (copy), 180

Ctrl+click (select contact), 242

Ctrl+E (search), 149

Ctrl+F (forward message), 167

Ctrl+N (create new contact), 231

Ctrl+R (reply to message), 167

Ctrl+S (save), 62

Ctrl+Shift+A (create new 

appointment), 100

Ctrl+Shift+C (create new contact), 

100, 101, 231

Ctrl+Shift+D (dial contact), 241

Ctrl+Shift+E (create new folder), 94

Ctrl+Shift+I (Inbox folder), 78, 99, 

101

Ctrl+Shift+J (create new journal 

entry), 100
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Ctrl+Shift+K (create new task), 100, 

101

Ctrl+Shift+L (create distribution list), 

240

Ctrl+Shift+M (create new message), 

100, 101

Ctrl+Shift+N (create new note), 100, 

101, 262

Ctrl+Shift+Q (meeting request), 219

Ctrl+Shift+X (browse contact Web 

site), 241

Ctrl+V (paste), 264

Ctrl+Y (Go To folder), 99

Current Day view, 210

Current Month view, 210

Current Seven-Day view, 210

Current view, 115, 116, 198, 199

Current view button, 82, 112, 199

Current Work Week view, 210, 211

cursor, 264

Custom fl ag, 165

customizing

Calendar, 211–212

Contacts views, 236–239

Journal views, 277

Notes, 264–265

TaskPad, 87

To-Do Bar, 88

customizing Outlook

about, 103

categories, 124–128

gadgets for Windows Vista, 132–134

Navigation pane, 130–131

Organize pane, 128–129

Outlook Today, 121–124

startup, 104–107

toolbars, 107–114

views, 115–121

•D•
Daily Task List button, 112

Dashboard view, 55

Data File Management, 179–181

date completed, 256

Date Completed fi eld, 256

date display

keyboard shortcuts for, 210

selecting dates for, 209–210

switching, 210–211

Date Navigator, 87, 88, 198–200, 209–210

Date stamp (Notes), 263

Davenport, Liz, 304

davidco.com, 305

Day button, 81

Day view, 89, 90, 210

Day/Week/Month Messages view, 

118–121

Deception quadrant, 40

decision making

3D model of, 61

about daily priorites, 59

diffi culty with, 11

Decline (meeting), 223

deferring, 47, 61, 160. See also Do, Defer, 

Delegate

delegating, 47, 61, 92, 160. See also Do, 

Defer, Delegate

Delete button, 81

Deleted Items Folder, 139, 141–142

deleting

automatic Outlook startup, 106

buttons from toolbars, 107–108

contacts, 235–236

e-mail messages, 140–142, 160, 161, 175

Journal items, 275

recurring appointments, 219

Tasks, 252–253

toolbars, 111

delivery receipt, 194–195

Display Messenger Status, 285–287, 286
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Display Online Status Next to a Person, 

286

distribution list, 239–241

Do, Defer, Delegate, Delete strategy (for 

e-mail Inbox), 160–167

Do, Defer, Delegate (3D model)

for daily tasks, 61

for e-mail, 160

as GTD strategy, 47

Do (productivity stage), 47

Does this Clutter Make My Butt Look Fat? 

(Walsh), 32

Donne, John, 295

double-click, 275

downloading Internet calendars, 200–203

downward-pointing arrow, 169

Dr. Greg’s Stress-Free Productivity and 

Collaboration Strategies, 305

Drag and Drop, 155

due date, task, 92, 254

Due Date fi eld, 254

duplicate contact records, 235–236

duration, journal-entry, 278

•E•
8-day view, 210

e-mail

abbreviations, 187

about, 185

adding new, 100–102

attachments, 189–190

Cc/Bcc, 188–189

communication considerations, 186

concise and to-the-point messages, 188

keyboard shortcut to, 100, 101

sending effective, 186–190, 299

sharing Notes via, 269

signature, 190–193

subject line, 186–187

tracking, 193–196, 276

e-mail addresses, 264

e-mail Inbox

adding new contact from, 232

advantage/disadvantages of, 137

alerts for new messages, 177

archiving messages, 142–145

AutoArchiving messages, 177–178

backing up data fi les, 178–181

categorizing messages in, 162, 298

creating message rules, 169–174

creating subfolders, 146–148

Day/Week/Month Messages view of, 

118–121

deleting messages, 140–142

Do, Defer, Delegate, Delete strategy, 

160–167

dread about dealing with, 11

fi ltered view of, 115, 116

fl agging messages, 162

GTD subfolders in, 49

keyboard shortcut for, 78, 99, 101

Mailbox Cleanup, 138–140

managing your, 159–160, 298

moving messages to subfolders, 

155–156

organizing messages in, 145–156, 298

responding to messages, 167–169

restoring backup fi les, 181

searching, 149–155

setting up e-mail options, 174–177

Vista gadgets for, 132, 133

e-mail options, setting up, 174–177

e-mail protection levels, 175

e-mail searches

advanced, 151–155

Inbox, 149–150

related messages, 150–151

e-mailing

calendars, 224–227

to contacts, 241

emoticons, 187

empathic listening, 38

Enable the Person Names Smart Tag, 286
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“end of message” (eom), 187

energy, 13

Entry List view, 277

eom (“end of message”), 187

events

about, 213, 214

one-time, 214–218

recurring, 218–219

scheduling, 213–224

Excel 2003 For Dummies (Harvey), 243

Excel 2007 For Dummies (Harvey), 243

Exchange Server, Outlook with. See 

Outlook with Exchange Server

exclamation point (!), 169

Expand button (+ sign), 94

Explore Web Page button, 82, 83

exporting contacts, 243–244

•F•
Favorite Folders, 84, 87, 95–96

Field (search), 154

fi le directory path, 274

fi les, tracking, 275

Filter Applied message, 115, 116

fi ltering

Contacts, 237–238

effectiveness of, 63

e-mail, 115, 116

Notes, 268

Find a Contact button, 81, 113

Find button, 81, 113, 149, 286

Find Items Larger Than button, 139

Find Items Older Than button, 139–142

fi rst things fi rst, 38

5-day view, 210

Flag column

adding, 163–164

clicking on, 166

fl agging

contacts, 242

e-mail messages, 162, 166, 173–174

with Follow Up button, 80

fl exibility

maintaining, 23

mental, 64

technological, 16

fl uidity, 34

Folder list

adding custom folders to, 94

keyboard shortcut for, 93, 99, 101

in Navigation pane, 93–98

Folder list button, 77, 131

folders

adding to Shortcuts, 93–98

e-mail, 87

grouping, 94–95

message rules for routing e-mail to, 

171–172

organizing, 128

routing new messages to Inbox, 

166–167

with Web links, 95–98

Follow Up button, 80

font, 265

For Follow Up folder, 162–163, 166

Forward button, 81, 82, 84

Forward Message

Close Original Message on, 176

keyboard shortcut for, 167

4-day view, 210

franklincovey.com, 305

FranklinCovey

Planning System from, 38–40

PlanPlus software from, 40–45

products from, 37

Web site of, 305

Fredricks, Karen

Outlook 2007 All-in-One Desk Reference 

For Dummies, 303

Outlook 2007 Business Contact Manager 

For Dummies, 303
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free time, 13

Freedman, David, 26

Friends & Family folder, 148

From (search), 152

Fry, Art, 261

Fulton, Jennifer, 303

•G•
gadgets for Windows Vista, 132–134

gap, technology, 15

Getting Things Done (GTD) Outlook Add-

In, 46–49

Getting Things Done:The Art of Stress-Free 

Productivity (David Allen), 303

Go menu, 76–77

Go To folder, 99

goals and goal setting

diffi culty with, 11

importance of, 32

long-term productivity, 311

long-term versus short-term, 32

new professional/personal, 13

primary productivity, 35

realistic, 31–32

review of, 33

short-term productivity, 310

weekly/monthly, 24

Google calendar, 203–206

grouping

appointments, 115, 116

buttons, 114

Shortcuts, 94–95

Groups, 198

GTD. See Getting Things Done Outlook 

Add-In

•H•
hand icon, 258

hand-under-the-clipboard icon, 259

Harvey, Greg

Excel 2003 For Dummies, 243

Excel 2007 For Dummies, 243

Web site of, 305

harveyproductivity.com, 305

Hebrew lunar calendar, 212

Help button, 81

hide

Navigation pane, 99, 101

TaskPad, 249

To-Do Bar, 99

High Importance status, 168, 169

holidays, 211

house icon, 121

hyperlinks, 121

•I•
I icon (optional attendee), 221

iCalendar. See Internet calendars

iCALShare.com, 202–203

icons

Manage Your Life With Outlook For 

Dummies, 5

task, 247, 248

IM. See Instant messaging

imho (“in my humble opinion”), 187

imo (“in my opinion”), 187

Importance status, 153, 168–169

impromptu interruptions, 18, 62

improvements, assessing your, 313

IMS. See Information Management 

System for Outlook; Integrated 

Management System

In (search), 152

“in my humble opinion” (imho), 187

“in my opinion” (imo), 187

Inbox. See e-mail Inbox

Information Management System (IMS) 

for Outlook, 53–55

information overload, 63–64, 69–70, 

294–295
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Information Viewer, 20, 21, 93, 198–200

Insert Hyperlink button, 192

insertion point, 264

instant messaging (IM), 18, 285–287

Instant Search button, 113, 149

Integrated Management System (IMS), 

50–51

interdependence, developing sense of, 

70–71, 295

Internet access, 17

Internet calendars

about, 200–201

downloading/subscribing to, 201–203

Google, 203–206

interruptions

anticipating, 61–62

planned/unplanned, 58

as productivity problems, 11

typical, 18

•J•
Japanese Zen Buddhism, 34

job responsibilities, 11

Journal (module)

about, 273–274

automatic, 275–277, 300–301

e-mail tracking versus, 276

functions of, 93

keyboard shortcut for, 99, 100, 273

manual entries, 100, 277–279

time management with, 274

views, 277

Journal button, 130, 131

junk e-mail, 174, 175

•K•
keyboard shortcuts

adding new contacts, 231

for date display, 210

essential, 99

importance of, 98

Journal, 273

for menus, 78

Notes, 262

knowing yourself, 65–66, 291–292

knowledge workers, 17, 64

•L•
landscape mode, 239

Last Seven Days view, 115, 116

Leave the Offi ce Earlier (Laura Stack), 

304

“Letting go,” 68

Life balance (icon), 5

LifeHack.org, 305

lifehack.org/productivity, 305

Linenberger, Michael

as effi ciency guru, 37, 52

Seize the Workday, 52

Total Workday Control System from, 

52–55

Total Workday Control Using Microsoft 

Outlook, 52, 58, 304

Web site of, 305

Links, 198–200

listening, 38

Live Search Maps, 242

location, search by, 153

log, Journal. See Journal

long-term productivity goals, 311

Low Importance status, 168, 169

•M•
Mackenzie, Alec, 304

magnifying glass icon (meeting 

organizer), 221

Mail button, 130, 131

Mail module. See also e-mail Inbox

functions of, 88–89

keyboard shortcut to, 79, 99

Organize pane in, 129

Mailbox (your name), 121
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Mailbox Cleanup, 138–142

Mailbox size, 138–140

Manage Your Life with Outlook For 

Dummies (Greg Harvey), 305

Map Custom Fields button, 244

map location, 242

Master Category List, 126

Match Case (search), 153

McGhee, Sally

e-mail strategy of, 160

Productivity Solutions from, 49–52

as productivity trainer, 37, 49

Take Back Your Life, 49, 50, 58, 304

Web site of, 305

McGhee Productivity Solutions (MPS)

about, 49–50

Getting Things Done versus, 48

Integrated Management System in, 

50–51

stages of, 50

Take Back Your Life! 4Outlook from, 

51–52

Web site of, 305

mcgheeproductivity.com, 305

meeting requests

Contact button for, 83

responding to, 223–224

retaining, 222

sending, 223, 241

Meeting Workspace, 214, 222

meetings

about, 213, 214

impromptu, 18

Notes for, 269–271

scheduling from Contacts, 242

setting up, 219–224

time spent in, 11

mental agility and fl exibility, 64

menu bar, 78

Menu button (Notes), 263, 264

menus, 78–80

message rules, 169–174

message-handling rules, 175–177

messages. See e-mail

Messages column, 121, 123

Messages with AutoPreview, 117, 118

messaging, instant, 285–287

messiness, 26–27

method, of organization, 24

Microsoft Access, 243

Microsoft Excel, 243

Microsoft Offi ce, 269

Microsoft Offi ce Online, 226–229

Microsoft Windows Live Messenger, 

285–286

mileage, 256

Mileage fi eld, 256

Mini Inbox gadget, 132

mobile devices

PlanPlus Online for, 45

synchronizing, 281–283, 301

text messaging to, 283–285

moment-by-moment management, 29–30

Month button, 81

Month view, 90, 210

Move Items folder, 166–167

Move to Folder, 155

Move to Folder button, 81

Moving handle (Notes), 263

moving messages to subfolders, 155–156

MPS. See McGhee Productivity Solutions

multitasking, 23, 30–31

•N•
nationalities, 212

Navigation buttons, 198–200

Navigation pane

in Calendar, 198–200

customizing buttons in, 130–131

Folder List in, 93–98

functions of, 85–86

selecting views in, 77

Shortcuts in, 93–98

show/hide, 99, 101

Necessity quadrant, 39, 40

NetCentrics, 48

New Appointment button, 81
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New button, 81, 112

New Mail Message button, 81

New Meeting Request to Contact button, 

82, 83

New Task for Contact button, 82, 83

Next Actions

in Getting Things Done Productivity 

System, 47–48

In McGhee Productivity Solutions, 50

in Total Workday Control System, 53

Next Seven Days view, 252

Next Week fl ag, 165

9-day view, 210

No Date fl ag, 165

Not Urgent-Important (quadrant II), 40

Not Urgent-Not Important 

(quadrant IV), 40

Note body, 263

notes, journal-entry, 278

Notes (module)

about, 261–262

adding new, 100, 101, 262–264

areas of, 263

converting to other Outlook items, 

265–266, 271–272

creating from OneNote, 271–272

creating from other Outlook items, 

266–267

cursor/insertion point in, 264

customizing, 264–265

functions of, 92

inserting meeting details into, 269–271

keyboard shortcut to, 99–101, 262

OneNote 2007, 269–272

printing, 265

repositioning, 263

searching, 268

sharing, 269

sizing of, 264

Web/e-mail addresses in, 264

Notes button, 77, 131

notetaking, 62–63, 300

“nothing in excess,” 65

•O•
objectives

achievable, 31–33

identifying meaningful, 50

weekly/monthly, 24

obsolescence, 16

The Odd Couple (play), 14

Off button, 113

OMS (Outlook Mobile Services), 284

OneNote 2007

creating tasks/appointments/contacts 

from, 271–272

inserting meeting details into, 269–271

online resources, 305

Only Items That Are (search), 153

Only Items With (search), 153

Open Next Item, 176

openness to change, 69, 294

Optional (attendance) button, 220, 221

Oracle of Delphi, 65

Order From Chaos: A 6-Step Plan for 

Organizing Yourself, Your Offi ce, and 

Your Life (Liz Davenport), 304

orderliness, 24

Orenstein, Lon, 303

organization

of bookstore/library, 25

lack of, 14–15

methods of, 26–27

of Microsoft Windows, 25–26

for personal productivity, 67

qualities of, 24

Organize (productivity stage), 46

Organize button, 112

Organize pane, 128–129

organizing

Contacts, 234–241

e-mail Inbox, 145–156, 298

Shortcuts, 94–95

yourself, 67, 293

Organizing for Success (Kenneth Zeigler), 

304



326 Manage Your Life with Outlook For Dummies 

outline points, message, 188

Outlook

about, 75

Calendar module, 89–90

capabilities of, 297–298

Contacts module, 90–91

features of, 76–78

Folder list/shortcuts, 93–98

Journal module, 93

launching, 76, 106–107

Mail module, 88–89

menus, 78–80

Navigation pane, 93–98

Notes module, 92

panes, 85–88

personal productivity achieved with, 

19–22

PlanPlus for, 41–43

shortcut keys, 98–102

Tasks module, 91–92

toolbars, 80–84

Outlook 2003

appointments in, 215–217

Calendar views in, 89–90, 198, 199

category lists in, 125–126

scheduling meetings in, 221

searching e-mail in, 150

TaskPad, 247–249

text messaging from, 285

window for, 20

Outlook 2007

adding new contact from same 

company in, 233

appointments in, 215–217

assigning tasks in, 255

calendar display shortcuts in, 210–211

Calendar views in, 90, 198–200

categorizing e-mail messages, 162

category lists in, 126–128

Day/Week/Month Messages view in, 121

fl agging contact in, 242

For Follow Up folder, 162–163

Quick Click default fl ag changes, 

164–165

scheduling meetings in, 221

searching e-mail in, 149

sharing calendars in, 224–229

Standard toobar in, 80

text messaging from, 284–285

window for, 21

Outlook 2007 (icon), 5

Outlook 2007 All-in-One Desk Reference 

For Dummies (Jennifer Fulton and 
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