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• Symbols •
> (caret) symbol, 48–49
+ (plus sign), 223, 226

• A •
Accept button, 247, 251
access, granting, 257–259
account

arrangement, 111
shared, 259–260

Account Settings dialog box
e-mail setup, 230–231
RSS subscriptions, 220–222

Actions menu, 157
Active view, 187
Activities page, 141
Add Attendees button, 244–245
Add button, 221, 254
Add Digital Signature to This Message 

check box, 268–269
Add Holidays button, 165
Add Mailbox dialog box, 259–260
Add Members button, 143–144
Add Members dialog box, 144
Add New Email Account dialog box, 230
Add Reminder option, 76–77, 137
Add to Contacts option, 45
Add Users dialog box, 254, 258
Address Block dialog box, 236
Address Book

attachments, 83
Contacts list, versus, 261
form letters, 238
forwarded messages, 67
forwarded notes, 205
groups, editing, 144

icon, 239
Microsoft Exchange Server, 261–263
new e-mail message, 55, 57
printed envelopes, 239

Address Cards view, 138–140
address, e-mail

autocomplete feature, 57, 67
change of, 228
format, 56
instant, 46–47
Microsoft Exchange Server, 262
multiple, 85, 129
storage, 130

Address New Message option, 49
Advanced button, 104, 259
Advanced dialog box, 259–260
alert, 216
All Commands list, 275
All Day Event check box, 165
alphabetical order, 286
Also Trust E-Mail from My Contacts check 

box, 102
announcement, e-mail, 42–44
answering e-mail

automatic replies, 261
customized formats, 79–80
described, 14–15
meeting requests, 247–249, 309
message arrangements, 112, 114–117
multiple accounts, 232
original text display, 15, 114–117
quick steps, 117
tagged comments, 80–82
text of original message, 81–82

antispam software, 98
antivirus software, 270–271
application service provider (ASP), 262
Apply These Settings to All Folders Now 

button, 105
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appointment. See also Calendar module
all-day events, 165
calendar navigation, 147–149
customized view, 30
date changes, 153–156, 306
deleted dates, 156
detailed notes, 150
e-mail notifi cations, 47–48
entry in Calendar, 17
length changes, 155–156
multiple calendars, 165–167, 325
new e-mail message, 47–48
new entries, 17, 42–44, 150–160, 304–305
phone numbers, 320
printing process, 163–164
recurring types, 156–160
reminders, 152–153
To-Do bar, 171
views, 160–163
Web Access feature, 303–306

Appointment button, 246
Appointment dialog box, 154–155
Appointment page, 246
Appointment Recurrence dialog box, 

157–158
archive

data fi les, closing, 109
data fi les, deleting, 104
data fi les, fi nding, 108
data fi les, viewing, 108–109
described, 103
legal requirements, 103
setup process, 104–107

Archive button, 107
area code, 321
Arranged By button, 109–112
arrow symbol. See also down-arrow key; 

up-arrow key
appointment editing, 159
calendar views, 166
contact views, 135
minimized To-Do bar, 171
note size, 196
Web Access feature, 297

ascending order, 286

ASP (application service provider), 262
Assign Task option, 251
Assigned view, 187
assigning tasks, 251–253
Attach File button, 82
attachment

defi ned, 82
drag-and-drop feature, 84
message arrangements, 111
right mouse button, 49
saved messages, 71–72
sending process, 16–17, 82–84, 328–330

Attendee Availability page, 244–246
AutoArchive dialog box, 104–105
AutoArchive feature, 103–109
AutoArchive Settings button, 104–105
autocomplete feature, 57, 67
Automatically Add People I E-Mail to the 

Safe Senders List check box, 102
Automatically Download Enclosures for 

This Feed check box, 221–222
Automatically Include My Signature on 

Outgoing Messages check box, 311
automation process

autocomplete feature, 57, 67
e-mail replies, 261, 310–311
tasks, 41, 206–207

AVG (antivirus program), 271
AWeber Communications (marketing 

campaign), 240

• B •
back end, 53
Backstage view, 206, 266
backup service, 316, 322
banking, 103
bar. See specifi c bars
Bcc fi eld, 69
BlackBerry (phone)

datebooks, 150
new appointments, 44
Web Access feature, 294

blind copy, 68–69
blinking cursor, 65, 177
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Blocked Encoding List button, 101
blocked sender, 101–102
Blocked Top-Level Domain List button, 101
blog, 217–220
blue arrow key, 58
blue fl oppy disk icon, 70
blue text, 38, 66, 176
bold text, 7, 56, 61
Bottom option, 93
Browse button, 237
browser. See also specifi c browsers

computer viruses, 270–271
contact’s Web page, 131
fi le formats, 72
RSS feeds, 222

bullet, 56
business

e-mail, 232
etiquette, 67
phone number, 129, 135

business card
added contacts, 302
forwarding, 141–143
scanner, 316
viewing, 133

button. See also specifi c buttons
dialog box, 6
Navigation pane, 27
Ribbon feature, 6, 275
Web Access feature, 296

• C •
cable company, 229
Calendar button, 26, 29, 148
Calendar icon, 17
Calendar module. See also appointment

archives, 106
completed tasks, 184
date changes, 153–156
e-mailed tasks, 41
events, adding, 165
holidays, entering, 165
length of calendar, 149
meetings, 244–248

multiple calendars, 165–167, 325
navigation, 147–149
reminders, 152–153
schedule management, 17–18, 30
screen display, 18, 28–30, 152
shared calendars, 256–260
SharePoint features, 264
shortcuts, 330–331
superimposing, 326
tasks management, 188–189
views, 17–18, 29, 160–163
Web Access feature, 306

Calendar view, 154, 280
Card view, 138–140, 278–280
Categories column, 135
Categories feature, 110, 289–292
Categorize & Move template, 120
Categorize button, 289–290
categorizing e-mail. See organizing e-mail
Cc text box

messages, creating, 54
messages, forwarding, 67
messages, reading, 64–65

cell phone
datebooks, 150
pictures of contacts, 145
signature formats, 85
Web Access feature, 294

centralized work, 41
chain letter, 101
Change button, 222
Change Contact Picture dialog box, 145
Change View button, 288
chart, 325
Check Address dialog box, 130–131
Check Full Name dialog box, 128
Check Names button, 54–55, 145
Choose button, 91
Choose Default Signature section, 85
Clean Out Items Older Than text box, 105
Cleaned-Up Items Will Go to This Folder 

box, 116
cleaning up conversations, 114–117
Cleanup Tools button, 107
Close Archive option, 109
Close button, 6
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code
mail merge, 236
security, 266–270

collaboration tool. See SharePoint Team 
Services

color. See also specifi c colors
categories, 289–291
completed tasks, 185–187
notes, 201–202

Color button, 291
Color Categories dialog box, 290–291
column, table, 281–286
comma, 54
command list, 274–276
company name, 136–137
completed task, 184–187
Completed Task Color button, 186
Completed view, 187
conference. See meeting
Confi dential setting, 59–60
Connect to Outlook icon, 264
Constant Contact (marketing service), 240
contact

business card, 141–142
card, pinning, 326
groups, 143–146
multiple e-mail recipients, 54
names, memorizing, 125
new entries, 18–19, 44–45, 143–144
pictures, 145–146
rules, creating, 96
safe messages, 102

Contact record, 140
Contact text box, 131–132
Contacts Address Book, 262
Contacts button

drag-and-drop feature, 44
form letters, 237
function of, 26
new contacts, 18
screen display, 19
views, 132

Contacts list
versus Address Book, 261
cell phone pictures, 145

contacts, storing, 127, 129
groups, editing, 144
journal entries, 206
mailing labels, 234–237
new contacts, 126, 302–303
Social Connector, 225
views, 132–133
Web Access feature, 301–303

Contacts module
adding contacts, 18–19, 44–45
fl agging contacts, 137–138
creating groups, 143–146
instant e-mail, 46–47
screen display, 45
search feature, 35, 37, 138–143
storing contacts, 126–132
viewing contacts, 132–137

contacts, organizing
contact’s job, 128
groups, 143–146
views, 132–137
Web Access feature, 301–303

control button, 6
Conversation arrangement, 110, 112–114
copying items

appointments, 154
blind copies, 68–69
multiple e-mail recipients, 54
right mouse button, 49
saved messages, 78–79
text, 108

Create New Blank Calendar option, 166
Create New quick step, 117
creating

address books, 262
e-mail groups, 143–146
folders, 31–32, 88–89
mailing labels, 234–237
new items, 12
notes, 20–21, 193–194
quick steps, 120–122
regenerating tasks, 182–183
rules, 94–97
tasks, 41
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creating e-mail
blind copies, 68–69
contact groups, 145
described, 15, 54–57
expiration, 60
hyperlinks, 60–61
priority level, 57–58
quick steps, 117
reading receipt, 60
sensitivity setting, 59–60

Current View category
customized views, 132
journal entries, 209–210
tasks, 178, 183, 187

Current View section, 277
Custom dialog box, 76–77
Custom template, 121
Customize View dialog box, 286
customizing Outlook

contact views, 132–133
contact’s phone number, 129
fl agged items, 76–77
Quick Access toolbar, 274–275, 323–324
restored default options, 276
Ribbon feature, 275–276
search folders, 92
views, 30, 276–280

cutting text, 108–109

• D •
Daily Task List

completed/overdue tasks, 186
described, 42
e-mailed tasks, 41–42
recurring tasks, 182
screen display, 42

Daily view, 160–161
data fi le

closing, 109
defi ned, 108
opening and viewing, 108–109
RSS feeds, 221
shared work, 259

Data File Properties dialog box, 259
date and time display, 203–204
Date (Conversations) arrangement, 110
Date Navigator

date changes, 154
described, 147–148
navigation process, 148–149
screen display, 148

datebook. See Calendar module
dates, selecting group of, 326
Day button, 148
Day tab, 17
Day view, 30, 166
days, viewing number of, 326
decision making, 249
Decline button, 247–248, 251
default

multiple e-mail accounts, 232
notes, 202–204

Default Color box, 202
Default Size box, 202
deferring tasks, 41
Delegate Access button, 253–254
Delegate Permissions dialog box, 254–255
Delegates dialog box, 254
delegating tasks, 41, 253–255
Delete button, 69, 181
Delete icon, 12
Deleted Items folder

archives, 106–107
described, 69–70
message arrangements, 113–116

deleting items
appointments, 156
archives, 104
columns, 285
described, 12
folders, 90, 92
junk e-mail, 99
messages, 69–70
notes, 196
productivity advice, 41
rows, 281
tasks, 180–181

31_487716-bindex.indd   33731_487716-bindex.indd   337 3/29/10   7:49 PM3/29/10   7:49 PM



338 Outlook 2010 For Dummies 

descending order, 286
design, 324
Detailed view, 187
dialog box. See also specifi c dialog boxes

described, 5–6
long names, capturing, 108–109
navigation in, 6
parts of, 6
time-saving tips, 108–109

dialup Internet service, 229
digital ID feature, 265–267
digital signature, 266
distribution list, 321
Document Type list, 234, 237
Documents folder, 71
domain name, 100–102
Done quick step, 117
Don’t Send button, 55
down-arrow key

messages, reading, 14, 64
quick steps, 120
Reading pane display, 93

downloading items, 221–222, 229
Drafts folder, 70
drag-and-drop feature

appointment changes, 153–155, 306
attachments, 84
contact groups, 145
contact views, 135
customized Ribbon, 275
described, 39–40
e-mailed tasks, 41–42
folders, moving, 89–90
instant e-mail, 46–48
keyboard shortcuts, versus, 40
new contacts, 44–45
notes, 196
versus Ribbon feature, 40
table columns, 282–283
weekly tasks, 188

DSL provider, 229
Due Date box, 76, 173, 178
duplicate folder, 109
Dymo LabelWriter, 318

• E •
Edit Quick Step Wizard, 117
Edit Quick Step dialog box, 121
Edit Signature box, 85
Edit the Response before Sending 

option, 247
editing

contacts, 144, 146
pictures, 146
Quick Steps, 117–121
recurring appointments, 159–160
SharePoint features, 264
tasks, 176–181

Editor status, 255
electronic postmark, 100
e-mail

announcements, 42–44
appointment information, 47–48
basics, 13–15
feeds, sharing, 224
formatting features, 55–56
home offi ce setup, 229–231
instant addresses, 46–47
journal entries, 207–208
marketing campaign, 239–240
merge with Word, 233–234
message as signature, 86
messages, arranging, 109–117
multiple recipients, 54
new contacts, 18–19, 44–45
new features, 12
number of messages, 14
online service, 228
popularity of, 41
potential problems, 3–4
productivity, 41
right mouse button, 49
size, 92
tasks, creating, 41–42
translations, 323

e-mail, answering
automatic replies, 261
customized formats, 79–80
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described, 14–15
meeting requests, 247–249, 309
message arrangements, 112, 114–117
multiple accounts, 232
original text display, 15, 114–117
quick steps, 117
tagged comments, 80–82
text of original message, 81–82

e-mail, creating
blind copies, 68–69
contact groups, 145
described, 15, 54–57
expiration, 60
hyperlinks, 60–61
priority level, 57–58
quick steps, 117
reading receipt, 60
sensitivity setting, 59–60

e-mail, fi ltering
described, 97–98
domains, 102
fl ood of e-mail, 87
sender/recipient lists, 100–102
sensitivity adjustments, 98–100

e-mail, forwarding
business cards, 141–143
customized formats, 79–80
described, 66–68
tagged comments, 80–82
text of original message, 81–82

e-mail, organizing
archived messages, 103–109
folder system, 88–93
junk mail fi lters, 97–102
message arrangements, 109–117
search folders, 90–92
sorting wizard, 94–97

e-mail, reading
described, 13–14, 62
message arrangement, 109–114
previews, 62–64
Reading pane setup, 93–94
search folders, 92
Web Access feature, 297

e-mail, receiving
digital IDs, 269
encrypted messages, 270
fi lters, 87
fl ood of messages, 109
graphics, 56
message previews, 62–64
multiple accounts, 232
notifi cation of, 61
organizing tips, 88–90
read receipt, 60
Rules Wizard, 94–97
senders/recipient list, 100–102

e-mail, sending
attachments, 82–84, 328–330
computer speed, 269
described, 64–65
digital IDs, 268–269
encrypted messages, 268–270
junk mail, 100
multiple accounts, 232
postmarks, 100
reminders, 332
repeated messages, 331–332
signature fi les, 84–86, 311
Web Access feature, 297–298

E-Mail Account drop-down menu, 85
E-Mail Accounts setup page, 230–231 
e-mail address

autocomplete feature, 57, 67
change of, 228
format, 56
instant, 46–47
Microsoft Exchange Server, 262
multiple, 85, 129
storage, 130

e-mail attachment
defi ned, 82
drag-and-drop feature, 84
message arrangements, 111
right mouse button, 49
saved messages, 71–72
sending process, 16–17, 82–84, 328–330

E-Mail Signature box, 311
E-Mail Security page, 267, 269
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E-Mail text box, 129
Empty Folder button, 70
encrypted message, 268–270
End After option, 158
End By option, 158
End Time box, 44, 156
Entry List view, 209–210
envelope

icon, 57, 113
printing process, 238–239

Envelope Options dialog box, 238
Esc button, 13, 193
etiquette, 67
event scheduling, 165
Excel. See Microsoft Excel
exclamation point symbol, 58
Existing Document check box, 237
Expand/Collapse button, 288
expense, business, 321
Expires After option, 60
Explorer. See Microsoft Windows Explorer

• F •
F1 key, 38
F7 key, 56
F9 key, 56
F10 key, 7
Facebook (social media), 215
family e-mail account, 231–232
feed

described, 217
reading, 223–224
sharing, 224
subcribing, 219

Feeds button, 219
fi eld, 283
Field Chooser dialog box, 281
File As column, 135
File As text box, 128
fi le extension, 71–72, 82
File Name text box, 71, 109
File tab

archives, 104, 107–108
attachments, 16

completed/overdue tasks, 185
message view, 16
saved messages, 70–71

fi lter
described, 97–98
domains, 102
fl ood of e-mail, 87
sender/recipient lists, 100–102
sensitivity adjustments, 98–100

fi nancial industry, 103
Find a Contact box, 140–141
Find Names dialog box, 308
First text box, 128
First Time Setup dialog box, 119, 121
fl ag

completed items, 74
contacts, 137–138
customized reminder, 76–78
dates, 75–78
described, 73–74
icon, 74
message arrangements, 110
quick fl agging method, 74
quick steps, 117, 120–121
search folders, 92
To-Do bar display, 170
Web Access feature, 298–299

Flag & Move template, 120
Flag To text box, 76
fl oppy disk icon, 70
folder

archives, 105–107
custom sort, 319–320
deleted, 90
e-mail arrangements, 109–117
feeds, reading, 223
fl ood of e-mail, 87
junk mail, 97–98
messages, moving, 89–90
messages, saving, 71
names, 109
new folders, 31–32, 88–89
Quick Step feature, 117–122
RSS feeds, 217, 219–220
rules, creating, 94–97
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search folder setup, 90–92
shared folders, 255–260
SharePoint features, 264
types of, 31–32, 91

Folder list
deleted items, 70
described, 30–31
journal entries, 207
new folders, 31–32, 88–89
screen display, 27–28, 32
search folders, 92
shared calendars, 256

Folder List button, 26, 256
Folder tab, 91
Folder Type box, 256
Follow Up fl ag, 76
Follow Up menu, 137
For These Contacts box, 206
foreign language, 101
form. See also specifi c forms

described, 5–6
long names, capturing, 108–109
navigation in, 6
parts of, 6
time-saving tips, 108–109

form letter, 237–238
format

attachments, 82, 330
business cards, 142
contact information, 131
forwarded messages, 79–80
mailing labels, 236
message replies, 79–80
new e-mail messages, 55–56
saved messages, 71–72
signatures, 85, 311

Format Text tab, 131
Forward as Text Message option, 142
Forward button, 67, 142
Forward screen, 67, 68
Forward To template, 120
forwarding e-mail

business cards, 141–143
customized formats, 79–80

described, 66–68
tagged comments, 80–82
text of original message, 81–82

forwarding notes, 204–205
fraud, 66
Frequently-Used Fields option, 281–282
From arrangement, 110
From fi eld, 45
front end, 53
Full Name button, 128
Full Name text box, 128

• G •
Global Address list, 258, 262
Go Daddy (service provider), 228, 262, 317
Go to Date command, 330–331
Go to Date dialog box, 149
Google (search engine), 35, 232
Gookin, Dan (Word 2010 For Dummies), 56
grammar check, 56
granting access permission, 257–259
graphics

chart tool, 325
forwarded e-mail, 79
new e-mail, 56, 324

gray text, 185
Group By box, 287
grouping items, 136–137, 286–288

• H •
hacker, 265
health care industry, 103
Help system, 37–38
High fi ltering option, 98
high-speed Internet service, 229
holiday, 165
home offi ce

described, 227
e-mail setup, 229–232
Internet service provider, 227–229
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home offi ce (continued)

multiple e-mail accounts, 232
Web site, 231

home phone number, 129
Home tab, 69, 114, 119
hosted e-mail marketing, 239–240
hosted exchange service, 262
Hotmail (e-mail service), 228, 232
HTML format, 72, 82
hyperlink

antivirus software, 271
attachments, 329–330
digital IDs, 267
fi lter options, 99–100, 102
home offi ce, 231
new contacts, 131
notes, 205
phishing scam, 66, 99
podcasts, 221
in received mail, 66, 99, 101
recipient list, 101
in sent mail, 60–61
Task form, 176
YouTube channels, 218

• I •
I-beam pointer, 6
icon. See also specifi c icons

attachment formats, 82
book features, 7
customized, 274–275
drag-and-drop feature, 40
grouped items, 288
message arrangements, 113
messages, saving, 70
new messages, sending, 57
notes, creating, 193
notes, viewing, 198
Outlook’s main screen, 25
printed envelopes, 239
Quick Access toolbar, 274–275

quick steps, 119
regenerated versus recurring tasks, 183
SharePoint, 264
Web Access feature, 296
Windows taskbar, 192

Icon view, 198, 278–279
iContact (marketing campaign), 240
identity theft, 66, 99, 265
Ignore button, 114
ignoring conversations, 114
importance arrangement, 111
Importance box, 58
importing items

marketing campaigns, 239–240
Safe Senders list, 102

Inbox
archived items, 105–107
fi lters, 97–102
fl agged items, 74–75
icon, 61
message arrangements, 109–117
new folders, 88
open Reading pane, 93
quick steps, 117–122
rules, running, 97

Inbox Properties dialog box, 105–106
Include Original Message Text option, 79
Info button, 107
Information Rights Management Service, 60
Information Viewer

customized appearance, 30
described, 25–32
multiple calendars, 166
navigation tips, 28–29
screen display, 26, 28

initial, 128
Insert Address Block dialog box, 236
Insert File dialog box, 82–83
Insert Merge Field button, 238
installing Outlook, 13
Instant Search box, 35
Instant Search tool, 35–37
international e-mail, 101
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international holiday, 165
Internet access, 53
Internet Explorer (Web browser)

connection to Outlook, 24
versus Outlook, 222
Web Access feature, 296
YouTube subscription, 218–219

Internet link
antivirus software, 271
attachments, 329–330
digital IDs, 267
fi lter options, 99–100, 102
home offi ce, 231
new contacts, 131
notes, 205
phishing scam, 66, 99
podcasts, 221
in received mail, 66, 99, 101
recipient list, 101
in sent mail, 60–61
Task form, 176
YouTube channels, 218

Internet service provider (ISP)
back-end service, 53
changed e-mail address, 228
customized e-mail formats, 79
defi ned, 227
home offi ce, 227–229
marketing campaigns, 240
versus online e-mail service, 228
selection, 228–229

interrupted message, 70–71
Invite Attendees button, 307
ISP. See Internet service provider
italics, 56

• J •
job

search for, 225
titles, 128

Journal Entry form, 207–208

Journal feature
archives, 106
automatic recording, 206–207
benefi ts of, 211
described, 205–206
expense tracking, 321
manual entries, 207–208
Microsoft Offi ce application, 206
printing process, 208–209
views, 209–211

Journal Options dialog box, 206–207
Junk button, 98, 102
Junk E-Mail Options dialog box, 98–100
junk mail

archives, 105
blocked senders, 101–102
digital signature, 266
fi lters, 87–88, 97–102
folders, 97–100
marketing campaigns, 240

• K •
Kaspersky Internet Security (software), 271
keyboard shortcut

appointments, deleting, 156
categories, 291–292
cutting and pasting tips, 108–109
delete keys, 181
described, 7
versus drag-and-drop feature, 40
e-mail, sending, 142
long names in dialog boxes, 108–109
mistakes, undoing, 330
Navigation pane, 105
new calendar item, 151
new contacts, 126
new notes, 193, 330
quick steps, 119
Ribbon feature, 7
saved items, 71

keyboard type, 39, 56
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• L •
label, mailing, 234–237, 318
Label Options dialog box, 235
Large Icons button, 198
large mail, 92
Last Seven Days view

journal entries, 210–211
notes, 199–200

Last text box, 128
letter, form, 237–238
link

antivirus software, 271
attachments, 329–330
digital IDs, 267
fi lter options, 99–100, 102
home offi ce, 231
new contacts, 131
notes, 205
phishing scam, 66, 99
podcasts, 221
in received mail, 66, 99, 101
recipient list, 101
in sent mail, 60–61
Task form, 176
YouTube channels, 218

LinkedIn (social media), 225–226
List view, 136–137, 277
Location box, 151, 158, 246
Log Off icon, 295
Low fi ltering option, 98

• M •
Mail button

archives, 105
described, 26
e-mail announcements, 43
message display, 14
new messages, 15, 46–48
right-dragged items, 49

Mail icon, 113, 297
mail merge, 233–240
Mail Merge Contacts dialog box, 

234–235, 237

Mail Merge Helper dialog box, 235
Mail module, 117
Mail settings dialog box, 79–81
Mailboxes window, 260
MailChimp (marketing campaign), 240
Mail.com (e-mail service), 232
mailing label, 234–237, 318
mailing list, 101
MailTips feature, 261
Manage Quick Steps dialog box, 121–122
Manage Rules & Alerts button, 95
managing tasks

archives, 106
assignments to others, 251–253
automation tool, 41, 117–120
completed tasks, 184–187
editing process, 176–181
new tasks, 19–20
recurring tasks, 181–184
time-saving tips, 169
viewing options, 187–188
Web Access feature, 300–301

managing time
Calendar options, 17–18, 30
multiple calendars, 165–167

Manually Confi gure Server Settings check 
box, 231

Mark Complete fl ag, 117, 184
marketing, e-mail, 239–240
mass mailing, 233, 239, 318
McAfee VirusScan (software), 271
meeting

described, 243
organization tips, 44, 244–246, 307–309
requests, responding to, 247–249
Web Access feature, 306–309

Memo Style option, 208
memorizing contacts, 125
menu, 296, 320
merge code, 236
Merge To list, 234, 238
Merge to New Document dialog box, 236
message. See e-mail
Message form

e-mail arrangements, 114
e-mail reply, 65
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fl agged items, 75
forwarded messages, 68
new messages, 46, 54
quick steps, 117

Message list, 112
Message tab, 58
MHT fi le, 72
Microsoft Excel (software), 16, 264
Microsoft Exchange dialog box, 259
Microsoft Exchange, POP3, or IMAP 

option, 230
Microsoft Exchange Server

Address Books, 261–263
application service providers, 262
archives, 103
assigned tasks, 252–253
back-end service, 53
connection to Outlook, 24
delegate permissions, 253–255
described, 243, 317
e-mail expiration, 60
mail merge, 239
meeting organization, 44, 246
read receipt, 60
shared calendars, 256–260
shared folders, 255–256
SharePoint Team Services, 263–264
updates about coworkers, 261

Microsoft Offi ce (software bundle)
attachments, 82, 329–330
described, 23–24, 316
helpful resources, 3
journal entries, 206
Offi ce 2010 For Dummies (Wang), 3
SharePoint integration, 264

Microsoft Outlook. See also specifi c 
Outlook features

busy schedules, 23
connection to Offi ce programs, 24
customizability, 24
ease of use, 12–13, 24
functions of, 1
versus Internet Explorer, 222
main screen, 25–32
new features, 12
popularity of, 1, 11, 23

Microsoft Security Essentials (antivirus 
program), 271

Microsoft Windows (operating system)
folders, 32
keyboard shortcuts, 7
taskbar, 192

Microsoft Windows Explorer (program 
manager), 84

Microsoft Word (software)
attachments, 16–17, 329
formatting features, 55
mail merge, 233–240
resources, 56
SharePoint features, 264
signatures, 85

Middle text box, 128
Minimize button, 6
misspellings, 44
Mobile Options button, 318
module. See also specifi c modules

contact searches, 140–141
customized Ribbon, 276
described, 25–27
drag-and-drop feature, 40

Month button, 148
Month view

appointment changes, 154
described, 160
multiple calendars, 166
screen display, 29, 162

monthly task, 182
More button, 35
mouse

button functions, 49–50
conversations, ignoring, 114
drag-and-drop feature, 39–40, 49–50
messages, receiving, 57
messages, sending, 57
phishing scam, 66

Move button, 34, 89–90
Move Old Items to Default Archive Folder 

option, 106
Move to Folder check box, 119
Move to Folder template, 120
Move To quick step, 117–120
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moving items
archives, 106
described, 12
messages within folders, 89–90, 95
quick steps, 117–120
right mouse button, 49

Mozy (backup service), 316
multistep task, 117
MySpace (social media), 215

• N •
Name button, 256
Name text box, 88, 119, 143
narrowing columns, 284
Navigation pane

contacts, creating, 18
described, 27–28
e-mail, reading, 13
folders, 32
items, creating, 12
keyboard shortcuts, 7
LinkedIn contact, 225
message display, 14
modules, 26
new e-mail, 15
RSS feeds, 219, 223
screen display, 27, 29
shared calendars, 257
shared folders, 260
Web Access feature, 295
workspace size, 49

Never Block Sender’s Domain option, 102
New Account dialog box, 230–231
New Appointment form

appointments, entering, 150–152
e-mail announcements, 43–44
screen display, 151

New button, 12, 221
New Contact button, 44, 126
New Contact form

appointments, 44–45
contacts, storing, 126–127, 129

New Contact Group button, 143
New Contact icon, 18
New Document option, 234, 238

New E-Mail button
attachments, 82
described, 15
new messages, 54

New E-Mail To template, 120
New Group button, 275
New Items button

described, 34, 327–328
screen display, 34

New Meeting button, 244
New Meeting form, 244
New Meeting template, 121
New Message form

attachments, 16
described, 15
e-mail, creating, 54
notes, forwarding, 204–205
quick steps, 120
screen display, 55
Web Access feature, 298

New Quick Step option, 120
New RSS Feed dialog box, 221
New Rule button, 95
New Search Folder dialog box, 91
New Signature dialog box, 85
New Task button, 173
news service, 217–218
Next Seven Days view, 187
No Automatic Filtering option, 98
No Date option, 76
No End Date option, 158
Norton Antivirus (software), 271
Note icon, 194
Notes and Journal page, 206
Notes button

described, 26
new note, 20, 193
screen display, 21

Notes feature
benefi ts of, 191–192
default options, 202–204
deleted notes, 196
described, 4, 192
embedded pictures, 321
forwarded notes, 204–205
New Items button, 34
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new notes, 20–21
printed notes, 201–202
reading tips, 195, 200
search feature, 193–194
shortcuts, 330
viewed notes, 197–200
Windows taskbar, 192

Notes list, 193
Notes List view, 199

• O •
Offi ce 2010 For Dummies (Wang), 3
Offi ce menu, 185
Offi ce suite. See Microsoft Offi ce
One-Day view, 154
online e-mail service

back-end service, 53
forwarded e-mail options, 79
Windows service, 317

Open Calendar button, 166
Open Other User’s Folder dialog box, 

255–256
Open Outlook Data File dialog box, 108
Open Recurring Item dialog box, 159
opening items, 12
Options button, 115–116
Options dialog box, 78, 186, 202–203
Options screen, 266, 275–276
Options tab, 60, 69, 268
organizing

folders, 319–320
notes, 197, 201
table columns, 285–286

organizing contacts
contact’s job, 128
groups, 143–146
views, 132–137
Web Access feature, 301–303

organizing e-mail
archived messages, 103–109
folder system, 88–93
junk mail fi lters, 97–102
message arrangements, 109–117
search folders, 90–92
sorting wizard, 94–97

organizing meetings
described, 44, 244–246
Web Access feature, 307–309

Other Folder button, 90
Other User’s Folder button, 255
Out of Offi ce message, 310–311
Outbox, 71
Outlook. See Microsoft Outlook
Outlook message format, 71–72
Outlook Options dialog box, 116
Outlook template format, 71
outsourcing, 262
overdue task, 185–187
Overdue Task Color button, 186
Overdue Task view, 187

• P •
Page Down key, 62
password

digital ID, 267
home offi ce setup, 230
phishing, 66, 99
Web Access feature, 294

past-due item, 177
pasting text, 108–109
PDF fi le, 330
People pane. See Social Connector feature
Permanently Delete Old Items option, 106
permission, delegating, 253–255, 257–259
Permission feature, 60
Permission tab, 259
Permissions dialog box, 258
Permissions Level box, 258–259
personal information

Outlook functions, 1, 24
phishing scam, 66
security, 265

Personal Information Management (PIM) 
program, 24

Personal setting, 59
phishing, 99
Phone Calls view, 211
phone company, 229
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phone number
appointments, 320
area codes, 321
conference calls, 246
entering, 129
viewing, 134–135, 211

Phone view, 134
picture

contacts, 145–146
embedded, 321

PIM (Personal Information Management) 
program, 24

Plain Text format, 82
plus sign (+), 223, 226
podcast

defi ned, 220
described, 216–217
RSS feeds, 217
subscription, 216–217, 220–222

POP3 account, 232
postmark, 100
Preface Comments With check box, 81
Preview box, 236
previewing

mailing labels, 236
messages, 62–64

Print button, 164
Print dialog box, 164
Print What section, 164
printing

appointments, 163–164
envelopes, 238–239
journal entries, 208–209
mailing labels, 236–237
notes, 201–202
two-sided, 320–321

Prioritized view, 188
Priority box, 174, 179
priority message

arrangements, 111
importance levels, 57–58
overuse of, 300
priority setting, 58
Web Access feature, 299–300

priority task
new tasks, 174, 179
overdue tasks, 185
views, 188

privacy
blind copies, 68–69
message settings, 59–60

productivity
drag-and-drop feature, 39–40
e-mail versus to-do lists, 41
expert advice, 41
fl ood of e-mail, 87, 94
Task list, 30
tasks, creating, 41–42
typing, 39

Properties button, 33
Properties dialog box

priority messages, 58
security, 268, 270
sensitivity setting, 59
shared calendars, 258
voting buttons, 249

Propose New Time button, 247
punctuation, 176

• Q •
question mark symbol, 38
Quick Access toolbar

customized options, 274–275, 323–324
described, 273–274

Quick Parts accessory, 331–332
Quick Steps feature

creation and management of, 120–122
described, 12, 117
example of, 118–120
included steps, 117–118
screen display, 118

QWERTY keyboard, 39

• R •
radio station, 216, 220
Range of Recurrence section, 158, 182
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Rathbone, Andy (Windows 7 For Dummies), 3
reading e-mail

described, 13–14, 62
message arrangement, 109–114
previews, 62–64
Reading pane setup, 93–94
search folders, 92
Web Access feature, 297

reading items
feeds, 223–224
notes, 195, 200

Reading pane
closed, 93
described, 64, 93
message display, 14
messages, arranging, 109–114
messages, opening, 320
notes, 200
screen display, 93
size of, 93–94
Social Connector, 225
Web Access feature, 297

Really Simple Syndication. See RSS
receiving e-mail

digital IDs, 269
encrypted messages, 270
fi lters, 87
fl ood of messages, 109
graphics, 56
message previews, 62–64
multiple accounts, 232
notifi cation of, 61
organizing tips, 88–90
read receipt, 60
Rules Wizard, 94–97
senders/recipient list, 100–102

Recur Every box, 182
Recurrence button, 157, 160, 181–182
Recurrence Pattern section, 158
Recurrence symbol, 158–159
recurring event

appointments, 156–160
tasks, 181–184

red color
arrow, 135, 282
exclamation point, 58
line, 57
text, 177, 185

refreshing screens, 308
Regenerate New Task option, 183
Regenerating Task feature, 182–183
religious holiday, 165
reminder

appointments, 152–153
customized, 76–77
date changes, 77–78
fl agged contact, 137
new tasks, 174–175
resent messages, 332
task editing, 179–180

Reminder box, 76, 174, 179
Remove Member button, 144
renaming categories, 290
Reply & Delete quick step, 117–118
Reply All button

described, 14–15
messages, sending, 64

Reply button
described, 14–15
messages, sending, 64

Reply screen, 65
replying to e-mail. See answering e-mail
Request a Read Receipt for This Message 

option, 60
Required button, 307–308
resending messages, 332
resizing notes, 196–197
Resources box, 308
Respond button, 247
responding to e-mail. See answering e-mail
Restore Defaults button, 276
retention policy, 103–104
Review tab, 56
Ribbon feature

archives, 104–105, 108
assigned tasks, 253
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Ribbon feature (continued)

attachments, 82
blind copies, 69
blocked sender, 102
calendar navigation, 148
calendar views, 163
closed Reading pane, 93
contact groups, 143
contact views, 132
contacts, creating, 18
contacts, searching, 138–139
current view, 277
customization, 275–276
deleted messages, 69–70
described, 6, 12, 32–33
designs, 324
digital ID, 268
drag-and-drop feature, versus, 40
e-mail, creating, 15, 54
envelope printing, 239
fl agged items, 77
form letters, 237–238
formatting tips, 131
items, creating, 12
keyboard shortcuts, 7
mailing labels, 236
message arrangements, 112
message previews, 63–64
new items, 327
notes, creating, 21
popup tags, 33
priority messages, 58
purpose of, 32
Quick Steps, 117, 122
recurring tasks, 183–184
regenerating tasks, 182
RSS feeds, 224
saved messages, 71
ScreenTips, 33–34
search feature, 35
sensitivity setting, 59–60
tasks, deleting, 181
tasks, editing, 178
To-Do bar display, 172–173
workspace size, 49

Rich Text format, 82
Right option, 93
right-dragging items, 49
row, 281
RSS (Really Simple Syndication)

blog subscription, 217, 219–220
delivery mode, 217
described, 217
feeds, reading, 223–224
feeds, sharing, 224
Internet Explorer versus Outlook, 222
podcast subscription, 216–217, 220–222
YouTube subscription, 218–219

RSS Feed Options dialog box, 221–222
RSS Feeds tab, 221
Rule Address dialog box, 96
Rules and Alerts dialog box, 97
Rules button, 95
Rules Wizard

described, 94
fl ood of e-mail, 87
rules, creating, 94–97
rules, running, 97

Run AutoArchive Every check box, 105
Run Rules Now button, 97

• S •
Safe Lists Only option, 99
Safe Recipients list, 101
Safe Senders list, 100, 102
Safe Senders tab, 102
Save As dialog box, 71
Save as Type box, 71
Save button, 70
saving items

copied messages, 78–79
custom views, 288
interrupted messages, 70–71
messages as fi les, 71–72
repeat messages, 331–332

scam, 66, 99
scanner, 316
Schedule button, 48
Schedule view, 163
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Scheduling Assistant button, 244–245
Scheduling button, 244
ScreenTips feature, 33
scroll-down button, 128
Search Contact box, 139
Search Folders feature, 90–92
Search Notes box, 194
Search tool, 139–140, 193
searching Outlook

accessories, 316
area codes, 321
contacts, 35, 37, 138–143
folders, 90–92
notes, 193–194
outdated feature, 35
shortcuts, 330

security, 265–271
Security Properties dialog box, 268, 270
Select Attendees and Resources dialog 

box, 244–245
Select conditions box, 96
Select Folder window, 119
Select Members dialog box, 143–144
Select Names dialog box, 83, 256
selecting text

described, 40
journal entries, 208
notes, 197

semicolon, 54
Send a Link option, 329
Send as Attachment button, 16
Send as Business Card option, 142
Send button, 15, 17, 56
Send Status Report button, 253
Send the Response Now option, 247
Send Using E-mail button, 16
Send Using E-Mail option, 82
sender, safe, 100–102
sending e-mail

attachments, 82–84, 328–330
computer speed, 269
described, 64–65
digital IDs, 268–269
encrypted messages, 268–270
junk mail, 100

multiple accounts, 232
postmarks, 100
reminders, 332
repeated messages, 331–332
signature fi les, 84–86, 311
Web Access feature, 297–298

Send/Receive All Folders button, 57
Sensitivity box, 59
sensitivity setting, 59–60
Sent Items folder, 56, 79, 106
server, 231
Server Type dialog box, 231
Set Quick Click option, 75
Share button, 82
Share page, 16
Share This Feed button, 224
SharePoint Team Services (collaboration 

tool)
connection to Outlook, 24
described, 263–264, 317
Social Connector feature, 225

sharing feeds, 224
Shift key, 197, 202
Shortcut Key menu, 291–292
shortcut, keyboard. See keyboard shortcut
Show in Groups check box, 111
signature

defi ned, 84
digital ID, 268–269
fi le creation, 84–86
message as, 86
Web Access feature, 311–312

Signature button, 84, 86, 311
Signing Data with Your Private Exchange 

Key dialog box, 270
Simple List button

recurring tasks, 183–184
task editing, 178
task views, 187

simplifying work, 41
Size button, 6
size, item

columns, 284
e-mail arrangements, 110–111
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size, item (continued)

e-mail search, 92
envelopes, 238
notes, 196–197, 202

Skip Occurence button, 184
skipping tasks, 183–184
Smart Art feature, 324
smartphone

described, 315
new appointments, 44
Web Access feature, 294

Snooze button, 78
Social Connector feature

described, 224–225
function of, 141, 225
LinkedIn connection, 225–226
location of, 224
SharePoint, 225
social mistakes, 226

social media
described, 215
social mistakes, 226
types of, 215–217

software. See also specifi c software
bundles, 24
security, 270–271

Sort dialog box, 286
sorted list, 136
spam

archives, 105
blocked senders, 101–102
digital signature, 266
fi lters, 87–88, 97–102
folders, 97–100
marketing campaigns, 240

spelling
autocomplete feature, 57
contact names, 140
e-mail setup, 231
tools, 56

Start Date box, 76, 174, 178
Start text box, 158
Start Time box, 44, 154–155, 246
Stationery dialog box, 84
Status box, 174, 178
status report, 252–253

sticky note. See Notes feature
stock number, label, 235
storing items

archived e-mail, 103–109
backup service, 316, 322
contacts, 126–132
folders, 32, 92
podcasts, 221

streamlining work, 41
style, print, 164
Subject box

forwarded message, 67
forwarded notes, 205
meetings, 246
message arrangements, 111–112, 114
new appointments, 151
new e-mail, 15, 54–55
new tasks, 173

Subscribe to This Feed dialog box, 219
subscription

blogs, 217, 219–220
podcasts, 216–217, 220–222
shared feeds, 224
YouTube channels, 218–219

Suffi x drop-down list, 128
Suggested Times window, 246
symbols, 325
Synchronize RSS Feeds to the Common 

Feed List in Windows check box, 219
system administrator, 230, 246

• T •
tab, 6. See also specifi c tabs
Table Style option, 208
Table view

column organization, 281–285
customized, 277–278
groups, 286–288
sorting functions, 285–286

taking notes. See Notes feature
tallying votes, 250–251
Task form

assignments to others, 251
Internet link, adding, 176
new task, entering, 172–176
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recurring tasks, 181–184
regenerated tasks, 183
status reports, 252–253
task editing, 178–180

Task list
completed tasks, 184
from e-mail, 41–42
new tasks, 19–20, 171
productivity, 30
screen display, 20
task editing, 176–180
versus To-Do bar, 30

task management
archives, 106
assignments to others, 251–253
automation tool, 41, 117–120
completed tasks, 184–187
editing process, 176–181
new tasks, 19–20
recurring tasks, 181–184
time-saving tips, 169
viewing options, 187–188
Web Access feature, 300–301

Task Options page, 186–187
Task Recurrence dialog box, 181–182
Tasks button

function of, 26
new tasks, 172
recurring tasks, 183
task editing, 178
Web Access feature, 301

Team e-mail quick step, 117
teamwork tool. See SharePoint Team 

Services
tech support, 230
telecommuting

described, 227
e-mail setup, 229–232
Internet service provider, 227–229
multiple e-mail accounts, 232
Web site, 231

telephone conference, 246
template, 120–122
Tentative button, 247
Test Account Settings button, 231
text box, 6. See also specifi c text boxes
text message, 142, 317–318

text only fi le type, 71
Thawte (digital ID vendor), 267
This Is the Mailing Address check box, 131
tic-tac-toe symbol, 289
Time box, 175–176
time display, 203–204
time management

Calendar options, 17–18, 30
multiple calendars, 165–167

Timeline view, 211
title

bars, 6
messages, 13, 62, 64
notes, 195

Title text box, 128
To arrangement, 110
To box

versus Cc box, 64–65
forwarded messages, 67
forwarded notes, 205
new messages, 15, 17, 54, 57

To Manager quick step, 117
Today button, 149
To-Do bar

appointments, 171
completed tasks, 184
described, 30, 169–170
fl agged items, 74–75
goal of, 170
new tasks, 41–42, 171–173
Reading pane size, 93–94
screen display, 31, 170
versus Task list, 30
workspace size, 49, 171–173

To-Do bar Task list, 171
To-Do List view, 188
toolbar. See also specifi c toolbars

customized, 273–275, 323–324
new features, 6
Web Access feature, 296

top-level domain, 101
Tracking button

meetings, 248–249
voting feature, 250–251

translating messages, 324
triangle button, 34
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triangle icon
appointment changes, 154–155
calendar navigation, 149
contact organization, 128
contact searches, 141
grouped items, 288
message arrangements, 113
new appointments, 151
new tasks, 174–175
task editing, 177–179

Trust Center screen, 267, 269
two-sided printing, 320–321
Type a New Task box, 301
Type arrangement, 111
typing, 39–40

• U •
underlined link, 60
underlined name, 57
Undo command, 330
unread mail, 92
Untitled Appointment form, 304
Untitled Contact form, 302–303
up-arrow key

messages, reading, 14, 64
quick steps, 120
Reading pane display, 93

Update Labels button, 236
updated software, 271
URL

antivirus software, 271
attachments, 329–330
digital IDs, 267
fi lter options, 99–100, 102
home offi ce, 231
new contacts, 131
notes, 205
phishing scam, 66, 99
podcasts, 221
in received mail, 66, 99, 101
recipient list, 101
in sent mail, 60–61
Task form, 176
YouTube channels, 218

Use Voting Buttons button, 249
user interface, 273, 323
username, 260, 294

• V •
verifying personal information, 66
VeriSign (digital ID vendor), 267
Vertical Response (marketing service), 240
video, 216, 218–219
view

appointments, 30, 160–163
archived items, 108–109
contacts, 132–140
customized, 30, 276–280, 286–288
defi ned, 28, 132, 277
described, 276–277
fl ood of e-mail, 87
grouped items, 136–137, 286–288
Information Viewer display, 28
journal entries, 209–211
message arrangements, 112
message previews, 64
new items, adding, 331
notes, 197–200
others’ accounts, 259–260
predefi ned, 132
RSS feeds, 220
saved, 288
shared calendar, 256–259
tasks, 187–188
Web Access feature, 301–302, 306

View Article link, 220
View Settings button, 286
View tab

message arrangements, 112
message previews, 64
minimized To-Do bar, 171
tasks, 42

virtual offi ce
described, 227
e-mail setup, 229–232
Internet service provider, 227–229
multiple e-mail accounts, 232
Web site, 231
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virus, 270–271
voting, 249–251

• W •
Wang, Wally (Offi ce 2010 For Dummies), 3
Web Access feature

automated reply, 310–311
benefi ts of, 294, 295
calendar, 303–306
contacts, organizing, 301–303
described, 293–294
desktop Outlook, versus, 305
e-mail basics, 297–300
e-mail signature, 311–312
meetings, 306–309
mobile collaboration, 306–309
screen display, 295–296, 308
task management, 300–301
username and password, 294–295
views, 301–302, 306

Web browser. See also specifi c browsers
computer viruses, 270–271
contact’s Web page, 131
fi le formats, 72
RSS feeds, 222

Web page
antivirus software, 271
attachments, 329–330
digital IDs, 267
fi lter options, 99–100, 102
home offi ce, 231
new contacts, 131
notes, 205
phishing scam, 66, 99
podcasts, 221
in received mail, 66, 99, 101
recipient list, 101
in sent mail, 60–61
Task form, 176

YouTube channels, 218
Week button, 148
Week view

appointment changes, 154
calendar navigation, 149
described, 29, 160
multiple calendars, 166
screen display, 29, 162
tasks, 182, 188–189

When Forwarding a Message box, 79–80
When Replying to a Message box, 79
widening columns, 284
Windows 7 For Dummies (Rathbone), 3
Windows Explorer (Web browser), 328–329
Windows Live service (e-mail service), 

228, 317
Windows Media Player, 216, 224
Windows Start button, 32
wizard, 94, 117. See also specifi c wizards
Word. See Microsoft Word
Word 2010 For Dummies (Gookin), 56
Work Week button, 148
Work Week view, 160–161
workspace, on screen

expanding, 48–49
notes, 196–197
Reading pane, 93–94
To-Do bar, 171–173

• X •
Xobni (Outlook accessory), 316
XPS format, 330

• Y •
Yahoo! Mail, 56, 232
yearly task, 182
YouTube (social media), 216, 218–219
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