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appointments
Account Record linking,

560–561
archiving, 256
attachments, 246
availability, 274–275
Calendar module display,

234–235
category selections, 246
changing, 254–255
copying/pasting, 258
creating, 43–44, 243–247
date shifting, 257
Day view, 235–237
delegate handling, 750
drag-and-drop, 48–49
event conversion, 255
file attachments, 246
forwarding, 280–281
group schedules, 277–279
hiding/displaying, 408
importance marking, 246
jumping to, 237
locations, 244, 258
meeting conversion, 255
versus meetings/events,

230–231, 301
Month view, 239–241
notes, 246, 447
OneNote, 493–494
overlapping, 245
recurring, 251–254
reminders, 245, 247, 255
removing, 255–256
reorganizing, 51
scroll bars, 236
shorten/lengthen, 258
spell checking, 246
start/end times, 244–245
subject editing, 258
subject entry, 244
task links, 416–417
time management,

274–276
time shifting, 256
To-Do Bar, 25
Week view, 238–239

Archive dialog box, 655–656
Archive Folders, 656–657

archive.pst file, 652,
656–657

archiving, 566, 652–659
Arrange By button, 123–124
arrows, drawing, 477
Assigned To field, 563, 569
Assignment list, 431
Assignment view, 430–431
as-you-type spell checking,

128
Atom, news feeds, 195
Attachment Options pane,

110–111
attachments

BCM reports, 586
blocked file formats,

116–117
business cards, 375,

381–382
compressing, 108
download canceling, 188
files, 108–111
forwarding task, 436–438
item insertions, 156–157
news feeds, 197
notes, 453–454
opening, 116–117
pictures, 114–116
previewing, 20–22
printing, 768–771
restricted permissions

message, 723
RTF (Rich Text Format), 21
saving to a file, 117–118
viruses, 18, 108, 118

attendees
canceling meetings,

311–312
e-mailing all, 313–314
meetings, 303–306,

310–311
Audio and Video Recording

toolbar, OneNote,
482–484

audio clips, 482–484, 513,
516–517

Author permissions, 266,
387, 440, 739

AutoArchive dialog box,
533, 653–655

AutoComplete, 100–101
AutoCorrect, 128, 130
AutoCorrect in E-Mail

dialog box, 130
AutoPreview, 19–20
auto-replies, 729–730
AutoResolve, 99–101

B
Back button, Calendar

module, 241–242
background colors, 629
backgrounds, 142–145
Basic column, 582
basic rules, functions,

661–665
BCM (Business Contact

Manager)
advantages, 537–538
Account Records,

537, 556–558
Account reports, 577–578
account settings, 539–540
Activity reports, 577
adding a Business Contact

to an Account Record,
554–555

.bcm, data type, 545
Business Projects,

562–566, 579–580
client-based project

tracking, 538
component access, 539
contact addition, 552–554
Contact Records, 537
dashboards, 538, 587–588
data importing, 547–549
databases, 540–544
editing contact, 554
existing item links,

560–561
exporting reports, 586
importing contacts,

544–550
Invoices or Sales Orders

in Accounting, 538
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Leads reports, 579
locating/displaying

contacts, 551
Marketing Campaign

reports, 579
marketing campaign

tracking, 538
mass mailings, 205
modifying reports,

581–583
moving contacts, 550
network sharing, 538
opening a database, 542
Opportunities reports,

579
Opportunity creation,

567–570
Opportunity dashboards,

587–588
overview, 2
report editing, 585–587
reports, 538, 577–580
Ribbon display, 561
running reports, 580–581
Sales Opportunities, 538
sales process, 538
SBA (Microsoft Small

Business Accounting)
integration, 538

SQL Express language, 538
supported data, 545–546
switching between open

databases, 542–543
tracking flexibility, 538
who should use, 538–539

BCM Deleted Items folder,
566

bcm file extension, 545
bcmx file extension, 545
blank calendars, 781–782
blind carbon copy (Bcc),

88, 103–104
Blocked Senders List,

683–684
bloggers, 195, 498–499
body text, 88–89
Bold button, 106
brightness/contrast, 145
Browser button, 649

browsers, 199–201, 369–370
bulleted lists, 159, 470
Bullets or Numbering

dialog box, 159
business cards, 163–164,

356, 375–384
Business Cards view, 364,

383–384
Business Contact, 552–555,

558–559
Business Contact by

Birthday report, 578
Business Contact Manager

(BCM) 
advantages, 537–538
Account Records, 537,

556–558
Account reports, 577–578
account settings, 539–540
Activity reports, 577
adding a Business Contact

to an Account Record,
554–555

.bcm, data type, 545
Business Projects,

562–566, 579–580
client-based project

tracking, 538
component access, 539
contact addition, 552–554
Contact Records, 537
dashboards, 538, 587–588
data importing, 547–549
databases, 540–544
editing contact, 554
existing item links,

560–561
exporting reports, 586
importing contacts,

544–550
Invoices or Sales Orders

in Accounting, 538
Leads reports, 579
locating/displaying

contacts, 551
Marketing Campaign

reports, 579
marketing campaign

tracking, 538

mass mailings, 205
modifying reports,

581–583
moving contacts, 550
network sharing, 538
opening a database, 542
Opportunities reports,

579
Opportunity creation,

567–570
Opportunity dashboards,

587–588
overview, 2
report editing, 585–587
reports, 538, 577–578
Ribbon display, 561
running reports, 580–581
Sales Opportunities, 538
sales process, 538
SBA (Microsoft Small

Business Accounting)
integration, 538

SQL Express language, 538
supported data, 545–546
switching between open

databases, 542–543
tracking flexibility, 538
who should use, 538–539

Business Contacts link,
557–558

Business Data Import and
Export Wizard, 545–549

Business field, 354, 356
Business Projects, 562–566
Business Projects by Status

report, 580
businesses, BCM (Business

Contact Manager)
candidates, 538–539

Busy marker, 275–276
buttons. See also

commands
Navigation pane, 15–16,

524, 702–703
Ribbon command

groupings, 35
ScreenTip help, 14

By Category list view,
364–365

58_046722 bindex.qxp  3/29/07  7:03 PM  Page 785



Outlook 2007 All-in-One Desk Reference For Dummies786

By Category view, 450,
528–529

By Company view, 355
By Contact view, 528–529
By Location view, 352
By Type view, 528–529

C
Cached Exchange Mode,

760–761
Calendar Address dialog

box, 298–299
Calendar Details Style, 775
Calendar module

Advanced toolbar, 337
all-day events, 247–250
appointment creation,

43–44, 243–247
appointment display, 234
appointment forwarding,

280–281
appointment location

editing, 258
appointment subject

editing, 258
appointments/events,

254–258
color editing, 344–345
Daily Task List, 234–235,

410–412
Date Navigator, 241–243,

345–348
date/time display, 236
Day view, 235–237
default reminder time

setting, 343–344
Delete button, 255–256
e-mail information

insertion, 283–286
entire network calendar

sharing, 264–266
events display, 234–235
Go To Date command, 243
Google Calendar import,

296–298
Google Calendar sharing,

292–300

group schedules, 277–279
grouping calendars by

purpose/type, 334–337
holidays, 258–262
iCalendar format, 281–283,

329–331
jumping to appointments,

237
meetings display, 234–235
Microsoft Exchange

sharing, 264
Microsoft Office Online

publishing, 286–289
Month view, 239–241
multiple calendar

creation, 328–329
multiple calendar display,

332–334
Navigation pane, 348
Outlook Today 605
overview, 2, 12
personal (unshared)

calendar uses, 327
printing a list, 774–775
printing blank calendars,

781–782
quick meeting schedule,

302
Recurrence button,

251–254
removing canceled

meetings, 311–312
removing iCalendars, 331
scroll bars, 236
share methods, 328
shared calendar

permissions, 269–270
sharing invitation,

264–265, 273
Show As list, 274–275
snapshots, 328
specific people calendar

sharing, 266–269
switching between views,

235
time grid editing, 339–343
time management,

274–276

view differences, 234–235
viewing Other People’s

Calendars, 270–273
Web server calendar

publishing, 290–291
Week view, 238–239
work day, 338–339
work week, 337–339

Calendar Options dialog
box, 338–339, 
341–342, 345

Calendar Properties dialog
box, 265–266

Call Status dialog box, 372
carbon copy (Cc), 88,

103–104
Card Style, 778
Card view, 610
categories, 591–602, 695
Categories column, 558,

593–597
Categorize button, 449, 570,

592–593, 596–597
Categorized Mail Search

Folder, 694
Category to Remove

command, 596
Cc. See carbon copy (Cc)
cer file extension, 718–719
certifying authority,

716–719
chain e-mail, 687
Change E-Mail Account

dialog box, 742–743
Change E-Mail Account

Wizard, 63
Change Password dialog

box, 508, 708–709
change picture, 146
character sets, 147
charity contributions, 687
charts, 148–149
check boxes, 687
Check Names dialog box,

100, 130
chicklets, Web page news

feeds, 196
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Choose a File or a Set of
Files to Insert dialog
box, OneNote, 484

Choose Document to Insert
dialog box, 485

Choose Form dialog box,
templates, 170

Clear All Categories
command, 596

Clear Formatting button,
107

client-based projects, 538
clip art, 145–147
Clipboard, 257–258, 470
Close button, 36
Close date field, 569
Closed Lost button, 572
Closed Won button, 572
collaboration

appointments/meetings/
events forwarding,
280–281

calendar information via
e-mail, 283–286

calendar sharing, 264–273
Google Calendar sharing,

292–300
group schedules, 277–279
Microsoft Office Online

calendar publishing,
286–289

time management,
274–276

Web server calendar
publishing, 290–291

Collapse Navigation Bar
button, OneNote, 457

colleagues, Out of Office
Assistant message
replies, 729

Color Categories dialog
box, 336, 592–593,
598–602

colors
background, 142–145
calendars, 344–345
category assignments,

593–594, 599–600

completed tasks, 420
custom colors, 139–141
default categories,

591–592
flagged message header,

175
folder organization, 643
form background, 629
message enhancements,

138–141
message reply text,

121–122
Month view display, 240
notes, 449, 452
object lines, 477
overdue items, 410
overdue tasks, 420–421
text formatting, 107
To-Do item flags, 400–401

Colors dialog box, 142–143
columns

adding/removing, 114
arrangements, 114
BCM report modification,

582–583
moving, 612
OneNote tables, 470–471
removing from a table, 612
reordering BCM reports,

580
resizing, 114, 612
sorting, 612–613
table addition, 611
table view sorts, 114

COM Add-Ins dialog box,
109

Comma Separated Values
(.csv), data type, 546

command buttons, 14
commands, 13, 35, 622–625.

See also buttons
comments, 122–123, 315
Company box, 352
Competitors field, 570
Complete column, 422
compress pictures, 146
compressing (zipping), 108 
conditional rules, 668–671

Configure Buttons button,
16, 524

Conflicts folder, 650
connections, 61–62, 66–68
connectors, drawing, 477
Contact column, 583
Contact Design window,

626–628
contact information,

signatures, 161–166
Contact Records, 537
Contacts lists

activity tracking, 374
adding distribution list

members, 207
Address Cards view, 364,

776–779
address maps, 368–369
automatic Journal

tracking, 523
basic rule selection, 664
business card appearance

editing, 375–378
business card sharing,

381–382
business card templates,

378–380
Business Cards view, 364,

383–384
By Category list view,

364–365
certificates, 718–719
contact addition, 351–355
contact editing, 355–357
contact sharing

invitations, 388–390
creating a contact,

357–358, 380–383
deleting duplicates,

359–362
Detailed Address Cards

view, 364
Duplicate Detection,

359–360
e-mail address resolving

process, 99–101
e-mail address selection,

87
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Contacts lists (continued)
existing contact template

application, 380
IM (instant messaging),

190–192
importing into BCM,

544–550
information types, 351,

352–354
information updates, 360
item associations, 374
list views, 352, 364–365
manual Journal tracking,

525–526
marking as private, 385
Microsoft Exchange

sharing, 385–392
name checking, 130
printing e-mail addresses,

779–781
printing mailing

addresses, 776–779
printing names, 776–779
Quick Contacts, 38–39
reusable business cards,

378–380
same company/multiple

employee, 358–359
Search Contacts box,

366–367
search groups, 367–368
search queries, 365–368
Select From list, 356–357
share permissions,

386–387
shared permission editing,

390–392
sharing with everyone on

the network, 386–388
sorts, 362
specific people sharing,

388–390
speed dial list, 373–374
switching between views,

363–365
telephone calls, 371–374
To-Do item assignment,

401–402

viewing other shared,
392–394

virus concerns, 351
Web page browsing,

369–370
Windows Live Mail

import, 765–766
Contacts module

creating in OneNote,
492–493

drag-and-drop creation,
49–50

Eudora import, 76–77
Outlook Express import,

78–79
overview, 2, 12
views, 114

Contacts Properties dialog
box, 386–387, 390–391

containers, 456–457, 468–469
content filters, 583–585
contents, 166–168, 772–773
context menus, 50
contextual errors, 131–132
Contributor

shared calendar
permissions, 266

shared contact
permissions, 387

shared task permissions,
440

conversation tracking,
123–124, 526–528

Copy Rule To dialog box,
674

Create a New View dialog
box, 335–336

Create New Building Block
dialog box, 167

Create New Folder dialog
box, 328–329, 638–639,
782

Create New Group Schedule
dialog box, 277–278

Create New Theme Colors
dialog box, 140

Create New Theme Fonts
dialog box, 141

crops, object, 154
csv (Comma Separated

Values) file extension,
546

Current View list, 528
Current View menu, 235
Custom column, 583
Custom dialog box

Flag for Me, 176–177
Flag for Recipients,

174–176
message flags, 174–177
To-Do item flags, 400

Custom flag, 400
Custom View dialog box,

529–530, 608
Custom View Organizer

dialog box, 335–337,
616–618

custom views, 616–618
Customer Experience

Improvement Program,
711

Customize dialog box, 697
Customize Outlook Today

dialog box, 604–605
Customize View dialog box,

361–362, 613–615
Customize View: Business

Cards dialog box, 383
Customize View: Phone List

dialog box, 779–781

D
Daily Style, Calendar item

printing, 775
Daily Task List

Calendar module display,
234–235

deleting To-Do items, 406
hiding/displaying, 411
item arrangement by start

date, 412
marking items as

complete, 404–406
minimizing/maximizing,

412
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recurring tasks, 418
removing completed

tasks, 412
removing flags, 405
task creation, 410–412

dashboards, 538, 587–588
data

Access import, 79–82
Act! import, 79–82
BCM importing, 547–549
compacting files, 650–651
Eudora contact import,

78–79
Eudora Light message

import, 75
Eudora Pro message

import, 75
Excel import, 79–82
Lotus Organizer import,

79–82
OneNote searches,

513–520
Outlook Express, 70–71,

78–79
Outlook Today sorts,

613–614
viewing archived data, 656
Windows Mail message

import, 70–71
data files, database

creation, 542
data types, BCM support,

545–546
databases, 540–544
Date Navigator

appointment creation,
43–44

Calendar module, 241–243
customizing, 345–348
font appearance, 346–348
hiding/displaying, 408
month-to-month jumps,

346
multiple month display,

346
To-Do Bar, 24–25, 346

Date/Time Fields dialog
box, 529–530

dates
Day view display, 236
flags for yourself, 177
message expiration,

182–183
message flags, 174
Month view, 240–241
note display, 452
OneNote, 472
Week view, 238–239

Day view
all-day events, 248–250
Calendar module, 235–237
calendar time grid,

339–341
Daily Task List, 411–412
Date Navigator, 242
Outlook Today, 610

Delay Delivery button, 182
Delegate Permissions

dialog box, 741
delegates

appointments, 750
assigning, 737–740
displaying other user’s

folders, 742–746
e-mail handling, 748–750
meeting requests, 740,

746–748
permissions, 739–742
private item viewing, 739
removing, 741–742
task requests, 746–748

Delete button, 37, 255–256
Delete key, 37
Deleted Folders, 641
Deleted Items, 691
Deleted Items folder, 37–38,

641, 650, 652, 684–685
delivery receipts, 

177–178, 687
Design Form dialog box,

625–626, 629–631
Desktop, notes, 453
Desktop Alert Settings

dialog box, 187
Desktop Alerts, 90–91,

186–187

detail fields, 354–355, 356
Detailed Address Cards

view, 364
Details tab, 570
Dial button, 371
Dialing Options dialog box,

373–374
Dialog Box Launcher

button, 35, 146–147
diamonds, drawing, 477
dictionaries, adding to, 130
digital IDs, 716–719
digital signatures, 718–720
Direct Replies To button,

229
Display As name, 354
distribution lists, 205–209
document pictures,

485–487
documents

automatic Journal
tracking, 523

hyperlinks, 155
OneNote insertion,

484–485
OneNote links, 488
printing with message

attachments, 768–771
restricted permissions

message, 723
domains, 680, 683–684,

686–688
double-headed arrows, 477
down arrow character, 176
down-arrow key, 18
Download Pictures, 115–116
Drafts folder, 27, 36, 90,

111–112
drag and drop, 46–51, 453
drawing, 159–160, 474–478
Drawing toolbar, 477–478
due dates, 413, 327
Duplicate Contact

Detected, 360
Duplicate Detection,

359–360
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E
Edit Business Card dialog

box, 376–378
Edit Rule dialog box,

730–733
Edit Signature dialog box,

164, 166
Editor

delegate permission, 739
shared calendar

permissions, 265, 267
shared contact

permissions, 387
shared task permissions,

440, 441
Editor Options dialog box

context error checking,
131–132

grammar checking, 134
Quick Access toolbar

commands, 623–625
spell checking messages,

128
effects, 138–141, 153
e-mail. See also messages

account profiles, 229–230
adding your name to a

reply, 122–123
address resolving, 87
all meeting attendees,

313–314
Bcc (blind carbon copy),

103–104
BCM report attachments,

586
BCM reports, 581
blocking/unblocking file

formats, 116–117
business card sharing,

381–382
calendar information

insertion, 283–286
Cc (carbon copy), 103–104
certificate exchanges,

718–719

certificates, 716–719
conversation tracking,

123–124
creating a contact,

357–358
delegate handling,

748–750
Desktop Alert, 90–91
digital signatures, 719–720
distribution list messages,

208
download canceling, 188
draft save times, 112
encryption, 717, 719–721
file attachments, 108–111
flags, 174–177
forwarding, 125
HTML format, 104–105,

715–716
inline comments, 122–123
linked images, 114–116
live sharing session

invitations, 503
marking message as

unread, 91
message creation, 85–90
message expiration date,

721
message formats, 104–106
message replies, 118–124
message reply text colors,

121–122
message retrieval, 90–93
note attachments, 453–454
OneNote pages, 495–497
opening attachments,

116–117
Out of Office Assistant

rules, 730–733
Outlook E-Mail Postmark,

688
Outlook Express message

import, 70–71
plain-text format, 105
Quick Click Flag, 400,

402–403

reading messages, 91–93
received mail folder path

selection, 223–226
Reply button versus

Replying to All button,
118–119

resending messages, 125
restricted permissions,

723–724
retrieving without deleting

from a POP3 server,
752–754

RTF (Rich Text Format),
105

saving as drafts, 111–112
saving attachments,

117–118
security warnings,

712–715
sending to alternate e-mail

addresses, 228–229
sending to multiple

recipients, 87–88
sent mail folder paths,

226–228
sharing invitation,

264–265, 273
signature inclusion,

165–166
subject entry

conventions, 88–89
task assignments, 416
text formatting, 106–107
text formatting when

copying into a reply,
120–121

To-Do item assignment,
399–401

viewing unread only,
92–93

Voting buttons, 179–181
Windows Mail message

import, 70–71
workflow process, 

53–54, 56
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e-mail accounts
All Accounts group, 214
checking order, 221–222
configuration, 56–62
connection testing, 61–62
default settings, 220–221
Eudora, 75–78
HTTP protocol, 752
IMAP (Internet Message

Access Protocol),
55, 752

IRM associations, 724
ISP settings, 65–68
naming/renaming, 64–65
Outlook Express, 71–74
password settings, 62–64
POP3 (Post Office

Protocol 3), 54–55, 752
profiles, 56–57, 229–230
providers, 54–55
remote computer access,

751–757
reply address settings,

64–65
Send/Receive groups,

214–218
sending messages from

alternate accounts,
222–223

signature associations,
164–165

Windows Mail, 71–74
workflow process, 56

E-Mail Address field,
553, 557

e-mail addresses
adding to Safe Senders

List, 679–680
contact editing, 356
contact information, 353
distribution list updating,

209
e-mail account setup,

59, 60
hyperlinks, 155
printing, 779–781

resolving, 39–40, 87,
99–102

search queries, 101–102
security warnings,

712–713
sending mail to alternate

addresses, 228–229
server conventions, 86–87
spam reduction, 687
verification process,

99–101
E-Mail button, 496
E-Mail Options dialog box,

112, 120–121
E-Mail Security dialog box,

digital IDs, 717
e-mail servers, 86–87
emoticons, 194
Empty button, 652
encryption, e-mail,

717, 719–721
End field, 530
end/start dates, 249
end/start times, 244–245
Entry List view,

530, 533–534
Entry Type list, 526, 527
Esc key, 36
Eudora Light, 75–77
Eudora Pro, 75–77
events

adding holidays to a
calendar, 258–262

all-day, 247–250
appointment conversion,

255
versus appointments,

230–231
archiving, 256
Calendar module, 234–235
category selections, 249
changing, 254–255
copying/pasting, 258
date shifting, 257
Day view, 235–237
delegate handling, 750
forwarding, 280–281

group schedules, 277–279
importance marking,

249–250
location entry, 248–249
Month view, 239–241
recurring, 251–254
reminders, 249
removing, 255–256
saving, 250
start/end dates, 249
subject editing, 258
subject entry, 248–249
Week view, 238–239

Excel
automatic Journal

tracking, 523
copying a table to

OneNote, 470
copying/pasting voting

responses, 181
data importing, 79–82
exporting BCM reports to,

586
Excel workbook, 546
Exchange network, 26
exclamation point (!)

character, 176
Expand button, 16–17
Expand Navigation Bar

button, OneNote, 457
expiration date, 182–183, 721

F
Favorite Folders

folder addition, 644
limitations, 644
locating, 644
Navigation pane, 16, 30–31
reordering, 644–645
Search Folder support,

644
Web page links, 645–647

Featured Links, 710
Field Chooser dialog box,

611
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Field Chooser tools,
626–628

fields
business card appearance

editing, 376–377
contact information,

352–354
custom-defined, 631–632
form alignments, 630
form creation, 625–628
form groupings, 630
form sizing, 629

File As box, 353
File As field, 552
file formats

blocking/unblocking,
116–117

PDF/XPS converter for
Office, 497

switching between, 127
files
archive.pst,

652, 656–657
archiving, 652–659
attachment previewing,

20–22
compacting, 650–651
compressing (zipping)

before attaching, 108
e-mail attachments,

108–111
hyperlinks, 155
OneNote insertion,

484–485
OneNote links, 488
outlook.hoi, 260–262
outlook.pst,

652, 656–657
password assignment,

707–709
restoring archived data,

656–659
saving e-mail, 117–118
saving image, 116
viewing archived data, 656

Fill Effects dialog box, 144

Filter Accounts dialog box,
BCM, 584–585

Filter dialog box, 336
filters, 583–585, 682–685
Find Related Messages, 407
Flag column, 422
Flag for Me, 176–177
Flag for Recipients, 174–176
flags

assignment editing, 403
colors, 400–401
contact/To-Do item,

401–402
e-mail messages, 174–177,

399–401
Flag for Me, 176–177
Flag for Recipients,

174–176
High Importance (!), 176
low importance (down

arrow), 176
messages for yourself,

176–177
Quick Click Flag, 400,

402–403
removing from items, 405
Tasks list clearing, 419
To-Do items, 176–177

Folder List
collapsing/expanding

subfolders, 22
custom Search Folder

addition, 697–699
hiding/displaying, 22–23
Navigation pane, 15
navigation techniques,

704
overview, 16
predefined Search Folder

addition, 695–697
search folders, 22
shared folder display

nonsupport, 23
sizing, 23

Folder List button, 15
Folder Size dialog box,

648–649

folders
archiving, 652–659
AutoArchive, 653–655
basic rule creation,

664–665
color organization, 643
copying rules between,

674
creating, 638–639
deleting, 640–641
displaying other users,

742–746
Drafts, 27
favorite, 16, 30–31
Favorite Folders, 643–647
Instant Search process,

692
manually archiving,

655–656
moving items between,

639–642
moving message receipts,

178
news feed storage, 196
Organize window, 642–643
Outlook default, 637–638
path selections, 639
received e-mail paths,

223–226
recovering deleted, 641
removing AutoArchive,

654–655
reordering, 640
restoring archived data,

656–659
root, 26
rule settings, 667
sent e-mail paths, 226–228
shortcuts, 704–706
subfolder indicators, 639
viewing archived data, 656

Font Dialog Box Launcher
button, 107

fonts
custom, 139–141
Date Navigator, 346–348
message, 138–141
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message formatting,
106–107

note appearance, 452
printing message with

attachments, 769
footers, 770–771
For Follow Up folder,

406–407
Format Business Card View

dialog box, 383–384
Format Painter button, 107
forms

appearance, 628–630
background colors, 629
closing without saving

changes, 36
creating, 625–628
custom, 632–634
custom-defined fields,

631–632
default setting, 632–633
deleting, 634
Distribution List, 206–208
field alignments, 630
field groupings, 630
field sizing, 629
item creation, 34–36
Microsoft Office Button,

34–35
publishing, 628
Quick Access toolbar,

34–35
Ribbon, 35
Save & Close button, 36

Forms Manager dialog box,
633

Forward button, 
125, 341, 242

Free marker, 274–276
Free/Busy Time, 266
Free/Busy Time/Subject

Location, 266
freehand notes, OneNote,

474–478
frequency, recurring

appointments/meeting/
events, 252

Full Name box, 352
Full Name button, 552
Full Name field, 552
Full Page View button,

OneNote, 456–457

G
gif format, 115
Global Address List, 94
Go menu, 12
Go To Date command, 243
Google, calendar sharing,

292–300
Google Calendar

adding to Calendar
module, 329–331

iCalendar export, 292–296
importing, 296–298
subscription process,

298–300
webcal:// link, 330

Google Gmail, 54–55
Gookin, Dan (Word 2007 For

Dummies), 106
gradients, backgrounds,

143–145
grammar checking

checking before sending
message, 89

enabling/disabling, 133
improper word/phrase

identification, 132
Research pane lookups,

133
Grammar dialog box, 133
graphics

phishing message,
678–679

SmartArt, 147, 150–152
gray shading, 769
grids, calendar time editing,

339–343
Group By dialog box,

608–609
group schedules, 277–279

Group Schedules dialog
box, 277–279

groups
calendar by purpose/type,

334–337
Contacts list searches,

367–368
detailed task creation, 414
distribution lists, 209
form fields, 630
Journal timeline views,

528–529
objects, 153
Outlook Today, 607–609
Send/Receive, 214–218
shortcut, 704, 706

H
hackers, 190
handwritten notes, 476–477
headers

Cached Exchange Mode,
760–761

downloading to remote
computers, 747–757

marking for action, 756
marking for download,

218
printing message with

attachments, 770–771
headings, Month view

display, 240–241
Help system, 14, 709–711
High Importance

appointment marking, 246
detailed task creation, 414
event marking, 249
message flags, 176

High, junk e-mail protection
level, 678

High Priority, 667
holidays, 258–262
Home field, 354, 356
HTML format

e-mail, 104–105
virus concerns, 715–716

HTML messages, 687
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HTTP protocol
e-mail accounts, 55, 752
Web mail, 762–766

hyperlinks. See also links
message insertion,

154–156
Quick Parts, 166–168
signature inclusion, 164
text formatting, 155

I
iCalendars

adding to Calendar
module, 329–331

calendar sharing, 281–283
Google Calendar, 292–298
removing, 331
webcal:// link, 330

Icon view, Outlook Today,
610

Idea tag, OneNote, 512
IM (instant messaging)

contact addition, 191–192
Contacts list, 190
message reply, 193–194
Microsoft MSN Messenger,

191
Microsoft Office

Communicator, 191
Microsoft Windows

Messenger, 191
online status display,

191–193
online status editing, 194
security risks, 190, 194
sending messages,

191–194
Windows Live Messenger,

190–194
workflow process, 189–190

IM address field, 553
images. See also pictures

backgrounds, 143–145
e-mail attachments,

114–116
message insertion,

145–147

moving, 480
OneNote insertion,

487–480
Quick Parts, 166–168
resizing, 479
saving to a file, 116
text over, 480
trusted sources, 116

IMAP (Internet Message
Access Protocol)

e-mail account, 55
out-of-office message

replies, 734–737
sent e-mail folder paths,

227–228
IMAP servers, e-mail

accounts, 752
Import and Export Wizard

Eudora contact, 78–79
Eudora Light message, 75
Eudora Pro message, 75
Excel data, 80–82
importing address

books, 98
importing/exporting news

feed lists, 204
Outlook Express contact,

78–79
Outlook Express message,

70–71, 77–78
restoring archived files,

657–659
Windows Mail message,

70–71
important tag, OneNote,

512
Inbox

basic rules, 662–665
Instant Search process,

692
junk mail removal,

683–684
marking messages as

read, 620
message blocking,

681–682
Indexing, Instant Search

preference settings, 690

InfoBar
blocked file format, 116
contact To-Do item, 401
Display as HTML, 715
Display as Rich Text, 715
Download Pictures,

115–116
Find Related Messages,

407
flagged message, 175
linked image, 115
message information,

18, 20
recurrent item, 253
recurring tasks, 419
trusted image, 116
unsent message, 88, 89
voting options, 180

Information Rights
Management (IRM)

configuration, 723
e-mail account, 724
e-mail security, 721
protection layers, 722
restricted permissions

message, 723–724
shortcomings, 722
viewing restricted

permission messages,
724

Initiated By button, 553, 557
Initiated By field, 569
inline comments, 122–123
Insert Business Card

dialog box
business card sharing,

381–382
signature inclusion,

163–164
Insert Chart dialog box,

148–149
Insert File dialog box,

109–110
Insert Hyperlink dialog box

message links, 154–156
OneNote, 488

Insert Item dialog box,
156–157
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