


appointments (continued)
making private, 224–225
meetings versus, 241
in Month view, 213
opening, 211, 216, 221
in reading pane, 211
recurring events, 218–220
reminders for, 220–221, 236
on Scheduling Page, 225–226
searching for, 226–228
selecting, 211
setting importance of, 223–224
summarizing programmatically, 472–474
tasks versus, 281
time zones for, 221–222
on To-Do Bar, 214
types of, 207

Archive.PST file, 342, 352–353, 358
archiving

Archive.PST file for, 342, 352–353
AutoArchiving, 278, 352–355
backing up the Archive.PST file, 358
manually, 356
personal folders files for, 342

arguments, 439
arrays

as arguments, 439
defined, 427
dynamic, 428
For...Next statement for setting values, 434
static, 427–428
of UDTs, 429

arrows
after menu commands, 22
for collapsing and expanding navigation pane, 29, 361
on menu bottom, 23, 369, 370
for viewing hidden toolbar buttons, 365

ascending order. See sorting
assigning. See also assigning categories

hyperlinks to toolbar items, 411
macros to menus or toolbars, 409–412
macros to shortcut keys, 413
receiving task assignments, 291–292
shortcut keys to categories, 318
tasks, keeping updated copy of, 289, 296
tasks to people, 201, 281, 288–290, 292, 293

assigning categories
to appointments, 223
to items, methods for, 319
to messages when sending, 324
multiple for one item, 319
to multiple items at once, 319
to notes, 258
Quick Click, 325
to received messages, 140
shortcut keys for, 318

assignment operators, 430
Attachment object, 458–459
attachments. See email attachments
AutoArchiving. See also archiving

Archive.PST file for, 352–353
backing up the Archive.PST file, 358
defined, 352
Journal entries, 278
retention policies for Exchange, 354
setting global options for, 353–354
setting options for individual folders, 355

autocomplete feature, 57–58, 59
AutoCorrect feature

adding items to replace, 125
adding to list when spell checking, 121, 122
AutoFormat features, 128–129
corrections performed by, 124
Math AutoCorrect, 125–127
modifying items to be replaced, 125
options for, 124
removing items to be replaced, 125

AutoFit options for tables, 115
AutoFormat features for email, 128–129
automated email account setup, 16, 38–40
automatic formatting for items in views, 374
AutoPreview for RSS feeds, 305–306

B
background

for business cards, 195
changing for messages, 94–95

backing up
Outlook data files, 357–358
personal folders files for, 342
RSS settings, 310
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BCC (Blind Carbon Copy) field in email, 57–59
bell icon for reminders, 71
blocking

attaching blocked file types, 382
attachments blocked by Exchange, 382
attachments blocked by Outlook, 60, 379–381
email senders, 67, 155–156
restrictions for email messages, 137–138

bold type
on business cards, 196
in Date Navigator, 208
formatting message text with, 62
for messages in Inbox folder, 62

bookmarks, 100, 112
books (help window), 32, 33
Boolean variables, 426
borders for message paragraphs, 79, 85–86
break mode for debugging macros

breakpoint displays in, 413–414
controlling with watches, 417
entering, 413, 415
Immediate window display, 419
overview, 413
removing breakpoints, 413
setting breakpoints, 413
viewing variable values, 413

bugs, 413. See also debugging macros
bulleted lists for email, 79
business cards. See also VCard or VCF files

creating contacts list entry for, 136
default template for, 194
defined, 134
editing, 195–196
for email attachments for contacts, 184
sending with email, 134, 136, 200

busy indication for calendar time, 216, 225
Button Editor, 411, 412

C
Cached Exchange Mode, 520–522
Calendar. See Outlook Calendar
Calendar folder, 329, 462
calendar snapshots, 228, 229–230
Call keyword, 440
calling procedures, 440
canceling meetings, 250

Carbon Copy. See CC (Carbon Copy) field in email
Cascading Style Sheets (CSS) for fonts, 148
case

changing for message text, 77
of variable names, 422–423

categories. See also assigning categories
Categorize button for, 317, 318
changing color for, 318
color names for, 317
colors for, 14, 316, 318
creating, 318, 319
deleting, 318
filtering items by, 322–324
Inbox field heading for, 72, 316
methods of organization using, 315–316
organizing items by, 320–322
overview, 10, 315–316
Quick Click, 325–326
removed from received messages, 324–325
renaming, 317, 318
rule for categorizing sent messages, 170–171
searching for contacts by, 181
selecting items for, 319
sending messages with, 324–325
shortcut keys for, 318, 319
upgrading personal folders files to color, 346
uses for, 316
viewing assignments for items, 319
viewing Journal by, 273
viewing notes by, 264
working with the category list, 317–319

Categorized Mail folder, 348
CC (Carbon Copy) field in email

autocomplete feature for, 57–58, 59
choosing how contact name is displayed, 191
described, 57
entering recipients manually, 57–58
Read versus Compose mode for, 502–503
removing recipients from, 59
selecting recipients from address book, 58–59

cell phones, Mobile Service for, 9
certificates. See digital IDs or certificates
charts, 100, 104–106, 107
chat, 4
checkmarks by menu commands, 22
clip art, 100, 103. See also graphics
closing email messages, 64
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collapsing and expanding
daily task list, 361
navigation pane, 29, 361
To-Do Bar, 29, 361

collections, 449–450, 458, 469
color categories. See categories
colors

for business card background, 195
for business card text, 196
for calendars, 238
for categories, 14, 316, 318
highlighting message text, 77
for hyperlinks in messages, 112
for message background, 94–95
for message text, 77
for themes, custom, 92, 93
upgrading personal folders files to color categories, 346

combination fields on forms, 505–507
comments (VBA), 422
common feed list, 311
comparison operators, 431
compatibility of Personal Folders file with older Outlook

versions, 328
Compose mode for forms, 502–504, 505
composing messages. See also adding objects to messages;

formatting messages; sending messages
addressing options, 56–57
attaching files, 60–61
AutoCorrect feature, 124–125
AutoFormat features for, 128
changing send account, 132
changing the reply to address, 57
checking spelling and grammar, 120–123
checking validity of recipients, 128–129
choosing how contact name is displayed, 191
Compose mode for forms, 502–504, 505
creating email for open contact, 189
creating messages based on stationery, 56
creating messages programmatically, 460
creating new blank messages, 55
default send account, 131
email editor options, 149
entering recipients manually, 57–58
finding text, 129
format options, 56, 73–75
Go To feature, 130
inserting business card, 134, 136

inserting calendar information, 132–134, 135
inserting symbols, 111
Mail Format options, 147–149
Math AutoCorrect feature, 125–127
opening drafts, 62
pasting Office application data, 394–397
pasting Windows application data, 397
programmatically, 459–462
proofing and editing tools, 120–130
quick compose and send, 55–56
removing recipients, 59
replacing text, 129, 130
saving drafts, 62, 144
searching for recipients, 59
selecting recipients from address book, 58–59
setting message importance, 137
setting message restrictions, 137–138
Smart Tags tool for, 127–128
undoing changes, 102
working with tables, 113–120

compressing files for email attachments, 60
conditional statements

defined, 436
If...Then...Else, 436–437, 461
Select Case, 437–438

configuring Outlook for Exchange Server
accessing settings for, 524
Advanced properties, 525–526
Connection properties, 527, 528
General properties, 524–525
Remote Mail properties, 527–528
Security properties, 526–527

constants
literal, 425
for MsgBox function, 442–443
named, 450–451
overview, 425
symbolic, 425

contact form
Addresses section, 190
Display As field, 191
E-Mail, E-Mail 2, and E-Mail 3 fields, 191
File As field, 189
Full Name field, 188–189
illustrated, 188
Notes section, 191
overview of fields in, 4–5
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Phone Numbers section, 189–190
Picture button, 190–191
required field, 188
sending information from, 199–200

contact management. See also business cards; shared
contacts (SPS); VCard or VCF files

adding contact groups, 176–177
adding contacts, 134, 183–185
All Fields view, 193–194
assigning tasks to contacts, 201
associating notes with contacts, 258
associating pictures with contacts, 190–191
Certificates view, 192
checking for duplicate contacts, 205
contact form, 4–5, 188–191, 199–200
Contacts window overview, 176
context menus, 201
copying contacts to other groups, 178
creating email for open contact, 189
customizing views, 178–180
deleting certificates from contact information, 388
Details view, 192
dialing phone numbers, 196–197
displaying information linked to contacts, 205
distribution lists, 185–187
E-mail button, 189
filtering contacts by categories, 322
filtering contacts for mail merge, 202
finding contacts, 180–182
General view, 192
global options for, 204–205
index buttons in views, 182, 205
inviting contacts to meetings, 200
mail merge using contacts, 202–203, 398–401
moving contacts between groups, 178, 341, 342
multiple address books for, 203–204
navigation pane, 176, 177
order for filing names in address book, 189
organizing contacts by categories, 320
overview, 4–5
selecting recipients from address book, 58–59
sending information from contact form, 199–200
sending information in Outlook format, 198, 200
sorting contacts, 180, 204
tagging contacts for follow-up, 201
uses for contact information, 5, 175–176

viewing certificates for contacts, 388
viewing map for contact address, 200

Contacts folder, 329
context menus

for contact management, 201
for email attachments, 355
for Junk E-mail folder, 156
overview, 28
for subscribed Internet calendars, 234
for tasks, 283

controls
active, defined, 491
adding for custom fields, 501–502
adding manually, 484–486
adding OptionButtons, 486
aligning, 488–489
associating with fields, 495, 501
changing tab order for, 491–492
deleting, 487
different for Read and Compose modes, 505
list of available, 485–486
moving, 487
naming, 487
overview, 484
properties, 492–496
removing from tab order, 492
resizing, 487, 488–489
selecting, 486–487
shared fields linked to, 504–505
Toolbox for, 484–486
Z-order of, 490–491

converting
to plain text format from HTML or RTF, 90
RTF for Internet mail accounts, 148
text to table, 117–119

copying
blocking for email messages, 137
contacts to other groups, 178
email rules, 171
folders, 341
items between folders, 339–340
Office application data into messages, 394–397
Outlook data into Office applications, 397
Outlook profiles, 54
Paste Special command for, 395
shortcut keys for copy and paste, 340
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copying (continued)
text formatting with format painter, 76
Windows application data into messages, 397

CreateItem() method, 460, 463–464
credentials for message restrictions, 137
CSS (Cascading Style Sheets) for fonts, 148
customizing

assigning macros to menus or toolbars, 409–412
business card template, 195–196
Calendar views, 213
contacts views, 178–180
fields for forms, 499–502
Journal views, 274
menus, 367–368
message background, 94–95
navigation pane, 361
notes views, 265
options for, 369–370
Outlook screen, 359–361
Outlook Today, 375–376
overview, 11–12
search folders, 349–350
signatures for email, 96–97
themes, 92
toolbars, 361–367
views, 370–375

D
data types. See also variables

for arguments, 439
Date, 426
Enum, 430
numeric, 423–424
UDTs, 429
Variant, 426–427

data validation for forms, 508–509
Date data type, formatting values in, 426
Date Navigator, 208, 209, 214
date variables, 426
dates. See also appointments; meetings; reminders;

scheduling
delaying email delivery until, 141, 142
expiration for email, 141–142
Smart Tags for, 127–128
in VBA, time included with, 426

debugging macros
break mode for, 413–415, 417, 419
bug, defined, 413
controlling execution for, 413, 418–419
Debug.Print statement for, 414
Immediate window information for, 414, 419
Locals window for, 418
Macros dialog box action for, 406
sources of bugs, 413
watches for, 413, 415–418

Debug.Print statement, 414
declaring. See Dim statement
DefaultItemType property of folders, 455–456
defaults

business card template, 194
certificate, setting, 388
data type in VBA, 426
email account, 52, 131, 132
for files and folders, keeping, 327
folder permissions, setting, 547
folders, 329–330
frequency for saving open items, 62
home page for personal folders, 375
importance of messages, 145
item type for folders, 455–456
message format, 74, 75
native applications, 70
resetting menus to, 368
resetting toolbars to, 366, 368
resetting views to, 375
restrictions for email messages, 137
search folders, 348
for tables, setting, 115
theme for new messages, 89

delaying email delivery, 141, 142
delegating tasks (Exchange)

creating delegates, 541–543
delegation versus folder permissions, 541
granting folder access, 545–547
opening another user’s folder, 544–545
permission levels for assistants, 541
removing delegates, 542
scheduling on another user’s behalf, 545
sending email on another user’s behalf, 545
specifying permissions for delegates, 543, 544
terminology, 540–541
working as an assistant, 544–545
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Deleted Items folder, 329, 330, 351–352
deleting or removing. See also turning off

alerts (SPS), 561
appointments, 217
bookmarks from messages, 112
breakpoints from macros, 413
calendar from server, 233
categories, 318
certificates from contact information, 388
control from tab order, 492
controls on forms, 487
custom toolbars, 366
default theme for new messages, 89
Deleted Items folder items, 351
dismissing reminders, 221
email accounts, 52
email attachments no longer needed, 355
email messages, 64
email rules, 171
emptying Deleted Items folder automatically, 351–352
expired email items when AutoArchiving, 354
folders, 341
folders from Favorite Folders list, 351
formatting from message text, 76, 90
group schedule members, 540
groups for non-mail folders, 338
hyperlink from messages, 112
invalid autocomplete items, 59
junk email automatically, 153
macros, 407
meeting attendees, 250, 251
meetings (canceling), 250
menu commands, 367, 368
note filters, 261
notes, 258
objects from messages, 101
old AutoArchived items automatically, 354
Outlook features, 18
Outlook profiles, 54
quick styles from gallery, 88
recalling sent messages (Exchange), 533–534
recipients from email, 59
recurring events from Calendar, 220
replaced items from AutoCorrect, 125
RSS feeds, 308
shared contacts (SPS), 555

shortcut keys for categories (unassigning), 318
theme or stationery from message, 90
toolbar buttons, 364–365, 366
undeleting items in Deleted Items folder, 352
uninstalling Outlook, 18
unsubscribing to Internet calendars, 234

delivery receipts for email, 140–141, 146
descending order. See sorting
desktop, dragging notes to, 257
diagrams (Smart Art), 100, 104, 105
dialing phone from open contact, 196–197
Dialog Box Launchers, 26
dial-up connection, email setup for, 46, 147
digital IDs or certificates

Certificates view for contact display, 192
deleting from contact information, 388
digitally signing messages, 388, 390–391
encrypting messages, 384, 388, 389–390
exporting, 385, 386–387, 388
importing, 385–386, 388
obtaining digital IDs, 384–385
obtaining other’s public keys, 388
overview, 384
public/private key pairs, 384
receiving digitally signed messages, 387
setting default for contact, 388
viewing for contacts, 388

digital signatures
applying to messages, 388, 390–391
Certificates view for contact display, 192
email signatures versus, 96
receiving digitally signed messages, 387

Dim statement
declaring Boolean variables, 426
declaring constants, 425
declaring dynamic arrays, 428
declaring static arrays, 427
declaring strings, 424
declaring UDTs, 429
declaring variables, 423
declaring Variant variables, 426
referencing Calendar folder, 462
referencing collection objects, 450
referencing default folders, 452–453
referencing MAPI namespace, 452
referencing objects, 448
referencing user-created folders, 455
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directories. See folders
disabling. See turning off
dismissing reminders for appointments, 221
Display() method for appointments, 464
displaying. See viewing or displaying
distribution lists, 185–187
DOC files. See Microsoft Word
docking toolbars, 25, 363, 364
Do...Loop statement, 435–436
domains

international junk email options for, 156–157
rule for moving messages to a folder, 166–169
spoofed, warnings for, 153
top-level, 158

downloading
Exchange profile for email setup, 48
Instant Search components, 180
RSS feed articles, 302, 306–307
RSS feeds enclosures, 302
themes from Office Online, 89, 91

Drafts folder, 62, 144, 330
dragging

contacts between groups, 178
copying text formatting with format painter, 76
drawing tables by, 113
notes to desktop, 257
resizing screen elements by, 30
toolbars, 25

drawing tables in messages, 113–115
drawings. See graphics; images
dynamic arrays, 428
dynamic calendars, 228

E
effects

fill, for message background, 94–95
for theme customization, 92

ellipsis (...) after menu commands, 22
email

acronyms related to, 41
adding contacts from, 184
adding objects to messages, 99–113
addressing options, 56–57
advantages of, 4
attaching files to messages, 60–61
AutoCorrect feature, 124–125

AutoFormat features for, 128
blocking senders, 67
business card with, 134, 136
calendar information with, 132–134, 135
categories for messages, 140
changing send account, 132
changing the reply to address, 57
checking spelling and grammar, 120–123
checking validity of recipients, 128–129
closing messages, 64
creating folders for messages, 64–65, 330–334
creating for open contact, 189
delaying delivery, 141, 142
deleting messages, 64
delivery receipts, 140–141, 146
dial-up connection setup, 46, 147
digitally signing, 388, 390–391
distribution lists for, 185–187
editor options, 149
encrypting messages, 384, 388, 389–390
entering recipients manually, 57–58
expiration date for, 141–142
filtering by categories, 322
finding related messages, 67
finding text, 129
flagging for follow-up, 14, 67, 72, 138–140
format options, 73–75
formatting text, 75–88
forwarding appointments, 222–223
forwarding messages, 67, 121, 131, 144
forwarding notes, 258
forwarding RSS feed articles, 308
global options, 143–149
Go To feature, 130
iCalendar attachments for appointments, 223
inserting business card in, 200
inserting symbols in, 111
junk (spam), 16, 151–158
Mail Format options, 147–149
mail merge using contacts, 398
Mail Setup options, 146–147
marking messages as read or unread, 65, 66
Math AutoCorrect feature, 125–127
message handling options, 144
messages summarized in Outlook Today, 375
moving messages between folders, 64
opening drafts, 62
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opening messages, 62
options for individual messages, 131–142
organizing by categories, 320
organizing messages programmatically, 467–472
Outlook advantages for, 4
pasting Office application data into messages,

394–397
pasting Windows application data into messages, 397
postmark feature, 16
postmarking messages, 16, 153–154
preferences, 143–146
printing messages, 64
programming items, 456–462
proofing and editing tools, 120–130
quick compose and send, 55–56
read receipts, 140–141, 146
reading messages, 62–67
reading pane, 65–66
receiving digitally signed messages, 387
reminders for messages, 67, 138–139
Remote Mail feature (Exchange), 527–528, 547–550
replacing text, 129, 130
replying to messages, 67, 121, 131, 144, 145
restrictions or permissions for messages, 137–138
rules for message handling, 159–172
saving drafts, 62, 144
saving Smart Tags in, 148
search folders for, 347–350
searching for recipients, 59
selecting recipients from address book, 58–59
sending and receiving manually, 62
sending calendar snapshots, 229–230
sending contact information, 198–200
sending from Office applications, 393–394
sending messages with categories, 324–325
setting message importance, 137, 145
signatures, 96–97, 142
Smart Tags tool for, 127–128
switching display from plain text to HTML, 391
tables with, 113–120
themes and stationery, 56, 88–95
tracking options for, 146
virus protection, 377–378
voting (Exchange), 529–533

email accounts
applying rules to all accounts, 164
automated setup, 16, 38–40

changing send account, 132
default, 52, 131, 132
Exchange and POP/IMAP in one profile, 521
Hotmail, 38
information needed for setting up, 38
ISP setup for, 37
manual send/receive settings for Exchange, 521–522
manual setup for Exchange, 48–50
manual setup for HTTP, 50–51
manual setup for POP and IMAP, 41–48
modifying settings, 51–52
MSN, 38
multiple address books for, 203–204
Outlook profiles for, 52–54
removing, 52
repairing, 52
required for sending and receiving email, 37

email addresses
addressing messages programmatically, 460–461
autocomplete feature for, 57–58, 59
changing the reply to address, 57
checking for validity, 128–129
choosing how contact name is displayed, 191
displaying the BCC field for, 58
entering in contact form, 191
entering manually in messages, 57–58
error message during automated account setup, 40
invalid, deleting from autocomplete list, 59
options for sending messages, 56–57
required for account setup, 38, 41, 50
searching for, 59
selecting from address book, 58–59
supplied by ISP, 37
top-level domains in, 158

email attachments
adding contacts received as, 184
adding objects to messages versus, 99
attaching blocked file types, 382
attaching files programmatically, 461–462
attaching files to messages, 60–61
Attachment object for, 458–459
blocked by Exchange, 382
blocked by Outlook, 60, 379–381
calendar snapshots, 229–230
compressing files for, 60
for contact information, 198–200
defined, 59
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email attachments (continued)
deleting unneeded, 355
file size limits for, 60
forwarding appointments as, 222–223
forwarding messages as, 67
forwarding notes as, 258
iCalendar format for appointments, 223
not blocked but dangerous, 382
not sent when replying to messages, 67
opening, 70
paper clip icon for, 62, 71
previewer for, 15
received, handling programmatically, 458–459
restrictions applied to, 137
RSS feed articles as, 308
saving, 68–69, 459
security concerns, 60, 70, 378–382
sent when forwarding messages, 67
types of files eligible for, 60
VCard or VCF files, 199, 200
viewing, 69
virus protection for, 377–378

email rules
applying to all accounts, 164
for categorizing sent messages, 170–171
changing position in list, 171
for checking arriving messages, 162–165
for checking sent messages, 162–165
Clear Categories, turning off, 324–325
copying, 171
creating, 159–165
deleting, 171
editing a rule description, 161–162, 171
exporting, 171
for guarding against spam, 169–170
importing, 171
inactivating, 171
managing, 171–172
moving all messages from a domain to a folder, 166–169
overview, 159
Rules Wizard for, 159–165
running after creating, 164
running manually, 171, 172
selecting a rule template, 160
turning on, 164
using a blank template, 162–165
using an existing template, 160–162

email server. See mail server
emptying Deleted Items folder automatically, 351–352
enabling. See turning on
enclosures, downloading with RSS feeds, 302
encrypting messages, 384, 388, 389–390
Enum keyword, 429–430
enumerations, 429–430
equations

adding to messages, 112–113
defined, 100
Math AutoCorrect feature for, 125–127

erasing. See deleting or removing
Events list (SPS)

accessing, 557
actions available for events, 558
linking to Outlook, 559
views, 557–558

Excel. See Microsoft Excel
Exchange. See Microsoft Exchange Server
exclamation point (!) icon for message importance, 71,

137
executable files

blocked by Exchange, 382
blocked by Outlook, 60, 379–381

expanding. See collapsing and expanding
expiration date for email, 141–142
exporting. See also transferring

digital IDs, 385, 386–387, 388
email rules, 171
Events list (SPS), 558
RSS feed information, 308–310
safe senders list, 155
shared contacts (SPS), 555

expressions in Select Case statements, 437–438

F
Favorite Folders list, 350–351
fields on custom forms

adding controls for, 501–502
adding fields, 482–483
associating controls with, 495, 501
combination, 505–507
custom, creating, 500–502
custom, planning, 499–500
defined, 476–477
ensuring value is entered for, 509
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Field Chooser for defining, 500–501
formula, 507
shared, 504–505
validating user input, 508–509

File menu button, 26
files. See also email attachments; Outlook data files;

specific kinds
attachment types blocked by Exchange, 382
attachment types blocked by Outlook, 60, 379–381
compressing, 60
default arrangement, keeping, 327
defined, 327
hidden, viewing, 328

fill effects for message background, 94–95
filtering. See also junk email (spam)

by categories, 322–324
contacts for mail merge, 202
notes, 261–262
organizing versus, 322
removing note filters, 261
shared contacts (SPS), 554
specifying criteria for views, 373

FindFolder() function, 454–455, 468, 469
finding. See searching
fixed-length strings, 424
flag icon in Inbox, 72
flagging

contacts for follow-up, 201
email message importance, 137, 145
email messages for follow-up, 14, 67, 72, 138–140

floating toolbars, 25, 26, 363
folders. See also specific folders

archiving manually, 356
AutoArchiving, 352–355
collections for moving, 469
copying, 341
copying items between, 339–340
creating for groups, 334–336, 338
creating for messages, 64–65, 330–334
creating for non-mail items, 334–336
customizing Outlook Today for, 375–376
default arrangement, keeping, 327
default item type, 455–456
default, referencing, 452–453
defaults for items, 329–330
deleting, 341

designed for specific type of item, 329
email folders for RSS feeds, 329
Favorite Folders list for, 350–351
for form design, 535
for forms, 497–498
generating views for Exchange accounts, 357
groups for non-mail folders, 334, 336–338
hidden, viewing, 328
hierarchical structure for, 332–333
home page for, 346–347, 375–376
moving email folders, 340
moving items between, 339–340
moving messages between, 64
moving non-mail folders, 340
opening, 339
organizing messages programmatically, 467–472
Outlook versus disk, 327
overview, 327–328
permissions for, 545–547
public, with Exchange, 519
renaming, 341, 357
rights with Exchange, 518
for RSS feeds, 302
rule for moving messages from domain to, 166–169
for saving email messages, 132
search folders, 347–350
selecting form for posting to, 357
selecting items in, 339
setting options for, 356–357
settings for IMAP, 48
synchronizing in Cached Exchange Mode, 521
user-created, referencing, 453–455
viewing contents, 339

follow-up flag for contacts, 201
follow-up flag for email

flagging for recipients, 140
flagging received messages, 67, 138–139
Inbox folder icon for, 72, 140
as new feature, 14

fonts
on business cards, 196
displaying font names in actual font, 369
for themes, custom, 92, 93, 94
tools for formatting messages, 76–77
unit of measurement for, 83
using CSS for HTML format, 148
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For Each...Next statement
accessing appointments, 464–465
moving selected messages, 457–458
overview, 435
saving attachments, 459
setting Color property of objects, 435

format painter tool, 76
formatting business card text, 196
formatting for items in views, automatic, 374
formatting messages. See also adding objects to messages;

tables
aligning paragraphs, 79
background, 94–95
borders, 79, 85–86
bulleted lists, 79
changing case, 77
clearing formatting, 76
colors for text, 77
converting text to table, 117–119
converting to plain text, 90
copying formatting with format painter, 76
fonts, 76–77
format options, 73–75
highlighting text in color, 77
HTML format, 56, 73–75
indentation, 79
inserting symbols, 111
line spacing, 79, 82–84
Mail Format options, 147–149
multilevel lists, 79–81
with notes attached, 258
numbered lists, 79
paragraph formatting tools, 78–79
plain text format, 56, 73–75
quick styles for, 86–88
removing formatting, 76, 90
RTF format, 56, 73–75
selecting text to format, 76, 78
shading, 79
showing/hiding formatting marks, 79, 84
signatures, 96–97, 142
soft return for new line in same paragraph, 79
sorting paragraphs in alphabetical order, 79, 81–82
themes and stationery for, 56, 88–95
tools on ribbons for, 75

forms. See also controls
Actions page for, 510–512
adding fields, 482–483

for appointments, 215–216
choosing templates for, 476
combination fields, 505–507
Compose mode, 502–504, 505
for contacts, 4–5, 188–191, 199–200
custom fields for, 499–502
custom, kinds of, 477
Exchange with, 476, 497, 534–535
fields, defined, 476–477
folder for designing, 535
folders for, 497–498
formula fields, 507
hidden, 476
modifying, 479
naming, 497
for notes, 255–256
overview, 475–476
pages, 479–482
publishing, 497–498, 534
Read mode, 502–504, 505
reading versus composing, needs for, 502
routing capabilities for, 510–512
selecting, for posting to folders, 357
selecting, for posting to personal folders files, 346
setting properties for, 509–510
shared fields, 504–505
starting new, 477–478
steps for creating, 476
for tasks, 286–287
templates for, 475–476, 477, 478
testing, 496
userforms, 11–12
using with Exchange, 534–535
validating user input, 508–509
VBScript in, 512–513

formula fields on forms, 507
formulas for combination fields, 506–507
For...Next statement, 434–435
forwarding messages

appointments as attachments, 222–223
as attachments, 67
attachments sent when, 67
changing send account, 132
creating new unaddressed message, 67
default send account for, 132
form capabilities for, 510–511
ignoring text when spell checking, 121
preferences for, 144
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RSS feed articles as attachments, 308
setting restrictions blocking, 137

free indication for calendar time, 216, 225–226
free-floating toolbars, 25, 26, 363
full menus

defined, 23
opening from short menus, 23, 369, 370
options for, 23–24, 369
recommended to start with, 27

functions. See also procedures; specific functions
basic syntax, 439
naming, 439
referencing user-created folders, 454–455
Subs versus, 438–439

G
GetDefaultFolder() method

for Calendar folder, 462
overview, 452–453
for user-created folders, 454

GetNamespace() method, 452
Go To feature, 130
gradients for message background, 94–95
grammar checking. See spelling and grammar checking
graphics

adding to messages, 102–110
animations, 103, 369
associating with contacts, 190–191
on business cards, 195
charts, 100, 104–106, 107
clip art, 100, 103
equations, 100, 112–113
horizontal lines, 100
images, 94–95, 102, 190–191, 195
for message background, 94–95
shapes, 101, 106–108
Smart Art diagrams, 100, 104, 105
WordArt, 100, 108–110

Group Schedule feature (Exchange)
creating a group schedule, 535–537
described, 247
group schedule, defined, 535
indications for blocks of time, 537
removing members, 540
scheduling meetings, 538–539
sending messages to group messages, 540
setting options for, 540

using group schedules, 537–540
viewing member information, 540
viewing members’ calendars, 540

grouping in views, specifying, 371–372
groups for non-mail folders

creating folders, 334–336, 338
creating new groups, 337–338
overview, 336–337
working with, 338

H
help window

books, 32, 33
opening, 31
search tool, 32–34
table of contents, 32, 33
toolbar buttons, 32
topics, 32

hidden forms, 476
hiding. See also collapsing and expanding; turning off

daily task list, 361
displaying hidden files and folders, 328
formatting marks in messages, 79, 84
reading pane, 361
To-Do Bar, 29, 361
toolbars, 363, 366
Toolbox, 484

hierarchical structure for folders, 332–333
highlighting message text in color, 77
holidays, adding to Calendar, 238
home page for personal folders, 346–347, 375–376
horizontal lines, 100
Hotmail email accounts, 38, 50–51, 148
HTML format for email

advantages of, 73, 74
changing the format type, 74–75
converting to plain text, 90
creating messages in, 56
as default, 74, 75
described, 73
Personal Folders file location with, 328
reducing file size, 148
removing all formatting, 90
security concerns, 391
switching display from plain text to, 391
themes and stationery, 56, 88–95
using CSS for fonts, 148
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